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I. Procedure for Revision of the Faculty Handbook

The following procedure is adopted as an orderlpcess for the initiation, consideration and
implementation of revisions to all sections of fhaculty Handbook (except Section Il). Changes to
Section Il need not comply with this procedure, bah be made by the Board of Trustees and/or the
President of the University.

The University and the Faculty Senate commit tlggiod faith efforts to the process of achieving
agreement on policy issues affecting faculty emplent. However, the Board of Trustees has final
authority and responsibility for the governance aduhinistration of the University.

A. Proposed Revisions

Proposals for revising the Faculty Handbook cambée by the Board of Trustees, the President, the
Provost, the Faculty Senate, the Student SenadeyoCommittee of the University. The procedure
for proposing revisions is as follows:

1. Proposals may be made in the form of texts dedro replace, in whole or in part, some current
expressions of the Handbook;

2. A brief explanation of the reason(s) for propgsihe revision should accompany the proposal;

3. Appropriate governing bodies or committees pgssn such proposed revisions by their own
procedures or by a simple majority vote of thegtmembership of such a body or committee.

B. Complete Faculty Handbook Revision

The entire Faculty Handbook may be revised on ameasled basis, but a least every five years. A
“Faculty Handbook Revision Taskforce” will be cre@tin the following manner: members (3) from
Faculty Senate membership selected by the Presadléme Faculty Senate, and members (3) selected
by the President of the University from Faculty &enmembership or administration, to include the
Human Resources Director. The President of thela8enate and the President of the University
will jointly appoint a non-voting chair. This iohto preclude the Presidents of the Faculty Senate
and University from jointly appointing the entiradk Force.

C. Processing of Proposals
1. Internal Processing
a. Whenever proposals originate as described in Settg Proposed Revisions, they will be
considered by the Faculty Affairs Committee. With@rejudice to its procedures, this
committee, upon receipt of a revision proposal, mlagose one of the following courses of
action:

1) it may receive and transmit it to the Faculty Sewathout change or comment;

2) it may endorse it and attach its endorsement toaotliginal proposal, and then
transmit it to the Faculty Senate;
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3) with the consent of the submitter, it may eithderabr amend a proposal before
transmitting it to the Faculty Senate;

4) if the submitter does not agree to such alteratmmeevisions, the Faculty Affairs
Committee may object to the proposal and attaclebjsctions or revisions before
sending it to the Faculty Senate.

b. The Faculty Senate shall accept or reject thisiom(s) by a simple majority vote of that
body in accordance with Senate Bylaws (See Appéndike Faculty Senate may modify the
proposal and accept the modification, or may retilm® proposal to the Faculty Affairs
Committee for further work or modification. Upon dedty Senate action, the proposed
revisions will be transmitted to the President Bnolvost.

2. Role of the President
a. The President may accept, reject, modify or retthe proposed revision(s).

b. Should the President disagree with the Facuttyag's action, the President, Provost, the
Faculty Affairs Committee and the President of Baeulty Senate shall meet to discuss the
next steps, which may include further study, medifion and/or re-submission of the
proposal to the Faculty Senate. Normally actiomemisions submitted by the President will
be considered by the Board of Trustees at their seheduled meeting.

c. The Board of Trustees will either approve anonprlgate or reject the proposed revision,
concluding the process.

3. Board of Trustees Approval

a. Proposals approved by the President shall bmited to the Board of Trustees at their next
meeting.

b. Before taking definitive action on revision posgls, the Board of Trustees may ask their
Executive Committee to meet with the Presidenti@evice President and Provost and the
President of the Faculty Senate to discuss finalstments in the revised texts.

c. The revision process is concluded in accordavite the action of the Board of Trustees.
This action is either an approval and promulgatioa rejection of the proposed revision.

d. Reuvisions in the Faculty Handbook which are wmered by the Faculty Senate and the

president to be of a non-substantive nature wie taffect upon conclusion of the process
described in section I.C., without the action of fBoard of Trustees. Examples of such

revisions may include:
1) Correction of grammatical or typographical esfor

2) Changes to or new content that is informati@mal not policy in nature; and
3) Changes in document format.

D. Emergency Procedure
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When the President, Provost and the Presidentedfdculty Senate agree that in the best interésts o
Northwestern Health Sciences University a modiftcain the Faculty Handbook is necessary, they
may petition through the President, to the Chaithaf Board of Trustees for a Board review of a
specific change at the next Board regular or spewéeting. It shall be fully at the discretiontbge
Board of Trustees to accept or reject such a pstiti

E. General Rules of Implementation

1. Any revisions of the provisions of the Faculty Haodk will take effect immediately.

2. All members of the faculty shall receive a copytled Faculty Handbook. Prior to their faculty
appointment, potential faculty members will rece@aveopy for review. Continuing members of
the faculty will receive copies of any approvedis@ns.

3. A copy of the Faculty Handbook with current revigowill be available for inspection during
regular hours at the office of the Provost, offifeHuman Resources, Library, and the office of

the President of the Faculty Senate.

4. Proposals under discussion by the Board of Trudtaes no status whatsoever until final action
by the Board has been taken except as describe@ absection 1.C.3.d.
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Faculty Employment Policies and Procedures
Revised July 2002

This Section contains the current employment pedicitnd procedures for the faculty of Northwestern
Health Sciences University. Where a term and/ovigion of an individual contract of a faculty meanb

are inconsistent with a provision of this Facultgrntdbook, the provision of the individual contracals
prevail.

Replaces page 41 except for Section IV: Non-Disorination Policy/Equal Opportunity.
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II.  Non-Discrimination Policy/Equal Opportunity

It is the policy of the Board of Trustees that Nevestern Health Sciences University does not
discriminate on the basis of race, color, religioational or ethnic origin, age, gender, maritakist,
sexual orientation, political affiliation, disalilj disabled or Vietnam or other U.S. veteran stastatus
with regard to public assistance, or any othermigcivhich cannot lawfully form a basis for an adsioas

or employment decision. The University is an eqapportunity employer. This policy covers
administration of the University's educational, e@gh and clinic policies, admissions policies,
scholarship and loan programs, athletic and studegdnizations and events, employment, and other
University administered activities.
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[Il. Definition of Faculty Status

The faculty members are individuals who, throught@axtual arrangements, participate in the creation
modification, and/or delivery of the University'sircicula, provide care to patients and clients lof t
University, or conduct research. Faculty appoimtisievill be to the following categories: rankedjuadt,
resident, or emeritus. Ranked, full time and mta rfaculty members (at least 0.5 FTE) participate
University governance in accordance with the rafebe institution, and hold one of the followingaalemic
ranks: Instructor, Assistant Professor, Associate#feBsor, or Professor. Adjunct faculty, residessl
emeritus faculty do not hold academic rank andatgatrticipate in faculty governance.

A. Ranked Faculty

1.

Instructor

An instructor must have either a baccalaureateher required degree for his/her area of
instruction, and/or certification status and/omgilility in a specialty area. He/she should also
have at least three years of practical experiemdgésiher area of specialization. Use of this rank
is restricted to positions of limited responsigiiit areas of teaching, research or patient care.

Assistant Professor

Assistant Professors must have at least a masdtgige or higher in their discipline or in a clgsel
related and/or relevant discipline (e.g. DC, MD, ,0n¥M, DDS, MOM, MAc, MLS, MEd) and
should exhibit evidence of potential for excellerineteaching, patient care, research or other
scholarly activity.

Associate Professor

Associate Professors must have all the qualifinataf Assistant Professor as well as seven (7syear
of successful teaching, professional practice,canmdsearch experience and evidence of scholarship
or advanced study. An Associate Professor willxpeeted to make special contributions to teaching
and learning, or research, and demonstrate evidgnefessional growth and continuing promise.

Professor

Professors must have a Doctoral degree in thediptiige or in a closely related and/or relevant
discipline, plus an additional five (5) years obdRing, professional practice and/or research
experience for a total of twelve (12) years relgteafessional experience. A professor shall have
proven leadership in their field of specializatard evidence of distinguished achievement.

B. Adjunct Faculty

1.

2.

Lecturer

A lecturer is an individual with special preparatia a specific field who teaches less than haikti
per trimester for the term of the contract. Theguith have the qualifications at least equal to an
Instructor or Assistant Professor.

Visiting Lecturer
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A visiting lecturer is an individual with speciatgparation in one or more areas, but who provides
instruction in specific components of courses withwaving overall course responsibility.

3. Clinical Outreach Faculty

A clinical outreach faculty member is an individuegho does not provide instruction on the
University campus, but who serves as a preceptahéoDepartment of Clinical Education.

4. Affiliate Faculty

An affiliate faculty member is an individual whoseaployment is with a person or organization that
is affiliated with Northwestern Health Sciences \gmsity by contract. Said person shall carry the
title as a courtesy of the affiliation relationshipd shall be entitled to only those benefits gints as
are specified in the affiliation contract. Any bumenefits or rights shall continue only so longhes
affiliation exists. Affiliate faculty shall not bemployees or agents of the University and may not
hold themselves out as such.

5. Continuing Education Lecturer

An individual recognized as having expertise inpectlized area that teaches in courses or
programs offered through the Continuing Educatiepadtment of the University.

6. Associate Clinic Faculty

An individual holding aprofessional degreer certification who is licensed or registerei
applicable (or in the process of being licensertgistered) and provides patient care/andlinical
instruction in a clinic of/or affiliated with theruversity. Any compensation and/or benefits must be
specified, in writing, prior to appointment.

7. Research Associate
An individual appointed to a research positiond@pecific period of time or project.
8. Visiting Professor

An individual who holds or has held professoriaikdAssistant Professor, Associate Professor, or
Professor) at another institution of higher edwecair has accomplishments that are considered
equivalent and who is appointed to teach and puptiuer duties at the University for a limited
period of time. Such time will be agreed upon hniting between the Visiting Professor or scholar
and theProvost after consultation with the division dean, directmr chair. The process of
appointment shall be made by the President aftemmmendation by the department chair, division
dean andProvost Any privileges must be agreed upon in writingpptd appointment.

C. Residents
An individual appointed to a formal residency prgrfor a specific period. Residents are eligible
for faculty fringe benefits except sabbaticals.

D. Emeritus Faculty

A retired faculty member, who is at least 55, hateast 10 years of ranked faculty service, and
whose age plus service total at least 70 years.
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Any member of the University community may initiaEcommendations for appointment to emeritus
status by submitted a written request toRheulty Performance Evaluation Committee (PEC)ipeg
the qualifications of the emeritus candidate. TECRvill make recommendations regarding emeritus
appointments to the Provost no later than Juneofl®ach year who then will make his/her
recommendation(s) to the President no later thae 30. The President shall make recommendations
for appointments to emeritus status to the Boarfra$tees at the last meeting of the Board eachlfis
year. The Board shall make the final decisionmerius appointments.
Emeritus faculty members have the following prigés:

1. attend Faculty Senate meetings, as a non-votingagem

2. use the University library;

3. use office space and laboratories as availabl@ssigned by the appropriate administrator;

4. attend University-sponsored Continuing Educationisars (e.g., homecoming) tuition-free;

5. receive chiropractic care, acupuncture, radiograghd laboratory services for self and
dependents (per IRS guidelines) in the Univerdihjas at no cost;

6. participate in University convocations, commencetisieand processionals.

Emeritus faculty shall not be employed by the Ursitg, except on a part-time, term contract basis.
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I\VV. Search, Appointments, Orientation

A. Definitions
1. Appointment Contract

A contract issued to each faculty member covettiggduration of the individual's appointment to
the faculty (e.g. 1 - 7 years). It remains mutublhding, except for salary, rank, and specifiz jo
duties.

2. Academic Year

The academic year for Northwestern Health Sciebo@gersity is September 1 through August 31.

3. Academic Year Agreement

An academic year agreement is an annual lettemidgfsalary, rank and specific job duties for that
academic year.

B. Types of Appointments and Contracts

1. Term Appointment Contract

A term contract covers a designated period nottgreéhan one academic year and automatically
terminates at the end of that period. Such comstratt not confer expectations of further
employment. Re-employment at the end of a ternracinis solely at the discretion of Northwestern
Health Sciences University. The University usemteontracts for part-time adjunct faculty, full or
part-time residents and the initial appointment rfegular full time and pro rata faculty. Term
contracts may also be used in special circumstadersfied by the President or Provost.

2. Fixed Term Renewable Contract

Fixed term renewable contracts cover a designagtb@ from one to seven years, and are
typically offered to regular ranked, full time oroprata faculty. Such contracts confer an
expectation of further employment based on evalnatf job performance in the specific areas of
teaching, research/scholarship, patient care, asimative duties, professional outreach, self-
development and citizenship as negotiated wittDis&n or Provost.

Regular ranked faculty members’ first two appoimirgeriods are for one academic year in length
with renewal based on faculty performance criteriadividuals initially appointed to the faculty
after the beginning of the academic year (i.e.t8aper 1), but prior to the beginning of the winter
term shall be considered to have served a fulleroadyear. Regular ranked faculty members’ third
and fourth appointment periods may be for two acecgears in length, with renewal and length of
contract based on faculty performance criteriabs8guent contract periods may range from 3 to 7
years in length, with renewal and length of contbased on faculty performance criteria.
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3. Administrative Faculty Appointments

Administrative appointments are used for and imbligls with the appropriate academic
gualifications to hold one of the four regular amait ranks and directly administer teaching,
research and patient care programs or activitiegnifistrative appointments are subject to the
following conditions:

a. eligible for faculty benefits;
b. no eligibility for regular faculty contracts sabbatical leave;
c. no vote on faculty governance matters

Administrators who hold faculty status shall halve tight to return to teaching, research or clinic
service positions only if they are qualified fockupositions and the University has a vacant positi
for which they are qualified.

4. Tenure

Northwestern Health Sciences University does remtgenure. The University’s contract provisions
and renewal procedures are clearly defined in BbBve.

C. Search

The appropriate administrator must notify the Riesi that a vacancy or the need for a new position
exists. After the position has been authorizedheyRresident, the selection procedure is carrieé®u
follows:

1. Recruitment of candidates is the responsihilftyhe appropriate administrator in concert witk th
Human Resources Office. The position will be posteernally and advertised in accordance with
the policies of the University and the federal atade governments with regard to equal opportunity
employment.

2. A search committee formed by the appropriatei@idirator will review and verify credentials of
candidates. The search committee will then recaminoandidates for further consideration to the
appropriate program administrator.

3. Candidates identified for further consideratime interviewed by the search committee, other
members of the faculty, and/or the administratothef academic unit in which the candidate will
serve. Candidates for faculty positions may aksanterviewed by the Provost and, in the case of
clinical positions, the Clinic Administrator. TirFesident of the University may also be involved in
the interviewing process in special cases, sushitassenior appointments involving administrative
responsibilities.

4. The chair of the search committee will make antd recommendation regarding appointment
including the reasons for the recommendations ¢caftpropriate administrator who then forwards
his or her recommendation to the Provost.
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D. Initial Appointment

The Provost will recommend a final candidate toRhesident. After acceptance of the candidatédy t
President, the Chief Academic Officer or Vice Riesi of Clinical Services will may carry out final
negotiations with candidates regarding appointnaend,establish the precise terms of the appointtoent
the faculty. Following the conclusion of this pess, a final contract draft will be submitted te th
President for final approval and signature.

Initial determination of rank is made by the appiaie administrator of the division and by the ket

at the time of appointment to a ranked faculty fmsi Initial rank is based on academic credestial
(Section lll, Definition of Faculty Statysprior service credit (SectidV.E, Prior Service Creditand
other relevant factors. (See aSection IV, Search, Appointments, Orientgtion

Assessment of academic credentials lies solellgeatliscretion of the University. Acceptable degree
must be from institutions accredited by a regiomatrediting association, (e.g., North Central
Association) or a professional accrediting assiociat(e.g., The Council on Chiropractic Education),
unless otherwise determined by the University. cligey or library experience must be obtained from
post-secondary institutions similarly accreditenleas otherwise determined by the University. 'fgea
with respect to teaching experience shall meartifo# teaching for a full academic year. Equiveies

or exceptions to any qualifications shall be deteeach solely by the University as approved by the
President.

E. Prior Service Credit

Prior service credit toward advancement in range (Section VI.D. Promotion Eligibility), may be
granted by the President upon recommendation ofCthief Academic Officer or Vice President of
Clinical Services Provost ordinarily at the timeimifial appointment. Credit may be granted oray f
continuous full-time academic faculty service apast-secondary regionally or nationally accredited
institution, professional service in a hospital amademic library, or full time clinical practice or
residency and shall not include time on leave, gxsabbatical leave.

F. Orientation

The appropriate administrator will orient each riaeulty member under his/her supervision concerning
the policies, regulations and procedures of thevéisity and program and the job duties and
responsibilities of the position. The faculty memis provided a copy of the Faculty Handbook, the
current University Catalog(s), Student Handboolgadizational Chart and, if appropriate, copieshef t
Clinic Handbook. These handbooks and other mé&tesigpersede any oral or written representation,
promises or statements made by any University paso Continuing orientation will be a shared
responsibility between the faculty member and kis#lupervisor.

G. Employment of Relatives

The basic criteria for employment and promotion adf University employees are appropriate

gualifications and performance. Relatives of aurremployees may apply and, if qualified, will be

considered for employment at Northwestern Healtari8es University. No person will be assigned to a
department or unit under the supervision of a ivadaivho has or may have a direct effect on the
employee’s compensation, promotions, demotions|uatians or other conditions of employment.

Relative is defined as spouse, parent, child/akiidbrother, sister or any of these relationships b
marriage.
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(Proposed revisions in Section IV, C through G weradded January 29, 2006)
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V. Personnel Records

It is essential that there is adequate and detddedmentation supporting actions involving eadividual
especially any actions pertaining to appointmerairotion, contract, layoff, and dismissal. The \é@nsity
maintains an Official Personnel File for each facalember.

Examples of documents that may be included in &athty member's Official Personnel File:

Letter of application (originals);

Material related to the search process;

Appointment and acceptance letters (original);

Hiring transaction documents, (payroll notias,)

Performance reviews and evaluations;

Payroll change documents (salary increasesamggs, changes in status);

Current University transcript and professioesume;

© N o g s~ w PR

Copies of current licenses/certificates requingthe State of Minnesota.

This Official Personnel File is maintained in therhbin Resources Office and is the exclusive propsrty
Northwestern Health Sciences University. To proteetconfidentiality of personal or employment-teth
information contained in the Official Personnelefribnly the individual faculty member and Universit
employees carrying out the official functions o tniversity are entitled to access personnel. files

The faculty member may authorize, in writing, pession to access his or her file by a person naotated
above.

Further, the University may permit access to amyicg of such files pursuant to lawful requestsar
hearings or other proceedings pending before symhcges or the courts.

Current faculty and faculty, who have been sepdritan employment at Northwestern Health Sciences
University for less than one year, have the righadcess their Official Personnel File. A writtequest to
review their file may be submitted to the Humandreses Office not more than twice a year. Reviethef

file will be made during normal business hours &ntthe presence of an employee of the Human Res®urc
Office.

The faculty member may obtain copies of materialthée Official Personnel File by contacting the Hum
Resources Office.
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VI. Evaluation of Faculty Performance

The evaluation process is a means to appraisetyaperformance, and is the basis for decisions
regarding continued employment, term of contragintompensation, promotion, and sabbatical leave.

A. Annual Performance Plan

The Annual Performance Plan (APP) is based on acjpatory process in which an individual
faculty member reaches an agreement with his/hegrsisor(s) regarding performance expectations
and work assignments for the upcoming year. Thigually agreed-upon plan is the faculty’s
workload statement and will form the basis for tiest FPA.

B. Faculty Performance Appraisal

In the annual evaluation process, the faculty merabd the supervisor(s) will meet to discuss goals
and achievements of the past year as agreed ke iprevious APP, and determine goals for the new
academic year. The methods used to evaluate yapalformance will include, as applicable, a
review of the faculty portfolio, APP, self-ratings the FPA, supervisor(s) ratings, peer ratings, an
student evaluations using current University agalainstruments as designed and approved by the
Faculty Senate. A written summary, signed by theulty member and supervisor(s), will be
distributed to the faculty member, supervisofPEC and the official personnel file.

C. Evaluation Process for Contract Renewal & LengthMerit Compensation, Promotion
and Sabbatical Leave

1. Initiation of Evaluation Process

a. Contract renewal and length — Human Resourcesiideent determines eligibility and
notifies the faculty member, the Chair of the Perfance Evaluation Committee (PEC)
and the appropriate supervisor(s).

b. Promotion - Human Resources Department detesattime minimum time in rank has
been achieved for consideration of promotion artifias the faculty member, the Chair
of the Performance Evaluation Committee (PEC) &edappropriate supervisor(s). The
faculty member initiates the request for considerabf promotion by notifying their
supervisor in writing, with a copy to the PEC.

c. Sabbatical Leave - The faculty member shaliatgtthe consideration for a Sabbatical in
writing to their supervisor with a copy to the PEC.

d. Merit compensation — Process to be developed.

2. The Performance Evaluation Committee (PEC) reilliew the contract renewal, length, merit
compensation promotion or sabbatical leave request. When a dhemgent exists between
faculty member and supervisor regarding contracigethe faculty member can submit a formal
request for an extended review by the PEC. The WH@enerate a formal recommendation to
the Dean, Provost and President.
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3. Recommendations of the PEC and a summary ofamiénformation will be forwarded to: the
President, the supervisor(s), the faculty membet #re Human Resources department by
December 15.

4. The supervisor(s) and/or Dean/Director will evithe PEC recommendation and forward their
recommendation to the Provost by January 10.

5. The Provost will review the materials and pregisecommendations, seek additional counsel, if
necessary, and submit a recommendation to thed@reédiy January 15.

6. The President will review the recommendationsifthe PEC and the Provost to make the final
decision. The final decision will be forwardedtbe appropriate Dean, Director, supervisor(s),
the Human Resources department, and the facultyomeby February 1.

D. Promotion Policies
1. Promotion Eligibility — Time in Rank

Faculty having regular notice contracts may bel@égor promotion following minimum time-in-
rank, and demonstration of high achievement, scéitfmand service.

To be eligible for consideration for a first promot a ranked faculty member must have a
minimum total of five (5) years of service and/aiop service credit. (See Section IV.E, Prior
Service Credit).

Consideration for subsequent promotions may beestgd after a minimum of five (5) years of
service at the present rank, except for the rangrofessor, for which an individual should have
no less than seven years of service at the ranksafciate professor.

A year of service means that the individual haflikd the duties and responsibilities of a fufit
ranked faculty member for a full contract year attNwestern.

2. Procedure for Promotion Decisions

a. Requests from faculty for promotion of shalldodmitted to the Faculty’s Supervisor and the
Performance Evaluation Committee (PE@)or before JulyL5 of the academic year preceding
the anticipated date of promotion.

After minimum time in rank demonstration of highheavement, scholarship and service, the
faculty member initiates the promotion process bpngtting a written request to their

supervisor prior to the annual review. The superwll review with the candidate their current

status and progress. The supervisor will enteridgiewrreport of this meeting in the faculty’s

application file. The supervisor will also sendwaitten recommendation regarding the
promotion to the PEC, Provost, and President.

b. The candidate will complete a written applicatan a form provided by the PEC. In addition,
the applicant shall provide a portfolio supportihgir professional achievement, growth and
service in regards to the Evaluation Criteria tistethe FPA/APP Procedure Manual published
by the PEC, and shall provide authorization foiaenof the personnel file.
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c. The PEGwill not accept applications for promotion from f#ty members who have not served
a minimum time in rank, or who have received teaghaontracts.

d. The PEC has the prerogative to request an iewerwith the applicant concerning their
application for promotion. The PEC will submit theiritten recommendation to the supervisor,
Provost, and the President. Each academic adraboistwill, in turn, make their own written
recommendation regarding the promotion request.

1) Favorable recommendations move the petitiondaivio the President who will review
the application and recommendations and make tiaé diecision. Promotions shall be
communicated to the applicant and the Universitywooinity within 30 days of the
President’s decision. They shall be communicatethé¢ University community in
relevant University publications.

2) Any adverse recommendations will stop the fodvarogress of the promotion. The
applicant will receive a letter from the PBC whichever administrator has made the
adverse recommendation. The candidate will re@mMavitation to meet with the PEC
or administrator to discuss the concerns leadinigestoppage of the application.

3. Appeals of Promotion Decisions

The applicant may appeal an adverse promotion reeordation after first meeting with the PEC or
administrator who issued the adverse recommenddtipurpose of the meeting will be to discuss
the reasons for the adverse recommendation. Sudrgeiguthe meeting the faculty member may use
the Review and Grievance Procedure (See SectiortX&ppeal the decision. In these cases the Ad
Hoc Grievance Committee will forward their own reooendation to the PEC, all involved
administrators, the Provost, and the PresidentPresident will render the final decision.
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E. Summary of Due Dates for the Contract Renewal Frcess

Action

Responsibility

Due Date

Notification to faculty member, dean and PEC for
contract renewal

Human Resources

September 1

FPA / APP review, and summary forwarded to th
PEC.

(See FPA / APP Procedure Manual for review
dates.)

When a disagreement exists between
the faculty member and the supervisor,
the faculty member will supply to the
PEC additional information as requested

b Supervisor and faculty
member

Septembel5

Performance Evaluation Committee (PEC)
recommendation and summary of relevant

Faculty PEC members

December 1%

information
Dean/Director Dean/Director January 10
Supervisor recommendation Supervisor
Provost recommendation Senior Vice President | January 15
and Provost
recommendation
President's decision for contract renewal. Presiden February 1
Notification of non-renewal to faculty member President/HR February 1
New contract issued to faculty member Human Resources August 1

New contract academic year start date

Human Resources

September 1
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VIl. Separation

At times, Northwestern Health Sciences Universityndividual faculty members may find it necesstry
sever their contractual relationship because oh swatters as voluntary resignation, retirement,-non
reappointment, layoff, termination or dismissaldause.

A. Resignation

A faculty member employed on a term contract majgreprior to the end of the term only with the
consent of Northwestern Health Sciences University.

A faculty member employed on a probationary or k@gaoontract may resign his/her appointment if
written notice is given to the President or appedprDean or Vice President by the fifteenth (15

of July preceding the first day of the contractrter by the thirtieth (30th) day after acceptantée
appointment, whichever is later in time or, otheswvith the consent of Northwestern Health Sciences
University.

A faculty member employed on a probationary or l@goontract may resign his/her appointment by
providing a minimum of 30-days written notice te tAresident or appropriate Dean or Vice President,
otherwise with the consent of the University.

Retirement

Retirement from active service assignments to thigdusity is the termination of demanding dutied an
scheduled responsibilities for the faculty membkowbecause of age, infirmity, or other valid reeso
has honorably concluded service to the University.

Faculty members are eligible to retire when they arleast age 55, have at least 10 years of ranked
faculty service, and when age and service tofabst 70 years.

. Non-Reappointment -- Regular Contracts Only

The term non-reappointment means that the Uniydnag decided not to renew a faculty appointment at
the conclusion of the stated regular contract term.

Non-reappointment is different from "Layoff" in Siem VII.D, and "Dismissal for Cause" in Section
VII.E., and the procedures in those sections dapply to non-reappointment.

The decision not to reappoint a ranked faculty memid made at the sole discretion of the President.
The President shall act after receiving recomméonakatfrom the Promotion and Contract Committee,
and the appropriate or Vice President of Clinicadvig#es or Administrator of Clinics Provost who lsha
have consulted with the appropriate division deelmic director and department chair, and the
Promotion and Contract Committee.

1. Notice of Non-Reappointment Requirement - Probainary Appointment Contracts
Non-reappointment of probationary Term Appointmemttracts is set forth in section 2.2.2 Notice
of non-reappointment of probationary contracts rivesgiven in writing on or before June 1 when a
one-year appointment is involved. When a two-yaapointment is involved, notice of non-
reappointment must be given on or before Marchthetecond year of the appointment. .
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2. Notice of Non-Reappointment Requirement - RegutdNotice Appointment Contracts

Notice of non-reappointment must be given in wgiton or before January 15 of the last year of the
appointment contract. The usual contract yeaois f6eptember 1 through August 31.

3. Proof of Written Notice
Evidence of written notice shall be one of thediaihg:

a. receipt for registered or certified mail dated omefore the date specified for notice of non-
reappointment;

b. witnessed hand delivery of the notice on or betbee date specified for notice of non-
reappointment.

4. Failure to Provide Sufficient Notice

In recognition of the fact that the foregoing netiequirements are intended to provide the faculty
member with sustained income for a period of tint@levseeking to relocate employment, if
Northwestern Health Sciences University fails tovte sufficient notice as prescribed, the faculty
member shall be entitled to receive extended empoy for a period equivalent to the time period
by which the notice is deficient, or, at the ditiore of Northwestern Health Sciences Universitg, th
faculty member may be given severance pay in anuamequivalent to the salary the faculty
member would have been entitled to receive for @ogeof time equivalent to the period of
deficiency based upon the academic year base satahacademic year FTE assignment of the
faculty member during the contract period whenibiice is given. This provision shall not apply if
the notice deficiency exceeds ninety calendar dagsin such case, the faculty member shall be re-
employed for the next succeeding academic year aviiTE assignment not less than the FTE
assignment of the preceding academic year.

D. Layoff

Layoff is a severance action by which the Univgrgtminates the services of a faculty member kefor
the expiration of his or her current contract, withprejudice as to his or her performance. Resafon
layoff are:

major changes in curricular requirements, acadenoigram, division or department;

enrollment or financial emergency;

financial exigency.

1. Changes in Curricular Requirements, Academic Prgrams, Divisions or Departments in
Whole or in Part

Layoff of a faculty member may occur as a resulh afiajor change, including discontinuation of a
curricular requirement, an academic program, dimisor department in whole or in part. The
appropriate Dean or Vice President shall make @sion such major changes in consultation with
the appropriate council or committee.

Ranked full-time faculty with Regular Notice Apptiment Contracts laid off under a program
change, etc. will receive three hundred sixty-{i385) calendar days notice from the time of a final
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decision by the Board of Trustees and official cetio the faculty member to change or eliminate a
program.

Ranked faculty with Probationary Notice Appointm@&@untracts laid off under a program change,
etc. will receive 90 calendar days notice fromtthre of a final decision by the Board of Trustees
and official notice to the faculty member to chamgeeliminate a program. When feasible, the
University will end such programs and the facultgmber's employment relationship with the
University at the end of an academic term.

Faculty members laid off under this section hawedhme recall rights as those under Enroliment
Emergency or Financial Emergency or Exigency asefted in Sections VII.D.2 and VII.D.3.

2. Financial or Enrolilment Emergency

The President may decide that a state of financiahrollment emergency exists such as when there
is an unexpected drop in total full-time studentoment brought about by outside factors. To
implement such an emergency state, the Presidittéka these steps:

a. meet with the officers of the Faculty Senate ardvlanagement Committee and review the
data and institutional plan for action

b. give the Faculty Senate a reasonable time, ije.(1@) working days, to respond to the
problem and plan, with agreement or constructiterratives to the problem

c. after that consultation, implement the plan usingsting faculty and institutional
committees with procedures and process outlinedection VII.D.4 of this Faculty
Handbook.

3. Financial Exigency

Financial Exigency is defined as a rare and seiiimgtifutional crisis. It is defined as the crtic
pressing, or urgent need of the University to repitd monetary expenditures.

Before any faculty members are terminated becafifi@amcial exigency, the Board of Trustees

must determine that financial exigency exists. s8ghbently, the faculty shall be represented in
administrative processes relating to program rewzg#on, or the curtailment or termination of

instructional programs due to financial exigenaytigh the Academic Affairs Committee and the
Promotion and Contract Committee. The Facultyl sta@lnecessarily be represented in individual
personnel decisions; the President and the Boafdustees shall have final authority in all matters
related to financial exigency.

4. General Procedures Regarding Layoff

When circumstances necessitate the terminatioardfed faculty members, efforts will be made to
assist such faculty members to find employmeneeiéth Northwestern Health Sciences University
or elsewhere.

a. If a full-time ranked faculty member with a Patbnary or Regular Notice Appointment
Contract is laid off for reasons of financial orahment emergency or exigency, or changes
in academic programs, etc. in whole or in partremacement for his or her position will be
hired within a period of three (3) years unlessl#ig-off terminated faculty member has
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been offered reappointment. Such offers will inel@iployment conditions comparable to
those held at the time of the layoff. The facuitgmber will have at least thirty (30)
calendar days after written notice to accept tfer off reappointment.

It shall be the duty of the laid off faculty memherkeep the University informed of his or
her current address for purpose of this Sectiod, r@otice sent to the address by the
University shall be presumed received if sent bijifea mail, postage prepaid.

b. Recommendations to the President for layoff of dipefaculty shall be determined by the
Chief Academic Officer or the Vice President ofr@lal Services in consultation with the
Chair of the Promotion and Contract Committee, aypfite Deans, the President of the
Faculty Senate and the Human Resource Directgrostible, the impact of a layoff will be
distributed throughout the University so as to prévthe elimination of any program,
division or department. This principle assumes thductions in enroliment will be gradual
and that other on-going processes of curriculuntuatian will continue. If it becomes
necessary to make exceptions to this guideling, Wik be made in consultation with the
director of the program and the Division Dean imed. In such circumstances, the Vice
President or Dean and the Academic Affairs Commisiieall recommend which program,
division or department should be eliminated.

c. Order of Layoff

In all cases of layoff, the position of the facultbember concerned will not be filled by a

replacement within a period of three years, unthesreleased faculty member has been
offered reinstatement and a reasonable time inhwtacaccept or decline. Once the

division, department or academic program to bectdtehas been determined, layoff of a
particular faculty member shall be according toftllewing guidelines:

1) Voluntary programs will be investigated for niegtiayoff needs first as follows:

a) if a department must get by with one less peiisshall consider retaining all
faculty but on a reduced salary and work load

b) the possibility of voluntary early or phasedrezhents
c) leaves of absence without pay

d) temporary reassignment, full or partial (Norteteen Health Sciences
University will make every effort to find alterne¢i positions for ranked
faculty who have been laid off, if there are opggirior which they are
qualified).

2) Involuntary Programs

Program integrity and liability shall be the cofiirg consideration in all
instances and will remain paramount in all decisiand recommendations for
layoff. Exceptional skill, knowledge or ability thes essential to the operation of
the department or unit, as determined by the @mdrean (or equivalent) based on
established performance criteria will be considek&tien there is no substantial
difference in degree of special skills, knowledge ability essential to the
department or unit, the order of involuntary laysifall be as follows:

Faculty Handbook 21 March 23, 2009



a) Adjunct faculty;
b) Faculty with a one year appointment;

c) Faculty with multi-year appointments will be satered for layoff based
on seniority in accordance with rank and total gedirservice unless a clear
and convincing case is made that program needsatalicother
considerations (see seniority bypass ¢ (2)(d) belothe following order
for layoff will be used:

i. The individual(s) with the least years of serviftdfilment of the
duties and responsibilities of a full-time rankaduity member for
a full contract year) within the college since $itarting date of the
faculty members first regular appointment;

ii. With years of service being equal, the individjal{gh the least
full-time equivalent (FTE) service (lowest worklgadithin the
college since the starting date of the faculty mensffirst regular
appointment;

ii. With years of service and FTE service equal, trdividual(s)
lowest in rank;

iv. With year of service, FTE service and rank equdle t
individual(s) with the lowest degree in rank.

d) Seniority By-pass

Where a faculty member in a department/ discigiregram has been
identified for layoff based on (c) (i-iv) above affte remaining faculty
members in the department/discipline/program ategunalified to instruct

the remaining courses or perform the remaining iGesv in the

department/discipline/program, the provisions oigty shall not apply to
the faculty member identified.

In the event that an individual originally idereidi through least seniority
but declared necessary as in the previous arti@efaculty member to be
laid off from the department/discipline/program Iklie determined with
the next least total full-time years of servicecsirthe starting date of the
faculty member’s first regular appointment.

3) The Human Resource office shall provide the @mpste committees and interested
parties with the official documentation on rankg®s and seniority. Seniority
shall be defined as equal to the number of yearsenfice credit (FTE) that the
faculty member has established for promotion pwegasxcept for prior service
credit.

5. Severance Benefits
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Faculty laid-off without notice due to an enrollmemergency or financial exigency will be eligible
for severance payments paid on a semi-monthly .b&Sesserance payments will be based on the
following formula:

Years of consecutive faculty service Amount of Benefit
2 years or less 2 weeks base salary
3 +years 1 week base salary for each year otserv

The maximum severance benefit a faculty memberm@esgive is 20 weeks of base salary.

Faculty with partial years of service will havettsarvice rounded up to the next highest year for
the purpose of determining the severance benefit

Severance payments will cease when a faculty meislseemployed or hired as an independent
contractor or consultant by the University durihg time he or she is receiving severance
payments.

6. Appeals of Layoff

If the administration issues notice to a partictéiéeulty member of an intention to terminate the
appointment because of reasons discussed in Sestibb.1-3, the faculty member will have the
right to a formal hearing under the Review and ¥anee Procedure. (See Section XV, Review and
Grievance Procedure for Faculty) The issue oftievance shall be confined to procedural issues.

E. Dismissal for Cause

Dismissal for cause is a severance action by wmtthwestern Health Sciences University terminates
its contract with the faculty member for just caus@&ny contract - a term contract, a probationary
contract or a regular contract is subject to actinder this section. Just cause for dismissal st
directly and substantially related to the fitnea éaculty member to continue in his or her preiesal
capacity as a teacher, researcher or clinicianshallibe determined in each instance by the Rnefsid
accordance with procedures outlined below.

Dismissal proceedings may be instituted on thesladghe following grounds:

professional incompetence;

continued neglect of academic, research or clinigtés;

misconduct;

deliberate violation of the rights and freedom elfdfiv faculty members, administrators

employees, or students or patients;

e. conviction of a felony crime directly related tetfaculty member's fithess to practice his or
her profession;

f. failure to follow the canons and professional etlutone's discipline or profession;

g. falsification of credentials and experience;

h

i.

oo op

failure to follow standards of the institution spect to guidelines within this Handbook;
or other just cause

1. Dismissal Procedure
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In every instance dismissal procedures will incltie following steps. Because of the nature of
dismissal, no fixed time can be specified for retidn addition, in cases of serious misconduct,
immediate suspension or discharge may be warranted.

a. Written notice to the faculty member from the appiate Vice President or Dean Vice
President of Clinical Services that a recommenddtio dismissal for cause shall be made
to the President. This notice shall contain atemistatement of the grounds upon which the
recommendation is to be made, and a brief summérnformation supporting such
grounds;

b. A reasonable opportunity for the faculty membeamntet with the appropriate Vice President
or Dean Vice President of Clinical Services to enedhis or her defense to the dismissal
recommendation before the recommendation is made;

c. Areasonable opportunity for the faculty membemtet with the President to present his or
her defense to the dismissal recommendation. Tésident may use the Promotion and
Contract Committee to advise him/her if the Pretidéshes.

d. The President will give written notification dimissal to the faculty member.

After receiving written notification of dismissdahe faculty member may request a formal hearing
under the Review and Grievance Procedure. (Sem®edt)

In any grievance involving dismissal for cause, ltheden of proof that just cause exists shall be on
the University, which proof shall be by clear amthwvincing evidence in the record considered as a
whole.

2. Action Short of Dismissal

Following a dismissal procedure, the President ategt to impose a lesser disciplinary action short
of dismissal and that action shall be noted irfdlalty personnel file.

F. Emergency Suspension

Where the situation warrants, the President mag th&ciplinary action without previous citation or
warning. Suspension may also be the temporaryragpa of a faculty member from the University
where it is determined by the President that thiera strong likelihood that the faculty member's
continued presence at the University poses an inatectthreat of harm to the University or to indivéd
members of the University community. Such susjpenshall be with pay and shall last only so long as
the threat of harm continues, or until dismissattuse occurs.

The Promotion and Contract Committee shall servanaadvisor to the President on such matters and
shall be called upon to review cases where thdtjamember questions the decision. The President's
decision after such a review shall be final, suliigan appeal through Section XV.
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VIII. Faculty Rights and Responsibilities
A. Academic Freedom

Statement on Academic Freedom: It is fundamentath® health of an academic institution and
ultimately to the health of a society at large ihdividual persons and groups of persons exethese
responsibility and freedom to search for the tant to speak the truth as it is discovered. lollagial
community, the corporation of the University ingiibn and the members of the faculty, administratio
and student body, bear mutual responsibility ta@se professional competence and to extend to one
another the trust and respect which foster an emvient for the exercise of academic freedom.

Northwestern Health Sciences University endorsesptinciples of academic freedom. As a learned
person, each faculty member must recognize thati@eall judge both the profession and the ingititut

by what is said or done in the classroom, clingeiting and in public. Northwestern Health Science
University will honor the following specific statemts on academic freedom and on professional ethics

Faculty members are entitled to full freedom ireegsh and in the publication of the results,
subject to the adequate performance of their @bademic and clinical duties; but research for
financial return must be based upon prior apprbyahe administration of the University.

Faculty members are entitled to freedom in thesotesn and clinic in discussing their subject,
but care should be taken when discussing contriavenatter unrelated to the subject. Faculty
shall present course content which is describethéncatalog, syllabi and clinic manuals and
approved by the administration and by the facudigauise of their collective responsibility for
the curriculum.

University teachers are citizens, members of andghprofession, and officers of an educational
institution. When speaking or writing as citizerfaculty members should be free from
institutional censorship or discipline, but thgesial position in the community imposes special
obligations. As persons of learning and educatioffigers, faculty members should remember
that the public may judge their profession andrtigtitution by their words and actions.
Hence, faculty members should at all times be ateushould exercise appropriate restraint,
should show respect for the opinions of others,slradild make every effort to indicate that they
do not speak for the University.

B. Academic Freedom for Librarians
Academic freedom, as defined in Section VIIl.Aaccorded to all professional librarians becausg the
are often present at the point of student contattt ideas. Librarians should be free from fear of
dismissal or reprisal for carrying out job-relatedks such as those listed below, and particufarly
those duties which are carried out only after ctvason with the faculty, such as a) and b) below:

a. the selection of publications, including determimatof what to discard from an existing
collection and what to accept or refuse from dagnors

b. determination of restrictions on circulation oramtess with regard to library materials;
c. the determination of the degree of prominencearstielving of selected library materials;

d. the issuing of bibliographies that might includetroversial publications; and
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e. the advising of students as to what to read orystud
C. Course Openings

Northwestern University is committed to the devehemt of its faculty. It will provide
opportunities for faculty to grow and participatenew areas of responsibility based on the intgrest
seniority rank and qualifications of the faculty nmzer.

To that end, whenever there is a course openigguese that is - or is anticipated to be - in nefed

a teacher) the opening will be posted internallyatidition, all faculty members will be notified
immediately. Any faculty who has an interest maplg to teach the open course. Selection of the
teacher for an open course will be based on séyimid qualifications.

A similar process will apply to other opportunitiégst may arise for faculty in the University Héalt
Service and Clinics.

D. Code of Ethical Behavior

The “Statement of Professional Ethics” promulgatad the American Association of University
Professors is a reminder of the variety of oblgati assumed by all members of the academic
profession. This Statement, which is adopted asctue of ethics for Northwestern Health Sciences
University, is as follows:

The faculty, guided by a deep conviction of the ttv@nd dignity of the advancement of knowledge,
recognizes responsibilities placed upon them. Tv@inary responsibility to their subject is to seaid
state the truth as they see it. To this end tlexpt@ their energies to developing and improvirairth
scholarly competence. They accept the obligaiioexercise critical self-discipline and judgment in
using, extending and transmitting knowledge. Tpmctice intellectual honesty. Although they may
follow subsidiary interests, these interests mesen seriously hamper or compromise their freeddbm o

inquiry.

As teachers, faculty members encourage the fremipwaf learning in their students. They hold lbefo
them the best scholarly standards of their dis@pliThey demonstrate respect for students indillidu
and collectively and adhere to their proper rolenéslectual guide and counselor. They make every
reasonable effort to foster honest conduct anddara that their evaluation of students reflecs thue
merit. They respect the confidential nature ofréationship between faculty and student. Theyidav
any exploitation of students for their private attege and acknowledge significant assistance from
them. The faculty members protect their acaderaadom.

As a colleague, faculty members have obligatiorst therive from common membership in the
community of scholars. In the exchange of criticend ideas, they show due respect for the opimbns
others. They acknowledge their academic debtssaivg to be objective in professional judgment of
colleagues. They accept their share of faculfyaesibilities for the governance of institution.

As a member of their institution, faculty membeegls above all to become an effective teacher and
scholar. Although they observe the regulationghef institution, provided they do not contravene
academic freedom, they maintain their right toi@zé and seek revision. They determine the amount
and character of the work they do outside theititii®on with due regard to their paramount
responsibilities within it. When considering thaterruption or termination of their service, they
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recognize the effect of decision upon the progrdnthe institution and gives due notice of their
intentions.

As a member of the community, faculty members hheerights and obligations of any citizen. They
measure the urgency of these obligations in thet laf their responsibilities to their students,ithe
profession and to their institution. When theyadper act as a private person, they avoid credtiag
impression that they speak or act for their collegeniversity. As citizens engaged in the pratess
that depends on freedom for its health and integidtculty members have a particular obligation to
promote conditions of free inquiry and to furthebfic understanding of academic freedom.

During all clinical encounters the faculty must adhto the professional code of ethics related to
their disciplines and other relevant institutiopalicies.

1. Faculty Responsibilities

a. Faculty should hold classes and clinics when sdbedduaculty should be available at
reasonable times for appointments and should keelp appointments; faculty should make
appropriate preparations for classes, clinics Arit meetings; and faculty should submit their
grades in a timely manner.

b. The general content of a course or other academgram should be described with reasonable
accuracy in catalogs, syllabi or other written doents and made available to and discussed
with students. The content, objectives and stalisdai evaluation (including the importance to
be assigned various factors in academic evaluatior course should be described by the
faculty member at the first or second meeting.

c. All faculty members must adhere to the regutatiof the University.
d. The faculty member must be fully aware of thetents of the Student Handbook.
2. Professional Boundaries
a. Consensual Relationships
Interactions between the faculty and students athWestern Health Sciences University are
guided by mutual trust, confidence and professicethics. Professional faculty-student
relationships have a power differential betweenlfganembers and students; personal faculty-

student relationships carry risks of conflict ofeirest, abuse of trust, abuse of trust, abuse of
power, and breach of professional ethics.

b. Definitions

a) Faculty, for purposes of this policy only, catsiof all full or part time faculty,
residents, teaching assistants, graders, stafiCieirs, clinic mentors and all other
personnel who teach, evaluate, supervise patiaet @k allocate financial aid to,
employ or guide research by students.

b) Students are all full- or part-time students.

c) A consensual relationship is any dating, rontaiséxual, or marriage relationship.
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d) Position of authority includes but may not bemifed to situations in which the
faculty member makes or is responsible for an eatado of a student for admission,
coursework, patient care, promotions, letters afomemendation, financial aid
(including student employment), research fundimgjisciplinary action.

Faculty members shall not engage in consensudibredhips with students whenever a faculty
member has a professional “position of authoritithwespect to the student in such matters as
teaching a course or in otherwise evaluating, sigieg, or advising a student as part of a
school program. Should a consensual relationshieldie, while the faculty member is in a
position of authority, the faculty member shaliterate the position of authority. Even when
the faculty member has no professional resportsitidr a student, the faculty member should
be sensitive to the perceptions of other studéatsa student who has a consensual relationship
with a faculty member may receive preferentialttrest from the faculty member or the faculty
member’s colleagues.

When a faculty-student consensual relationshiptexis develops a faculty position of
authority with respect to the student must be aaidr terminated. The faculty member
shall immediately disclose the relationship to tblevant chief academic officer and arrange
for termination of the position of authority. Tlehief academic officer, working with the
faculty member, shall make suitable arrangememtth®objective evaluation of the student's
academic, clinic, or job performance and for thetgetion of individual and University
interests.

Any credible allegation of a faculty member’'s faduto avoid or terminate a position of
authority while in a consensual faculty-studentatiehship obligates the chief academic
officer or other responsible person to conduct@mmt and thorough inquiry to determine
whether the allegation is true. Where it is codellithat a position of authority in a faculty-
student relationship exists and the faculty menieslved failed to disclose the relationship
and terminate the position of authority, the claiehdemic officer shall terminate the position
of authority and can impose sanctions againstabelfy member involved.

Persons in violation of this policy shall be subjecsanctions ranging from verbal warnings

to dismissal or termination. Persons who knowinglgke false allegations that a faculty-

student consensual relationship overlaps with &ipnof authority between the two shall be

subject to the same sanctions. It is also posHillethe faculty members involved in faculty-

student consensual relationships may be more \alifeeto allegations of sexual harassment,
including third-party sexual harassment chargessuch cases, representation by University
attorney may not apply for persons in violatiortta$ policy.

E. Offensive Behavior Policy of Northwestern HealttSciences University

Northwestern Health Sciences University affirmsatenmitment to providing an environment for all
employees and students which is free from offensivedegrading conduct or remarks about an
individual's race, color, religion, national or with origin, gender, sexual orientation, maritaltiga
disability, age, or status with regard to publisistsince, political affiliation, disabled or Vietnaor other
U.S. veteran status. Offensive behavior prohibligdthis policy also includes request to engage in
illegal, immoral or unethical conduct.

1. Sexual Harassment
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One specific kind of prohibited behavior is sexbarassment. Unwelcome sexual advances,
requests for sexual favors, and other verbal osiphl/conduct of a sexual nature constitute sexual
harassment when:

a. submission to such conduct is made either exglioitlimplicitly a term or condition of an
individual's employment or education;

b. submission to or rejection of such conduct by aividual is used as the basis for or a factor
in any employment or education decision affectimginhdividual; or

c. such conduct has the purpose or effect of unreblomaerfering with an individual's work
performance or educational experience, or creat@stianidating, hostile or offensive work
or educational environment

While there is an atmosphere of freedom or expyassi the University, it must always be in
conjunction with a responsibility to observe thghts of one another. In such a setting, ther@is n
place for conduct that diminishes, uses, or abaisether person.

2. Investigation and Appeals Procedures

a. Any faculty member of Northwestern Health Scienoesversity who feels that he/she is
being subjected to offensive behavior of any kindutd feel free to communicate clearly to
the offender that the behavior is not welcome dmalilsl also report the behavior to his/her
department chairperson, dean, clinic director,siivi Vice President or the Director of
Human Resources.

b. A faculty member may wish to discuss the situaiidarmally with one of the individuals
designated above. These discussions will be hdimdlla professional manner and kept as
confidential as possible. If appropriate, an atemwill be made to resolve the problem
through informal procedures.

c. Department chairs, deans, clinic directors and VAgesidents who receive a complaint of
offensive behavior from a faculty member, staffstudent must contact the Director of
Human Resources. The complaint should be documerstédoroughly as possible. The
Director of Human Resources shall initiate the stigation, including the formation of an
investigative team.

d. All allegations of offensive behavior will be intiggted promptly, fairly and completely.
The investigation will be conducted by a two-pergesm including one (1) male and one
(1) female. When possible, the team will consighe appropriate Dean or Vice President
of the division and the Director of Human Resourc&he team shall document both the
complaint and investigation as thoroughly as pdssibThe facts of each incident will
determine the response to each complaint. Infoomalisclosed during a complaint will be
held in confidence and will be disclosed only amead-to-know basis in order to investigate
and resolve the complaint.

e. All faculty members found to have engaged in offesehavior will be subject to
appropriate counseling and/or discipline up toiaolliding dismissal.

f. Faculty found to have filed false or frivolous ofes will be subject to disciplinary action.
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g. Discipline or dismissal of a faculty member willléav the procedure outlined in Section
VIILE of this Handbook. The faculty member mayake the Grievance Procedure
outlined in Section XV of this Handbook in respotsan adverse decision.

h. Any retaliatory or intimidating action directed tawd an individual making a complaint
under this policy is prohibited and is defined asaonduct and shall be addressed through
Section VIII.E.

i. Administrative staff and managers will not condafiensive behavior as stated in this
policy and will enforce disciplinary action againéfenders as appropriate.

F. Faculty Rights under the Code of Ethics
The faculty members of Northwestern Health Scietdrigersity are entitled to the following rights:
1. to be treated in a professional manner by studé&dslity, administrators and staff;

2. to assist in curriculum development through sylllmevelopment, course proposals and
input to their respective academic departments;

3. to have reasonable time, facilities, and equipneritilfill their responsibilities in a manner
consistent with the mission and resources of theeusity;

4. to assume the University’s protection in matteraazfdemic freedom and ethical standards;
5. to have routes of communication and informatioadsist in the development of the University;

6. to be given full and impartial consideration in taet of promotion, leaves of absence and
continuing employment:

7. to engage in professional development of skilleyKedge, research and publication;
8. to be governed by a sincere, clear and mutbadling faculty handbook and contract;
9. to have a voice in University governance throkgbulty Senate

G. Violations of Faculty Rights, Academic Freedomad Professional Ethics

Disputes involving a charge that a faculty memlreglsts or academic freedom has been violatedatr th
professional ethics have not been maintained arbet@addressed using the established Grievance
Procedures. (See Section XV) While affirming acaidefreedom as a right, Northwestern Health
Sciences University recognizes that, in some cistantes, the questions of academic freedom become
enmeshed in questions of professional incompetenderesponsibility. In the effort to distinguish
between these sometimes confused issues, the gupinciple is that charges of professional
incompetence or irresponsibility shall not be usedimit academic freedom, nor shall appeals to
academic freedom be acceptable as a shield faegziohal incompetence or irresponsibility.
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IX. Faculty Development

A. Sabbatical Leave

Sabbatical leave is a program whereby eligible edrflaculty may apply for an enrichment leave from
the University for the purpose of undertaking reseawriting, study, advanced degree work, or other
creative endeavors which would not be possiblenduthe course of his/her full-time University
responsibilities.

1. Eligibility for sabbatical leave

a.

b.

C.

a faculty member must be a full-time associategasir or professor;

a faculty member must have served the institutmmaf minimum of eight (8) full-time
contract years. Time on sick leave or militaryvkeaoes not count; faculty must not have
been on sabbatical leave from the University duthee immediately preceding eight (8)
years;

a faculty must have fulfilled all obligations inced from any previous sabbatical leave.

2. Duration and compensation

a. leaves may be requested for one academic termil giafy with full benefits, or two (2)
terms at half pay half benefits;

b. the grant amount depends upon the purpose ofdlie End the amount of outside financial
support the faculty member obtains;

c. during sabbatical leave, faculty may not engage full-time employment elsewhere. If a
faculty member is engaged in activities resultingcompensation, the salary from the
University shall be reduced proportionately, witie exception of tuition grants from any
source which pay for direct educational costs;

d. seniority will continue to accrue while on sablbatieave, however, vacation and sick leave
are not accumulated during the sabbatical.

3. Availability

No more than one (1) faculty member per divisiam lsa on sabbatical leave during any term.

4. Obligations following sabbatical leave

All faculty members receiving sabbatical leavesrarpiired to return to the institution granting the
leave for at least one (1) academic year of foiktiservice, or to refund the full salary and
institutional costs of fringe benefits received hbn leave. The repayment obligation will be
prorated if the faculty member stays less than(bpgear. Any repayment obligation will be due in
one hundred eighty (180) calendar days after thk @inthe leave period or any subsequent,
successive leave periods. A faculty member whaagmerform return-to-service obligations due to
a death or permanent and total disability, or redaoan force, will be released of all repayment
obligations. Within thirty (30) calendar days &wlling the conclusion of the sabbatical leave, tgcul
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members shall present to their Dean or Vice Prasidithe division a full report of activities and
accomplishments during the leave.

5. Application Procedure
The faculty member must submit to their Dean ore\Reesident of their division and the Promotion
and Contract Committee an application for sabbalé@ve on or before December 31 of the year
preceding the academic year for which the sablhagicequested. The application must include a
proposed program of activity in as much detail assiple. (See Section VIII.D. for additional
information.)

6. Review and Approval Procedure - See Section \Evaluation of Faculty Performance

7. Factors influencing consideration of sabbaticdbave applications

a. By Promotion and Contract Committee:

1) eligibility of faculty as established in SectionlXI
2) previous performance record of the applicant;
3) relevancy of the planned activity to the facultymnizer's duties at the University;

4) relevance and applicability of the planned activity the faculty members
Professional Development Plan;

5) likelihood of successful completion of planned atti
b. By Administration:

1) the recommendation of the Promotion and Contracbr@ittee including a review
of all of the factors the committee considered;

2) availability of replacement faculty and fundingrinef;
3) number of sabbatical leaves under review
8. Priority
In the event that there are more sabbatical lesa@snmended than policy or budget allows, the
President shall make the final determination ofravaand the approved recipients shall be placed in

order for the next available sabbatical leave bageoh seniority. If a faculty member never had a
sabbatical they shall be given first consideraliefore those who have.
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B. Professional Leave

1. Purpose

In the interest of professional development, tistitition encourages faculty members to be active
participants within scientific bodies in their digaes. The University may provide professional

leave for attendance at conventions, seminars,shiogs and other worthy endeavors providing it
does not unduly interfere with the faculty membeéuses and assignments.

2. Costs

The University may provide funds to aid in defrayiravel expenses in accordance with established
policies, as the University budget permits.

3. Request for Professional Leave

Like any time away from regular duties, professideave must be requested in writing. The faculty
member shall submit a request to the immediate radtmadtive supervisor providing the following
information:

a. date and time of leave;

b. purpose of leave - attach available informatiorhsag letter of invitation, flyers, brochures,
etc.;

c. consistency with professional goals and objectiresapplicability to University activity;

d. proposed arrangement for coverage of duties whileeave. (These arrangements are the
responsibility of the faculty member, but must ppraved administratively);

e. funds requested from the University in supporhefieave. Detail should be provided.

Chairpersons will recommend to the division dearo whill give final approval. Requests for
professional leave should be submitted as soomssige, usually not earlier than one (1) year or
later than one (1) month in advance. The reviesvapproval process often requires two (2) to four
(4) weeks or more. Faculty should not expect thivéysity to pay increased costs due to a delay in
submission or approval.

C. Release Time

At times the University may agree to a reductioa ilaculty member's work load in order that theetim
subsequently released may enable the faculty metobendertake specific research, major course
revision, curricular revision or other agreed upasks. It is assumed that most faculty members
recognize the responsibility to constantly updagsrtinstructional materials without requiring ieete
time to do so. At times, however, the nature sfrteturing may be such that release time is alésa
Additionally, much of the continuous faculty resgrais normally undertaken within the context of a
regular load and release time is not expected.

Requests for release time must have prior appmivite appropriate Dean or Vice President. The
request should be made in writing to the immedgtpervisor and should include a statement of
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purpose as well as information on how class redpititiss will be met. Requests should be made as
far in advance as possible.

D. Institutional Sources of Support for Research

1. Training

A variety of avenues for development of reseakills are made available to faculty. The Division
of Research provides formal course work in methmgiothrough a four course research sequence
and in re-licensure seminars in clinical researethods. The division advises faculty of relevant
course work at the University of Minnesota. Theavdrsity may provide assistance (e.g., release-
time, tuition) to selected faculty; application d@made to the appropriate Chief Academic Officer.
Supervised experience in clinical research is abl through collaboration or consultation with
research faculty. Instruction in grant writingliskican also be arranged through the Division of
Research.

2. Time

In addition to the personal and professional dgraknt time (twenty percent) assigned to full-time
faculty, faculty are encouraged to apply for redeaelease time. Release time is assigned on a
project-by-project basis, following review and recoendation by the Research Committee and the
Director of Research, and by approval of the appat® Vice President. Research time is also
provided to selected faculty through full or pamte appointment in the Division of Research.

3. Resources
The Division of Research assists faculty in theettgment of funding sources for research. Some
internal funding for student assistants, minor popgint, supplies and travel to research conferences
is available through funds budgeted to the DivisainResearch and other academic divisions.

Faculty members are encouraged to think of theareleproject budget as an integral part of the
research proposal.

E. Course Work for Ranked Faculty

(SeeSection X.E, Course Work for Ranked Faculty Members
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X. Workload Policy and Procedures at Northwestern Health Sciences University

A. General

No single formula for an equitable faculty workloadn be devised for all University situations.
However, a flexible and fair workload policy is iompant to both the faculty and the administration.
Faculty need to be assured that their job assigtsmaake the most of their talents and professional
interests, and the administration must be able éetnstaffing challenges while forwarding the
missions and goals of departments, programs andrttie University. It is the responsibility of the
administration to balance these objectives.

The intent of this document is to provide a reabtsand consistent means of assigning effort in the
seven areas of faculty performance appraisal: htegc research, scholarship, patient care,
administrative duties, professional outreach, delfelopment and citizenship.

B. Statement of Workload: The Annual Performance PAn (APP)

Faculty members and their supervisors need to shatear understanding of the effort expected of
the faculty member (as defined by the Faculty Rerémce Appraisal criteria). That understanding
will be achieved with the Annual Performance Plan.

Before the beginning of every academic year, membéthe faculty, together with their supervisor,
shall develop and agree upon the faculty membenisual Performance Plan (APP). See Section VII
for more information.

The APP provides the faculty member with a spetifeakdown of work activities for the upcoming
academic year. When negotiating faculty assignmenfsgervisors will give the highest priority to
work for which the faculty member is most qualifiaald for work that contributes to the mission,
goals and objectives of the department, prograih tlaa institution.

C. Responsibility of Faculty Members

All faculty members are expected to be at theimpriy area of employment a reasonable amount of
time during the work week for fulfilling their indidual responsibilities and for conducting
institutional business such as meetings with stisgdaculty and/or members of the administration.
Also, part of the responsibility of every facultyember is to advise students on academic matters on
areas pertaining to the faculty member’s assignsaent

D. Definitions

1. Ranked, full-time and pro-rata faculty are theseployees whose contractual job duties
include:

a. classroom instruction consisting of lecture antdboratory teaching and any associated
teaching tasks

AND/OR
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b. clinical care, supervising clinical care, resid@mtruction, clinical consultation (x-ray
reading, laboratory interpretation, specialty exaations), research duties, performing
release time assignments, and certain administradiwties, as well as professional
librarian duties for librarians with faculty contta.

AND

c. service to the University (citizenship) as membafrstanding and ad hoc committees,
task forces, etc. and voluntary to the community.

2. Split Assignment Faculty members are those eyegl® whose contractual job duties include
classroom instruction, research, administration@mlinical service in differing

percentages.

3. Load credit: a unit of effort (hours/week) sfiieci for a course, clinical situation, or special
assignment accepted by the faculty member and tineetsity.

E. Guidelines for Differential Workload Assignments

Each workload shall be negotiated between the #acmember and the department chair (or
equivalent) and approved by the Dean, Provost oivalgnt. It is therefore realistic and fittingath
workloads for faculty members vary from one anotied from term to term or year to year, to meet
the overall mission and goals of the universitygoamns, to create opportunities for individual fagul
members to grow and develop as professionals, andse each individual's strengths most
effectively.

These guidelines represent criteria to be usedeireldping faculty workload assignments for an
academic year. Where specific numbers appear,digeyfy the maximum load credits that are to be
assigned.

1. Faculty members are expected to demonstrate @ffagreed upon areas of the performance
criteria.

2. Where there is no change in full-time equival@fiE), faculty performance assignments
should reflect a consistent workload. If workloaddiecreased in one performance category
(e.g., self-development), then workload should terdased correspondingly in one of the
other performance areas (e.g., teaching and/aergatare).

3. Workload equivalency guidelines for ranked facul

a. Full-time faculty workload will be no greater thaan annual average of 12-load
credits/week per term except as identified below.

b. In an emergency, a faculty member may be askedchtgcademic program, research or
clinic administrator to carry contact hours in esgeof 12 load credits, for which
compensation will be paid on a pro-rated basisuch cases, the additional assignment
is negotiated, and the faculty member may respictiacline without penalty.

c. Ranked, pro-rata faculty follow these guidelinesaading to the time assigned in their
individual contracts.
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d. Faculty may request additional workload beyondrtbhentracted arrangements for which
compensation will be paid as negotiated with tloeiltg member’s supervisor.

4. Full-time faculty workload will average 40 hoyssr week, at least 30 of which are to be
spent at their primary work site, unless otherwisdicated. Pro-rata faculty’'s weekly
workload will be calculated on a pro-rated basig.(6/ time = 30 hours/week, 23 of which
are to be spent at their primary work site). Spksignment faculty’s workload will be
calculated based on the differing percentagesnaé tbetween assignments (e.g., a % time
classroom instructional assignment with a % tini@iadl assignment would be 6 load credits
for teaching and 20 hours of clinical instructiofo calculate workload, the following
generally applies:

a. 1.00 load credit for each hour of student contaxt 28 additional hours of effort
assigned for each:

contact hour of lecture, or
contact hour of primary laboratory instruction tbe first lab section

b. 1.00 load credit for 2 hours of student conganct 1 additional hour of effort assigned
for:

subsequent lab sections

group discussion or tutorials
co-instruction of laboratory sections
residency instruction or supervision

c. 1.00 load credit for 3 hours of weekly efforvatving consulting (i.e., x-ray reading,
laboratory interpretation, and specialty examinea)o

d. 1.00 load credit for 3 hours of weekly effort:fo

development of distance-delivered course contetoaradministration of a
distance course,

practice administrative work as assigned and coniadly described,
administrative release time, or

assigned citizenship, professional development candelf-development
activities

e. Faculty having full-time research assignmentsstmievote the time and effort
necessary to meet all expectations delineateddim gosition descriptions, Annual
Performance Plans and, if applicable, those ofreategencies providing funding.

f. Professional librarians having faculty status sinulevote the time and effort
necessary to meet all expectations delineated éir ghosition descriptions and
Annual Performance Plans, and generally maintdimtg-hour weekly schedule.

g. Department of Clinical Education faculty membersst devote the time and effort
necessary to meet all expectation delineated in plesition descriptions and Annual
Performance Plans, and generally maintain a footy-veekly schedule.

Faculty Handbook 37 March 23, 2009



h.

Full-time clinical faculty must fulfill the regmsibilities outlined in their Fixed Term
Renewable Contract or Academic Year Agreement, and

for chiropractic program faculty working in fee-feervice clinics, maintain
an appointment schedule of 30 hours per week;
for acupuncture and Oriental medicine program tgcumaintain an
appointment schedule of 32 hours per week;
for massage therapy program faculty, maintain groipment schedule of
25 hours per week;
for faculty from other clinical disciplines, maiirtaan appointment schedule
as contractually described; and
For University Health Service faculty, maintain I3durs to include:

patient care and/or intern supervision (25 hours);

clinical instruction; and

office hours

Full-time faculty having part-time assignments the University Health Service
and/or fee-for-service clinics shall be allocatelddd credit for no less than 2 and no
more than 3 hours of patient or client contact. e Tinogram dean may exercise
discretion over this load allocation, with justdicon, depending upon academic
program needs and requirements.

J. Finally, an application may be submitted for soieration and approval by the
administration justifying a request for augmenteadl credit, per term, in the
following circumstances:

Up to 3.00 load credits for a leadership positigpantment of a major
university or academic program committee.

Up to 1.00 load credit for development of a newrselor course web-site,
substantial revision of an existing course, or otneative activity.

Up to 1.00 load credit for assignment to multipbeises with large student
enrollments.

Up to 1.00 load credit for a special, short tersigranent consisting of
between 3-5 hours of effort per week.

Faculty Handbook

38 March 23, 2009



A.

XII. Working Conditions
Inclement Weather

The Board of Trustees or the President of the Usitye or persons acting under their authority, may
close the University due to inclement weather.

Announcement of the closure of the University shaltlisseminated by means of WCCO radio, 830 am,
as well as other local radio and television statioDuring such occurrences, the faculty membes ar
requested to monitor the stations for information.

During such periods of closure, ranked full timel @no rata faculty members shall be considereceto b
on leave of absence with pay. Other special appeint faculty shall be on leave of absence without

pay.
Cancellation of Classes

Faculty may not cancel class for any reason. fHcalty member is not able to be present for class,
he/she must inform the department chair or divisiean as soon as possible. The chair and/or déan w
consider alternative staffing or uses of class tifmnly as a last resort will classes be cancejethé
division dean.

From time to time the appropriate Chief Academiticef may cancel classes to allow other University
use of that time.

Faculty members are expected to make arrangenwintsure that all class material is appropriately
covered. If approved by the division dean, altiveaclass time may be scheduled through the offfce
the appropriate Chief Academic Officer.

Expenditure of University Funds

Members of the Management Committee (Section Il)Asball submit to the Vice President for
Administrative Affairs the names of persons auttestito expend University funds

. Copyright Law Compliance

All faculty of the University shall conduct theictavities on behalf of the University, including toot
limited to any research or writing activities, inch a fashion so as to meet and comply with all the
requirements of the United States copyright lavesragulations (Title 17 U.S.C.).

As a condition of employment, each faculty memigrees to accept responsibility for knowing and
observing the policies and procedures of the utsiit concerning the use of copyrighted material.
the event that a copyright infringement occurs assalt of the acts of faculty member, if the fagul
member is able to demonstrate compliance with dlieypand guidelines of the University, such acts
shall be considered "good faith compliance" bylUiméversity and the employee shall not be requiced t
indemnify the University for any damages, judgmeiots costs which may be obtained against the
University for the acts of the employee.

If, however, an employee willfully, intentionallyjegligently, or without good faith, violates the
copyright provisions, the employee shall be sdialyle for all losses, damages, judgments and absts
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whatever kind or nature that may be incurred. hthe University be named in any legal or equéabl
action arising from such wrongful infringement, teeployee agrees to save, hold harmless, and
indemnify the University against all losses, dansadees (including attorney fees), or other pezslti
monetary or otherwise, that may be incurred asultref such conduct.

Institutional employees desirous of using copiesn@dterial created by others are responsible for
determining its copyright status and should obtaiitten permission from the copyright owner before
using the material except when the "fair use" détstated below are met.

1. Instructional Copyright Guidelines

Faculty members are responsible for knowing ancerobyy the laws concerning the use of
copyrighted material.

Section 107 of the Federal Copyright Law Revisibh9y8provides that "fair use" of a copyrighted
work, including use by reproduction in copies, porposes such as "teaching (including multiple
copies for classroom use), scholarship, or resesrdotan infringement of copyright." The four (4)
statutory criteria, used to determine whether gemade of a work in any particular case is a “fair

use”, include:

a. "the purpose and character of the use, includingtieér such use is of a commercial nature
or is for nonprofit educational uses;

b. the nature of copyrighted work;

c. the amount of substantiality of the portion usedalation to the copyrighted work as a
whole;

d. and the effect of the use upon the potential mddkedr value of the copyrighted work."

2. Agreement on Guidelines for Classroom Copying imNot-For-Profit Educational Institutions
with Respect to Books and Periodicals

a. Multiple Copies for Classroom Use

Multiple copies (not to exceed in any event mosnthne copy per pupil in a course) may
be made by or for the teacher giving the courselgsroom use or discussion, provided

that:
1) the copying meets the test of brevity and sportaasidefined below; and
2) meets the cumulative effect test as defined betow;
3) each copy includes a notice of copyright.
b. Definitions
1) Brevity:
(a) Poetry:

(1) A complete poem if less than 250 words an if pdrd@ not more than two
pages or
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(2) from a longer poem, an excerpt of not more thanvias@ls.

(b) Prose:

(1) either a complete article, story or essay &8 than 2,500 words, or

(2) excerpts from any prose work of not more than 1W0fls or 10% of the
work, whichever is less, but in any event a mininafr00 words.

(Each of the numerical limits stated in (1) and éBpve may be expanded
to permit the completion of an unfinished line ofpeem, or of an
unfinished prose paragraph.)

(c) illustration:

One chart, graph, diagram, drawing, cartoon orupgctper book or per
periodical issue.

(d) "Special" Works:

Certain works in poetry, prose or in "poetic prosdiich often combine
language with illustrations and which are intendethetimes for children and
at other times for a more general audience falttsbib2,500 words in the
entirety. Paragraph "A" above notwithstanding stggecial works" may not
be reproduced in their entirety; however, an excspmprising not more than
two of the published pages of such special work@nmdaining not more than
10% of the words found in the text thereof mayd@aduced.
3. Spontaneity

a. The copying is at the instance and inspiratfdhevindividual teacher; and

b. The inspiration and decision to use the work i moment of its use for maximum
teaching effectiveness are so close in time thaiild be unreasonable to expect a timely
reply to a request for permission.

1) Cumulative Effect

(&) The copying of the material is for only one rsauin the school in which the
copies are made.

(b) Not more than one short poem, article, stosgag or two excerpts may be
copied from the same author or more than three fransame collective work
or periodical volume during one class term.

(c) There shall not be more than nine instancesuoh multiple copying for one
course during one class term.

(The limitations stated in (2) and (3) above shatit apply to current news
periodicals and newspapers and current news sectibother periodicals.)

c. Prohibitions
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Notwithstanding any of the above, the followinglsba prohibited:

1) Copying shall not be used to create or to replacsubstitute for anthologies,
compilations, or collective works. Such replacetmen substitution may occur
whether copies of various works or excerpts areraatated or are reproduced and
used separately.

2) There shall be no copying of or from works intendede “"consumable” in the
course of study or teaching. These include workbpexercises, standardized tests
and test booklets and answer sheets and like catdematerial.

3) Copying shall not:
(@) substitute for the purchase of books, publistieprints or periodicals;
(b) be directed by higher authority;

(c) Dbe repeated with respect to the same item éyséme teacher from term to
term.

4) No charge shall be made to the student bey@nddtual cost of the photocopying.
4. Video

Video taping of television programs for classroose from commercial television programming
should be tested by the above statutory criteridaio use. Before video taping television progsam
for classroom use from a public broadcasting agetfoy institution should contact the local
broadcasting station as to the list of programsiwbkchools may record off-the-air.

E. Conflict of Interest

A University employee shall disclose to his/her ieahiate supervisor all facts and circumstancesalat
to any University transactions, activities, contsaar other dealings in which they are involvedray
become involved on behalf of the University whiclyim directly or indirectly involve them in a dugli

of conflict of interest. Such disclosure shallnbade in writing as soon as is reasonable aftecah#ict

or potential conflict comes to the knowledge of ¢émeployee. A duality or conflict of interests $hmd
deemed to exist at anytime when an interest heltidogmployee, or potentially prohibits or inhikite
employee from exercising independent judgment énldbst interests of the University. A duality or
conflict of interest shall exist, whenever an ergplois a director, president, general manageinilas
executive officer or owns or controls directly ndirectly a substantial interest in any non-govesntal
entity participating in a transaction with the Usmisity.

The immediate supervisor to whom a report of aiguat conflict of interest or potential duality or
conflict of interest is given, shall directly reptine matter to their Dean or Provost or Presideht
shall have the authority to administer the intemsthe University in the situation subject to the
superintendence and preemption of the PresidertharBloard of Trustees.

F. Outside Activities

Employees are required to conduct their activiiedehalf of the University with the utmost goodlifa
and loyalty. Employees may not compete with thévésity or convert business opportunities of the
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University to their personal gain or advantageherdain or advantage of another. Employees may not
convert confidential information or trade secrdtshe University to their personal gain or advaetag
the gain or advantage of others. (See also SextwiB, Faculty Practice Plan)

1. Intellectual Property

It is the policy at Northwestern Health Sciencesvehsity not to interfere with the long-standing
and traditional rights of the employees to writesate, produce or otherwise generate works or
products which are copyrightable, patentable aroohmercial value, on their own initiative. Any
such materials written, created, produced or otisergenerated by an employee shall remain the
exclusive property of the employee, and that pesdmil have the sole right of ownership and
disposition, unless the materials are written,tesbgroduced or otherwise generated "for hire".

All employees engaged in or intending to engaggénproduction of creative works are strongly
encouraged to discuss the University's policy am snatters and to come to a prior agreement with
the Vice President or Dean of their division cona®y the use of University resources.

Materials written, created, produced or otherwisaegated "for hire" are defined as inventions,
creations, manuscripts, or other works or thingeashmercial value which are written, created,
produced or otherwise generated by persons, imgudut not limited to employees, who are:
engaged by the University specifically to writegaie, produce or otherwise generate such materials
or to conduct the research or other activity witidhduced anything included in the material(s); are
released from other University responsibilitiesarder to write, create, produce or otherwise
generate the materials; or, engage a substangiafudniversity resources in the writing, creation,
production or generation of the materials. Anyycmhtable, patentable or otherwise commercially
valuable materials written, created, produced ¢remtise generated “for hire" shall belong
completely and exclusively to the University subjechis policy.

Copyrightable materials include but are not limitedooks, pamphlets, brochures or other printed
materials; films, video or audio tapes; computeogprms or computer-based instructional
materials; musical compositions; and any and glydghtable materials covered by the copyright
laws of the United States or any foreign governnasramended. Patentable works include, but are
not limited to inventions, creations and any aridhahgs patentable under the patent laws of the
United States or any foreign government, as amendddterials of commercial value are any
materials which the University, in its sole diste} determines to have commercial value.

Materials written, created, produced or otherwiseegated pursuant to or under the sponsorship of
an outside agency or governmental grant shall bgestuto the copyright, patent and exploitation
terms and conditions of said grant, contract oeagent. If no such terms and conditions are
stated, then the materials produced by the emplayalebe subject to the terms of this policy.

Employees, who write, create, produce or othengieerate copyrightable, patentable or other
commercially valuable materials using Universitgawrces shall be governed by the following
principles in determining what constitutes subshnse of resources.

The following resources may be used by employeethé&r creative and/or intellectual pursuits at
institutionally authorized levels without accouigtiior "substantial use™ under this policy:

a. personal office space;

b. local telephone calls;
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c. Institutionally supported computer hardware softivare including internet access;
c. library facilities;

d. other employees as consultants.

The following resources, when used by the empldgeethe writing, creation, production or
generation of copyrightable, patentable or comraltycivaluable materials, shall constitute
substantial use of University resources and thel@mp shall keep accurate and detailed records
reflecting his/her use of the resources. Recdrdsilization must include actual hours or quantfy
use and estimated or actual cost or value of essdurce used:

services of University employees

plant and animal specimens;

University supplies including, but not limited tager, copying costs, etc.;

chemical or other laboratory supplies;

long distance telephone calls;

-~ ® a0 T p

"WATS" line telephone calls;

video movie cameras;
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TV studio (personnel and supplies);

postage;

j-  mainframe or other main system computer;

k. computer software, (not supported by the Univeysitgmm films, video/audio tapes;

I. blank diskettes, blank film, blank video/audio tspe

m. any other University resource not included abowveamy resource used at greater than

institutionally authorized levels.

Any employee who is planning to write, create, pic or otherwise generate any copyrightable,
patentable or potentially commercially valuable enats “for hire” (as defined in section XIV.F.1)
while in the employ of the University will submitpoposal to the Dean or Vice President of their
division describing the circumstances under whibk taterials will be generated and the
circumstances under which the University resouncag be utilized, the extent of the utilization, and
the necessity of the use.

The Dean or Vice President of the division will,thim thirty (30) calendar days following
submission of the proposal, make a decision andyniot writing the employee whether the
materials were written, created, produced or otisengenerated "for hire". If the Dean or Vice
President finds that the materials were writteraterd, produced or otherwise generated as works
"for hire", the materials shall then become thepprty of the University according to the terms and
conditions of this policy. The employee shall gssall of his/her rights to the University by a
written assignment and, in the case of a refussigio, does, as a condition of employment, appoint
the President of the University, as his/her atipinefact, to execute an assignment on behalf ef th
employee in accordance with the terms of this poli@he employee, upon such assignment of
rights, shall be entitled to receive fifty perc€b0%) of the net profits (amount received by the
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University less all University costs, attributatidethe writing, creation, production, generatiod/an
exploitation of the materials) derived from any coencial exploitation or dissemination of the
materials.

An employee may offer materials to the Univerditgttwere not generated for hire for the securing
of a copyright or patent and/or the subsequenbéafibn of the materials under University aedfs.
such an offer is accepted by the University, theleyee shall assign all of his/her rights in and to
the materials to the University and shall theredfeeentitled to receive fifty percent (50%) of thet
profits, as defined hereinabove, if any, derivedrfithe commercial exploitation or dissemination of
the materials.

When the University has obtained rights of whatso&ind or nature in copyrightable, patentable or
commercially valuable materials which have beertewj created, produced or otherwise generated
by employee, then the terms and conditions ofgblgy shall be binding upon all parties in regard
to the copyrightable, patentable or commercialjuatle materials until all of the following
conditions have been met:

for a minimum of 10 calendar years from the dataessignment;

b. until such time as the University has recoveredhallexpenses and costs attributable to the
writing, creation, production, generation and/gpleitation of the materials;

c. for so long as the employee is employed by the éfsity plus an additional three (3)
calendar years from the calendar date of cessattiemployment for whatever reason;

d. until the University's copyright, patent or contraghts expire.

2. Policy Revisions

Copyright and patent law is a constantly changireg af expertise. Due to changes in the laws
which may occur, this policy may undergo revisiooni time to time in order to adapt to the
legislative changes or differing interpretationgtaf laws. The policy shall be reviewed annuajly b
the appropriate Chief Academic Officer shall recamudh necessary changes to the President of the
University. All faculty and staff shall receivedgied information on the changes as they occur.

3. Patient Care Outside of the University Clinics

While Northwestern Health Sciences University regglieach full-time faculty member to devote
full-time effort to the University (defined in Semt X, Work Load Policy), licensed healthcare
faculty retain the right to practice outside thaudrsity clinic system during hours over and above
the required 40 hours per week committed to theilvélsity position. Special schedules cannot
normally be anticipated to accommodate outside tippaccommitments. The faculty member
intending to practice outside the University clirdgstem shall inform and demonstrate to the
appropriate Chief Academic Officer or of Clinicaér8ices, compliance regarding non-compete
limitations and other obligations to the Universitjhese limitations include:

a. no practicing within an eight (8) mile radiusrfr the University Campus in Bloomington;
no use of the University name, letterhead, or yway suggesting that the faculty member
is acting as an agent of the University;
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b. no solicitation in any form of patients from thiniversity community or Alumni; nor
practicing in multidisciplinary clinical situationsThe University in no way supports the
faculty member in this practice and no Universdgility or equipment is to be used. The
faculty member must acquire additional malpradtiseirance to cover the additional site of
practice. Proof of additional coverage must bevigea to the appropriate Vice President
and the Human Resource Office on an annual basis.

G. Sale of Employee Created Materials to Universitytudents

Faculty and staff members often create materialshith they hold commercial interests and which
might be used in courses or programs which thdtfaou staff member is teaching or administering fo
the University. It is the policy of the Universitlyat faculty or staff members may require studéemts
purchase materials in which the faculty or staffmher holds a commercial interest for courses taoght
programs administered by that faculty or staff membin this situation, however, the faculty orffsta
member shall assign all income rights for all thaterials sold to the University. Any income thus
received shall be placed in a special fund whickl $hen be made available by application to facult
and staff members in order to promote researcHication or other creative efforts.

H. Fund-Raising Policy

While the University encourages employee fund-ngigin its behalf, proper coordination and approval
is necessary to avoid conflicts and confusion. réfoee, all fund-raising activities conducted omélé

of or in the name of the University by any emplogball be subject to the coordination of the Vice
President for Institutional Advancement. Grantgifis may not be accepted on behalf of the Unityers
unless approved by the Vice President for Instihai Advancement.

Employees may not solicit funds on behalf of angaoization, other than an approved University
organization, on University property, unless priapproval is received from the Institutional
Advancement office. Employees may not sell orcitdiie sale of products on University propertyor
work time other than University approved produttis,sale of which is part of the employee's joliedut
or responsibilities.

It is unlawful for anyone to appropriate to his/legvn use or the use of another the University name,
logo, seal, emblem, or any other trademarks oriceemnarks of the University without the written
permission of the President.

|. Hazardous Waste Disposal Procedure

It is the policy of Northwestern Health Sciencesivarsity to provide employees with necessary
information concerning health and physical hazaofisthe materials used in the operation of
Northwestern Health Sciences University and itsligat clinics.

a. Hazardous substances and harmful physical ageetscim department will be identified by the
department chairperson. Each department list el maintained on file in the Human
Resources Office.

b. Each department using hazardous substances oruhgrhyfsical agents will have available
written information (Material Safety Data Sheetg)liiding effects of over-exposure and proper
conditions for use for each hazardous materialcomplete set of all the University's Material
Safety Data Sheets will be kept in the Basic Seddepartment.
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c. Each department chairperson will ensure that altainers of hazardous substances are properly
labeled including the name of the substance, tkaravarnings and the name and address of
the chemical manufacturer or importer.

d. All employees routinely exposed to hazardous sabstor harmful physical agents while at
work will be trained. Employee training will bevgh by the department chair or his/her
representative upon hire and before the workerssggaed to work with a new hazardous
substance.

e. Employees may review Material Safety Data Sheetisaraffected department. Employees may
also obtain copies of Material Safety Data Shegtedmpleting a MSDS Request form and
submitting it to the Director of Human Resources.

J. Human Subject Policy and Procedure

http://lwww.nwhealth.edu/research/ORAC/index.html

K. Use of the University Name and Seal

The University's name and seal are the exclusiopgpty of the University and consequently, shatl no
be used in connection with goods or services afféng any outside organization without the prior
permission of the Provost or the President. Facaéimbers publish a considerable number of reports
the form of bulletins, circulars, scientific argsl monographs and books, some of which are ctpgdg
and others of which are not.

Material from such recognized publications is, otirse, quotable, and proper recognition should be
given both to the individual author and to the Wmsity in connection with such quotations. Official
stationary may not be used in connection with 'ldatactivities" except with respect to those academ
and scholarly activities of the University. No ogjpor statement relating to outside activities mag the
name of Northwestern Health Sciences Universitpeoattributed to it. The use of official Univeysit
titles for personal gain or publicity is prohibitedthout the written approval of the Provost.

L. University Assumes No Responsibility

The University assumes no responsibility for thenpetence or performance of outside activities
engaged in by a faculty member, nor may any redpibtysbe implied in any advertising with respeot
such activities.
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M. Use of University Facilities and Services for Otside Activities

Except for the use of office space assigned teatiamember and available library services, Ursitgr
facilities and other equipment may be used by faaukembers in connection with "outside activities"
and "outside professional activities" only afteiitien approval by the Dean or Vice President of the
division and the Vice President of Administrativéfaits and the person responsible for operating the
facility or equipment. In all cases, the facultgmber or his or her outside employer or sponsadmpait

the rate established by the University for the oB¢he facility or equipment. Notwithstanding the
foregoing, University facilities may be used byutg members in connection with the academic or
scholarly activities described without being subjéo the requirements of prior approval or
reimbursement.

Faculty members may utilize the services of theesadal staff of their respective department &isisn
the preparation of professional articles, papessews, etc., if such publications are not for proy the
individual faculty member, and such clerical assise does not interfere with official work. In ttese
of a major project for which the faculty member megeive substantial financial compensation, tts¢ co
of preparation must be borne entirely by the irdiial author.

N. Campus Security
1. Campus Security

Northwestern Health Sciences University strivesréate a safe environment for all faculty, statf an
students by providing reasonable security senaoesestablishing procedures for reporting crime on
campus.

The Northwestern Health Sciences University camipugpen from 6 a.m. - 11 p.m. Monday -
Friday and 7 a.m. - 10 p.m. Saturday and SundagurBy service is provided by employees of the
Physical Plant department from 6 a.m. to 11 p.mndéy through Friday and on Saturday and
Sunday from 7 a.m. to 10 p.m. The campus is eleictally monitored at all other times. Escort or
security service is available by calling extensiGa.

2. Reporting Criminal Activity on Campus

Incidents on campus that involve property loss khde reported to the Director of Human
Resources and the Vice President for Administrafiffairs. Theft reports are available in the
Human Resources Office.

Incidents that involve offensive or harassing bérawa violation of Northwestern Health Sciences
University drug and alcohol policies, or a violatiof the Northwestern Health Sciences University
Code of Conduct should be reported as follows:

Staff - Report incidents to your supervisor or the Divectf Human Resources.

Faculty - Report incidents to the Grievance Officer, his/tiepartment chairperson, clinic director,
dean, division Vice President or the Director oftdun Resources.

Students- Report incidents to, the Director of Studentait, the Vice President of Educational
Resources, the Vice President of Academic Affdélirs,University Grievance Officer or the Director
of Human Resources.
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Incidents involving violence or injury should bepogted immediately by contacting the head of
security (Vice President for Administrative Affgirsr local law enforcement officials. Victims of
sexual assault may request assistance from théduédls listed in this section or other appropriate
campus officials in notifying local law enforcemefiicials.

3. Investigation and Disciplinary Action

All reports of criminal activity will be investigatl promptly. In cases of sexual assault, the
University will cooperate with local law authoréiein obtaining and maintaining evidence in
connection with the incident. Victims of violentirnes committed by students or employees of
Northwestern may file a complaint with their immadi supervisor, the Director of Human
Resources, the Dean of Student Affairs, or the YPiessident for Administrative Affairs.

Each complaint will be investigated promptly. Wies of sexual assault may participate in any
disciplinary proceeding concerning their complainin addition, the victim's attorney or other
support person may be present during disciplinesggedings. Victims may request assistance from
Northwestern and local law authorities in prevantimwanted contact with the alleged assailant.
Violent crime victims will be notified in writing fothe outcome of any disciplinary proceeding
concerning their complaint.

Any faculty member, staff or student engaging iimaral activity will be subject to disciplinary
sanctions for misconduct under the applicable phaess in Section VIIILE, of the Faculty Handbook
or Section 6.0 of the Student Handbook.

4. Victims Rights Under Minnesota Law
Victims of sexual assault have the following righteler Minnesota law:

Right to be notified of:
Plea-bargain agreements.
Changes in court schedules, date, time and plasenténcing.
Final disposition of criminal case.
Release of offender from prison or institutionransfer to a less secure facility.

Escape and apprehension of offender.

Right to participate in prosecution:
Right to inform court of impact of crime at preatrand sentencing.
Right to have input in pre-trial diversion program.
Right to object to plea bargain.
Right to request speedy trial.
Right to bring supportive person to pre-trial heguri
Right to attend sentencing.

Right to give written objections to sentence.
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Right to protection from harm:
Tampering with a withess is against Minnesota law.
Witnesses do not have to give their addressesuir. co
Victims have the right to a secure waiting areangucourt.
Employers may not discipline or dismiss victimswitesses who are called to testify in
court.
Right to apply for financial assistance:
Victims may be eligible for financial assistancenfr the state if they have suffered
economic loss.
Victims may request of the court that restitutienpaid.

The Minnesota Office of Crime Victims Ombudsmareddfassistance to crime victims who
feel that their rights have been violated, or wiel that they have been treated unfairly by
the criminal justice system or victim assistancagpams. The OCVO can be contacted at
642-0397.

The Minnesota Crime Victims Reparations Board hesdéquests for financial assistance
from crime victims who suffer an economic loss.e Qrime Victims Reparations Board can
be contacted at 642-0395.
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XIl. Leaves

A. Leave With Pay
1. Regular Holidays

The academic calendar will provide that no facutigmber will be scheduled to work on the
holidays designated by the President of the Unityeexcept where continuous operation of service
is essential (e.g., clinic faculty, librarians).

New Year's Day - 1 day

Martin Luther King, Jr.'s Birthday - 1 day (egtelinic faculty)

President's Day - 1 day (except clinic faculty)

Memorial Day - 1 day

Independence Day - 1 day
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Labor Day - 1 day
Columbus Day - 1 day (except clinic faculty)
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Thanksgiving Day - 1 day

Day after Thanksgiving - 1 day (except clinicuéy)
j-  Christmas Eve - 1 day (except clinic faculty)

k. Christmas Day - 1 day

All full time and pro rata faculty are eligible fpaid holidays (Se&ection Ill, Definition of Faculty
Status.

2. Sick Leave

Ranked faculty assigned to Vacation Group A slatge sick leave at the rate of one-half (1/2) day
per month and may accumulate a maximum of twerly ¢ays of sick leave allowance. Absences
of more than five (5) consecutive calendar days wudiness shall be considered short-term
disabilities. See section XV.A.3. for a brief dission of the short-term disability policy. Ranked

faculty assigned to Vacation Group B will accruekdeave as part of their Paid Time Off Accrual

(see section XV.A.4)

Sick leave will be granted for absences necesditaggersonal iliness or injury, illness of a fagul
member's child(ren), or when attendance at workr afixposure to a contagious disease may
endanger the health of fellow faculty members, othaiversity employees, students or the public.
Faculty are encouraged to make appointments foromaictic, medical, dental or optical
examination or treatment outside their regular waokirs. Abuse of sick leave will be handled
through the University disciplinary process.

Sick leave shall accrue to ranked faculty membargeave with pay, provided that they return to
active service on schedule. However, sick leavé abaaccrue to a faculty member on terminal
leave or leave without pay. Pro rata faculty reed¢iese benefits according to the pro rata amafunt
service being provided in a specific contract year.
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3. Short-Term Disability Leave

Northwestern maintains a short-term disability pang to provide for continued income during
periods of extended illness or injury prior to g for long term disability coverage.

Procedure

a. Short-term disability is defined as any non-pational physical or mental iliness, injury or
disability (including complications of pregnancydatiie normal postpartum period) which
prevents a faculty member from performing the dutié his/her position and requires the
care of a licensed health practitioner.

b. The faculty member is required to provide torti@mediate supervisor verification of
disability by a licensed health practitioner. Nevestern may, at its expense, request an
independent medical examination and may susperefibpayments until the examination
is completed.

c. All regular full time faculty members are eligilio participate in the short-term disability
program immediately upon hire. A faculty memberstnbe actively at work on the
eligibility date to qualify for benefits. Otherwiscoverage under this program will begin on
the day a faculty member returns to active emplayme

d. Elimination Period:

Faculty must be unable to work due to disabilitydqgeriod of five (5) consecutive calendar
days before benefits will be paid under the progréimeick time is available, it must be used
during these five days.

e. Benefits Payable:

(1) 1st month of disability - 100% of basic monthdarnings excluding overtime,
commissions, incentive or bonus payments.

(2) 2nd month of disability - 90% of basic montklgrnings.

(3) 3rd month of disability - 80% of basic montlelgrnings.

f. Faculty may at their discretion use availabék sime to supplement disability payments up
to 100% of basic monthly earnings. Payments irgexof 100% of basic earnings will not
be allowed.

g. No benefits will be payable for disabilities doe

(1) Injuries of sickness covered under any worl@rapensation law;
(2) Intentionally self-inflicted injuries;
(3) Active participation in a riot;

(4) War, declared or undeclared, or any act of war.
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h. Disability benefits will continue until the dagefaculty member is no longer totally disabled
up to a maximum of 90 days.

i. Separate periods of total disability resultingnfi the same or related cause will be
considered one period of total disability unlegsasated by a return to active work for at
least seven calendar days.

j- Upon returning from disability leave, faculty stupresent a statement from a licensed
healthcare practitioner certifying that they areygitally able to assume the essential
functions of the position previously held.

k. A faculty member's seniority continues to accwlgle on a short-term disability leave;
however, vacation and sick leave are not accuntuthieng a disability leave.

I.  Faculty will continue to be eligible for all ineed benefits during a period of short-term
disability leave. Northwestern will continue toash the cost of premiums in accordance
with current benefit policies.

4. Vacation Leave

For the purposes of vacation leave the ranked tiaané divided into groups A and B and their
group membership shall be so stated in their leftappointment and contract.

a. Vacation - Group A
Ranked faculty assigned primarily to classroonirggttare generally assigned to Group A.

These faculty are required to be on campus: 1ndufie days the University is open and
students are in classes or testing; 2) the two ingritays immediately preceding the first day of
class of each term, unless otherwise specifiethr3)ommittee meetings and previously agreed
upon special assignments. These faculty thengeaeted no vacation time. While it is
recognized that much of the time between academiast may be used for course development
and preparation, Group A faculty are encouragedide some of that time for personal
relaxation.

b. Vacation - Group B

Ranked faculty assigned primarily to clinical am$eaarch settings are generally assigned to
Group B. These faculty participate in the UnivgisiPaid Time Off program.

Full time faculty will accrue 27 days per year &F@® Pro-rata ranked faculty will
accrue a pro-rated amount.

Accrual of Paid Time Off benefit begins on theftfiday of employment. PTO will
accrue based on the university fiscal year.

PTO may be used in increments of ¥ hour or more.

PTO will not accrue during a non-paid leave of albse

Paid Time Off can be used for such absences asnagiiness, family needs, illness of
a dependent child, personal business, additiorialdys, etc.

To the extent possible, Paid Time Off must be rstpuaeand approved in advance.
Supervisors are responsible for scheduling PTO imanner that balances the
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operational and service delivery needs of the diejaaat with the time off preferences of
the faculty. The University reserves the rightdémy PTO requests which may have an
adverse affect on its operations. PTO hours takerst be documented on a
Vacation/Sick Leave form during the pay period imak the PTO hours were taken.
Pay in lieu of actually taking time off will not lgganted.

Accrued but unused PTO will be given as separafiag at the termination of
employment. Faculty may not use PTO time in lieaaiice of resignation. The last
day actually worked will be considered the dateagaration from the University.

At the end of each fiscal year, unused accounnbataup to 160 hours will be carried
forward to the next fiscal year. However, this Pfire must be used prior to the end of
the new fiscal year or it will be transferred te ®Bick Leave Only account.

Sick Leave Only time can only be used for persdiradss or illness of a dependent
child after five consecutive days of Paid Time & used.

At the end of the fiscal year, PTO balances in ex@# 160 hours (or less for pro-rata
faculty) will be transferred into the faculty membeSick Leave Only account.

Sick Leave Only will continue to accumulate fronay& year.

Unused Sick Leave Only hours will not be paid ugermination, resignation or
retirement.

Records of vacation leave will be kept in the Qdfi¢>ersonnel File in the Human Resources
Office.

5. Maternity Leave
See Section XV.A.3. Short Term Disability Leave &mttion XV.B.2, Family Leave
6. Bereavement Leave

a. Ranked full-time faculty shall be allowed uptticee (3) consecutive days off with pay for
any one decedent in the event of death in the inateethmily in order to attend memorial
services or to attend to the affairs of the decedenmediate family is defined as: spouse,
domestic partner, parents or parents of spouseadigna natural or adopted children,
grandchildren, siblings, grandparents, or wardbheffaculty member. The faculty member
shall notify the chair or division dean as soompassible if classes or other assigned duties
are to be missed.

b. Upon recommendation of the department chaivicctiirector or division dean, the division
Vice President or Dean may grant the faculty membeation leave or leave without pay to
attend the funeral of other family members or otihese friends.

c. Additional paid or unpaid leave may be grantedgpecial circumstances by the division
Vice President or Dean upon recommendation of ¢épaudment chair and division dean.

7. Civil Leave

A ranked faculty member who is validly subpoenaeduwnmoned to involuntarily appear or serve
as a juror during regularly scheduled work houra jadicial forum, or compelled to appear before a
judicial, legislative or administrative body witlvit power to compel attendance, shall be entitted
receive leave with pay for a period of time necgs&a such appearance if the appearance may not
be reasonably accommodated by rescheduling thiyfaamork hours, as determined by the division
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Vice President. Any compensation received for #mpearance, other than travel and meal

allowances, shall be reported to the division gesident or Dean and shall be retained by the
faculty member. Civil leave shall not be granteddppearances as an expert witness for a party to
litigation. Civil leave must be approved in advaure writing by a faculty's supervisor.

8. Voting

The University encourages all eligible voters tatipgate in the electoral process. Normally, the
workday is structured so that faculty members matge \either before or after their workday. If
faculty members are unable to vote at any othes, tthre University will allow them time away from
their job for the purpose of voting.

B. Leaves Without Pay

Upon application, faculty members may be allowebtdambsent without pay with the approval of their
division Vice President or Dean. Leaves for thlitving purposes shall be considered: illnessamrp
health beyond the limits of paid sick leave; illn@$ a child or parent, birth or adoption of a @¢hiork
experience in education, business or industry;icene a professional organization; advanced study.
Leaves for personal emergencies as determinecelyritversity shall be authorized. Leave requests f
other personal reasons may be considered.

1. Military Leave of Absence

It is the intent of the University to grant milijaleave to employees in the armed services of the
United Statesor for employees who are former members of the drservices, or current
members of the reserve forces of any of the Urfitedes’ armed services. The University will
comply with all Uniformed Services Employment andeRployment Rights Act (USERRA)
regulations.

a. Definitions

1) Academic Year
September 1 — August 31

2) Military Leave without Pay
A period of approved absence during which the Brsity discontinues employees’
pay while they are engaged in military duty.

3) Military Leave with Pay

Employees on military leave for annual trainingeanergency service for the state of
Minnesota, as determined by the proper authorithef state (e.g. Governor),

will receive their normal rate of pay. Pay for tedsaves will not exceed 176 hours
(22 working days).

4) Covered Employees

i). USERRA applies to all types of uniformed seedc The term 'uniformed
services' means the Armed Forces, the Army NatiGard and the Air
National Guard when engaged in active duty forntrag, inactive duty
training, or full-time National Guard duty, the comnssioned corps of the
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5)

Public Health Service, and any other category ofqes designated by the
President in time of war or national emergency.

ii). Minnesota covered employees also include theke are engaged in active
service of the military in a time of emergency tisateclared by the proper
authority of the state (e.g. Governor).

iii). All employees are eligible for a militarydee of absence.

Workweek

A workweek is from Sunday through Saturday andasell on 40 hours. Part-time
employees will hav'e a pro-rated workweek.

b. Procedure

1)

2)

3)

4)

5)

Requests for military leaves of absence must beemadadvance, in writing or
verbally to your direct supervisor, unless givingaice is impossible, unreasonable,
or precluded by military necessity. Either the @&ygpe or their Commanding
Officer may provide the notice.

In general, employees may take up to 5 years oftamil leave during their
employment with the University.

Military leaves do not affect your seniority emphognt classification status.
Employees on military leave will not accrue PTOsamk leave only time during the
period of leave.

Upon your return from military leave, you must subra timely request for
reemployment, together with appropriate documesnatas provided by law to the
Human Resources Department. Employees who takiitarynleave of absence will
be re-employed in accordance with state and fedknral

If you fail to return to work on the date requiredder this policy and you did not
request an extension, your leave may be cancelgéga@ur employment terminated.
An employee who fails to return to work, as reqadibg this policy, will be deemed
to have voluntarily terminated his/her employment.

c. Military Leave Compensation

1)

2)

Employees who are members of the Minnesota Nati@ualrd or military reserve
units are eligible for military leave with pay dogi annual training or active duty for
emergencies, as determined by the proper authofitthe state (e.g. Governor).
Eligible employees will receive their normal ratepay. A maximum of 176 hours
(22 days) in any academic year will be paid undds frovision. Part time
employees will receive a pro-rated payment baseith@n normal work schedule.

Employees on military leave for active duty or faaining or emergency service in
excess of 30 calendar days per academic year vijrnted military leave without

pay.
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3) Employees may use their available PTO balance wailenpaid Military Leave.

4) If the leave exceeds 30 days, then the employeeappticable dependents will
become eligible for 18 months of continued healthednsurance under USERRA.
Employees and/or their dependents that elect ttiregntheir health care insurance
will be charged the regular University monthly pamt of premiums. PTO and sick
leave only time will not accrue during a Militargave.

2. Family Leave

Family leave shall be granted in accordance wigliegble federal and state laws.

3. School Conference Leave

Unpaid leave of up to 16 hours during the schoal ghall be granted to enable a parent to attend a
child's school conferences or classroom activitieeave will be provided only if conference and
classroom activities cannot be scheduled duringwarnk hours.

C. Request for Leave

Leave of any type must be requested in writingrgodhe faculty member's absence, unless emergency
or crisis prevents such request. In the eventradrgency or crisis, the faculty member should astle
request leave orally. Request for leave is subthitb the immediate supervisor unless otherwise
specified. (See also Sections IX.A, Sabbatical ead IX.B, Professional Leave).
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XIII. Fringe Benefits

A. Mandatory Benefits

On behalf of its employees, the University contribies substantial funds toward various
government and other benefits programs. Unless o#éinwise prohibited or required by law, the
University reserves the right to add to, amend, chage benefit providers and/or eligibility and
coverage provisions, or terminate any benefit at antime, in its sole discretion without notice. In
addition to the summary of University benefits prowded below, members of the faculty should
consult the Human Resources Department website faurrent information and policies.

1. Worker's Compensation
In accordance with state law, all employees arar@ts under a Workmen's Compensation policy.

Faculty members who sustain an injury/illness dutime course of their employment must report
this to their immediate supervisor or the DiredbHuman Resources as soon as possible.

2. Social Security

The University participates in the F.I.C.A. (Sock#curity) program. Both the employees and the
University pay fixed social security tax rates atablished by the federal government. Details are
available in the Human Resources Office.

3. Unemployment Compensation

The University participates in the Minnesota Stabeemployment Insurance Program. The
University pays the entire cost of the unemploynoenipensation tax.

4. Health Insurance Continuation

Federal and certain state laws provide some oppbes for employees to continue coverage in
group insurance plans (COBRA), at their own expeafter they either leave the University or in
certain changes in family status. When coverageuthe group insurance plan of the University
ceases, employees will be provided with a Certdicd Insurance Portability as required by federal
law (HIPPA).

B. Other University Sponsored Benefits

1. Health Insurance

Full-time and pro rata faculty are eligible to papate in the health insurance plan of the Unitgrs
subject to the waiting period and other eligibilifyalifications.

New faculty will be provided detailed informatiobaut this benefit as they become eligible and all
members of the faculty will be provided with heaitisurance benefit information on an annual
basis, or more frequently if the need arises.
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2. Retirement Benefits
The University Retirement Plan is comprised of temponents: the Group Retirement Plan and the
Supplemental Retirement Plan. Complete informatégarding both retirement plans can be found
on the Human Resources Department website.

3. Dental Insurance

Full-time and pro rata faculty, are eligible to tmapate in the dental insurance plan of the
University, subject to the waiting period and otéligibility qualifications.

New faculty will be provided detailed informatiobaut this benefit as they become eligible and all
members of the faculty will be provided with heailtisurance benefit information on an annual
basis, or more frequently if the need arises.

4. Life Insurance
NWHSU believes that life insurance is an importaatt of an employee’s financial security and,
therefore, provides life insurance on all eligiblaployees. This coverage also includes Accidental
Death & Dismemberment (ADD&D) that is paid if theath is due to an accident or if an employee
sustains a serious accidental bodily injury.

5. Long-Term Disability
The University provides a short and long-term digglprogram to provide financial security for
full time and pro rata faculty in the event aneats or injury occurs which is not covered by wdsker
compensation or other disability funds

6. Liability Insurance
The University has a general liability policy prded by an acceptable insurance carrier which
covers faculty in their respective duties for theivdrsity. In addition, professional liability and
malpractice coverage is provided for all rankedlisic

C. Institutional Benefits

1. Tuition Benefits for Ranked Faculty and their Families
The University provides tuition remission benefits eligible family members of the faculty and
tuition reimbursement and remission for facultyotigh an Educational Assistance Plan (EAP).

Each employee benefit is summarized below:

a. Tuition Remission for Family Members
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Immediate family members of benefit eligible fagudan enroll in courses with tuition reduced
or waived if they have been accepted for admissiandegree or certificate program offered by
the University.

Family members are defined as a spouse or domegstiner, or children and step-children.
University family members must meet the current iadions standards set forth by
Northwestern Health Sciences University. Tuitiemission benefits are provided based on the
following schedule:

Year of Service % Tuition Reduction
After 1 year 20%
After 2 years 40%
After 3 years 60%
After 4 years 80%
After 5 years 100%

The tuition reduction applies to one (1) beneficiasition per term. However, the tuition
remission may be distributed among more tuitiomstprm if the faculty member so desires.
For example, after five (5) years of full-time seevthe faculty member could elect one (1) total
tuition waiver or two (2) fifty percent (50%) twot waivers per term for family members. Full-
time faculty may accumulate one (1) complete acadenogram tuition waiver for every five
(5) years of full-time service up to a maximum wfot(2) complete programs for family
members.

Pro rata faculty are eligible for tuition waivernedits at one half the rate for full-time faculty
and are eligible for one (1) degree or certifigategram tuition waiver for every ten (10) years
of employment.

In the event of death or separation due to laypsffmanent disability or retirement, benefits can
be claimed at the level accumulated at the timeepfration. In the event of separation for
cause, beneficiaries may complete the currentwéthout penalty.

Tuition remission does not include any fees or otosts required for registration or successful
completion of the program. Audited courses hagestime fees and limitations as courses taken
for credit.

Tuition waivers for family members may be considetaxable income for the employee in
compliance with applicable federal and state land added to the employee’s W-2 form as
taxable income.

Faculty members should contact the Human Resollrepartment for additional information
about the tuition remission program of the Uniugrsi

b. Educational Assistance for Faculty Members
The University has established an Educational fsswie Plan (EAP) for the exclusive benefit of

its eligible employees. It is the intention of tbmiversity that this plan qualify as a plan
providing qualified educational assistance undeéeriral Revenue Code 127 (b)(1), and the
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educational assistance under the Plan be eligislexclusion from the employees’ income
under Internal Revenue Code 127 (a).

Faculty members who have completed 6-months ofragmis employment in a position of at
least twenty (20) hours per week are eligible thraational assistance through the EAP.

Faculty members should contact the Human Resollrepartment for additional information
about the tuition remission program of the Uniugrsi
2. Continuing Education Courses
Ranked faculty members are eligible to receivdotitvaivers for continuing education courses
sponsored solely by and in accordance with thesipsliof the Department of Continuing Education

and the University.

Tuition waivers may be considered taxable incameompliance with applicable federal and state
laws.

3. Academic Regalia

The University provides appropriate academic ragfli faculty for any University event, which
requires such attire.

4. Clinic Services
As provider of health care to the community, ithie policy of Northwestern to make available to its
employees and their dependents reduced cost @utpatire at any Northwestern clinic. A copy of
the policies and procedures may be obtained ikltirean Resources Office.

5. Faculty Book Allowance
The University provides each ranked full-time fagunember with an annual book allowance
toward the purchase of personal books or otherriakteupporting classroom, clinical or research
pursuits. These monies are budgeted annually.alldtenent shall be based on rank with the lower
ranks receiving larger allocations. This prograradministered through the University Bookstore.

6. Bookstore Discounts

Faculty are eligible for discounts at the Univegr&ibokstore as determined by the current bookstore
policies.
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XIV. Compensation Policies
A. Salary Rationale

Northwestern Health Sciences University strivesffer salaries that will attract and hold outstauggli
experienced and highly qualified chiropractors,eststs, educators and others as faculty of the
University.

The University believes that the pursuit of excedke requires creativity, originality and flexibyliend
finds that a fixed or lock step salary schedutmisnterproductive to the goals of the University.

It is the University policy to provide a base sglanthin each faculty rank. The current base salar
schedule may be obtained from the Human Resourfies OWithin each rank, salaries are individually
determined at the time of initial appointment ahdamtract renewal.

Factors which may be used in determining salanekide, but are not limited to: degrees earned;
previous experience both in the educational sedtimdjin practice; additional credentials; avaiigbibf
faculty in various areas, i.e., "the marketplagagrformance on the job, especially as measured by
annual, student, formal or other evaluations; lermjtservice to the University; rank; assessmenhef
faculty member's teaching, research and servictha@oUniversity; availability of funds; and other
relevant factors.

B. Faculty Practice Plan

Licensed clinical faculty in good standing with tliénnesota Board of Chiropractic Examiners, or othe
relevant regulatory state agency, who have noyshlaigeted to the clinic, may engage in patierd car
related services within the University's outpatigittics. Faculty who wish to practice in an ouigat
clinic must request and receive permission fronctiméc director and the Dean or Vice Presidenthef
Division.

Compensation for these faculty members is on tises lmd 40% of the revenue collected when faculty
provide care to patients as part of an organizettal teaching program and 35% when care is peavid
without formal student, intern or resident obseovabr participation. Faculty must follow all pcikes of
the University and federal and state regulatiofiseir patient care and activities are subject tersight

by the director of the clinic in which they are greing. Faculty practice solely at the discretajrthe
University.

C. Payroll Period

Payday is semimonthly on the fifteenth (15th) amel last day of the month. Should payday fall on a
weekend, paychecks will be issued the precedirtnizri

D. Payroll Deductions

Payroll deductions will be made for all facultyrteeet the required federal, state and local takRegroll
deductions may be made with the faculty's consergay for any and all faculty benefits for whittet
employee is eligible and to repay the University doy indebtedness the faculty member has to the
University. Payroll deductions may also be madeafty faculty member who desires to make gifts to
the University on a regular basis, or who wishgsatidicipate in an automatic deposit plan.
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E. Advances

It is not the policy of the University to issue payvances. Under extraordinary circumstances, veye
exceptions may be made at the discretion of the Fiesident for Administrative Affairs.
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A.

XV. Review and Grievance Procedure for Faculty

Intent

The procedures set forth are designed to proteadleswic freedom and contract integrity. As a
general rule, problems between faculty members thadinstitution can be resolved through the
normal administrative structure. When this faflse procedures contained herein are intended to
promote the voluntary resolution in a fair and &ajole manner.

The grievance procedures emphasize mediation, @gsoby which the parties come to voluntary
agreement with the assistance of a neutral parng, @ovide for a formal hearing on issues not
resolved through mediation.

Certain actions by the University are not subjecthie grievance procedure. These actions include,
but are not limited to, appointment or non-re appuoint of faculty with term appointment contracts;
layoff (other than procedural issues); and therdateation that a financial exigency, enrollment or
financial emergency exists. Allegations of offeesibehavior are handled using the procedure
identified in Section VIII.E, Offensive Behavior Ryy.

Definitions
Grievance

A grievanceis defined as a written statement by a faculty bem{grievant) or a group of faculty
members, alleging that there has been (1) a claionedch, misinterpretation, misapplication or a
violation of University policy or procedure as detth in the Faculty Handbook; or (2) a claimed
infringement of the rights of a faculty member,sas forth in the Faculty Handbook, which relate to
compensation, appointment, or reappointment, cohtrgromotion, dismissal, suspension,
reassignment or termination.

Respondent

The respondent is a person or persons alleged tedp®nsible, or who may be responsible for the
violation alleged in a grievance. The term maybed to designate persons with direct responsibilit
for a particular action or those persons with sugery responsibility for procedures and policias i
those areas covered in the grievance.

Grievance Officer

The Grievance Officer, appointed by the presideag central responsibility for administering these
procedures, including acceptance and referral ofpt@ints and requests as well as providing support
to Grievance Advisors (below).

Grievance Advisors

The Grievance Advisors act as mediators and arponsible for being knowledgeable about
University grievance procedures, providing inforimat to faculty members regarding these
procedures upon request and mediating complairga attempt to avert a formal grievance hearing.
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Five Grievance Advisors will be appointed by thedfdent of the University from a list of ranked
full-time and pro-rata faculty recommended by thesilent of the Faculty Senate. Grievance
Advisors will serve three years and may be re-agpdi upon mutual agreement with the President of
the University.

Grievance Resource Pool

The Grievance Resource Pool consists of twelve edrikill-time or pro-rata faculty members
selected by the President of the Faculty Senateom Rhis group, the members of the Ad Hoc
Grievance Committee will be selected when needddmbers of the Grievance Resource Pool will
serve for three years and may be reappointed uptnairagreement with the current President of the
Faculty Senate. Faculty members cannot serve iisébGrievance Advisor and a member of the
Grievance Resource Pool.

Mediation

Mediation is an informal method for grievance resoh facilitated by a grievance advisor.

Ad Hoc Grievance Committee for Formal Hearings

A group of five faculty selected from the GrievarResource Pool (procedure outlined below) to
conduct formal grievance hearings when mediatiam@&iccessful.

C. Grievance Procedure
1. Informal Discussion with Grievance Officer

On or before the twenty-first (21st) calendar dtigrahe occurrence of the event or knowledge
of the event from which the complaint stems, a ltgcmember may contact the Grievance
Officer to discuss their complaint informally.

If the Grievance Officer determines that thereasbasis for a grievance, the Grievance Officer
will submit a brief explanation, in writing, to tlggievant within seven days.

2. Written Grievance

If the Grievance Officer determines that the problmeets the definition of a grievance, the
grievant will be asked to submit, in writing, thetails of the grievance within seven days of the
informal discussion. The written grievance shadatdude: (1) a description of the alleged act or
omission giving rise to the complaint; (2) the Bdsir the complaint, (3) the relief and/or remedy
the faculty member seeks; (4) the address andhtetep number where the faculty member
wishes to be reached; (5) the names of individudle may be called to provide information;
and, (6) other data the grievant deems pertinent.

Grievances that are based on an event or everitedbar between terms, or within 14 calendar
days before the end of the term, must be filed iwifl calendar days after the first day of the
next term. The time period for the receipt of terit grievances may be extended by mutual
consent of the parties to the grievance if a writtetice of intent to file a grievance is received
by the Grievance Officer within the 21 calendar gayiod specified above. Such an extension
usually will not exceed an additional 21 calendaysd
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Within three working days of receipt of the writtgnevance, the Grievance Officer will send a
copy of the grievance to the President of the Usityegand all the parties to the grievance.

3. Mediation

Mediation will be offered to the grievant first. h& Grievance Officer will provide the faculty
member with a list of Grievance Advisors who woblg available to assist with the complaint
resolution process. The Grievance Advisor will meih the faculty member and respondent for
the purpose of reaching an agreement mutually éa&iskepto the parties and in conformance with
the policies of the University.

The mediator's authority does not extend to olbtgionfidential records such as personnel or
payroll records; however, by joint written agreemehe parties may authorize the mediator to
review confidential information.

If a satisfactory settlement is reached throughiatieah, the Grievance Advisor will write a brief
report, which shall be signed by the parties withies given to the grievant, the respondent, the
Grievance Officer, and the President of the Unitgrs

If the complaint is not resolved through mediatieithin thirty days, the mediation shall be

deemed terminated unless by mutual consent, thiepagxtend the mediation period for a
reasonable time. If at any time during the thaday period, the Grievance Advisor believes the
parties cannot reach agreement, the parties shatlohinformed in writing, and the mediation

effort shall cease. Upon termination of mediatithe Grievance Advisor shall submit a written
report to the Grievance Officer detailing the omes of the mediation with copies given to the
grievant, respondent and the President of the Wsitye

If the complaint is not resolved through mediatitime faculty member shall meet with the
Grievance Officer for a review of the complaint atdhat time may request a formal hearing.

4. Formal Hearing

A request for a formal hearing shall be filed b trievant with the Grievance Officer within
seven calendar days after written notice of tertionaof an unsuccessful mediation. The
Grievance Officer will set a date, time and plamethe grievance hearing. The hearing will begin
within 21 calendar days after receipt of the wnittgotice of termination of an unsuccessful
mediation, or within 21 calendar days of the beujigrof the next trimester, at the discretion of
the Grievance Officer.

The Grievance Officer will supervise the formatioihthe Ad Hoc Grievance Committee in the
following way:

a. Determine whether any members of the Grievamrs®iRce Pool should be disqualified
from serving, including being a party to the grieee, being a supervisor to the grievant
and/or respondent, or any other reasonable juiidic for recusal;

b. The President of the Faculty Senate will sdiect faculty members from the Grievance
Resource Pool as the first members of the Ad Hdevance Committee; (Should the
President of the Faculty Senate be a party to tlevance, the Vice-President of the
Faculty Senate will select the two members).
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c. The President of the University will select tfaculty members from the Grievance
Resource Pool as the next members of the ad homittae; (Should the President of the
University be a party to the grievance, the Provabtselect the two members).

d. The Ad Hoc Committee members thus chosen widosk a fifth faculty member from
the Grievance Resource Pool who will serve as cbéithe Ad Hoc Grievance
Committee.

Once the Ad Hoc Committee is formed and a meetatg dstablished, all information relative to
the grievance from all parties associated with gnevance will be made available by the
Grievance Officer to the Ad Hoc Grievance Committeembers, the grievant and the respondent
at least 24 hours in advance of the formal griegdrearing.

D. Procedures for Ad Hoc Committee Hearings

Both the grievant and the respondent will be pdedito have an individual of his/her own choice
from within the University or outside community &@company them to the Ad Hoc Committee
hearing(s). However, legal counsel, even an enggaf the University, may not be present at Ad
Hoc Grievance Committee Hearings.

Both the grievant and respondent will have thetrighobtain withesses and present evidence. The
University will cooperate with the Ad Hoc Grievan€@mmittee in securing witnesses and making
available documentary and other evidence requdstethe grievant and respondent to the extent
possible as determined by the University. Botleynt and respondent will have the right to
guestion witnesses. Where a witness has madeemnstat and cannot or will not appear, but the Ad
Hoc Grievance Committee determines that the intgref resolution require admission of his/her
statement, the committee will identify the witnedisclose his/her statement, and if possible, pi@vi
for interrogatories. The Ad Hoc Grievance Comnaittdll grant appropriate continuances to enable
either party to investigate evidence, or for arhyeotappropriate reason.

In all cases except dismissal, the burden of psbafl be on the grievant.

The Ad Hoc Grievance Committee will not be boundribles of legal evidence or procedure. Effort
will be made to obtain the most reliable evidentbe decision will take the form of findings of fac
conclusions, and recommended disposition of thevgrice. The findings of fact, conclusions and
the recommended disposition must be based solelyh@mearing record, and pertinent University
procedures as set forth herein or in the Facultyddaok.

The Chair of the Ad Hoc Grievance Committee wilegent the committee's decision in writing
within seven calendar days of the hearing to battigs, the Grievance Officer and the President of
the University. The decision shall become findksre appealed.

Faculty Handbook 67 March 23, 2009



E. Appeals

The grievant may appeal a decision of the Ad Hoevance Committee based only on procedural
errors. Such appeals must be filed in writing vtite President of the University within ten calenda
days of receipt of the decision.

Should the President determine that the procecfréisis Section were not properly followed, the
President will remand the case to the Ad Hoc GnieeaCommittee with specific recommendations.

Should the President be a direct party to the grieg, the grievant may file an appeal through the
chair of the Board of Trustees. Only when the idesd is directly involved will such a review take
place. The Board of Trustees (or their designkeall be the sole judge of Presidential involvemant
case of a dispute on the President's involvement.

The Board (or their designee) will review the retand give a final decision within ten calendarsiay
after its next regular Board meeting or after atingecalled for a special reason.

F. General Provisions

The filing of any grievance under the provisionstlis grievance procedure shall not prevent the
University from taking the action complained of bgct however, to the final decision on the
grievance.

Failure at any step of this procedure to commueidhe decision on the grievance within the
specified time limits shall permit the grievantpimceed to the next step.

Failure at any step of this procedure to appeaievance to the next step within the specified time
limits shall be deemed to be acceptance of thesaecrendered at that step.

Extension of time will normally be granted by theigwance Officer or Ad Hoc Grievance
Committee, for good and sufficient reasons (ellggss).

When a complaint substantially similar to a gries@mnder this procedure, has been filed with an
outside agency, court or other decision-making baldg complaint will not proceed through this
internal process, unless there is evidence that sutearing would facilitate resolution of the
complaint. However, any such complaint that hasbiéged and resolved by an outside agency, court
or other decision-making body cannot then be pitesess a grievance.
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XVI.

A.

Grievance and Appeals Procedures for Student @mplaints of Faculty
Violations of the NWCC Code of Ethical Behavior

Complaint Resolution through Mediation

Students who believe that faculty members haveateédl the NWCC Code of Ethical Behavior for
Faculty, resulting in academic injury to the stugemay contact the Grievance Officer to discus# the
complaint informally. This contact must be madeasrbefore the twenty-first (2 calendar day
after the occurrence of the event or knowledgehefdvent from which the complain stems. The
Grievance Officer will provide the student withist lof Grievance Advisors who would be available
to assist with the complaint resolution proceste Grievance Advisor (if requested) will meet with
the student and other involved parties for the psepof reaching an agreement mutually acceptable
to the parties and in conformance with the policethe University.

If a satisfactory settlement is reached throughiatigh, it shall be signed by the parties and giien
the student and all parties, the Grievance Offiaed the President of the University. The Grieeanc
Officer will verify that any agreed upon action Haeen taken. The grievant's agreement to and the
Grievance Officer's verification of the action dhednstitute resolution of the complaint and not
further consideration shall be allowed.

If the complaint is not resolved through mediatwithin thirty days, the mediation shall be deemed
terminated. By mutual consent, the parties magrekthe mediation period for a reasonable time. |If
at any time during the thirty-day period, the Gapwe Advisor believes the parties cannot reach
agreement, the parties shall be so informed inivgriand the mediation effort shall cease. Upon
termination of mediation, the Grievance Advisor Islsabmit a written report to the Grievance
Officer detailing the outcomes of the mediatiofithk complaint is not resolved through mediation,
the student shall meet with the Grievance Officerd review of the complaint and at that time may
request a formal hearing.

Formal Hearing

A request for formal hearing must be filed in wigiwith the Grievance Officer within twenty-one
(21) calendar days after notice of termination led tmediation process. The time period for the
receipt of written grievances may be extended byuaiiconsent of the parties of the grievance if a
written notice of intent to file a grievance is ea@d by the Grievance Officer within the twentyeon
(21) calendar day period specified above. Suclkxaension usually will not exceed an additional
twenty-one (21) calendar days.

The written grievance should include: (1) a desmipof the alleged act or omission giving rise to
the complaint; (2) the basis for the complaint; 8 relief and/or remedy the student seeks; @) th
address and telephone number where the studen¢svishbe reached. Any other data the grievant
deems pertinent may also be included.

Within three (3) working days of receipt of the ten grievance, the Grievance Officer will send a
copy of the grievance to the President of the Usityegand all the parties to the grievance.

The Grievance Officer will supervise the formatiohthe Ad Hoc Grievance Committee in the
following way: The President of the Student Semdteselect two (2) students as the first members
of the ad hoc committee; the President of the Usitse or his designee will select two (2) faculty
members from the Grievance Reserve Pool as thenmexibers of the ad hoc committee; the ad hoc
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committee members thus chosen will choose a fifttulty member from the Grievance Reserve Pool
who will serve as chair of the Ad Hoc Grievance @attee. Should the President of the Student
Senate be a party to the grievance, the Vice-Reauf the Student Senate will select the two stude
members of the Ad Hoc Grievance Committee.

The Grievance Officer will set a date, time andcpldor the grievance hearing. The hearing will
begin no more than twenty-one (21) calendar dags edceipt of the grievance.

The hearing will be conducted in private and theigs will make no public statements about the case
during the course of the hearing.

The grievant will be permitted to have an advisod aounsel of his/her own choice from within or
without the University community. However, legaunsel, even an employee of the University,
may not be present at Ad Hoc Grievance Committegridgs.

Both the grievant and accused will have the righbbtain witnesses and present evidence. The
University will cooperate with the Ad Hoc GrievanCemmittee in securing witnesses and making
available documentary and other evidence requesyedhe grievant to the extent possible as
determined by the University. Both the grievantl accused will have the right to cross-examine
witnesses. Where a withess has made a statemertaamot or will not appear, but the Ad Hoc
Grievance Committee determines that the interdspgstice require admission of his/her statement,
the committee will identify the witness, discloses/her statement, and if possible, provide for
interrogatories. The Ad Hoc Grievance Committed giant appropriate continuances to enable
either party to investigate evidence, or for arhyeotappropriate reason.

The Ad Hoc Grievance Committee will not be boundigs of legal evidence and procedure. Effort
will be make to obtain the most reliable eviden@ée decision will take the form of findings of fac
conclusions, and recommended disposition of thevgrice. The findings of fact, conclusions and
the recommended disposition (including sanctionseanedial action) must be based solely on the
hearing record, pertinent University proceduresetsforth herein or in the Student and/or Faculty
Handbooks.

The Chair of the Ad Hoc Grievance Committee wilegent the committee's advisory decision in
writing within seven (7) calendar days of the gto the Grievance Officer and the President of
the University.

Remedial action to benefit a student authorizethkyPresident of the University include, but are no
limited to:
1) allowing a student to repeat an examination;
2) allowing a student to be evaluated for work thatuld otherwise be too late to be
considered;
3) directing that additional opportunities be affed for consultation or instruction;
4) elimination from the transcript of the gradeigissd by the faculty member;
5) changing a passing letter grade to a "pass‘egsadas not to adversely affect a student's
grade average,;

6) allowing a student to repeat a course, withemafty, schedule and program permitting.
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No action detrimental to the faculty member will taken except as in strict accordance with
established University procedures.

The Grievance Officer shall then transmit, in wiggj to the principals involved, the decision of the
Ad Hoc Grievance Committee. The Grievance Offiedl advise the principals that each has the
opportunity to make a final appeal to the Presidéntaddition, the Grievance Officer will notifae
appropriate Vice-President who will initiate implentation of the Committees recommendation.

C. Appeals

The parties to a grievance where applicable, mgyeapa decision of the Ad Hoc Grievance
Committee within ten (10) calendar days of receipthe decision. This appeal is to be filed in
writing with the President of the University.

The President will review the record and the adyistecision of the Committee, and notify all
parties to the grievance of the President's firedislon on the grievance. Should the President
determine that the procedures of the Section wetr@roperly followed or pertinent information was
not presented or considered, the President wilarehthe case to the Ad Hoc Grievance Committee
with specific recommendations.
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Appendix
Northwestern Health Sciences University Faculty Sexte

A. Constitution of the Faculty Senate

Article |
Name of Organization

The name of this organization is the Faculty Seoaidorthwestern Health Sciences University.

Article 1l
Purposes and Functions

The purpose of the Faculty Senate is to serveeasefiresentative forum for the entire Faculty ef th
University charged with representing the Faculty university governance and on all matters
pertaining to the educational interests of the ©rsity. Through the Senate, members participate in
the development of recommendations to the Presidletite University, appropriate administrators
and to the Board of Trustees through the President Provost of the University regarding
institutional policies and procedures. This staetrof purpose includes, but is not limited to, the
following functions:

1. to promote the quality and integrity of the amadt program of the University;

2. to promote, protect and advance the professigoals, interests and status of all
University faculty;

3. to encourage faculty participation in Universiffairs and provide a mechanism for
faculty input in the governance of the University;

4. to promote academic freedom and other facuifyts:

5. to provide a forum for the discussion and dgwelent of recommendations on topics
relevant to the faculty;

6. to convey recommendations and views of the fa¢althe administration;

7. to establish necessary committees or other mestha for responding to matters
pertaining to the aforementioned purposes.

The constituent units of the Faculty Senate areCibidege of Chiropractic, College of Acupuncture
and Oriental Medicine, School of Massage Therajiy;dry, Research, Undergraduate and Graduate
programs, and clinical faculty not otherwise appminto an academic unit of the university. Much of
the work of the Senate is done through its commstteln addition to the Senate's standing
committees, ad hoc committees may be formed toeaddnajor issues arising at the Universitie
composition, selection procedures, and chargeaafstanding committee are listed below.

Further, the Faculty Senate shall have the authtwiconduct studies, to disseminate statistics and
other information, and to promote and represeatfite accomplish the above stated purposes.
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Article 1l
Members
Section A - Eligibility

The term faculty shall refer to any individual wholds academic rank as defined in the Faculty
Handbook.

All University ranked faculty, with the exceptio those who report directly to the President of the
University, are members of the Faculty Senate adivate this membership, ranked faculty members
should register with the Senate secretary.

Section B - Voting Privileges

All members of the Faculty Senate have voting fges with full-time faculty having a full vote in
Senate matters and those faculty identified asgisohaving one-half vote.

Section C - Membership Dues

The Faculty Senate shall have the power to eskaliembership dues by affirmative vote of a
majority of the membership.

Article IV
Officers and Organization

Section A - Officers

The officers of the Faculty Senate shall be Presjd¥ice President and Secretary/Treasurer.
Officers must be full-time members of the Univerdaculty.

Section B - Elections

Officers shall be chosen by elections which stetetplace no earlier than the first week of and no
later than the third week of June. A term of d@dfghall be for one year and shall commence on July
1st. Persons elected to an office within the Senady serve only two consecutive terms in that
office. Names shall be placed in nomination dungegular meeting of the Faculty Senate, with a
maximum of three nominations for each office. Hbat of officers shall take place by confidential
ballot and shall be conducted through the mail &ithinimum of fifteen (15) calendar days advance
notice. Officers shall be elected by simple m#&joriA tie vote will require a repolling by mail thi
fifteen (15) days advance notice.
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Article V
Amendments

The Constitution may be amended by a three-foui@h$) vote of all the members of the Faculty

Senate by a secret mail ballot similar to Articke Section B. procedures and by the formal approval
of the Board of Trustees. A petition of ten petgd®) of the total Faculty Senate membership may
initiate amendments for consideration or a majarityhe officers of the Faculty Senate may initiate

such amendments.

B. Bylaws of the Faculty Senate

Article |
Duties of Faculty Senate Officers

Section A - Responsibilities of Senate Officers

President of the Faculty Senate

The President, or his/her designate, will servéhad-aculty Senate representative and spokesperson
to the Management Committee, University AdministetCouncil and will be available to other
councils and/or committees as needed or by requd@ste duties of the President shall include
carrying out the policies of the organization adl @we any and all duties and responsibilities awesig

to the President of the Faculty Senate set forthisiHandbook; conducting Faculty Senate elections
for the purpose of selecting officers and committeambers; exercising general supervision over the
activities of the organization and presiding oven&e meetings. In the President's absence, tee Vi
President shall be responsible for these duties.

Vice President

The Vice President shall be responsible for cagyout those duties and responsibilities so
designated by the President and approved by that&enembers. He/she shall also preside at
meetings in the absence of the President.

Secretary/Treasurer

Secretary/Treasurer shall maintain and distributecard of all meetings and shall be responsibile fo
drafting correspondence of the organization inclgdieports, notices and ballots. A membership
roster and records pertaining to the finances & 8enate shall also be maintained by the
Secretary/Treasurer. Financial records (if appleawill be submitted to the President of the $ena
for an annual audit.

Section B - Resignation and Recall

Any officer may resign at any time by giving writtaotice to the President or to the Secretary ef th
Faculty Senate. In the event that an office isatedt with more than three months remaining in the
officer's term, a meeting of the Faculty Senatdl $feacalled within ten (10) working days for the

purpose of soliciting nominations and conductingelattion so described in the Constitution, Article
IV, Section B. For resignations occurring withimee months of the conclusion of the officer's term

Faculty Handbook Appendix 74 July 15, 2008



the President shall appoint a replacement. Iretleat that the President's office is vacated, tice V
President shall assume the office under the camditilescribed above.

All officers of the Senate are also subject to lidoma a two-thirds vote by members at a regularly
scheduled or special meeting, provided at leatstefiif (15) calendar days advance notice of thelrecal
vote is given to the membership by mail. Recalbtre initiated by a petition signed by thirty (30)
percent of the Senate members, delivered to thestseg of the Faculty Senate. It shall be the
responsibility of the secretary to notify the memnsihép of the recall vote and the date of the meetin
at which the recall vote is to be taken, withinetworking days of receipt of the petition. Upon a
two-thirds vote of Faculty Senate members in adiend, the officer shall be recalled and shall vacat
his/her office. A recall of any officer shall iizite a process of nomination and election as dmestri

in the Constitution, Article 1V, Section B.

Avrticle 1l
Committees

Section A - Standing Committees of the Faculty $na

Standing Committees of the Faculty Senate shaludecthe Faculty Affairs Committee and the
Academic Affairs Committee. Each committee shalldomposed of five (5) members who will be
designated to represent the specific constituerits ureferenced in Article Il of the Senate
Constitution. Committee members will serve two {®ar staggered terms. However, three (3)
members of each standing committee shall be eldotathe year terms at the first election following
adoption of this constitution. Thus, each yeahegitwo (2) or three (3) members will be elected t
the standing committees, replacing members who bavepleted two year terms. Members may
serve more than one term on a standing commifiée. membership of standing committees will be
determined by the Senate members during electieldsduring the first meeting following July 1 of
each year.

The Senate may establish other standing committeemeet the needs of the Senate, upon
recommendation of the President of the Senate ppiebaal of the members at a regularly scheduled
meeting.

Ad Hoc committees may be established by the Presiafethe Faculty Senate upon the advice and
consent of the members. Such committees shatbipeetd for special purposes and shall be of short
duration.

Committee recommendations will be presented byGbmmittee Chair or designate, to the Senate
for consideration. The Senate may accept or refeet recommendation for consideration.
Consideration shall be followed by a motion for jpiittn. The recommendation will then be subject
to debate, amendment and normal parliamentary guoes.

Standing Committee chairpersons are elected frammihe Committee by the committee members.

Section B - Faculty Affairs Committee

The Faculty Affairs Committee shall be responsible

1. responsible for revising and/or creating theikggerformance appraisal process and tools
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encouraging ethical behavior of faculty members;
gathering and maintaining a file of informatiam areas of faculty concern;

identifying institutional budget concerns to Benate;

a > w DN

assisting in Faculty Handbook Revisions;
6. recommending to the Senate those individualegins worthy to receive awards.

Section C - Academic Affairs Committee

The Academic Affairs Committee shall be responsibie
1. recommending to the full Senate consideratiomafters concerning scholastic standards or
the curriculum including but not limited to, cumiam revisions, course sequencing, course
unit values, syllabi, educational objectives arkesltiling of classes;

2. encouraging instructional research and developméncluding recommendation of
instructional research proposals for funding.

Article 111
Meetings

Section A - Regular Meetings

The Faculty Senate shall hold regular meetingsless than four (4) times each calendar year and
such meetings will be announced by the Senated@mtsthrough written notice to all members not
less than ten (10) working days in advance of tbeting date.

Section B - Special Meetings

Special meetings of the Faculty Senate may bedchlfehe President of the Senate, at the request of
the chairperson of a standing committee of the teer@ by written petition signed by ten (10)
percent of the Senate membership. Written noticeuoh special meetings shall be provided to all
members within five (5) working days in advancela& meeting date.

Section C - Quorum

The quorum required for the transaction of busirésdl meetings of the Faculty Senate shall consis
of thirty (30) percent of the voting equivalencies.

Section D - Meeting Agendas and Conduct

Regular and special meetings of the Senate shimfan agenda made available to members at least
three (3) working days prior to the meeting daféhe President of the Senate shall solicit agenda
items from the Senate membership through meetinguarcements and shall exercise discretion over
deadlines for the submission of agenda topics.

Senate meetings shall provide a forum for openudsion of agenda items. The President of the
Senate shall adhere to the following format for¢beduct of meetings:
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1. Proposed agenda items will be accepted by alsimajority of the vote of the Senate
members present for consideration as new busimess o

a. referred to a standing committee;
b. referred to an ad hoc committee;
c. rejected as not appropriate for Senate condidera

2. Consideration of old business;

3. Consideration of new business from standing cittees, ad hoc committees, or petition of
the members or an individual member.

An agenda item may be moved to the top of the agegd 2/3 vote of those members present.

Article IV
Voting

Section A - Mechanisms

All matters put to vote shall be decided by a samphjority. Members present at regular and special
meetings shall conduct a Senate vote by the foligwiechanisms:

1. Members may, provided a quorum exists, vote atters during a Senate meeting;

2. If the purpose is to present the views of theultg concerning an issue, the Secretary or
his/her designate shall prepare and distributeinvithree (3) working days a mail ballot
accompanied by a brief summary of the issue orctdEcussed during the Senate meeting
and a synopsis of the arguments presented. Thpensibility for preparing the favorable
argument shall rest with the mover of the proposiad responsibility for preparing the
adverse argument shall be assigned by the Presafetite Faculty Senate from those

opposing the motion;

3. The vote shall be reported from those ballatsrned within ten (10) working days from the
date of mailing.

Section B - Communication of Senate Decisions

The decisions, opinions and resolutions of the Fa&enate shall be a matter of record in minufes o
Senate meetings, and shall be promulgated at siseetion of the members:

1. through communication with the appropriate adstiative officials;

2. on controversial issues, correspondence shallnberiting. Such correspondence shall
include the tally of the vote and a summary of thajority opinion and of the minority
position if held by ten (10) percent or more ofdawoting.

As the official representative of the Senate, thesident of the Senate, or his/her designate bkall
responsible for delivering such correspondence iwitthree working days after receiving the

correspondence.

Faculty Handbook Appendix 77 July 15, 2008



No individual shall present a private opinion aet tbf the Senate.

Article V
Rules of Order

Robert's Rules of Order Revised shall be the aityhimr Faculty Senate in matters of parliamentary
procedure. The President of the Senate may apapai@mber of the Senate to be Parliamentarian.

Article VI
Revisions

The Bylaws may be revised by a three-fourths (8f#)mative vote of a quorum at a Faculty Senate
meeting, provided that a notice setting forth theppsed revision or revisions with reasons thereof
and setting forth any known objections thereto Ishalve been sent to each member thirty (30)
calendar days prior to the meeting. A petitiontefi (10) percent of the total Faculty Senate
membership may also initiate revisions. The apalro? two-thirds (2/3) of the total Faculty Senate

membership responding to a written ballot under gheparatory conditions cited above shall also
constitute approval.

Revisions must be reviewed by the President ofuhieersity, who if such revisions do not conflict
with the Constitution of the Senate, provisiongref Faculty Handbook or other official policies of
the University, shall so approve. If the Presidefnthe University finds a conflict of interest bbé
will return the revision with comment to the Sen&be reconsideration. After approval by the
President of the University, revisions will be meted to the Board of Trustees at the next availabl
meeting for their approval.

C. Constitution of the Student Senate

The Constitution and Bylaws are found in the Studémndbook of Northwestern Health Sciences
University and faculty should be familiar with tleedocuments.

D. Faculty Meetings

The faculty hold regular meetings each trimesteinduhe year. Faculty meetings are chaired by the
President of the University, or in his/her absertbe, Vice President for Academic Affairs and
Research. Special meetings may be called by tbeident. Faculty consist of the President of the
University, the faculty as defined in Section Vic® President for Academic Affairs and Research,
and other officers of instruction and administratwhom the President may designate.
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