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Chapter 1 HISTORY OF WILBERFORCE UNIVERSITY

ZWILBERFORCE
<P UNIVERSITY

S, THE FIRST « THE FUTURE ¢ THE FORCE

Wilberforce University is the nation’s first, private, Historically Black College and University (HBCU)
owned and operated by African Americans. Its roots trace back to its founding in 1856, a period of American
history marred by the physical bondage of people of African descent. It was a period when the education
of African Americans was not only socially prohibited, but it was also illegal. There was nothing about the
prevailing social and cultural ethos of the era to suggest that African Americans might, should, or could be
taught and learn. Yet a powerful idea assumed life and Wilberforce University was born. The founding
of Wilberforce University represented a bold, audacious, and visionary example of what could happen when
men and women of goodwill transcended race and the prevailing social and cultural constructs and norms to
pursue a noble purpose.

Wilberforce University was named for the great eighteenth-century abolitionist, William Wilberforce who
said, “We are too young to realize that certain things are impossible... So, we will do them anyway.” It was
this can-do spirit that infused Wilberforce University with the strength to persevere, and the institution met
with early success through 1862. The outbreak of the Civil War forced the school to temporarily close its
doors. This short setback did not deter the institution for long. In March 1863, Daniel A. Payne, a bishop in
the African Methodist Episcopal Church, negotiated to purchase the land and buildings, and the University
was re-incorporated on July 10, 1863. Bishop Payne opened the doors of the University with six students
and a debt of $10,000. He became the first person of African descent to be the president of an
American institution of higher learning. The end of the Civil War in 1865 brought about a new social order,
during which Wilberforce University prospered, and young African Americans sought to educate
themselves. One hundred years later, on April 21, 1965, a headline in the New York Times announced,
“Wilberforce University Destroyed by Fire.” Yet, the institution recovered, endured, and continued to grow.
Throughout its 164-year history, Wilberforce University has demonstrated a formidable spirit of resilience
and triumph and has never wavered from its sacred duty to educate and enrich its students.
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MISSION:

“TO ENGAGE, SUPPORT, AND ASSIST
STUDENTS IN IDENTIFYING AND
PREPARING FOR THEIR RESPECTIVE
PURPOSES IN LIFE AS SOCIAL
CHANGE AGENTS, SOCIAL JUSTICE
ACTIVISTS, ENTREPRENEURS,
THOUGHT- LEADERS AND GLOBAL
CITIZENS BY IMPARTING
KNOWLEDGE THROUGH RIGOROUS
INTELLECTUAL INQUIRY AND
CRITICAL THINKING.”

The mission is most effectively accomplished by instilling pride,
discipline and life-long learning, personal and spiritual
development, and the practical application of the knowledge

obtained, and the skills developed.

5|Page



Wilberforce University Value Proposition

Wilberforce University will be a premier liberal arts institution with a college-to-career and entrepreneurial
intention for students with high potential whose talents and abilities have been overlooked, marginalized,
and ignored.

The WU Way: Excellence, Innovation, and Kindness

Wilberforce University is currently experiencing a renaissance. Excellence, Innovation, and Kindness are
the distinguishing hallmarks of the Wilberforce Renaissance. At Wilberforce University, the renaissance is
defined by operational efficiency, fiscal responsibility and strength, and an intentional focus on providing a
rich campus engagement experience for every student enrolled. This renaissance is also a cultural rebirth of
Wilberforce University, based on the rediscovery of its significant history as America’s First Private HBCU
founded by African Americans and a renewed commitment to building upon that noteworthy and venerable
legacy. The Wilberforce Renaissance allows us to operationalize our mission and act as a bridge to
intellectual curiosity and rigor, academic achievement, social change, and the cultivation of an
entrepreneurial spirit in the twenty-first century.

Thus, we have identified Excellence, Innovation, and Kindness as framing imperatives that inform our work
and serve as foundational principles for a transformed and high performing Wilberforce University. We
operationalize Excellence, Innovation, and Kindness in a set of guiding principles and actions described as
The WU Way.

As a proud community of individuals engaged in teaching and learning, we are committed to The WU Way
as a guide to honorable and respectable behavior. The WU Way represents a set of core values, expectations,
and actions, which define the Wilberforce University academic and engagement experience for every student
enrolled. The WU Way distinguishes Wilberforce University students from every other college or university
and identifies its students and graduates as individuals of noteworthy distinction. While the hallmark values
of excellence, innovation, and kindness are the foundation of The WU Way, embracing, and living The WU
Way involves a broader and deeper commitment to personal and intellectual transformation.

Wilberforce University is also a workplace environment of diverse individuals committed to supporting the
core mission of the University. The WU Way provides a practical imperative for all members of the
Wilberforce University workforce to an unwavering commitment to consistent high performance,
operational efficiency, student satisfaction, and civility.

The following statements outline the six formative principles of the WU Way:

« The WU Way respects, celebrates, and appreciates the humanity in every human being.

« The WU Way values civility and kindness and the importance of living and behaving harmoniously
in community with others.

« The WU Way is pride and respect for Wilberforce University, its history and traditions and its
place as a national treasure and role in the personal and intellectual development of its students.

- The WU Way respects diversity and appreciates the difference among human beings and values
exposure to different ideas, worldviews, perspectives, attitudes, backgrounds, appearances,
cultures, and religions.

« The WU Way embraces the excitement of intellectual curiosity, innovation and excellence,
disciplined methods of inquiry, critical thinking, and problem solving as valuable habits of mind
worthy of development and life-long cultivation.

- The WU Way provides a guiding foundation for operational efficiency, institutional effectiveness,
excellent constituent satisfaction, uncompromising professionalism, and civility in the Wilberforce
University workplace.
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Institutional Goals

Sharpen our focus and carefully define what we are here to do, Wilberforce University has
embraced a set of institutional goals that work to guide our intention and achieve the desired end-

state of our efforts.

1. Develop sustainable human, financial, and capital resources that provide for the needs

of the university and support the core mission of teaching, learning, and service.

2. Deliver high quality academic, intellectual, and student engagement programs and
experiences that prepare students for success in the workplace, graduate, and
professional schools and entrepreneurial pursuits.

3. Build and maintain a physical plant and campus environment which support
innovative teaching and learning, safety, pride, and operational efficiency which
undergird our academic mission and enhance student engagement, workplace
efficiency, and institutional quality of life.

4. Develop productive relationships with external partners in strategic and sustained

efforts to advance Wilberforce University to a recognized position of prominence in

delivering innovative and cutting-edge educational and student engagement
experiences in the community - nationally and internationally.

5. Develop, implement, and assess best practices that promote continuous improvement
to support and maintain high institutional performance and operational efficiencies.

6. Develop sustainable and transparent university wide policies, processes, and
procedures that address accreditation guidelines for building and maintaining
academic programs regionally, nationally, and internationally.

7. Wilberforce University embodies six (6) core values that undergird all decisions
critical to accomplishing the university’s mission:

OUR STUDENTS:

Our students are the center of our existence; respect, spiritual values and commitment to their educational

success is our priority.

RELIGION:

We are an African Methodist Episcopal Church University that believes in the Living God; we embrace

Christian principles as our foundation.

CHRISTIAN PRINCIPLES:

Ethics, integrity, and honesty, as exhibited in the Christ of Scripture, are an essential part of our spiritual

identity and practice and permit us to develop our relationships with God and one another.
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QUALITY EDUCATION:
We will provide a living-learning environment with excellent teaching and a challenging curriculum.

SOCIAL & COMMUNITY RESPONSIBILITY:
We are devoted to serving our community through personal and institutional outreach consistent with our
core values.

HISTORY AND TRADITION:

We embrace and cherish our history and take responsibility for our future and for distinguishing ourselves
through the twenty-first century and beyond.

8|Page



Chapter 2 UNIVERSITY POLICIES

Alcohol and Controlled Substances

Wilberforce University believes that it is very important to provide a safe workplace for all of its employees.
The illegal use of controlled substances is inconsistent with the behavior expected of University employees;
it subjects all employees, students, and visitors to unacceptable safety risks and undermines the University's
ability to operate effectively and efficiently. Therefore, the possession, use, sale, purchase, transfer, or
influence of any illegal drugs or alcohol while on University premises or on University business is strictly
prohibited.

The University may require employees to submit to drug or alcohol tests on a random basis, upon reasonable
suspicion of being under the influence of drugs or alcohol, or after an accident.

Employees convicted of a controlled substance or alcohol-related violation (including pleas of no
contend ere, (i.e., no contest) must inform the University within five (5) days of such conviction or plea.
Employees who violate this policy are subject to disciplinary action up to and including termination.

Tobacco-Free Campus/Non-Smoking Policy

Purpose
Wilberforce University strives to maintain a healthy workplace and productive environment for all faculty,
staff, students, and visitors.

Under the Ohio State Smoking ban law, ORC 3794, all “public places” and “places of employment” are to
have special conspicuous “No Smoking” signs posted at each entrance to a building. The signs must be
clearly legible and contain a toll-free number (866-559-OHIO) for reporting violations to the State Health
Department.

Rationale

Wilberforce University recognizes the serious health consequences of tobacco use. Tobacco is the leading
cause of preventable death and disability in the United States. Breathing second-hand smoke has proven to
result in a variety of negative health effects. We want to provide our faculty, staff, students, and visitors with
a tobacco-free environment. To protect the health and safety of our campus community, Wilberforce
University has adopted a 100% tobacco-free campus policy.

Definition

For the purpose of this policy, “tobacco product” means any substance containing tobacco leaf, including
but not limited to, cigarettes, cigars, pipe tobacco, hookah tobacco, snuff, chewing tobacco, dipping tobacco,
bidis, blunts, clove cigarettes, or any other preparation of tobacco; and any product or formulation of matter
containing biologically active amounts of nicotine that is manufactured, sold, offered for sale, or otherwise
distributed with the expectation that the product or matter will be introduced into the human body by
inhalation.
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Tobacco Use

Tobacco use is prohibited:

= By students, staff, faculty, visitors, vendors and contractors;

= Atall times, 24 hours a day, seven days a week;

= Inor on all property owned, leased, or rented by Wilberforce University including in any building
or facility (including, but not limited to, campus housing, classroom buildings, libraries, dining
halls, etc.); on all grounds (including, but not limited to athletic grounds and stadiums, parking lots
or garages, walkways, etc.); in any vehicle owned, leased or chartered by Wilberforce University.

Tobacco-use should also be discouraged at any school-sponsored or related event, when such an event occurs
off property owned by Wilberforce University.

Wilberforce has a “SMOKE FREE” policy for all campus building and grounds. Smoking of any kind,
including the use of e-cigarettes, in university offices and facilities, including on University grounds is
strictly prohibited. Violators are subject to disciplinary action up to and including termination. To report
violations to the university call: 937-708-5807.

Enforcement

Infractions of this policy by students, staff and visitors will be addressed by established Wilberforce
University policies and procedures. Language regarding adherence to this policy shall be included in all
executed contracts (e.g., vendors, contractors).

Students will be provided notice of this policy through student handbooks. Faculty and staff will be provided
notice of this policy through personnel handbooks. All campus vehicles (whether owned, rented or leased)
will display the international “No Smoking” insignia.

Educational Reinforcement

Tobacco education and cessation shall be closely coordinated with other components of Wilberforce
University's health program. Preparation and professional development activities shall provide basic
knowledge about the effects of tobacco use and effects of peer pressure on tobacco use combined with
effective instructional techniques and strategies, program-specific activities, and offering of (or referral to)
cessation programs (e.g., 1-800-QUIT-NOW or the campus’ own cessation program). Announcements
regarding the policy will be made during university-sponsored events, as well as at all campus functions
deemed appropriate. Event programs will include a written reminder of the policy.

Tobacco Promotion Prohibited

Tobacco advertising, sales (including vending machines), and distribution are prohibited on college campus
grounds, in all sponsored publications and at all college campus sponsored events. Wilberforce
University campuses and affiliated organizations are prohibited from accepting any form of contribution
including, but not limited to, financial support, gifts (such as curriculum, book covers, speakers, etc.) or in-
kind support from the tobacco industry for the sponsorship or promotion of any event or activity affiliated in
any manner with Wilberforce University.
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Tobacco Contribution Prohibited

This policy prohibits accepting any form of contribution from tobacco companies including, but not limited
to financial support, gifts (book covers, curriculum, speaking engagements, signage), or in-kind support from
the tobacco industry for the sponsorship or promotion of any event or activity affiliated with Wilberforce
University.

*Exemptions can include FDA approved cessation devices, nicotine replacement therapy (NRT), Native
American use or for religious reasons, and public, private, or university-sponsored research, where use is
limited to a controlled laboratory environment. This policy shall be effective on: September 1, 2017

Code of Conduct

Instructors represent the University in the classroom and community and should demonstrate behaviors
that represent the core values of Wilberforce University. Wilberforce University requires all employees to
sign the Code of Conduct policy as a standard part of employment. Faculty must abide by the standards
outlined in the Code of Conduct policy when interacting with administrators, faculty, staff,

students, and the community. Examples of possible behaviors that do not represent the institution’s core
values include academic misconduct related to disruptive behavior or disputes with students, sexual or
racial harassment of students or even staff, physical violence, or other serious offenses that can lead to
sanctions, suspension, or even termination. Therefore, it is important to practice conduct that aligns with
Wilberforce University's core values see Appendix C to review the entire Code of Conduct Policy. A
faculty member may also be dismissed for adequate cause.

Professional Appearance and Demeanor

It is Wilberforce University’s policy that discretion in style of dress and demeanor is essential to the creation
of a professional environment at the University. Employees, therefore, are required to dress in appropriate
business attire and to conduct themselves in a professional, businesslike manner. In keeping with the
standards of the University, professionalism will not be compromised for comfort in clothing. Refer to the
Wilberforce University Employee Handbook for additional information.

Americans with Disabilities Act (ADA) Policy

Purpose

Wilberforce University, by law, is required to observe the requirements of the Americans with
Disabilities Act (ADA). The Americans with Disabilities Act covers disabilities that include both
physical limitations and verified learning disabilities. The Americans with Disabilities Act defines
a disability as a physical or mental impairment that substantially limits one or more major life
activities. The documentation provided regarding the disability diagnosis must demonstrate a
disability covered under Section 504 of the Rehabilitation Act of 1973 and Title II of the
Americans with Disabilities Act (ADA) of 1990.

Any student with a qualifying disability that falls under the Americans with Disabilities Act (ADA) is

encouraged to voluntarily self-disclose their disability to the Accessibility Coordinator in the Center for
Academic Support and Student Success (CASSS) at CASSS@wilberforce.edu for assistance.
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Approved accommodations will be communicated to the student and faculty after completing the official
request. If the student informs the instructor of a need for services, the faculty member should immediately
refer the student to CASSS. CASSS will be responsible for verifying the services the student will need and
provide the instructor with a letter of accommodation that outlines services for the student. All Wilberforce
University faculty are required to provide the approved accommodations determined by CASSS for all
students approved to receive services. A statement of accommodation should be included in all course syllabi.

A student may request accommodation services at any time. And the eligibility determination process is
not a same day process. Therefore, faculty should continue to support all students requesting services
until documentation is received. The student will be contacted via their Wilberforce email address once the
documentation has been reviewed. The Center maintains records and consultation services for students
with disabilities. If an instructor needs to verify a student’s request for services, contact CASSS at
CASS@wilberforce.edu. For more detailed information regarding disabilities and services for students
with diverse abilities, refer to the Wilberforce University catalog or contact CASSS.

Affirmative Action, Equal Employment Opportunity and Discrimination and Harassment

Wilberforce University is an equal opportunity employer and does not discriminate in employment
opportunities or practices on the basis of race, color, creed, religion, sex, ancestry, national origin, marital
or familial status, age, physical or mental handicap or disability, veteran status, sexual orientation, or any
other characteristic protected by law. The University makes employment decisions including selection, job
assignment, and compensation, access to benefits, training, discipline, and termination, based on merit,
qualifications, and abilities.

Any employee with questions or concerns about any type of discrimination in the workplace is encouraged
to bring these issues to the attention of Human Resources. Employees can raise concerns without fear of
retaliation.

The University recognizes federal, state, and local laws relating to fair employment practices involved in
the area of civil rights and affirm their commitment not to discriminate on the basis of any characteristic
prohibited by Federal or Ohio State Law. The University will not tolerate any form of sexual
harassment. The parties agree that any alleged act of discrimination shall not be subject to the grievance
procedure but may be processed through University Governance, by the University’s Affirmative Action
Officer and/or by appropriate statutory procedures.

Title IX - Equal Opportunity in Education Act

Wilberforce University is committed to a productive academic and co-curricular living-learning
environment free from discrimination or harassment of any kind, and in which each community
member is treated with respect.

When a student believes that they have been subjected to discrimination on the basis of sex, or have
experienced any form of sexual misconduct they may use the Title IX Sexual Misconduct Prevention
and Response Procedure to express concerns to the Title IX coordinator and obtain a prompt resolution.
Additionally, we have resources for support and reporting included in the procedure.
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Emergency Contacts: Campus Police (937) 708-5780, Local Police - 911

Confidential Campus Resources:
* Reverend John Freeman, jfreeman@wilberforce.edu, (937) 708-5611
* Ms. Kelly Lane, MA, LPCC (virtual counselor), (937) 708-5617

To Report or for more information, contact:

Dean of Students: Ms. Gaelle Amazan-Ivory, gamazan-ivory@wilberforce.edu

Title IX Coordinator for Students: Dr. Parris Carter, pcarter@wilberforce.edu

Title IX Coordinator for Faculty and Staff: Mrs. Anita Jefferson-Gomez, ajefferson-
gomez@wilberforce.edu

WILBERFORCE UNIVERSITY NEPOTISM POLICY

The employment of persons who are related to each other is limited to employment not within the same line
of supervision and not within the same division. No employee of Wilberforce University shall be under the
direct line of supervision of a relative. For purposes of this Policy the term “relative” includes the following:
is a parent, parent-in-law, child, spouse, brother & sister (to include in-law, adoptive or foster), grandparent,
grandchild, aunt, uncle, or in-laws of any manner.

Relative: the spouse, domestic partner, anyone in a romantic relationship and, whether by blood, adoption,
marriage or domestic partnership, the child, parent, grandparent, sibling, grandchild, aunt or uncle, niece
or nephew, or any person residing in the immediate household (or the household of the spouse or domestic
partner of any of these relatives) of the University employee, or his or her spouse or domestic partner, or
person in a romantic relationship.

Each individual is responsible for disclosing that such a relationship exists, including a change in
circumstances affecting application of this policy. Email humanresources@wilberforce.edu to receive a
copy of the WILBERFORCE UNIVERSITY Nepotism Policy.

Family Education Rights and Privacy Act (FERPA)

The Family Education Rights and Privacy Act (FERPA) or “Buckley Amendment” is a federal law that
protects the privacy of student’s educational records. Wilberforce University, by law, is required to comply
with the Family Education Rights and Privacy Act. Faculty members are discouraged from any unauthorized
discussions regarding a student’s academic record, progress, or personal information with employees or with
the student’s parents without the appropriate authorization. Faculty should contact the Registrar’s Office to
determine if a release form signed by the student is on file in order to discuss student’s academic records or
progress with anyone other than the student. Consult the Registrar at jbrame@wilberforce.edu to determine

if the release form is on file.
Policy Prohibiting Discrimination or Harassment

Wilberforce University is committed to providing a productive work environment that is free from
discrimination or harassment on any basis and in which every employee is treated with respect. The
University prohibits discrimination or harassment based on race, color, creed, gender, sex, ancestry,
religion, national origin, marital or familial status, age, physical or mental handicap or disability,
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alienage, citizenship status, veteran status, sexual orientation, or any other basis or personal characteristic
protected by law, whether it is by an employee, vendor, business or academic visitor, student, temporary
hire, or independent contractor. This prohibition applies at all times while conducting business on behalf of
the University and while conducting business with the University. For definitions, reporting process, and
other information regarding discrimination or harassment, refer to the Employee Handbook.

Copyright/Intellectual Property Policy

Wilberforce University, by law, observes the U.S. Copyright Act of 1976 and its amendments. Offices on
campus that are particularly concerned with the observance of this Act include Academic Affairs,
Educational Technology Services, Information Services, Institutional Research, Information Technology
Services, Publications, and the Library.

Definition for Copyright

Copyright is “a form of protection provided by the United States (title 17, U.S. Code), which is a type of
intellectual property that protects original works of authorship as soon as an author fixes the work in

a tangible form of expression.” The term copyright is defined as an "original works of authorship,"
including literary, dramatic, musical, artistic, and certain other intellectual works. This protection is
available to both published and unpublished " work (United States Copyright Office, 2012, p.1).

Intellectual Property Honesty Policy

With the increase of access to content available through the World Wide Web, and other resources, it is
essential to outline a policy to ensure that Wilberforce faculty practice the appropriate use of original work
and avoid infringement of the owner’s rights. Therefore,

» Activities (development of resources for the purpose of using them in the facilitation of the
learning process that occurs as a result of receiving compensation from Wilberforce University or
the use of institutional staff and resources, the University automatically has all rights of
ownership.

» Any activities that are the work of a person who does not receive support from Wilberforce
University in the creation and is used to support the advancement of the institution’s mission
maintains all rights of ownership.

»  Wilberforce University course content is considered a collection of various types of resources used
in the facilitation of the teaching and learning process. The use of those resources for any other
purpose, regardless of who created the content, could result in a copyright violation because of the
potential loss of revenue for the University. Any individual seeking to use the course content in
any form should seek permission from Academic Affairs.

»  When using any materials (articles, books, etc.), videos, music, manuscript, research, or other
resources, published or unpublished, faculty, students, and staff must give full credit to the author
of the work.

»  The amount of the published or unpublished work used in any form should be limited to ensure it
does not result in a loss of revenue for the owner of the original work.
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Faculty Academic Integrity Policy

Wilberforce is committed to the fundamental values of academic integrity. Academic integrity is defined
as honesty, fairness, trust, respect, and responsibility in scholarly endeavors and behaviors; it also means
that all academic work should be the result of an individual’s own efforts. Therefore, academic work and
grades should be the result of a faculty member*s or student’s individual efforts. All members of the
Wilberforce community—including students, faculty, and staff—are responsible for maintaining academic
integrity, which includes knowing what the Wilberforce University Academic Integrity Policies are and
being able to identify academic misconduct. Types of violations consist of (but are not limited to)
plagiarism, copyright infringement, fabrications, impersonation, cheating, technology misconduct,
academic dishonesty, classroom misconduct, facilitating academic integrity violations, and classroom
misconduct.
Therefore, faculty are required to create an environment that promotes an understanding of
academic integrity as it is presented in the Wilberforce University catalog, and that includes:
1. Informing students of the University’s Academic Integrity Policy;
2. Monitoring students’ coursework to ensure they are complying with the institution's integrity
policies and procedures;
3. Assigning grades based on clearly stated procedures and grading criteria (rubrics) to avoid the
perception of bias and inequity in the grading process; and
4. Following reporting guidelines presented in the University’s catalog for any violations related to
the Academic Integrity Policy.

IT Acceptable Use Policy

This policy addresses the use of information technology resources (IT resources) at Wilberforce
University. IT resources are intended to support the university’s instructional, research, and administrative
operations.

Policy

Use of the University’s IT resources is a privilege and signifies agreement to comply with this policy. Users
are expected to act responsibly and follow the University’s policies and any applicable laws related to
the use of I'T resources. This policy provides regulations to ensure IT resources are allocated effectively. Any
material or conduct that in our judgment violates this policy in any manner may result in suspension or
termination of the services or removal of user’s account with or without notice.

While the University recognizes the role of privacy in an institution of higher learning and will endeavor to
honor that idea, there should be no expectation of privacy of information stored on or sent through university
owned IT resources, except as required by law. For example, the university may be required to provide
information stored in IT resources to someone other than the user, as a result of a court order or investigatory
process. Information stored by the university may also be viewed by technical staff working to resolve
technical issues.

Responsibilities of Users of IT Resources

* Respect the intellectual property of authors, contributors, and publishers in all media

* Protect user identification, password information, and the system from unauthorized use

* Adhere to the terms of software licenses and other contracts. Persons loading software on any
university computer must adhere to all licensing requirements for the software. Except where
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allowed by University site licenses, the copying of university-licensed software for personal use
is a violation of this policy

» Comply with federal, state, and local laws, relevant University personal conduct regulations, and
the terms and conditions of applicable collective bargaining agreements. Applicable laws include,
but are not limited to, those regulating copyright infringement, copyright fair use, libel, slander,
and harassment

* Become acquainted with laws, licensing, contracts, and University policies and regulations
applicable to the appropriate use of IT resources. Users are expected to always use good judgment
and exercise civility when utilizing IT resources and respect the large, diverse community utilizing
these resources in a shared manner

* Understand the appropriate use of assigned IT resources, including the computer, network address
or port, software, and hardware

*  Comply with the University’s Use of E-mail as an Official Means of Communication Policy.
Electronic mail should never be considered an appropriate tool for confidential communication.
Messages can be forwarded or printed, and some users permit others to review their e-mail
accounts. Message content can be revealed as part of legal proceedings. Finally, messages are
sometimes not successfully delivered due to a technical issue requiring authorized IT personnel to
review message content as part of the troubleshooting process

Prohibited Uses of IT Resources

* Providing false or misleading information to obtain or use a University computing account or other
IT resources

* Unauthorized use of another user’s account and attempting to capture or guess passwords of
another user.

* Attempting to gain or gaining unauthorized access to IT resources or to the files of another user.
Attempting to access restricted portions of the network, an operating system, security software, or
other administrative applications without authorization by the system owner or administrator

» Phishing or engaging in identity theft

= Distributing pornography or adult related content, obscene materials, or offering any escort
services

* Promoting or facilitating violence or terrorist activities

» Interfering with the normal operation, proper functioning, security mechanisms, or integrity of I'T
resources

» Use of IT resources to transmit abusive, threatening, or harassing material or other communications
prohibited by law

» Copyright infringement, including illegal sharing of video, audio, software, or data

» Excessive use that overburdens or degrades the performance of IT resources to the exclusion of
other users. This includes activities which unfairly deprive other users of access to IT resources, or
which impose a burden on the University. Users must be considerate when utilizing IT resources.
The University reserves the right to set limits on a user through quotas, time limits, and/or other
mechanisms.

» Intentionally or knowingly installing, executing, or providing to another a program or file on any
of the IT resources that could result in damage to any file, system, or network. This includes, but is
not limited to, computer viruses, Trojan horses, worms, spyware, or other malicious code,
programs, or files.
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Violations of the IT Policy

Violations of this policy will be reported to appropriate levels of administrative oversight, depending on
the statutes and policies violated. Suspected violations of federal and state statutes and local ordinances
shall be reported to the director of Public Safety (Chief of Campus Police) for official action. Your
services may be suspended or terminated with or without notice upon any violation of this policy. Any
violations may result in the immediate suspension or termination of your account.

Non-statutory violations of the Acceptable Use Policy, such as “excessive use,” may be reported to
Information Technology, Vice President for Human Resources, Office of Student Conduct, and/or the
Director of Public Safety (Chief of Campus Police).

A University employee or student who violates this policy risks a range of sanctions imposed by relevant
University disciplinary processes, including denial of access to any or all IT resources. He or she also risks
referral for prosecution under applicable local, state, or federal laws.

Use of Wilberforce E-mail as an Official Means of Communications

Purpose: The purpose of this policy is to define Wilberforce e-mail as an official method of
communication for the university.

Scope: This policy applies to all students and employees except those employees who do not normally
have access to e-mail.

Objective: The objective of this policy is to define the use of Wilberforce e-mail as an official method of
communication and the responsibility of e-mail users to monitor, read, and use their Wilberforce e-mail
accounts. As the Wilberforce e-mail system provides a recognized method to authenticate the user, it is
suitable to use for official communications.

Policy: Wilberforce University provides e-mail services to all students and employees as an official
method of communication. Students and employees (except those employees who do not normally have
access to e-mail) have a responsibility to read their Wilberforce e-mail accounts and, if responding to or
sending e-mail about university business, use their Wilberforce e-mail accounts to do so.

Definitions: E-mail user is defined as any student or employee who has been issued a Wilberforce e-mail
account. E-mail account is an active Wilberforce e-mail (@Wilberforce.edu). E-mail spoofing is the
creation of e-mail messages with a forged sender address.

Responsibilities: Users are expected to check their e-mail accounts regularly and to use their University e-
mail accounts when responding to or sending e-mail to Wilberforce employees and students about
Wilberforce academic and administrative matters.

Procedures: The rationale for this policy is that for faculty members who wish to use Wilberforce e-mail
for communication to and from students, there is a policy that states that this is approved. Faculty members
can put this policy in their syllabi and other documents. Communicating via the University e-mail system
facilitates determining the identity of the sender. Users are therefore not permitted to impersonate other
users by modifying e-mail header information for the purpose of deception. All forms of e-mail spoofing
are prohibited.
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Where applicable, academic, and administrative offices should publish e-mail addresses that can be used to
receive such e-mail. Faculty members should make students aware of their e-mail address by including it
on their syllabi or by other means. This policy applies to other forms of communication via Wilberforce
provided applications such as Canvas and Microsoft Teams.

Use of Wilberforce Email as an Official Means of Communications

The purpose of this policy is to define Wilberforce e-mail as an official method of communication for the
University. E-mail user is defined as any student or employee who has been issued a Wilberforce e-
mail account. E-mail account is an active Wilberforce e-mail (@Wilberforce.edu). E-mail spoofing is the
creation of e-mail messages with a forged sender address.

For faculty members who wish to use Wilberforce e-mail for communication to and from students, there is
a policy that states that this is approved. Faculty members can put this policy in their syllabi and
other documents. Communicating via the University e-mail system facilitates determining the identity
of the sender. Users are therefore not permitted to impersonate other users by modifying e-mail header
information for the purpose of deception. All forms of e-mail spoofing are prohibited. Please refer
to the Wilberforce University catalog for more information; the entire use of email policy is presented.

Campus Emergency Information

Contact Campus Police at +1 937 708 5780, or for an emergency, dial 911.

Academic Freedom Policy

Recognizing that free search for truth and its free expression are essential to the welfare of the institution and
of society at large, Wilberforce University is committed to recognizing and protecting full freedom of inquiry,
teaching and research not only in the classroom and the libraries, but in other facets of campus life.

While the teaching faculty member is entitled to full freedom to perform research and to publish results
thereof, this grant of freedom is subject to the satisfactory performance of their required academic duties.
Research for pecuniary return should be based upon an understanding with the university and must not
interfere with teaching, University responsibilities and advising duties.

Teaching faculty members are entitled to freedom in the classroom in discussing their subject, but they should
be careful not to introduce controversial matter into the class which has no relation to their subject.

Each faculty member is a citizen, a member of a learned profession and an University representative.
When the faculty member speaks or writes as a citizen, he/she shall be free from institutional censorship or
discipline, but the faculty member's special position in the community imposes special obligations. As a
person of learning, an educator and an institutional representative, the faculty member shall be free to identify
his/her University affiliation so long as no false impression of University sponsorship or endorsement would
be created.

Every faculty member at the University shall enjoy freedom of speech, thought and activity, but no member
shall injure the good name of Wilberforce University or violate its laws.
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Chapter 3 GOVERNANCE AND ORGANIZATION

GOVERNANCE

Governance Process (under review).

ORGANIZATIONAL CHART
Academic Affairs Organizational Chart is located in Appendix G.

WILBERFORCE UNIVERSITY TEACHING FACULTY

Definition

The TEACHING FACULTY consists of the President, the Vice President of Academic and Student Affairs,
the Chairs in the academic field, the Director and Associate Directors of Cooperative Education, Chief
Librarian, Chaplain, and all regular full-time teachers on annual contract holding instructorships or higher
ranks. These will constitute the voting membership of the Teaching Faculty. See - Revised Governance of
Wilberforce University, Effective November 1986; section B.I.a.

SHARED GOVERNANCE

The Shared Governance Document, Effective 4 December 2014 is under review (see Review Appendix F).
FULL-TIME AND ADJUNCT FACULTY
Definition of Full-time Faculty

Regular Full-time faculty members are those persons who receive one-year continuous contracts for full-
time service during two semesters in the same academic year and, therefore, are eligible for fringe benefits.

Definition of Temporary Full-time Faculty

Temporary full-time faculty members are those persons on an appointment whose teaching load is nine (9)
to twelve (12) credit hours for a single semester of employment, teaching courses that cannot be taught by
current full-time faculty members due to their existing teaching load or lack of expertise in teaching the
applicable courses. Temporary full-time faculty members are not eligible for fringe benefits.

Definition of Part-time Faculty

Part-time faculty are those persons on a one (1) term appointment whose teaching load does not exceed
two (2) courses or eight (8) credit hours for a given semester of employment. Part-time employees are not
eligible for fringe benefits.

WILBERFORCE UNIVERSITY COMMITTEE STRUCTURE
University Policies & Procedures Committee

Academic Policies Committee

Administrative Affairs Committee

Admissions/Financial Aid Committee

Assessment Committee
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Campus Affairs Committee
Development Affairs Committee
Governance Mediating Committee
Honorary Degree Committee
Institutional Review Board (IRB)
University Judiciary Committee
University Research Committee

Faculty Committees

Distance Education Committee (formerly the Academic Computing Committee)
Faculty Effectiveness Committee

Professional Development Committee

University Promotion and Tenure Committee

Continuous Improvement Steering Committee

Note: Committee descriptions and other information is presented in Appendix D.
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Chapter 4 PROCEDURE FOR FACULTY APPOINTMENTS

Specific Procedures
The Vice President of Academic Affairs recommends the appointment of all teaching faculty to the
President of the University. All full-time teaching faculty members shall be granted one of the
following academic ranks:

1. Professor
2. Associate Professor
3. Assistant Professor
4. Instructor

A request for tenure service credit for previous teaching shall be provided to new faculty candidates
along with the initial employment application. If applying for prior service credit, new faculty
candidates shall submit the request for tenure service credit will be noted in the faculty member’s
initial appointment letter, and this appointment letter’s provisions will govern the timing of tenure
reviews.

If the new faculty member has previous full-time teaching experience at an accredited institution of
higher education, one-third (1/3) of those total years of full-time teaching shall be applied to the tenure
probationary period up to a maximum of three (3) years according to the following formula:

Less than three years = no service credit
Three to five years = 1 year of service credit
Six to eight years = 2 years of service years
Nine or more years = 3 years of service credit
(Fractional years will not be counted)

Qualifications for Assigning Academic Rank

All University faculty members must have, at a minimum, a master’s degree in the field, but a Ph.D. is
preferred, for which they are being appointed and have, at a minimum, 18 semester credit hours in the
field in which they teach. The University shall apply the following criteria in assigning academic rank to
all new faculty members. The specific minimum qualifications for initial appointment to the rank of
Instructor, Assistant Professor, Associate Professor and Professor are as follows:

a. For initial appointment to the rank of Instructor, the individual shall have a master’s degree in a relevant
field from an accredited institution of higher education. New non-doctoral faculty with less than four
(4) years teaching service at an accredited institution of higher education shall be appointed the
rank of Instructor.

b. No faculty member with an earned Doctorate or appropriate terminal degree in a relevant
field from an accredited institution shall be appointed at the rank of Instructor.
b) For initial appointment to the rank of Assistant Professor, the individual shall have:
a. An earned Doctorate or appropriate terminal degree in a relevant field from an accredited
institution, or
b. A master’s degree in a relevant field from an accredited institution of higher education and
a minimum of our (4) years teaching service at another accredited institution at the rank of
Instructor.
c) Forinitial appointment of the rank of Associate Professor, the individual shall have:
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a. An earned Doctorate or appropriate terminal degree in a relevant field from an accredited
institution and a minimum of our (4) years teaching service at another accredited institution
of higher education at the rank of Assistant Professor.

d) For initial appointment to the rank of Professor, the individual shall have:

a. An earned Doctorate or appropriate terminal degree in a relevant field from an accredited
institution and a minimum of eight (8) years teaching service at another accredited institution
of higher education including a minimum of our (4) years at the rank of Associate Professor.

Other than the teaching faculty, only persons with the minimum qualifications for academic rank shall
be permitted to teach courses for academic credit at the University. The following are exceptions:

In exceptional circumstances, individuals with documented professional achievement, and regional,
national, or international prominence in the field may be appointed or promoted to a rank for which they
lack the minimum qualifications. Credentials for appointment must document a record of significant
professional experience and accomplishments relevant to the field and type of assignment. Both external
and internal validation of such accomplishments and leadership in the field is expected at the time of
recommendation. If recommended by the appropriate Division Personnel Committee, approved by the
Vice President of Academic Affairs, then supported by two-thirds (2/3) majority of the Teaching Faculty
with academic rank by secret ballot vote, and finally, accepted by the President, the individual may be
appointed.

The University shall be responsible for providing a comprehensive orientation to all new regular full-
time, temporary full-time, and part-time faculty members within the first four (4) weeks of each new
academic year. The Vice President of Academic Affairs, Faculty Senate President, and the University
Director of Human Resources shall be invited to participate in the new faculty orientation. The
new faculty orientation shall include but shall not be limited to the following topics: Faculty
teaching duties and obligations (including maintaining the classroom environment), University
academic support services, University physical facilities, employee fringe benefits, and procedures
and requirements for annual reappointment, promotion, and tenure. The University shall distribute
copies of the Faculty Handbook, the written University Promotion and Tenure Committee and Division
Personnel Committee Guidelines, the University’s Employee Handbook (including the University’s
written policy on discrimination and sexual harassment), and any other relevant documents to all new
faculty at or by the time of this comprehensive orientation.

Faculty Responsibilities

Wilberforce University emphasizes the importance of instruction, and this continues within the Reaching Infinite
Success through Education (RISE) programming, which also recognizes that excellence in pedagogy is our
faculty’s priority. The responsibilities of our RISE faculty are inclusive of teaching, advising, collaboration, and
participation in departmental and institutional committees.

Wilberforce University also recognizes that our faculty members engage in service outside the RISE community
and pursue scholarly, creative, civic, social and/or professional activities appropriate to their field of academic
discipline or expertise.
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Chapter S ACADEMIC DUTIES AND RESPONSIBILITIES OF FACULTY
MEMBERS

Duties and Responsibilities
General

The principal of academic freedom is accompanied by the equally important principal of academic
responsibility. The University has accountability for the safeguard of academic freedom and the principle of
responsible service to the University, the teaching profession, and the community. The general professional
and academic responsibilities of faculty include, but are not limited to, the following:

a) Provide effective teaching with high academic standards.

b) Keep current in their academic disciplines through continuing scholarly activity.
c) Contribute to the growth and development of the University.

d) Contribute to their academic disciplines through continuing scholarly research.

Contribute to the community through participating in local, state, and national organizations.
Specific Duties and Responsibilities
The specific academic duties and responsibilities of faculty members include the following:

a) Providing HR with official transcripts of academic credentials.

b) Providing an updated curricula vita on an annual basis.

c) Providing annual activity summaries to the Division Chair.

d) Thoroughly preparing for class sessions.

e) Beginning and ending of class sessions in a timely manner.

f) Providing advance notice to students for approved planned absences.

g) Providing timely notice of any absences to the Division Chair and Chief Academic Officer.

h) Maintaining scheduled office hours (administration of six (6) hours per week distributed over
four (days).

i) Serving on University and Division Committees.

j) Providing academic advising to students.

k) Reporting class, room, and schedule conflicts to the Division Chair and Chief Academic Officer.

) Evaluating fairly and promptly student achievement and participation

m) Submitting biannual assessment reports to the Division Chair for courses taught.

n) Participating in assessment processes at the academic program and institutional levels.

All faculty members are required to attend and participate in baccalaureate, commencement, convocations,
scheduled faculty meetings, faculty institutes, orientations, registration and in-service programs, and other
special programs unless absence is approved by the Chief Academic Officer.

Formal faculty responsibilities begin with the faculty institute which is held up to three (3) workdays
before classes begin each semester. Duties are considered to be complete at the end of each semester
when final grades have been submitted, or on the date of commencement at the end of the Spring semester
(whichever occurs later).
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Each faculty member shall be on campus to advise students for a full day of Fall semester for freshmen
registration and during the registration period of each semester for a minimum of six (6) hours each day.

Each faculty member shall have final responsibility for all grades, and grades can be changed only with
prior consultation and consent of the faculty member who originally awarded the grades, and with the
consent of the Division Chair and the Chief Academic Officer. In the case of Incomplete, N, or X grades
and when the assigning faculty member is no longer employed at the University, Incomplete, N, and X
grades will be handled by the relevant Division Chair in consultation with faculty (and program directors)
who teach the course(s) involved.

Final examinations must be given during the scheduled final exam period unless otherwise requested by
the faculty member concerned and approved by the Chief Academic Officer.

Faculty members who plan to be absent from class due to professional conferences to other University
business shall provide written notification to the Division Chair and the Chief Academic Officer in
advance. Written approval shall be provided to the faculty member by the Division Chair with a copy to
the Chief Academic Officer.

WORKING HOURS

University Hours
Most offices of the University are open from 8:00 a.m. to 5:00 p.m. M —F.

On Campus Hours

Faculty shall maintain no fewer than eight (8) hours per week on campus distributed over four (4) days
which may be used for committee meetings, student advising, course preparation and assigned professional
responsibilities.

Student Advising Hours
No fewer than six (6) hours over a four (4) day period shall be reserved for student advising in accordance
with a regular schedule of posted office hours and shall not be scheduled as “by appointment only” hours.

Faculty should not schedule meetings or other activities that conflict or take away from their posted office
hours.

THE UNIVERSITY HOURS
The University has put aside (reserved) two hours (11:00 to 1:00) every Thursday for meetings and
convocations. No classes are to be scheduled during this time.

Division Meetings
Division meetings are scheduled for the fourth Thursday of each month. The Chair of each division
determines the location, agenda, and time for the meeting.

University Chapel
Wilberforce University is a faith-based institution affiliated with the African Methodist Episcopal (AME)
Church. As such, all faculty are expected to attend weekly Chapel Service.
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Faculty Monthly Meeting
Faculty monthly meetings are scheduled for the first Tuesday of each month. These meetings are
typically held in the Upper Lecture Hall of the Learning Resources Center.

ANNUAL EVALUATIONS
Evaluation Categories

All full-time and part-time faculty members shall undergo an annual performance evaluation. The process
of performance review and evaluation is perceived broadly as a means for extending opportunities for
continuous professional development. The processes are intended to be supportive of a faculty member’s
desire for continuing professional growth and academic excellence. With this orientation, faculty
evaluations will be a contributor to the ongoing improvements of the academic programs of the
institution.

The categories listed below shall apply in the performance review and evaluation of all faculty members
for annual evaluations.

a) Teaching Effectiveness — Teaching effectiveness shall be evaluated using the following
information and documentation: student course evaluations; peer evaluations; classroom
visitations and observations; quality of syllabi, quality of instructional techniques, methods, and
materials; evidence of student achievement; quality of student advisement; and any other relevant
documentation.

b) Professional Achievement and Continuing Scholarly Growth — Professional achievement shall be
evaluated based on the following information and documentation: development of experimental
programs; papers delivered at national and regional meetings of professional societies; regional
and national awards; offices held in professional organizations; invitational lectures given;
participation in panels at regional and national meetings of professional organizations; grant
applications; editorships of professional journals; participation in juried shows; program related
projects; quality of musical or theatrical performances; participation in one-person or invitational
shows; consulting activities; research projects and publication record; additional graduate work;
contribution to the scholarly growth of other faculty and any other relevant documentation.

¢) University and Community Service — University and community service shall be evaluated using
the following information and documentation: quality of participation in program, Division or
University committees; Faculty Senate activities contributing to the growth and development of
the University; development of new courses for program(s); advisor to student organizations;
membership and/or offices held in community organizations; consulting with local and area
agencies, governments, and organizations; and any other relevant documentation.

The Chief Academic Officer or an appropriate Division Chair shall conduct the annual performance
review and evaluation. The purpose of the performance review is to enhance faculty contributions in the
three general areas of teaching effectiveness, professional growth and achievement, and University/
community service.
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Each faculty member shall prepare and submit the following documentation to the Chief Academic Officer
or appropriate Division Chair by February 15 of each academic year:

1) A statement of his/her philosophy of teaching

2) Anupdated resume

3) An Annual Activity Summary —a summary of teaching, professional activities,
and University/community service

4) A proposed action plan regarding teaching, professional growth and achievement, and
University/community service.

The Chief Academic Officer or the appropriate Division Chair will hold a conference with each faculty
member to review and develop his/her specific individual action plan for enhancing his/her leadership in
teaching, professional growth and achievement, and University/community service. Such discussions shall
be specific and detailed and include a summary of the faculty member’s strengths and weaknesses. The
conference shall include a discussion of the faculty member’s overall professional performance, a review
of his/her individual action plans, and when appropriate, an action plan to address identified weaknesses
and to assure professional growth and development.

The Chief Academic Officer or an appropriate Division Chair shall prepare a written summary of the
conference to be signed by both parties. Each faculty member and the appropriate Division Chair shall
receive a copy of the written performance review and evaluation. If the faculty member disagrees, he/she
may provide a separate written statement to be attached to the summary.

The Chief Academic Officer and appropriate Division Chair shall complete annual performance review
conferences by April 15 of each academic year.

COMPREHENSIVE EVALUATION PORTFOLIOS
All new faculty shall have annual comprehensive evaluations in each of the first three years of teaching
service.

Each non-tenured faculty member shall receive a comprehensive evaluation no less than once in three (3)
years.

All tenured faculty members shall receive a comprehensive portfolio evaluation no less than once in three
(3) years.

“Each Comprehensive Evaluation Portfolio shall include, but is not limited to, the following minimum
documentation:

a. Current resume or vita

=3

Statement of teaching philosophy

Course syllabi, including objectives, examinations, and specific resource materials for three (3)
courses; See Appendix A and B for Syllabi Template.

Evidence of teaching effectiveness

Extent and nature of university and community service

o

Extent and nature of continuing professional and scholarly growth

@ o A

The Chief Academic Officer or his/her designee shall place student evaluation summaries in each
faculty member’s evaluation portfolio.
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h. The Chief Academic Officer or his/her designee shall place peer evaluations (including classroom
observation and visitation summaries) in each faculty member’s evaluation portfolio.”

All faculty portfolios are maintained by the Academic Affairs Office. Faculty may check out their portfolio
to update the information for the evaluation process. Other faculty may check out a faculty member’s
portfolio in conjunction with their duties on either a Department Personnel Committee (DPC) or the
University Promotion Tenure Committee (UPTC).

COMPREHENSIVE EVALUATION PROCESS
All full-time faculty shall have a comprehensive evaluation according to the following schedule.
» All full-time faculty members on the tenure-track shall be evaluated in each of their first six years
of teaching.
* Each non-tenured faculty member shall receive an annual comprehensive evaluation no less than
once in three (3) years.
* Alltenured faculty members shall receive a comprehensive evaluation no less than once in three (3)
years.

The timetable for comprehensive evaluation is as follows:

EVALUATION PORTFOLIO DUE DATE OF
SUBMISSION RECOMMENDATION FROM DPC
15T Year February 15 March 10
2" Year September 30 October 15
3" _ 6" Year February 15 April 1
Tenured February 15 April 1

The Division Chair shall notify each faculty member who will have an annual comprehensive evaluation
by July 15 preceding the academic year in which the evaluation is scheduled.

Each faculty member shall prepare a comprehensive evaluation portfolio as outlined in the Comprehensive
Evaluation Portfolios section. The portfolio shall be submitted to the Division Chair or a faculty member of
the appropriate Division Personnel Committee (DPC) by 4:30 pm on the due date for the portfolio or the
next available workday if the due date falls on a weekend. Both the faculty member and the committee
member shall jointly sign and date a form indicating receipt of the comprehensive evaluation portfolio.

The Division Personnel Committee shall review all faculty evaluations and shall complete its
recommendations by the specified due date with copies to each faculty member undergoing evaluation. Each
recommendation shall include a detailed summary of the faculty member’s strengths and weaknesses
and the reasons for the recommendation.

Each faculty member shall have the right to request and a make a personal appearance before the Division
Personnel Committee (DPC) during the evaluation or in response to a negative recommendation by the
committee. In cases of a negative recommendation, the division personnel committee shall schedule a date
for a personal appearance before the committee within five (5) business days after formal notification of the
negative recommendation. The faculty member shall have three (3) workdays after notification to confirm
in writing his/her intent to appear before the committee.
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After the personal appearance has been completed, if one occurred, the division personnel committee shall
forward the comprehensive portfolio, a letter of recommendation and all additional documentation to the
Chief Academic Officer.
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CHAPTER 6 EFFECTIVE INSTRUCTIONAL DESIGN STRATEGIES TO
FACILITATE A STUDENT-CENTERED LEARNING ENVIRONMENT

STUDENT-CENTERED CULTURE

Wilberforce University promotes a STUDENT-CENTERED culture where the focus is on creating an
engaging learning environment that promotes student success. A student-centered learning environment
acknowledges the learners' need to understand the usefulness of the materials and activities will consist of
task-centered, problem-centered, or even life-centered processes.

Therefore, faculty must comprehend the needs of the learner and ensure the course content includes
information regarding:
1. How students can get started in the course that consist of:
Communication expectations,
Institutional and course policies and procedures,
Course syllabus review,
Information regarding minimum technology requirements,
A clear presentation of the relationship between the institution’s program and course
learning outcomes,
6. Instructor's introduction to students and student introductions to their peers,
7. And other information that will promote student engagement and success.
2. Assessments that clearly measure the achievement of the course learning outcomes.
3. Presenting a variety of instructional materials that support the achievement of the learning
outcomes and opportunities for student engagement.
4. Learning activities that promote instructor-to-student, student-to-student, and student-to-institution
engagement.
5. Clearly stated requirements for interacting in the course.
6. Use of technology in the course to promote improvement of students’ information, communication,
and technology (ICT) competencies.
7. Course creation and development in the learning management system where the navigation is
organized in a consistent and predictable manner and easy for students to access information.
8. Content that is accessible to students with diverse learning needs.

Rl

Learning Outcomes

Regardless of the facilitation format, all courses must have learning outcomes.
The course learning outcomes must:
1. Presenta precise alignment between the program and institutional outcomes.
2. Clearly describe the competencies students will achieve by the end of the course; it must be
measurable and appropriate for the course level.
3. Presenta precise alignment to the assessment that appropriately measures the accomplishment of
each learning outcome.

Essential Assessments
Essential assessments are used to measure the level of achievement of the course learning outcomes.

Regardless of the learning format (synchronous or asynchronous), similar assessments should be used to
ensure consistency in the evaluation and assessment of student learning.
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Sample List of Possible Assessments

* Case Studies (writing assignment, classroom, or discussion forum)

* Debate (classroom or discussion forum)

* Discussion (classroom or discussion forum)

* Essays (short or long essays)

*  Group Project (investigation or research)

* Infographic Assignments

» Journaling (using blogs or other resources)

*  Quizzes/test/Exams

» Reflective Essays (writing assignment, classroom, or discussion forum)
» Research Papers (writing assignment, classroom, or discussion forum)

» Research Social Issue (writing assignment, classroom, or discussion forum)
* Role Play Scenario (classroom or discussion forum)

* Student Presentations (classroom, discussion forum, group presentation)
» Student Video Presentation (discussion forum)

Assessment Instructional Requirements
Instructions should be provided for all assessments, and they should clearly present the:
1. Purpose (skills and knowledge student will gain from the assessment
2. Alignments to the learning outcomes
3. Specific task (step-by-step instructions regarding what the student will need to do to complete the
assignment)
4. Criteria (or rubric) will allow students to judge their performance on each assignment and reduce
issues related to biases and inequities in grading practices.

Culture of Excellence

Wilberforce University is committed to a culture of excellence driven by a climate of proficiency, respect,
and collaboration to foster a sense of community and pride. Therefore, the University demands a high
standard of conduct from its faculty members. To maintain the quality and integrity of Wilberforce
University’s academic programs, faculty are required to adhere to and comply with all academic duties and
responsibilities, and policies and procedures presented in this handbook.

Faculty teaching in a synchronous formats (face-to-face classroom or virtually) and asynchronous formats
(entirely online) must successfully complete the Wilberforce University Faculty Orientation and other
professional development training sessions deemed necessary by Academic Affairs. All courses regardless
of the format should be set up in Wilberforce University’s learning management system outlined in Table
2. Each semester faculty should:

1. Make the necessary updates to the course content before classes start
a. Ensure faculty contact information is updated throughout the course, etc.
b. Use the Wilberforce University syllabus template (see Appendix A and B for face-to-face
and online syllabus samples)
i. Ensure the course syllabus is downloadable and printable
ii. The course complies with the Wilberforce University Online Template format.
iii. Include office hours in the syllabus and in the online course content whenever
necessary for all learning formats
iv. Check all external links to ensure they are functioning appropriately.
v. Check to verify the gradebook is set up appropriately.
vi. Check to ensure rubrics are provided for all graded assignments.
vii. Read course content to ensure it is free of errors and grammar issues.
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Table 2. Course Content for All Learning Formats

Course Content for All Formats ‘

Course Content FTF Synchronous Online
Asynchronous

Announcements Option Y Y
Course Syllabus Y Y Y
Course Overview & Introduction Y Y Y
Module

Q&A Module Y Y Y
Modules for Each Week Y Y Y
Assignments Created Y Y Y
Discussions Forums Created Classroom lecture Y Y
Quizzes (if needed) Y Y Y
Gradebook Set up Y Y Y
Rubrics (All graded assignments) Y Y Y
Canvas Menu Y Y Y

Faculty Member in Good Standing

A faculty member considered in good standing must comply with the School, the Division of Academic
Affairs, and Wilberforce University policies, procedures, operational processes, and

« Demonstrate accomplishment of academic duties and responsibilities that includes teaching
excellence, research, participation in university activities, annual performance evaluation,
governance processes, and other requirements.

« Engage with peers in a professional manner in oral and written communication

»  Comply with the University Code of Conduct

A faculty member that is not in good standing

» Conduct seems to present a threat to themselves and others

« Performance is consistently unsatisfactory

= Failure to participate in annual faculty evaluation and other institutional processes

« Failure to meet basic performance expectations outlined in the faculty evaluation guidelines

« Refusal to participate in mandatory and other faculty professional development training programs
= Failure to comply with university policies, procedures, operations, and other processes

Any faculty member that is not in good standing with the University cannot be nominated and serve on any
committee and represent the University in any way for an entire year or until they are found in good
standing with the University. A faculty member not in good standing may also be dismissed for cause per
the University’s Code of conduct.
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Additional Course Requirements
Changing Content in Course

Any instructor that receives a contract to teach an asynchronous course (blended/hybrid or online) that has
been designed by an official in the institution (subject matter expert (SME), faculty member, etc.) cannot
change or alter the content. Any questions regarding the content should be directed to the SME or faculty
member that designed the course or to Academic Affairs.

Course Readiness Assessment Checklist
The faculty member assigned to teach a course at Wilberforce should review the Course Readiness

Assessment Checklist before publishing the course (see Appendix I Course Readiness Assessment
Checklist document).

Definitions
Wilberforce University Teaching & Learning Formats
Modality Definition
Face-to-face classroom or virtual formats Course meets at the time published on the
(Synchronous) University's Schedule of Classes.

Entirely online course facilitated in the University’s Instructional aspects of the course are delivered in the
LMS (Asynchronous) University online LMS. Students and faculty do not
meet at a specific time.
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Wilberforce University Virtual Village

Online Learning Format
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Chapter 7 Undergraduate Online or Asynchronous Instruction

Any course taught entirely online must comply with all the requirements to design, deliver, and facilitate
an online course.

Reaching Infinite Success through Education (RISE)

Faculty Responsibilities

Wilberforce University emphasizes the importance of instruction, and this continues within the Reaching
Infinite Success through Education (RISE) programming, which also recognizes that excellence in
pedagogy is our faculty’s priority. The responsibilities of our RISE faculty is inclusive of teaching,
advising, collaboration, and participation in departmental and institutional committees.

Wilberforce University also recognizes that our faculty members engage in service outside the RISE
community and pursue scholarly, creative, civic, social and/or professional activities appropriate to their
field of academic discipline or expertise.

Faculty members, in their full responsibility understand they will:

o Adhere to all of Wilberforce University’s non-discriminatory practices, including when interacting
with prospective and enrolled students, faculty, and all staff.

e Apply appropriate professional ethical codes of conduct; be it written, verbal, or social forms of
communication.

e Show respect for the rights of others when professionally and appropriately expressing differing
opinions or ideas in and out of the online classroom.

e Preserve the confidentiality required in academia, human resources, and administrative endeavors,
especially in RISE’s online and virtual environment.

e Hold oneself and others accountable for professional responsibilities and agreed upon
commitments as a member of our faculty to ensure you are appreciative of differences occurring
online. It is understood this may not always be visible, but do your part to be present and attentive
to issues available to you.

e Comply with all applicable Federal, State of Ohio, local rules, regulations, and accreditation
standards; please review the handbook for further learning.

e Demonstrate respect for students and guard the confidentiality of the faculty-student relationship
according to local, state/provincial, and federal regulations.

e C(Create and foster the requisite online climate encouraging students to learn and feel open to
discuss content, relevant experiences, and perspectives on course related material.

e Refrain from misrepresentation of self and Wilberforce University.

e Integrate discipline-specific knowledge and professional experience with the practice of faculty
roles and responsibilities.

e Uphold the academic freedom for faculty and students defined within the handbook.

34|Page



Representation

The RISE Program Director will regularly solicit the viewpoints and feedback from faculty who teach
within their programs and represent those viewpoints and feedback in our online learning environment.

The RISE Director may also require, with agreement, a designee to represent RISE. At the discretion of the
Director, a designee may represent RISE in Academic Affairs matters including committee work, special
projects, or a work group.

For each Full-time Faculty member in RISE, required active contribution to a committee within RISE is
essential to maintain the program's integrity and progress. Review Committees work within RISE and
consist of the following three (3) groups:

1. Curriculum Committee
2. Technology Review
3. Faculty Hiring and Development Recommendation Review

The Director may serve as part of any group to help with continuity or provide an administrative designee
to support with oversight. Some groups may invite a student representative to provide unique insights as
well.

All Full-time Faculty are responsible for reviewing syllabi within their respective degree pathway and
provide feedback on alignment to degree requirements and outcomes.

Grade Submission

All faculty teaching within RISE will submit their grades within 48 hours after the course’s submission
deadline. Given the 5-week term, grade submission is critical to give our adult learners the feedback
necessary to learn in our program.

Course Evaluations

Wilberforce University will provide end of term course reviews to students to give us the necessary
information to improve our curriculum, pedagogy, experiences, and content. We are listening to what our
adult learners' experiences are and how we impact their expectations. The RISE Director, or designee
will conduct one or more review meetings with each program faculty member annually. The necessity of
additional meetings will be determined by the Director on a quarterly basis. Review meetings will include
a discussion of strengths and opportunities for improving our courses, degrees, and student experiences.

Evaluations will be used to inform decisions regarding future teaching opportunities, assignments, or
development activities. The collected information will be discussed with faculty as a part of the faculty
performance process.

Requirements for RISE Courses: S-week Format

1. All courses must have at least three graded assignments (e.g., quiz, writing assignment, and
discussion question) per week for a 5-week course.

2. Faculty are required to grade all coursework and return it within seven (7) days of the due date
to ensure students can assess their performance before midterm and finals.

3. Faculty are required to participate in the online discussion forum for an online course at least
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four (4) times every week and at least 3 substantive responses to at least 3 students.

4. Faculty must hold face-to-face or virtual office hours for 1 hour per 3-hour course weekly—
Office hours must be posted in the course syllabus, on the faculty homepage, and in course
announcements.

5. The course should comply with all components presented in the Course Assessment
Checklist before it is published.

6. All courses must be published two weeks prior to the start of class, so students can begin
reviewing the course.
At Least 10 Days Before the Course Begins:

Establish a Cengage account to secure the text/s. If you are new to Wilberforce Online and need the
syllabus (module) before the course opens, contact helpdesk@wilberforce.edu

2. Many of the required textbooks are available electronically through Cengage.com, including a
free digital copy of textbooks for instructors. If you do not have an account, follow the link to
register; here is a video that shows the process: Wilberforce University training video

3. Once you are registered, you can use the ISBN to find a text and request access. It can take a
few days for publishers to grant access to the requested texts, but once they do, the books will
be available on your Cengage Account.

One Week Before the Course Begins:

Complete the Online Faculty Orientation in Canvas if you are new to Wilberforce

1. University Online. If you did not receive an invitation to the course, please
email helpdesk@wilberforce.edu to request access.
2. Check the course page and syllabus (module) for accuracy. Report any issues
to onlinetechsupport@wilberforce.edu.
a. Complete a “Welcome to the Course” Announcement. Include the following:
1. Wilberforce University email
ii. Two “office hours” per week, preferably divided into two one-hour sessions
at various times of the day/week. Make clear how students can reach you
“live” (by phone or Zoom).
iii. Email students a reminder to take the Class Preparation Quiz to begin
viewing the course materials and to avoid deregistration
iv. Encourage students to use the Start Here button
V. Anaudio or video recording with a short introductory message
vi. link to your profile page in Canvas (upload a photo and brief bio)

During the First Week of the Course:

1. Send out an Announcement to remind students about academic resources under Help &
Resources on the course page.

2. Report any students not active in the course or who have not taken the Class Preparation Quiz
by Wednesday to Dropout Detective. Also, send these students an email to remind them and to
inquire about their progress. Early intervention is key to retention, especially in online courses.
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Weekly Requirements:

Respond to all student emails within 24 hours, Monday-Friday.

2. Send out a weekly Announcement with valuable information, such as reminders,
encouragement, and your own personalization on the subject matter. (Weekly announcements
are for all classes, no matter the size.)

3. Posta weekly “Summative Announcement” that responds to the Discussion Forum. Choose
two or three examples of high-quality discussion from that week to highlight. Add your own
insights on the subject matter too. Respond to individual students through the discussion
forum

4. Hosttwo “office hours” per week by phone or Zoom.

5. Grade all assignments by Wednesday following the end of each week. Use rubrics for all
writing assignments. You can create your own rubrics and send out to students, or we can help
to create them.

For Existing Wilberforce University Faculty teaching on-campus

As members of Academic Affairs, any on-campus faculty that wishes to teach within RISE and other online
programs, please ensure you have the following prior to inquiring about the opportunity:

® One full academic year's experience within your assigned duties on campus,

® Previous semester’s student feedback surveys completed with documented feedback
(quantitative or qualitative),

® An overall rating of (85%) on the end of semester student feedback surveys

Approval from your Chair or the Vice President of Academic Affairs, and

® In good standing with Wilberforce University.

Faculty Engagement with Students in RISE

Wilberforce University faculty must ensure substantial opportunity for instructor-to-student and student-to-
student interactions in the distance education learning environment. Substantial interactions consist of
engaging with students in the discussion forum, providing supportive and constructive feedback on
assignments, responding to students' questions or concerns, and having regular office hours.

1. Wilberforce faculty should access their course four (4) out of seven (7) days of the week.

2. Faculty should engage with students in the discussion forum four (4) out of seven (7) days of the
week. Faculty should respond to students in the discussion forum each of the four (4) days.

3. Faculty should respond to students' questions or concerns received via the Question-and-Answer
Module, email, or telephone within 24 hours.

4. Assignments due on Sunday must be graded and returned to students seven (7) days after the due date.

5. Grades for all assignments should be posted in the gradebook with supportive and constructive feedback
(7) days after the due date. Grades must be entered for all students. A zero “0” must be entered for students
who do not submit assignments based on the due date of each assignment to ensure their gradebook
accurately reflects their progress in the class. Faculty are expected to follow the late assignment submission
policy.
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Weekly Suggestions for Enhancing Student Engagement:

Nk W=

Offer additional tutoring using Zoom

Consult with students by phone or text message

Send individual emails to students whose grades have declined or improved
In larger courses, create a discussion group

Create your own videos to enhance or clarify course content

Share interesting, timely course-related articles and videos

Ask for and offer prayer requests
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Chapter 8 Graduate Online or Asynchronous Instruction

Any graduate course taught entirely online must comply with all the requirements to design, deliver, and
facilitate an online course.

The Master of Science in Clinical Rehabilitation Counseling Program (CRCP)

About the Program

The Master of Science in Clinical Rehabilitation Counseling Program (CRCP) is a graduate degree offered
through the Division of Arts and Science. The CRCP was started in August, 2004. The Program is
designed to meet the growing demand for qualified, professionally trained clinical rehabilitation
counselors who want to work in public and private rehabilitation agencies and institutions. The program
will result in improvement in the rehabilitation delivery system by increasing the number of master’s level
minority professionals entering the rehabilitation field, and by increasing their qualifications to advance
professionally.

Graduates are prepared to meet the psychological and vocational needs of persons with varying disabilities
such as developmental disabilities, psychiatric disabilities, traumatic brain injury, spinal cord injury,
alcohol and substance abuse, visual impairment, and hearing impairment. Rehabilitation counselors
manage the components important in the clinical rehabilitation process of individuals with physical and
mental disabilities. They help prevent fragmentation and gaps in service to people seeking to move from
psychological and economic dependence to independence. The counselor draws on knowledge from
several fields: psychology, medicine, psychiatry, sociology, social work, education, and law.

The Master of Science degree in Clinical Rehabilitation Counseling is a 60 semester hour program with
students completing the program in as little as two to two and half years. Counselors are employed in a
variety of settings such as state rehabilitation agencies, veteran’s administration programs,
evaluation/training centers, private practice, mental health agencies, general/psychiatric hospitals,
correctional agencies, substance abuse programs, school/colleges, workers’ compensation insurance
companies, sheltered workshops, non-profit agencies, and private industry.

Program Mission

The Master of Science in Clinical Rehabilitation Counseling Program is designed to meet the growing
demand for qualified, mental health professionally trained rehabilitation counselors who want to work in
public and private mental health rehabilitation agencies and institutions. Graduates are prepared to meet
the psychosocial and vocational needs of persons with varying disabilities such as developmental
disabilities, psychiatric disabilities, traumatic brain injury, spinal cord injury, alcohol and substance abuse
behaviors, as well as other acquired disabling conditions. Graduates are professionally trained for careers
in vocational rehabilitation in government agencies such as the state-federal system, not for profit and for
profit community rehabilitation programs, educational institutions, private for profit and not for profit
community rehabilitation programs, residential programs, case management, bureau of worker’s
compensation, and mental health services.

Graduates utilize knowledge and competency in understanding the physical, social, psychological,
economic, and political implications of disabilities to promote self-sufficiency and independence.
Likewise, graduates learn to always ensure understanding of how gender, sexual orientation, race,
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ethnicity, and culture impact one’s experience of disability. Graduates are trained to engage in ethical
practice, ongoing professional development, and to implement research initiatives.

The program recruits candidates from typically underrepresented populations such as minority students
and students with disabilities from the entire regional area. Wilberforce’s Master of Science Degree in
Clinical Rehabilitation Counseling is the only HBCU program in the Midwest. (Region V includes Ohio,
[llinois, Indiana, Michigan, Minnesota, and Wisconsin.) The program results in improvement in the
rehabilitation delivery system by increasing the number of master’s level minority professionals entering
the rehabilitation service or increasing their qualifications to advance professionally. Likewise, the
program builds local capacity to provide culturally competent mental health services for minority clients
in the rehabilitation system and improve their chances to achieve successful outcomes.

Program Objectives

The Master of Science degree in Clinical Rehabilitation Counseling Program Objectives:

1. To recruit capable and culturally diverse students.
To provide a relevant curriculum that intertwines theory with research and practice.
3. To assist students to develop a professional identity as a counselor and address the
physical and mental health disabilities of clients.
4. To encourage students to engage in the study and exploration of current societal issues such
as:
a. Opioid epidemic
b. Stress/ Anxiety
c. PTSD
d. Trauma
5. Topromote and encourage students to participate in research, scholarly, and
professional development activities.
6. To collaborate with community mental health and rehabilitation professionals to
identify professional and curricula opportunities for students.
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Appendix A
Virtual & Online Syllabus
Course Title

Course Schedule

Course Name & Number

Semester and Year

Start and End Date for Course
Instructor Information

Instructor:

Email:

Phone:

Office Location (Virtual or Online):

Virtual Office Hours: [Adjunct faculty two (2) hours per week/Full-time faculty four (4) hours per week
distributed over four (4) days, office hours should be held at consistent times throughout the five-week
period]

Course Catalog Description

[Copy course description presented in the Wilberforce University Course Catalog]-
Credits:

Pre-requisites: New student Academic Affairs Orientation course [include “N/A” if there are no course
pre-requisites]|

Course Learning Outcomes

By the end of this course, you will be able to: [Obtain course learning outcomes approved by the
Curriculum Committee from the Division of Academic Affairs]
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Course Reading Materials

(List all required texts and course materials. Please add links where appropriate. For course texts, follow
APA formatting, include the ISBN #, and edition. Note between required and optional textbooks. Materials
may be organized best for student learning and part of student feedback at the end of each term. Include the
citation for required material and a notation that all readings follow copyright and fair use policies.

Example:

optional: Owens, Robert G. & Valesky, Thomas C., (2015). Organizational Behavior in Education:
Leadership and School Reform (11th ed.). Pearson: Boston. ISBN-13: 978-0-13- 348903-3

Required Readings
Include full citation information. Include ISBN for any books.

Recommended Readings
These will be posted in Canvas.

Recommended Materials & Other Resources
These will be posted in Canvas.

Student Engagement Requirements (FtF)
Student’s participation is essential to successful completion of this online course. Student
engagement/participation begins Week 1.

This course is facilitated in a traditional face-to-face (FtF) classroom that includes the use of the learning
management system, Canvas, and other technologies to engage students in learning process. Students are
expected to attend and participate in all required class meetings, engage in classroom lecture, and any other
activities assigned to through the course instruction. Students are also expected to upload all assignment and
other coursework should be uploaded to Canvas. Failure to submit coursework through the Canvas and
engage in weekly online discussion forums (beyond statements as “I agree, Sound great, etc.”) demonstrates
non-participation in the course, and could result in a student removal from the course or receiving a failing
grade. Student engagement/participation begins Week 1.

There is no on campus face-to-face facilitation component for this course. In order for students to be fully
engaged in this course, below are the minimum technology requirements:

» laptop or desktop (Mac, Windows PC, or Chromebook) with an up-to-date operating system,

* Canvas-supported Internet browser (Firefox or Chrome are recommended),

* high-speed Internet connection,

* Microsoft Office 365 suite software to submit all written assignments,

*  Wilberforce University email address that will be used as the major source to communicate with
the instructor and peers throughout the course.

Student Participation Requirements (online)
Student’s participation is essential to successful completion of this course. Student
engagement/participation begins Week 1.

This course uses the learning management system, Canvas, and other technologies to engage students in
learning process. The online classroom engagement/participation may come in the form of uploading
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online assignments, submitting quizzes, posting to the discussion forum, and other methods to accomplish
the learning outcomes for this course. Failure to access and submit coursework through Canvas
demonstrates non-participation in the course and could result in a student removal from the course or
receive a failing grade.

There is no on campus face-to-face facilitation component for this course. In order for students to be fully
engaged in this course, below are the minimum technology requirements:

» laptop or desktop (Mac, Windows PC, or Chromebook) with an up-to-date operating system,
» Canvas-supported Internet browser (Firefox or Chrome are recommended),

* high-speed Internet connection,

*  Microsoft Office 365 suite software to submit all written assignments,

Wilberforce University email address that will be used as the major source to communicate with the
instructor and peers throughout the course.

Weekly Student Engagement Requirements Highlights

» Students are required to engage with their instructor and peers in the distance education learning
environment. Students must:

* Loginto your course on the first day of class and five (5) out of seven (7) days per week.

» Participate in the discussion forum interacting with peers and the instructor throughout the week,
submit an initial response and five (5) responses to their peers’ posts.

*  Complete all weekly reading requirements

* Submit all coursework via the Canvas gradebook by Sunday at 11:59 p.m. Eastern Time.

For more information regarding technology requirements refer to the Wilberforce University Catalog.
Keep in mind that while you can use mobile devices to access course content and online meetings, you
may find that the Canvas apps lack the features and functionality you need to take part fully.

Minimum Student Technology Requirements

1. Communicate via email including sending attachments
2. Navigate the Internet using a Web browser such as Google Chrome, Safari, or Firefox

3. Be willing to learn how to communicate using a discussion board and upload assignments to Canvas
course

Wilberforce University Grading Scale (Catalog information)

90-100%=A
89-90% =B
79 - 80% =C
69 - 70%=D

Below 60% =F
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The grading scale outlines how students will earn each grade based on projects, labs, attendance, class
participation and exams. A student’s proficiency in course work is measured in terms of the following
Alphabetical symbols. Minuses and pluses are not accepted. Review the Wilberforce University Catalog for
detailed information regarding the grading scale presented above.

Method of Grading (Online)

The methods of grading for this course consist of a combination of (5) assignments per week (any
combination of online discussion forums and assignments) presented below with the percentage students
will receive for each assignment.

Sample:

Online Discussions 25%
Class Assignments 15%
Teaching Cases 20%
Research Paper 40%

Example:

Class Assignments (15%) Students will engage in three brief writing assignments throughout the term. You
will be expected to answer specific questions related to our course content. Assignments will give the student
a chance to use reflection of the course readings and relate them back to individual experiences to relate to
the learning material. The specific questions will be posted on Canvas. (Deadlines need to be posted in
CANVAS).

Method of Grading (FTF)

The methods of grading for this course consist of a combination of two (2) graded assignments per week
(any combination of research assignments, case studies, quizzes, group activities, etc.) presented below with
the percentage students will receive for each assignment.

Sample:

Online Discussions 25%
Class Assignments 15%
Teaching Cases 20%
Research Paper 40%

Example:

Class Assignments (15%) Students will engage in three brief writing assignments throughout the term. You
will be expected to answer specific questions related to our course content. Assignments will give the student
a chance to use reflection of the course readings and relate them back to individual experiences to relate to
the learning material. The specific questions will be posted on Canvas. (Deadlines need to be posted in
CANVAS).
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Responsibilities and Expectations (Course Policies)

Student Responsibility Statement (Online)

Academic standards and rigor in all courses offered at Wilberforce University, whether face-to-face, online
or hybrid, should be equivalent regardless of the modality of the course. Student success, particularly in an
online or hybrid course, is dependent on the individual student’s intrinsic motivation, ability to be a self-
regulated learner, and technology skills.

All courses, especially online, require you to complete coursework on your own and in groups without the
professor's direct supervision. You will be expected to study and complete assignments independently as
well as logging into the Canvas course daily to take part in online discussions, group work, and synchronous
meetings regularly. If you meet any technical difficulties when trying to access coursework online, you
should notify the instructor at once as well as contact the helpdesk@wilberforce.edu for technical support.

Student Responsibility Statement (FtF and online)

Academic standards and rigor in all courses offered at Wilberforce University, whether face-to-face, online
or hybrid, should be equivalent regardless of the modality of the course. Student success, particularly in an
online or hybrid course, is dependent on the individual student’s intrinsic motivation, ability to be a self-
regulated learner, and technology skills.

All courses, especially online, require you to complete coursework on your own and in groups without the
professor's direct supervision. You will be expected to study and complete assignments independently as well
as logging into the Canvas course daily to take part in online discussions, group work, and synchronous
meetings regularly. If you meet any technical difficulties when trying to access coursework online, you should
notify the instructor at once as well as contact the Technology Services or IT Help Desk Ticket for support.

Communication Policy (Online)

The instructor will periodically send out emails and post messages and announcements on Canvas to remind
students of deadlines or readings, to supply details on assignments and examinations, and to tell students
about university events of interest. It is the student’s responsibility to check their university emails regularly
to stay informed. There will be no allowances made for a failure to read your official University email.
Similarly, the student must also be certain that they are receiving proper notifications from Canvas.

The instructor will make every effort to respond to your messages within 24 — 48 hours (about 2 days) during
the work week and within 48 hours (about 2 days) for emails sent on the weekend or holidays. You should
adhere to these time-frames too when communicating with the instructor or classmates about your coursework
in this class.

Communication Policy (FtF)

The instructor will periodically send out emails and post messages and announcements on Canvas to remind
students of deadlines or readings, to supply details on assignments and examinations, and to tell students
about university events of interest. It is the student’s responsibility to check their university emails regularly
to stay informed. There will be no allowances made for a failure to read your official University email.
Similarly, the student must also be certain that they are receiving proper notifications from Canvas.
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The instructor will make every effort to respond to your messages within 24 — 48 hours (about 2 days)
during the work week and within 48 hours (about 2 days) for emails sent on the weekend or holidays. You
should adhere to these time-frames too when communicating with the instructor or classmates about your
coursework in this class..

Student Conduct, Interactions, and Expectations (FtF/Online)

For specific information regarding student behavior, interactions, and expectations, always refer to the
Wilberforce University Student Handbook. However, there are specific expectations for any online
interactions with instructors, peers, and Wilberforce staff.

Wilberforce University is committed to providing courses that meet the highest standards of excellence
with the mission of preparing students to become productive members of society and good citizens of the
world. As such, students are expected to maintain a standard of conduct in all learning formats (face-
to-face, virtual, and online).

Please remember that this is a college course where much of your work is taking place in an online
environment. It is different from communicating with friends via social media, nor is it equivalent to
sending text messages to friends or colleagues.

These guidelines below will help you reduce online miscommunications in this course.

e Make connections; introduce yourself in an email, label the class you want to reference and end
your communication with your salutation.

* Avoid using capital letters, it reads as yelling.

» Be clear, concise and use your knowledge. Avoid personal attacks and offensive language
(including cursing, colorful metaphors., etc.)

» Have opinions, be encouraging, and do not bully others.

» Respect disagreement and do not take it personal. Engaging in an online environment can be
difficult to traverse. Remember, people have disagreements, and we ask not to take them as
personal.

*  Online discussions and chats are meant for you to share ideas and to be able to practice persuasive
speech that cannot be achieved with hurtful, hateful, or inappropriate language. Review your posts
before you publish and reread them for unintended meanings.

»  Ask questions for clarity. Cultural influences can influence communication in terms of phrasing
and word choice. The lack of visual and auditory clues may affect meaning, as well. Before
jumping to conclusions, ask for clarification.

» Be forgiving toward others. For most participants, online communication is straightforward.
Sometimes unintended meanings are conveyed. If you feel that the communication in your online
course is particularly egregious or offensive, you should notify the instructor privately.
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University Policies and Resources
You will find links to important policies and resources in our Canvas course. See the links below or go to
Wilberforce University Virtual Village Resource link on the course menu to review the information.

*  Wilberforce University Catalog (Academic Integrity Policy, etc.)
» Financial Aid

» CASSS (Student Support Services, Student Counseling, etc.)

» IT Help Desk

* IT Acceptable Use Policy

* Academic Accommodations

* WU (Wilberforce University) Library
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Weekly Course Activity Schedule

Week/Date Topic Readings/Videos Activities/Assignment
s

Week 1 Review “Start Here”
section in Blackboard
Read syllabus
Complete syllabus quiz
Post to and read
discussion board
introductions
Complete Canvas
orientation module
Watch Module I part 1
video

Watch Module I part 2
video

Watch Module 1 part 3
video

Watch Module I part 4
video

Watch Module 1 part 5
video

Read Chapter 1

Read Article #1 ....

Week 2

Week 3

Week 4

Week 5 FINAL

Changes to the Syllabus

This syllabus is a guide and every attempt is made to supply an accurate overview of the course. However,
circumstances and events may make it necessary for the faculty member to change the syllabus during the
semester and may depend, in part, on the progress, needs, and experiences of the students. The faculty
member will give notice when changes to the syllabus are made.
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Appendix B

[Face-to-face Syllabus]

Course Title

Course Schedule

Course Name & Number

Semester and Year

Start and End Date for Course

Instructor Information
Instructor:

Email:
Phone:
Office Location (Face-to-Face):

Virtual Office Hours: [Adjunct faculty two (2) hours per week/Full-time faculty four (4) hours per week
distributed over four (4) days, office hours should be held at consistent times throughout the five-week
period]

Course Catalog Description

[Copy course description presented in the Wilberforce University Course Catalog]-
Credits:

Pre-requisites: New student Academic Affairs Orientation course [include “N/A” if there are no course
pre-requisites]|

Course Learning Outcomes

By the end of this course, you will be able to: [Obtain course learning outcomes approved by the
Curriculum Committee from the Division of Academic Affairs]
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Course Reading Materials

(List all required texts and course materials. Please add links where appropriate. For course texts, follow
APA formatting, include the ISBN #, and edition. Note between required and optional textbooks. Materials
may be organized best for student learning and part of student feedback at the end of each term. Include the
citation for required material and a notation that all readings follow copyright and fair use policies.

Example:

optional: Owens, Robert G. & Valesky, Thomas C., (2015). Organizational Behavior in Education:
Leadership and School Reform (11th ed.). Pearson: Boston. ISBN-13: 978-0-13- 348903-3

Required Readings
Include full citation information. Include ISBN for any books.

Recommended Readings
These will be posted in Canvas.

Recommended Materials & Other Resources
These will be posted in Canvas.

Student Engagement Requirements (FtF)
Student’s participation is essential to successful completion of this online course. Student
engagement/participation begins Week 1.

This course is facilitated in a traditional face-to-face (FtF) classroom that includes the use of the learning
management system, Canvas, and other technologies to engage students in learning process. Students are
expected to attend and participate in all required class meetings, engage in classroom lecture, and any other
activities assigned to through the course instruction. Students are also expected to upload all assignment and
other coursework should be uploaded to Canvas. Failure to submit coursework through the Canvas and
engage in weekly online discussion forums (beyond statements as “I agree, Sound great, etc.”) demonstrates
non-participation in the course, and could result in a student removal from the course or receiving a failing
grade. Student engagement/participation begins Week 1.

There is no on campus face-to-face facilitation component for this course. In order for students to be fully
engaged in this course, below are the minimum technology requirements:

* laptop or desktop (Mac, Windows PC, or Chromebook) with an up-to-date operating system,
e Canvas-supported Internet browser (Firefox or Chrome are recommended),

* high-speed Internet connection,

*  Microsoft Office 365 suite software to submit all written assignments,

»  Wilberforce University email address that will be used as the major source to communicate with
the instructor and peers throughout the course.
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Minimum Student Technology Requirements

1. Communicate via email including sending attachments
2. Navigate the Internet using a Web browser such as Google Chrome, Safari, or Firefox

3. Be willing to learn how to communicate using a discussion board and upload assignments to Canvas
course

Wilberforce University Grading Scale (Catalog information)

90 -100%=A
89-90% =B
79 - 80% =C
69 - 70%=D

Below 60% =F

The grading scale outlines how students will earn each grade based on projects, labs, attendance, class
participation and exams. A student’s proficiency in course work is measured in terms of the following
Alphabetical symbols. Minuses and pluses are not accepted. Review the Wilberforce University Catalog for
detailed information regarding the grading scale presented above.

Method of Grading (Online)

The methods of grading for this course consist of a combination of (5) assignments per week (any
combination of online discussion forums and assignments) presented below with the percentage students
will receive for each assignment.

Sample:

Online Discussions 25%
Class Assignments 15%
Teaching Cases 20%
Research Paper 40%

Example:

Class Assignments (15%) Students will engage in three brief writing assignments throughout the term. You
will be expected to answer specific questions related to our course content. Assignments will give the student
a chance to use reflection of the course readings and relate them back to individual experiences to relate to
the learning material. The specific questions will be posted on Canvas. (Deadlines need to be posted in
CANVAS).

Method of Grading (FTF)

The methods of grading for this course consist of a combination of two (2) graded assignments per week
(any combination of research assignments, case studies, quizzes, group activities, etc.) presented below with
the percentage students will receive for each assignment.
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Sample:

Online Discussions 25%
Class Assignments 15%
Teaching Cases 20%
Research Paper 40%

Example:

Class Assignments (15%) Students will engage in three brief writing assignments throughout the term. You
will be expected to answer specific questions related to our course content. Assignments will give the student
a chance to use reflection of the course readings and relate them back to individual experiences to relate to
the learning material. The specific questions will be posted on Canvas. (Deadlines need to be posted in
CANVAS).

Responsibilities and Expectations (Course Policies)

Student Responsibility Statement (FtF and online)

Academic standards and rigor in all courses offered at Wilberforce University, whether face-to-face, online
or hybrid, should be equivalent regardless of the modality of the course. Student success, particularly in an
online or hybrid course, is dependent on the individual student’s intrinsic motivation, ability to be a self-
regulated learner, and technology skills.

All courses, especially online, require you to complete coursework on your own and in groups without the
professor's direct supervision. You will be expected to study and complete assignments independently as
well as logging into the Canvas course daily to take part in online discussions, group work, and
synchronous meetings regularly. If you meet any technical difficulties when trying to access coursework
online, you should notify the instructor at once as well as contact the Technology Services or IT Help Desk
Ticket for support.

Communication Policy

The instructor will periodically send out emails and post messages and announcements on Canvas to
remind students of deadlines or readings, to supply details on assignments and examinations, and to tell
students about university events of interest. It is the student’s responsibility to check their university emails
regularly to stay informed. There will be no allowances made for a failure to read your official University
email. Similarly, the student must also be certain that they are receiving proper notifications from Canvas.

The instructor will make every effort to respond to your messages within 24 — 48 hours (about 2 days)
during the work week and within 48 hours (about 2 days) for emails sent on the weekend or holidays. You
should adhere to these timeframes too when communicated with the instructor or classmates about matters
about your coursework in this class.

Student Conduct, Interactions, and Expectations

For specific information regarding student behavior, interactions, and expectation, always refer to the
Wilberforce University Student Handbook. However, there are specific expectations for any online
interactions with instructor, peers, and Wilberforce staff. Wilberforce University is committed to
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providing courses that meet the highest standards of excellence with the mission of preparing students to
become productive members of society and good citizens of the world. As such, students are expected to
maintain a standard of conduct in all learning formats (face-to-face, virtual, and online).

Please remember that this is a college course where much of your work is taking place in an online
environment. It is different from communicating with friends via social media, nor is it equivalent to
sending text messages to friends or colleagues.

These guidelines below will help you reduce online miscommunications in this course.

e Make connections; introduce yourself in an email, label the class you want to reference and end
your communication with your salutation.

* Avoid using capital letters, it reads as yelling.

* Be clear, concise and use your knowledge. Avoid personal attacks and offensive language
(including cursing, colorful metaphors., etc.)

* Have opinions, be encouraging, and do not bully others.

* Respect disagreement and do not take it personal. Engaging in an online environment can be
difficult to traverse. Remember, people have disagreements, and we ask not to take them as
personal.

* Online discussions and chats are meant for you to share ideas and to be able to practice persuasive
speech that cannot be achieved with hurtful, hateful, or inappropriate language. Review your posts
before you publish and reread them for unintended meanings.

* Ask questions for clarity. Cultural influences can influence communication in terms of phrasing
and word choice. The lack of visual and auditory clues may affect meaning, as well. Before
jumping to conclusions, ask for clarification.

» Be forgiving toward others. For most participants, online communication is straightforward.
Sometimes unintended meanings are conveyed. If you feel that the communication in your online
course is particularly egregious or offensive, you should notify the instructor privately.

University Policies and Resources
You will find links to important policies and resources in our Canvas course. See the links below or go to
Wilberforce University Virtual Village Resource link on the course menu to review the information.

»  Wilberforce University Catalog (Academic Integrity Policy, etc.)
» Financial Aid

» CASSS (Student Support Services, Student Counseling, etc.)

» IT Help Desk

» IT Acceptable Use Policy

* Academic Accommodations

* WU (Wilberforce University) Library
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Weekly Course Activity Schedule

Week/Date Topic Readings/Videos Activities/Assignment
s

Week 1 Review “Start Here”
section in Blackboard
Read syllabus
Complete syllabus quiz
Post to and read
discussion board
introductions
Complete Canvas
orientation module
Watch Module 1 part 1
video

Watch Module 1 part 2
video

Watch Module 1 part 3
video

Watch Module I part 4
video

Watch Module 1 part 5
video

Read Chapter 1

Read Article #1 ...

Week 2

Week 3

Week 4

Week 5 FINAL

Changes to the Syllabus

This syllabus is a guide, and every attempt is made to supply an accurate overview of the course. However,
circumstances and events may make it necessary for the faculty member to change the syllabus during the
semester and may depend, in part, on the progress, needs, and experiences of the students. The faculty
member will give notice when changes to the syllabus are made.
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Appendix C Code of Conduct

Wilberforce University
Policy Number: 3250

Subject:

Code of Conduct:

Date Effective: July 1, 2007

Authority: Vice President for Administrative and Financial Affairs.

Applicability This Code applies to the members of the Board of Trustees, all students, faculty, and

administrative personnel ("University Community"). Due to the sensitive nature of some
positions and the high degree of trust placed in those individuals occupying such
positions, this Code will place special responsibilities on Trustees and Senior
Administrative Personnel. For the purposes of this document, the term "Senior
Administrative Personnel" shall mean the President, Provost, Vice Presidents, and Deans.

Summary All members of the University Community shall conform their conduct to the following

standards and avoid any conduct that is an actual or apparent violation of these
standards. This policy defines the University's Code of Conduct. Section headings are:

1) Introduction and Purpose

2) Standards of integrity and quality

3) Confidentiality and Privacy

4) Conflict of Interest/Conflict of Commitment
5) Relationships with Vendors

0) Gratuities and Gifts

7) Human Resources

8) Financial Reporting

9) Compliance with Laws

10) Use of University Resources

11) Reporting Suspected Violations

3250.01 INTRODUCTION AND PURPOSE

A. Introduction — As members of the Wilberforce University community we are
responsible for sustaining the highest ethical standards of this institution, and of the
broader community in which we function. The University values integrity, honesty and
fairness and strives to integrate these values into its teaching, research, and business
practices.

B. Purpose — This Code (the "Code") is a shared statement of our commitment to
upholding the ethical, professional, and legal standards we use as a basis for our daily and
long-term decisions and actions. We all must be cognizant of and comply with the relevant
policies, standards, laws, and regulations that guide our work. We are each individually
accountable for upholding these standards of behavior and for compliance with all
applicable laws and policies.
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C. Violations — Adherence to this Code also makes us responsible for bringing suspected
violations of applicable standards, policies, laws, or regulations to the attention of the
appropriate responsible office. Raising such concerns is a service to the University and
will not jeopardize one's position or employment. Confirmed violations will result in
appropriate disciplinary action up to and including termination from employment or other
relationships with the University. In some circumstances, civil and criminal charges and
penalties may apply.

D. Questions — Any questions regarding the intent or applicability of this Code should
be directed to the VP of Administrative and Financial Affairs or the Board of Trustees
Audit Committee.

3250.2 STANDARDS OF INTEGRITY AND QUALITY
Wilberforce recognizes that it must earn and maintain a reputation for integrity that includes
but is not limited to compliance with laws and regulations and its contractual obligations.
Even the appearance of misconduct or impropriety can be very damaging to the University.
Wilberforce must strive at all times to maintain the highest standards of quality and

integrity.
Frequently, Wilberforce's business activities and the other conduct of its community members

are not governed by specific laws and regulations. In these instances, rules of fairness, honesty,
and respect for the rights of others will govern our conduct at all times.

In addition, each individual is required to conduct University business transactions with
the utmost honesty, accuracy, and fairness. Each situation needs to be examined in accordance
with this standard, no unethical practice can be tolerated on the grounds that it is "customary"
outside of Wilberforce or that it serves other goals. EXPEDIENCY SHOULD NEVER
COMPROMISE INTEGRITY.

3250.3 CONFIDENTIALITY AND PRIVACY
Community members receive and generate, on behalf of the University, various types of

confidential, proprietary, and private information. It is imperative that each community member
complies with all federal laws, state laws, agreements with third parties, and University policies
and principles pertaining to the use, protection, and disclosure of such information. Such policies
apply even after the community member's relationship with Wilberforce ends.

Unauthorized use of records and accounts can cause the University harm and therefore access
to such data should be closely controlled. Community members who improperly convert
these records and accounts for their own personal use or for the use by another or who
wrongfully discloses such records or accounts will be subject to appropriate legal sanctions
by the University. To further the enforcement of this standard of conduct, the President or
his/her cabinet may direct that certain employees execute confidentiality agreements with
the university as a condition for employment or continued employment.
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Specific laws include but are not limited to - the Family Educational Rights and Privacy Act
(FERPA — Student Records); and Health Insurance Portability and Accountability Act
(HIPAA — personal health information)

3250.4 CONFLICT OF INTEREST/CONFLICT OF COMMITMENT

University Community members owe their primary professional allegiance to the University
and its mission to engage in the highest level of education, research, and development. Outside
professional activities, private financial interests or the receipt of benefits from third parties
can cause an actual or perceived divergence between the University mission and an
individual's private interests. In order to protect our primary mission, community members
with other professional or financial interests shall disclose them in compliance with applicable
conflict of interest] conflict of commitment policies.

Disclosure forms will be completed and submitted to the Human Resource department
annually by all faculty members, Board Trustees, and Senior Administrative Personnel. All
other employees will be asked to complete the conflict-of-interest statement during
orientation and to update this information when a conflict may arise.

3250.5 RELATIONSHIPS WITH VENDORS

No member of the University Community may approve, recommend, or promote a business
transaction in which that person has a direct personal interest, or otherwise cause the University
to do business with a firm in which that person is an officer or senior management employee or
in which that person (directly or indirectly) owns more than 5 percent interest, unless such
person first discloses his/her relationship in writing describing the relevant circumstances and
estimated value of the business transactions of the contemplated activity. The VP of
Administration and Financial Affairs will determine whether or not the proposed activity is fair
to the University and if it would result in the University foregoing revenues, or incurring costs
in excess of the costs that would be incurred from another vendor. The VP of Administration
and Financial Affairs will have the discretion, depending on the significance of the business, to
report this information to the Board of Trustees Audit Committee.

3250.6 GRATUITIES AND GIFTS

No member of the University Community shall receive or solicit anything of value in return for
influencing the decision or exercising his/her discretion in a particular way regarding a
University matter. In addition, Trustees and Senior Administrative Personnel are prohibited
from accepting or soliciting any gratuity or thing of value (for which a fair market price has not
been paid) for or because of any official act performed or to be performed by the Trustee or
Senior Administrative Personnel in his or her official capacity with the University. This
provision does not prohibit the acceptance of an item having a nominal value or ceremonial
gifts received by Officers or Trustees of the University in their official capacity.

3250.7 HUMAN RESOURCES
Wilberforce University is an institution dedicated to the pursuit of excellence and facilitation of
an environment that fosters this goal. Central to that institutional commitment is the principle
of treating each community member fairly and with respect. To encourage such behavior, the
University prohibits discrimination and harassment and provides equal opportunities for all
community members and applicants regardless of their race, color, religious creed, national

58|Page



origin, ancestry, sex, sexual orientation, veteran status, marital status, age, disability (including
HIV and AIDS), and medical condition. Where actions are found to have occurred that violate
this standard the University will take prompt action to cease the offending conduct, prevent its
recurrence and discipline those responsible. Specific policies in support of this standard can be
found in the Employee Handbook or on the University website.

3250.8 FINANCIAL REPORTING

All University accounts, financial reports, tax returns, expense reimbursements, time sheets and
other documents, including those submitted to government agencies, must be accurate, clear
and complete. The accounts and records of the University are maintained in a manner that
provide for an accurate and auditable record of all financial transactions in conformity with
generally accepted accounting principles of the United States, established business practices,
and all relevant provisions of controlling law. No false or deceptive entries may be made, and
all entries must contain an appropriate description of the underlying transaction. To the extent
not needed for daily operating transactions, all University funds must be retained in the
appropriate University accounts with appropriately designated financial institutions and no
undisclosed or unrecorded fund or asset shall be established or maintained for any purpose.

3250.9 COMPLIANCE WITH LAWS

Members of the University community must transact University business in compliance with
applicable laws, regulations, and University policies and procedures. Managers and supervisors
are responsible for teaching and monitoring compliance. When questions arise pertaining to
interpretation or applicability of a policy, contact the individual who has oversight of the policy.
Unresolved questions and/or interpretation of laws and regulations should be referred to the
VP of Administration and Financial Affairs.

A. Contractual Obligations — The acceptance of an agreement, including sponsored project
funding, may create a legal obligation on the part of Wilberforce University to comply with the
terms and conditions of the agreement and applicable laws and regulations. Therefore, only the
President or VP of Administration and Financial Affairs, will be authorized to enter into
agreements on behalf of the University.

B. Environmental Health & Safety, including Workplace Health & Safety — The University
community must be committed to protecting the health and safety of its members by providing
safe workplaces. The University will provide information and training about health and safety
hazards, and safeguards. Community members must adhere to good health and safety practices
and comply with all environmental health and safety laws and regulations.

C. Non-University Professional Standards — Some professions and disciplines represented at
the University are governed by standards and codes specific to their discipline or profession
(i.e., certified public accountants, attorneys, licensed psychologists, social workers, researchers
etc.). Those professional standards generally advance the quality of the profession and/or
discipline by developing codes of ethics, conduct, professional responsibility, and standards by
which their members are guided. University community members who belong to such
professions or disciplines are expected to adhere to University policies and codes of conduct in
addition to any professional standards. If a community member believes there is a conflict
between a professional standard and University policy, he/she should contact Human Resources
or the VP for Administrative and Financial Affairs.
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3250.10 USE OF UNIVERSITY RESOURCES

University resources must be reserved for business purposes on behalf of the University. They
may not be used for personal gain and may not be used for personal use except in a manner that
is incidental, and reasonable in light of the employee's duties. University resources include, but
are not limited to: University systems, such as the internet, telephone systems, data
communication and networking systems, and the Wilberforce University domain for electronic
communication, University equipment, such as computers and peripherals, University vehicles
and other equipment, procurement tools such as University issued credit cards and petty cash;
and the time and effort of staff, students, and others at Wilberforce University.

3250.11 REPORTING SUSPECTED VIOLATIONS

A. Reporting to Management — Members of the Wilberforce community should report
suspected violations of this Code, applicable laws, regulations, or government contract and grant
requirements. This reporting should normally be made initially through standard management
channels, beginning with the immediate supervisor. If for any reason it is not appropriate to
report suspected violations to the immediate supervisor (e.g., the suspected violation is by the
supervisor) individuals may go to a higher level of management. A Manager who receives such
a report should immediately report the matter to the VP of Administrative and Financial Affairs
or the President.

B. Other Reporting — all violations of laws or regulations should be reported internally to the
Senior VP of Business and Financial Affairs (937) 708-5711. Any suspected violations of rules
regarding federal funds may also be reported to this number.

C. Confidentiality — such reports may be made confidentially, and even anonymously, although
the more information given, the easier it is to investigate the reports. Raising such concerns is a
service to the University and will not in itself jeopardize employment.

D. Cooperation — all employees are expected to cooperate fully in the investigation of
any reported or suspected alleged misconduct.

3250.12 ADDITIONAL OBLIGATIONS OF TRUSTEES & SENIOR
ADMINISTRATIVE PERSONNEL
Trustees and Senior Administrative Personnel have a duty to the University to always act in
good faith, with the care that an ordinarily prudent person in a like position would exercise
under similar circumstances, end in a manner reasonably believed to be in the best interest of
the University. Persons occupying these positions of trust shall complete and submit on at
least an annual basis, a Conflict-of-Interest Disclosure Form

("form"). The form shall be amended more frequently, as needed, whenever there is a
material change in the circumstances of the reporting person that would make the form then
on file materially false or misleading.
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Wilberforce University

Code of Conduct Responsibility Statement

I understand that it is my responsibility to read and understand the Code of Conduct policy
established by Wilberforce University. I further understand that, as an employee or Trustee of
Wilberforce University, am expected to adhere by and follow the Code of Conduct guidance

outlined in the policy.

Name: Department:

Signature:
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Appendix D University Committees

UNIVERSITY COMMITTEES

2025-2026

University Policies & Procedures
Committee

University Policies & Procedures Committee (Re-activated July 2025)
Description: The UPPC is responsible for all university policy matters
including curricular matters brought forth by the Academic Policies
Committee. The UPPC will review and update the University Catalog and
Faculty Handbook.

Chair: Provost
Members:
APC member

Academic Policies Committee

Sub-Committee of the UPPC — Academic Policies Committee (Re-
activated July 2025)

Description: The APC is responsible for all curricular matters, including
course requirements, division programs, and the General Education
program. It will review and update the University Catalog for curricular
purposes. Proposals for changes in course requirements, division programs
or the General Education program will progress from a division to the
Academic Policies Committee for a final vote.

VP of Academic Affairs (voting
member)

Lynda Brown-Wright, Ph.D., VP of Academic Affairs (voting member)

Associate Provost (voting member)

Dr. Gerard McShepard, Associate Provost (voting member)

Executive Director Graduate Studies,

RISE Program, Online Programs (voting
member)

Ms. Angela Griffin, Executive Director Graduate Studies, RISE Program,
Online Programs (voting member)




Registrar (voting member)

Ms. Mylaka Simpson, University Registrar (voting member)

3 faculty members (voting members)

Dr. Ramadan El Sharif (voting member)
Dr. Tanya Morah (voting member)
Dr. Delores Wright (voting member)

4 student members (non-
voting members)

1 student member (non-voting members)

CIO/Director of IT
Mr. Jeff Choi, Chief Information Officer

Administrative Affairs Committee

Administrative Affairs Committee

Description: The Administrative Affairs Committee is responsible for all
admissions policies, student flow studies and analysis of student enrollment
projects, University budgets (Educational and General), priorities for new
academic programs, priorities for new faculty positions, faculty salary scales
and faculty fringe benefits, Tuition*, Annual Academic Calendar**,
University Bookstore, Publications Section, proposals for new staff
positions, and consortia activities. The Administrative Affairs Committee
has two standing subcommittees to assist it in its activities: the Budget
Subcommittee and the Admissions and Financial Aid Subcommittee.

President of the University (Voting
Member) — Chair

Dr. Vann R. Newkirk, Sr., President of the University (Voting Member) — Chair

Executive VP & Chief of Staff
(voting member)

Dr. Kenneth E. Jones, Executive VP & Chief of Staff (voting member)

Provost & VP of Academic
Affairs (voting member)

Lynda Brown-Wright, Ph.D. (voting member)

VP for Business and Finance
(voting member)

Ms. Amani Lewis (voting member)

VP of Enrollment Management
(voting member)

Dr. Jonas Tellis (voting member)

3 faculty members (voting members)

Dr. Todd Comer (voting member)
Dr. Coray Davis (voting member)
Dr. Tanya Morah (voting member)

Budget Sub Committee

The Budget Subcommittee and the Admissions and Financial Aid
Subcommittee.
e The Budget Subcommittee is responsible for examining budgetary
problems and reviewing the budget.




e The Admissions and Financial Aid Subcommittee is responsible for
developing admissions policies.
The committee may either meet with or without its major administrative
members, but the notice of meetings will always be provided to all members.
This provision is intended to obviate disuse of committee due to
unavoidable, extended absences of major administrators.

*Tuition modification will progress from the VP of Business of Finance to

the Administrative Affairs Committee to the Trustees.

1. **The annual academic calendar will progress from the Deans to the
Administrative Affairs Committee to the faculty for approval.

Admissions, Financial Aid, Division Leaders subcommittee are
responsible for developing admissions policies.

The committee may meet either with or without its major administrative
members, but the notice of meetings will always be provided to all members.
This provision is intended to obviate disuse of committee due to unavoidable,
extended absences of major administrators.

*Tuition modification will progress from the VP of Administrative and
Financial Affairs to the Administrative Affairs Committee to the Trustees.

**The annual academic calendar will progress from the Deans to the
Administrative Affairs Committee to the faculty for approval

SAP Committee (Active)
Description:




Admissions/Financial Aid
Committee

Admissions/Financial Aid Committee

Description: The Admissions and Financial Aid Subcommittee is a
subcommittee of the Administrative Affairs Committee and such, it reports to
that committee. Its main responsibility concerns all issues surrounding
admissions and financial aid policies.

VP for Enrollment Management
(voting member) — Chair

Dr. Jonas Tellis, VP of Enrollment Management (voting member)

Director of Admissions (voting
member)

Mr. Ronald Diggs, Director of Admissions (voting member)

Director of Student Financial Services
(voting member)

Ms. Shantell Coleman, Director of Financial Aid (voting member)

Registrar (voting member)

Ms. Mylaka Simpson, University Registrar

2 faculty members (voting members)

Dr. Kirsten Clark (voting member)
Mr. Jacques Kahindo (voting member)

2 student members (non-voting
members)

(non-voting members)

Assessment Committee:

Assessment Committee (Active)

Description: The Assessment Committee is responsible for coordinating all
assessment activities in the traditional, non-traditional and graduate programs;
coordinating all assessment activities occurring during co-curricular events;
and coordinating faculty and staff assessment training. In addition, the
committee will ensure that decisions to enhance the effectiveness of academic
programs and pedagogy are data driven. Finally, the committee will ensure that
all assessment practices are aligned with the University’s strategic plan and the
University’s mission.

Chair: OIEAR

Members:

Faculty

Staff

Student

VP of Academic Affairs (voting
member)

Lynda Brown-Wright, Ph.D., Provost VP of Academic Affairs (voting member)




VP of Student Affairs
(voting member)

Dr. Eric Jackson, VP of Student Affairs (voting member)

VP of Academic Affairs (voting member)

Dr. Gerard McShepard, VP of Academic Affairs (voting member)

Executive Director Graduate Studies,
RISE Program, Online Programs

Ms. Angela Griffin, Executive Director Graduate Studies,
RISE Program, Online Programs (voting member)

3 faculty members (voting members)

Dr. Delbert Buffinger (voting member)
Dr. Ramadan El Sharif (voting member)
Dr. Moonsun Yang (voting member)

Campus Affairs Committee

Campus Affairs Committee

Description: The Campus Affairs Committee is responsible for establishing
the regulations of the institution for campus life. Thus, issues and policies
around non-academic student life is the focus of this committee. It will consult
extensively with student organizations, the students, faculty, other staff and the
Trustees in doing this. It may request advice and approval of the Trustees at
will on sensitive subjects.

Commencement
Baccalaureate
Disaster Response: (Active shooter training, COVID response)

VP of Student Affairs
(voting member)

Dr. Eric Jackson, VP of Student Affairs (voting member)

Chief of Wilberforce University Police
(voting member)

Mr. Jon Cross, Chief of Wilberforce University Police (voting member)

Director of Housing and Residence Life
(voting member)

Ms. Keigan Evans, Director of Housing and Residence Life (voting member)




2 faculty members (voting members)

Dr. Jeffrey Menzise (voting member)
Dr. Sonya Ware (voting member)

One student from Each Active
Dormitory

Henderson Hall
Living and Learning Center (LLC)
Anderson Hall

Green Hall

Curriculum Committee

Curriculum Committee

Description: The Curriculum Committee is a standing faculty governance body
charged with overseeing the integrity, coherence, and continuous improvement
of the University’s academic curriculum. The Committee ensures that all
curricular actions align with Wilberforce University’s mission, institutional
learning goals, accreditation standards, and state and federal requirements.

6 faculty members (voting members)

Dr. Delbert Buffinger
Dr. Delores Wright

Dr. Jeffrey Menzise
Dr. Ramadan El Sharif
Dr. Christivel Zulu

Dr. Sonya Ware

Developmental Affairs Committee

Developmental Affairs Committee

Description: The Developmental Affairs Committee is responsible for issues
and work around capital fundraising, program support, endowment, special gifts,
annual campaigns, Alumni Affairs and public relations.

President of the University (voting

Dr. Vann R. Newkirk, President of the University (voting member)

member)
lgn(ii:;)c ademic Affairs (voting Lynda Brown-Wright, Ph.D., VP of Academic Affairs (voting member)
Xlle’rlf;(l);guSIrless and Finance (voting Ms. Amani Lewis, VP for Business and Finance (voting member)

VP of Student Affairs (voting member)

Dr. Eric Jackson, VP of Student Affairs (voting member)

3 faculty members (voting members)

Dr. Jacques Kahindo (voting member)
Dr. Godfrey Vincent (voting member)




Dr. Moonsun Yang (voting member)

3 student members (non-voting
members)

Governance Mediating Committee

Governance Mediating Committee

Description: The Governance Mediating Committee has two broad
responsibilities. The first is to assist members of the University in processing
their grievance or proposal through the appropriate Governance structure. The
second is to attempt to mediate grievances or conflicts between various
parties of the University. In no case will it be the responsibility of this
committee to render judgements of fault or to make University Policy
decisions.

Executive VP & Chief of Staff (voting
member)

Dr. Kenneth E. Jones, Executive VP & Chief of Staff

1 Faculty member (voting member)

Dr. Kirsten Clark, Faculty




Honorary Degree Committee

Honorary Degree Committee

Description: The Honorary Degree Committee is responsible for reviewing
candidates (applications) nominated for an honorary degree. Once reviewed
the committee may recommend the candidate to the President of the
University for the Honorary Degree.

VP of Academic Affairs (voting
member)

Lynda Brown-Wright, Ph.D., VP of Academic Affairs (voting member)

1 Associate Provost

Dr. Gerard McShepard, Associate Provost (voting member)

1 Faculty Member

Dr. Jeffrey Menzise (voting member)

SGA President

Mr. LyDel Madden (voting member)

Institutional Review Board (IRB)

Institutional Review Board (IRB) (Inactive)

Committee Description: The Wilberforce University Institutional Review
Board (IRB) is responsible for ensuring the protection of rights and welfare of
human research subjects, based on the IRB guidelines found in the Code of
Federal Regulations (CFR) and the internal IRB Guidelines and Procedures.
The IRB members who are independent of the investigator and the sponsor of
the research will participate in the discussion and vote on any research project
involving research on human subjects.

4 faculty members — Two from each
Academic College (voting members)

Dr. Coray Davis, Engineering and Life Sciences (voting member)
Dr. Rafiul Rasel, Engineering and Life Sciences (voting member)
Dr. Rodney Allen, College of Professional Studies (voting member)
Dr. Sonya Ware, College of Education (voting member)




Student Judiciary Committee Student Judiciary Committee
Description: The Student Judiciary Committee is the judiciary body of the
Student Council. It has the power to summon, adjudicate and impose penalties
on offenses as stated in By-Laws. The purpose of the committee is to interpret
the constitution of the Student Council, provide fair hearings and decisions by
student in cases involving the regulation of student conduct and to carry out
functions specified by the By-Laws. It has jurisdiction in the following
matters:
¢ The constitutionality of any act of the Student Council or any other part
of the student body.
¢ Violation of Council rulings.
¢ Any violation of campus regulations involving the destruction of
property, gambling, drinking or theft which have not been referred to
civil authorities and which are not serious enough to be under jurisdiction
of the University of Judiciary Committee.
¢ Any cases referred by the Personnel Office.
Cases not acted upon within 48 hours will be referred automatically to the
next highest judiciary level.

VP of Student Affairs (voting member) |Dr. Erick Jackson, VP of Student Affairs (voting member)

1 faculty member (voting members) Dr. Webster Heath (voting members)

5 student members (voting members) 5 student members (voting members)

University Judiciary Committee 4 University Judiciary Committee Speak w/Dr. Carter regarding their
committee (Inactive)

Description: The University Judiciary Committee will have original
jurisdiction in all cases involving violations of the Student Code of Conduct
with stated penalties of possible dismissal, suspension or request for
withdrawal. It also has jurisdiction on cases involving mental disorders,
sexual assault and those involving outside civil authorities. It may meet
regularly or at the call of its chair or any member of the committee. It may
function with those members who are present during a given session. It must
act upon a referral within 48 hours. The Campus Affairs committee has the
power to dissolve and reconstitute the committee should it fail to handle or
act upon a case. Cases not acted upon within 48 hours will be referred
automatically to the next highest judiciary level.

1 Chair (appointed by the President) — 1 Chair (appointed by the President) — only votes to break ties (voting
only votes to break ties member)




4 Administrative Appointment (voting | 4 Administrative Appointment (voting members)
members)

1 faculty (voting member) Ms. Angela Griffin, Executive Director Graduate Studies,
RISE Program, Online Programs (voting member)

President of the SGA (voting member) | LyDel Madden, President of SGA (voting member)

One student from Each Active Henderson Hall

Dormitory (voting members) _ Livingand Learning Center (LLC)

*Number of voting

administrators/faculty must equal Number of voting administrators/faculty must equal number of voting students

number of voting students




University Research Committee

University Research Committee- Phase II (Inactive)

Description: The University Research Committee is responsible to allocate
research grants, to promote and coordinate research, and to obtain funds for
student and faculty research, if necessary.

VP of Academic Affairs (voting
member)

Lynda Brown-Wright, Ph.D., VP of Academic Affairs (voting member)

VP for Institutional Advancement
(voting member)

Mr. Steve Miller, VP for Institutional Advancement (voting member)

Executive Director Graduate Studies,
RISE Program, Online Programs
(voting member)

Ms. Angela Griffin, Executive Director Graduate Studies, RISE Program,
Online Programs (voting member)

2 faculty members (voting members)

Dr. Thavaraki Balasubramaniam (voting member)
Dr. Rodney Allen (voting member)

2 student members (non-voting
members)

1 student member (voting members)




Faculty Effectiveness Committee

Description: The FEC is responsible for recommending the appointment of
new faculty members. It is also responsible for evaluating faculty for
continued employment, promotion and tenure.

VP Academic Affairs/Provost

Deans of each school

2 Faculty members

College Personnel Committee — Arts | College Personnel Committee — Arts & Sciences

& Sciences Description: The DPC is responsible for recommending the appointment of
new faculty members. It is also responsible for evaluating non-tenured
faculty for continued employment, promotion and tenure. Finally, it is
responsible for evaluating tenured faculty.

Division Head — Chair
(voting member)

2 faculty members (voting members)

1 alternate faculty member (non-voting
unless a voting member is absent)

2 student members (non-voting
members)




College Personnel Committee —
Professional Studies

College Personnel Committee —

Professional Studies

Description: The DPC is responsible for recommending the appointment of
new faculty members. It is also responsible for evaluating non-tenured faculty
for continued employment, promotion and tenure. Finally, it is responsible for
evaluating tenured faculty.

Division Head — Chair
(voting member)

2 faculty members (voting members)

2 faculty members (voting members)

1 alternate faculty member (non-voting
unless a voting member is absent)

1 alternate faculty member (non-voting
unless a voting member is absent)

2 student members (non-voting
members)

2 student members (non-voting
members)

Library Personnel Committee

Library Personnel Committee

Description: The Library Personnel Committee is responsible for evaluating
professional librarians for annual reviews, promotion and

continuation.

Library Director — Chair (voting
member)

Mr. Samuel Johnson, Director of Library Services (voting member)

5 faculty members — one from each field
(voting members)

Dr. Francis Mozu — Business

Dr. Coray Davis — Engineering

Dr. Todd Comer — Humanities

Dr. Delbert Buffinger — Natural Science
Dr. Patrick Anyalewechi — Social Science

1 alternate faculty member (non-voting
unless a voting member is absent)

2 student members (non-voting
members)




Nominating Committee Nominating Committee Description: The Nominating Committee will
recommend appointments for the committee memberships to the faculty for
referral to the President in all committees requiring Teaching Faculty
membership with two exceptions*: The nominating Committee itself and the
Governance Mediating Committee, and the Professional Relations Committee
(currently suspended). The Nominating Committee will employ a preference
sheet among its procedures to secure guidance from the Teaching Faculty
members concerning their committee preferences. The committee will survey
faculty interest and report a prospective faculty committee slate to the faculty,
and through the faculty to the President, who will hopefully appoint faculty
committee members by June 30 of each year. The members of the Nominating
Committee itself will be selected during an election in the January/February
Faculty meeting.

3 faculty members (voting members) Dr. Patrick Anaylewechi
Dr. Delbert Buffinger




Professional Development Committee

Professional Development Committee
Description: The PDC is responsible for the following:

e Arranging orientations, workshops and seminars for all faculty or
groups of faculty for professional development.

e Asking funds from the VP of Academic Affairs for professional
development activities.

e Developing the procedures for evaluating Personal Professional
Development Account proposals and evaluating those proposals.
The proposals are to be submitted to the PDC by October 1st of each
year. Proposals received after October 1st will not be reviewed that
year. Those that are recommended will be forwarded to the
President by December 1st of each year. Those not recommended
will be returned to faculty who may resubmit by January 2nd of that
year. The DPC will make a final recommendation by February 1st as
to whether to recommend the proposal and thus forward it to the
President or to deny it.

e Coordinating the election process for the Faculty Merit Bonus
Award. By February 1st of each year, the PDC will gather a list of
eligible faculty candidates (Permanent, full time faculty members
who have not received the award within a three-year consecutive
period). This list will be given to three groups: The President’s
Cabinet, The University Promotion and Tenure Committee and the
Executive Committee of the Student Council. Each group will
nominate four candidates and submit their names to the DPC by
February 28th of each year. The DPC will prepare secret ballots of
all nominees, distribute those ballots to all permanent, full time
teach faculty, and count the votes. Voting must conclude by March
15th of each year. The committee will then submit the names of the
winners to the President’s office.

Criterion3




5 faculty members (voting members)

5 faculty members (voting members) representing the five divisions — Tenured
(voting members)

Suggested List for Colleges consideration/voting

Open — Business

Dr. Deok Nam — Engineering

Dr. Tanya Morah — Humanities

Dr. Delbert Buffinger — Natural Science

Dr. Patrick Anaylewechi — Social Science

2 faculty members-at-large — Tenured (voting members)
Open

Open

1 alternate faculty member (non-voting)

1 alternate faculty member (non-voting unless a voting member is absent)

2 student members (non-voting)

2 student members (non-voting members)

University Promotion and Tenure
Committee

University Promotion and Tenure Committee

Description: The UPTC is responsible for evaluating faculty for promotion
and tenure. It is also responsible for recommending termination of tenured
faculty who have shown a continued pattern of unsatisfactory performance
after two consecutive years of evaluations by the DPC. Finally, it is
responsible for nominating four faculty candidates for the Faculty Merit
Bonus Award.

Criterion 4
&5

5 faculty members representing the
five divisions — Tenured (voting
members)

5 faculty members (voting members) representing the five divisions — Tenured
(voting members)

Suggested List for Colleges consideration/voting

Open — Business

Dr. Deok Nam — Engineering

Dr. Tanya Morah — Humanities

Dr. Delbert Buffinger — Natural Science

Dr. Patrick Anaylewechi — Social Science

2 faculty members-at-large — Tenured (voting members)
Open

Open

1 alternate faculty member (non-voting)

1 alternate faculty member (non-voting)

2 student members (non-voting)

2 student members (non-voting)

— Business

— Engineering

— Humanities




— Natural Science

— Social Science

2 faculty members at-large - Tenured
(voting members)

2 faculty members at-large-Tenured (voting members)

1 alternate faculty member (non-voting
unless a voting member is absent)

2 student members (non-voting
members)

N/A

Continuous Improvement Steering Committee

Description: The purpose of WU’s Continuous Improvement Steering
Committee is to lead the initiatives to help improve the overall
effectiveness of the institution.

Criterion 1-
5




18 members

VP IR/IE (Chair)

Admissions

FA

Registrar

Athletics

Student Engagement

Bursar

Admissions

Alumni

Facilities

Academics

Adhoc Committees:

Clyburn Center for Equity

and Opportunity (CBEO)

Committee Requirements:

1.

SNk W

Follow Robert’s Rule of Order

Minutes taken and submitted within 24 hours

Decision of committee stands

All committees must have an odd number of members
Part-time/Adjunct faculty provide input (no voting rights)?
Handbook — clarify definitions of faculty structure




Appendix E

& WILBERFORCE
UNIVERSITY

FACULTY COMMITTEE
BALLOT 2025/2026

The following ballot of faculty members to the University and Faculty Committees is put forth by the
Nominating Committee for consideration and approval by the faculty.

University Policies & Procedures Committee (Re-activated July
2025) (3 permanent faculty members)

Sub-Committee of the UPPC — Academic Policies Committee (Re-activated July
2025)

Academic Policies Committee (3 faculty members)
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Curriculum Committee (6 faculty members)



Nominating Committee (3 faculty members)

............................................................................................................................................. Business
........................................................................................................................................ Engineering
......................................................................................................................................... Humanities
.................................................................................................................................. Natural Science
.................................................................................................................................. -Social Science

............................................................................................................................................. Business
........................................................................................................................................ Engineering
......................................................................................................................................... Humanities
.................................................................................................................................. Natural Science
.................................................................................................................................... Social Science
............................................................................................................................................. At Large
............................................................................................................................................. At Large
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APPENDIX F WILBERFORCE UNIVERSITY SHARED GOVERNANCE POLICY
(Under review)

WILBERFORCE UNIVERSITY

Policy Number: 400-00X

Policy Title: SHARED GOVERNANCE
Responsible Officer: Office of the President
Responsible Office:  Executive Assistant to the President
Effective Date: December 4, 2014

Wilberforce University is a private Historically Black University. As such, the university is committed to
the following principles of Shared Governance.

I. The Board of Trustees recognizes the distinctive, complementary and supportive roles that the Trustees,
President, administrators, the faculty, the staff, and students have in the shared governance process of
Wilberforce University. As such the implementation of shared governance will involve the following
principles:

II. Final authority and responsibility of Wilberforce University rests with the Board of Trustees who
delegates authority to the President for the effective administration of Wilberforce University.

III. The President selects her administrative team, and they work with all campus constituents (faculty,
staff, and students) allowing them opportunities to participate and share their knowledge and expertise in
the decision- making process that relates to the mission, curriculum, budget priorities, research, tenure and
promotions, issues impacting students’ ability to complete their education, and other issues that arise from
time to time that may affect the welfare of the collective whole.

IV. Sharing appropriate information and receiving timely feedback.

V. Recognizing and respecting the specific goals and needs of Wilberforce while being accountable to the
constituents represented.

VI. While participating in the shared governance process by faculty, staff, and students, it is understood
that final authority and responsibility for decision-making rests with the Board of Trustees and the President
of Wilberforce University.
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Wilberforce University

Shared Governance Model

President

Faculty Trustee AM.E. Church
Board of
Trustees

Alumni Trustee Student Trustee

Administrative
Cabinet

University 1 r University
Council J L Committees

Students, Faculty, Staff and
Administrators
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Wilberforce University
Shared Governance Form

Item for Consideration:

What policy, procedures or regulations will be impacted?

Justification:

Why do you think this is an item for Shared Governance?

Impact of this item on University

What is your recommendation for a solution or recommendation for resolving this matter?

Please return to the Office of the President.
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APPENDIX G Course Readiness Assessment Checklist

Course Readiness Assessment Checklist

All courses must comply with the basic aspects of the Wilberforce University’s Online Courses Template
as it relates to the items listed below.

I. CANVAS NAVIGATION (Required for all formats—FtF, Virtual/Hybrid/Blended, & Online
Courses)

0 Yes [ No Canvas course menu complies with the WU course template format.

If not, recommendations for improvement

I1. Welcome Announcement

[ Welcome Announcement is setup and complies with the WU course template format.

If not, recommendations for improvement

II1L. WU Syllabus Template

WU Syllabus template was used for all formats
O Used the WU syllabus template.
O WU syllabus is downloadable and printable.

If not, recommendations for improvement

IV. COURSE EXPECTATION & GETTING STARTED MODULE

Course Description & Learning Outcome page
U Course Description:
O Institutional, Program, and Course Learning Outcomes:
U Course Start and End Dates:
O Facilitation Format (Ftf, virtual, hybrid, or online):
O Prerequisites:

Course Expectation and Introduction Presentation page
Instructor shares a little about yourself (text or video presentation): Share information
About your background—professional and personal

[0 Communicating with Instructor instructions: Present information regarding how you will
interact with students (via email, office hours, schedule ftf/Zoom meeting

L] Required course reading materials and other resources: Present information regarding how
to access reading materials and other resources in the course.
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00 Types of assignments: Present a brief overview of the various types of assignments that will
be presented in this course.

O Other information:

If not, recommendations for improvement

Welcome & Introduce Yourself! discussion forum (Required for—Virtual/Hybrid/Blended, & Online
Courses)

0 Welcome & Introduce Yourself?

If not, recommendations for improvement

V. QUESTION & ANSWER (Q&A) DISCUSSION FORUM MODULE
(Required for all formats—FtF, Hybrid/Blended, & Online Courses)

0 Q&A discussion forum presents information that allows students to ask the instructor question about
coursework. The Q&A content should consist of three (3) to four (4) sentences in length.

If not, recommendations for improvement

VL MODULE CREATED FOR EACH WEEK (Module Overview required for each week of
the course)

00 Each module contains Overview page (Required for all formats—FtF, Hybrid/Blended, & Online
Courses)

L] Learning outcome(s) that will be covered in that module.

0 Reading materials and other resources for the week of coursework: [Include all the titles of the
reading materials (chapter and page numbers) and other resources and include information

regarding where students can access the materials]

O Two graded assignments for each week of class

If not, recommendations for improvement

0 Required Reading Materials page (Required for each week of the course)

U Formatted in an appropriate writing style (APA, MLA, etc.— used citations, references, etc.)

If not, recommendations for improvement

O Assignment(s) and Instructions (Required for each week of this course)

If not, recommendations for improvement

0 Rubrics provided for all graded assignments.

If not, recommendations for improvement




Gradebook (Required for all formats—FtF, Hybrid/Blended, & Online Courses)
O Gradebook is setup.

If not, recommendations for improvement

0 Course uses the appropriate writing style (APA, MLA, etc.— used citations, references, etc.)
If not, recommendations for improvement

O Course is uses appropriate grammar, free of errors, and other issues.
If not, recommendations for improvement

Course learning outcomes are clearly stated, measurable, and appropriate for the course level.
Course learning outcomes align with the course assessments (graded assignments)

Document other challenges




