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Introduction
Dear Members of the VCU Faculty:

Virginia Commonwealth University began the 21st century excited about the progress it had made

toward implementing the initiatives in our strategic plan. The University now has a new strategic plan,

approved by the Board of Visitors in February 2006. That plan ¢ VCU 2020: Vision for Excellence -- is an

ambitious vision for our future. The successful implementation of the initiatives in VCU 2020 largely will
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goals will require your continued commitment as we work toward lifting Virginia Commonwealth

University to a higher level of excellence.

The VCU Faculty Handbook has been updated and is a "tour"” of VCU for your use and convenience. The

Handbook provides information of interest to both new and continuing faculty. Every effort has been

made to ensure that information in the Handbook is accurate at the time of publication; however,

University policies and statements are subject to change, as are various Commonwealth of Virginia and

federal laws referenced in the Handbook. +/ ! Q& . 2FNR 2F +*AaA02NARAQ | LILINE G
t NP @2aiQa httpdmvww.prdvastScu.edu/policies).  The VCU Administrative Toolkit
(http://www.vcu.edu/toolkit/policies.ntm) also contains the University's financial, operational and

administrative policies and procedures. As the University adopts new policies and guidelines, they will

be posted on the appropriate Web site.

VCU is experiencing constant growth and change with new programs, initiatives, technology and, of
course, new students. | am proud of the excellence in instruction, scholarly activity, and service
exhibited by the faculty at VCU, and | will continue to seek your advice on critical issues that face the
University. Thank you for your ongoing commitment to students, colleagues, and community.

Cordially,

Stephen D. Gottfredson
Provost and Vice President for Academic Affairs
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1. History, Mission, General Organizations, Governance,
and Policies

1.1. University History

Virginia Commonwealth University is a public research University located in the capital of the state,
Richmond, Virginia. It is composed of two Richmond campuses: the MCV Campus located near the
financial, governmental and retail district in downtown Richmond and the Monroe Park Campus
situated two miles west in the historic Fan District. VCU is ranked as a Carnegie Doctoral Research
University Extensive institution, (http://www.carnegiefoundation.org/Classification/CIHE2000/Partlfiles/
DRU-EXT.htm), one of only four in the Commonwealth of Virginia.

The University takes its founding date of 1838 from the year the Medical College of Virginia (MCV) was
created as the medical department of Hampden-Sydney College. MCV became independent in 1854 and
state-affiliated in 1860.
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1925, it became the Richmond division of the College of William and Mary; and in 1939, its name

changed to Richmond Professional Institute (RPI). It separated from William and Mary in 1962 to

become an independent institution supported by the Commonwealth of Virginia.

In 1968, MCV and RPI merged to become Virginia Commonwealth University, the most comprehensive
urban University in Virginia and one of the top research universities in the nation.

In 2001, the Virginia General Assembly authorized Virginia Commonwealth University to establish a
branch campus in Doha, Qatar, and in 2002, the General Assembly authorized VCU to establish a
northern Virginia campus for its School of Medicine.

1.2. Mission of the University

VCU is a public, urban, research University, supported by Virginia to serve the people of Virginia and the
nation. The University provides a fertile and stimulating environment for learning, teaching, research,
creative expression, and public service. Essential to the life of the University is the faculty actively
engaged in scholarship and creative exploration ¢ activities that increase knowledge and understanding
of the world and inspire and enrich teaching.

The University is dedicated to educating full-time and part-time students of all ages and backgrounds in
an atmosphere of free inquiry and scholarship so they may realize their full potential as informed,
productive citizens with a lifelong commitment to learning and service.

The University serves the local, state, national, and international communities through its scholarly
activities, its diverse educational programs, and its public service activities. As an institution of higher
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that enrich its programs. The University also contributes its intellectual and creative expertise in the
development of innovative approaches to meet the changing needs of our society.

The goals of VCU in carrying out its mission are to:

Z

E

Provide undergraduate education that includes a broad and rigorous foundation in the arts,
sciences, and humanities, and explores the ideas and values of humankind,;

Offer nationally and internationally recognized professional and graduate programs leading to
R2OG2NI £ YIFadSNBRQE YR 20KSNJ GSNXYAYI €
humanities, and arts;

Foster a scholarly climate that inspires creativity, a free and open exchange of ideas, critical
thinking, intellectual curiosity, freedom of expression, and intellectual integrity;

Expand the boundaries of knowledge and understanding through research, scholarship, and
creative expression in the sciences, arts, humanities, and professional disciplines;

Value and promote racial and cultural diversity in its student body, faculty, administration, and
staff to enhance and enrich the University;

Develop and sustain a faculty of the highest quality by providing an environment conducive to
their achieving and maintaining national and international stature and by continuing to attract
recognized scholars and other outstanding individuals with a high potential for scholarly
achievement and excellence in teaching;

Provide an optimal environment for educating and training health care professionals, for
conducting research to improve health care and delivery, and for meeting the needs of patients
and the community in a comprehensive health care setting;

Use the urban environment as a laboratory for studying and developing new approaches to
problems pertaining to the public and private sectors;

Support, through its commitment to public exhibitions, performances, and other cultural
activities, the imaginative power of the liberal, visual, and performing arts to express the
problems and aspirations of humanity and to enrich the lives of individuals;

Develop innovative programs for continuing education that establish permanent intellectual
connections between the University and its constituents, enhance professional competence,
and promote dialogue on public issues;

Offer diverse opportunities for individuals to benefit from higher education through a variety of
avenues to include flexible scheduling for part-time undergraduate and graduate students, open
admission for non-degree-seeking students with appropriate preparation, advanced degree
programs for working professionals, selected programs in diverse locales, admission of
graduates with appropriate associate degrees in arts or sciences, and support programs for
specially admitted students;

Promote interdisciplinary studies within the University to bring new perspectives to bear on
complex problems. Mobilize its creative energies and its expertise to meet the needs of society
and individuals in its unique role as Virginia's major urban University; and

Mobilize its creative energies and its expertise to meet the needs of society and individuals in its

Page |2
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unique role as Virginia's major urban University.

1.3. TheUniversity and the State

Virginia Commonwealth University is a public institution founded in 1968 by an act of the Virginia

General Assembly (http://legis.state.va.us/). It depends upon the General Assembly and the Governor
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which support its basic operations. Ultimate authority for all activities of the University lies with the

Board of Visitors. The University operates within basic fiscal and administrative procedures set by the

state. The Code of Virginia contains numerous references to VCU. See http://legl.state.va.us

/000/src.htm for a searchable database for all the Code of Virginia references to Virginia Commonwealth

University.

The State Council of Higher Education for Virginia (also known as SCHEV ¢ see http://www.schev.edu)
has limited direct authority over the University. Nevertheless, it often plays a significant role in
University planning and development because it is the policy development and coordination agency for
the statewide higher education system. For example, the Council prepares and implements the
formulas used in computing basic institutional budget recommendations for the General Assembly.
SCHEV reviews and makes recommendations regarding budget requests from the various institutions to
the State, and it is authorized to review and act on proposed programmatic changes, such as new
degree programs. The Code of Virginia (http://legl.state.va.us/cgi-bin/legp504.exe?000+cod+23-9.6C1)
fAata {/19+0a NBalLRyaArAoAfAlGASaD
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Final authority for the policies of the University lies with the Board of Visitors. The Board of Visitors
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1.4.1.Board of Visitors

The Board of Visitors (the Board) is the policy-making body of the University. Its 16 members
(http://www.vcu.edu/president/board/index.html) are appointed by the governor for a four-year term

with the possibility of a second consecutive term. One VCU faculty member and one VCU student,

recommended by the president and approved by the Board, are non-@2 G Ay 3 NBLINBaASy Gl GA¢
Board of Visitors.

Board meetings are held quarterly, generally in February, May, August, and November. At its meetingin
May, the Board elects a rector to serve as its presiding officer and spokesperson. The rector takes office
Ay wdzZ & | yR | Lsthd@ing YoindittegsKrSAuguse theNBBafdiZlects the vice rector, the
secretary, and the members of the executive committee.

The Executive Committee of the Board of Visitors, consisting of the rector, vice rector, secretary, and
two additional members elected by the Board, is empowered to perform all duties performed by the
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Board in the interim between Board meetings. The Executive Committee gives particular attention to
institutional planning. The committee also approves the naming of all physical facilities.

The Board has standing committees and a number of special committees. The rector serves as an ex-
officio member of all committees.

1.4.2.President

The president (http://www.vcu.edu/president/) of Virginia Commonwealth University is the chief
executive officer of the University and a member of the University faculty. The president presides at
University meetings other than Board of Visitors meetings, and confers all degrees and diplomas. The
president oversees the University in conformity with the purposes and policies of the Board.

The president establishes the internal administrative structure in a manner that will ensure proper
University management, adequate planning, and evaluation and improvement of academic programs.
He delegates responsibilities and authority to other officers and committees of the University. He
recommends to the Board of Visitors the establishment of faculty positions and the appointment,
compensation, promotion, leave of absence, and termination of faculty after consultation with
appropriate vice presidents.
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counsel, the executive director of Department of Assurance Services, the director of athletics, an
assistant to the president, and an assistant to the Board of Visitors.

Vice presidents and other administrative officers are appointed by the Board of Visitors upon
recommendation of the president and serve at the pleasure of the president.

1.4.3.Provost and Vice President for Academic Affairs

At Virginia Commonwealth University, the positions of provost and vice president for academic affairs
are combined in a single office.
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academic policies for the entire University and represents the University on academic affairs to external
groups. As provost he acts as the deputy president and assumes presidential responsibilities on behalf of
0KS LINBAARSYUl 6KSyYy NBljdzSaiSR (2 R2 az2do !'a oA
chief academic officer and is responsible for academic proceedings and programs. He is in charge of
University-wide functioning in the areas of undergraduate and graduate education, academic planning

and regulations, faculty development and evaluation, student affairs, community and international
programs, enrollment services, academic technology, data collection and analysis, library services,
athletics for academic issues, and academic administration.

O
(7))
—

1.4.4.Vice Presidents

Vice President for Health Sciencerhe vice president for health sciences (VPHS) (http://www.health
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sciences.vcu.edu/about/vp) ensures the effective implementation of the missions of education,
research, and service as they relate to health sciences and the academic clinical enterprise. Under the
leadership of the VPHS, MCV Hospitals and Physicians continue to sustain the academic clinical
enterprise. The VPHS also serves as the Chief Executive Officer of the VCU Health System
(http://www.vcuhealth.org/)

Vice President for Research. The mission of the Office of the Vice President for Research
(http://www.research.vcu.edu) is to facilitate research and scholarship. The services provided by this

2FFTAOS SyKIyOS (KS RS@GSt2LIVSyd 27T 7 lreQuthnd ®tait y R
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and bring visibility to the University.

Senior Vice President for Finance and Administratiorthe senior vice president for finance and
administration (http://www.finance.vcu.edu/) serves as the chief financial and administrative officer of
+ANBAYAL [/ 2YY2y6SIt K | yA @S NhcklioHicer, the vige présidest
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financial affairs and serves as special fiscal advisor to the Chief Executive Officer of the VCU Health
System. In collaboration with Department of Assurance Services (http://www.vcu.edu/amsweb) the
h¥FAOS faz2 Aa NBalLlRyaraofS F2N (4KS RS@St 2
compliance program.

Vice Presidenfor University Relations.The Division of University Relations (http://www.univrelations
.veu.edu) has responsibility for these areas: creative services (including publications, photographic
services and Web design); University marketing; public relations (including media relations and
communications); outreach programs with youth and adult audiences in the metropolitan area; and
management of the Community Advisory Boards. All of these areas also work collaboratively with the
VCU Health System. The Division supports these goals through all of its areas of responsibility, which
work not only collaboratively within External Relations, but with the academic units in order to
YFEAYAT S GKS ! yF@SNHKEE CBNBNBISHIINIASYELI O 2y
supporting its strategic priorities.

Vice President for Government Relations and Health Politige Office of the Vice President for
Government Relations and Health Policy (http://www.govrel.vcu.edu) provides comprehensive
governmental and health policy services for Virginia Commonwealth University and the VCU Health
System. The Office serves as a liaison between the University and the Governor's Office, the General
Assembly, agencies of the Commonwealth, Richmond City Council, and local boards of supervisors. In
addition, Government Relations is the chief lobbying group for VCU and the VCU Health System and
cultivates relationships with elected and appointed government officials on the local, state, and federal
levels in an effort to secure financial and legislative support.

Vice President for AdvancementThe Vice President for Advancement (http://www.advancement
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services. This position is supported by a central staff consisting of an associate vice president for
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university advancement, directors of major individual gifts, corporate relations, foundation relations,
capital support, annual giving, stewardship, and alumni activities, and a manager of advancement
services. The decentralized organizational structure includes directors of development in all academic
units, the Massey Cancer Center, MCV Hospitals, athletics, and the library.

1.4.5.Vice Provosts

The provost and vice president for academic affairs is assisted by vice provosts
(http://www.provost.vcu.edu/about/viceprovosts.html) who serve in line and support positions for
academic and faculty affairs; academic finance and administration; instruction; international affairs; life
sciences; and student affairs and enrollment services. Assistant and associate vice provosts are charged
with institutional effectiveness and institutional equity. The University librarian and the director of the
hFFAOS 2F /2YYdzyAGe tNRINIYa faz2 NBLRNI (2
chief information officer reports jointly to the provost and vice president for academic affairs and the
senior vice president for finance and administration. The organizational chart for the Office of the
Provost and Vice President for Academic Affairs is at http://www.provost.vcu.edu/pdfs/OrgChart.pdf.

1.4.6.VCU Health System Authority

In April 1996, the Virginia General Assembly authorized the transfer of the operations, employees, and
obligations of the Medical College of Virginia Hospitals (MCVH) to the Medical College of Virginia
Hospitals Authority, effective June 30, 1997. In 2000, the Medical College of Virginia Hospitals Authority
was renamed VCU Health System Authority.

The VCU Health System Authority assumes the obligations of MCVH as well as the mission of operating
the MCV Hospitals as teaching hospitals, and of providing high-quality patient care and a site for medical
and biomedical research in close affiliation with the schools on the MCV Campus.

1.5. University Governance

The faculty of Virginia Commonwealth University performs the critical role of ensuring that the primary
aims and purposes of the institution are achieved. Among these aims and purposes are to:

teach;

develop and disseminate knowledge through publication, creative work, and performance;
serve the various needs of the area, the state, and the nation; and

provide patient care.

M ™ ™NMNR

The University recognizes certain reciprocal obligations of faculty and administration. The role of the
latter is both to support those activities that provide educational, research, and community service, and
to be accountable to the Commonwealth of Virginia for expenditures of funds, for planning, and for
policymaking. The role of the faculty is to provide education, research, and community services to
students and others, both at a high level of expertise and in a variety of fields.

Understanding that education centers on both the dissemination of knowledge and the respect for
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students as partners in learning, the University expects faculty to be experts in their various fields and to
display to students, colleagues, and others characteristics appropriate to University education.

Virginia Commonwealth University regards itself as a single community, with students, faculty, and
administration as its major components. It is committed to the basic principles of freedom of
expression.

The faculty has a major role in University governance. Two basic levels of participation are involved.
First, at the school and college level, each faculty develops its own system of participation in school or
college decision making. Second, at the University level, the faculty has elected representation on the
University Council, and on each of the committees of the University Council.

1.5.1. Curriculum Committees
+/ ! Qa OdzNNRX Odzf dzy O2YYA(GGSSa IINB O2YLRaSR SyiGdANBfe
and University levels.

At the undergraduate level, two faculty members from each school and college with undergraduate
programs represent the faculty on the University Undergraduate Curriculum Committee (http://www
.provost.vcu.edu/committees/uucc/index.html).

The Committee on Professional Degree Programs, which is composed of two members from the Schools
of Allied Health Professions, Dentistry, Medicine, and Pharmacy, acts on curricular changes in advanced
professional programs. At the graduate level, the Graduate Council (http://www.graduate
.veu.edu/facultyresources/gradcouncil/index.html) acts on curricular issues. Additional information on
the Graduate Council is presented in the next section.

1.5.2.University Graduate Council

The faculty elects representatives to the University Graduate Council, which represents the graduate
faculty on matters of particular interest to them. The University Graduate Council reviews and
coordinates graduate programs. It is composed of one elected graduate faculty member, or alternate,
from each of the schools and the College of Humanities and Sciences plus the dean and associate dean
of the graduate school, who also serve as staff. All meetings of the Graduate Council are open to
graduate faculty, who have wvoice but no vote. The Bylaws (http://www.graduate
.veu.edu/facultyresources/bylaws.html) of the Graduate School provide additional detail.

In addition to special committees, the Graduate Council has three standing committees. The standing
committees may include representatives who are not members of the Graduate Council, however each
standing committee must include at least three members of the Graduate Council, one of whom is to be
chair.

Programs and Courses Committe€he Graduate Programs and Courses Committee (http://www
.graduate.vcu.edu/facultyresources/gradcouncil/committee/index.html) recommends and reviews new
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and revised graduate courses and degree programs.

Internal Review CommitteeThe Internal Review Committee provides qualitative reviews of all graduate
programs and establishes guidelines and policies for program review.

Admissions and Academic Standards Committ&ke Admissions and Academic Standards Committee
is responsible for recommending and reviewing minimum standards for graduate admissions and degree
requirements for all graduate programs.

1.5.3. University Council

Though the legal authority to guide and regulate the University is vested by the Commonwealth of
Virginia in the Board of Visitors and the president, the University community has a collective
responsibility through the University Council (http://www.vcu.edu/council/) to communicate its views
on academic programs and policies, to aid in communication and understanding among faculty,
students, and administrators, and to assist the president in developing and evaluating University
LINPANF Y&a YR LREAOASAD® Ly Ada oeflgax GKS
freedom, the University community has a collective responsibility for guiding the scholarly pursuits of
the University. The University Council, as a representative body of faculty, classified staff, students and
administrators is established to communicate its views on University-wide issues to those exercising
Fdzi K2NRAGe 20SN) GKS AyaildAaddziazyoé

Four committees (http://www.vcu.edu/council/committees.html0 NB A S g LINB LI2 & | €
action:

Committeeon Academic AffairsThis committee consists of the provost and vice president for academic
affairs, six faculty members (three from each campus), two administrators (elected by and from the four
deans serving on the University Council), and two students. The committee serves as a deliberative and
consultative body on academic plans and policies, proposals for new degrees, and policies for
termination of degrees.

Committee on Faculty AffairsThis committee consists of eight faculty members (four from each
campus, one of whom must be a faculty senator), two administrators elected by and from
administrators serving on the Council, two students elected by and from student members of the
Council and two classified staff elected by and from the classified staff members of the Council. The
committee serves as a deliberative and consultative body with authority to study, report and
recommend to the University Council policies and procedures bearing on faculty concerns and
conditions of service; additionally, it serves as a forum for the consideration of such issues as curriculum,
evaluation of students, and areas related to faculty service (such as recruitment, promotion, etc).

Committee on Student AffairsThis committee consists of two faculty members, two administrators,
two classified staff members, and seven students (two from the MCV Campus, three from the Monroe
Park Campus, plus one from the Monroe Park Campus Student Government Association, and one from
the MCV Campus Student Government Association). The committee serves as a deliberative and
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consultative body with authority to study, report, and recommend to the University Council policies and
procedures bearing on student concerns and the quality of student life.

Committee on Classified Staff Affair§his committee consists of six classified staff members, two
faculty members, two administrators (elected by and from the University Council administrative
members), and two students. The committee serves as a deliberative and consultative body with
authority to study, report, and recommend to the University Council policies and procedures bearing on
classified staff concerns and the quality of the work environment.

1.5.4.Faculty Senate

The Faculty Senate (http://www.facultysenate.vcu.edu/) strives to facilitate shared responsibility and
cooperative action between the faculty and administration. Each year the Credentials and Rules
Committee of the Senate, using data supplied by the Center for Institutional Effectiveness, reapportions
the number of senators from each school and college based on faculty population. Each school and
college is represented by at least two senators and no school shall be represented by more than 20
senators. Senators serve three-year terms and may not immediately succeed themselves.

The Faculty Senate elects four representatives to the University Council and four representatives to the
Faculty Senate of Virginia (http://fsva.asp.radford.edu). The Executive Committee, chaired by the
president of the Faculty Senate, is composed of the president, vice president, corresponding secretary,
recording secretary, immediate-past president, and two senators (one from each campus) elected by
the Faculty Senate. The president of the Faculty Senate appoints committee members, including some
non-senators, and much of the work of the Faculty Senate is done by its 11 standing committees:

Academic and Professional Status
Academic Programs and Research
Academic Support Services

Affirmative Action

Alumni and Community Relations

Budget and Planning

Communications, Publicity and Publications
Credentials and Rules

Economic Status

State Legislative and Statewide Relations Committee
Student Affairs

MMAMMA AT NHEAMTTNNEMN

1.5.5. Faculty Meetings

Each school, college and department has its own internal governance structure, which determines the
time, place, and frequency of their faculty meetings. At the beginning of the academic year, the
President of the University welcomes new faculty. Attendance at the meetings, which are typically
associated with the fall Faculty Convocation, is strongly urged.
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In accordance with the Bylaws of the Faculty (http://www.facultysenate.vcu.edu/Bylaws.htm), following
a request from the president of the Faculty Senate, the VCU president usually convenes the faculty once
a year during February for the purpose of reporting on the state of the University and receiving
questions from the faculty.

1.5.6. Staff Senate

The Staff Senate (http://www.staffsenate.vcu.edu) is the official representative body for classified
employees of VCU and the VCU Health System communities. The Staff Senate provides a forum for the
exchange of ideas and information among staff, the administration, faculty, and students.

The Staff Senate is composed of 75 members (50 senators and 25 alternates). Staff senators serve
three-year terms and are appointed by University vice presidents and deans and group directors of the
Health System. Appointees must be full-time University or Health System employees with at least one-
8SIFNRa SyLftz2eyvySyido
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chairs the committee), vice president, recording secretary, and membership secretary. The standing
committees are:

E Constitution and Bylaws

E Communications

E VCU Policies and Issues

E Elections and Nominations
E Volunteer (ad hoc)

The Staff Senate president also appoints a parliamentarian and historian. The executive director for
| dzYly wSaz2dz2NDOSa aSNWSa +Fa GKS {FFF {SyrasSQa I RYA

Except for July and August, Staff Senate meetings are held monthly, generally on the third Wednesday of
the month.

1.6. VCU 2020- Vision for Excellence
+/ | HAHn A& (GKS ! YAOGSNEAGEQA &0GNIGS3IAO LIX Iy Odz
articulated in the plan rests upon five themes:

1. Ensure and maintain the highest levels of University efficiency, accountability and infrastructure
support required to achieve our strategic vision.

2. Achieve national recognition as a learning-centered research university that embraces a world-
class student experience.

3. Assure continued international recognition for our research, scholarship and creative
expression.

4. Achieve preeminence for our academic medical center.
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5.

Maintain VCU as a model for university-community partnership.

The full text of VCU 2020 is online at http://www.vcu.edu/cie/pdfs/VCU_2020_final2.pdf

1.7. University Policies

The Office of the Provost and Vice President for Academic Affairs maintains a comprehensive list of
University policies (http://www.provost.vcu.edu/policies). University policies are those approved by the
Board of Visitors. Among the policies on the Web are:
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Academic Rights and Responsibilities

Acceptance and Administration of Contributions

Administrative and Professional Faculty and Faculty Holding Administrative Appointments
Affiliate Faculty Appointments ¢ Policies and Procedures

Alcohol and Drug Policy

Annual Assessment of Faculty Performance

Art on Campus

Bylaws, The University Council

Conflict of Interest Policy: Procedures for Compliance with the Virginia State and Local
Government Conflict of Interest Act

Consensual Relationships Policy

Declaration of Financial Emergency

Drug Free Schools and Workplace Policy

Endowed Chairs and Professorships, Policy for Private Support

Faculty Bonus Award Policy

Faculty Grievance and Appeal Procedure

Faculty Guide to Student Conduct in Instructional Settings

Faculty Promotion and Tenure Policies and Procedures (Companion Document: Faculty Track
Transfers Guidelines)

Faculty Roles and Rewards

Faculty Salary Administration Guidelines

Faculty Salary Administration and Bonus Award Calendar

Faculty Salary Increase and Bonus Award Authorizations

Faculty Sick Leave Reporting Policy

FERIP Agreement, sample copy

FERIP, Faculty Early Retirement Incentive Program

FERIP Guidelines

Gifts of Art to VCU, Policy on

Grade Review Procedure

Honorary Degree Policy

Honor System, Virginia Commonwealth University

Human Resources Policies and Procedures

Intellectual Properties Policy

Institutes and Centers, Policy for Framework of

Misconduct in Research and Scholarly Activities, Policies and Procedures for
Non-discrimination on the Basis of Disability
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Outside Professional Activity and Employment, Research and Continuing Education

Outside Professional Activity and Continuing Education, Request for Approval, CP-1 form
Outside Professional Activity and Continuing Education, Report on, CP-2 form

Parental Notification for Dependent Students Receiving Mental Health Treatment [PDF]
Policy on creating and establishing university policy

Prohibition of Sexual Harassment

Promotion and Tenure Policies and Procedures, Faculty

WSEFFFANYIGAZY 2F +/!' Q& 9ljdzr f hLILIR2NIdzyAGe
Recognition of Donors and Friends, Policy Guidelines for

Release of the Educational Record of a Dependent Student

Rules and Procedures of Virginia Commonwealth University

Solicitation of Private Funds for Non-Sponsored Program Purposes

Student Sexual Misconduct Policy

Study-Research Leave

Textbook selection and edoption

Textbook Sales Policy

Textbook Adoptions Guidelines and Procedures (Companion Guide to Textbook Sales Policy)
Threat Assessment and Violence Prevention

For a complete inventory of policies and procedures, visit the VCU Administrative Toolkit
(http://www.toolkit.vcu.edu/policies.htm).

1.8.VCU Code of Ethics

Virginia Commonwealth University is committed to an environment of uncompromising integrity and
ethical conduct. Our ethical standards are the foundation for our decisions and actions. As members of
the faculty, staff and administration of Virginia Commonwealth University your actions will be guided by
these principles and values:

RespectWe will respect individuals, diversity and the rights of others.

Honesty.We will act and communicate honestly and candidly. We will not mislead others.

ExcellenceWe will strive for excellence in all that we do.

Responsibility and Accountability\We will be responsible and accountable for our decisions and
actions.

Stewardship We will be good stewards of the resources entrusted to the university.

Compliance.We will understand and comply with the codes, laws, regulations, policies and
procedures that govern our university activities.

We recognize that our decisions and actions reflect not only upon our individual reputations but also
upon the reputation of the university. Our actions will be guided by these ethical principles even when
confronted by personal, professional, social or economic pressures.
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For a printable copy of the VCU Code of Ethics, visit http://www.vcu.edu/president/ethics/
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2. Faculty Policies and Guidelines
2.1. Academic Affairs

The Office of the Provost and Vice President for Academic Affairs (http://www.provost.vcu.edu)
promotes and encourages a culture of excellence in instruction, scholarship, and service at Virginia
Commonwealth University. The provost and vice president for academic affairs also provides campus-
wide leadership on coordinating a wide variety of programs and activities that benefit faculty,
administrators and graduate assistants in each of the University's schools and colleges.

2.2.Faculty Promotion and Tenure Policies and Procedures

+ANBAYAL [/ 2YY2y6SIEtGK | YAOSNEBAGE QA OdzZNNBYy i
be found on the Web at http://www.provost.vcu.edu/policies/#F.

2.3. Faculty Appointments and Status

Teaching and Research (T & R) faculty appointments are at the ranks of professor, associate professor,
assistant professor and instructor. All T & R faculty appointments are either tenured, probationary
(tenure-eligible), collateral (non-tenure), or adjunct (non-tenure). Adjunct (non-tenure) appointments
are part-time. All other appointments are full-time and either tenured, probationary (tenure-eligible), or

Cl Odz i

collateral (non-tenure). Detailsabout ¥ | Odzf 18 LI&AGA2Yy & | NB F2dzyR Ay (K

and Tenure Policies and Procedures (http://www.provost.vcu.edu/policies/#F).

Appointment or promotion to assistant professor indicates the candidate can be expected to perform
satisfactorily all required academic duties and holds promise for further professional development.
Appointment or promotion to associate professor indicates a sustained record of professional
achievement. Appointment or promotion to professor indicates national peer recognition of
professional achievements.

In order to foster the University's commitment to excellence, the criteria listed below shall apply in the
evaluation of all faculty for promotion and tenure. Individual faculty work plans developed in
accordance with the Faculty Roles and Rewards Policy (http://www.provost.vcu.edu/policies
/facroles.html), as well as the special mix of duties assigned to faculty members holding collateral
faculty appointments, shall guide evaluation of each faculty member's effort under each criterion.

Appropriate credentials and experience.

Demonstrated quality in teaching.

Demonstrated continuing scholarship and professional growth.

Demonstrated performance of service responsibilities within the University, school, college,
department and program and to the profession and broader community.

M N ™M

Initial appointment to the faculty is made formally by the Board of Visitors on the recommendation of
the president. The president depends upon the vice presidents, deans, department chairs, and faculty
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search committees to recruit new faculty.

2.3.1.Special Considerations

Affiliate Faculty. Affiliate Faculty appointments may be considered for individuals who, by virtue of
their expertise, are deemed capable of making a significant contribution to a University program. Such
contribution may involve giving occasional lectures or acting as preceptor to students during field work,
clinical rotations or residencies. Affiliate Faculty appointments, which can be either Internal or External,
formally recognize volunteer (unpaid) contributions to a program. The University will consider Affiliate
Faculty appointments for individuals who, based on the merits of the applicant, wish to contribute to
the instruction of students in classroom or experiential settings, or make other significant contributions
to the teaching and research missions of the University, its colleges, schools and departments. Individual
colleges, schools and departments may establish Affiliate Faculty appointment guidelines and
procedures to augment the University Affiliate Faculty Appointments Policy (http://www.provost
.veu.edu/pdfs/affiliate.pdf)

Visiting Faculty. Under special conditions, the University may appoint eminent, nationally or
internationally recognized scholars as visiting professors for a specific, limited period of time. The
guidelines for these appointments, established by the General Assembly in 1966, are as follows:

E the appointee shall hold the rank of associate or full professor, or its equivalent;
E the appointee shall be a person who has achieved national eminence in his discipline as judged
by his peers; the eminence of the appointee shall be judged, generally, on evidence of effective
teaching and productive research as attested by hispeers. InceNIi Ay Ay aidl y0Sasz &KS
of artistic achievement or distinguished accomplishments may lie in areas which are beyond
academic endeavor but for which there is concrete evidence of superior talent.

Retired Faculty. Retired faculty (with a Retired Faculty ID-- VCUCard), are eligible for specific benefits
(http://www.community.vcu.edu/programs/retiredfaculty/index.html), such as the same library
privileges as active faculty and discounts at the bookstore, among others.

Emeriti Faculty. The title emeritus/emerita faculty may be awarded upon retirement for distinguished
or exceptional service and outstanding dedication to the University. Normally, eligibility is limited to full-
time faculty members who have retired at the rank of professor or associate professor and who have
served the University for a period of not less than ten consecutive years prior to retirement.

To be eligible for an appointment, a faculty member shall be nominated by the chair, with concurrence
by the departmental personnel committee. The nomination then requires approval by the appropriate
dean and vice president before submission to the Board of Visitors by the president.

Emeriti appointments carry the benefits of retired faculty, plus the following lifetime privileges:
E listing in University publications;

E participation in University processions; and
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E ability to serve on dissertation committees.

Administrative and Professional FacultydAdministrative and Professional Faculty are subject to the
University Policy for Administrative and Professional Faculty and Faculty Holding Administrative
Appointments (http://www.provost.vcu.edu/policies/adminapt.html). This policy addresses terms of
appointment including renewal, non-renewal/non-continuation, reassignment, and resignation. It also
provides the processes for suspension, termination, and appeal rights.

Summer Teachindgdn the Monroe Park Campus, the Office of Community Programs issues employment
agreements to both full-time and adjunct faculty teaching in summer programs. On the MCV Campus,
almost all faculty have 12-month contracts, and thus do not have separate agreements for teaching
during the summer.

2.4. Faculty Roles and Rewards

The Faculty Roles and Rewards Policy (http://www.provost.vcu.edu/policies/adminapt.html) serves to
create a balanced roles and rewards system based on the premise that flexibility and accountability for
faculty and their work units are all integrally related. Implementing and maintaining this policy in annual
operation is the responsibility of the provost in conjunction with the Council of Deans. The president of
the Faculty Senate and the chair of the Faculty Caucus (the 27 faculty members of the University
Council), working with their representative bodies, will review these actions to ensure that the policy is
implemented and that it is carried out annually.

2.5. Academic Rights and Responsibilities
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statement (http://www.provost.vcu.edu/pdfs/AcadRights_Resp.pdf). This policy covers collegial rights

and responsibilities of faculty and members of the administration, such as academic freedom; matters of

curriculum and instruction; admission, retention, and graduation of students; University governance; as

well as ethical principals relating to teaching and students, the University and colleagues.

2.6. Conditions of Initial Faculty Employment

2.6.1. Submission of Official Transcripts

To meet institutional accreditation standards, every faculty member must have an official, seal-bearing
transcript on file. Faculty whose primary appointments are on the Monroe Park Campus should direct
those transcripts to the Office of the Provost and Vice President for Academic Affairs. Faculty whose
primary appointments are on the MCV Campus should direct those transcripts to the Office of the Dean
in the appropriate school.

2.6.2.Selective Service Registration

To comply with the Code of Virginia, all new male faculty members are required to indicate whether
they have registered for Selective Service (http://www.hr.vcu.edu/forms/Selective%20Service.pdf).
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Failure to register or to provide documentation from the Selective Service System that the requirement

toregisterhada 0SSy AGUGSNXAYIFIGSR 2NJ 06S02YS Ayl LILX AOFof Sé

2.6.3.Criminal Conviction Investigation

To ensure the well-being of the University community, Human Resources conducts criminal background
checks (http://www.hr.vcu.edu/policies/G-CriminalConvictionCheck.pdf) on all new and rehired
employees. All new and rehired faculty will undergo a criminal history check within the Commonwealth
of Virginia and/or all other states of residence and/or employment. This investigation is considered a
condition of employment by Virginia Commonwealth University. If job related convictions are revealed
during the investigation process, the employee will be subject to termination or other appropriate
action. Failure to disclose conviction(s) is considered falsification of application and may result in
termination.

2.6.4.Federal Employment Eligibility Verification

New and rehired faculty must complete a U.S. Department of Justice 1-9 Employment Eligibility
Verification no later than three business days from the date employment begins. Failure to do so results
in termination.

2.6.5.Child Support Disclosure

VCU is required by state law to ask each new faculty member if he/she has an income withholding order
for child support payments. An affirmative response will not adversely affect your employment with
Virginia Commonwealth University.

2.7.Faculty Conduct Ras and Procedures

The academic community at VCU is comprised of individuals who learn, teach, and work, all of whom are
SyiAaAidt SR G2 OSNIIFIAY NARIKGA YR LINARQGATfS3ISaA
approved Rules and Procedures (http://www.provost.vcu.edu/pdfs/rulesandprocedures.pdf).  This
document equally entitles each member of the University to community rights and privileges related to
conduct, education, complaints, apologies, penalties, appeals, privacy, and implementation.

2.8.VCU Insider

The VCU Insider is a student handbook and resource guide (http://www.students.vcu.edu/rg/) aimed at
first year students. It is an important resource for faculty and students in finding services and policies
that will support their success at VCU. Faculty are encouraged to review and be familiar with the VCU
Insider, particularly the policies that apply to students and the wealth of resources available as aids in
teaching and advising.
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2.9. Teaching and Advising

2.9.1.Classroom and Laboratory Guidelines

Classes must meet regularly and on time and must be conducted in a professional manner for the full
duration of the assigned class period. Absences for personal or for professional reasons, such as
scholarly meetings, are to be approved in advance by the department chair. These absences, however,
should be limited in number and should not hinder the progress of normal class work. If a faculty
member experiences an extended illness or disability, arrangements must be made through the
department chair to have classes taught by other faculty.

Cl Odzf lé Ydzaldxz o6& 3aANIRSa 2N O02YYSyida IyR Ay {(GAYS
achievement.

2.9.2.Course Syllabus

Each course should have a course syllabus that contains at least the following information:

E Identifying information, e.g. course title, semester offered, faculty contact information, and
faculty office hours;

Expected student learning outcomes;

Required and optional texts;

General outline of when topics will be taught or discussed;

Examinations and grades;

Expectations concerning attendance;

Notification of the University Honors Policy;

Use of classroom management software, if any; and

Notices related to services for students with disabilities and for students who will miss class
because of religious commitments. More information on students with disabilities is presented
later in this document.

MMAMNMMAMMAENRMN

2.9.3.Examinations and Grades

VCU does not have a uniform numerical grading scale. At the beginning of each course or program,
students should be informed in writing as to how they will be examined and how their performance will
be evaluated.

The final exam schedules are printed well in advance of the beginning of each semester, and faculty

should not alter the schedule in any way; however, due to certain authorized circumstances, faculty may

change the schedule, but only with the specific approval of the dean. Prior to the final exam period,

instructors receive computer prepared optical scan grade sheets through their departments. The faculty

dK2dzZ R NBdOdz2NYy (GKS O2YLX SGSR 3INI RS aKSSdGa G2 GKS
administration.
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LYAdNHzZOG2NE aKz2dzZ R OF NBFdzZ & S@Ffdzr S SI OK
before turning in grades. Once a grade has been approved, it may be changed only under authorized
circumstances and with the approval of the department chair and the dean on an official Change of
Grade Form.

If a student misses a test the instructor may use personal discretion in deciding whether or not to give a
make-up test, unless departmental policy dictates another course of action.

2.9.4.Mid-Semester Ealuations

University policy requires that faculty provide students with an evaluation of their academic
performance prior to the semester withdrawal date (which usually falls on or near the last day of the
tenth week of classes). Although such evaluations need not be in the form of a letter grade, grades do
provide the clearest indicators of progress in a class. Freshmen, in particular, may hold an inaccurate
view of their academic standing if the mid-semester evaluation does not include a letter grade.

2.9.5. Early Alert Program

The early alert program targets early intervention to assist first year college students who need help
making the adjustment to the academic requirements of college. Early alert notices are mailed to the

GddzRSY
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home addresses of students who, atmid-i SNY' 2 KI @S SI NYySR 3INFrRS& 2F a5¢

students to seek assistance in increasing their grades or to withdraw from a course in which they are not
performing well.

2.9.6.Grade Review Procedure

The document Grade Review Procedures (http://www.pubapps.vcu.edu/bulletins/about/?uid

=10096&iid=307850 &G+ iSaY a! YRSNANI Rdzr §S +yR 3INI Rdz (S

University have a right to appeal course grades they consider to have been arbitrarily or capriciously
assigned or assigned without regard for the criteria, requirements and procedures of the course stated
in the syllabus or guidelines for assignments. Grades determined by actions under authority of the
Virginia Commonwealth University Honor System may not be appealed through this procedure, nor may
RAaYAaalfta 0GKFGd KIS 200dz2NNBR & | NBadzZ G 2

2.9.7.VCU Honor System

Virginia Commonwealth University recognizes that honesty, truth, and integrity are values central to its
mission as an institution of higher education. Therefore, it must act to maintain these values, even to
the point of separating from the University those who violate them. This policy describes the
responsibilities of students, faculty and administration in upholding academic integrity, while at the
same time, respecting the rights of individuals to the due process offered by administrative hearings and
appeals. All persons enrolled in any course or program offered by VCU, and all persons supervising the
learning of any student are responsible for acting in accordance with the provisions of this policy.

In August 2002, the Board of Visitors adopted a revision of the VCU Honor System policy
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(http://www.provost.vcu.edu/pdfs/Honor_system_policy.pdf). That document is in the Resource Guide.
Questions about the VCU Honor System should be directed to the Division of Student Affairs and
Enrollment Services.

2.9.8. Students with Disabilities

Information regarding reasonable accommodations and academic adjustments for students with
disabilities should be included in course syllabi for each class at the beginning of each semester. The
following statement should be included on the syllabus:

G{ SOGA2Y pnn 2F GKS wSKFIoAtAGFGAZ2Y 1 OG 2F wmdpro |
+ANBAYAL [/2YY2ygSIHEGK | YABGSNRAGE G2 LINBOARS Iy
002 YY2RI (i ArdliyidDal whe adviseg &s ofAa physical or mental disability. If you have a
physical or mental limitation that requires an academic adjustment or an accommodation, please
arrange a meeting with me at your earliest convenience. Additionally, if your course work requires you
to work in a lab environment, you should advise the instructor or department chairperson of any
O2yOSNya e2dz YlIe KIS NBIFNRAyYy3I alFSie AaadsSa NBt

)

In addition to including the statement from the Americans with Disabilities Act of 1990 on the course
syllabus, it would be helpful to read it to students during your first class meeting.

The Office of Disability Support Services (http://www.students.vcu.edu/dss/) is a good resource for
students and faculty. In addition, handbooks to assist students and faculty are available from the Office
of Equal Opportunity/Affirmative Action Services ( http://www.vcu.edu/eeoaa/).

2.9.9.Class Roster

Web-based class rosters are available from within Banner eServices. Rosters are updated in real-time as

students add or drop from your course. Rosters are available to faculty members who are formally
FaaA3dySR G2 GKS 02 dzNE & DetnitedNiBstdagtiéns o &@ssing $odieb-ibddd N & h ¥
class roster are located at http://www.banner.vcu/PDFs/HowToViewYourClassRosterUsingSelfService

Banner.pdf.

Faculty must clearly inform students, in writing, the attendance policy for each course and the
consequences of poor attendance. If a student continues to miss class and does not officially withdraw
from the course, the instructor has the right to withdraw the student for non-attendance with a mark of
G2¢ 2NI YFe& FaaArady | FdzZftf | OFRSYAO 3INI RSO

2.9.10.0ffice Hours

Faculty are expected to make themselves available to students outside of the classroom and laboratory;
furthermore, they are encouraged to post or otherwise make known when and where students or
colleagues may normally find them for consultation.

Page |20


http://www.provost.vcu.edu/pdfs/Honor_system_policy.pdf
http://www.students.vcu.edu/dss/
http://www.vcu.edu/eeoaa/
http://www.banner.vcu/PDFs/HowToViewYourClassRosterUsingSelfServiceBanner.pdf
http://www.banner.vcu/PDFs/HowToViewYourClassRosterUsingSelfServiceBanner.pdf

Faculty Handbook November 2008

2.9.11.Guidelines for Dealing with Disruptive Student

LG A& GKS FI OdAf 6eQa NBalLRyaAoAtAdGe (2 dzLK2f
should set guidelines to supplement the existing University policies that address Student Conduct in the
Classroom (http://www.students.vcu.edu/rg).

2.9.12.Field Trips

At the beginning of a semester, faculty using field trips as a part of their curriculum must seek
authorization through the appropriate dean or department chair by filing the University Travel
Authorization Form, indicating the approximate number of participants and dates of the trips.

2.9.13.Release of Student Information

The University may not release to third parties any educational records or personally identifiable
information without the written consent of the affected student except as is consistent with the Family
Education Rights and Privacy Act (FERPA) (http://www.ed.gov/policy/gen/guid/fpco/ferpa/index.html).

Grades may not be publicly posted by name or social security number.

To ensure privacy protection, questions from unauthorized sources about student data should be
referred to Records and Registration (http://www.enrollment.vcu.edu/records_reg). VCU follows the
requirements of the Family Education Rights and Privacy Act (http://www.students.vcu.edu/rg).

2.9.14.Religious Observances

It is the policy of VCU to accord students, on an individual basis, the opportunity to observe their
traditional religious holidays. Students desiring to observe a religious holiday of special importance must
provide advance written notification to each instructor by the end of the second week of classes.
Instructors are encouraged to avoid scheduling one-time only activities that cannot be replicated on
these dates. Faculty members are expected to make reasonable accommaodations to students who are
absent because of religious observance through such strategies as providing alternative assignments or
examinations or granting permission for audio or video recordings and the like.

2.9.15.Textbook Selection

Generally textbooks are selected by the individual faculty member, though in some cases a
departmental committee or a committee composed of faculty teaching a course may select texts.

Faculty members have the responsibility for ordering their own texts and are required to provide
textbook information to the appropriate VCU Bookstore. For more information visit
http://www.provost.vcu.edu/faculty/textbook.html.

2.10. Graduation Requirements

There are university requirements and major disciplinary requirements that students must fulfill before
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they can graduate. Faculty serving as advisors will be responsible for the first step in reviewing and
certifying a graduation application.

2.10.1.Mandatory signed statement on graduation applications

The Office of the University Registrar ensures that each graduation application is reviewed and validated
with a signature by the student, the faculty advisor, the department chair and the dean or designee.
The following statements are required to be signed on the graduation application:

{GdzRSy G aiGl dSYSydGyY aL dzy RSNEGFYR yR O2y TtorNY GKI G
of the proposed course schedule (i.e., current courses) the University and academic requirements for my
RSANB S v¢
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above applicant and certify that all the undergraduate degree requirements for the major and the
university have been fulfilled. | recommend that this candidate be awarded the degree applied for upon
A GAaATFOG2NRE O2YLX SliAz2y 2F GKS O2dz2NESa RSaAalylr SR

2.10.2.Student admission applications

Students have the responsibility for understanding all university and programmatic requirements for the
degrees they pursue. To ensure this, students are required to affirm the statement (a) below when
applying for admission to VCU. In addition, students must affirm the statement (b) below before they
can register for classes.

{GFGSYSyd 2y FRYAdaAzya LW AOFGAZ2YY a2KAES @&2dz ¢
of this application for admission serves as acknowledgement that you assume the responsibility for
At GAaFTeAy3d GKS dzyABSNEAGE NBldZANBYSyiGa F2N Iyeg =/

Statement on student registration Web site that must be acknowledged by the student before he/she
YIed NBIAAGSNI F2NJ Ot FaasSay dvérsityHbngr 8olic BriivdrsitylCofi&k | I NB S
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2.10.3.Appeals to Academic Regulations

Students wishing to appeal to waive an academic regulation, including graduation requirements, must
file an appeal with Academic Regulations Appeals Committee (ARAC). For additional information refer
to the ARAC entry in this handbook. See the University Bulletin for the full policy.

2.11.Degree Revocation

The university reserves the right to revoke any degree, certificate, or other university recognition for
cause. In addition, any time following the award of a degree, certificate or other university recognition,
the university reserves the right to take appropriate action, including, but not limited to, the revocation
of such degree, certificate or other university recognition, on the basis of academic misconduct
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discovered subsequent to, but which occurred prior to, the awarding of the degree, certificate or other
university recognition. More specifically, when an action that constitutes a violation of the VCU Honor
System leads to a finding that invalidates a major piece of work required for a degree, certificate or
other university recognition so that the validity of the degree, certificate or other university recognition
is jeopardized, the student or former student will be subject to a sanction that may include (a) rejection
of a thesis, dissertation or other work, (b) revocation of a certification or other university recognition or
(c) revocation of a degree.

For additional information visit the VCU Bulletin at http://www.pubapps.vcu.edu/bulletins/
undergraduate/?uid=10096&iid=30780

2.12. Academic Regulations Appeals Committee

The Academic Regulations Appeals Committee considers appeals for exceptions to undergraduate
program academic regulations listed in this bulletin. The committee T composed of faculty and
administrators from each school and the college, and representatives from the Office of Records and
Registration, Division of Community Engagement and the Division of Student Affairs and Enrollment
Services T is a standing committee of the Office of Academic Affairs.

To begin the appeal process, students should contact the Academic Regulations Appeals Committee
NELINBASY (Il GABS Ay (KS RSIyQa aeekindsthdentszhouldkaBtacNI a OK 2 2
the University College at (804) 827-8648. The student then works with the representative to prepare the

petition following guidelines established by each school and the college.

' FGSNI 0KS ! OFRSYAO wS3dzA FGA2ya !LIJISIHEa /2YYAGGSS
necessary documentation, he or she will prepare a petition cover sheet and, if appropriate, gather

pertinent information from faculty. When the petition is complete, it will be presented to the committee

at one of its semimonthly meetings.

Since a request to waive a regulation is itself an appeal, committee decisions are final, and there is no
further appeal within the university. However, if new documentable information is provided, petitions
may be brought back before the committee. A rewritten student letter does not constitute new
documentation. The representative will request that the petition be reheard based upon the new
information and the committee will vote on that request.

Additional information is available in the VCU Bulletin at http://www.pubapps.vcu.edu/bulletins/
undergraduate/?uid=10096&iid=30793

2.13. Performance Assessments and Salaries

Faculty, chairs, deans, and administrative faculty are evaluated annually in accordance with the Annual
Assessment of Faculty Performance document. VCU encourages faculty to have students evaluate their
teaching, and provides forms that faculty may distribute to students. Written evaluations, assessing
their chairs and deans, are annually solicited from all full-time faculty and are used in assessing
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administrators.

The policy on Annual Assessment of Faculty Performance (http://www.provost.vcu.edu/policies
/evalpolhtmld I dzZA RSa (GKS | yAGSNEAGEQa I OGA2yad

2.13.1.Salary Increases

The usual basis for salary increases is merit. The determination of merit, in comparison with other
members of the faculty mS Y6 SNDR& F RYAYAAGNI GA DS dzyAGSE A& Yl
department chairs, and in some departments, departmental committees. The Faculty Roles and Rewards
Policy (http://www.provost.vcu.edu/policies/facroles.html) encourages faculty, in consultation with
their department chair or director, to specify at the beginning of each rewards cycle the specific criteria

by which they wish to be judged. Additional information is in the Faculty Salary Administration
Guidelines (http://www.provost.vcu.edu/pdfs/salary _guidelines.pdf).

puf
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(@]

2.13.2.Pay Schedule

Nine- and 10-month faculty (academic year), and 12-month faculty are paid in twenty-four payments
0§KNRBdZAK RANBOG RSLIRaAG G2 F FI OdAf G& YSwWesk3ayDa ol y
between the payroll period and receipt of the related pay. Salary for the payroll period of the 10th

through the 24th of the month is reflected in the deposit on the first of the subsequent month. Salary

for the payroll period of the 25th through the 9th of the month is reflected in the deposit on the 16th of

the month. If the first or the sixteenth falls on a Saturday, Sunday, or holiday, payments are issued on

the preceding workday.

The current year calendar of paydays is available at http://www.hr.vcu.edu/payroll/index.htm.

2.13.3.Deductions

Usual payroll deductions include federal and Virginia income taxes, social security taxes and, when
appropriate, supplementary health insurance premiums. Additional deductions may include disability
income insurance premiums, dependent care and medical reimbursement accounts, additional life
insurance, tax-deferred annuity contributions, parking fees, VCU Health System charges, gifts to the
Commaonwealth of Virginia Campaign (CVC), and donations to the University.

2.13.4.Salaries for Evening and Summer Studies

In accordance with the Faculty Salary Administration Guidelines (http://www.provost.vcu.edu
/pdfs/salary_guidelines.pdf), no extra pay is provided to full-time faculty members for evening classes

during the regular academic year. Salaries for nine-month faculty teaching in the summer sessions are
supplemented to an extent not to exceed seven percent of regular salary for a three-credit class and not

Y2NB (GKFY Hm LISNDS yular nBefmonihisatary K e zorishebizadhed N drediNg 3
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teaching in the summer session.
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Salaries for adjunct faculty in evening, off campus, and summer studies are based on the number of
credit hours taught, but carry no fringe benefits. These wages are set at the discretion of the dean with
oversight from the Office of the Provost and Vice President for Academic Affairs.

2.14.Consensual Relationships Policy

Virginia Commonwealth University is committed to maintaining learning and work environments as free

as possible from conflict of interest, exploitation and favoritism. Therefore, employees, whether faculty

or staff, shall not engage in consensual relationswitKk a G dzZRSy Gad ¢KSYS@SNJ G KS SYLX
2F [ dziK2NRAGéé¢ HAGK NBaLSOG G2 GKS &addRSydG Ay &adz
supervising or advising a student as part of a school program or employment situation. For the full text

of the Consensual Relationships Policy, visit http://www.provost.vcu.edu/pdfs/consensual-relationships-

policy.pdf.

2.15. Faculty Grievance Procedures

The preamble of the Faculty Grievance Procedure (http://www.provost.vcu.edu/policies/facgriev.html)
adlrasay GLY lye O2YYdzyAide 2F FNBS LIS2L)X Sz S@Sy
generated from time to time by individuals or groups who feel that a condition exists which is

detrimental to their professional careers or personal well-6 SA y 3 @ §

A community of academicians operates on the premise that a complaint brought by one or more of its
members against another or against the institution itself is best resolved when the parties involved are
encouraged to seek a just and equitable solution.

When individual efforts fail to produce a satisfactory resolution of a complaint, it behooves the greater
academic community to intercede so that an equitable solution is obtained with dispatch.

Therefore, a grievance procedure is established for complaints that are not effectively within the

purview of the University Rules and Procedures (http://www.provost.vcu.edu/pdfs/rulesand
procedures.pdf) or of the Faculty Promotion and Tenure Policies and Procedures
(http://www.provost.vcu.edu/policies/#F). Nonrenewal of nontenured faculty or issues concerning

At NE:E Fa ¢Sttt Fa LINRPY2GA2Y YR (SydaNB>X | NBE RAT®
part of ongoing administrative and faculty review processes.

2.16.Research and Scholarly Activities

The Office of the Vice President for Research provides services to facilitate the scholarly activity of

faculty, students, and staff and to provide an environment that promotes the integration of research,

A0K2f I NAKALI FyR 3N Rdassanfal r@eRigz® kntiakc factity develSpmentF FA OS Qa
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Carnegie status as a Research University (high research activity).

The vice president for research shall have the right to exercise broad discretion necessary for the
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encouragement, development, and protection of inventions, patents, and other intellectual property.
The vice president for research shall consult with the Office of Technology Transfer
(http://www.research.vcu.edu/ott/index.ntm) and the Intellectual Property  Foundation
(http://www.research.vcu.edu/ott/ipf.ntm) in matters relating to intellectual policy.

2.17.Intellectual Properties Policy

tANBAYALI I 2YY2y gSEEtGK | yA @SNt AW ts.veugdi/SdiciesS O i dzl
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the University community.  The University shall retain all rights, title, and interest in any and all

intellectual properties generated, created, or developed in facilities operated or controlled by the

University, supported by funds administered by the University, and/or performed in the course of

regular duties by University members, unless exempted by other provisions of this policy.

2.18. Outside Professional Activity and Employment

Within strict limits set forth in the Virginia Commonwealth University policy concerning Outside
Professional Activities and Employment, Research, and Continuing Education (http://www.provost
.veu.edu/policies/profact.html), the University allows faculty to participate in outside employment and
paid consultation. Faculty involved in outside professional activity (employment, consultation, research,
or continuing education) are required to obtain permission in advance of participating. Requests for
permission are made on a form (http://www.provost.vcu.edu/pdfs/CP-1.pdf) designated by the
University and submitted through channels set forth in the policy. Compensated professional activity
separately or in combination shall not exceed an average of one day per calendar week during the
contractual year. At the end of each academic year, faculty involved in outside activities must submit
this form listing the outside activities and the number of days devoted to them.

In addition, faculty members in the schools of Medicine and Dentistry are permitted to supplement their
salaries by private practice; these revenues are apportioned among the faculty member, the
department, and the school. The School of Dentistry has a specified maximum income that may be
earned from private practice within the institution. Clinical faculty in the School of Medicine may earn
additional income related to professional practice through the faculty practice plan, MCV Physicians,
consistent with the VCU School of Medicine's Faculty Appointment and Compensation Policy.

2.19. Safety and Health

VCU has a responsibility to provide a safe and healthful environment (http://www.vcu.edu/oehs/).
Faculty are responsible for the safety of the students, staff, and faculty members under their direction.
¢tKS ¢g2NRa dal FSte FyR KSFIHfGKE SyO2YLIl aa NRdAziAyS

Each new class of students needs to be informed of procedures for reporting emergencies, evacuation
plans, and exit routes from buildings. In addition, faculty also must be aware of any student with special
needs and determine if they require special assistance in emergency situations. The VCU Alert
(http://www.vcu.edu/alert/0 & GF Gdza A& LRadSR 2y GKS ! YyAOSNBRAGRE Q:
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the event of an emergency.

2.20. Sexual Harassment, University Guidelines on Prohibition of

VCU prohibits acts of sexual harassment against any member of the University community. The
University Guidelines on the Prohibition of Sexual Harassment (http://www.vcu.edu/eeoaa/pdfs
/sexualharassment.pdf) define sexual harassment, outlines the guidelines to be followed, and provides
resolution procedures.

2.21. Solicitation Policy

Virginia.  Commonwealth  University  restricts  solicitation  (http://www.hr.vcu.edu/policies/
Current%20Policies/Solicit.pdf) by employees, vendors, or sales representatives to minimize
interference with the efficient operation of the organization and to protect the privacy of faculty, staff,
students, patients, and visitors.

2.22. Faculty/Staff Ombudspeson

The ombudsperson is a confidential resource for all faculty and staff at Virginia Commonwealth

University. Information is available at http://www.provost.vcu.edu/ombuds/. In addition to providing

assistance in problem, complaint and conflict resolution, the ombudsperson will monitor the policies,

procedures and practices of the University for fairness and equity. The ombudsperson is a resource for

information and guidance who, if necessary, directs clA Sy ia (2 GKS ! yABSNEAGE Q&
grievances, such as the Faculty and Staff Mediation Program listed below.

2.23. Faculty Mediation

¢ KS ' YAGSNRERAGR Q& C I Oluzp:Mivewvw.havBuRdu/derifakuyyhediatiod Bt@)NG Y 0
sponsored by Human Resources and provides an option in helping to resolve work-related conflict.
Whether a problem developed last week or over a longer period of time, mediation offers an
opportunity to discuss issues with your department head, a colleague, or subordinate in a confidential
atmosphere.

2.24.Black Education Association

The Black Education Association (BEA) of Virginia Commonwealth University promotes the interests of
African-! YSNR Ol vy  ¥F I O difsidnas @ hdlpkadance thé piodessionial development of black
faculty at VCU, to help improve the socio-cultural and academic experience of African-American
students, and to make general service contributions to the larger African-American community in the
city of Richmond. Interested faculty should contact the assistant vice provost for institutional equity, in
the Office of the Provost and Vice President for Academic Affairs, to locate the current officers of the
BEA.
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2.25. Faculty Awards Programs

In addition to the awards named below, each school and college offers other faculty awards and
NBO23ayAlAzyao tfSFasS aSS GKS LIINRBLNRFGS RSFyQa

2.25.1.Distinguished Faculty Awards Program

VCU annually recognizes faculty who have distinguished themselves in teaching, research and service.
The Distinguished Faculty Awards Program consists of four separate awards.

Distinguished Teacher Awar@ne monetary award and a non-monetary gift. A recipient of this award
is recognized as being an outstanding teacher. This may be evidenced by being an inspiration to
students and utilizing stimulating technigues, materials, and methods designed to promote learning.

Distinguished Scholar Awar@ne monetary award and a non-monetary gift. A recipient of this award is
recognized as an outstanding scholar. The individual should have demonstrated a pattern of productive
scholarly activity which has been recognized nationally or internationally. This may be evidenced either
by traditional research or other creative endeavors.

Distinguished Service Award@ne monetary award and a non-monetary gift. A recipient of this award
has performed superior service to the community and/or University. This may be evidenced through
activities over and beyond normally assigned duties, unique contributions to the University, or a long-
standing pattern of superior service to the University and/or community.

University Award of Excellencédne monetary award and a non-monetary gift. Awarded to a truly
exceptional recipient who has performed in a superior manner in teaching, scholarly activities, and
service. The award is to be regarded as one of the highest honors the University can bestow on one of
its faculty and is to be awarded only to an exceptional individual.

A selection committee considers nominations in all of these categories. Procedures for nomination and
aSt SOGA2Yy 2F FLOdA Gé IINB @FLAflFofS FNRY GKS t NBaa

2.25.2.Community Multicultural Enrichment Awards

The Presidential Awards for Community Multicultural Enrichment (PACME)
(http://www.students.vcu.edu/pacme/) are bestowed annually upon members of the University

community in recognition of some significant contribution towards the principles, goals, and ideas of
FFFANNEFGABS | OGA2y 2N 26FNR SyKIFIyOAy3d (GKS | yAD:
different awards granted each year, one to a faculty member, one to an administrator, one to a

classified or hourly staff employee, and one to a student.

Faculty Award. All instructional faculty are eligible. This award recognizes contributions or efforts made
toward enhancing the goals of affirmative action or racial/ethnic diversity at VCU, especially in the areas
of teaching, research, or service. Winners receive a monetary award.
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RieseMelton Award. The Riese-a St G2y ! g NR F2NJ FI OdzA 468 Aa GKS |-
outstanding contributions to cross-cultural relations and is awarded annually to one of the winners of

the Presidential Awards for Community Multicultural Enrichment. Winners receive an additional

monetary award.

A selection committee considers nominations in all of these categories. Procedures for nomination and
aStSOGA2y IINB @FAflofS FNRBY GKS LINBaARSyiQa 2FFA

2.26. Faculty Resignation

Any letter of resignation should be addressed to the appropriate dean or director with copies sent to the

vice president and department chair. In accordance with criteria suggested by the American Association

of University Professors (AAUP) in its Statement of Professional Ethics (http://www.aaup.org
/AAUP/pubsres/policydocs/contents/statementonprofessionalethics.htm), the resignation should be

& dzo Y A (i GaerRhartiMaR 15 or 30 days after the faculty member has received notification of the

GSN¥Ya 2F KAa 2NJ KSNJ O2yldAydzZSR SYLX28YSyid GKS 7Tz
resignation from a 12-month faculty member should be submitted as soon as possible after January 1.

After submitting a resignation, a faculty member should consult with the appropriate department head
or dean regarding arrangement for the return of keys and ID cards, closing of accounts, etc.
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3. Faculty Benefits and Recognition

Extensive information on faculty benefits is available on the Human Resources Web site at
http://www.hr.vcu.edu//benefits/index.htm.

3.1. Economic Benefits

3.1.1.Health Care Coverage.

Eligible full-time faculty ma@ LI NOHAOALI GS Ay GKS /2YY2ygSItiK
(http://www.hr.vcu.edu/benefits/healthinsurance.htm) program. Premiums are paid with pre-tax

dollars.

3.1.2.Reimbursement Accounts

ClhOdzt G ¢gK2 INB StAIA6ES (2 LI NI A OA LI-tax Sollaks yh
Flexible Reimbursement Accounts (http://www.hr.vcu.edu/benefits/flexreimbursement.htm) for eligible
dependent care and medical expenses. Registration for dependent care and/or medical reimbursement
accounts takes place within 31 days of employment, within 31 days of a life event, or during the open
enrollment period.

[N
A
(s}
QX

3.1.3.Group Life Insurarne

Full-time faculty receive basic life insurance (http://www.hr.vcu.edu/benefits/lifeinsurance.htm) at no

cost.. This program is administered by the Virginia Retirement System (VRS). Coverage is provided
gAlK2dzi YSRAOIf SEFYAYIFGA2Y G G6A0S GKS yzdzyid 2
supported salary (with the salary rounded to the next thousand) for natural death and four times the

annual salary for accidental death.

3.1.4.0Optiond Group Life Insurance

Faculty covered under the group life insurance plan may purchase additional life insurance
(http://www.hr.vcu.edu/benefits/lifeinsurance.htm) for up to four times their salary. Life insurance also
may be purchased for a spouse and/or children.

3.2. Risk Management

3.2.1. Liability Insurance

Under the statewide self-insured liability program, the University and its faculty members are covered
for negligent acts while acting within the scope of employment. This coverage includes an employee
bond and liability auto insurance coverage while driving state-owned vehicles.

3.2.2.Medical Malpractice Insurance

Faculty members (other than faculty of the medical and dental schools) who are licensed in the health
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malpractice plan for alleged medical malpractice acts occurring within the scope of their employment.

Medical faculty are self-insured through MCV Associated Physicians, Inc. Dental faculty are insured
GKNRdzZAK GKS RSydlFf FIFOdzZ GeQad LINAGEFGS LINF OGAOS 3N
insurance issues may be directed to the Office of Risk Management (http://www.vcu.edu
/realestateandinsurance/IROther.html).

3.2.3.Personal Property

The University is not responsible for the personal property of a faculty member. To cover loss or damage
G2 LISNRE2YIFf LINPLSNI&x FI Odz e akKz2dZ R O2yaiRSNI Ll
contract through their insurance company.

3.3. Leave Types and Guidelines

All leave (http://www.hr.vcu.edu/leave/index.ntm) must be earned before it can be taken. The
employing department, school or college is responsible for submitting any leave taken by 12-month
faculty and any sick leave taken by nine-month faculty for each pay period.

The Faculty Sick Leave Reporting Policy (http://www.provost.vcu.edu/pdfs/facultysickleave
Nov2003.pdf) provides details on how to report faculty sick leave.

+/ | QA& -RdsedrdzRaave Policy (http://www.hr.vcu.edu/policies/Current%20Policies/Study%20Res
%20Lv.pdf) provides the purpose, eligibility, and process to apply for study and research leave.

3.4. Retirement

Virginia Commonwealth University provides a choice of two retirement plans for eligible full-time faculty
when first employed and makes the total contribution to both plans. Detailed information on the VCU
Optional Retirement Plan (ORP) or the Virginia Retirement System (VRS) is available at
http://www.hr.vcu.edu/benefits/FacultyRetirement.htm.

3.4.1.Virginia Retirement System (VRS)

The Virginia Retirement System (VRS) (http://www.varetire.org/) is a defined benefit plan. The basic

benefit upon retirement is determined by average salary, years of service, and age. Normal retirement

age is 65. After five years of covered service, a member is vested and eligible to receive a monthly
NEGANBYSyli o0SySTAG® wSRAzZOSR NBGANBYSyld oSySTAada |
GAOUK TAOQOS &8SIFENBRQ &ASNDAOSO®

3.4.2.Optional Retirement Plan (ORP)

+/ ' Qa8 hLWGA2YI € w S (hktpNBWAE hy \icu.edt/behefits/ORP.htm)t i9 a defined
contribution plan, which means that the retirement benefit is based on the percent of contribution,
length of participation in the plan and investment returns. Participants select from providers (mutual
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fund and insurance companies) as well as the specific investment funds within that company. Upon
enrollment, faculty members are immediately vested (and eligible to receive a retirement benefit) in the
plan.

3.4.3. TaxDeferred Annuity TDA) Program

t F NI A OA LI ( A 2-Peferrkdy Anngiity (TODAR programe (http://www.hr.vcu.edu/benefits/tax-
deferredannuity.htm) is available to faculty who wish to set aside some of their own money toward
retirement. The portion of salary put into this program, established under Internal Revenue Code
Section 403(b), is excluded from taxable income. Payment of both Virginia and federal taxes on this
money and earnings is postponed until withdrawals are made, usually at retirement when most people
may be in a lower tax bracket. A wide range of investment options is available to meet varying individual
financial needs.

3.5. Disability

3.5.1.Virginia Retirement System (VRS)

At employment, VRS faculty have the choice to participate in the Virginia Sickness and Disability
Program (VSDP) (http://www.varetire.org/Pdf/VSDPhdbk.pdf), which provides sick leave, family and
personal leave, as well as short- and long-term disability benefits or the Traditional Sick Leave Program.
Faculty participating in the Traditional Sick Leave Program who become disabled are eligible to apply for
disability retirement at any age and may purchase a supplemental group long-term disability insurance
plan.

3.5.2.Optional Retirement Plan (ORP)

Cl Odzt 1@ ¢gK2 LI NLAOALIGS Ay (GKS hLWGA2YylLf wS
term disability plan, which is totally paid for by the University. ORP faculty are not eligible to participate
in the Virginia Sickness and Disability Program (VSDP).

3.6. Other Economic Benefits

Additional information on benefits is available on the Human Resources Web site at
http://www.hr.vcu.edu/benefits/BenefitsFacultyLTD.htm.

3612 2NJ SNBQ /2YLISyaldazy
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who sustain an injury or contract an occupational illness in the performance of official work-related
duties. In general, the employee may be eligible to receive medical benefits, payment for loss of wages

FYR NBKFOATAGFGA2Y aASNBAOSad C2NJ Y2NB AYyTF2NXI (A2

Office (http://www.hr.vcu.edu//workerscomp/index.htm).
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3.6.2. Unemployment Compensation

An employee who becomes separated from his/her job may be eligible for unemployment benefits. The

Virginia Employment Commission (VEC) administers the Virginia Unemployment Compensation Act and

determines whether or not an employee is eligible for benefits. Generally, employees may be eligible to
NEOSAQGS dzySYLX 28YSyid oSySTAata AF GKS& 0S02YS dzyS
additional AYF2NX I GA2Yy X Oz2yilt O | dzY' | ¥y wSaz2dz2NDSaQ Yy
(http://www.hr.vcu.edu//uecomp/index.htm).

3.7. Educational and Training Opportunities

+/ 1 Qa t2tA0& 2y 9 RdzO! ritieshftp:Awww.hyf \Ru.eduAddlicles/Chirge@%2th LILI2 NIi d:
Policies/Ed%20Training.pdf6 a Gl G Say G ANBAYAlL [/2YY2ygSEHtaGK |y
training and professional development opportunities for faculty and staff and offers a variety of ways for

SYLX 288Sa G2 O2yiGAydzsS GKSANI SRdzOFdGA2y FyR SyKIlIyOS

The Human Resource Office of Training and Development (http://www.hr.vcu.edu//er/facultyservices
.htm#Training) strives to provide quality educational and training opportunities through management
development and technical and general open enroliment programs. Certain guidelines
(http://www.hr.vcu.edu/policies/2005%20Ed%200pp%20Guidelines.pdf) apply to participate in these
programs.

3.7.1.Educational Opportunities

Tuition Waiver

Full-time faculty may apply to take up to six credit hours of tuition-free courses per semester at Virginia
Commonwealth University. Guidelines for tuition waivers are on the Web at http://www.hr.vcu.edu
/policies/Current%20Policies/Ed%20Training.pdf.

Adjunct faculty may receive a waiver of tuition and fees (excluding special course fees) for one class (1-3
credit hours) once they complete nine credit hours of adjunct teaching (http://www.hr.vcu.edu
/policies/Current%20Policies/EdTraining.pdf). The adjunct faculty tuition waiver must be used within
the three-semester period immediately following the completion of teaching the nine credit hours. The
summer semester counts as a semester.

3.7.2.Training and Development Programs and Seminars

Center for Teaching Excellen¢ettp://www.vcu.edu/cte/). The Center for Teaching Excellence provides
a variety of faculty development programs aimed at improving teaching, including a mentorship
program for new faculty, a small-grant program, a Student Expert Training Program, and a faculty
expertise database.

Grace E. Harris Leadership Institufiettp://www.vcu.edu/gehli/). The institute is designed to develop
current and emerging campus leaders to assume leadership positions within the University. The
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program stresses the development of leadership skills, behaviors, competencies and practices through
the acquisition of knowledge, professional skills and feedback. Guided by campus mentors, participants
also gain a perspective of local, Virginia, and national higher-education and health-care issues; complete
a group project focused on University priorities, and study University operations.
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4. Equal Opportunity and Affirmative Action

Virginia Commonwealth University maintains a strong commitment to diversity and opportunity. The
Affirmative Action Plan (http://www.vcu.edu/eeoaa/affirm_action.html) of this institution is designed to
promote its continuing policy of providing equal opportunity in education, employment, programs and
services to all persons without regard to race, color, religion, national origin, age, gender, political

FFFAEALGAZ2Y Y @SGSNIyaQ aidlddzazx aSEdz f 2NRSY Gl GA

(http://www.vcu.edu/eeoaa/) manages the Affirmative Action Plan.

Faculty are expected to benefit from the equal opportunity/affirmative action program and are
expected to enforce policies to attain the objectives set forth in the affirmative action plan.

4.1. Discrimination Complaints

I 2YLX FAyda 2F RAAONAYAYlFGA2Yy | yRk2N aSEdZ ¢
Office of EEO/AA Services (http://www.vcu.edu/eeoaa/). The Internal Discrimination/Harassment
Complaint Procedure provides details on how to make a complaint. (http://www.vcu.edu
/eeoaa/pdfs/disccompproc.pdf). Complaints may also be filed with the following external agencies:

E Office of Equal Employment Services, Department of Human Resource Management (State)

E Equal Employment Opportunity Commission (Federal)

E Office of Civil Rights ¢ Department of Education and Department of Health and Human Services
(Federal)

E United States Department of Justice (Federal).

4.2. Americans with Disabilities Act of 1990 (ADA)

The University is committed to a policy (http://www.vcu.edu/eeoaa/disability.html) that provides
program accessibility to all individuals. Within the parameters of merit, fitness, and outstanding
achievement, the University seeks to provide its benefits to all persons without regard to disability.
Additional information is in the section of this handbook dealing with students with disabilities.

4.3. Faculty and Student Handbooks Regarding Accessibility

Handbooks are available to assist faculty and students with issues regarding accessibility. A Handbook
on Educational Access, a faculty guide to reasonable accommodations and academic adjustments for
students with disabilities, and Access VCU, a handbook for students with disabilities, are available from
the Office of EEO/AA Services (http://www.vcu.edu/eeoaa/). Requests for accommodation should be
made to the dean of each school or college and will be evaluated on a case-by-case basis.

¢CKS | yAOSNRAGRQA 5! [/ 22NRAYyFG2NI Aa NBaLRyarofsS T

to all programs and services. Issues concerning physical accessibility should be directed to the ADA
Coordinator.
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compliance with federal law, all publications, registration brochures, pamphlets and similar materials
should include the following statement:

Virginia Commonwealth University is an equal opportunity, affirmative action University
providing access to education and employment without regard to age, race, color, national
origin, gender, religion, sextINRA Sy G A2y GSGHESNIyQa aidl Gdzaz LI

Faculty are employed, promoted, tenured, transferred, discharged, and given University assignments in
a nondiscriminatory manner.

Page | 36



Faculty Handbook November 2008

5. Academic and University Services

5.1.VCU Libraries

Virginia/ 2 YY2y ¢St 4K |y ARBS/NEvw.librargvau.edu/), aich axeNoated o both
campuses, offer a wide range of services to enhance the education, research, and teaching of faculty
and other members of the University community. The James Branch Cabell Library
(http://www.library.vcu.edu/jbc/) on the Monroe Park Campus supports learning, teaching, and
research in the arts, humanities, social sciences, and natural and mathematical sciences. The Tompkins-
McCaw Library (http://www.library.vcu.edu/tml/) on the Medical College of Virginia Campus focuses on
the health sciences.

Services to faculty on both campuses include access to a wide variety of electronic resources, borrowing
privileges, media resource services, video reservations, course reserves, item purchase requests,
instruction and outreach. For a full description of these services and their benefits to faculty, please visit
+/ ! [ A0 NI NABtg/ovwwy. ®ary dueduS I+

5.2. Center for Teaching Excellence

The Center for Teaching Excellence (CTE) (http://www.vcu.edu/cte/) offers assistance to new and
experienced faculty with the goal of promoting excellence in teaching at VCU. The CTE Web site lists the
programs and services the center offers. The most popular programs emanating out of the center are
the Small Grants Program, the Student Technology Experts Program, the CTE Mentorship Program, and
the VITAL Workshops. The CTE also offers a series of workshops for new and experienced faculty during
the summer months.

5.3. Technology Services

Technology Services (http://www.ts.vcu.edu/) is responsible for the operation of all academic and
administrative computing at VCU through its four divisions: Administrative Systems (Application
Support, Applications Infrastructure, Data Access & Reporting), User Services (Help Desk, Desktop
Support, Consultants, Training, Media Support Services, VCUCard, Marketing & Communications,
Research Computing), Application Services (E-mail, Learning Systems/Blackboard, Web Services/Portal,
Applications/Project Management, Records Management), and Computing & Communications (Servers /
Storage / Operating Systems, Directory Services / Database Administration & Backup Services, Network
Architecture, Network Services, Telecommunications Services, Computer Center Operations,
Information Security). Additionally, Technology Services oversees the Student Computer Initiative and
sponsors a Technology Services Day each April.

5.3.1.Faculty and Instructional Support Services

¢CSOKy2t23&I O&MNDAOEY¥R LyadNUzOGA2Y I € { dzLJLJ2 NJi
education and instructional technology initiatives, working closely with departments, schools and
individual faculty members to foster excellence and to advocate and promote the uses of technology.
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FIS facilitates the sharing of technology resources and expertise among VCU departments and externally
at the state, regional, national and international levels. Technology Services works with the Center for
Teaching Excellence (CTE) in providing support for using technology in instruction. For more
information, visit www.vcu.edu/cte/.

5.3.2.Media Support Services (MSS)

Media Support Services (MSS) is an inter-disciplinary media department within Technology Services,
charged with providing faculty, staff and students with multimedia, television and audiovisual support to
further the teaching and research mission of Virginia Commonwealth University. MSS provides
operational, technical and creative support in the areas of distance learning, campus-wide video
networking, multimedia system design and implementation, classroom support, loaning of equipment,
and equipment maintenance and repair. For more information, visit the Web site at
http://www.ts.vcu.edu/media/.

5.3.3.Web and Research, and Scientific Computing Services

Web Support: Technology Services (TS) manages and supports the my VCU Portal and the VCU Web site
and collaborates with other VCU organizations in developing Web-based applications. In support of Web
publishing, WSS provides training, consulting, online documentation and Web publishing standards. TS is
responsible for the design and features of the my VCU Portal and VCU Web site. Use of VCU computing
resources is subject to the VCU Web Guidelines, VCU Policy on Guidelines for Using Electronic
Information Systems and Office Equipment, and VCU Ethics Policy on Computing. For more information
or to create a Web site, visit the Web at www.vcu.edu/web.

wSaSINOK | yR { OATS pravies @soufce® Wi lslghpiork of Stdlent, faculty and staff
research and scientific computing. SUN servers and Linux Beowulf clusters, with extensive collections of
software, support high performance computing, research database applications, and statistical,
mathematical and scientific applications for researchers. Significant disk capacity provides support for
the storage and analysis of extremely large datasets. TS provides consultative support in the use of
these facilities, database design, statistical analysis and many of the software applications.

5.3.4.Technology Services Help Desk

TS Help Desk ((804) 828-2227 or help@vcu.edu) provides quick, courteous, and comprehensive
computing support on the Monroe Park and MCV campuses. Self-service support is available online 24
hours a day (http://www.ts.vcu.edu/helpdesk/) and walk-in and live phone support is available during
posted hours.

5.3.5.The Univergy Computer Center

The University Computer Center (http://www.ucc.vcu.edu/) provides computing services to faculty,
staff, and students, various administrative data processing departments (Financial Operations, Human
Resources, University Enroliment Services, etc) and VCU Libraries.
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5.3.6. Telecommunications

VCUnet (http://www.ts.vcu.edu/fag/network/index.html), a division of Technology Services, processes
all requests regarding information security and telecommunications services. It is essential that a
department head or chair sign all telecommunications service request forms.

5.3.7.Long Distance Authorization Codes

Access to long distance, extended area, and directory or operator assistance services made from VCUnet
telephone lines is provided for business use only and controlled through the issuance of user
authorization codes. Departmental authorization is required before a code is issued. Users issued an
authorization code are expected to maintain the privacy of the six-digit code number. If codes are
compromised in any manner, the user is required to notify the telecommunications office as soon as
practical. (https://beech.vcu.edu/cSupport/gwi0201.nsf/VCUNETLD?OpenForm)

5.3.8.ldentification ¢ The VCUCard

The VCUCard (http://vcucard.vcu.edu) offers VCU identification and a wide variety of other services. It is
the official identification card for Virginia Commonwealth University and Health System. While on the
Monroe Park or MCV campuses, all students, faculty and staff are required to carry their VCUCard. In
addition to being your university ID, your VCUCard has a wide variety of uses. If you lose your card,
report it immediately to a VCUCard office. Although there is no fee for the initial issuance of the card,
there is a charge for a replacement.

5.4. Office of International Education

The Office of International Education (OIE) (http://www.vcu.edu/oie/0 ¢l a SadlofAaKSR a
d0dzRSyida F2NJ+ yS¢ 3It20lft az20ASGe& FyR (2 F2aG0G§SNI |
of International Education is to advance the internationalization of the University, in cooperation with

the schools and colleges as well as other administrative units. OIE is comprised of the units Education

Abroad, the English Language Program, Immigration Services, International Admissions and

Recruitment, International Education Outreach, and International Student and Scholar Services.

5.5. The Honors College

The Honors College at VCU (http://www.honors.vcu.edu) provides opportunities for eligible students to
meet the requirements necessary to graduate with University honors.

Honors faculty members are selected for their demonstrated abilities to communicate in engaging and
AVOSNBAGAYI sFead ¢KS& OF LI dzNB &  tzéy Shylléngeondrsy | I A y I {
students to think about themselves and their world in new and different ways. They help students learn

to express clearly their positions and ideas. And, they help students learn to challenge themselves.
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5.6. Divisionof CommunityEngagement

The Division of Community Engagement (http://www.community.vcu.edu/) seeks to engage Virginia
Commonwealth University with its community to enhance the quality of life for all who work, live and
study in the Richmond metropolitan area. The Division of Community Engagement provides VCU with a
centralized administrative unit focused on community engagement and nontraditional programs. In
addition, the office administers various outreach initiatives (http://www.community.vcu.edu/solutions)
that address pressing social concerns in the community. Among these programs are the Council for
Community Engagement, VCU-Community Solutions, the Community Service Associates Program, the
VCU AmeriCorps Program, America Reads, the Service Learning Associates Program, the Virginia
Mentoring Project, service learning, Especially for Nonprofit Organizations, and the Carver ¢ VCU
Partnership.

5.7. The University College

The University College (http://www.vcu.edu/uc/) is an academic unit that provides a single home for
interrelated programs, services and learning opportunities. The UC enhances the quality of
undergraduate education at VCU by providing a common experience for first-year and transfer students.
Among the services provided by the University College are

E Advising for all new students, including pre-health, pre-law, student athlete, and transfer
students;

E New student programs such as First Year Student Resources, the Parents Program, the Summer
Reading Program, STAR, VCU 101 and 102 and VCU Works;

Z +/ ! Qa4 yS¢ &a0dzRSyld O2NB OdzNNR Odzt dzyz GKS /1 [ 2)
guarantee students and their families that our students are supplied with the foundational tools
to acquire the knowledge, abilities, skills and attitudes necessary for success through a year-long
two-course sequence -- Focused Inquiry | and II;

E The Campus Learning Center (CLC) (http://www.vcu.edu/uc/clc), which provides quality
academic support to all Virginia Commonwealth University undergraduates. From one-on-one
tutoring to Supplemental Instruction (peer-led group study) sessions, the center offers free ways
for students to gain a clearer understanding of a subject and to develop better methods for
reviewing new information. The CLC offers assistance in a wide variety of subjects and will work
with faculty to create programs tailored to their class needs; and

E Services such as the Academic Warning and Probation Program, the Campus Testing Center,
CLEP. Project Excel, learning communities, the Master Advisor Program and the Writing Center.

5.8. Assessment and WEAVEonline

Assessment is a critical component in documenting the effectiveness of the University. Through a
systematic, ongoing cycle of setting goals, measuring attainment of those goals, and using the results to
make informed decisions we can promote quality enhancement at all levels of the University.
Assessment provides the necessary evidence to guide effective decision making in many areast
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programmatic changes, classroom teaching modifications, support service adjustments, policy or
procedure revisions, campus climate improvements, and structural reorganizations. In order to ensure
consistency and continuity in the way we report our assessment, VCU has established a shared
framework. Called WEAVEonline, this program provides the framework for 1) Setting goals and
establishing expected outcomes; 2) Establishing criteria for success; 3) Assessing performance; 4)
Viewing assessment results; 5) Effecting improvements; and 6) Archiving Annual Reports. Assessments
themselves can represent meaningful learning opportunities and mapping student learning outcomes
through a curriculum is a positive conversation for faculty in a department. For more information on
WEAVEonline and the role of faculty in assessment, visit http://www.assessment.vcu.edu or contact
VCU's director of assessment.

5.9. Employee Health Services

Employee Health Services (http://www.hr.vcu.edu/eh/) provides a wide range of services to University
and hospital faculty and staff.

Pre-placement examinations for new employees;

Periodic exams designed to detect signs or symptoms of ill health related to employment
conditions;

F Evaluation and treatment of occupational injuries and illnesses (click here for information about
2Nl SNEQ O2YLISyalidAzy o0SySTAadGa yR FT2NyaoT
Medical monitoring for biohazard exposure;

Vaccinations and immunizations for employees working with infectious agents or at risk of
exposure to infectious diseases; and

E Evaluations of on-the-job, non-occupational ilinesses to ensure that employees do not transmit
communicable diseases to coworkers or hospital patients.

Z
Z

M ™

5.10. Employee Relations Assistance

| dzY 'y wS &2 dzNOS & Q h@pY/dimehdvBusduerh officdipfoddgsassistance to faculty
in resolving work-related issues through a number of services.

5.10.1.Policy and Procedure Information

Staff provide information on the personnel policies and procedures that can be used to help resolve
work-related problems. For faculty in a management or supervisory role, Employee Relations staff are
available to discuss problem solving, disciplinary and grievance processes, and guestions regarding
employee performance planning.

5.10.2.Counseling and Substance Abuse Prevention

Employee Relations (http://www.hr.vcu.edu//er/counseling.htm) staff help address personal and work-
related issues in a confidential manner. Professionals from VCU and the community may be invited to
provide education and training on many workplace topics including substance abuse prevention,
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recognition and treatment options. Staff assist in identifying professional treatment resources and in
determining insurance plan requirements for accessing these services.

5.11.Financial Services

5.11.1.Procurement and Payment

Procurement and payment (http://www.vcu.edu/procurement/) for purchases of University goods and
services are processed through the Office of Procurement and Payment. Call 828-1077 for more
information on procedural guidelines, forms and instructions.

5.11.2.Cashiering Operations

The Cashier's office (http://www.vcu.edu/treasury/CashieringOperations.htm) accepts student
payments and deposits to University accounts. Conference/seminar payment options utilizing the web
or other electronic payments may be available. Call 828-2135 for more information.

5.11.3.Banner Administrative System

Banner is the new administrative system for human resources and financial services. For more
information, visit the Web at http://www.banner.vcu.edu/.

5.11.4.Travel¢ Domestic and Foreign

Travel is subject to current Virginia and University guidelines. Deans and department chairs and
directors may develop specific guidelines to manage travel funds efficiently so that University costs are
minimized through special fares and other economical arrangements.

Travel for professional purposes (to attend a convention, conference, seminar, workshop or similar
function) must be requested on a Travel Authorization form (http://www.vcu.edu/procurement/
TravelAuthorization.doc), regardless of funding source. Travel request forms and guidelines are
available from the department or school. Helpful hints for travel reimbursements are found at
http://www.vcu.edu/procurement/travel.ntm.  Permission to travel outside the contiguous 48 states
NBIljdZANS& (GKS FLIIINRBLINAREFGS @AO0S LINBAARSY(GQa

5.11.5.Payroll Services

Payroll Services (http://www.hr.vcu.edu/payroll/index.htm) is responsible for issuing paychecks,
coordinating deductions, handling direct deposits of salary, and other matters concerning wage and
salary payments to University employees.

5.11.6.Effort Reporting

As required by federal regulations, the University maintains an Effort Reporting System
(http://www.controller.vcu.edu/grants/effort.ntm) for monitoring the salaries and wages of employees
who:
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E Effect payroll charges against federally sponsored programs
or

E Effect payroll charges against two or more cost activities used for purposes of allocating indirect
costs to federal programs.

The Effort Certification report will show the related cost-shared salary charged and the Principal
Investigator will certify accordingly.

These reports primarily serve as support for salary charges to grants and contracts, cost shared salary
and may be examined during an audit.

5.12. Human Resources

Human Resources (http://www.hr.vcu.edu/) provides programs and services to enhance the
LINEFSaaArzylt FyR LISNR2yFf 3INRBgOGK 2F +/ ! Qa FI Odz
retirement planning (http://www.hr.vcu.edu/benefits/index.htm), work/life resources
(http://www.hr.vcu.edu/worklife/index.htm) to help in balancing work and home responsibilities, and

evaluation and treatment (http://www.hr.vcu.edu/eh/index.htm) of occupational injuries and illnesses.

The University also recognizes faculty through an annual awards (http://www.hr.vcu.edu/reward)
program that honors service in years ranging from five to 50. Call 828-0177 for more information.

Human Resources policies (http://www.hr.vcu.edu//policies/) are on the HR website. Direct policy
questions or work-related conflict issues to Employee Relations at emprel@vcu.edu or 828-1510.

5.13. Office of Communications and Public Relations

Office of Communications and Public Relations (http://www.news.vcu.edu) serves as the main link
between the news media and faculty, staff, students and administrators at Virginia Commonwealth
University and the VCU Health System. The goal of the office is to build national, regional and local
I 61 NSy S&a eflefice intbathiBgireséiehCservice and patient care.

Targeting major national print and broadcast media, the Communications and Public Relations staff

routinely promotes stories on a range of topics from research findings to innovative outreach programs,

from new patient-OF NB G SOKYyAljdzSa (2 AyaAaKad 2y AaadzsSa akl LI
opportunities for key news media representatives to meet with VCU newsmakers, including visits to

reporters and producers in Washington, D.C. and throughout the region.

5.14.Creative Services

VCU Creative Services provides editorial, print, exhibition and multimedia design, Web development and
design, photography and other creative elements in support of the mission and goals of the university.
For more information, visit http://www.creative.vcu.edu.
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5.15. Recreational and Cultural Opportunities

Members of the University community have the opportunity to attend many scholarly and cultural

activities sponsored each year by schools, departments and organizations. These activities include

lectures, seminars, and symposia in the humanistic and scientific disciplines; concerts, plays and
performances in music, dance and theater at the VCU Singleton Center for the Performing Arts and the

Grace Street Theatre; and art exhibitions in the Anderson Gallery. Announcements about scheduled

events are widely circulated. Many2 ¥ G KS Odzf G dzNIF £ 2 LI NI dzyAGASa | NB
Arts (http://www.vcu.edu/arts).

VCU recreational facilities (http://www.recsports.vcu.edu) also are available to people in the following
groups who purchase a membership: VCU alumni, VCU faculty and staff (all categories); spouses of VCU
students, faculty, staff and alumni members; and employees of MCV Physicians and the Virginia
Biotechnology Research Park.

5.16.Reservation of Rooms for Special Events and Meetings

Monroe Park CampusReservations for non-instructional use of general classroom space during non-
class times, rooms in the University Student Commons, and outdoor facilities on the Monroe Park
Campus can be made through Event Services (http://www.usca.vcu.edu). Non-general classroom space
is reserved by the unit to which it is assigned.

The Office of the Director of the Student Commons coordinates conference activities, including on-
campus housing, meeting rooms, and food.

MCV Campus.Certain lecture and conference rooms may be reserved for special events through the
room scheduling service of the Office of the Vice President for Health Sciences on the MCV Campus, at
828-9594.

5.17.Work/Life Resources

Work/Life (http://www.hr.vcu.edu/worklife/) resources offers services to the faculty and staff of Virginia
Commonwealth University to help balance work and home responsibilities throughout the life cycle.
These services are provided at no charge and are administered through Human Resources. In addition,
VCU is a participating CommonHealth agency with access to many wellness initiatives and resources.

5.18. Business Services
Informk G A2y 2y +/ ! Qa .dzaAySaa {SNBAOSa Aa | @LFLAftlofS ;
E Parking and Transportation (http://www.bsv.vcu.edu/vcupark/):
E Dining Services (http://www.campusdish.com/en-us/CSMA/VirginiaCommonwealth);
2
2

Retail Stores (http://www.bsv.vcu.edu/retailstr); and
Mail Services (http://www.bsv.vcu.edu/MAILSRV).
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6. Emergency Procedures and Information
6.1. VCU Text Messaging Alerts

Sign up for the text messaging system at www.vcu.edu/alert/notify to receive an immediate text
message on your cell phone notifying you about campus emergencies. NOTE: it is important that you
include your full 10-digit cell phone number (i.e., 804-555-1212) along with your carrier information to
sign up for this service. Please ensure that your cell phone account is enabled to receive SMS text
messages. You are not signed up until you have validated your cell phone number. If you experience
problems doing so, please e-mail e2Campus at support@e2campus.com or Vvisit
www.e2campus.com/support.htm and submit a support ticket. Detailed emergency information will be
reported on the VCU Alert Web page and/or sent to your VCU e-mail account.

6.2.VCU Alert

Visit the VCU Alert Web page at www.vcu.edu/alert for up-to-date information on:

9 inclement weather and office closing information
9 VCU building status;

9 parking facility status;

9 transit service status.

6.3. VCU/Campus Police

The VCU Police Department (www.vcu.edu/police), which consists of sworn police officers and security
personnel, has jurisdiction on both VCU campuses. VCU Police cars are identifiable by gold reflective
stripes on white vehicles. Services are available 24 hours a day, seven days a week. Notify the
department if suspicious activity is seen. All incidents are investigated promptly. The Victim/Witness
Program coordinator is available to assist VCU community members who are victims of, or witnesses to,
crimes either on- or off-campus.

For emergencies call 828-1234; for the non-emergency dispatcher call 828-1196.

The VCU Police Department is located at 938 West Grace St.

6.4. Campus Security Escort Service

This free services provides security escorts for the safety of members of the university community
traveling to or from university-related activities. This service is provided on campus and in some off
campus areas adjacent to the campuses. The escort drivers wear distinctive uniforms and are in
constant radio contact with police dispatchers. To use the service, call 828-WALK (828-9255) or use one
of the emergency telephones, and present a VCUCard. The service is available on both campuses from 5
p.m. to 8 a.m. nightly.
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6.5. Emergency Response TelephoneRTE)

These telephones are for the VCU community to use when campus police assistance is needed. Outdoor
ERTS are yellow, some with flashing amber lights above them. Indoor ERTS are red wall phones. When
you lift the receiver or push the button, you can automatically give a message to a trained
communication officer. If you cannot give a message, your location is pinpointed on a call directory and
a police officer is sent to your location.

6.6. Sirens

When a siren sounds, an emergency has occurred or is imminent:

1. Ifyouare in a building on campus, remain where you are and seek additional information about
what is happening and how to respond.

2. Ifyou are outside but on-campus, go to the nearest university building and seek additional
information about what is happening.

3. Ifyou are off-campus, do not come to campus, but seek additional information about what is
happening.

You can hear sample warning sirens at these Web locations:

9 Event Alert Wail: www.federalwarningsystems.com/tones/FastWail-2001.mp3
T 9SSyl a! f twwh.fedsralaEningdysdteind.cdm/tones/Steady-2001.mp3

6.7. What to know and do to be prepared for emergencies at VCU

1. Sign up to receive VCU text messaging alerts at www.vcu.edu/alert/notify. Keep your
information up-to-date.

2. Know the safe evacuation route from each of your classrooms. Emergency evacuation routes

are posted in on-campus classrooms.

Listen for and follow instructions from VCU or other designated authorities.

Know where to go for additional emergency information. See www.vcu.edu/alert.

5. Know the emergency phone number for the VCU Police (828-1234). Report suspicious activities
and objects.

»w

6.8. Emergency Preparedness Plan

The Emergency Preparedness Plan (EPP) is a University-level plan intended to establish policies,
procedures and organizational structure for response to emergencies that are of sufficient magnitude to
cause a significant disruption of the functioning of all or portions of Virginia Commonwealth University.
The plan describes the roles and responsibilities of departments, units and personnel during emergency
situations. The EPP addresses each type of emergency on an individual basis, providing guidelines for
the containment of the incident. For more information please contact VCU Facilities Management,
Office of Planning & Design at 828-7008 or see http://www.fmd.vcu.edu/planningnew/planning.htm.
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6.9. Emergency Response

6.9.1. Office d Environmental Health & Safety
(http://www.vcu.edu/oehs/)

Throughout VCU, thousands of students attend classes over the course of a day. Many times, especially
in the evenings, classroom instructors are the only VCU staff on the scene when emergencies occur. It is,
therefore, critical that faculty be aware of and comfortable with their role in such situations.

Like any effective plan for dealing with emergencies, preparations taken in advance of the emergency
are the key to minimizing danger and loss. Each new class of students needs to be informed of
procedures for reporting emergencies, evacuation plans, and exit routes from buildings. This includes
pointing out locations of emergency phones, fire alarm pull stations, and fire extinguishers.

6.9.2. Assessing Risk

In addition to being aware of emergency procedures and informing students of emergency plans at the
beginning of each term, faculty must also be aware of any students with special needs. Instructors need
to assess their classes to determine if any students will require special assistance in emergency
situations. Again, planning in advance will help prevent confusion and chaos once emergencies occur.

Students requiring assistance during emergencies include anyone with conditions that affect the ability
to detect alarms, identify exit routes, or evacuate by established exit paths. Once identified, students
requiring assistance can be informed of the plan of action they will follow during emergencies.

6.9.3.Emergency Assistance for Disabled Persons

Disabled persons should be instructed to proceed to the nearest exit or stairwell. They should be
instructed to remain in the stairwell while help is summoned. A volunteer may stay as long as possible or
until assistance arrives. Faculty should note the exact floor level where the disabled person is left
waiting, and should personally locate Richmond Bureau of Fire or VCU Police personnel immediately
upon leaving the building. Fire or police personnel should be notified of the exact stairwell and floor
level where the disabled person is waiting.

Uniformed fire personnel respond to every fire alarm on campus. Once notified, fire personnel will make
immediate efforts to reach the disabled individual.

Please be sure that once in the stairwell, disabled persons are not blocking traffic in the stairwell. In
addition, the stairwell doors must be shut. If the disabled persons cannot be taken to a stairwell, or if
leaving them there creates a traffic jam, they should be instructed to proceed to the closest room to the
stairwell. They should be instructed to remain in the classroom with the door closed. The exact room
number needs to be given to fire personnel immediately upon exiting the building.

Always reassure the disabled person that help is being summoned and should arrive as soon as possible.
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6.9.4.Power Failures

In cases of power failure where the building must be evacuated, disabled persons should be instructed
to proceed to the nearest exit or stairwell. They should be instructed to remain in the stairwell while
help is summoned. A volunteer may stay as long as possible or until assistance arrives. Faculty should
note the exact floor level where the disabled person is left waiting, and should personally contact the
VCU Police by emergency telephone. The VCU Police should be notified of the exact stairwell and floor
level where the disabled person is waiting.

Always reassure the disabled person that help is being summoned and should arrive as soon as possible.
Remember, planning in advance for such contingencies will greatly reduce risk.
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7. Other Policies and Information

7.1. Human Resource Policies

Human Resources maintains a comprehensive list of human resource policies at
http://www.hr.vcu.edu/policies/.

7.2. Inclement Weather/Office Closings

The complexity of Virginia Commonwealth University's operations requires certain essential services to
be provided in times of inclement weather and emergency conditions. This policy allows supervisors and
managers to designate personnel to work when the University is closed officially and provides a uniform
method of handling employee absences and pay continuity during this time.

State government closing and late opening announcements do not apply to Virginia Commonwealth
University. A separate announcement (http://www.hr.vcu.edu/weather.htm) will be made about any
changes in VCU's normal operating status for the Monroe Park Campus and the MCV Campus.
Employees of the VCU Health System follow a separate inclement weather procedure.

¢tKS RSOA&A2Yy G2 Oft2asS GKS | yAOSNBAGE TFT2N AyOf SySy
with senior management. Emergency closing announcements are (1) reported on major area radio

and/or television stations; (2) recorded on the Inclement Weather line at VCU-OPEN (828-6736); and (3)

LR2AGSR 2y +/ ! Qa Ay OhteXSwivihr.va Edu/ietBeNdtn? édthe ¥OU NSt 6

Web site (http://www.vcu.edu/alert/).

7.3. Drug Free Schools and Workplace Policy

The purpose of this policy (http://www.provost.vcu.edu/pdfs/alcoholdrugpolicy.pdf) is to protect the
health, safety, and welfare of members of the University community and the public being served by the
University.

7.4. Conflict of Interest

The Conflict of Interest Policy (http://www.provost.vcu.edu/policies/conflict.html) "guidelines are

designed to provide a framework within which the propriety and advisability of a proposed contract for

research and development can be addressed. The guidelines apply to all employees of Virginia
Commonwealth University." All employees of the University are subject to the provisions of the Virginia

State and Local Government Conflict of Interests Act. In addition, the Act requires persons occupying
OSNIFAY daLRaArAdGAzya 2F (GNHzaldé G2 FAES Fyydz €t {dG1 G
Human Resources provides this form to faculty and staff who meet this requirement.

7.5. Nepotism

State laws regarding conflict of interest govern the hiring of two persons from the same immediate
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family. Generally, no person may hire, supervise, or be in a position to influence the employment
activities of a member of his or her immediate family. Special cases may require individual clarification
from the Board of Visitors, provost, vice presidents, or the University general counsel's office.

7.6. Smoking in the Workplace

In accordance with the Virginia Indoor Clean Air Act, Virginia Commonwealth University provides
reasonable no smoking areas (http://www.hr.vcu.edu/policies/Current%20Policies/Smoking.pdf) in all
University buildings.

7.7. Ethics Policy on Computing

Virginia Commonwealth University provides computing facilities to faculty, students and staff for
activities supporting the mission of the University. The Computer and Network Resources Use Policy
(http://www.ts.vcu.edu/policies/index.html) indicates what is expected as responsible behavior by
those given access to the facilities. The appropriate computing support division will provide practical
guidelines for the application of these policies.

7.8. Campus Maps and Directions

See: http://www.vcu.edu/maps
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