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PREFACE 
Purpose 

The Reformed University Faculty Handbook is a description of the rules, policies, and procedures 
that govern and enable our service to Reformed University. However, this handbook is not a closed 
text, much less the Bible. Not all questions about our communal life and our individual services are 
to be answered here in this text. Hopefully by placing our policies in print, matters would be 
discussed, debated, and used better for overall enhancement of educational environment of 
Reformed University. 

 
Faculty Acknowledgement 

I have received a copy of Reformed University Faculty Handbook this date. 

I understand the handbook provisions are not intended to serve as an employment contract, and that 
they are subject to change from time to time. I further understand that: 

 revisions to the handbook may occur from time to time, and such revisions shall apply to my 
employment; 

 a copy either paper-based or electronic version of any such handbook revisions will be made 
available to me by Reformed University; and 

 it is my responsibility to read and comply with the provisions of the handbook, as revised. 

 

I further acknowledge and understand: 

(a) my employment has no specified term of duration, unless otherwise stated in the Employment 
Agreement; 

(b) either Reformed University or I may terminate my employment at will, so long as there is no 

violation of applicable federal or state law; and 

(c) if my employment is involuntarily terminated by Reformed University, I may utilize the 

Grievance Procedures set forth in the handbook as revised from time to time, and will have all 

protection provided by applicable federal and state employment discrimination laws. 

 

 
Date of Signature    

 

Academic Department of Employment    
 

Faculty Name (Print)    
 

Faculty Signature    
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GENERAL INFORMATION 

OUR VISION 
The vision of Reformed University is to prepare current and future pastoral leaders and lay leaders, in the 
US and abroad, to go into the world and proclaim the gospel of Jesus Christ with learned skills, so that the 
kingdom of God may be realized in the hearts of all nations, as directed in Matthew 28:18-20:  
 

All authority in heaven and on earth has been given to me. Go therefore and make disciples of all nations, 
baptizing them in the name of the Father and of the Son and of the Holy Spirit, and teaching them to 
obey everything that I have commanded you. 

MISSION  
The mission of Reformed University is to build the church and improve society, based upon a salient 
biblical principle, namely, by “bringing good news to the poor, proclaiming release to the captives, 
recovering sight to the blind, and letting the oppressed go free” (Luke 4:18), and by this spirit, Reformed 
University is dedicated to delivering an unparalleled cross-cultural learning experience, and redefining 
leadership education for the 21st century by aiding its community in acquiring a global perspective, 
advancing knowledge, and deepening spirituality to meet the challenges and find solutions to the issues 
that affect us in life, both personally and socially. 

STATEMENT OF FAITH 
Reformed University holds firmly to the inerrancy of Scripture and to the Reformed Faith as summarized 
in the Westminster Confession of Faith and Catechisms drawn up by the 1646 Westminster Assembly, as 
well as in the Apostles' Creed.  
 
We believe: 
  
The Bible  
In the divine inspiration to atone for the sins of mankind, infallible written Word of God with inerrancy, 
the primary standard for our faith; both the Old and New Testaments;  
 
God  
One true and living God, the Creator of all things, one eternal, transcendent, omnipotent, existing in three 
same Persons - Father, Son, and Holy Spirit, but all of one essence and all having the same nature, 
perfections, and attributes, and each is worthy of precisely the same worship, and obedience. God the 
Father, the first person of the Divine Trinity, is infinite Spirit - sovereign, eternal, and unchangeable in all 
His attributes who is eternally worthy of honor, adoration, and obedience.  
 
Jesus Christ  
The Perfect, sinless humanity and the absolute, full deity of the Lord Jesus Christ, indissolubly united in 
one divine-human person since His unique incarnation by miraculous conception and virgin birth. In 
God's Son incarnation in flesh both in divine and human natures, in His miracles, in His atoning death on 
the cross for the sins of all to reconcile with our God, in His resurrection in three days, in His ascension 
from the grave to the right hand of the Father according to the Scriptures, and in His return in power and 
glory; the substitutionary and redemptive sacrifice of Jesus Christ for the sin of the world, through His 
literal physical death, burial, and resurrection, followed by His bodily ascension into heaven.  
 
Holy Spirit  
The Holy Spirit is the third person of the Godhead who convicts, regenerates, indwells, seals all believers 
in Christ who was crucified and resurrected to redeem our sins, and fills those who yield to Him. The Holy 
Spirit gives spiritual gifts to all believers, and in the present and active of the Holy Spirit in the world, by 
whom the gospel is proclaimed and the kingdom of God is manifested in the world. The Holy Spirit comes 
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from God the Father and the Son and causes people to be saved and to realize their sin and misery, 
enlightens their hearts to know Jesus Christ, strengthens their will, encourages, empowers them, causes 
them to receive Jesus Christ and bear fruits of righteousness, and protects us until we enter into the 
eternal heaven. 
 
Historicity 
The full historicity and perspicuity of the biblical record of primeval history, including the literal 
existence of Adam and Eve as the progenitors of all people, the worldwide cataclysmic deluge, and the 
origin of nations and languages at the tower of Babel.  
 
The church  
The Church, of which Christ is the head, is established by God to gather and to nurture the believers to 
grow into the body of Christ, which is the fullness of Him that fills all in all. This Church is the kingdom of 
the Lord Jesus Christ, the house and family of God, out of which there is no ordinary possibility of 
salvation. God has given the visible Church the ministry and the ordinances of God for the gathering and 
the perfecting of the believers. 
 
Salvation  
Personal salvation from the eternal penalty of sin provided solely by the grace of God on the basis of the 
atoning death and resurrection of Christ, to be received only through personal faith in His person and 
work.  
 
Last Things 
The future, personal, bodily return of Jesus Christ to the earth to judge and purge sin, to establish His 
eternal Kingdom, and to consummate and fulfill His purposes in the works of creation and redemption 
with eternal rewards and punishments. Both the saved and the lost will be resurrected; the saved unto 
the resurrection of life and the lost unto the resurrection of damnation. 
 
Creation 
God created man according to His image, in knowledge, righteousness, and holiness, and made them to 
rule over the other creatures. Adam, the first man, sinned by disobedience. This act resulted in the fall of 
mankind and incurred both physical and spiritual death for all. We believe the triune God created the 
universe apart from pre-existing materials and without any evolutionary process, the creation of the 
existing space-time universe and all its basic systems and kinds of organisms in the six literal days of the 
creation week. 
 
Satan 
The existence of a personal, malevolent being called Satan who acts as tempter and accuser, for whom the 
place of eternal punishment was prepared, where all who die outside of Christ shall be confined in 
conscious torment for eternity. We believe that Satan was originally created a perfect being. He rebelled 
against God. As a result, he became depraved, the Devil and adversary of God and His people, and leader 
of a host of angels who fell with him.  Satan has been judged and defeated at the cross and awaits his 
ultimate doom at the Second Advent of Jesus Christ. 
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PHILOSOPHY OF EDUCATION STATEMENT 
Reformed University believes that God calls each individual to prepare intellectually and spiritually to 
share Jesus Christ throughout the world, and affirms that its curriculum is designed to reflect the Spirit of 
Christ, and is 

 

 Christ-centered 
 Based on the Bible 
 Academically relevant, providing degree and non-degree programs that satisfy the needs of 

the world 
 Pursuing academic excellence 
 Taught by faculty who are Christians and comply with the institution’s doctrinal beliefs 
 Taught by faculty who are dedicated to quality higher education 
 Taught by faculty who hold appropriate academic credentials 
 Taught in an environment conducive to academic and spiritual growth 
 Designed to integrate academic training with Christian commitment 
 Based on Christian belief in God’s mission for the world. 

INSTITUTIONAL GOALS 
 To participate with the church in shaping students for pastoral vocations in the church and 

the world by providing a paragon of theological education within the Reformed tradition 
 To commit to the Christian principle that truth is revealed by God and Christ "in whom are 

hidden all the treasures of wisdom and knowledge" (Colossians 2:3) 
 To relate Christian liberal arts education to the changing needs of post-modern society 
 To combine knowledge and spirituality in enhancing the wholeness of our existence and our 

perspective on life 
 To equip students from both the US and overseas with the ability to lead in the global society 

and to be of service to an ever-changing world. Ultimately, our academic excellence, critical 
reflection on learned knowledge and spirituality, and accountability of use of knowledge for 
society, will lead to the fullness of salvation of humankind.  

 
To fulfill these goals, Reformed University has established several teaching objectives: 

 To lead students to love and serve God and others 
 To shepherd students through a thorough and scholarly study of the Bible as the inspired and 

inerrant Word of God  
 To guide students to a faithful, practical, and evangelical application of the contents of 

Scripture for Christians and for the world 
 To teach students all the areas of biblical, systematic, historical, and practical theology in 

accordance with the Word of God and in accordance with the Westminster Confession of Faith 
and Catechisms drawn up by the 1646 Westminster Assembly 

 To provide students with a curriculum based on the Bible, in order to produce devotional, 
spiritual, intellectual, and professional ministers 

 To assist students in determining their personal ministry strengths and abilities 
 To provide students with appropriate classes to develop skills in preaching, worship, 

counseling, interpersonal skills, and church administration; and to support and assist future 
ministers in communicating the Gospel of Christ and in carrying out their ministry.
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INSTITUTIONAL STUDENT LEARNING OUTCOMES  
All academic programs offered at Reformed University are consistent with its statement of faith, mission 
and goals, and the following learning outcomes are expected of all programs: 

 Through graduate-level programs such as the Master of Divinity and through undergraduate 
programs such as the Bachelor of Arts in Theological Studies, graduates will gain a broad 
perspective of theological training, and students will become leaders in church and society 
through academic excellence, critical reflection, and faithful witness.  

 Graduates gain advanced leadership skills that engage them critically in global issues 
(ecclesiastical or business). They demonstrate an ability to make informed choices toward 
positive changes and the welfare of humankind, and are able to meet the challenges offered by 
multiple and complex cultural, socioeconomic, political, and spiritual realities and relationships. 
  

EFFECTIVENESS 
Reformed University's primary goal is to bring about effectiveness and growth in every facet of campus 
life. There is an on-going cycle of assessment, strategic planning and budget planning in all areas, in order 
to help the institution focus on its mission and goals. Assessments of institutional effectiveness take into 
account academic services, administrative services, facilities management services, and student services. 
An Office of Institutional Effectiveness has been created to conduct this cycle of assessments, and the 
Office of Academic Affairs ensures that the University’s educational goals, its philosophy and objectives, 
and student learning outcomes are in line with its mission. To gauge the general effects of instruction, 
each faculty member is required to submit a well-organized syllabus; exit interviews of every graduate 
and of non-completing students are conducted; and dialogue is maintained with local ministries and 
organizations that hire RU graduates. All students are given the opportunity to evaluate their instructors 
at the end of each semester. Each faculty member evaluates students through direct assessment methods, 
such as examinations, reports, etc. 

STATEMENT OF NON-DISCRIMINATION 
Reformed University does not discriminate on the basis of race, color, religion, national origin, sex, sexual 
orientation, age, genetic information, disability, or status as a protected veteran. This nondiscrimination 
policy applies to all phases of the employment and admissions processes and to all other aspects of RU’s 
educational programs and activities. This policy also applies to sexual violence and sexual harassment 
(forms of sex discrimination) that may occur either inside or outside of the University context, when such 
conduct negatively affects the individual’s educational or work experience or the overall campus 
environment. Retaliation directed against any person who pursues a discrimination complaint or 
grievance, participates in a discrimination investigation, or otherwise opposes unlawful discrimination is 
prohibited. 
 
Inquiries concerning Reformed University’s application of Title VI of the Civil Rights Act of 1964, Title IX 
of the Education Amendments of 19721, Section 504 of the Rehabilitation Act of 1973, the Americans 
with Disabilities Act of 1990 or other civil rights laws should be submitted to the Reformed University 
Office of Academic Affairs. 
 
 

 

 

 

                                                      
1
 Title IX prohibits sex discrimination, including sexual harassment and sexual violence in all educational programs and 

activities.  
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ETHICAL VALUES AND STANDARDS 
All Reformed University constituencies, including the Board of Trustees, Faculty, Staff, and Administrators 
have the responsibility and the privilege to: 

 dedicate themselves to the vision, mission, objectives and advancement of Reformed University 
 prepare current and future pastors to go to the world and proclaim the gospel of Jesus Christ to 

help and encourage people to accept Him as Lord, whereby the world can be saved, healed and 
set free in Him 

 hold firmly to the inerrancy of Scripture and to the Reformed Faith as summarized in the 
Westminster Confession of Faith and Catechisms drawn up by the 1646 Westminster Assembly, 
as well as in the Apostles' Creed 

 seek an understanding and articulation of how the Word of God directs the search for truth; 
pursue excellence in the performance of their work; and show concern for those under their care 
and instruction 

 promote consciousness of social responsibility and dedication to the advancement of the welfare 
of the people in God’s community 

 maintain an adequate balance between effective vocational ministry training and academics as 
members of an educational institution which glorifies God  

 commit to meeting the educational needs of people diverse in race and in other socioeconomic 
attributes 

 integrate a biblical worldview into all aspects of their professional lives 
 demonstrate Christian living and obedience in personal growth, in the interactions of college life, 

and in dedication to Christian calling and service 
 honor business practices and advertising standards that build credibility and the integrity of the 

institution 
 comply with policies and procedures established and practiced by the University. 

FAIR BUSINESS PRACTICES AND TRUTH IN ADVERTISING STANDARDS 
Reformed University follows fair business practices and advertising standards, in order to build 
credibility and the integrity of the institution. Reformed University therefore pledges 

 To honor the Federal Trade Commission Act, by being truthful, non-deceptive, and fair in its 
advertising 

• To avoid any deceptive elements in the institution’s business practices (accounting, etc.). 
Reformed University follows the FTC’s deception policy statement (see www.ftc.gov) regarding 
misleading, misinforming, or otherwise deceptive advertising. This policy applies to all marketing 
media, whether online, in print, or broadcast.  

FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (FERPA) 
The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99) is a Federal 
law that protects the privacy of student education records. The law applies to all schools that receive 
funds under an applicable program of the U.S. Department of Education. 
 
FERPA gives parents certain rights with respect to their children's education records. These rights 
transfer to the student when he or she reaches the age of 18 or attends a school beyond the high school 
level. Students to whom the rights have transferred are "eligible students." 

 Parents or eligible students have the right to inspect and review the student's education records 
maintained by the school. Schools are not required to provide copies of records unless, for 
reasons such as great distance, it is impossible for parents or eligible students to review the 
original records. Schools may charge a fee for copies. 
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 Parents or eligible students have the right to request that a school correct records which they 
believe to be inaccurate or misleading. If the school decides not to amend the record, the parent 
or eligible student then has the right to a formal hearing. After the hearing, if the school still 
decides not to amend the record, the parent or eligible student has the right to place a statement 
in the record, setting forth his or her view about the contested information. 

 Generally, schools must have written permission from the parent or eligible student in order to 
release any information from a student's education record. However, FERPA allows schools to 
disclose those records, without consent, to the following parties or under the following 
conditions (34 CFR § 99.31): 

o School officials with legitimate educational interest; 
o Other schools to which a student is transferring; 
o Specified officials for audit or evaluation purposes; 
o Appropriate parties in connection with financial aid to a student; 
o Organizations conducting certain studies for or on behalf of the school; 
o Accrediting organizations; 
o In compliance with a judicial order or lawfully-issued subpoena;  
o Appropriate officials in cases of health and safety emergencies; and 
o State and local authorities, within a juvenile justice system, pursuant to specific State law. 

 
Schools may disclose, without consent, "directory" information, such as a student's name, address, 
telephone number, date and place of birth, honors and awards, and dates of attendance. However, 
schools must tell parents and eligible students about such directory information and allow parents and 
eligible students a reasonable amount of time to request that the school not disclose directory 
information about them. Schools must notify parents and eligible students annually of their rights under 
FERPA. The actual means of notification (special letter, inclusion in a PTA bulletin, student handbook, or 
newspaper article) is left to the discretion of each school. 
 
For additional information, you may call 1-800-USA-LEARN (1-800-872-5327). TDD users may use the 
Federal Relay Service, or may contact the FCP Office at the following address: 
 

Family Policy Compliance Office 
U.S. Department of Education 

400 Maryland Avenue, SW 
Washington, D.C. 20202-8520 
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INTRODUCTION TO REFORMED UNIVERSITY 

BACKGROUND and HISTORY 
The Seminary of Junglib Presbyterian General Assembly, Seoul, Korea was established in September of 
1984 as a denominational institution and this led to the founding of Reformed Theological University, and 
then to the establishment in Atlanta, GA, of Reformed University:  

 1984 – Founding of Jung Lib Presbyterian General Assembly Theological University, Seoul, Korea, 
which has since graduated approximately 1,700 students and ordained 1,200 pastors. In South 
Korea alone, these graduates have founded more than 800 churches, and 130 graduates serve as 
missionaries in nations all over the world. 

 1992 – Reformed Theological University founded in Chicago Illinois, USA and was authorized to 
operate as an educational seminary. 

 1998 – RTU became a full-member of the Pacific Union Accrediting Association of Christian 
College & Seminaries, and the seminary's transfer credits have been accepted and acknowledged 
internationally. 

 2006 – The institution moved to Georgia, USA, and, was authorized to operate by the State. 
The institution acquired a 17-acre lot with 3 structures, and operated the facilities as office space, 
lecture rooms, chapel, and dormitories.  

 2009 - Procured a new, 10,000-square-foot facility in Duluth, GA, USA, where there is a strong 
Korean community. The new facility accommodated a main chapel, three lecture halls, several 
offices, fellowship hall, and library. 

 2011 - Acquired formal recognition as a religiously-exempt post-secondary educational 
institution by the Georgia Non-public Post-secondary Education Commission (GNPEC) 

 2013 – Moved to a new facility at 1724 Atkinson Rd., Lawrenceville, GA 30043  
 2014 – RTU was authorized to offer degree programs by GNPEC to offer graduate programs in 

Divinity, Christian Education, Theological Studies, and Intercultural Studies and Ministry, and 
undergraduate programs in Christian Education, Theological Studies, and Intercultural Studies 
and Ministry 

 April 2014 – The name of the institution was officially changed to "Reformed University"  
 April 2015 - Reformed University became a member of the Transnational Association of Christian 

Colleges and Schools (TRACS), having been awarded Candidate Status as a Category III institution 
by the TRACS Accreditation Commission 

 November 2016 - Reformed University became a full member of TRACS, having been awarded 
Accredited Status as a Category III institution by the TRACS Accreditation Commission 

 July 2017 – RU was approved by GNPEC and TRACS to offer a Bachelor of Arts in Business 
Administration degree program 

 

EDUCATIONAL PROGRAMS 
Reformed University currently offers the following postsecondary degree programs, which are approved 
and authorized by the Georgia Nonpublic Postsecondary Education Commission (GNPEC) and the 
Transnational Association of Christian Colleges and Schools (TRACS): 
 

Undergraduate Degree Programs  
 Bachelor of Arts in Theological Studies (BATS) 
 Bachelor of Arts in Business Administration (BABA)  
 
Graduate Degree Programs  
 Master of Divinity (MDiv) 
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ACCREDITATION 
Reformed University is a member of the Transnational Association of Christian Colleges and Schools 
(TRACS), having been awarded Accredited Status as a Category III institution by the TRACS Accreditation 
Commission on November 1, 2016. This status is effective for a period of up to five years. TRACS is 
recognized by the United States Department of Education (USDE), the Council for Higher Education 
Accreditation (CHEA), and the International Network for Quality Assurance Agencies in Higher Education 
(INQAAHE).  
 

Transnational Association of Christian Colleges and Schools 
15935 Forest Road, Forest, Virginia 24551 

www.tracs.org 
info@tracs.org 

Phone: (434) 525-9539 
Fax: (434) 525-9538 

 
 
REFORMED UNIVERSITY FACULTY 
 
Roles of Faculty Members 
Faculty members play a special role in the life of the institution as teachers, scholars, and participants in 
academic governance. The terms of their appointments and duties are different from those of other 
University employees, and may differ from other such terms within the University organization. The 
following sections explain the different faculty appointments and the duties/responsibilities of faculty 
members. The term “Faculty” shall be understood to mean those persons who are called to Reformed 
University with primary responsibility of teaching in and/or the administration of post-secondary 
education degree programs of the University, together with the Administration (the President, Director 
of Academic Affairs, and the Directors of Academic Departments). 

 
Appointments 
There are currently two Academic Departments in the University: the Graduate Department, offering a 
Master of Divinity (MDiv) degree; and the Undergraduate Department, which offers a Bachelor of Arts in 
Theological Studies (BATS) and a Bachelor of Arts in Business Administration (BABA) degree. Each 
department consists of the Academic Program Director(s) and all those with faculty rank, such as 
Professor, Associate Professor, Assistant Professor, or Instructor, including librarians and directors who 
hold faculty status, and not including faculty members holding visiting or part-time appointments. 

 
Full-time Faculty 
Full-time faculty members are appointed to an Academic Department where their responsibilities 
include full-time teaching, advising, scholarship, and service to the University, along with such other 
tasks as may be temporarily assigned by their Academic Department Director. Certain benefits, such as 
eligibility for tenure, are restricted to members of the full-time faculty, as explained elsewhere in this 
Handbook. Faculty rank, such as Instructor, Assistant, Associate Professor, or Professor, is given in a 
specific Academic Department to those whose primary responsibilities are teaching, advising, and 
scholarship. Other individuals may be appointed to teach full-time or part-time on term or temporary 
appointments for a stated period of time. Such individuals may be assigned faculty rank as an adjunct or 
visiting member of the faculty. Within the Faculty structure at Reformed University, there are a number 
of faculty members with the title of “Director.” Such individuals are affiliated with an Academic 
Department and teach in that Academic Department, although they may have a job description that 
involves a mixture of teaching and administrative duties. They are not eligible for sabbaticals, but 
otherwise have benefits similar to those of other full-time faculty members. 
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Professional librarians hold faculty status academically; however, the Librarian job description may note 
an administrative title which implies the position’s salary be categorized as "Academic Support/Library 
Expense." Certain other positions directly involved in academic programs may hold faculty status by 
action of the faculty following the recommendation of the Faculty Assessment Committee. Faculty status 
gives these individuals both voice and vote in University faculty meetings, eligibility to serve on faculty 
committees and as student advisors, and it acknowledges that they play an active role in the intellectual 
activities of the University. Faculty status does not automatically carry eligibility for tenure or sabbaticals, 
nor does it automatically carry a given faculty rank (Professor, Associate, Assistant Professor, or 
Instructor), nor does it carry eligibility for other benefits normally assigned to full-time teaching faculty. 

 
FULL-TIME FACULTY JOB DESCRIPTION 
 

Position Summary 

The instructor is responsible for the coordination, planning, preparation, presentation, and evaluation of 
classroom instruction and related activities. He or she is responsible for performing assigned duties during 
the day, evening, or weekend on any Reformed University campus. At a minimum, these duties include 
instruction; academic advising and counseling; serving on various committees; and participating in local, 
state, regional, and national professional activities and organizations. An instructor performs all other duties 
as directed by the Program Director, Director of Academic Affairs, or the President. 

 
Organizational Reporting 

The instructor is directly responsible to the Program Director in the academic department in which 
he/she teaches. Responsibilities of a full-time Instructor include: 

 coordination, planning, organizing, and instruction of courses 
 maintaining a high level of expertise in the subject(s) taught and stimulating enthusiasm for those 

subjects among students 
 recommendation of  textbooks and other instructional materials to the Program Director 
 assisting with the development of the University’s library collection by selecting, evaluating, and 

weeding library resources in each appropriate discipline 
 filing appropriate course syllabi that include course objectives stated in terms of student learning 

outcomes, learning activities to achieve those objectives, methods of evaluation, and an 
attendance policy that provides for reasonable absences in case of emergencies and illness for 
each course taught with the Program Director no later than three weeks before the first day of the 
class  

 teaching all assigned classes according to a University approved course syllabus, maintaining hours of 
instruction and administration as below: 

o Eighteen (18) semester credit hours each academic year and five (5) office hours per week 
for the purpose of assisting and advising students; or 

o Twelve (12) semester credit hours each academic year and ten (10) office hours per week 
for the purpose of assisting and advising students; or 

o For those holding administrative positions, Six (6) semester credit hours each academic 
year and twenty (20) office hours per week for the purpose of assisting and advising 
students. 

 keeping students informed and updated concerning course content, requirements, evaluation 
procedures and attendance requirements 

 keeping students informed about their progress through the prompt grading of papers and other 
work 

 submission of Failure to Report, Early Warning, Notification of Unofficial Withdrawal, and other 
documentation as appropriate 

 conducting class evaluations of student performance based on course deliverables and course 
rubrics; and completing other University assessments in accordance with University policy 

 submission of final grades, attendance and discipline records to the Office of Academic Affairs 
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within ten calendar days from the final exam 
 making suggestions to the Director of Academic Affairs concerning the improvement of the 

curriculum in keeping with the student learning objectives of the University 
 assisting in the preparation of the University Catalog in a timely manner 
 participation in ongoing state authorization, certification and accreditation activities 
 assisting in conducting program review 
 planning, development and implementation activities under accreditation guidelines with regard 

to student academic achievement (assessment) and student success on outcomes (institutional 
effectiveness) 

 keeping informed of current trends and new approaches to instruction via professional 
development activities 

 participation in the annual budgeting procedure and working closely with the Program Director to 
develop annual departmental budgets for approval 

 ordering and purchasing of supplies for class activities in accordance with Reformed University 
Budget Execution Process 

 serving, as necessary, as an academic advisor to assigned students : 
o providing advisement to students regarding current information on degrees or 

certificates in their educational program 
o maintaining accurate files on each advisee 
o referring students, when appropriate, to sources of specialized services within the 

University 
 posting and maintaining office hours for student counseling and advisement; 
 attendance at faculty meetings, commencement ceremonies, orientation, committee meetings (as 

directed), professional development and orientation activities, and other meetings as called by the 
President, Director of Academic Affairs, or Program Director 

 serving on and providing information to Reformed University committees and councils as needed 
 active involvement in co-curricular or extra-curricular activities  
 engagement in professional development, such as training for relevant distant learning technologies 

and pedagogical techniques  
 ensuring that the privacy and personal information of Reformed University students enrolled in 

distance learning courses is protected in the same manner as those enrolled in traditionally delivered 
courses 

 performance of other duties as assigned by the President, the Director of Academic Affairs, or 
Program Directors. 

 
Performance Evaluation 

The instructor’s job performance will be evaluated in accordance with Reformed University policy. 

 
Qualifications 

Qualifications for Instructors shall be required in accordance with the applicable certification/credential 
requirements specified by the Georgia Nonpublic Postsecondary Education Commission (GNPEC) and 
Reformed University’s accrediting agency, the Transnational Association of Christian Colleges and Schools 
(TRACS). 

 
Essential Characteristics 

Leadership and Communication Skills:  
 ability to verbalize understanding of problems or situations, ask relevant questions for 

clarification and explain to others 
 well-developed written communication skills 
 ability to communicate diplomatically, clearly and effectively with students and co-workers; 

ability to present materials effectively to individual students or groups; 
 ability to manage interpersonal conflict situations requiring tact, diplomacy and discretion 
 ability to interact effectively with diverse student populations and a wide variety of co-workers 
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Decision-Making and Analytical Skills:  

 ability to apply principles of logical thinking to define problems, collect data, establish facts 
and draw valid conclusions 

 ability to organize and express ideas, directions, and data in a logical sequence to describe a 
process, or explain procedures such as how to perform a task to someone else 

 ability to deal with abstract and concrete variables 
 
Equipment and Software Skills:  

 computer literacy and ability to use current technology including, but not limited to, 
computers, computer-assisted instruction programs, and audio visual equipment, and be 
willing to learn and apply any other new technology necessary to enhance learning 

 utilization of information technology including, but not limited to, Microsoft Office, Outlook; 
distance learning applications; office machines such as telephones, scanners, fax machines, or 
copiers 

 

Education, Experience, and Licenses/Certifications:  
 (preferred) terminal academic degree in the subject field to be taught, or 
 Master's degree with a major in the subject field to be taught, or  
 Master's degree in a related field with 18 graduate credit hours in the subject field to be 

taught 
A comparable amount of training, education or experience may be substituted for the minimum 
qualifications. 

 
PART-TIME FACULTY 
Part-time faculty shall consist of those persons who are hired on an academic-year basis or less, and who 
contract to teach courses which are specified either in their letters of appointment or employment 
contract. The total number of credit hours taught at University per academic term by a part-time faculty 
member cannot equal or exceed the number of credit hours defined as a full-time, normal teaching load. 

PART-TIME FACULTY JOB DESCRIPTION 

Position Summary 
The instructor is responsible for the coordination, planning, preparation, presentation, and evaluation of 
classroom instruction and related activities. The instructor is responsible for performing assigned duties 
during the day, evening, or weekend on any Reformed University campus as assigned. At a minimum, the 
related activities include instruction, counseling, academic advising, counseling, and serving on various 
committees. An instructor performs all other duties as directed by the Program Director, Director of 
Academic Affairs, or the President. 
 
Organizational Reporting 

The instructor is directly responsible to the Program Director in the academic department in which 
he/she teaches. 
 
Responsibilities of a part-time Instructor include: 

 conducting instructional activities, including lectures, labs, etc. 
 researching, planning and performing educational activities; 
 planning, administering, and grading student evaluation instruments  
 preparation of students’ final grades 
 maintaining professional knowledge of the assigned instructional area 
 establishing course objectives and updating course plans, outlines, and teaching materials for 

existing courses; and developing course plans, outlines and teaching materials for new courses 
 evaluation and recommendation of texts for courses 
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 maintaining and reporting accurate student attendance and scholastic records;  
 documenting and intervening in student discipline problems, tracking students with scholastic 

inadequacies, and communicating with the Office of Student Affairs about student problems 
 observing individually-contracted office hours during academic terms 
 participation in ongoing accreditation, authorization, and certification efforts 
 participation in planning process for curriculum development and curriculum evaluation 
 writing student references for employment and financial aid awards 
 ordering supplies for class activities 
 preparation or completion various forms, schedules, reports, correspondence, or other documents 

in a timely manner 
 communicating with supervisor, employees, other departments, the public, and other individuals as 

needed to coordinate work activities, review status of work, exchange information, or resolve 
problems 

 performance of other duties as assigned by the President, the Director of Academic Affairs, or 
Program Directors 

 
Performance Evaluation 

The instructor’s job performance will be evaluated in accordance with Reformed University policy. 

 
Qualifications 

The qualifications for the Instructor shall be in accordance with the applicable certification/credential 
requirements specified by the Georgia Nonpublic Postsecondary Education Commission (GNPEC) and the 
Transnational Association of Christian Colleges and Schools (TRACS). 

 
Essential Characteristics 

Leadership and Communication Skills:  
 ability to verbalize understanding of problems or situations, ask relevant questions for 

clarification and explain to others 
 well-developed written communication skills 
 ability to communicate diplomatically, clearly and effectively with students and co-workers; 

ability to present materials effectively to individual students or groups; 
 ability to manage interpersonal conflict situations requiring tact, diplomacy and discretion 
 ability to interact effectively with diverse student populations and a wide variety of co-workers 

 
Decision-Making and Analytical Skills:  

 ability to apply principles of logical thinking to define problems, collect data, establish facts and 
draw valid conclusions 

 ability to organize and express ideas, directions, and data in a logical sequence to describe a 
process, or explain procedures such as how to perform a task to someone else 

 ability to deal with abstract and concrete variables 
 
Equipment and Software:  

 computer literacy and ability to use current technology including, but not limited to, computers, 
computer-assisted instruction programs, and audio visual equipment, and be willing to learn and 
apply any other new technology necessary to enhance learning 

 utilization of information technology including, but not limited to, Microsoft Office, Outlook; 
distance learning applications; office machines such as telephones, scanner, fax machines, or 
copiers 

 

Education, Experience, and Licenses/Certifications:  
 (preferred) terminal academic degree in the subject field to be taught, or 
 Master's degree with a major in the subject field to be taught, or  
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 Master's degree in a related field with 18 graduate credit hours in the subject field to be 
taught 

Training, education or experience comparable to these may be substituted for the minimum 
qualifications.  

 
DUTIES AND RESPONSIBILITIES OF FACULTY MEMBERS  
Each faculty member is expected to maintain the highest personal standards of character and conduct, to 
keep abreast of his/her academic discipline through continuing study, research, and/or participation in 
the activities of his/her professional organization(s), to strive to improve the effectiveness of lecturing, to 
take a sympathetic interest in the progress and development of each student, to keep accurate records of 
academic standing of each student in the faculty member’s assigned classes, and to promptly hand in all 
reports of grades, attendance, progress report and other information required by Academic Department 
Directors, the Office of Academic Affairs, or the President. 
 
Each faculty member is expected to meet his or her assigned classes as regularly scheduled. In case a 
faculty member is hindered from duties due to illness or other disability, the faculty member must inform 
the Academic Department Director (or his/her designee) in advance or in a prompt manner, if possible, 
so that arrangements may be made for assignments or a substitute instructor. If a faculty member finds it 
necessary to incur an extended absence from regular duties, he or she must seek written approval from 
the Academic Department director. In addition, all faculty members are expected to maintain adequate 
office hours so that they may be available to the students for conferences, advisement, or academic 
guidance. 
 
Each faculty member is expected to attend all meetings and conferences of University, to attend 
commencements and convocations, to serve loyally and diligently on faculty committees, to assist the 
Academic Department director and colleagues of the member's Academic Department in carrying out the 
program of the Academic Department, and to cooperate fully with the Board of Trustees, and President in 
promoting all the interests of University. 
 
Each faculty member is expected to continue to teach until the end of the term for which his/her services 
were engaged. Any faculty member who wishes release from teaching obligations for a subsequent 
session is expected to make a written request to his/her director at least 90 days prior to the opening of 
the next session. 
 
During the regular academic session faculty members must secure the approval of the Director of 
Academic Affairs in consultation with the Director of Business Affairs whenever they assume additional 
work for which they receive compensation (other than modest honoraria for activities directly related to 
their scholarly work). This is normally allowed, provided that faculty members do not engage in any 
occupations that conflict with their University duties; reflect poorly upon the University; or require more 
than the equivalent of one day per week. No faculty member may run for or hold any denominational 
non-teaching related offices without prior consultation with and consent of the President. 
 
Normal Reformed University business hours are Monday through Friday 9AM to 5PM unless individually 
contracted for other hours. Those holding administrative offices shall maintain normal business hours of 
the institution throughout the year, and others with assigned faculty advisement duties may alter the 
hours per appointments with students. 
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Intellectual Property and Copyrights 
Reformed University encourages faculty to contribute to the mission of University through professional 
development to provide educational opportunity for students. 
 
Definitions 
Intellectual property is defined as patentable materials, copyrighted materials, trademarks, software, and 
trade secrets, whether or not formal protection is sought. 
 
Patentable materials are items other than software which reasonably may qualify for protection 
under the patent laws of the United States, or of other countries or protective statutes. 
 
Copyrighted materials are  

1. books, journal articles, texts, glossaries, bibliographies, study guides, laboratory manuals, 
syllabi, tests and proposals;  

2. lectures, musical or dramatic compositions, unpublished scripts;  
3. films, filmstrips, charts, transparencies, and other visual aids;  
4. video and audio tapes or cassettes;  
5. live video and audio broadcasts;  
6. programmed instructional materials;  
7. mask works; and  
8. other materials or works other than software which qualify for protection under the 

copyright laws of the United States (reference 17 U.S.C. 102 et seq.). 
 
Software is one or more computer programs existing in any form, or any associated operational 
procedures, manuals or other documentation, whether or not protectable or protected by patent or 
copyright. The term "computer program" shall mean a set of instructions, statements or related data that, 
in actual or modified form, is capable of causing a computer or computer system to perform specified 
functions. 
 
Trade Secrets are information including, but not limited to, technical or non-technical data, a formula, 
a pattern, a compilation, a program, a device, a method, a technique, a drawing, a process, financial 
data, financial plans, product plans, or a list of actual or potential customers or suppliers which:  

1. derives economic value, actual or potential, from not being generally known to, and not being 
readily ascertainable by proper means by, other persons who can obtain economic value from 
its disclosure or use; and  

2. is the subject of efforts that are reasonable under the circumstances to maintain its secrecy. 
 
Trademarks include all trademarks, service marks, trade names, seals, symbols, designs, slogans, or 
logotypes developed by or associated with University or its affiliates (See 15 U.S.C. 1127). 

Ownership of Intellectual Properties  
Traditional academic copyrightable works created using University resources usually and customarily 
provided are owned by the creators. Reformed University shall retain a non-exclusive, royalty-free 
license to use these works. Traditional academic copyrightable works created with the use of University 
resources over and above those usually and customarily provided shall be owned by the creators but 
licensed to University. The minimum terms of such license shall grant University the right to use the 
original work in its internally administered programs of teaching, research, outreach, and public service 
on a perpetual, royalty-free, non-exclusive basis. Reformed University may retain more than the 
minimum license rights when justified by the circumstances of development. 
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Intellectual properties created by students as part of the fulfillment of a University degree program 
belong to the student except as noted below: 

1. Original records, including software of an investigation for a graduate thesis or dissertation are 
the property of University but may be retained by the student at the discretion of the student's 
academic department; 

2. Reformed University shall have, as a condition of the degree award, the royalty-free right to 
retain, use and distribute a limited number of copies of the thesis, together with the right to 
require its publication for archival use. 

 
Any other intellectual property not mentioned above, that is the result of academic work, or produced in 
service/support areas shall be governed shall be the property of University, unless a written agreement 
between Reformed University and the creator is executed prior to the production of the final product. 

Revenue from Intellectual Property 
Reformed University may pursue the generation of revenue from University-owned intellectual property 
as defined in this policy. Revenue sharing and distribution shall be governed by contract arrangements 
between University and the creator. The originator(s) of University-owned copyright is obligated to 
produce all information and submittals necessary for registrations and the defense of the copyright, and 
all examples of the work. The University President is the final authority on the disposition of copyrights 
and revenue sharing from intellectual property. 

 
Copyright Policy 
It is the policy of Reformed University that faculty, staff, students, and other members of University 
community adhere to all copyright laws concerning the reproduction of materials and will be responsible 
for any infringement(s). 
 

Copyright is defined by the United States Copyright Office as follows: 
A form of protection provided by the laws of the United States (Title 17, US Code) to the authors of 
“original works of authorship,” including literary, dramatic, musical, artistic, and certain other intellectual 
works. This protection is available to both published and unpublished works. Section 106 of the 1976 
Copyright Act generally gives the owner of copyright the exclusive right to do and to authorize others to 
do the following: 

 To reproduce the work in copies or phonorecords; 
 To prepare derivative works based upon the work; 
 To distribute copies or phonorecords of the work to the public by sale or other transfer of 

ownership, or by rental, lease, or lending; 
 To perform the work publicly, in the case of literary, musical, dramatic, and choreographic works, 

pantomimes, and motion pictures and other audiovisual works; 
 To display the copyrighted work publicly, in the case of literary, musical, dramatic, and 

 choreographic works, pantomimes, and pictorial, graphic, or sculptural works, including the 
individual images of a motion picture or other audiovisual work; and 

 In the case of sound recordings, to perform the work publicly by means of a digital audio 
transmission. 

 
Applicable sections of the US Copyright Law of the United States of America and Related Laws 
Contained in Title 17 of the United States Code are provided with this policy. Further Information 
about copyright laws is available from the United States Copyright Office at www.copyright.gov. 
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Limitations on exclusive rights: Fair use 
Notwithstanding the provisions of sections 106 and 106A, the fair use of a copyrighted work, including 
such use by reproduction in copies or phonorecords or by any other means specified by that section, for 
purposes such as criticism, comment, news reporting, teaching (including multiple copies for classroom 
use), scholarship, or research, is not an infringement of copyright. In determining whether the use made 
of a work in any particular case is a fair use the factors to be considered shall include: 

1. the purpose and character of the use, including whether such use is of a commercial nature 
or is for nonprofit educational purposes; 

2. the nature of the copyrighted work; 
3. the amount and substantiality of the portion used in relation to the copyrighted work as a 

whole; and 
4. the effect of the use upon the potential market for or value of the copyrighted work. 

 
The fact that a work is unpublished shall not itself bar a finding of fair use if such finding is made 
upon consideration of all the above factors. 

Limitations on exclusive rights: Reproduction by libraries and archives  
(a) Except as otherwise provided in this title and notwithstanding the provisions of section 106, it is 

not an infringement of copyright for a library or archives, or any of its employees acting within 
the scope of their employment, to reproduce no more than one copy or phonorecord of a work, 
except as provided in subsections (b) and (c), or to distribute such copy or phonorecord, under 
the conditions specified by this section, if: 

1. the reproduction or distribution is made without any purpose of direct or 
indirect commercial advantage; 

2. the collections of the library or archives are (i) open to the public, or (ii) available 
not only to researchers affiliated with the library or archives or with the institution 
of which it is a part, but also to other persons doing research in a specialized field; 
and 

3. the reproduction or distribution of the work includes a notice of copyright that 
appears on the copy or phonorecord that is reproduced under the provisions of this 
section, or includes a legend stating that the work may be protected by copyright if no 
such notice can be found on the copy or phonorecord that is reproduced under the 
provisions of this section. 

(b) The rights of reproduction and distribution under this section apply to three copies or 
phonorecords of an unpublished work duplicated solely for purposes of preservation and 
security or for deposit for research use in another library or archives of the type described by 
clause 2) of subsection (a), if: 

1. the copy or phonorecord reproduced is currently in the collections of the library or 
archives; and 

2. any such copy or phonorecord that is reproduced in digital format is not otherwise 
distributed in that format and is not made available to the public in that format 
outside the premises of the library or archives. 

(c) The right of reproduction under this section applies to three copies or phonorecords of a 
published work duplicated solely for the purpose of replacement of a copy or phonorecord 
that is damaged, deteriorating, lost, or stolen, or if the existing format in which the work is 
stored has become obsolete, if: 

1. the library or archives has, after a reasonable effort, determined that an unused 
replacement cannot be obtained at a fair price; and 

2. any such copy or phonorecord that is reproduced in digital format is not made available 
to the public in that format outside the premises of the library or archives in lawful 
possession of such copy. 
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For purposes of this subsection, a format shall be considered obsolete if the machine or device necessary 
to render perceptible a work stored in that format is no longer manufactured or is no longer reasonably 
available in the marketplace. 
 

(d) The rights of reproduction and distribution under this section apply to the entire work, or to a 
substantial part of it, made from the collection of a library or archives where the user makes his 
or her request or from that of another library or archives, if the library or archives has first 
determined, on the basis of a reasonable investigation, that a copy or phonorecord of the 
copyrighted work cannot be obtained at a fair price, if: 

1. the copy or phonorecord becomes the property of the user, and the library or archives 
has had no notice that the copy or phonorecord would be used for any purpose other 
than private study, scholarship, or research; and 

2. the library or archives displays prominently, at the place where orders are accepted, 
and includes on its order form, a warning of copyright in accordance with requirements 
that the Register of Copyrights shall prescribe by regulation. 

 
(e) Nothing in this section: 

1. shall be construed to impose liability for copyright infringement upon a library or 
archives or its employees for the unsupervised use of reproducing equipment located 
on its premises: Provided, That such equipment displays a notice that the making of a 
copy may be subject to the copyright law; 

2. excuses a person who uses such reproducing equipment or who requests a copy or 
phonorecord under subsection (d) from liability for copyright infringement for any such 
act, or for any later use of such copy or phonorecord, if it exceeds fair use; 

3. shall be construed to limit the reproduction and distribution by lending of a limited 
number of copies and excerpts by a library or archives of an audiovisual news program, 
subject to clauses 1), 2), and 3) of subsection (a); or 

4. in any way affects the right of fair use, or any contractual obligations assumed at any 
time by the library or archives when it obtained a copy or phonorecord of a work in its 
collections. 

(f) The rights of reproduction and distribution under this section extend to the isolated and 
unrelated reproduction or distribution of a single copy or phonorecord of the same material on 
separate occasions, but do not extend to cases where the library or archives, or its employee: 

1. is aware or has substantial reason to believe that it is engaging in the related or 
concerted reproduction or distribution of multiple copies or phonorecords of the same 
material, whether made on one occasion or over a period of time, and whether intended 
for aggregate use by one or more individuals or for separate use by the individual 
members of a group; or 

2. engages in the systematic reproduction or distribution of single or multiple copies or 
phonorecords of material described in subsection (d): Provided, That nothing in this 
clause prevents a library or archives from participating in interlibrary arrangements 
that do not have, as their purpose or effect, that the library or archives receiving such 
copies or phonorecords for distribution does so in such aggregate quantities as to 
substitute for a subscription to or purchase of such work. 

(g) For purposes of this section, during the last 20 years of any term of copyright of a published work, 
a library or archives, including a nonprofit educational institution that functions as such, may 
reproduce, distribute, display, or perform in facsimile or digital form a copy or phonorecord of 
such work, or portions thereof, for purposes of preservation, scholarship, or research, if such 
library or archives has first determined, on the basis of a reasonable investigation, that none of 
the conditions set forth in subparagraphs (A), (B), and (C) of paragraph 2) apply. 

1. No reproduction, distribution, display, or performance is authorized under this 
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subsection if (i) the work is subject to normal commercial exploitation;  
(ii) a copy or phonorecord of the work can be obtained at a reasonable price; or  
(iii) the copyright owner or its agent provides notice pursuant to regulations 
promulgated by the Register of Copyrights that either of the conditions set forth in 
subparagraphs (a) and (b) applies. 

2. The exemption provided in this subsection does not apply to any subsequent uses by 
users other than such library or archives. 

(h) The rights of reproduction and distribution under this section do not apply to a musical work, a 
pictorial, graphic or sculptural work, or a motion picture or other audiovisual work other than an 
audiovisual work dealing with news, except that no such limitation shall apply with respect to 
rights granted by subsections (b) and (c), or with respect to pictorial or graphic works published 
as illustrations, diagrams, or similar adjuncts to works of which copies are reproduced or 
distributed in accordance with subsections (d) and (e). 
 

TEXTBOOK ADOPTION POLICY  
Objective 
The purpose of the Textbook Adoption Policy is to implement an efficient procedure regarding course 
material selection and adoption, so as to 

 preserve and enhance the quality of educational materials in accordance with the institutional 
mission and learning objectives, 

 reduce the cost of course materials to students, 
 maintain institutional autonomy 
 maintain the academic freedom of the university and constituencies involved in the selection of 

course materials 
 fulfill all denominational doctrines 

 

Introduction 
This policy implements the following regarding the selection of course materials: 

 The establishment of an open competitive course materials selection process (as defined below) 
to reduce the price of course materials to the student; 

 The establishment of fixed-price publisher contracts to secure multi-year Course Materials 
commitment periods that will reduce the frequency of price increases and enhance used-book 
market opportunities for students; 

 Increase emphasis on the use of alternate, lower cost, textbook formats such as loose-leaf Course 
Material and electronic Course Materials; 

 Require publishers to separately identify and price each individual component included in a 
bundled Course Materials package; and 

 Increase emphasis on the need for Reformed University and administrator's selecting Course 
Materials to seek more efficient ways to lessen the financial difficulties on the student in the 
purchase of Course Materials. 

 

Definitions 
The terms defined in this section are given special meanings in this Policy and are capitalized throughout.  

Book Store Offer Price: The price at which the publisher would make the Course Materials available to 
Reformed University Bookstore (Currently the Library is acting as a proxy). 

 
Bundle: One or more textbooks and/or other Supplemental Materials, as defined below, that are 
packaged together to be sold as Course Materials for one price. 

 
Commitment Period: The period in years for which the publisher agrees to provide the Course Materials 
to Reformed University at firm fixed price with no content revision. 
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Competitive Course Materials Selection Process: The annual Reformed University textbook selection 
process that requires all textbook publishers to competitively bid on specifically-issued Course 
Material requests at a fixed price for a specified multi-year commitment period. 

 
Custom Textbook: A textbook that is compiled by a publisher at the direction of a faculty member or 
other person or adopting entity in charge of selecting Reformed University Course Materials. A 
Custom Textbook includes original instructor material, previously copyrighted material or 
copyrighted third-party material. A Custom Textbook does not include purely aesthetic changes 
when compared to a previous edition. 
 
Course Materials: The required textbook(s) and all required Supplemental Materials (as defined 
below) that have been determined to be necessary for the instruction of a specific course, by the 
faculty responsible for selecting such Course Material. 

 
Institutional Website: The Reformed University official website used for the posting of required 
course instructional material. 

 
Integrated Textbook: A textbook that is combined with (1) materials developed by a third party and 
that, by third-party contractual agreements, may not be offered by publishers separately from the 
University textbook with which the materials are combined, or (2) other materials that are so 
interrelated with the content of the University textbook that the separation of the University 
textbook from the other materials would render the University textbook unusable for its intended 
purpose. 

 
ISBN: The International Standard Book Number; a unique number assigned to University Course 
Materials that is used by the publishers to identify each textbook edition and other Course Materials. 

 
Custom or Unique ISBN: The publisher's ISBN number assigned exclusively to Reformed University 
resulting from the Competitive Course Materials Selection Process. 

 
Standard ISBN: The publisher's regular ISBN number assigned to specific Course Material. This is the 
equivalent ISBN number at which the Course Material is available for purchase at alternate 
bookstores or from other sources. 

 

Retail Price: The price at which the publisher makes the Course Materials available to the public. 
 

Substantial Material: 
A part of a university textbook indicating content revision, such as new chapters, new material, 
covering additional eras of time, new themes or new subject matter. 
 
Supplemental Material: Educational material developed to accompany a University textbook that is 
being used as a component of an integrated textbook. Supplemental Material includes printed 
materials and electronic material such as computer disks and web access codes. 

Complete Course Materials Selection Process 
The Reformed University Competitive Course Materials Selection Process was designed to facilitate 
achievement of the university objectives, as follows: 

 
 To assure students a reasonable period of time to select their Course Materials from 

among the various sources and options made available, Reformed University will post the 
required texts for courses on its institutional website. Bookstore (or Library) personnel 
will provide each Faculty Member and Program Director with Textbook Request Forms for 
each course offered at least thirty (30) days prior to the established deadlines indicated 
below. Faculty members, Program Directors and the Director of Academic Affairs must 
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submit Textbook Requests forms and course pack materials to the Bookstore Director or 
his/her designee each calendar year according to the following dates: 

o April 1 for summer sessions 
o June 1 for fall semester 
o December 1 for spring semester 

 To preserve and enhance the quality of Course Materials, Reformed University requires a 
Program Director involved in textbook selection to undertake a systematic and organized 
evaluation of all publisher-offered Course Materials to determine the best Course 
Materials for their courses based on both academic content and price. 

 To reduce the cost of Course Materials to students, the Reformed University Competitive 
Course Materials Selection Process requires all textbook publishers, during a pre-
designated period, to competitively bid for specific textbook material requests prepared 
by the Program Director involved in the textbook selection. Publisher bids for this 
competition are required to be fixed-price for a specified multi-year commitment period, 
with all Bundle components separately identified and priced. 

 To maintain the academic freedom of the university and the faculty members involved in 
the selection of Course Materials, final decisions regarding the selection of specific Course 
Materials rests with the respective Program Director. The respective Program Director will 
prepare a brief justification supporting each Course Material selection. 

 It is the firm intention of this policy that, subject to academic content considerations, 
where possible, the faculty member selecting the Course Materials must strive to achieve 
(1) the best value or lowest cost for the best materials price, (2) the longest feasible 
commitment period, (3) the elimination of unnecessary Course Materials and (4) the 
maximum flexibility for student purchase options to include consideration of: used books, 
e-textbooks and low cost plain paper editions. 

 

Materials Selection Best Practices  
Program Directors will adhere to the following list of best practices when selecting Course Materials 
for their respective courses. Any significant deviation from these best practices will require prior 
approval by the Director of Academic Affairs. 

 
Program Directors responsible for selecting Course Materials from publishers will assure that the 
publisher has provided the following information prior to selection: 

 The Book Store Offer Price and the Retail Price. 
 The title, author, publisher, edition and ISBN of all Course Materials, i.e., each 

University textbook and all Supplemental Material required for both Bundle and 
unbundled items. 

 In the case of new editions an identification of the Substantial Content revision from the 
previous edition. 

 The identification of other available alternative Course Material formats such as 
paperback, unbound or e-material. 

 For Bundled Materials the publisher has identified a separate ISBN and price for each 
individual bundle component sufficient to allow separate purchase of the component. 

 
When the publisher has available for sale an electronic version of the Course Materials selected by 
the Program Director, the electronic copy must also be offered to the student as a separately-priced 
alternative to the print Course Material. 
 
Where academically feasible, the Program Director should provide for a range of variously-priced 
acceptable Course Material alternatives; for example, three-hole-punched loose-leaf or greyscale 
rather than bound copies of texts.  
 
Program Directors selecting Course Materials from publishers shall prepare a formal Course 
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Materials request form identifying: the current textbook, all Supplemental Material, any new Course 
Material requirements, the average semester enrollment, the course description, the course 
objectives, the desired commitment period and any other essential information deemed necessary 
for the publisher to submit a compliant textbook proposal. 

 
Program Directors selecting Course Materials from publishers shall establish a Textbook Selection 
Committee of one or more faculty to review, evaluate, select and justify the best Course Materials 
based on academic content and price considerations. 
 
Program Directors selecting Course Materials from publishers shall encourage and assure: (1) early 
selection and adoption of Course Materials; (2) the maximum usage of used Course Material and 
previous editions—when possible; (3) that the majority of the required Course Materials are 
actually used in the class. 
 
Program Directors selecting Course Materials from publishers shall assure: (1) the selected edition 
is appropriate in that there are Substantial Content differences between the new and old version, 
and (2) that any price change is warranted due to the Substantial Content changes. 
 
Program Directors selecting Course Materials shall assure for all Bundle Course Materials that each 
component of the Bundle is required for the course and that each component is identified and 
priced separately for individual purchase by the student. 
 
Once a textbook has been selected and adopted, the academic unit will use the book for the course 
and semester for which it is selected. Additions, replacements, and deletions cannot be made after 
the deadline for adoptions has passed without approval of Director of Academic Affairs. The only 
exception will be for textbook additions, replacements, and deletions in which a requested book is 
unavailable in the market place. 

Textbook Affordability 
(1) No employee of Reformed University may demand or receive any payment, loan, subscription, 
advance, deposit of money, service, or anything of value, present or promised, in exchange for 
requiring students to purchase a specific textbook for coursework or instruction. 
(2) An employee may receive: 

 Sample copies, instructor copies, or instructional materials. These materials cannot be sold 
for any type of compensation if they are specifically marked as free samples not for resale. 

 Royalties or other compensation from sales of textbooks that include the instructor’s own 
writing or work. 

 Honoraria for academic peer review of Course Materials. 
 Training in the use of Course Materials and learning technologies. 

(3) Reformed University shall post on its website, as early as is feasible, but not less than thirty 
(30) days prior to the first day of class for each term, a list of each textbook required for each course 
offered at the institution during the upcoming term. The posted list must include the International 
Standard Book Number (ISBN) for each required textbook or other identifying information, which 
must include, at a minimum, all of the following: the title, all authors listed, publishers, edition 
number, copyright date, published date, and other relevant information necessary to identify the 
specific textbook or textbooks required for each course. 

Library Collection 
Reformed University Bookstore, upon receiving the final list of textbooks adopted, may engage in 
procurement process of two (2) copies of all textbooks adopted from the publishers for Library 
collection purposes, among which one may be circulated to the faculty scheduled to lecture on a 
loan basis, and the second copy may not be circulated but referenced at the library space. 

 

 



22 

REFORMED UNIVERSITY   FACULTY HANDBOOK 2017-2018 

    

 

Supplemental Textbooks 
Reformed University permits the use of instructional materials, including classroom texts and 
supplemental texts authored by faculty or staff members, whenever such texts enhance the 
educational experience of students. The following policy is intended to safeguard the interests of 
students as well as faculty or staff in the use of such materials, and to insure uniformity of practice 
across the university. 
 
In accordance with the Conflict of Interest Policy, faculty and staff members utilizing their own 
intellectual property in courses or programs shall not agree to nor accept royalty distributions from 
the sale of their intellectual property to Reformed University students in classes or programs taught 
or otherwise offered by the faculty or staff member, unless such intellectual property is currently sold 
at comparable prices to and utilized by students in classrooms or programs at other institutions of 
higher education. 
 
The above paragraph does not apply to the use of electronically distributed materials. In situations 
where the department has produced or owns copyright in intellectual property such as lab manuals 
and course packets, the royalty assigned to the department from the sale of instructional materials to 
Reformed University students shall not exceed 15% of the total price of the instructional materials, 
except as authorized by the Director of Academic Affairs. Faculty and staff are responsible for 
adhering to copyright laws. 
 
Supplemental texts and materials such as lab manuals and course packets should be priced so that the 
cost to students is not more than the cost of comparable materials sold in the open market. 
 
Any contract for the production and sale of instructional materials that commits the university or an 
individual department to specific sales targets within a specific period of time, or to the purchase of 
unsold texts, must be signed by the Program Director and the Director of Academic Affairs before 
being submitted to the Office of Business Affairs for review. 
 
This policy does not apply to any currently-effective contract between a faculty member and a 
publisher entered into before the policy went into effect. However, contract renewals or extensions 
must comply with this policy. This policy also does not apply to a currently-effective contract between 
a department and a publisher entered into before the policy went into effect, so long as the contracts 
mentioned above have been reviewed in accordance with the Reformed University contracting 
policies. All renewals or extensions must comply with this policy. 
 

Reporting Requirements 
The Office of Academic Affairs is responsible to President for compliance with all reporting 
requirements and the coordination of all related reports and responses from each program offices. 
 

Responsibilities 
 The Chief Academic Officer (Director of Academic Affairs) has overall responsibility for this 

policy. 
 The Bookstore Director is the primary point of contact with publishers. In the absence of a 

designated Bookstore Director, the Reformed University Librarian shall be the designated point 
of contact 

 Program Directors for the Competitive Course Materials Selection Process are responsible for 
the negotiation and coordination of all related contractual matters 
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SYLLABI 
Any faculty members who are assigned course work for teaching in a designated curriculum shall 
submit appropriate Course Syllabi to the Office of Academic Affairs at least four (4) weeks prior to the 
first day of the class, and the material and information should be available for students during the first 
week of each applicable semester. Course syllabi should include the following information, at a 
minimum: 

1) Course Subject, Number, and Title 
2) Hours and Units 

List lecture hours and units 
(for trimester courses 1 lecture hour per week = 1 unit; for modular courses 2 lecture hours 
per week = 1 unit) 

3) Classroom information 
4) Instructor’s Name, Office information, and Contact Info 
5) Course description, as follows: 

Describe the course in a clear, succinct manner using complete sentences. The purpose of the 
description is to state to the student or other institutions the course content or purpose. Be 
specific and descriptive in language usage. Avoid jargon. If background courses or 
experiences are highly desirable but not required, please include here. 

6) Prerequisites/Recommended Preparation 
If there is no prerequisite or recommended preparation, state "None" and proceed to 
"Student Learning Outcomes/Course Objectives." If a prerequisite/recommended 
preparation is listed, specify it in terms of courses or entrance skills. 

7) Entrance Skills 
Entrance skills are preceded by the statement: "Without the following skills, competencies 
and/or knowledge, students entering this course will be highly unlikely to succeed." The 
necessary skills should then be listed. 

8) Student Learning Outcomes/Course Objectives 
The current Student Learning Outcomes/Course Objectives in each course outline show 

a) each outcome that the student is expected to master, if they complete the 
course successfully 

b) how each of those outcomes is linked to program goals and to Reformed University 
Student Outcomes. The numbers in the respective columns on the sample course 
outline reflect these two items as detailed in the catalog 

c) how each outcome corresponds to Bloom's Taxonomy and Student Course 
Requirements. It is the responsibility of the program faculty to identify what is 
expected of students by developing learning outcomes and specifying their relation 
to the Program Goals, Reformed University Student Outcomes, and Bloom's 
Taxonomy. These elements are required by TRACS for all Reformed University 
courses. Individual faculty members have the responsibility to develop and clarify 
the links between the learning outcomes and the course requirements. 

Rather than focusing on content, process and delivery methods, such performance objectives 
focus on outcomes, results and learning. Learning outcomes answer three questions: 

a) What should the student to be able to do? (Performance) 
b) Under what conditions should the student to be able to do this? (Conditions) 
c) How well must it be done? (Criteria or Standards of Performance) 

The learning outcomes are written to clearly identify what the students will be doing when 
they achieve each objective and the level of learning for each specific objective. Objectives 
are preceded by the statement: "Students who successfully complete this course will be able 
to..." While there is no set number of required course objectives, the number should be 
sufficient to address the scope and content of the course. 
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9) Course objectives must be in agreement with department objectives and University objectives 
10) Tentative schedule of class topics, assignments, and dates 
11) Textbook title and author 

Required information: Author, Title, Publisher, date of publication.  
Supplemental: If there are supplemental materials, list representative examples (no more 
than 3 examples are necessary). 

12) Method of Instruction 
Include lecture, group discussion, field trips, guest speakers, individual instruction, field 
observation, online work, etc. 

13) Clear delineation of grading system and evaluation methodology, including the RU Student 
Assessment System (grading) chart 

14) Assignments/Projects 
15) Class rules (e.g., attendance; food and drink in the classroom; use of mobile phones, tablets, 

laptops, and other devices; add/drop schedule; etc.) 

 
Attendance Policy 
Academic credit for a course requires regular class attendance. Class attendance means being present 
in the class for the entire scheduled class meeting. The physical presence of the student is crucial in 
any class meeting regardless of whether or not the assignments are completed. In the event of 
absence for any reason, the student is responsible for any information or class content missed. In 
some cases, additional work may be required to make up for an absence. If not made up, this may 
result in a lower grade or even a failing grade for the course. 
 
For any online curriculum or programs offered by Reformed University, attendance is carefully 
monitored through learning management system tools such as automatic login check, daily quiz-
taking records, VOD time check, and others methods specified by the instructors or technicians 
monitoring the attendance and academic progress of each individual student. 
 
A student attending on-campus and/or online classes is required to attend at least 80% of the class 
meetings for each course in which he/she is enrolled. For semester-long on-campus or online courses, 
this means that a maximum of three class periods may be missed, since Reformed University’s 
semester schedule is usually for 15 to 16 weeks. Any student who misses more than 20% of the 
meetings may receive an “F,” or be administratively withdrawn from the course. Exceptions may be 
made only in cases of extreme circumstances and only with the approval of the Director of Academic 
Affairs. 

 
Other Policies regarding student attendance 

 Absences should be taken only for important and necessary reasons. 
 The student is held responsible for absences due to late registration. Consequently, a student 

is not permitted to enroll for a course after the second full week of classes. 

 A professor will report to the Registrar any student who 
o habitually comes in tardy or leaves early 
o misses the whole class session three weeks in succession 
o misses more than 20% of classes for a particular course 

 Each instructor will employ the following institutional rules for determining absences: 
o only tardiness of less than 15 minutes may be counted as a tardy 
o three tardiness count as one absence 
o tardiness of more than 15 minutes counts as one hour of absence. 
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Important Information Regarding Class Attendance 
Non-attendance is grounds for administrative withdrawal of the student from the class, and may 
result in the student being out-of-status. Students must attend at least 80% of class sessions per 
semester or they will be administratively withdrawn from class. In the event of an administrative 
withdrawal from class, the student will receive a refund based on the date of withdrawal. If a student 
is withdrawn from class after the deadline for registration for that class, the student may not register 
for that class again until the following semester. 

Official Class Attendance 
Students must be listed on the official class attendance list to be counted as present in a class. If a 
student is not officially registered for a course, he/she cannot be counted as present in a class. To be 
registered for a course, the student must be cleared through the Office of Business Affairs in regards 
to his/her student account. Pre-registration on the website is not official until payment for the course 
is made or a third party paying the fee is approved. If a registration is approved after the actual start 
of the course, the class sessions the student attended prior to registration finalization will be deemed 
absence. These absences will be counted in the semester total and will be subject to the current 
institutional attendance policies. 
 
Full-Time Status 
Minimum full-time status for both undergraduate program and graduate program at Reformed 
University is 12 credit hours per semester. 

Lengthy Absences 
Whenever possible, students are expected to notify their academic advisor if they plan to discontinue 
enrollment for an extended period. If a student does not register for a period of two semesters, it will 
be necessary to apply for readmission. In such cases, students must meet the degree requirements in 
effect at the time they resume course work. 
 
 

ACADEMIC ADVISEMENT  
Introduction 
Reformed University recognizes academic advising to be a critical component of the educational 
experience and spiritual development. Academic advising is designed to provide necessary tools 
and information for all students, allowing them to take responsibility for: developing educational 
and career plans compatible with their goals; meeting institutional and degree requirements; and 
preparing for a life of change, challenge and individual fulfillment as active citizens in Christ, thus 
requiring a responsible student body and strong institutional support to be effective and efficient. 
 

A. Thus, it is the policy of Reformed University: 
1) that all students shall be informed of the advising policy and the advising process during 

initial introduction to the university and be directed to an appropriate advisor 
2) that all enrolled students shall have an assigned advisor 
3) that students enrolled registering for courses, including students on probation or 

admitted on ability-to-benefit category, must be advised prior to registration 
4) that all students applying for graduation must be advised 
5) that all other advising programs shall be assessed and reviewed every fourth year 
6) that each faculty advisor may not be assigned for more than 10 students at any time to 

advisement 
7) that funding and resources shall be adequately maintained by all administrative units to 

ensure effective and efficient advising at all levels 
8) that accurate information shall be maintained by the advisor with strict confidentiality 
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B. The Goals of Academic Advising 
1) To assist and encourage students in making their own decisions in choosing educational and 

career objectives commensurate with their interests and abilities 
2) To assist students with consideration in subject study or a career training (pastoral 

duties, education and missionary work), a pastoral interest, a divine nature and 
personal growth 

3) To answer questions raised by students and to make them aware of the possible short- 
and long- range consequences of their choices 

4) To be an information resource regarding the wide range of programs, services and 
educational opportunities at the University that may be pertinent to the student's 
educational objectives 

5) To be an information source regarding policies, procedures, and programs of the University; and 
6) To be an on-going source of dialogue and advice about life and academic goals for students 

 

Faculty Advisement Procedures 
 

A. Faculty Advisor Assignment 
The Office of Academic Affairs coordinates faculty advisor assignment upon receipt of the incoming 
students by the Office of Admissions at least one week prior to the Orientation. 

 Any student not assigned with any faculty advisor may be advised by the Program 
Director of his/her major 

 Each faculty advisor meets all newly assigned students at the orientation for 
introduction and advisory system 

 The Office of Academic Affairs makes every effort to initially match students with an advisor 
who is in their area of interest. Students can find the name of their advisor in the Student 
Information System 

 The Office of Admissions presents all relevant student information to the assigned faculty 
advisor prior to the Orientation in a packet 

 

B. Changing a Faculty Advisor 
Students who want to change their advisor may select another Reformed University faculty member 
who will then notify the Office of Academic Affairs about the change with "Change of Faculty Advisor 
Request Form". The Office of Academic Affairs coordinates data entry in Student Information System 
with the updated faculty advisor information immediately. The Request form is to be maintained in 
the student's file permanently. 
 

C. Appointment for Faculty Advisement 
Reformed University faculty may be assigned to advise students on the following inquiries: 

 Declaring Majors 
 Course Registration (During every registration period) 
 Adding / Dropping Classes (During the first week of each semester) 
 Counseling for Probation or Ability-to-Benefit Admissions (Every Semester) 
 Student Life (Anytime) 
 Spiritual Life (Anytime) 
 Career Placement (Anytime) 

 
Faculty assigned to provide student advisement should post a 2-week advisement calendar for 
students to use for making appointments. Faculty, upon student request for advice, reserves the time 
for the advisement or contact and rearrange the advisement time if not available. 
 

D. At Advisement 
Faculty members fill in and sign the Student Advisement Form. Three copies of this form should 
be made and signed: one for the advisor’s files, one for the student, and one for the student’s 
official file in the Office of Academic Affairs.  
 



27 

REFORMED UNIVERSITY   FACULTY HANDBOOK 2017-2018 

    

 

 
Responsibilities 

A. Responsibilities of Faculty Advisors: 
1) Provide students with accurate information about University policies, programs, 

curriculum requirements - changes and registration procedures 
2) Help students select courses each semester which are appropriate and/or required 
3) Introduce students to diverse majors and/or career opportunities 
4) Acquaint students with the resources and opportunities on campus and encourage participation 
5) Monitor students' academic performance during the academic year and recommend, if 

necessary, strategies to improve weaknesses and enhance strengths 
6) Make proper referrals when necessary (e.g. program directors, administrative offices, 

counseling center, chaplain) 
7) Provide weekly office hours available for academic advising for students to sign in 
8) Maintain and access the primary advising files of students provided by the Office of 

Admissions. At a minimum, these files shall contain: 
a. A copy of the letter admitting the student to the University 
b. A written record of advising and referral documenting each formal advising session; 
c. Copies of each semester grade report 
d. Documentation of clearance of all admission and program requirements (exams, 

thesis, defense, etc.) 
e. A graduation progress check sheet for the program. 

 

B. Responsibilities of Students are to: 
1) Make appointments for advising sessions during regularly agreed upon office hours 
2) Consult with the advisor, in a timely manner, when necessary, and at a minimum, once a 

semester 
3) Notify the advisor if it is not possible to keep an appointment; 
4) Be prepared for appointments prior to course registration each semester: have the 

necessary forms, review the published Schedule of Classes, have ideas of courses and 
alternates for the next semester 

5) Clarify some personal values and goals in advance of the session and be prepared to discuss 
them with their advisor 

6) Follow through with appropriate action after an advising session 
7) Know important dates for each semester: last day to change, drop, or add classes; 

graduation application deadline 
8) Familiarize with requirements for the major or program, as well as graduation and other 

requirements, contained in the appropriate University Catalog and other University 
publications 

9) Maintain their own personal academic advising folders and take them to every 
advising appointment. This folder may include: 
a. Unofficial copies of prior college or university transcripts 
b. Evaluations of transfer credit 
c. Semester grade reports 
d. An individual study plan 
e. Notes from formal advising sessions. 

10) Evaluate (if they so choose) academic advising programs and individual academic 
advisors by speaking or writing to the program director, and other supervisors of the 
respective academic advising units. 

11) Claim responsibility and accountability for your actions and decisions 
 

C. Responsibilities of Administrative Offices: 
Academic advising is a primary responsibility of the faculty of the University, especially those in 
departments, schools, and other programs that supervise the distinct courses of study leading to 
specific degrees, credentials, and certificates. Academic advising should be integrally related to 
the rest of the educational process. 
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1) Ensure that advising is available for students when they need or wish it rather than 

merely when the University requires it. This means that advising opportunities shall be 
available to students throughout the academic year at regular, reasonable intervals. 

2) Make all relevant (using any format deemed appropriate) information available to 
students. The following list is indicative of the types of information that might be made 
available: 
a. University policies, regulations, and procedures 
b. Support resources available on campus 
c. A copy of students’ advising responsibilities from A above 
d. Necessary forms and dates 
e. Field experience opportunities 
f. Major and program requirements 
g. Projected course offerings by the major department 
h. A standardized template for students’ individual academic plans 
i. University catalog. 

 
3) Provide trained advisors. Trained advisors are those who have appropriate 

degrees and experiences and are responsible for advising. 
 

4) Provide the primary advising files of students in their programs to each advisor. At a 
minimum, these files shall contain: 
a. Unofficial copies of prior college or university transcripts 
b. Evaluations of transfer credit 
c. Semester grade reports 
d. An individual study plan  

 
Overall responsibility for coordination and training for advising rests with the university 
administration. 

1) Make resources available for initial and on-going training of advisors; 
2) Gather and disseminate appropriate academic advising materials to assist schools; 
3) Act as a reference service and respond to questions from schools and departments, as well 

as from faculty and students; 
4) Be familiar with campus-wide advising problems and formulate and make suggestions 

for the improvement of the advising program; 
5) Provide academic advising orientation for newly appointed faculty; and 
6) Make every reasonable effort to provide students, faculty, and appropriate staff with 

accurate information in the catalogs, class schedules, and other publications. 
 

D. Assessment of Academic Advising 
Assessment reviews may include: 

1) Administrative audits of written procedures 
2) Formal or informal interviews with staff, faculty, or students 
3) Statistically-designed studies based on questionnaires or systematic interviews. 
4) The Office of Academic Affairs shall report the results of the advising portion of such 

reviews to the Board. 
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ACADEMIC ASSESSMENT SYSTEM - GRADING AND EVALUATION 

Reformed University's grading scale is shown below.  
 

Letter Grade Numerical Grade GPA Description 

A 95-100 4.0 Outstanding work; superior and exceptional achievement 

A- 90-94 3.7 Very good work 
B+ 87-89 3.3  

B 84-86 3.0 Good work; strong achievement; above average 
B- 81-83 2.7  

C+ 78-80 2.3 Fair; acceptable work; essential achievement 

C 75-77 2.0 Minimal achievement 
C- 72-74 1.7 Poor level of work 

D 69-71 1.3 Unacceptable work 
F  0.0 Failed to complete the course 

I   Incomplete work 
W   Withdrawal from a course prior to receiving grade 
WP   Grade is passing at the time of withdrawal 

WF   Grade is failing at the time of withdrawal 

 

F (FAILURE) – Indicates failure to complete the course meaning loss of course credit. 
 

I (INCOMPLETE) – Indicates that part of the course requirements have not been completed. Within 
FOUR weeks after the end of the semester, the alternate grade assigned by the professor will 
automatically become the student’s grade. Otherwise, the "I" will automatically become "F." 
 

 

REFORMED UNIVERSITY FACULTY ASSOCIATION 
 
Constitution 
ARTICLE I: NAME 
The name of the organization shall be the “Reformed University Faculty Association.” 
 
ARTICLE II: PURPOSE STATEMENT 
The purpose of the Reformed University Faculty Association (RUFA) shall be to unite all faculty 

members of Reformed University in this classification into an integrated body so that it may: 
 Promote fairness for and equitable treatment of the individuals it represents by negotiating and 

defending sound policies, practices and procedures 
 Defend and promote academic freedom and tenure within the university 
 Promote a climate of freedom and collegiality, and in other ways to promote the welfare of the 

university as a community of scholars 
 Promote quality teaching and research 
 Deal with all other matters considered to be in the interest of the Association and its members. 

 
ARTICLE III: MEMBERSHIP 
All faculty members with active employment status at Reformed University (as determined by the 

Department of Human Resources) are automatically members of the Association. 
 
ARTICLE IV: FUNCTIONS 
RUSA is not a union, but officially represent all regular faculty members. RUFA assists Reformed 

University, in planning, implementation and evaluation, as below: 



30 

REFORMED UNIVERSITY   FACULTY HANDBOOK 2017-2018 

    

 

 Make recommendations to the University leadership regarding the mission and learning 
objectives of the University according to its biblical foundations 

 Assist in planning, implementing and evaluating all curricular offerings of the University 
 Participate in formulating and approving policy proposals and procedures related to 

faculty welfare and development 
 Facilitate communication between the faculty and the University community; and 
 Assist in planning and implementing a faculty development program. 

 
ARTICLE V: ORGANIZATION OF THE FACULTY ASSOCIATION 
Section 1: Membership 
All full-time faculty members with or without administrative positions and any part-time faculty 
members who is assigned a teaching or research requirement during any given academic term shall 
automatically be members of the Faculty Association for the following term providing that they 
continue employment at Reformed University. 
 
Section 2: Responsibilities of Members 
All members shall attend and participate in the meetings of the Faculty Association and conduct 
themselves in a professional manner. The Faculty Association will meet at least twice during the 
academic year, once in the fall and once in the spring. Each member shall assume his/her professional 
responsibility to serve in elected or appointed offices. 
 
Section 3: Responsibilities of the Faculty Senate 
The Faculty Senate shall serve as the governing body of the Faculty Association. The Faculty Senate 
shall be elected by the various academic divisions of the University. Each division will elect one at-
large member and one additional member for every five Faculty Association members belong to each 
division. Membership shall also include the chairpersons of all standing committees. 
 

The officers of the Faculty Senate shall be a president, a vice president, and a secretary. The officers 
shall be elected by the Faculty Senate. 
 

A. President  
The president of the Faculty Senate shall serve a one-year term. The duties of the 
president are to: 

 Preside at all regular or called meetings 
 Call meetings of the Faculty Senate and the Faculty Association 
 Invite resource and advisory personnel to attend meetings of the Faculty Association 

and the Faculty Senate 
 Communicate with the Director of Academic Affairs (Chief Academic Officer) of the University 

for updates on issues relating to faculty. 
 
Should a vacancy occur in the position of president, the vice president shall complete the term of the 
president, in addition to his or her upcoming term. 
 

B. Vice President 
The vice president of the Faculty Senate shall serve a one-year term. The duties of the vice 
president are to: 

 Preside at all Faculty Senate meetings where the president is absent; and 
 Assist the president in administering the Faculty Association and the Faculty Senate. 

 
Should a vacancy occur in the position of vice president, the president shall be responsible for 
conducting all Faculty Association and Faculty Senate elections. Within one month of the vacancy, the 
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president will call a special election to fill the vacancy. 
 

C. Secretary  
The secretary of the Faculty Senate shall serve a one-year term. The duties of the 
secretary are to 

 Record minutes at all regular or called meetings 
 Submit meeting minutes to the president before the next scheduled meeting. 

 
ARTICLE VI: PROCEDURES AND POLICIES 
Section 1: Elections 
Faculty Association and Faculty Senate officer shall adhere to the following policies when conducting 
elections: 
During August/September, the Faculty Senate officer will call for nominations for any open positions by 
sending a Nominations Form to each Faculty Association member. Once nominations are received, 
voting may be done electronically, and the appointed elections officer will report election results at the 
meeting of the Faculty Senate. 

 
The new officers will begin their new term at the September meeting which will follow the fall meeting 
of the Faculty Association. 

 
Section 2: Constitutional Ratification, Amendment, and Revision 
This constitution will become effective when ratified by two-thirds of the faculty members who are 
eligible for membership in the faculty association. Ratification shall be sought in a general election by 
secret ballot. 

 
The constitution may be amended when ratified by a simple majority (51%) of the faculty members 
who are eligible for membership in the Faculty Association vote for approval of an amendment that has 
been: 

 Submitted in writing to the full membership of the Faculty Association at least ten days prior to 
the regular meeting of the Faculty Association 

 Placed on the agenda for a regular meeting of the Faculty Association at least ten days before the 
regular meeting. 

Officers 
The Reformed University Faculty Association was authorized to operate by the decision of the Board of 
Trustees at its May 13, 2015 meeting, and the following faculty members have been elected to serve 
during FY 2017 as RUFA leadership: 
 

 Dr. Dae Gee Kim as the Chairman of the Association 
 Ms. Won Sook Kwack as the Vice-Chair of the Association 

 Dr. Moon Sook Kim as the secretary of the Association 

 
Faculty Committees 
Reformed University upholds and values any opinion and expectations from every faculty member of 
University and communities; thus constituting six committees to guide and monitor University operation. 
Each committee consists of at least three faculty members and administrators or community member(s) 
with field expertise invited and appointed by the committee. Each committee shall elect one chair for 
each academic year; and committee meetings shall be scheduled and announced by the chair at least 10 
days prior to the meeting via e-mail or telephone contact. 
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Executive Faculty Committee 
The Executive Faculty Committee is a legislative body made up of representatives from each academic 
unit of the institution. In a spirit of shared responsibility and joint effort, the Executive Faculty 
Committee, the Office of the Provost (Currently Director of Academic Affairs), and the Program 
Directors work together in determining, creating, and implementing academic policy for the University. 
Academic policies are those that concern fundamental areas such as curriculum, content and methods 
of instruction, and the conditions of faculty life in terms of teaching, research, and service. 
 
Responsibilities: 

1) To be a consultative commission for President 
2) To work together with program directors to define matters of concern to the Faculty and 

University 
3) To represent and advocate for faculty concerns an interests 
4) To embody and facilitate effective, open, and constructive communication between faculty 

members and administrative personnel 
5) To provide leadership in accomplishing Reformed University’s general mission and goals 
6) To oversee the general operations of any off-campus or distance education programs of Reformed 

University 
 

Executive Faculty Committee Membership (2017 Academic Year):  
Chair: Director of Academic Affairs 
Members : Dean of Graduate School 

MDiv Program Director  
BATS Program Director  

Admissions / Graduation / Academic Standing Faculty Committee 
The Admissions/Graduation/Academic Standing Faculty Committee establishes policies for overall 
admissions; provides recommendations concerning the admission to the University of any student not 
meeting minimum admission requirements; monitors and enforces policies and procedures for the 
admissions on Probation; monitors policies and procedures by which students exit Probation. 

 
The Admissions/Graduation/Academic Standing Faculty Committee, required to extend its membership 
to the Director of Student Affairs and all program directors, is assigned to review the academic 
performance of all students at the end of each semester. This committee also hears requests from 
students seeking exceptions to academic policies (e.g. enrolling for less than a full-time load, late course 
adds or drops, participating in Commencement when degree requirements are not yet met). This 
committee meets regularly during the academic year. Students may file requests for exceptions with the 
Registrar’s office 

 
Responsibilities: 

1) To review and recommend admission decision when deemed necessary 
2) To review progress of students toward degrees; 
3) To review Academic Probation cases and follow-up remedial actions; 
4) To review and recommend list of candidates to various scholarships 
5) To assess and recommend degree candidates to the Board; 
6) To regularly review and assess Admissions Office, Admissions Policies and Procedures, Degree 

Requirements, Graduation Policies, Code of Conducts, and Ethical Values and Standards 
7) To consider disciplinary issues raised by academic program directors, instructor, member of the 

faculty, and student(s), and to recommend, when appropriate, cases for disciplinary actions. 
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Admissions/Graduation/Academic Standing Faculty Committee Membership (2017 Academic 
Year) 
Chair: Director of Academic Affairs 
Members: MDiv Program Director  

BATS Program Director  
Director of Business Affairs 
Director of Student Affairs 

Faculty Assessment / Evaluation Committee 
Serves as an advisory committee to the Director of Academic Affairs; monitors the entire faculty 
evaluation system in a continuous effort to determine necessary alterations, while at the same time 
bringing stability and a sense of continuity to the faculty evaluation process. The Faculty 
Assessment/Evaluation Committee shall consist of teaching members of the faculty holding the rank of 
associate professor or above. 
 

a) On matters dealing with faculty scholarship, they shall be joined by the Director of Academic 
Affairs or her/his designee. 

b) On matters relating to promotions, they shall be joined by the Director of Academic Affairs and 
the President of the University. Any member of the Committee who is a teaching member of the 
department of the candidate being considered for promotion, who is a member of the 
candidate's immediate family, or who is disqualified from serving for any other reason shall be 
replaced by a qualified person selected by the Committee to avoid any conflict of interest. 

 
Responsibilities: 

1) To review and recommend for promotion and tenure of faculty 
2) To interpret and administer the Faculty Early Retirement Plan, and to make all decisions 

with respect to the interpretation and administration of the Plan and calculation and 
determination of benefits and eligibility 

3) To regularly reviews and assess Reformed University Faculty Handbook and its policies 
4) To review and assist University Human Resources in developing faculty development plan 

and/or compensation package planning 
 

Faculty Assessment/Evaluation Committee Membership (2017 Academic Year):  
Chair: Director of Institutional Effectiveness 
Members: Director of Academic Affairs 

MDiv Program Director of BATS 
Program Director of 
Director of Business Affairs 
Director of Student Affairs 

 

 
Curriculum Development / Program Review Faculty Committee 
The Curriculum Development/Program Review Committee is a university-wide professorial faculty 
committee which oversees and conducts the program review process and recommends improvements 
to the academic curriculum of the University. It is the major and most practical mechanism by which 
the primacy of faculty is exercised in their central domain of expertise: developing and renewing the 
university curriculum and assessing its quality and effectiveness to the highest of professional 
standards. Curriculum renewal and development necessarily reflect the collegial decision to meet 
student needs for course work that is encompassed within basic skills, general education, transfer, and 
major programs of study, which include a wide array of occupational and liberal arts disciplines and 
areas. 
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The Committee recommends and develops policies and procedures for university-wide curricula, 
reviews catalog offerings and degree requirements, and initiates discussions on future curricular 
matters. The Committee reviews proposals from faculties and makes recommendations for curricular 
changes to the Board for consideration. 
 

Responsibilities: 
1) To determine, after consultation with appropriate program directors, the cycle for reviews of 

programs  on a regular basis 
2) To  monitoring the quality of the review  process 
3) To review and evaluate programs and courses in a systematic manner on a regular basis to 

ensure that they are kept current and relevant; 
4) To provide leadership in curriculum development 
5) To provide oversight of all new courses and programs to ensure that academic standards are 

maintained 
6) To recommend all new credit and noncredit courses or programs for approval by the Board of 

Trustees 
7) To recommend program changes and course revisions for approval by the Board of Trustees 
8) To recommend graduation requirements and general education requirements 
9) To assure the Board of Trustees that all of the above comply with the standards set forth by 

GNPEC or the accreditation agency 
10) To provide a forum for innovation in teaching and learning 

 
Curriculum Development/Program Review Committee Membership (2017 Academic Year):  

Chair: Director of Academic Affairs 
Members: Dean of Graduate School; 

MDiv Program Director BATS 
Program Director  
General Education Program Director 

 
BATS Program Review Committee 
Chair, Dr. Dae Gee Kim - Program Director, BATS 
Dr. Won Wook Moon - Director of Institutional Effectiveness  
Dr. Moon Sook Kim - Program Director, General Education  
Dr. Henry Lazenby - Adjunct Instructor 
 

 
M.Div. Program Review Committee 
Chair, Dr. Aaron Park - Dean, Graduate Studies 
Dr. Won Wook Moon - Director of Institutional Effectiveness  
Dr. Sung Tae Yun - Adjunct Instructor 
Dr. Ruth Park Swalve - Adjunct Instructor  
Dr. Suresh Thomas - Adjunct Instructor 

 

Library and Publication Faculty Committee 
The Library and Publication Committee shall make recommendations concerning the allocation of 
Library funds and the development of Library services and resources. The Committee advises and 
supports the Reformed University Library as an essential part of the University's mission and of 
community life, through advising on the Library's budget, assessment, and strategic planning; reporting 
to respective programs or offices on the Library's needs, development, and operation; serving as a forum 



35 

REFORMED UNIVERSITY   FACULTY HANDBOOK 2017-2018 

    

 

for faculty and student input on Library services and resources; and promoting awareness and use of 
Library resources across campus. 
 

Responsibilities 
1) To review the information and research needs of the faculty, staff, and students 
2) To review Library budget 
3) To review library assessment policies and procedures 
4) To regularly conduct library assessment 
5) To determine appropriate ways of accomplishing those needs using the resources of the library, 

archives, media services 
6) To seek ways to improve the use of the library by faculty, staff, and students 
7) To consult the Librarian to review library policies and procedures; 
8) To formulate and recommend to the faculty a collections development policies 
9) To review publication material prior to official approval from President 
10) To recommend any journal entries or dissertation publications by the faculty members of 

Reformed University 
11) To oversight any teaching-aide material applied in classroom activities. 

 

Library and Publication Committee Membership (2017 Academic Year):  
Chair: Librarian 
Members: Director of Academic Affairs; 

MDiv Program Director  
BATS Program Director  
Director of Business Affairs 

Grievance Committee 
The Grievance Committee of Reformed University is a hearing body with delegated authority to hear 
grievances. The Committee has no power to reverse an administrator's decision. Its authority is only 
to recommend a reassessment of a decision if it finds that the decision was reached improperly or 
unfairly. The Grievance Committee acts as the agent of the Board of Trustees to hear and determine 
grievances. As a result of their delegated authority, members of the Committee must at all times 
maintain a neutral status vis-à-vis the parties to the grievance. As a matter of due process, Committee 
members must be fair and impartial decision makers. To be a fair and impartial decision maker, a 
Committee member should keep an open mind and not presume that either party to the grievance is 
right or wrong. 

 
Responsibilities: 

1) To determine whether the grievance presents a matter that is within the jurisdiction 
of the grievance Committee and if so, to hear the grievance 

2) To make written findings of fact and recommendations with regard to the grievance 
3) To make a decision based on the evidence presented by each party. 

 
Committee members have the following responsibilities: 

1) To attend the initial orientation meeting, pre-conference hearing and all scheduled hearing 
dates 

2) To make preliminary determinations about whether the grievant has presented a matter 
within the jurisdiction of the Grievance Committee or, if not, whether the grievant should be 
allowed to amend the grievance or the grievance should be dismissed 

3) To carefully listen and review all testimony and documentary evidence presented 
during the hearing 

4) To weigh the credibility of the evidence, make specific findings of fact and determine 
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whether the grievant has established the charges 
5) To assist Chair in finalizing the written report of the Committee's decision, submitting a 

minority report if necessary 
6) To consider any matter remanded to the Committee and assist the Chair in preparing a 

response to any adverse decision of the University administration, if deemed desirable or 
necessary by the Committee. 

 
Grievance Committee Membership (2017 Academic Year):  

Chair: Director of Student Affairs 
Member: MDiv Program Director  

BATS Program Director 
Faculty Counselor 
Director of Business Affairs 

 
 
FACULTY EMPLOYMENT 
 
Recruitment 
It is the practice and the policy of Reformed University to recruit the highest-quality instructional and 
academic personnel without regard to race, color, creed, or sex. Positions are advertised in local 
newspapers, the Atlanta Journal-Constitution, and/or online. The Director of Academic Affairs, the 
Search Committee, or a recruiting agent appointed by Director of Academic Affairs reviews and 
screens the candidates. Final candidates are interviewed and are recommended to the President for 
final approval before the Board's decision. 
 
When a position is available, every candidate or applicant is asked to submit the following 
document sand information: 

 Cover Letter (personal essay) 

 Resume/Curriculum Vitae in English 

 Reformed University Job Application Form, signed and dated 
 Personnel Data Inventory (GNPEC), signed and dated 
 Proof of Academic Degree(s) received 
 Official Transcript(s) sealed and mailed directly to Reformed University 

 WES Credential Evaluation and Authentication Application signed and dated (if a degree 
was received from a foreign institution) 

 Proof of Ordination (if any) 

 Copy of Thesis Abstract Submitted (if any) 

 Statement of Faith signed and dated 
 Philosophy of Education Statement signed and dated 

 Ethical Values and Standards Statement signed and dated 
 Confidentiality Agreement signed and dated  
 IRS Form W4 signed and dated  

 USCIS Form I-9 Employment Eligibility Verification form signed and dated 
 Acknowledgement of Faculty Handbook 
 Two recent pictures 

 
All information and documents must be submitted in person or in mail to the Office of Human 
Resources, Reformed University, 1724 Atkinson Rd., Lawrenceville, GA 30043 USA. 

 



37 

REFORMED UNIVERSITY   FACULTY HANDBOOK 2017-2018 

    

 

 
Initial Decisions on Appointment 
The Academic Department Director, on the recommendation of the search committee, makes initial 
appointment decisions. After consulting with colleagues in the Academic Department, the director sends 
a recommendation, accompanied by an initial draft contract, appropriate affirmative action forms, a 
transcript, curriculum vitae, job descriptions, and all required consent forms signed by the applicant, to 
the Office of Academic Affairs for further review. The Academic Department Director attests to the 
recommendation as appropriate and sends the complete package to the President, president reviews 
these documents and, when approving, signs the appropriate forms and the contract. The contract is 
then mailed to the faculty member or arrangements are made for the faculty member to pick it up at the 
University. 

 
Conditions of Appointment 
Appointments must follow affirmative action guidelines as described in the Affirmative Action Plan for 
Equal Employment. Copies of this plan may be obtained from the Director of Academic Affairs, who also 
serves as Affirmative Action Officer. 

 
The usual expected minimum degree for employment is a terminal degree in the appropriate field; 
however, faculty with a lesser degree and compensatory qualifications can be appointed upon the 
recommendation of the President with the approval of the Board of Trustees. Adjunct and Part-time 
faculty members are expected to meet the same requirements for employment as full-time faculty 
teaching in the same discipline at the same or comparable rank. 

 
To ensure ongoing compliance with accreditation standards, faculty credentials earned outside the 
United States must be verified for their validity and equivalency to U.S. credentials. Reformed 
University requires all applicants for teaching position at Reformed University to submit third-party 
credential evaluation report which may verify the authenticity of academic credentials earned 
outside the U.S and provide an authoritative statement of U.S. equivalency as part of an objective, 
expert credential analysis. Applicants may contact the Office of Academic Affairs to receive 
information on how to acquire the credential evaluation report prior to an employment decision 
being made. 

 
Each initial appointment to the rank of instructor, assistant professor, associate professor, or 
professor is a probationary term appointment. The probationary period and the notification 
processes for each of the ranks are detailed in the Tenure Policies and Regulations of Reformed 
University. The purpose of the probationary period is to give the faculty member a chance to 
demonstrate the ability to perform at the level the institution expects. The designation of a specific 
probationary period is neither a guarantee nor a requirement that the faculty member will be 
retained for the entire probationary period. 

 
Promotions may be considered at any time the faculty member is judged to be performing at the level of 
the higher rank, and tenure may be granted on the same basis. Conversely, non-reappointment 
decisions can be made at the end of any contract period in accordance with Tenure Policies and 
Regulations of Reformed University. 

 
Faculty Ranks 
Reformed University uses the usual faculty ranks for tenure-track positions. In ascending order, these 
titles are: instructor, assistant professor, associate professor, and professor. These ranks are used only 
to designate tenure-track positions. Individuals with these titles receive probationary term contracts 
and are entitled to the various notification processes appropriate to their rank. Faculty members may 
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receive special appointments to non-tenure-track positions. These appointments carry such title 
designations as lecturer, artist in residence, or any of the above-mentioned tenure-track designations 
prefixed with such qualifiers as adjunct, or visiting. Non-tenure-track appointments are fixed-term 
appointments, and the period of employment automatically ends at the date stated on the contract. 

 
The Tenure Policies and Regulations of Reformed University following operational criteria are used for 
initial appointment to the various ranks affects the qualifications for the tenure-track ranks. Please note 
that these criteria represent minimum standards and that individual school has developed its own 
criteria, which may be more stringent. 

 
Professor 
The earned doctorate or an appropriate terminal degree, demonstrated ability to direct research in 
one’s field, posted research results at one or more respective and acknowledged professional society, 
evidence of continued growth may be show by scholarly contributions to one’s field, eight or more years 
of experience in postsecondary education, and demonstrated teaching ability along with continuous 
standing relationship with staff and students is strongly required for appointment after appropriate 
review period to the rank of a professor. 

 
Associate Professor 
The earned doctorate or appropriate terminal degree, demonstrated ability to direct research in 
one’s field, a record of continued growth as evidenced by publications or the corresponding 
creative activities in the fine and performing arts, five or more years of experience in postsecondary 
education, and demonstrated teaching ability are usually required for appointment after 
appropriate review period to the rank of an associate professor. 
 
Assistant Professor 
The earned doctorate or appropriate terminal degree, evidence of potential ability to direct 
research in one’s field, evidence of potential for continued growth in scholarly contributions as 
evidenced by publications or the corresponding creative activities in the fine and performing arts, 
and demonstrated potential for teaching effectively at the college level are normally required for 
appointment to the rank of assistant professor. 
 
Instructor 
The rank of instructor is appropriate for one who is appointed to the faculty in the expectation that 
in the normal course, he/she will progress through the professional ranks in this or another 
institution but lacks, when appointed, the appropriate degree expected by his/her school for 
appointment as assistant professor. When the appropriate degree is obtained, an instructor will 
usually be promoted to assistant professor. 

 
Faculty Development 
Faculty members are expected to continue their intellectual development on-going study and 
sabbatical leave. On-going growth and competence is one of the issues discussed in faculty 
member’s evaluations. Reformed University strongly advocates and implements 20% of faculty 
member’s work load and time to be allocated and devoted to professional development. In addition, 
faculty members are encouraged to regularly attend professional society meetings and expenses 
are paid whenever possible. The expenses log or requisition form shall be submitted to the Office of 
Business Affairs with an approval of Director of Academic Affairs prior to the actual expenses 
accumulate to qualify for reimbursement. 
 
Reformed University seeks to employ experienced faculty members who are highly qualified 
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academically and spiritually. However, it is continually a challenge to stay current in one's 
professional field, to adapt to changing conditions, and stay abreast of new developments in 
teaching techniques and in methods of integrating biblical truth with one’s discipline. Faculty 
growth and development are institutional imperatives. 

 
Faculty Professional Development Committee (FPDC) 
Mission: The Faculty Professional Development Committee facilitates, advocates, and provides 
opportunities and resources for faculty enrichment across the institution. Currently the task is 
assigned to Faculty Assessment Committee to develop and further initiate the planning. 
 
Responsibilities and Functions of the FPDC 

 Review proposals and make recommendations to the provost on applications for: 
Faculty Enrichment Summer Stipends and Presidential Fund for Professional Development; 

 Plan and carry out the spring pre-session conference in collaboration with the 
Director of Academic Affairs;  

 Assist the Director of Academic Affairs in identifying faculty enrichment needs. 
 

 

FPDC Meetings 
Meetings may be called as needed by a chair of the FPDC, as appropriate to the purpose of the meeting. 
 
Faculty Professional Development Proposal Guidelines 
Reformed University provides funding for the professional development activities of faculty. The basic 
guidelines are to be presented by the Faculty Professional Development Committee (FPDC) upon Board 
of Trustees’ affirmative action plan. Proposals must be submitted on the Faculty Professional 
Development Application, and forwarded through the applicable school director to the Chair of FPDC. 
Faculty are requested to submit proposals as far in advance as possible to allow time for FPDC 
consideration and because funds are limited. 
 
The first three points in the guidelines are reproduced here: 

1. The Faculty Professional Development Committee (FPDC), comprised of faculty, 
reviews applications for professional development funds based on the merits of the 
proposals as determined by the value to the college, instructional assignment of the 
faculty member, and evaluation criteria. 

2. All full-time members of Reformed University faculty are eligible to submit proposals. 
Preference will be given to applicants who have not received funding within the last year. 
Adjunct faculty who are at level two or above may also submit proposals and adhere to the 
same guidelines. 

3. In the proposal evaluation process, reviewers will consider such factors as: 
 positive contribution of the activity to Reformed University community; 
 the significance of the activity to the academic and /or to the individual 

applicant’s professional development; 
 if presenting, the overall benefits to participants and target audience; 
 the cost effectiveness of the activity; and 
 other funding sources investigated. 

 
The Faculty Professional Development Committee solicits project proposals that demonstrate value to 
individuals and their colleagues and the teaching/learning process. These projects may include, but are 
not limited to, the following: 

 transform courses, integrating Christian values, developing service-learning 
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components, or incorporating multicultural perspectives in courses; 
 research and implement new teaching methods, pedagogical innovations, or assessment 

strategies; 
 integrate technology into the curriculum and assess its effectiveness (preparing 

computer modules to support classroom assignments; developing software for 
classroom use); 

 internationalize a course (possibly in conjunction with a study abroad experience); 
 update in a field that has developed or changed significantly, integrating new areas of 

study into your current areas of teaching; and 
 allow faculty members to attend intensive regional or national workshops, whose focus is 

on academic or teaching topics, and then implement the innovations in the curriculum. 
Applicants must be willing to participate in faculty enrichment forums the following year 
to disseminate the results of their work. All proposals should demonstrate an adherence 
to the mission statement and goals of Reformed University. 

 

Additional points in the guidelines, including prioritization of requests, the need for travel 
authorization, and other matters, may be developed by the Faculty Professional Development 
Committee (FPDC). 

 

 
 

FACULTY COMPENSATION AND BENEFITS 

Preface 
In a tradition of shared governance, members of the university administration, particularly the 
Director Business Affairs, work with University Faculty Assessment Committee to maintain a set of 
benefits that allows University to attract and retain faculty in a competitive environment. Changes 
in the availability of benefits normally concur only after consultation with representatives of 
University Faculty Assessment Committee and agreement from the Director of Academic Affairs. 

 

A. Payment of Salaries 
B. University Retirement Plan (Proposed) 
C. Early Retirement Plan for Tenured Faculty (Proposed) 
D. Emeritus Status 
E. Moving and Relocation Expenses 
F. Benefit for the Professional Growth 
G. Academic Provisions 
H. Maternity / Paternity Leave 
I. Medical Insurance (proposed) 

 

 
 

Payment of Salaries 
Faculty members are compensated for their contracted workloads to be paid in twelve equal 
installments. Part-time Faculty members on limited and exclusive appointments may receive their 
salaries for the hours devoted and usually scheduled beforehand. Faculty members may choose to have 
their checks mailed to their home address, campus address, or delivered to their bank via direct deposit. 
Forms are provided for the election of the above alternatives through the Office of Business Affairs. 
Payroll statement with detailed information on deductions is available for faculty member's review and 
copy at the Office. 
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University Retirement Plan (Proposed) - General Description 
Reformed University Office of Planning has proposed the following Retirement Plan for faculty 
employees; it is awaiting university leadership review and authorization of the president to initiate the 
procedure to apply for the institutional plan with TIAA-CREF for retirement plan. 
 

1. Fund Offerings 
Teachers Insurance and Annuity Association - College Retirement Equity Funds (TIAA-CREF) 
(proposed) is the sole record keeper for the University's retirement plan. 
 
2. Coverage 
The Plan is a tax-favored retirement plan that Reformed University plans to establish for the benefit 
of its employees. The Plan allows all employees to make pre-tax contributions out of their pay. In 
addition, Reformed University makes certain types of employer contributions under the Plan for 
employees who meet specified eligibility requirements. Employees who participate in the Plan are 
permitted to elect how these contributions will be invested. The Plan allows you to invest these 
contributions in one or more funds provided by the fund sponsors available under the Plan. 
University Retirement Plan is a defined contribution program governed by Sections 403(b) and 
403(b)(7) of the Internal Revenue Code. 

 
3. Enrollment 
The Plan permits all employees to make pre-tax contributions out of their pay through salary 
reduction agreements. Individuals who are independent contractors are not eligible to 
participate in the Plan as employees. If an individual is classified as an independent contractor 
by the institution, such individual will be deemed to be ineligible. The Administration will notify 
each faculty or staff member when he/she is eligible to participate in the Plan. All 
determinations about applicant’s eligibility and participation in the Plan will be made by 
Reformed University. University will base its determinations on its records and the official plan 
document on file with the Director of Academic Affairs for faculty participants. All employees 
except for student employees are eligible to make pre-tax contributions to the Plan as soon as 
they begin employment. Pre-tax employee contributions are referred to under the plan as 
"salary reduction contributions." Student employees are those employees who are regularly 
enrolled students and whose wages are generally exempt from FICA tax withholding. 

 
The service length requirement will be waived if a new staff member has been employed at an 
institution of higher education for the full twelve (12) months immediately preceding his/her 
date of initial employment at Reformed University. In the case of a faculty member, the year of 
service requirement will be waived if they were employed at an institution of higher education 
for the full academic year immediately preceding his/her employment with University. 
 
4. Vesting 
All employee and employer contributions are vested immediately. 
 
5. Distributions 
The retirement plan has been planned to assist with income security after University 
constituent’s retirement. Upon retirement, faculty members may access their retirement 
accumulations by establishing an annuity (monthly or periodic payments), partial lump-sum 
distributions or a total lump-sum distribution. Additional questions on annuity options or 
lump sum distributions may be directed to TIAA-CREF at 1(800) 842-2776. Should an 
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Employee leave the organization, his/her retirement accumulations may be left with TIAA-
CREF. The Employee may rollover his/her retirement accumulations to another vendor or 
withdraws the retirement accumulations. If the Employee is under age 59 1/2 and elects a cash 
distribution of his/her retirement account, then he/she will be penalized for an early 
retirement withdrawal as dictated by federal laws. Accumulations in a TIAA guaranteed fund 
are subject to withdrawal over a ten (10) year period only, as designated by the annuity 
contract. 

 

 
Early Retirement Plan for Tenured Faculty (Proposed) 
Reformed University is proposing an Early Retirement Plan for Tenured Faculty as an opportunity for 
certain eligible faculty to elect to relinquish tenure and retire from employment with University in 
exchange for certain benefits from University. No benefits are available under the plan except as 
specifically provided by the terms of the plan. The Plan is intended to meet the requirements of Section 
4(m) of the Age Discrimination in Employment Act of 1967, as amended. Each tenured full-time faculty 
member who has or will have attained age 55 as of any retirement date and has or will have completed 
at least (20) Years of consecutive service with Reformed University as of that Retirement Date shall be 
permitted to elect to retire under the Plan as of the last day of the Plan Year prior to that Retirement 
Date. Years of service and age will be calculated based on an August 31, in the year in which the 
tenured faculty member retires. 

 
1. Purpose 
Reformed University (the “University”) has established and proposed to the President and Board 
the Reformed University Early Retirement Plan for Tenured Faculty (the “Plan”) as an opportunity 
for certain eligible Faculty Members to elect to relinquish tenure and retire from employment with 
the University in exchange for certain benefits from the University. No benefits are available under 
the Plan except as specifically provided by the terms of the Plan. The Plan is intended to meet the 
requirements of Section 4(m) of the Age Discrimination in Employment Act of 1967, as amended. 

 
2. Definitions 
The following definitions apply to the Plan: 

(a) “Faculty Assessment Committee” shall have the meaning contained in Section 11 of the 
Plan. 
(b) “Board” means the Board of Trustees of the University. 
(c) “Election Period” means 

(i) if an eligible Faculty Member wishes to retire on June 30 of any Plan Year, the period 
that begins on July 1 and ends on December 31 of that Plan Year, and 
(ii) if an eligible Faculty Member wishes to retire on January 1 of any Plan Year, the period 
that begins on July 1 and ends on December 31 of the immediately preceding Plan Year. 

(d) “Eligibility Date” means the August 31st following the Plan Year in which the Faculty 
Member submits his or her election to retire early. 
(e) “Faculty Member” means a tenured employee of the University who is a full-time member 
of the faculty of the University. 
(f) “Final Salary” means the base salary that the Faculty Member received from the University 
for the Plan Year immediately preceding the Faculty Member’s Retirement Date. 
(g) “Initial Election Period” means the first Election Period during which a Faculty Member is 
eligible to participate in the Plan. 
(h) “Participating Faculty Member” means a Faculty Member who has elected to participate in 
the Plan pursuant to Section 4, below. 
(i) “Plan” means the Reformed University Early Retirement Plan for Tenured Faculty. 
(j) “Plan Year” means the period from July 1 to June 30. 
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(k) “Retirement Date” means either the June 30th of the Plan Year in which the Faculty 
Member submits his or her election to retire early or the January 1st immediately following 
the Plan Year in which the Faculty Member submits his or her election to retire early, as 
elected by the Faculty Member. 
(l) “University” means the Reformed University. 
(m) “Year of Service” means a Plan Year during which the Faculty Member was considered a 
full-time employee of the University for both academic semesters occurring in that Plan Year. 
For purposes of computing a Faculty Member’s Years of Service, a period during which a 
Faculty Member is absent on an approved sabbatical shall be considered service as a full-time 
employee of the University. A period during which a Faculty Member is absent on an 
approved leave of absence shall not be considered service as a full-time employee of the 
University. If a Faculty Member was a full-time employee of the University for only a specified 
period during a Plan Year, that period will be aggregated with any other periods of service as 
a full-time employee of the University to determine the Faculty Member’s whole Years of 
Service. One academic semester of service as a full-time employee of the University shall equal 
one-half of a Year of Service. Notwithstanding the forgoing, an approved leave of absence for 
qualified military service will be deemed service with the University for purposes of eligibility. 

 
3. Eligibility 
Each Faculty Member who has or will have attained age 59½  as of any Eligibility Date and has or 
will have completed at least twenty (20) Years of Service with the University (whether or not 
consecutive) as of that Eligibility Date shall be permitted to elect to retire under the Plan as of the 
Retirement Date elected by the Faculty Member, provided such election is approved by the 
Director of Human Resources, pursuant to Section 4(b), below. 

 
4. Election to Participate 

(a) A Faculty Member who meets the eligibility requirements described in Section 3 above and 
who wishes to participate in the Plan must submit an election to the Director of Human 
Resources on a form prescribed by the University. A Faculty Member making an election 
agrees to relinquish all of his or her tenure rights and fully retire from employment with the 
University as of the applicable Retirement Date. An election to participate in the Plan must be 
made no later than the last day of the Election Period in order to become effective with 
respect to that Election Period. A Faculty Member who elects to participate in the Plan during 
his or her Initial Election Period will be entitled to receive the maximum benefits provided 
under the retirement option selected by the Faculty Member, regardless of his or her age. 
Unless otherwise provided in an eligible Faculty Member’s election form, an election to 
participate in the Plan shall become irrevocable seven (7) days after it is approved by the 
Director of Human Resources. 
(b) Director of Human Resources must approve a Faculty Member’s election under the Plan. 
Director of Human Resources shall have exclusive authority to accept or reject the election 
and may establish a maximum number of Faculty Members who may participate in the Plan 
during an Election Period. Director of Human Resources may consider the University’s ability 
to find a replacement for, and the age of, an electing Faculty Member in determining whether 
to approve the Faculty Member’s election to participate in the Plan. 

 
5. Cash Benefits 
A Faculty Member who makes an election under Section 4 of the Plan to relinquish all of his or her 
tenure rights and retire on the applicable Retirement Date will receive a single lump sum payment, 
as set forth in Schedule A of the Plan. The lump sum payment shall be made as soon as 
administratively practicable (but in any event within ninety (90) days) following the applicable 
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Retirement Date. 
 

6. Election During Initial Election Period  
If an eligible Faculty Member makes an election to participate in the Plan during the Initial Election 
Period and such election is approved by the Director of Human Resources, the Faculty Member 
shall be entitled to receive the maximum benefit appearing on Schedule A. If a Faculty Member 
submits an election during the Initial Election Period, and such election is not approved by the 
Director of Human Resources, the next following Election Period during which the Faculty Member 
is eligible to participate in the Plan shall be considered the Initial Election Period for such Faculty 
Member for purposes of this Section. 

 
7. Medical Insurance Benefit 

(a) A Participating Faculty Member who elects to retire early under the Plan will receive 
University medical insurance benefits on the same basis as if he or she had continued as a 
Faculty Member (including post-retirement medical benefits, as applicable). The medical 
insurance benefits will be administered in accordance with applicable medical insurance 
benefits plan documents. 
(b) The Participating Faculty Member who elects to retire early under the Plan and wishes to 
continue coverage of a dependent or whose chosen medical insurance coverage requires the 
Participating Faculty Member to pay a portion of the coverage will be billed monthly for the 
additional medical insurance benefits by the University. Payment will be due upon receipt of 
the bill. Failure to pay the amount of the bill will result in the immediate cancellation of the 
early retiree’s additional medical insurance benefits. The University retains the right to 
change the frequency of the billing. 
(c) The medical benefits offered under this Section 7 of the Plan are an alternative to 
continuation coverage available to the Faculty Member under the University’s medical 
insurance benefits plan in accordance with the Consolidated Omnibus Budget Reconciliation 
Act of 1985(“COBRA”). A Participating Faculty Member may elect to participate in the Plan 
and also elect COBRA continuation coverage under the University’s medical insurance benefits 
plan. An election to receive medical insurance benefits under this Section 7 of the Plan, 
however, is deemed a waiver of the Participating Faculty’s right to elect COBRA continuation 
coverage under the University’s medical insurance benefits plan. 
(d) A Participating Faculty shall continue to be eligible to participate in the University’s medical 
benefit plan until the earlier of (i) the date he or she reaches age 65 or (ii) the date he or she 
first meets the eligibility requirements of the University’s post-retirement medical benefits in 
effect at that time for retired tenured faculty members of the University. Notwithstanding the 
forgoing, if the Faculty Member was employed before September 1, 2003, he or she will 
receive post- retirement medical benefits under the Reformed University medical benefits 
plan currently in effect for retired tenured faculty members of the University. If the Faculty 
Member was not employed before September 1, 2003, however, the Faculty Member will not 
be eligible for such post-retirement medical benefits. 
(e) The University retains the right to modify, amend or terminate the terms and conditions of 
the medical insurance benefit and the University’s medical benefit plans at any time 
(including, without limitation, after a Faculty Member’s retirement). 

 
8. Faculty Perquisites 
A Faculty Member who makes an election under Section 4 of the Plan may continue to receive 
certain perquisites associated with faculty status such as tuition remission for themselves and 
their qualified dependents, tuition exchange opportunities for qualified dependent children, 
library privileges, University e-mail account, faculty discounts, parking permits, and invitations to 
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University events. The Faculty Assessment Committee retains sole discretion in determining the 
perquisites made available under this Section 8. 

 
9. Conditions to Payment of Benefits 
If a Faculty Member elects to retire under Section 4 of the Plan, the Faculty Member must continue 
to perform substantial services for the University, consistent with his or her tenured faculty 
position and contract, until his or her Retirement Date. Services will not be considered 
“substantial” for this purpose if they are below 50% of the average level of services performed by 
the Faculty Member over the three-consecutive-year period immediately preceding the applicable 
Retirement Date. If the Faculty Member ceases for any reason to perform substantial services for 
the University prior to his or her applicable Retirement Date, the Faculty Member shall forfeit any 
and all cash benefits that have not already been paid to the Faculty Member under the Plan, and 
will become ineligible for all benefits provided under Sections 7 and 8 of the Plan, unless otherwise 
entitled to such benefits through other applicable University policies or plans. 

 
10. Death of Faculty Member 
If a Participating Faculty Member dies on or before his or her Retirement Date, no benefits will be 
paid under the Plan with respect to such Faculty Member. 

 
11. Administration 
The Plan shall be administered by a faculty committee (the “Faculty Assessment Committee”). The 
Faculty Assessment Committee may adopt such rules, regulations and bylaws and may make such 
decisions as it deems necessary or desirable for the proper administration of the Plan. The Faculty 
Assessment Committee shall have complete discretion to interpret and administer the Plan, and to 
make all decisions with respect to the interpretation and administration of the Plan and calculation 
and determination of benefits and eligibility. The decisions of the Faculty Assessment Committee 
shall be final and binding on all persons. The Faculty Assessment Committee shall be entitled to 
rely conclusively on, and shall be fully protected in any action taken or suffered by the Faculty 
Assessment Committee in good faith and reliance on, any counsel, accountant or other person 
selected by the Faculty Assessment Committee, or in reliance on any tables, data, information, 
valuations, calculations, certificates, opinions or reports that shall be furnished to the Faculty 
Assessment Committee. The Faculty Assessment Committee shall have the power to delegate any 
of its responsibilities to an employee, committee of employees, or to another person or entity so as 
to assist the Faculty Assessment Committee in carrying out its responsibilities. 

 
12. Claims Procedure 
If for any reason a benefit payable to a Participating Faculty Member under this Plan is not paid 
when due, the Participating Faculty Member may file a written claim with the Director of Human 
Resources. If the claim is denied or no response is received within ninety (90) days after the date 
on which the claim was filed with the Director of Human Resources (in which case the claim will be 
deemed to have been denied), the Participating Faculty Member may appeal the denial to the 
Faculty Assessment Committee within ninety (90) days of receipt of written notification of the 
denial or the end of the ninety (90) day period specified above, whichever occurs first. In pursuing 
an appeal, the Participating Faculty Member may request that the Faculty Assessment Committee 
review the denial, may review pertinent documents, and may submit issues and documents in 
writing to the Faculty Assessment Committee. A decision on appeal will be made within sixty (60) 
days after the appeal is made, unless special circumstances require the Faculty Assessment 
Committee to extend the period for another sixty (60) days. 
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13. Rights under the Plan  
The Plan is an unfunded, deferred compensation Plan for a select group of management or highly 
compensated employees. Title to and beneficial ownership of all benefits described in the Plan 
shall at all times remain with the University. Benefits under the Plan shall be payable from the 
general assets of the University. No trust fund may be created in connection with the Plan, and 
there shall be no required funding of amounts that may become payable under the Plan. The 
Participating Faculty Members shall, for all purposes, be general creditors of the University. The 
interests of a Participating Faculty Member in the Plan cannot be assigned, anticipated, sold, 
encumbered or pledged and shall not be subject to the claims of his or her creditors. 

 
14. Amendment and Termination  
The Board may amend or terminate the Plan at any time, provided that any amendment or 
termination of the Plan shall not adversely affect a Participating Faculty Member’s cash benefit 
under Section 5 of the Plan unless the Faculty Member consents in writing to such amendment or 
modification. 

 
15. Withholding of Taxes, etc.  
16. All amounts payable hereunder shall be reduced for the amounts required to be withheld 
pursuant to any applicable federal, state or local withholding tax requirements or similar 
provisions. 

 
17. Successors 
This Plan is binding on the University and its successors and assigns and on Participating Faculty 
Members and their personal representatives and distributees. 

 
18. Section 409A 

(a) The amounts and benefits payable under this Plan are intended to comply with, or 
alternatively to be exempt from, the provisions of Section 409A of the Internal Revenue Code 
of 1986, as amended (the “Code”) and the Plan shall, to the extent practicable, be construed in 
accordance with such intent. Notwithstanding the foregoing, to the extent that the Plan or any 
payment or benefit hereunder shall be deemed not to comply with Section 409A of the Code, 
then neither the University, the Faculty Assessment Committee nor its or their designees or 
agents shall be liable to any Faculty Member or any other person for any actions, decisions or 
determinations made in good faith. 
(b) Notwithstanding anything in the Plan to the contrary: 

(i) With respect to any payment or benefit under the Plan that is subject to Code Section 
409A and that is payable under the Plan on account of the Faculty Member’s early 
retirement, the term “Retirement Date” shall be applied consistently with the definition 
of “separation from service” in Section 1.409A-1(h) of the U.S. Treasury Regulations, as 
amended (applying the default terms thereof), and whether or not a Faculty Member has 
experienced a “separation from service” shall be determined in accordance with such 
rules; and 
(ii) All reimbursements and in-kind benefits provided under the Plan shall be made or 
provided in accordance with the requirements of Section 1.409A-11 3(i)(1)(iv) of the U.S. 
Treasury Regulations, as amended, to the extent that such reimbursements or in-kind 
benefits are subject to Code Section 409A. 

 
19. Governing Law 
The Plan shall be construed and enforced in accordance with, and governed by, the laws of 
Georgia, to the extent not preempted by applicable federal law. 
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SCHEDULE A - RETIREMENT PAYMENTS 
A Faculty Member who elects to retire pursuant to the terms of Section 4 of the Plan will be paid a single 
lump sum based on the Faculty Member’s age at his or her Eligibility Date, according to the schedule set 
forth below. 

 
Retirement Payments 
Age on Retirement Date Percentage of Final Salary Paid 

59 ½  to 62 192% 

63 168% 

64 144% 

65 120% 

66 96% 

67 72% 

68 48% 

69 24% 

 

The payments described above shall be subject to withholding for applicable taxes and payment 
schedule is subject to change and negotiable until firmly written on individual contract. 

 
Emeritus Status 
A faculty or administrative staff member who has served University with distinction for 20 years or 
more, and who remains on active status until retirement, will normally be awarded the title of 
"Emeritus" upon recommendation by the President, by action of the Board of Trustees. The Board may, 
at its discretion, may award emeritus status to particularly deserving retirees who have served less 
than 20 years. 

 
Moving and Relocation Expenses 
Reformed University will reimburse new tenure track and tenured faculty members, up to a specified 
amount, for costs incurred in relocating to the Atlanta area where Reformed University campus is 
located. Expenses eligible for reimbursement include travel to Greater Atlanta area for the new faculty 
member and their immediate family and, moving and packing of household, office, and laboratory 
equipment. Expenses incurred in locating a residence are excluded. To obtain reimbursement the new 
faculty member must submit an itemized request provided by the Department of Human Resources 
with receipts, to the Academic Department directors. Requests approved by the Academic Department 
directors will be forwarded to both Director of Academic Affairs and Director of Business Affairs for 
final approval. 

 
Benefit for Professional Growth 
Reformed University highly values any growth in academic advancement of faculty of the institution; 
therefore the University allocates financial resources on its budget for any academic growth by any 
members; in any case of recommended expenses, Director of Academic Affairs submits letter of 
recommendation for recognizable professionalism by faculty in accordance with Academic Department 
director to the Office of Business Affair, and with an approval of President, Director of Academic Affairs 
allocates resources to aide faculty members on following occasions; 

1) Thesis or Dissertation printed on recognizable Learned Society 
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2) Acknowledged Public Research Presentation 
3) Presentation at Academic Seminar 
4) Participation of well-recognized Academic Seminars 
5) Research & Academic Investigation 
6) Academic Publications 

 
Academic Provisions 
Recognizing the needs for up-to-date academic and teaching information, Reformed University allows 
the Library to subscribe or purchase academic periodicals to support educational growth of faculty 
members at institution. This may include any paper-based material or electronic material including E-
Books and any multimedia resources and to be circulated. 

 
Maternity / Paternity Leave (Proposed) 
Maternity leave for Professors and Associate Professors shall be granted upon or near the birth of the 
baby and shall last for a period of eight weeks with pay. Leave in case of adoption is limited to one week 
or as negotiated with the supervising faculty member and/or the Director of Academic Affairs. Paternity 
leave for Professors and Associate Professors shall be granted upon or near the birth of the baby and 
shall last for a period of four weeks with pay. Should complications develop before the birthing time 
and require time off, University’s leave and vacation benefits can be applied in accordance by written 
approval from Director of Academic Affairs. Under certain circumstances, it may be necessary to take a 
temporary leave of absence without pay (before or after the maternity leave), and to comply the 
request from the applicant, the specific situations will be reviewed by the President, who will render 
the final decision. Upon return to work from approved maternity / paternity leave, the employee is 
guaranteed the same position. 
 
Health Insurance 
Reformed University does not currently provide medical or health insurance to employees. A proposal 
to add a Blue Cross/Blue Shield plan is in the work, but has not yet been implemented. 

 

 
Supplies & Equipment 
In any need of supplies for lecturing or administrative works, instructors are advised to complete the 
"Purchase Request" form and submit it to the Office of Academic Affairs. Based on the budgeted fund 
availability, the Office of Business Affairs will conduct the procurement, cataloging and delivery of 
goods to the instructor. 

 
The Reformed University Board of Trustees charges the administration of the University with 
supervising and maintaining all University property, equipment, and facilities. The Board recognizes 
that only through the proper use of University property, facilities and equipment can the faculty, staff, 
student, or public be served in a manner that allows the best possible instructional services. Each 
employee should treat property, facilities, and equipment with respect and care. Problems should be 
reported immediately to the Director of Business Affairs. 

 
“Surplus property” is all tangible assets such as equipment, materials, supplies and furniture that are 
either no longer in use or for which there is no further plan for use. Disposition of surplus property is 
defined as any property to be traded‐in against a new purchase, cannibalized for spare parts, externally 
transferred, donated to a non‐profit charitable/community organization, sold for salvage, or destroyed 
(waste removal). University property may not be sold, traded‐in, salvaged, scrapped or donated or 
otherwise disposed of without prior approval from the appropriate department head or if the 
department head is directly disposing of the property their immediate supervisor. Special standing 
arrangements exist for hazardous substances and computers, as outlined here within. Departments are 
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prohibited from gifting or selling surplus materials directly to faculty, staff, students and other 
individuals. Disposal of surplus property originally procured with federal grant or contract funds shall 
be in accordance with the terms of the grant or contract. 

 

Most equipment with an original acquisition value of $2,500 or more (for items purchased in fiscal 
years 2010 or earlier) or $5,000 or more (for items purchased in fiscal years 2011 and later) are 
tracked by the Department of Finance in its fixed asset inventory database. In order to maintain 
accurate records and facilitate the biannual inventory, a disposal form must be completed for any 
equipment that is disposed of. If you are not sure whether a disposal form must be completed, please 
contact the Department of Material Management under the Office of Business Affairs. 

 
FACULTY APPOINTMENTS 

 
A. Revision Process 
B. Statement of Terms of Appointment 
C. Evaluation for Personnel Decisions 
D. Termination of Appointment by the Faculty Member 
E. Procedures for the Discontinuance of a Academic Department or Program of Instruction 

Involving Possible Dismissal of Tenured Faculty 
F. Termination by the Institution of Continuous Tenure or Termination of an Appointment before 

the end of the Specified Contractual Term 
G. Academic Freedom 
H. Grievance Procedures 
I. General Policy on Student/Faculty Ratio 
J. Recruitment Process 

 

 

Revision Process 
All sections in Chapter IV require approval of the Board of Trustees to amend. 
For statement regarding revisions, revisions to this section may be proposed by a majority vote of 
University faculty, which are then reported and suggested through the President for the Board of 
Trustee’s final authority. 

 
Statement of Terms of Appointment 
The terms and conditions of every appointment to the faculty will be stated or attested in writing, and a 
copy of the appointment document will be provided to the faculty by the Department of Human 
Resources. Any subsequent extensions or modifications of an appointment, and any special 
understandings, or any notices incumbent upon either party to provide, will be stated or confirmed in 
writing and a copy will be given to the faculty member. Persons with teaching or research 
appointments of any kind will be informed each year in writing of their appointments. Matters that 
have special significance relative to future tenure possibilities will be indicated. Applicable terms of 
appointment are contained not only in the letter of appointment, but also in the Faculty Handbook of 
Reformed University. Changes in the terms of the appointment are determined by the Board of Trustees. 
All members of the faculty on probationary or term appointments must indicate their acceptance of the 
terms annually by signing and returning a copy of the appointment or contract letter. 

 
Faculty positions, including teaching, research and others with faculty status at Reformed University 
are held under one of five appointment status categories: 

 Tenured faculty members are those persons who have been confirmed in such status by action 
of the Board of Trustees on recommendation of the President subsequent to appropriate peer 
and administrative review. 
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 Probationary faculty members are those persons who are appointed without contractual 
understanding that the appointment is for a maximum fixed term but who have not achieved 
tenured status. These appointments are also called tenure-track appointments and carry the 
possibility of tenure at a future date. 

 Three-year term faculty members are those persons who have been appointed to an annual 
contract which may be renewed to the limit of the specified term of two or three years 
assuming satisfactory service and continued University needs. The appointment terminates at 
the end of the specified term. 

 Temporary and restricted term appointments, whether full-time or part-time, are term 
appointments for up to one semester or one academic year and are not renewable except by 
subsequent and separate agreement. Visiting faculty appointments fall in this category. 

 Continuing appointments, whether full-time or part-time, include those with faculty status that 
do not specify tenured, tenure-track, two or three-year term or temporary and restricted term 
appointments. 

 Each of these appointment status categories is further explained and defined below. 
 

Tenured Appointments 
Faculty members with tenure shall have permanent or continuous appointments, and their service shall 
be terminated only for cause (See Termination University of Continuous Tenure or Termination of an 
Appointment before the End of the Specified Contractual Term). 

 
Faculty members who have tenure status will be notified in writing of any changes in their terms 
(salary, etc.) of their appointments by December 31 preceding the academic year in which the change 
is effective. 

 
The awarding of tenure status to faculty members shall in every case only be made by the Board of 
Trustees, upon a nomination by the President following the recommendation of the Director of 
Academic Affairs. 

 
Before making a recommendation about tenure to the President, Director of Academic Affairs shall 
consult with and receive the recommendation of the Academic Department directors, shall secure the 
advice and recommendation of the Academic Department involved. Recommendations for tenure are 
based on the criteria described in Evaluation for Personnel Decisions and in standards for each 
Academic Department. Fulfillment of these criteria, however, does not necessitate a positive tenure 
decision. 

Probationary Appointments (Tenure -Track) 
Probationary appointments may be made for one year, subject to renewal. The total period of full-time 
service at University prior to the acquisition of continuous tenure will not exceed seven years. By 
mutual consent, in writing, prior teaching experience at other institutions of higher learning or at 
Reformed University may be waived at the time of initial appointment to a tenure track position to give 
the individual the full seven-year probationary period. 

 
In only the most exceptional cases will the probationary period be less than three years. Reappointment 
to a probationary position is made annually following review and satisfactory performance and 
continuing University needs. Ordinarily, individuals on probationary appointments are considered for 
tenure during their sixth year. In the event the decision is considered positive, the individual will be 
awarded tenure at the beginning of the next academic year. In the event of a negative decision, the 
following year will be terminal and reappointment will not be made beyond that year. The Director of 
Academic Affairs, on the recommendation of the Academic Department directors, may grant the request 
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of a tenure candidate to be considered earlier than the normal sixth year. In such an instance, the 
decision reached will be final and conclusive and, in the event of a negative decision, the following year 
will be terminal. Time spent on unpaid leave of absence or maternity/paternity leave will not count as 
probationary period service, unless the individual and the institution agree to the contrary at the time 
leave is granted. 

 
Under certain medical circumstances in which the faculty member continues to teach full-time but for 
medical reasons, including pregnancy or childbirth, is unable to engage in the full array of faculty 
responsibilities, the individual may request a delay in the date of the tenure decision. Such "stop the 
clock" requests must be approved by the Director of Academic Affairs in consultation with the 
Academic Department director. If the request is approved, the date of the tenure decision will be 
postponed for a maximum of six calendar months. 

Three-Year Term Appointments 
Faculty members may be appointed on a full-time basis for one year with the contractual 
understanding that the annual contract may be renewed for a specified maximum term of three years, 
each annual renewal during this period being contingent upon satisfactory service and continued 
University needs. Such appointments are not tenure eligible and are not renewable for a second three-
year period except by separate and specific written agreement. Notice that a three-year term 
appointment is not to be renewed shall be given as indicated for Probationary Appointments. 

Temporary and Restricted (Full- or Part-Time) Appointments 
Faculty appointments may be made, on either a full-time or part-time basis, for a specified term of part 
or all of one semester or one academic year, with the contractual understanding that such 
appointments terminate on the date specified in the contract and are not renewable unless there is a 
subsequent, separate, and specific written agreement to do so, in which case a new contract will be 
offered. The requirement of written due notice of termination, as described in section Probationary 
Appointments above, does not apply to any temporary and restricted appointment; nor are such 
appointments tenure eligible. 

Continuing Appointments 
Certain employees of Reformed University, whose appointments do not fall in one of the above 
categories, may because of their professional and educationally related roles, be given faculty status. 
These individuals are employed under continuing appointments which adhere to the principles of 
employment- at-will and assume satisfactory performance and continued University needs. 
 
Evaluation for Personnel Decisions 

 

University Standards for Tenure, Promotion, and Salary Decisions 
Tenure, promotion, and salary decisions are based on an assessment of excellence in teaching, 
scholarship, and service. The standards by which excellence is judged are stipulated separately for each 
Academic Department. Generally, excellence in teaching shall be evidenced by a faculty member's 
command of the developing subject matter, the ability to organize and present the teaching material 
effectively, and the utilization of effective teaching methods and strategies. Consideration may be given 
to the effective mentoring of student academic work outside of the classroom. Excellence in 
research/scholarship shall be evidenced (with documentation) by professional growth through original 
research, study, publication, performance (in the fine arts), or other significant professional activities. 
Excellence in service shall be evidenced by effective academic advising and effective participation in the 
affairs of the faculty and University community, particularly through committee activities. 
Consideration may be given to service to professional communities beyond the institution. 

 

Tenure and promotion procedures are not standardized over the several Academic Departments and 
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faculties. Tenure decisions shall be made solely on the basis of the merits of the candidates and the 
needs of programs, without regard to quotas and within the context of existing tenure policy. Other 
factors affecting personnel decisions include the economic or budgetary situation of Reformed 
University. Certain degrees or certifications (appropriate to the division and discipline) are usually 
considered necessary for tenure and for the rank of Assistant Professor and above. 
 
Academic Tenure 
After the expiration of a probationary period, teachers or investigators should have permanent or 
continuous tenure, and their service should be terminated only for adequate cause, except in the case of 
retirement for age, or under extraordinary circumstances because of financial exigencies. In the 
interpretation of this principle it is understood that the following represents acceptable academic 
practice: 

a) The precise terms and conditions of every appointment should be stated in writing and be in the 
possession of both institution and teacher before the appointment is .consummated. 

b) Beginning with appointment to the rank of full-time instructor or a higher rank, the 
probationary period should not exceed seven years, including within this period full-time 
service in all institutions of higher education; but subject to the proviso that when, after a term 
of probationary service of more than three years in one or more institutions, a teacher is called 
to another institution, it may be agreed in writing that the new appointment is for a 
probationary period of not more than four years, even though thereby the person's total 
probationary period in the academic profession is extended beyond the normal maximum of 
seven years. Notice should be given at least one year prior to the expiration of the probationary 
period if the teacher is not to be continued in service after the expiration of that period. 

c) During the probationary period a teacher should have the academic freedom that all other 
members of the faculty have. 

d) Termination for cause of a continuous appointment, or the dismissal for cause of a teacher 
previous to the expiration of a term appointment, should, if possible, be considered by both a 
faculty committee and the governing board of the institution. In all cases where the facts are in 
dispute, the accused teacher should be informed before the hearing in writing of the charges 
and should have the opportunity to be heard in his or her own defense by all bodies that pass 
judgment upon the case. The teacher should be permitted to be accompanied by an advisor of 
his or her own choosing who may act as counsel. There should be a full stenographic record of 
the hearing available to the parties concerned. In the hearing of charges of incompetence the 
testimony should include that of teachers and other scholars, either from the teacher's own or 
from other institutions. Teachers on continuous appointment who are dismissed for reasons not 
involving moral turpitude should receive their salaries for at least a year from the date of 
notification of dismissal whether or not they are continued in their duties at the institution. 

e) Termination of a continuous appointment because of financial exigency should be demonstrably 
bona fide. 

 

General Procedures for Tenure and Promotion Decisions 
Successive reviews and recommendations for tenure and promotion decisions are made through a 
route that involves the Academic Department and/or a faculty committee, the respective Academic 
Department director, the Director of Academic Affairs, and the President. All tenure and promotion 
decisions are made by the Board of Trustees only on the positive recommendation of the President. An 
individual may stand for tenure only once. Each person involved in the process is expected to be 
familiar with the criteria on which recommendations respecting tenure and promotion are based and 
exercise great care that inappropriate criteria play no part. It is the policy of Reformed University not to 
discriminate on the basis of race, religion, national or ethnic origin, age, gender, disability, status as a 
veteran or any classification protected by local, state and federal law, in tenure or promotion 
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considerations or any other matters. 
 

Inasmuch as the institution has adopted a policy recognizing that the tenure and promotion process 
may differ among academic divisions, it is the responsibility of each Academic Department director to 
make individual faculty members aware of University's policies regarding non-discrimination and to be 
certain that discriminatory factors are not a part of the evaluation leading to a tenure or promotion 
recommendation nor a part of the official file on which such decisions are made. 

 
The party making a recommendation in a tenure or promotion case will notify the candidate of the 
recommendation. The basis on which a negative recommendation was made will be summarized in 
writing for the candidate. The written summary may include relevant information contained in 
confidential reports, but must not violate the confidence in which information was given by individual 
faculty colleagues, students, or outside experts. The written summary should be given to the candidate 
at approximately the time the party transmits the negative recommendation to the next successive level 
of review. 

 
While some of the above statements are intended to clarify the candidate's access to the bases on which 
negative tenure and promotion recommendations are made, it is not their purpose to make the process 
overly burdensome or legalistic nor to create adversarial relationships, in which neither one's best 
professional judgment, subjective as it may be; the Academic Department’s needs; or the University's 
long-range needs is compromised. The evaluation of teaching, advising, scholarship, and service to 
Reformed University is by its nature subjective, and final judgments must be made holistically. Fair-
minded and reasonable people can disagree. Since the needs of various Academic Departments and 
faculties may differ and may change from time to time, the overall needs of University as a whole, as 
determined by the Board of Trustees, shall come first. 

 
Termination of Appointment by the Faculty Member 
A faculty member may terminate his/her appointment effective at the end of an academic year, 
provided that he/she gives notice in writing to the Director of Academic Affairs at the earliest possible 
opportunity, but not later than 30 days after receiving notification of the terms of his/her appointment 
for the coming year. The faculty member may properly request a waiver of this requirement of notice in 
case of hardship or in a situation where he/she would otherwise be denied substantial professional 
advancement or other opportunity. The institution may properly deny waiver if it would cause a 
substantial hardship on its academic program. 

Procedures for the Discontinuance of an Academic Program of Instruction 
Whatever the source of the original recommendation to discontinue a academic program, the official 
process to discontinue must be initiated by Director of Academic Affairs, at his/her discretion, after 
consultation with the appropriate Academic Department director(s) and being convinced that there is a 
prima facie case for discontinuance. The process should follow these steps: 

(a) Director of Academic Affairs will consult with Reformed University Executive Faculty 
Committee about procedures not enumerated here that are deemed appropriate for the 
particular case. 

(b) Director of Academic Affairs will announce to the Academic Department involved his or her 
intention to open a discontinuance proceeding. There will follow a period of 60 days (within the 
academic year) during which the Academic Department involved may try to negotiate another 
remedy. 

(c) If such negotiations fail, the merits of (including the good faith of) the recommendation to 
discontinue will be studied by an External Review Panel (see number 3 below), which will file a 
report with the Internal Review Panel. 

(d) The merits of the recommendation will then be studied by an Internal Review Panel (see 
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number 4 below), whose recommendation and supporting case will be forwarded in turn to the 
President and the Board of Trustees. Each body leading up to the Board of Trustees will make 
its own recommendation, supplying reasons for it. The faculty and Academic Department 
director may choose to file separate recommendations. 

(e) In the event an Academic Department or program is discontinued, a Reassignment Panel (see 
number 5 below) will recommend either appropriate reassignments or full dismissal of affected 
tenured faculty to the President, who will forward a final recommendation to the Board of 
Trustees. 

(f) Steps (a) through (d) should be completed within an academic year; step (e) by the end of the 
following academic year. 

The External Review panel will consist of three experts with no connection to Reformed University, one 
chosen by the Director of Academic Affairs, one by the Academic Department involved, and one by 
University Executive Faculty Committee, subject to review and approval by the Academic Program 
Committee of the Board of Trustees. The panel will visit the campus and remain on campus so long as is 
necessary to complete a thorough review. The Internal Review Panel will consist of five faculty 
members, chosen by University Board of Trustees from its body according to procedures it deems 
appropriate for the particular case. Faculty members with a personal interest in the matter should not 
sit on the Panel. The Reassignment Panel will consist of the Director of Academic Affairs, the relevant 
Academic Department director(s), and two faculty members appointed by Executive Faculty 
Committee. 

 
Termination by the Institution of Continuous Tenure or Termination of an Appointment Prior to 
the End of the Specified Contractual Term 
Termination of an appointment with continuous tenure, or of a special, term or probationary 
appointment before the end of the specified contractual term, may be effected by the institution only for 
adequate cause. Adequate cause will consist of demonstrated 
(a) financial exigency of the institution; 
(b) bona fide discontinuance or substantial modification, by the Trustees (after consulting with the 
faculty and administration), of an academic program or Academic Department of instruction resulting 
in significantly diminished personnel requirements; 
(c) medical evidence that the faculty member cannot continue to fulfill the terms and conditions of the 
appointment; 
(d) moral turpitude; 
(e) academic incompetence; or 
(f) continued and continued inadequacy in professional performance of properly assigned duties. 

 
Terminations under Adequate Causes (a, b, and c) 
Where termination of appointment is based upon financial exigency, or bona fide discontinuance or 
modification of an academic program or Academic Department of instruction resulting in significantly 
diminished personnel requirements, the dismissal procedure in Item 2 following will not apply. In lieu 
of the dismissal procedures, the faculty members shall be able to have the issues reviewed by Executive 
Faculty Committee with ultimate review of all controverter issues by the Board of Trustees. In all such 
cases the faculty member concerned shall be given notice as soon as possible, and never less than 
twelve months notice, or, in lieu thereof, he/she will be given severance salary for twelve months. The 
released faculty member's place will not be filled by a replacement within a period of three years, 
unless the released faculty member has been offered reappointment without loss of seniority and a 
reasonable time within which to accept or decline it. Before terminating an appointment because of 
abandonment or modification of a program or Academic Department of instruction resulting in 
significantly diminished personnel requirements, the institution will make every effort to place affected 
faculty members in other suitable positions. 
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The Executive Faculty Committee shall determine the appropriate review process to be utilized and 
may request information from the faculty member(s) and the administrators involved for purposes of 
review. The Committee will issue a written determination after review which will be forwarded to the 
affected faculty member(s), the Director of Academic Affairs, the President and the Board. The 
Committee may go into executive session during the review process. The Committee shall make every 
effort to complete the review process in time for controverter issues, if any, to be reviewed by the 
Board during the academic year in which the review was requested. 

 
Termination before the end of the period of appointment for medical reasons will be based upon clear 
and convincing medical evidence which shall be reviewed by the Executive Faculty Committee, if 
requested by the faculty member, before a final decision is made by the Board of Trustees upon 
recommendation by the President. In no case shall such termination take effect while either 
University's short term or total disability insurance coverage applies. 

 

 
Dismissals and Procedures for Dismissal under Adequate Causes (d, e, and f) 
Note: "Dismissal" in this document refers to termination of continuous tenured faculty or termination 
"before the end of the specified contractual term." "Dismissal procedures" do not apply to termination 
of probationary appointments at the end of a contractual period which is covered in Probationary 
Appointments. The term “dismissal” shall refer to a termination under adequate causes d, e or f as 
noted above, and any dismissal shall be effected pursuant to the procedure specified in the following:  
 
Adequate cause for a dismissal will be related, directly and substantially, to the fitness of the faculty 
member in his/her professional capacity as a teacher or researcher. Dismissal will not be used to 
restrain faculty members in their exercise of academic freedom or other rights of American citizens. 

 
Any dismissal of a faculty member with continuous tenure or with a special, term or probationary 
appointment before the end of the specified term, will be preceded by (1) discussions between the 
faculty member and appropriate administrative officers looking toward a mutual settlement; (2) 
informal inquiry by the duly constituted Executive Faculty Committee which may, failing to effect an 
adjustment, determine whether in its opinion dismissal proceedings should be undertaken, without its 
opinion being binding upon the President; (3) a statement of charges framed with reasonable 
particularity by the President or his/her delegate. The informal inquiry by the Committee shall take 
place before the end of the term of appointment with the intent of effecting adjustment. If no agreement 
is reached, the Committee will inform the President of its determination regarding whether formal 
procedures should be undertaken. The informal inquiry shall be undertaken by approximately one-half 
of the Committee with the rest of the Committee being reserved for the formal proceedings if needed. 
Thus the formal and informal proceedings will be conducted before different constituencies. 

 
A dismissal under adequate cause, as defined above, will be preceded by a statement of reasons, and 
the individual concerned will have the right to be heard initially by the Executive Faculty Committee. A 
member of this Committee will remove himself/herself from the case, either at the request of a party or 
on his/her own initiative if he/she deems himself/herself disqualified for bias or interest. Each party 
will have a maximum of two challenges without stated cause. 
 Service of notice of hearing with specific charges in writing will be made at least 20 days prior to 

the hearing. The faculty member may waive a hearing or may respond to the charges in writing at 
any time before the hearing. If the faculty member waives a hearing but denies the charges against 
him/her or asserts that the charges do not support a finding of adequate cause, the Committee 
hearing the case will evaluate all available evidence and rest its recommendation upon the evidence 
in the record. 
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 The Committee hearing the case, in consultation with the President and the faculty member will 
exercise its judgment as to whether the hearing should be public or private. In all cases; however, it 
is the prerogative of the faculty member to have a private hearing upon his/her request. 

 During the proceedings the faculty member will be permitted to have an academic advisor as well as 
counsel of his/her own choice. 

 At the request of either party or of the Committee hearing the case, and with the approval of the 
Director of Academic Affairs, a representative of a responsible educational association shall be 
permitted to attend the proceedings as an observer. 

 A verbatim record of the hearing or hearings will be taken and a typewritten copy will be made 
available to the faculty member without cost to him/her, at his/her request. 

 The burden of proof that adequate cause exists rests with the institution, and shall be satisfied only 
by clear and convincing evidence in the record considered as a whole. 

 The Committee hearing the case will grant adjournments to enable either party to investigate 
evidence to which a valid claim of surprise is made. 

 The faculty member will be afforded an opportunity to obtain necessary witnesses and 
documentary or other evidence, and the administration of the institution will, insofar as it is 
possible to do so, secure the cooperation of such witnesses and make available necessary 
documents and other evidence within its control. Also, the faculty member will be served notice of 
the names and nature of the testimony of any potential witnesses. 

 The faculty member and the administration will have the right to confront and cross-examine all 
witnesses. Where a witness cannot or will not appear, but the Committee determines that the 
interests of justice require admission of a statement by the witness, the Committee will identify the 
witness, disclose the statement, and if possible provide for interrogatories. 

 In the hearing of charges of incompetence or unheeded inadequacy, the testimony will include that 
of qualified faculty members from this or other institutions of higher education. 

 The Committee hearing the case will not be bound by strict rules of legal evidence, and may admit 
any evidence which is of probative value in determining the issues involved. Every possible effort 
will be made to obtain the most reliable evidence available. 

 The findings of fact and the decision will be based solely on the hearing record. 
 Except for such simple announcements as may be required, covering the time of the hearing and 

similar matters, public statements and publicity about the case by either the faculty members or 
administrative officers will be avoided so far as possible until the proceedings have been completed, 
including consideration by the Board of Trustees. Director of Academic Affairs and the faculty 
member will be notified of the decision in writing and will be given a copy of the record of the 
hearing. 

 If the Committee hearing the case concludes that adequate cause for dismissal has not been 
established by the evidence in the record, it will so report to Director of Academic Affairs. If 
Director of Academic Affairs rejects the report, he/she will promptly state his/her reasons for doing 
so in writing, to the Committee and to the faculty member, and provide a reasonable opportunity 
for response before transmitting the case to the President and Board of Trustees. 

 If the Committee hearing the case concludes that adequate cause for dismissal has been established, 
but that an academic penalty less than dismissal would be more appropriate, it will so recommend, 
with supporting reasons. 

 If dismissal or other penalty is recommended, the President will, on request of the faculty member, 
transmit the record of the case to the Board of Trustees for review. 

 Board of Trustees' review will be based on the record of the Committee, and it will provide 
opportunities for argument, oral or written or both, by the principals at the hearing or by their 
representatives. The decision of the Committee will either be sustained, or the proceeding returned 
to the Committee with specific objections. The Committee will then reconsider, taking into account 
the stated objections and receiving new evidence if necessary (the record of any new hearing being 
made available to the faculty member). The Board will make a final decision only after study of the 
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Committee's reconsideration. 
 

Interim Suspensions 
Until the final decision on termination of an appointment has been reached, the faculty member will be 
suspended, or assigned to other duties in lieu of interim suspension only if immediate harm to the 
faculty member him- or herself or to others may result. Before suspending a faculty member, pending 
an ultimate determination of his/her status through the institution's dismissal procedures, the 
administration will consult with the Executive Faculty Committee. Interim suspension is appropriate 
only pending a hearing; a suspension which is intended to be final is a dismissal and will be dealt with 
as such. Payment of contracted Salary will continue during any period of interim suspension. 

 
Payment of Salary upon Dismissal for Cause 
In cases of dismissal for cause, the faculty member may receive his/her salary for the duration of 
his/her contract period, as provided for the schedule of notice to which he/she is entitled under 
Probationary Appointments, if he/she has tenure, for at least one year. However, since these dismissals 
are for cause, the Board of Trustees shall (upon recommendation of the Executive Faculty Committee 
and/or the President) review whether this pay schedule is apt or just. 

 
Academic Freedom 
All members of the faculty, whether tenured or not, are entitled to academic freedom as set forth in the 
"1940 Statement of Principles on Academic Freedom and Tenure" formulated by the Association of 
American Colleges and the American Association of Reformed University Professors. 

 
Academic Freedom 

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

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

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

 

Academic Freedom of Non-Tenured Faculty 
If a faculty member on probationary or other non-tenured appointment alleges that considerations 
illative of academic freedom significantly contributed to a decision not to reappoint him/her, his/her 
allegation will be given preliminary consideration by the Executive Faculty Committee, which will seek 
to settle the matter by informal methods. The allegation shall be accompanied by a statement that the 
faculty member agrees to the presentation of such reasons and evidence as the institution may allege in 
support of its decision. If the difficulty is unresolved at this point, and if the Executive Faculty 
Committee so recommends, the matter will be heard in the manner set forth in Dismissals and 
Procedures for Dismissal under Adequate Causes and Interim Suspensions of this chapter, except that 
the faculty member making the complaint is responsible for stating the grounds upon which his/her 
allegations are based, and the burden of proof shall rest upon the faculty member. If, in the view of the 
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Executive Faculty Committee, he/she succeeds in establishing a prima facie case, it is incumbent upon 
those who made the decision not to reappoint him/her to come forward with evidence in support of 
their decision. 

Administrative Personnel 
The foregoing regulations apply to administrative personnel who hold academic rank, but only in their 
capacity as faculty members. Where an administrator alleges that a consideration illative of academic 
freedom significantly contributed to a decision to terminate his/her appointment to his/her 
administrative post, or not to reappoint him/her, he/she is entitled to the procedures set forth in item 
Academic Freedom of Non-Tenured Faculty of this chapter. 

 

Political Activities of Faculty Members 
Faculty members, as citizens, are free to engage in political activities. When so doing, however, they 
must speak as individuals and in no way consciously represent Reformed University. Where necessary, 
leaves of absence may be given for the duration of an election campaign or a term of office, on timely 
application, and for a reasonable period of time. The terms of such a leave of absence shall be set forth 
in writing, and the leave will not affect unfavorably the tenure status of a faculty member, except that 
time spent on such leave will not count as probationary service unless otherwise mutually agreed to. 

 
Grievance Procedures 
These procedures are used for all grievances by members of the faculty, except those concerning 
dismissal proceedings. Dismissal proceedings are addressed in Termination by Reformed University of 
Continuous Tenure or Termination of an Appointment before the End of the Specified Contractual Term 
above. The grievance procedures are intended to provide fairness, foster communication and solve 
perceived problems within the community. They permit differences of opinion to be addressed with 
respect and civility, while recognizing that reasonable people may not agree on the proper course of 
action. To the extent permitted by University policy and applicable law, all documents and other 
information provided to the committee, and all deliberations of the committee, will remain confidential. 
The Grievance Committee's role is advisory only, and the final authority for action resides with the 
President and the Board of Trustees. Grievances relating to reappointment, tenure, or promotion follow 
the procedure below. Procedures to be followed in other grievances are also to be discussed: 

Grievance Procedures Relating to Reappointment, Tenure, and Promotion Decisions 
Faculty who are not recommended for reappointment, tenure, or promotion may petition the Grievance 
Committee for review of the process involved in such a recommendation. A faculty member who wishes 
to challenge an adverse recommendation of reappointment, tenure or promotion by the Academic 
Department, Academic Assessment Committee for tenure recommendation, or the Director of Academic 
Affairs, must submit a written petition to the chair of the Grievance Committee and the Director of 
Academic Affairs within fourteen (14) calendar days of receipt of the first formal written notice of that 
recommendation. The grievance petition must state in detail the factual basis for the claim that proper 
procedures or policies have not been followed. The chair of the Grievance Committee shall give notice 
of the petition and its contents to the individual or committee who made the adverse recommendation. 

 
The Grievance Committee shall limit its consideration to whether the process substantially complied 
with established University procedure and the institution's written faculty employment policies, such 
as equal employment opportunity policies, as defined in the Faculty Handbook. It will not substitute its 
judgment on the substance of the recommendation for that made at any of the various levels of review. 
In grievances alleging illegal discrimination, the committee's responsibility will be to consider whether 
adequate non-discriminatory professional criteria were used in reaching the contested 
recommendation or action. 
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Note: Where the Grievance Committee determines that a conflict of interest exists for a member of the 
committee, that person will withdraw from the case. If practical, a replacement will be selected by the 
Executive Faculty Committee. 

 
The Grievance Committee will confer with the appropriate committees and individuals, review relevant 
information, and complete its review within thirty (30) calendar days of the date of receipt of the 
grievance petition unless unusual circumstances dictate otherwise. In the course of its deliberations, 
the Grievance Committee will confer with the Director of Academic Affairs and with other relevant 
individuals or committees as appropriate. While the grievance is under consideration, the 
reappointment, tenure or promotion decision-making process normally will be suspended until the 
Grievance Committee makes its recommendation, as follows: 
 
If the Grievance Committee concludes there has been substantial compliance with Reformed 
University's policies and procedures, the chair of the committee will so notify the faculty member who 
filed the petition and other appropriate parties as specified above. No further review of the petition will 
be made by the Grievance Committee, but the petition and the committee's written conclusions will be 
included in the reappointment, tenure or promotion file prior to any subsequent levels of review for 
consideration by further reviewers. 

 
If the Grievance Committee concludes the process did not substantially comply with established 
University procedures or policies, it will notify in writing the faculty member who filed the petition, the 
individual or committee whose recommendation was challenged, and the Director of Academic Affairs. 
The appropriate individual or committee shall reconsider the challenged recommendation and notify 
the faculty member, the Director of Academic Affairs, and the next level of review in writing within 
fourteen (14) days of receipt of the Grievance Committee's written conclusions. The file for any 
subsequent levels of review will include the petition, the conclusion reached by the Grievance 
Committee, and the response following reconsideration. Under normal circumstances a second 
grievance may not be filed regarding the same tenure or promotion case. Exceptions will be determined 
by the Grievance Committee. 

 
The grievance procedure should be completed within the regular reappointment and tenure review 
calendar, and normally no later than the conclusion of the academic year in which the petition was 
submitted. For purposes of this policy and terminal year notification only, the conclusion of the 
academic year will be December 31. 

 

Procedures for Other Grievances 
Faculty may submit grievances on matters other than dismissal, reappointment, tenure, or promotion. A 
faculty member with such a grievance must submit a written petition to the chair of the Grievance 
Committee and the Director of Academic Affairs within fourteen (14) calendar days of learning of the 
event at issue in the grievance. The petition must state in detail the nature of the grievance, the 
person(s) against whom the grievance is directed, the factual or other information pertinent to the 
grievance, and the relief requested. The Chair of the Grievance Committee shall give notice of the 
petition and its contents to the individual and/or committee against whom the grievance is directed. 
The Grievance Committee will review the petition and decide whether or not it merits a detailed 
investigation. Submission of a petition will not automatically initiate investigation or detailed 
consideration. 

 
The Grievance Committee will be concerned with the fairness of the procedures which were used in the 
aggrieved matter. It will not, normally, attempt to adjudicate the differences of opinion involved in the 
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substance of the matter of the decision. The committee may pursue a resolution of the grievance 
satisfactory to both parties. If in the opinion of the Grievance Committee a mutually agreeable 
resolution is not possible, or is not appropriate, the committee will report its recommendations to all 
parties directly involved, to the Director of Academic Affairs, and to the President. In cases where the 
grievance is directed against actions of the President, the full report shall also be forwarded to the 
Rector of the Board of Trustees. 

 
Information and Records of Grievance Proceedings 
The President of the university or the proper committee may make a recommendation for resolution as 
any complaint being made by any constituency of the institution, but when a decision being made does 
not bring justice and fairness to the complaining party, they may take final appeal to GNPEC(Georgia 
Nonpublic Postsecondary Education Commission) or TRACS (Transnational Association of Christian 
Colleges and Schools) website (www.tracs.org) with instructions to download the packet containing the 
Policies and Procedures for Complaints against Member Institutions, the TRACS Complaint Information 
Sheet, and the TRACS Complaint Processing Form. 

 
Reformed University is a member of the Transnational Association of Christian Colleges and Schools 
(TRACS), having been awarded Candidate Status as a Category III institution by the TRACS 
Accreditation Commission on April 21, 2015. This status is effective for a period of up to five years. 
TRACS is recognized by the United States Department of Education, the Council for Higher Education 
Accreditation and the International Network for Quality Assurance Agencies in Higher Education 
(INQAAHE). 

TRANSNATIONAL ASSOCIATION OF CHRISTIAN COLLEGES AND SCHOOLS 
15935 Forest Road, Forest, Virginia 24551 E-Mail: info@tracs.org 

Phone: (434) 525-9539 
Fax: (434) 525-9538 

www.tracs.org 
 

GEORGIA NONPUBLIC POSTSECONDARY EDUCATION COMMISSION 
Address: 2082 East Exchange Place, Suite 220 Tucker, GA 30084-5305 

Phone: (770) 414-3300 
www.gnpec.org 

 
Disciplinary files and records are protected by the Family Educational Rights and Privacy Act (FERPA) 
regulations and are maintained by the Office of Student Affairs or by the Office of Academic Affairs 
depending on the nature of your complaint. 

 
General Policy on Faculty Ratio 
Understanding the needs and popularity of any given provided courses per academic term, Reformed 
University’s general policy is that the student/faculty ratio is less than 30:1. The Department of Human 
Resources monitors the ratio so as not to exceed the recommended ratio by allocating more faculty 
members for teaching through hiring and recruiting. The Director of Business Affairs and Director of 
Academic Affairs work together to keep the ratio as low as is feasible. Reformed University's general 
policy of maintaining appropriate percentage of full-time faculty as follows: 

a. At least 50% of courses in each term are taught by full-time faculty. 
b. At least thirty percent (30%) of full-time undergraduate faculty have earned a terminal 

degree in their teaching field. 
c. At least twenty-five percent (25%) of all full-time undergraduate faculty for each major 

offered have earned a terminal degree in their teaching field. 
 

mailto:info@tracs.org
http://gnpec.org/consumer-resources/gnpec-authorized-school-complainant-form/
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FACULTY EVALUATION 
 

Purpose 
This performance evaluation provides the opportunity for the Reformed University supervisor and 
faculties to work collaboratively to build, improve, and sustain employee performance and contribute 
to organizational effectiveness. As a young educational institution, there may be constant and 
continuous discussions to further advance this process, and Reformed University welcomes any inputs 
of thoughts from all constituencies to make this more sustainable and up-to-date for recognizable 
educational institution. 

 
Description 
Faculty evaluation and tenure review are complex processes. Often, questions arise about the 
mechanics of evaluation – when meetings should be done, how to administer student evaluations, 
disqualification rights, etc. The intent of this document is to provide a discussion of some of the 
mechanics of evaluation, discussing both contractual obligations and common practices. In addition, 
this document provides some thoughts on conducting faculty evaluation so that it is a meaningful 
process for everyone involved. When done well, the evaluation process is an opportunity for 
professional development for both evaluators and employees. 

 
For your self-evaluation, you are asked to answer each question discussing your classroom teaching 
and methodology, your handling of professional responsibilities, and your professional development, 
and the outcome will be used to identify specific indicators of achievement, to pin-point areas of 
greatest/least effectiveness, to stimulate improved performance, to develop mutually understood goals, 
and to provide career development guidance. The performance evaluation occurs annually, and the 
annual evaluation form and any attachments are placed in each employee's official personnel file. 

 
Self Evaluation Worksheet 
The statements and ratings below are to be used as a checklist; they are not meant to represent all of 
what you do, nor are they meant to represent required duties and responsibilities - part time faculty 
will mark "Not Applicable" more often than full time faculty. Use this worksheet as a guideline for your 
self- evaluation report in which you can include additional details and reflection. Each of us is on an 
end-less journey to improve our practice - this is your opportunity to reflect on that quest and 
articulate your goals and plans for the future. After completing this worksheet, you can determine 
which items you want to highlight in your self-evaluation report. The worksheet also serves as a tool for 
engaging in dialog with your evaluator. 

 
Performance Evaluation Ratings 
To assess the employee’s job performance, the following Performance Evaluation Ratings are used: 
Exceeds Requirements - Clearly and consistently exceeds in requirements for given tasks 
Meets Requirements - Clearly meets all requirements, or balances minor need for improvement in one 
area with exceptional performance in another 
Does Not Meet Requirements - Clearly needs significant improvement in one or more areas to meet 
requirements 
N/A - No basis for application (Not Applicable) 
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APPENDIX I: POLICY REGARDING FACULTY PUNCTUALITY, CLASS 
CANCELATIONS, AND PREPAREDNESS 

 

 
Our faculty is the face of Reformed University. It is imperative that all RU faculty members be punctual 
and fully prepared for all classes. It should be remembered that due to the scheduling system in place at 
RU, students may be on campus for only one day a week, so it is vital to make the best use of the 
available time for instruction. Reformed University does, however, understand that emergency or other 
unforeseen situations can and do arise, so the following policies are in effect regarding these issues. 
 
Punctuality, lateness, and absences 
1. All faculty members are required to be on-campus during their posted class times and office hours, 

at a minimum. If, for any reason, a faculty member is unable to be on campus during these times, 
the member must contact his or her supervising official, if possible, or at the very least the RU main 
office, and report their inability to attend. The supervisor will then inform the class by placing a 
notice on the classroom door. 

2. It is expected that all faculty members be “in position” and ready to teach PRIOR TO the beginning 
of each class. Faculty lateness is unbecoming and unprofessional. If a faculty member knows that he 
or she is going to be late for a class, every effort should be made to contact his or her supervisor so 
that the class can be informed.  

3. Faculty should make their course syllabi flexible enough to include any necessary make-up sessions 
should they need to be absent. 

4. Repeated tardiness or absences on the part of a faculty member may be cause for disciplinary 
action, up to and including termination in extreme cases. Faculty should remember that students 
are surveyed on their satisfaction with their classes at the end of every semester, and that these 
surveys provide the basis for part of the faculty member’s annual evaluation. Habitual tardiness or 
absences reflect poorly on the faculty member and on the institution, and will not be tolerated. 

 
Class preparedness 
It has been noted on previous student satisfaction surveys and by RU administration that there have 
been issues with faculty preparedness for instruction. RU makes every effort to ensure that faculty is 
hired on the basis of knowledge and ability, and it reflects negatively upon both faculty and institution 
if instructors appear disorganized or unprepared. The following policies are therefore in place: 
1. Faculty members are expected to be as prepared as possible for each class session. This includes 

lecture notes, quiz or test material, familiarity with the lecture material, etc.  
2. Faculty shall familiarize themselves with the stated outcome expectations for course, program, and 

institution when constructing syllabi for courses. The instructions for development of syllabi, 
contained elsewhere in the Faculty Handbook, show how learning outcomes should be noted on the 
syllabus and evidenced in the coursework. Faculty members must be aware of learning outcomes at 
every level, and must ensure that their course design should reflect the relevant outcomes. Syllabi 
must be submitted to the department for approval after development by the instructor. 

3. Any special preparations for a class, such as setup of a projector, making copies of a test or handout, 
etc., must be made before the class begins, so that the maximum amount of class time can be 
devoted to instruction. 

4. Assignments should be planned in advance, and included on the syllabus wherever possible.  
5. Lack of preparation for classes may be cause for disciplinary action and/or negative performance 

evaluations. Faculty should bear in mind that students can and will comment upon class 
preparation in regular course surveys. 

 
Any questions regarding these policies should be directed to your department supervisor. 


