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PREFACE

This faculty handbook was prepared by the Office of thee\Rresident for Academic Affairs,
with the assistance from representatives of the Faculty Senate, to:

(1) outline the Wiversity structure, functions, general policies and procedures;

(2) provide assistance in dealing with matters which the individual facultylbeemay be
unfamiliar;

(3) identify and encourage use of University services which are available to support
academic activity; and

(4) afford ready access to basic materials which guide the conduct of University functions.

Emphasis is placed on general Universésponsibilities and policy. Detailed procedures are left
to other communications.

Each division office will have hard copies for reference or faculty members can access the
electronic copy of th&aculty Handbookvhich is available at the following ¢ation on the Vice
President for Academic Affairs Share Point site:

8 http://mossl/sites/vpaa/default.aspx
8§ Go to Shared Documents
8§ Go to Handbook Folder

Suggestions for improving théaculty Handbookshoud be directed to the Office of the Vice
President for Academic Affairs.
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This Faculty Handboolhas been prepared for general informational purposes only. No
statement appearing in tli@culty Handboolconstitutes a contractual obligation by the
A&M Board of Regents or Oklahoma State Universiilahoma City. If any policy
statements of the A&M Board of Regents or the University are in contradiction to
statements appearing in tR@aculty Handbooksuch official policy statements will be
deemed to contradver the statements appearing in this document. The A&M Board of
Regents and the University reserve the right to alter the terms of official policy

statements and/or thisaculty Handboolat any time, without advance notice.



ORGANIZATIONAL INFORMATION

HISTORY

Oklahoma State Universi@klahoma City was first established as a branch campus of
Oklahoma State University (OSU) in the fall of 1961. The name of the institution at that
time was Oklahoma State University Technical togti Under the administrative
guidance of the OSU School of Engineering, the Oklahoma City campus was established to
provide the people in the metropolitan Oklahoma City area and the state with technical and
occupational programs at the associate delgned. The founders worked closely with
business and industry leaders to identify needs for technical personnel within the business
community. Quality programs and flexible scheduling erthlfl#i-time or paritime
students to improve their job capalid# or work mobility at their own pace and provide
industry with the technicians for tomorrow's needs.

Originally, three departments, Electronics, Drafting and Mechanical Power, held their first
classes in borrowed classroom and laboratory facilitieklahOma City University. After

the spring semester of 1962, the school moved to a renovated elementary school at 1900
N.W. 10th Street; some departments remained at that site until 1982.

In the 1970's, the administrative organization was changed sdhthatirector of the
Technical Institute reported directly to the president of Oklahoma State University. In
January 1972, the present campus at 900 North Portland was opened. The first building on
campus was the Administration Building. The Health TeldgywBuilding was added in

1974, and the Police and Fire Training Centers were opened in 1975 and 1976,
respectively. The City of Oklahoma Clgasesuildings on campus thdtoussthe Police

and Fire Training Centers.

The Horticulture Center was dedted and opened for classes in January of 1984. In
October 1984, the Engineering Technology Building was completed. The present Student
Center was dedicated in June of 1994 and the Learning Resource Center was dedicated in
June 1995. The Human Sensgdeducation Center was dedicated in 2001 September

of 2007 a new Physical Plant building was dedicated, arch of 2008 the new
Agriculture Resource Center (ARC) was dedicated addime2008 the new Public Safety
Training Center (PSTC) was dediahte

In 1985, the name of the institute was changed to Oklahoma State University Technical
Branch. In 1990, the Oklahoma A&M Board of Regents changed the name again and the
Technical Branch became known as Oklahoma State Univ@kighoma City. In 208,

during the last legislative session, Senate Bill 995 officially changed the name to Oklahoma
State UniversityOklahoma City.

PHILOSOPHY

Oklahoma State Universi@klahoma City operates from the premise that each person
shoud be:
1 treated with dignity and respect,
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1 afforded equal opportunity to acquire a complete educational
experience,

1 given an opportunity to discover and develop their special
aptitudes and insights,

1 provided an opportunity to equip themselvesdulfilling life
and responsible citizenship in a world characterized by change.

MISSION

Oklahoma State Universi@klahoma City provides collegiate level career and transfer
educational programs, professional development, and support services, prdpeine
individuals to live and work in an increasingly technological and global community.

VISION

Oklahoma State Universi@klahoma City will enhance people's lives, being the
preeminent educational resource in Oklahoma City and providing:

1 unique progams to serve the community,

1 progressive, highest quality learning opportunities, and

1 exceptional support services.

CORE VALUES

Excellence - We seek excellence in all our endeavors and we are committed to
continuous improvement.

Intellectual Freedom - We believe in ethical and scholarly questioning in an
environment that respects the rights of all to freely pursue knowledge.

Diversity - We respect others and value diversity of opinions, freedom of expression and
other ethnic and cultural backgrounds.

Integrity - We are committed to the principles of truth and honesty, and we will be
equitable, ethical and professional.

Service- We believe that serving others is a noble and worthy endeavor.
Stewardship of Resources We are dedicated to the efficieand effective use of
resources. We accept the responsibility

actions.

GOVERNANCE

Oklahoma State Universi@klahoma City (OSkDklahoma City), as part of the
Oklahoma State Sy=in of Higher Education, is under the authority of the president of
Oklahoma State University and that of the Board of Regents for Oklahoma State University
and the A&M Colleges.
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The Oklahoma State System of Higher Education was created with the pesqyéisraof

an amendment to the State Constitution, Article -Alllon March 11, 1941. The
amendment provided that " . . . all institutions of higher learning supported wholly or in
part by direct legislative appropriations shall be integral parts offi@distate system to be
known as The Oklahoma State System of Higher Education.”

The amendment also created the Oklahoma State Regents for Higher Education as the
"coordinating board of control of the Oklahoma State System of Higher Education.”" The
Oklahoma State Regents for Higher Education consists of nine individuals appointed by the
governor, with Oklahoma Senate confirmation, to +yiear, staggered terms.

Responsibilities of the State Regents include determining the functions and courses of
study br each institution, establishing standards of education, submitting budget requests
for the state system to the Legislature, allocating state appropriated and revolving funds to
each institution, and setting student fees. The chancellor of the stat® sgstes as the

chief administrative officer of the State Regents.

The Board of Regents for Oklahoma State University and the A&M Colleges is the specific

governing board for the six state colleges and universities in Oklahoma that emphasize
agricultural and technical education. Created by Senate Joint Resolution Number 9,

Oklahoma Session Laws 1943, Page 340, it is also embodied in Article 6, Section 31a of
the constitution of Oklahoma. The provisions of the constitutional amendment have been
further mplemented by the provisions of Title 70, Oklahoma Statutes 1967 Supplement,

Section 3401 et seq.

The University president is the principal administrative officer of Oklahoma State
University and is directly responsible to the Board of Regents for athtipes of the
University, including the four campuses and the six budget agencies.

ADMINISTRATIVE STRUC TURE

The president of Oklahoma State University-Oklahoma City is directly responsible to
the president andystem chief executive officer of Oklahoma State University. Assisting
him directly are the vice presidents for Academic Affaiimance & Operations, Student
Services, the assistant vice presidentBosiness and Industigelations and the directors

of Communications and Information Services

Thevice president for Academic Affairsprovides leadership and coordination in matters
relating to all academic programs, curriculum and faculty development. Reporting to the
vice president for Academic Afia are the academic division heads and the associate vice
president for academic affairs.

Thevice president for Finance and Operationgrovides leadership and coordination for

the campus business enterprises, financial operations, personnel, affiratditive and
physical plant development and maintenance. Personnel reporting directly to the vice
president for Finance and Operations are those responsible for the offices of the Bursar,
Human Resources$?urchasing, Physical Plant, Safety and Securitydesit Center, and
Creative Services.
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The vice president for Student Servicegrovides leadership and coordination for all
campus student services. Reporting directly to the vice president is the associate vice
president for Student Services and directorsTesting and Assessment, Student Support
Services, Student Activities/Campus Life, Family Resource Center, Hispanic Student
Services, Upward Bound and Talent Search.

The assistant vice president for the Business and Industry Education and Training
Center provides leadership and coordination for programs and curriculum provided to
business and industry, public safety and local and state government. Departments include
the Technology Education Center, Center for Safety and Emergency Preparedness,
Precison Driving Training Center, Manufacturing Extension Agent, and Central Oklahoma
Workforce Investment BoaiidBusiness Connections

The as®ciate vce presidentfor Academic Affairs provides administrative support for
the library, director of Cooperative dication, director of Academic Effectiveness,
coordinatorof Retention & Assessment as wellsedected projects and assignments within
academic affairs.

The associate vice president for Student Servicadirects Admissions and Records,
Financial Aid and 6&holarships, Recruitment, the Advisement Center, Services for
Students with Disabilities, and Student Employment Services.

The OSU-Oklahoma City Advisory Board is composed of leaders in business, industry
and communityservice organizations in the greafdahoma City area. This board assists
the president in promoting the identity of the institution and gives direction and assistance
in seeking new goals. This board has presented valuable suggestions-ranipsag
planning, and it has been instrumeimalaising needed funds for the school.

Academic Program Advisory Boards have been established for each Associate of
Applied Science programs. dvhbers are from various business, industry and comrunity
service groups and include several graduates. Tuesds meet ae or twice ayear with

the division heads, department heads and faculty to discuss and offer guidance concerning
curriculum, equipment and text materials. The specialized technical knowledge provided
by each technology's advisory board hmsven invaluable in the institution's move
towards excellence to meet the educational needs of industries and businesses.

FACULTY , STAFEF AND STUDENT REPRESENTATION

The style of management used at the collegmiticipatory. Inherent in this style is the

fact that decisions are based on input from all interested or affected groups within the
institution. As a part of this process, councils and committees provide the input
necessary for decisions to be madderg aresix types ofadvisorygroupsthat provide
information and feedbacto the presidento assist in the direction of the institution.
These groupsnay also be asked to decide on matters referred to them by the president.
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Advisory Councils

Vice Presidentsd Counci l
Instructional Division Heads

Student Services Directors

Faculty Senate

Staff Council

Standing Committees

Student Government Association

AT/IT Council

=4 =4 =4 -8 -8 _9_4_2

The Vice Presidens 6 C orepresentd the administrative branch of the college and is
charged with the responsibility of advising and acting in concert with the president on
matters affecting the entire institution. This council includes the president and the vice
presicents. The council meets weekly, or at the discretion of the president.

ThelInstructional Division Heads Councilis comprised of all instructional division heads

and others as designated by the vice president of Academic Affairs. This group meets
weekly or as designated by the vice president for Academic Affairs to coordinate, advise
and plan for instructional activities on campuihe Instructional Division Heads Council
includes representation from the Faculty Senate.

The Student Services Directorsneet weekly with the vice president and the associate vice
president for Student Services to coordinate, plan and advise for student services and other
functional areas within Student Services.

TheFaculty Senateconsists of representatives from facul{$hee Bylaws in Appendix B.)

This body represents the faculty and makes recommendations to the president or other
councils. Any teaching faculty may attend Faculty Senate. A member of the faculty is also
elected for a thregear term as a voting membdrtbe Faculty Senate in Stillwater. This
person reports to the various councils as appropriate.

The Staff Council is composed of permanent ftilne classified and administrative and
professional personnel. The purpose of the council is to link the wi#if the
administration and faculty of the institution. The council meets monthly. Ad hoc
committees may be formed to consider areas of concern. Recommendations approved by
the Staff Council are forwarded to the president or other councils for fucti@r.a

The Student Government Associatiorfunctions as the student representative body on the
campus. Itis made up of one representative from each recognized student organization on
campus, one representative from each academic division, atargeat stident
representatives. The Student Government Association has as its responsibility planning
and implementing campus activities, recommending of expenditures and budgeting student
activity money, certifying campus clubs and organizations and sendingntstude
representatives to campus committees.

Standing Committees are responsible for recommendations concerning much of the
college's activities and business. Committees are composed of asestiss of
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employees: faculty, staff, students and adminigsatepending on the nature and function

of the committee. Committee recommendations are forwarded to the president, who gives
them serious consideration. Advice is sought from the various councils and advisory
groups to provide the necessary input focisiens that are best for all concerned. In
accordance with the state open meetings law, any member of the faculty, staff, student
body or the general public may attend any meeting on campus except when personnel
matters are discussed.

Listed below areammittees at OStOklahoma City:
Standing Committees

Academic Appeals Committee
Academic Technology Committee
Campus Environment Committee
Campus Security Committee
Community Engagement Committee
Curriculum Committee

Diversity Committee

Excellence in Teachg Committee

Facility Planning Committee

Faculty Honors Committee

Faculty/Staff Development Committee
Global Education Committee
Graduation Committee

Institutional Effectiveness Committee
Institutional Web Page Committee
Assessmendf Student Learnin@onmmittee
Scholarship Committee

Service Awards Committee

Staff Excellence Awards Committee
Student Center Advisory Committee
Student Clubs and Organizations Advisors Committee

Due to changing student enrollment, student representation on standing committees
varies each semester. Student membership is on a voluntary basis, although students
having special interests may be asked to serve on specific committees.

Ad Hoc Committees

1 Enroliment Appeals

1 Enroliment Management Taskforce
1 Financial Aid Appeal

1 NonAcademic Discipline

1 Student Grievance

Taskforces

1 Enroliment Management Taskforce
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GENERAL POLICIES AND PROCEDURES

EQUAL OPPORTUNITY/AF FIRMATIVE ACTION

OSU-Oklahoma City maintains a policy of nondiscrimination with employees and
applicants for employment. Naspect of employment will be influenced in any manner by
race, color, religion, sex, age, national origin, veteran status, disability or any other basis
prohibited by statute. OSOklahoma City has a written affirmative action plan to
implement its offical policies of equal opportunity employment.

BUILDING TEMPERATURE S

Temperature/Building guidelines can be viewednatv.osuokc.edu/energyddlick on the
going green logo) Temperature and air circulation in buildings are centrally and
automatically controlled to provide pestablished energgfficient operating conditions
during normal working hours in both summer and wintéonditions are often changed
after normal wdking hours to further reduce energy consumptiél. thermostats are
calibrated by Physical Plant personn&lou are cautioned not to adjust any thermostat.
Report any problems to the department office or to the evening/weekend coordinator.

COMMENCEMENT EXERCIS ES

In accordance with the student first philosophy, all regulaitifalé faculty areequiredto
attend commencement exercideaculty members are expected to be appropriately attired
for this event. Feulty have the option of purchasing or renting the proper attire from the
OSU-Oklahoma City bookstore in the early spring.

COMMITTEE ASSIGNMENT S

Shared governance in academic institutions assumes faculty involvement in the
committees that participate ithe development and review of campus policies and
procedures. Therefore it is an expectation thattiimlé faculty members will actively
participate in campus committees. Each-futle faculty person should expect to serve

on at least two standing contteesin addition to programmatic duties and service on ad
hoc projects, including task force assignments. Because the Faculty Senate is critical to
the proper functioning of OSQklahoma City, service on the Faculty Senate shall be
counted as participain in one standing committee.

Administrative and professional employees will serve on certain committees as an
integral part of their duties; in addition, these employees are also expected to serve on
committee outside the scope of their responsibiliti€dassified staff are encouraged to
serve on campus committees when feasible and when approved by their supervisor, but
such service is not a requirement.

ENGLISH AS A SECOND LANGUAGE STUDENTS (NON-NATIVE SPEAKERS)

English as a Second Language (ESuudents who attend OSOklahoma City usually fall

into one or two categories: immigrant Americans (they are now citizens) and
internationals. Hearingnpaired students may also choose to study English as ESL since
American Sign Language is like a foreiggmguage (they are not true ESL students
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however). All students who wish to enroll at a college or university in the state of
Oklahoma, for whom English is a second language (not the language spoken in the home),
shall be required to present evidence offipiency in the English language prior to
admission, either as firsime college students or transfer students from another college or
university.

ENGLISH AS A SECOND LANGUAGE (ESL) CLASSES

English as a second language program is available for indigidvho want to learn to
speak English better. Classes meet twice weekly on a rotating sche@lleclasses are
free For information call 739783.

IMMEDIATE FAMILY MEM BERS ENROLLED IN COURSES

In order to protect faculty from any perception of bias or favoritism, the institution requires
special permission be obtained from the vice president for Academic Affairs for individuals
enrolling in courses taught by OSbklahoma City faculty if tB individual is an
immediate family member of the faculty member teaching the course.

PARTY POLICY

Department luncheons involving only the employees of a particular department are not to
exceed one (1) hour in lengtmdashould be scheduled during the regular lunch hour. If
the luncheons are held in a departmental office complex, it is important that extra
attention be paid to cleanliness. Parties and other activities that involve employees from
other than the sponsng department are to be scheduled to begin no sooner than 4:30
p.m. on any given dayThe OSUOklahoma City food service contract vendor has the
first opportunity, per the contract, to provide food or refreshments for allOl8ahoma

City events If they are unable to provide these services then another vendor may be used
to provide such servicesAll food service requests for OSOklahoma City events must

be approved prior to the event by the appropriate vice president.

STUDENT RECORDS AND THE FAMILY EDUCATION AL RIGHTS AND
PRIVACY ACT OF 1974 AND AMENDED 1988

In compliance with the Family Education Rights and Privacy Act of 1974 (Buckley
Amendment), and as amended in 1988, GSklahoma City maintains procedures
pertaining to confidentiality of student educational records. No one outside the institution
shall have access to, nor will the institution disclose any information other than directory
information from the student's educational records without the written consent of the
student except to qualified personnel within the institution, or officials of other institutions
in which the student seeks to enroll, to persons or organizations ipgogtdidents with
financial aid, to accrediting agencies carrying out their accreditation function, to persons in
compliance with judicial order, and to persons in an emergency in order to protect the
health or safety of students or other persons. Adielexceptions are permitted in the 1974
ACT, and its 1988 revision.

In accordance with these regulations, grades are not to be posted or released to anyone
other than the student. If any information is to be released about a student, it must be
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releasedthrough the Office of Admissions and Registrar Services. All requests from
anyone outside our campus for information concerning students should be referred to the
Office of Admissions and Registrar Services.

A written consent of the student is not regdifor OSUOklahoma City staff or faculty
members to utilize educational records for legitimate educational purposes. These
members include faculty, counselors, administrators, clerical staff and other professional
level employees. At its discretion, tivestitution may provide directory information in
accordance with the provisions of the Family Education Rights and Privacy Act to include
student name, major field of study, dates of attendance, enroliment stattim@udl part

time), degrees and avaa received and participation in officially recognized activities and
sports. Students who wish directory information be kept confidential must notify the
Office of Admissions and Registrar Services in writing within the official course change
period of @ch semester or session. Forms are available from the Office of Admissions and
Registrar Services for this purpose.

TRAVEL

Requests for official travel must be approved by the department head, the division head and
the vice presient for Academic Affairs. Out of state travel requires the additional approval

of the president. Oudf-state travel requests must be approd&ddays in advance.
Appropriate forms for such requests are available on the-Oi8&homa City web site,

click on Faculty and Staff, Finance and Operations and then travel.
http://www.osuokc.edu/businessoffice/travel.aspx

Employees planning to travel by motor vehicle on official school businessmaangea to

take a universitypwned vehicle. Private vehicles may be used if university vehicles are
unavailable. A mileage reimbursement is available for use of personal vehicles. State
law strictly prohibits use of university vehicles for personal argbe reasons of any sort.
University vehicles may be scheduled online by going to the-Oldhoma City web

site, select Faculty & Staff, then Vehicle Request. Further information governing the use
of state vehicles may be found in the OSU Policy anddttures Letter-8160.

ACADEMIC RANK

The academic ladder begins at instructor level and progresses to assistant professor,
associate professor and professor. For detailed information see the Guidelines for Faculty
Appointment, Promotion and Tenure (Appendix C) and the Policy Statement to Govern
Appointments, Tenure and Promotions, and Related Matters of the Faculty of Oklahoma
State UniversityOklahoma City, paragraphs 1.2 through 1.7.7 in Appendix D.

APPOINTMENT OF FACULTY

The faculty is composed of those individuals who have been granted an academic
appointment in a department or who have been granted equivalent status. Faculty may be
hired on a ninanonth (academic year) basisar a 12month (fiscal year) basis. While all

such persons are regarded as faculty members, there may be important differences between
persons holding differing academic appointments, e.gtifoé, paritime or temporary
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appointments. These differencesn affect one's opportunities to participate in faculty
benefit programs and to be promoted.

FACULTY APPOINTMENT LETTER

Before employment at OSOklahoma City, each fulime faculty member will receive an
appointment letter indicating, among otherngs, title of appointment, type of
appointment, academic unit, term of appointment, salary, salary period, review and
reappointment information. If changes in conditions of appointment occur, the faculty
member will receive a new appointment letter betbeebeginning of the next academic
year. See Appendix F for a sample of the appointment letter.

FACULTY EVALUATION, RETENTION AND PROMOT ION

Each faculty member is evaluated by students earai OSUOklahoma City courses. A
summary of these evaluations is shared with the department and division heads.
Summaries are filed in the faculty member's folder. (See Appendix O)

In the spring of the academic year, each faculty member participdtesfaculty appraisal
process that uses the Faculty Evaluation Document (Appendix E). The appraisal is
discussed in a conference with the department head/division head. Recommendations for
retention, salary increases and/or promotions are made airteisSalary increases and
promotions are based on merit and reflect increased proficiency and productivity in
teaching and service to the school. Within the limits of fiscal resources, every effort is
made to maintain faculty compensation at levels thitattract and retain individuals of
outstanding ability.

A prerequisite of a strong faculty is an active involvement in decisions affecting its own
membership. Such active involvement is especially critical in appointments to and
separations from thdaculty. Accordingly, an OSWDklahoma City Reappointment,
Promotion and Tenure Screening Committee will be formed annually composed of ten
members as follows: five faculty members appointed by Faculty Senate, two department
heads from different divisionselected by the Academic Division Head Council, one
division head selected by the Academic Division Head Council, the previous Faculty
Senate president for one year following the year as chair, and the current president of
Faculty Senate who will serve e Committee chairperson in a resting capacity.

PROFESSIONAL DEVELOPMENT

To enhance teaching competence all faculty-(foie and partime) are encouraged to be
members of professional organizations and participateneetings, workshops and
seminar Participation in these types of professional development activities will be

considered both in faculty membersdé annual

Tenure process.
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RELEASE TIME

Faculty requestingelease time should submit a written request to their division head which
includes the following: 1) a description of the project for which they are requesting release
time, 2) an explanation why the project and the release time to complete it arergecessa
and 3) an approximate timeline for completion. If release time is approved, at the end of
the semester the faculty member shall submit to their division head a summary report of
results achieved as a result of the release tialkerelease time for feulty must have the
approval of the vice president for Academic Affairs.

SALARIES
Salary is based on education, rank and experience.

Full-time and partime faculty are paid on the last working day of each month of service.
The number of monthly paymenin a year depends upon individual faculty appointment
and check disbursement plan. The faculty member may chooseraamnitie, 16month or
12-month disbursement plan depending upon the term of academic appointment.

Notice of payroll deposits will bé or war ded el ectronically to t1l
email addressDi r ect deposit of payroll to a bank or
PayCard system is mandatory for all employe&sPayroll Authorization Agreement for
Automatic Deposits'form must be completedA voided bank check or direct deposit

authorization form is required to initiate the action for direct deposit.
Questions regarding payroll should be directed to the Human Resources Office.

FACULTY PARITY

Beginning July 1999a faculty parity schedule was instituted for fthe faculty. The

parity schedule was developed by the Faculty Parity Committee and approved by Faculty
Council at the November 19, 1998 meeting and the A&M Board of Regents meeting on
February 26, 1999. The parity scale weighs experience, education and rank. (See
Appendix A, Faculty Parity Schedule.)

SELECTION OF FACULTY

Openings for faculty positions are announced through newspapers and other publications.
Each applicant submits a resume. At tiise, references, experience and educational
background are reviewed. A personal interview is arranged with selected applicants by the
department/division head with the interview committee. Final selection of the applicant is
recommended to the vice pidant for Academic Affairs by the department/division head
after having appropriate faculty counsel. (See Appendix D, Policy Statement to Govern
Appointments, Tenure, Promotions and Related Matters of the Faculty of Oklahoma State
University.)
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SPECIFIED OUTSIDE ACTIVITIES

The school supports the concept of reasonable teaching, consulting and other remunerative
and norremunerative outside activities on the part of the faculty and staff as a means of
keeping abreast of the latest developments in onegaktpdield. Teaching and consulting

are permitted on an owime basis provided the person continues to discharge in a
responsible fashion the duties assigned by the department head and/or supervisor, and
provided such activity does not involve possildonflict of interest. To facilitate the
efficient operation of the department, faculty and staff are required to inform their
supervisor of all current consulting activities as they occur.

"Notice of Intent to Engage in a Professional Activity for BXBompensation” (see form
Appendix G) is initiated prior to October 1 each year by faculty members who plan to
engage in outside activities. Requests are submitted to the department head, division head
and vice president for Academic Affairs for approval.

Caution is given not to show any consulting for Oklahoma State government if it is a state
supported institution. No futime state employees should be receiving more than 100%
income from state funds without special permission. (Oklahoma Stater&ityivieolicy

and Procedures Letterd11)

TEACHING LOAD AND OF FICE HOURS

Although there may be some variation, fithe faculty members are required to teach 15
credit hours per semester if courses are primarily lecture, or 12 credit hours per sémester
the majority of courses have scheduled laboratory. This is in addition to other duties such
as committee assignments, student advisement and other departmental respon3ibéities.
actual mmber of class sections, credit hours assigned and coweparaions will be
handled on an individual basis.

Each faculty member is expected to establish, post and maintain weekly office hours for
class preparation and student advisement. Office hours should be scheduled at times
convenient to both students arfdculty with the additional option of prearranged
appointments for students when there is a schedule conflict. The number of office hours is
to be determined at the appropriate administrative level. To equate the assigned workload
for all faculty, a gearal requirement of 35 hours per week of combined class, laboratory
and scheduled office hours should be followEdculty members who teach online courses
may choose to designate five (5) hours a week as their virtual office hours which may be
held on oroff campus.

TEACHING RESPONSIBIL ITIES

Faculty have the professional responsibility to provide quality learning experiences for the
student. Faculty are expected to meet their classes at scheduled timages bof dlness or

any other emergency, the faculty will notify the department head so that appropriate action
may be taken.
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CUMULATIVE ( POST-TENURE) REVIEW

In December, 2007 the OSU A&M Board of Regents passed OSU Policy & Procedure
Letter No. 20109, Cumul ati ve Review of Tenured Facul't
to OSUStillwater. OSUOklahoma city has modified that policy slightly to apply to the
OSU-Oklahoma City campus See Appendix2 for OSUOklahoma City Postenure

Review Policies and Predures.

LEAD INSTRUCTOR GUIDELINES *

1 Faculty members designated as lead instructors will be appointed for an entire
academic year and be compensated at the equivalent of one (1) credit hour of
adjunct pay each fall, spring and summer semester.

1 Lead instuctors will typically be fulitime faculty members.

1 Each academic division will forward recommendations regarding the number
and areas of assignment for lead instructors through established administrative
channels (i.e. department head to division h&adhe vice president of
academic affairs to the president). These recommendations will be:

1. submitted in priority order;
2. data driven, and
3. based on the criteria listed below.

9 Criteria for lead instructor recommendations
number of students

number of acdemic disciplines and/or areas
number of adjunct faculty

number of sections

programmatic responsibilities

special assignments

= =4 =4 -8 -8 -9

1 The duties for the lead instructors are listed in the attached job description.

1 All lead instructor assignments will be finaldzby May 1 each year.
These recommendations would provide a -effgictive means of promoting academic
excellence and integrity, as well as providing administrative support and supervision for
adjunct faculty. These recommendations would also help adduent issues involving
equity, fairness and consistency in the assignment of lead instructor duties.

*Any deviations and/or exceptions to these guidelines must be approved by the Vice
President of Academic Affairs.
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EMPLOYEE SEPARATION

Prior to departure on the last day of employment, employees must finalize paperwork in the
Human Resources Office. In addition, the employee needs to obtain a separation checklist
at website atwww.osuokc.edwecurity or Human Resources This checklist must be
initialed by all departments specifiedlhis checklist will be turned into the Safety and
Security Office by thedepartingemployee. All keys, hangtags, I.D. card and any other
item of employment ardue at this time.

EMPLOYEE SAFETY AND SECURITY

Identification Cards

Employee identification cards are issued at the information desk in the Student Center,
first floor, during working hours Mondaly Friday. These are required to obtain library
privileges, bookstore discounts, and use of the Wellness Center. They are also used for
identification after hours and/or on weekends by Security as authorization for your
presence on campus.

Handling of Hazardous Materials

Handling of hazardous materials mbst conducted in strict compliance with regulations
prescribed by the Oklahoma State Department of Health and the U.S. Environmental
Protection Agency. As required by Title 29 Code of Federal Regulations Part 1020, Sub
Part Z, Section 1450 (29 CFR 1910.1p40

Material Safety Data Sheets (MSDS) on all hazardous materials are collected and filed in

the department where the materials are used. A master record of MSDSs is kept with the

Office of Safety and Security. If an employee receives an MSDS, the OffiSafety

and Security must be sent a copy of the MSD!
list must be updated. All existing labels on hazardous substance containers must remain

intact.

Employees working in areas where exposure(s) to hazardbetasoe(s) exists shall be
required to perform their jobs in accordance with precautions communicated in the
Material Safety Data Sheets and Departmental Safety Manuals, if appli¢¥dderence

is made tdOklahoma State University Policy and Proceduréédre Hazardous Material:
Training HAZMAT Employees;@35,as a source of information and clarification

Workplace Threats and Violence

It is the goal of OStDklahoma City to provide a safe and secure workplace. The safety
of employees and studentsvisry important both in terms of enhancing the educational
environment and promoting a supportive working atmosphere.

Serious threats or acts of intimidation, and acts of violence with or without the presence of
a weapon, will not be tolerated. Violat®nf this policy may result in disciplinary action,
including possible suspension, termination and/or the filing of criminal charges.

All employees shall immediately report acts of violence and any serious threats that a
reasonable person would considetgmtially dangerous made against them or witness by
t hem. Such reports may be made to the empl
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Resources Office, Safety and Security Office, or any administrative management official.
Supervisors, etc., receivingparts of acts of violence, serious threats, or good faith
concerns about unusual or threatening behavior shall take appropriate steps as soon as
reasonably possible, including communicating with the Safety and Security Office, to
reduce or eliminate anyrimats of immediate danger.

If an employee has taken legal steps to protect him/herself from another person with a

Victim Protective Order (VPO) or Emergency Protective Order (EPO), a copy of the

VPO/ EPO should be provided tveor tditegtor @ mpl oy ee
Human Resources and the Office of Safety and Security.

ALCOHOL/DRUG POLICIE S

Drug-Free Workplace

In accordance with the Drtigree Workplace Act of 1988, OSOklahoma City notifies

all employees that the unlawful manufacture, distitn, possession or use of a
controlled substance is prohibited in the workplace. Any employee found to have violated
this prohibition might be subject to disciplinary action up to and including dismissal or be
required to satisfactorily participate indaug abuse assistance or rehabilitation program
as a condition of continued employment. The drug abuse assistance/rehabilitation
program shall be one that has been previously approved for such purposes by a federal,
state or local health, law enforcememtather appropriate agency. The imposition of
such disciplinary action or requirement to satisfactorily participate in a drug abuse
assistance/rehabilitation program is premised solely upon a violation of this prohibition
and does not require a criminalnsgction.

As a condition of employment at OSDklahoma City, all employees will:
1. Comply with the terms of this statement; and

2. Notify OSU-Oklahoma City (through either their immediate supervisor, other
supervisory administrator or project diregtoof any criminal drug statute
conviction for a violation occurring in the workplace in writing no later than
five days after such conviction.

Such conviction may, of course, result in the employee being disciplined or required to
satisfactorily participte in a drug abuse assistance/rehabilitation program as specified
above. Failure of an employee to report his/her conviction, as required herein, constitutes
grounds for dismissal.

As a further requirement of the Drkgee Workplace Act, OSU has estahkd a drug

free awareness program for the purpose of informing employees about the dangers of
drug abuse in the workplace, the Universityd¢
on OSU property, any available drug counseling, rehabilitation andoga®hssistance

programs, and the penalties that may be imposed for drug abuse violations. An Employee
Assistance Program has been created in furtherance of théreleugwareness program.

Information about the drufyee awareness program and the Employessistance

Program may be obtained from the Human Resources Office.
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Reference is made ©klahoma State University Policy and Procedures Le#&?0b,
DrugFree Workplaceand the Drug Free Workplace Act of 1988 as sources of
information and clarificatn.

Drug-Free Schools Policy

As set forth in local, state and federal laws, and the rules and regulations ef OSU
Oklahoma City, OStDklahoma City prohibits the unlawful possession, use or
distribution of illicit drugs and alcohol by students and empdsyie buildings, facilities,
grounds or other property owned and/or controlled by @&lahoma City or as part of
OSU-Oklahoma City activities.

Internal Sanctions

Any student or employee of OSOklahoma City alleged to have violated this

prohibition shallbe subject to disciplinary action including, but not limited to expulsion,
termination of employment, referral for prosecution after and/or completion, at the
individual 6s expense, of an appropriate reh
shall betaken in accordance with applicable policies of @3klahoma City.

External Sanctions

Local, state and federal laws provide for a variety of legal sanctions for the unlawful
possession and distribution of illicit drugs and alcohol. These sanctiondendut are

not limited to, incarceration and monetary fines.

Drug/Alcohol Counseling and Rehabilitation Programs

The Wellness Center, Family Resource Center, and Counseling Center have information
of this nature for students and employees. The Employststance Program is also
available for employees. Other resources in the community may also be available from
these centers or programs. Seeking help from, being referred to or from these services is
confidential, and will not, alone, result in discipligaaction. Individual privacy will, of
course, be maintained in any counseling/rehabilitation process.

Reference is made to tigrug-Free Schools and Communities Act of 188%ources of
information and clarification.

CONFIDENTIALITY

During the cowe of employment, employees will be working with students, personal

student data and other information that is considered confidential. Maintaining this
confidentiality is important to the success of the institution. Under the feldanaily
EducationalRights and Privacy Act somet i mes referred to as the
is a violation of federal law to release student educational records or personally identifiable
information about a student withost the stud

USE OF TOBACCO/SMOKING

Effective January 1, 2008, OSOklahoma Cityis a smokefree/tobacceree campus
The use of all tobacco products is prohibited anywhere on campus, including buildings,
grounds, and parkinigts leased, owned aperatecdoy OSUOklahoma City. This
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policy applies to all persons on campus, including but not limited to employees, students
and visitors to the campus.

TELEPHONE USE

OSU-Oklahoma City telephones are to be used for business purposes in servirgréisesint

of our students and in the course of normal business operations. Answer all calls promptly
and courteously. On occasion, personal calls may be necessary, but cooperation is requested
in limiting them to emergencies or essential personal busindse &eeping them brief.

APPROPRIATE COMPUTER USE

As an institution of higher learning, OSQklahoma City encourages, supports and
protects freedom of expression and an open environment to pursue scholarly inquiry and
to share information. Access totwerked computer information in general and to the
Internet, in particular, supports the academic community by providing a link to electronic
information in a variety of formats and covering all academic disciplines.

Consistent with other University poles, this policy is intended to respect the rights and
obligations of academic freedom while protecting the rights of others. The computing and
network facilities of the University are limited and should be used wisely and carefully
with consideration fothe needs of others. Usage of these facilities is a privilege rather
than a right. As with any resource, it is possible to misuse computing resources and
facilities and to abuse access to the Internet.

OSU-Oklahoma City reserves the right to limitstect or extend computing privileges

and access to its information resources. Users are responsible for their own computer
accounts and the usage thereof. Users will be subject to disciplinary action, including
termination and/or loss of privileges forsuse of computers or computing systems under
their control. Anyone who accesses, uses, destroys, alters or damages University
information resources, properties or facilities without authorization may be guilty of
violating state and federal law, infringingpon the privacy of others, injuring or
misappropriating the work produced and records maintained by others, and/or threatening
the integrity of information kept within these systems. Such conduct is unethical and
unacceptable and will subject violator§ this Policy to disciplinary action by the
University, including possible termination from employment, expulsion as a student,
and/or loss of computing systems privileges.

APPROPRIATE USE OF ELECTRONIC MAIL

1 As with other University resources;neail is appropriately used for purposes that
further the goals of the University.

1 Individuals may not use-mail for entrepreneurial activities except in cases of
University-sanctioned activities. Specifically prohibited is the selling of access to the
Interret by any member of the University community.

1 No one shall be added to ammil listing for other than official University business
without his or her consent. Mailing lists may be used only for their intended purposes.

26



1 All materials sent by campusneal must be attributed to the individual, office or
organization sending the material. It is a violation of this policy to originataikin
such a manner as to create the impression to the recipient that the mail was originated
from another source or inddual.

General Policy Statements

1 Itis the intent of OStDOklahoma City to preserve the privacy ahail communications
and maintain access to communications intended for an individual. Given that
universities place high value on open communicatiodess, including those new and
controversial, the intention of the University is to maximize freedom of communication
for purposes that further the goals of the University.

1 All e-mail communications, unless subject to a specific privilege, are subject to
production under the Oklahoma Public Records Act and, when relevant, to discovery in
civil litigation.

Objectionable Material, Violations and Sanctions

1 The University cannot protect individuals against the existence or receipt of material that
may offend them. Those who make use of electronic communications are warned that
they may willingly or unwillingly come across, or be recipients of, material that they
may find offensive. Employees of the University community are expected to
demonstrate good tasaad sensitivity to others in their communications.

1 Itis aviolation of this policy to usereail to libel, harass or threaten other individuals.
1 Users of campus communications are subject to local, state and federal laws and
regulations and applicabl®klahoma State University policies and procedures. Users

must comply with copyright laws.

Reference is made ©klahoma State University Policy and Procedures Letter, Use of
Electronic Mail, 2013as a source of information and clarification.

ELECTRONIC DEVICE POLICY

Cel | phones and other electronic devices
family situation requires the student to keep the device turned on during class, the student
must turn the phone to a silent or vibrate mode sifudent must receive a call during class,

the student will leave the roomA student may not make a call during class. Cell phones

and all electronic devices may not be used during an exam unless stipulated by an instructor.

HOURS OF OPERATION

Bookstore Hours: Mondayi Thursday 8:00 a.mi 6:00 p.m.
Friday 8:00 a.mI 5:00 p.m.
Saturday/Sunday  Closed
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Extended hours will be coordinated wéftrollment officeseach semesteiThe Bookstore
is located on the second floor of the Studeenter.

The bookstore carries the textbooks and reference materials that are used in courses
offered at OSWOklahoma City. A complete line of office and school supplies, computer
software and peripherals, accessories, medical supplies and witorchother items are

also sold.General trade booksregting cards, gift items, and OSU logo articles are
carried. Faculty membersay show ID andeceive a ten percent (10%) discount on most
purchases.

BusinessServices  Hours: Monday- Thursday 8:00 a.mJ 6:00 p.m.
Friday 8:00 a.mI 5:00 p.m.

BusinessServiceshandles student accounts, including billing, receipt of student payment
and campus deposits, processes student refunds, including Financial Aid disbursements,
vehicle reservati) travel reimbursements and oversees campus purchaBumgness
Servicess located in the Administration Building, room 201.

Evening/Weekend Coordinator

Hours: Monday- Friday 4:00 p.m.i 10:00 p.m.
Saturday 8:00 a.mi 5:00 p.m.
Sunday 1:00 a.mi 5:00 p.m.

(Hours are subject to chanpge

The evening/weekend coordinator acts on behalf of all campus offices and departments in
assisting evening and weekend personnel. If you have questions or problemsi@antact
3121555 The office of the Evening/Weekend Coordinator is in the Technology Support
Center, LRC 102.

Food Service Hours: Monday- Friday 7:30 a.m:7:00 p.m.
Saturday/Sunday Closed
Summer Hours: Mondayi Thursday 7:30 a.mi 7:00 p.m.
Friday 7:30 a.mI 3:00 p.m.
Saturday/Sunday Closed

Daily food service available includes breakfast, lunch and dinner. Food options are:
hamburgers, sandwiches, salad/soup bar, hot entrees, desserts and beverages. Catering
reservations and menu sgien should be arranged with t&¢udent Center and Campus
Events Officewi t h a mi ni mum of occampusweaering@rs baverage c e .
service must be done widSU-Oklahoma City Food Servicelhe dining room is open for

study or relaxing frm 7:30 a.m.7:00 p.m. MondayFriday. The dining room is closed on
Saturday and Sundayk-ood Service is located on the second floor of the Student Center.

Library Hours: Monday- Thursday 8:00 a.n:9:00 p.m.
Friday 8:00 a.m:5:00 p.m.
Saturday 9:00 a.m: 5:00 p.m.
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Sunday 1:00 p.m:5:00 p.m.
Holiday, weekend and interim hours are posted.

The OSU-Oklahoma City ibrary houses a collection of print andnprint items to help
students and faculty members in the teaching/leaqmiogess. Books, periodicals, audio
visuals, electronic databases and reference works are houses in the library. If faculty need
certain materials to be put on reserve, please see library staff. Faculty are encouraged to
provide library staff with copg of any assignments to be completed in the library so they
can better assist students. Faculty are also encouraged to arrange tours of the library and its
facilities for their students. The library is located in the Learning Resource Center.

Lost & Found Location: Security Office
Business Technologies Building, Room 100
(See section in Safety and Security)

Print Shop Hours: Monday- Friday 8:00 a.m:5:00 p.m.
Location: Administration Building, Room 105
The Print Shoprints copies of materials for class use for each department.

KEYS

Keys necessary to carry out teaching assignments will be obtayrtbeé division head or
division secretary.You will be required to fill out a key agreement form. Upon separation
of employment, all keys, along with separation checklistbtained from the Office of
Safety and Securitwebsite atwww.osuokc.edu/securitgr Human Resourcesire to be
turned in to Safety and SecuriBeports dlost or found keys should be made immediately
to the division officeand can be replaced upon requd3tiplication of any campus keys is
strictly illegal.

PUBLIC RELATIONS

The Office ofCommunicationserves as a clearinghouse for all camgestive srvices,
marketing, advertisingmedia relations and new media content management (plasma
screens, electronic signs and web pages).

Media Relations

OSUOklahoma City offers a variety of excellent programs taught by outstanding
individuals. In an effortd project our excellence in a consistent manner, faculty and staff
should contact the Office @ommunicationso discuss media opportunities.

It is the policy of OSWOklahoma City that only the president and the director of
Communicationsor those authtzed by the president or director ©bmmunicationsare
designated to dispense press releases, contact the media or answer media inquiries. Also,
should media representatives make an unscheduled stop on campus, the Office of
Communicationshould be calacted immediately.

Occasionally, the media may contact the Offic€ommunicationgor a representative to

participate in an interview regarding a particular area of expertise. In most of these
situations, a representative from the Offic€ommunicabnswill also attend the interview
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to provide support as needed and will provide any preliminary information in preparation for
the interview.

Image and Publications

Any item that is produced with the OSDklahoma City official name and/or logo must be
approved by the Office o€Communications. This includes but is not limited to: press
releases, mass mailings, brochures, newsletters, promotional items, apparel, web sites and
advertisements.

To make a Public Relations request, complete the Public Redatequest Form

(Appendix O) , with your vice presidentdés signatur
Relations, AD 200. Public Relations forms are available on the-Ol8ahoma City

website by clicking the Facultgtaff link, and the Public Relations kn The Office of
Communicationswvill process your request and work with our Creative Services as well

as secure any outside vendor needed to complete your request. For additional
information call945-3317.

FACULTY BENEFITS AND SERVICES

BENEFITS AND SERVICES

Insurance & Flexible Benefit Plans
OSU-Oklahoma City provides a generous and comprehensive benefit package to its

employees. Group insurance and flexible benefit plans are available to employees who
have a regular and continuous (flemporary) workassignment of at least six months

and an FTE of .75 or greater. The benefit package includes -shastg plan, with

OSU paying a portion and the employee paying a portion (which is payroll deducted).
Employees must enroll self and dependents (if apple) within 30 days of eligibility

date to avoid adverse consequences. Insurance options include health, dental, vision, life,
long-term disability, longterm care and cancer coverage.

Flexible benefit plans are also available to employees. Flexibkfibplans (IRS Section
125) allow employees to teshelter employegaid health, dental, and vision premiums,
unreimbursed medical expenses and dependent care expémsasiore details on the
insurance and flex plans, including the various options amdt, cgo to:
http://hr.okstate.edu/benefits/eiBenataGlangdiB.pdf

Wellness Center
Employees of OStDklahoma City can join the Wellness Center at no cost. Services

provided include a wkequipped fitness center and choices of various exercise classes.
The Center also provides free blepkssure measurement and consultation on healthy
life-style modifications.

Employee Assistance Program
OSU offers an Employee Assistance Program (E#P)employees and their families

who are experiencing personal difficulties. Developed to improveheatig, the service
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is provided free of charge. The EAP is located on the Stillwater campus in the Seretean
Wellness Center. To set up an appointmerit(465) 7446415.

Retirement Programs
Effective July 1, 2004, newly hired employees have a choice between two retirement

plansOk | ahoma Teacher és Retirement ( OTR) or t
(ARP). Retirement benefits are available to employed® wave a regular and

continuous (noftemporary) work assignment of at least six months and an FTE of .75 or

greater. Eligible employees must decide within 90 days of hire to participate in one of

these plans. This decision is irrevocable (meaning it eaermbe changed). If the new

employee fails to make a decision within the 90 days, he/she will be default enrolled into

Okl ahoma Teache Fa smoreRdetails onetheeretitement plans, go to:
http://hr.okstate.edu/docfiles/retirementprog.pdf

Additional Savings and Investment Opportunities
Regardless of the OSU retirement plan selected, employees can also choose to save

money through tasheltered annuities and deferred compensatimgrams. These

voluntary pretax savings opportunities allow the employee to set aside additional money

toward retirement. Contributions to the 457(b) Deferred Compensation Plan or 403(b)
Supplemental Tax Deferred Annuity Program are deducted before faddratate taxes

from your regular paychecks and invested thr

Statutory Benefits
Statutory benefits include those benefits which are mandated by law, such as social

security and Medi car e, we rakde uremploymentmp e ns a't
compensation. The employee and OSU each contribute to social security and Medicare.

Wor kerds compensation covers an employeeos
resulting from workrelated injury or illness. Unemployment compensatioavigles

economic security for a worker during temporary periods of unemployment.

Although not always considered as benefits, they can offer valuable forms of
compensation to the employee and are part of the total cost that OSU expends in total
compensatio for employees.

Sick Leave
Sick leave is defined for the purpose of this policy as absence from assigned duty, such

absence resulting from a personal illness or incapacity which is expected to continue for
less than six calendar months or such absenatingsfrom the medical requirement and
care for a qualifying family member who is ill or incapacitated. Qualifying family
member includes but is not limited to parent, sibling, spouse, child, grandchild,
grandparent, or correspondinglaw relationships.

Full-time faculty accrue sick leave at the monthly rate of 19.56 hours during the months
of September thru May (a total of 22 days per year). Sick leave does not accrue during
the months of June thugh August for ninemonth faculty The maximum accrudbr
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sick leave is 200 working days or 1600 hours. Amounts in excess of 1600 hours that
would otherwise accrue will be transferred to the Extended Sick Leave Account. This
account has no cash value or actual sick leave value other than for OTRS purptses. Pa
time faculty accrues sick leave hours and maximums proportionately to their FTE.

Notification of absence due to illness or incapacity shall be given to the appropriate
division/department head by the faculty member. Each division will determine Ha call
procedure and communicate to the faculty member. Sick leave used records will be
accurately maintained by the department and reported each month through the payroll
monthly confirmation report. Upon separation of employment, unused sick leave is
forfeited. For further details on faculty sick leave, refer to OSU Polfyg P31 Faculty

Sick Leave.

Annual Leave
Faculty who have honth continuous assignments are eligible for annual leave. Faculty

who have 9 or 10 month assignments are not eligible fonareave. Annual leave of

176 hours is available for use on July 1 each year. Any leave not used by June 30 of the
following year is forfeited. Faculty who are hired before July 1 are given annual leave in
proportion to the months worked before July 1.

Annual leave used records will be accurately maintained by the department and reported
each month to Human Resources through the monthly absence reports. Human Resources
will record used annual leave through the SharePoint program. These records are
available to each faculty member and should be reviewed so that overuse does not occur.

Annual leave must be approved in advance with the division/department head. Each
division will determine its procedure and communicate to the faculty member.

Upon separabin of employment, unused annual leave is forfeited.

Holidays
The following are holidays that will normally be observed by all departments and
divisions of the campus through closing all offices.

New Year 6s Day
Martin Luther King Jr. Day
Memorial Day

July 4™

Labor Day

Thanksgiving Day

Day after Thanksgiving
Christmas Eve

Christmas Day

Three additional workdays
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*Depending on how days fall in the year during the Christmas break, other workdays
may be designated as days that the campus will be closadorit® faculty will be
required to use annual leave for any days designated as mandatory leave days.

For assistance with any questions on benefits, please contact th©K&idma City
Human Resource office at (405) 983398 or come to our office. We arechted in the
Administration Building and are open Mondgyiday from 8:00 anr:00 pm.

PAID PERSONAL TIME O FFE

Funeral Leave In the event of death in the immediate family, personal leave for up to
three working days may be taken with pay to handlelyaafiairs and attend the funeral.
Personal leave of one day may be taken to attend the funeral of a related person not in the
immediate family:'Immediate family"is defined as: spouse, children, parents, grandparents,
grandchildren, brothers, sisterscorresponding iaw relationships.

In such cases where the three days of funeral leave are not sufficient, the appropriate
director or the department head may authorize additional administrative leave with pay.
When covered funeral leave occurs white employee is on leave without pay, paid
funeral leave is not granted. When such leave occurs while the employee is on annual
leave or sick leave, or other paid leave, the funeral leave will supersede the other type of
leave.

Catastrophic Leave An anployee who suffersdividual, personalmisfortune as a result

of an event such as fire, explosion, flood or violent weather may be granted up to three
working days of paid administrative leave, if the event occurs while the employee is not on
leave withait pay.

Inclement Weather. At times, usually in winter, travel to and from the campus for work
will be difficult due to bad weather. In rare instances the administration of the institution
will make the decision to close all offices except those rezedras necessary to maintain
essential services. The administration has a call notification plan in place so that all
employees will be timely notified. Administrative leave pay may be paid for those
employees affected by closing all offices.

Court Leave. Any continuous employee who is called to serve as a member of a jury panel
or who is legally subpoenaed as a witness shall be gratgadesof absence with payrhe
employee may retain fees paid by the court in connection with such appearance. The
employee is not entitled to receive any fee for serving as a witness pertaining to their OSU
Oklahoma City employment. The employee should notify the supervisor promptly after
receiving notification to appear.

A leave of absence with pay shall be grdrtee employee when the court appearance is the
result of an act performed by the employee as part of his/her official duties as an employee
of OSU-Oklahoma City. In no case shall a leave of absence with pay be granted to any
employee when the court appaece is the result of the employee being involved in a
personal litigation case outside his/her scope of employment.
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Time Off To Vote. Voting polls are open from 7:00 a.m. to 7:00 p.m. on Election Day.
Under Oklahoma statutes, an employee may havedihte vote, up to two hours or more
if distance to polls requires it.

The employee should submit such a request in writing, at least the day prior to the election.
The department head will decide what time in the work schedule to give for voting.
Employees will not lose any compensation or incur penalty for the absence if they provide
proof of voting. Time off for voting is not required if the employee has three hours after the
opening of polls before the work day begins or three hours after clabe efork day

before close of polls. In other words, time off would not be necessary if an employee begins
work at 10:00 a.m. or later or ends work by 4:00 p.m. A department head may change work
hours to provide for such a threur period.

LEAVES OF ABSENCE

Requests for Leaves of Absence may be grant
full-time employees to maintain continuity of service in instances where unusual or
unavoidable circumstances require prolonged absence. For completeregsadeng the

following "leave of absence without pay" categories, please contact the Human Resource

Office.

OSU-Oklahoma City does not discriminate by reason of race, age, creed, color, sex, age,
disability, sexual orientation, veteran status, or nati@rayin in its leave policies,
including but not limited to: leave with pay and leave without pay for educational or
professional purposes; sick leave including maternity leave; annual leave; or
administrative leave.lliness due to pregnancy shall beatexl as any other temporary
medical condition.

While no loss of service credit occurs during an approved leave of absence, there are
other factors to consider such as benefit continuation, reinstatements and approval
processes. See your supervisor antiferHuman Resource Director for these details.

REQUESTS FOR LEAVES OF ABSENCE INCLUDE:

The Family and Medical Leave Act (FMLA)

The Family and Medical Leave Act of 1993 (FMLA) gives certain job protections to
employees when balancing work responsibkgitwith the demands of personal iliness or
injury or in caring for family employees. In general, the Act requires an employer to offer
a total of 12 weeks of unpaid leave of absence to eligible employees to care for a
newborn or newly adopted child, toredor a seriously ill family member (child, parent

or spouse), or for the employee's own serio
group health plan will continue under the same conditions that existed prior to the FMLA
leave. Upon return from fanyilmedical leave, an employee will be restored to his/her
original or equivalent position with equivalent pay, benefits, and other employment
terms. Depending on individual circumstances of the leave, faculty and staff may also be
concurrently eligible fopaid sick leave benefits (See Sick Leave Policy in this handbook).
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To be eligible for FMLA leave, an employee must have been employed byORBboma
City for twelve months, which need not be consecutive, and must have worked at least 1,250
hours wihin the previous twelve months as of the date the leave commences.

Family and Medical Leave is taken concurrently with other OSU leave policies. The
employee must be so notified in advance of the leave. Any paid leave remaining after
exhaustion of Familyand Medical Leave would be taken in accordance with applicable
OSU leave policies.

An employee with accrued compensatory, annual, or sick leave will take all applicable leave
prior to unpaid leave. Paid sick leave is granted only when conditions in Oy &ual
Procedures for such leave are met.

Reference is made @klahoma State University Policy and Procedure, Family and Medical
Leave Act, 3708 as a source of information and clarification, or contact the Human
Resource Officeln addition, The Burau of National Affairs, Inc., has published "Your
Rights Under the Family and Medical Leave Act of 1993."

Long-Term Disability (LTD) Leave. OSUOklahoma City is committed to assisting
employees when they suffer from a debilitating illness or injuryrbyiging an opportunity

for longterm disability (LTD) insurance coverage and related benefits. To be eligible for
LTD and related benefits, an employee must be in a continuous regular position of at least
.75 full-time equivalent (FTE) with an assignmeaft six months or morend must be
enrolled in the LTD insurance program.

The LTD insurance program requires 180 days from the onset of disability before insurance
benefits commence payment . This first 180 d
beneits are received from the LTD insurance program during this time. For more
information about LTD, such as claims, Leave of Absence with Pay and Pay During Leave

of Absence with Pay, please refer@&lahoma State University Policy and Procedures,

LongTem Disability 30750.

Personal Leavewithout Pay. All employees may make written request for a leave without

pay for personal reasons, including childcare. All such requests will be considered on an
individual basis, and generally shall not exceed sirthig Authorization shall be based on

depart ment and employee needs, on the emplo
availability of funds to return. All annual leave and compensatory leave accumulation must

be exhausted before personal leave witpaytbegins. The appropriatiee president must

approve any exceptions.

Military Leave . All regular employees are entitled to leaves of absences from employment
at OSUOklahoma City in order to engage in military service as is authorized by federal law
without loss of status or seniority. Such leave is permitted regardless of whether the leave is
voluntary or involuntary in nature. In ordinary circumstances, the maximum amount of
such leave, in the aggregate, will be five (5) years in duration. HExcalptircumstances

may occur in which leave for more than five years in the aggregate may be required.
Supervisors should consult with the Human Resource Office for questions or concerns about
military leave. Employees engaging in military servicesremgired to give notice of such
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service to their immediate supervisoReference is made ©klahoma State University
Policy and Procedures, Military Leave0319as a source of information and clarification.

EDUCATIONAL ASSISTAN CE PROGRAM

With the aproval of the department director or department head, -tirfidl continuous

(40 hours per week) employee who can meet the academic requirements of the institution,
may receive a tuition waiver (oft@lf) for no more than six (6) credit hours for thik dad

spring semesters and for no more than three (3) credit hours for the summer semester. Only
one (1) course (maximum of four credit hours) may be taken during the normal hours of
empl oyment . The empl oyeeds s uptenrtakingshsr mu st
course shall be made up at some mutually agreeable time between the staff employee and
the supervisor. Many courses offered through the Technical Education Center are also
offered at no cost to the employee.

Exceptions to the six (6) edit hours limit may be made in exceptional or unusual
circumstances if justified by the staff employee and approved bgiretor, department
head,vice president ocampus pesident.

To be eligible for a fee waiver, the employsadent must submit@mpleted "Request for
Faculty/Staff Fee Waiver" form to their supervisor, Human Resource Director, and the
Scholarship Coordinator for signatures. Forms may be obtained in the Human Resource
Office.

Automatic Bank Deposit
OSU Policy requires that all eiloyees be paid through direct deposit. To make
arrangements for automatic bank deposit, contact the Human Resource Office.

OSU Foundation Payroll Deduction

Personal donations to OSDklahoma City through payroll deductions can be made to
benefit any degrtment, division or project. As little as $5.00 per month may be directed
from your paycheck toward the program of your choice. Employees can help build their
own departmental funds with the OSU Foundation for scholarships, endowments,
equipment, profegsnal development or other worthwhile activities that would not
otherwise be possibleAll donations are tax deductible. For more information or for a
payroll deduction form, please contact the Offic®e¥elopment Office

OSU-Oklahoma City Bookstore

The Bookstore is located on campus in the Student Center. -tinkell Classified,
Administrative/Professional and Faculty employees are eligible for a 10% discount on
purchases.

American Express Corporate Credit Card

Continuous employees are eligible totmgpate in the American Express Corporate Card
program. The card will be issued in your name to be used for you for business expenses.
American Express will charge an annual fee of $55.00 to the cardholder. This fee will be
paid by the cardholder, ndtd university.

To participate, an American Express application must be completed. These forms are
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available in the Human Resource Office. By signing the application, you are agreeing to
maintain your account in a current status and authorize the reswipexchange of
information should American Express Travel Related Services Company, Inc. deem it
necessary. Upon termination of employment with @3lahoma City, the corporate card

will be canceled.

Child Development Center

OSU-Oklahoma City sponsors &hild Development Center (CDC), located on the
southwest corner of fand Portland. CDC is a developmental program providing quality
childcare to children (ages six weeks to five years) of students, faculty and staff and the
community.The CDC also sges as a laboratory for several academic programs including
Early Care Education, Nursingé Emergency Medical Servicésaculty, staff and students
receive a reduced weekly rate. The National Academy of Early Childhood Programs
accredits the CDC. Normig CDC has a waiting list for enrollment. Please contact the
Director of CDC at extension 244 for further information.

Employee Communications

Most campuswide information is communicated byneail or campus mail. Departments

that haveemployeeswho donot receive amail, usually have bulletin boards on which this
information is posted. Employees are responsible for keeping themselves informed by
regularly reading-enail or the bulletin board.

INSTRUCTIONAL PROCEDURES

ACADEMIC CALENDAR ST ANDARDS

The aademic semester is the standard academic calendar unit in the Oklahoma state
system of higher education. The standard semester consists of a minimum of sixteen
weeks, excluding enrollment, orientation and vacation time. All classes are expected to
meetfor the full sixteen weeks, and no college, academic department or individual faculty
member is authorized to reduce the number of academic weeks in the standard semester
without specific approval of the State Regents.

AMERICANS WITH DISAB_ILITIES ACT (ADA )

The University approved ADA statement should appear in all course syllabi as well as
courses offered via the Internet. This statement should be read aloud to students at the first
class meeting of each course.

If any member of the class feels thatdreshe has a disability and needs special
accommodations, contaEmily Cheng the Advisor to Students with Disabilities,
Student Center, Roof#2

Any student who desires accommodation in the learning environment has the responsibility

to identify him orherself as a student with a disability to the advisor to students with
disabilities and to request accommodatidhe advisor to students with disabilities will

provide the student with information about appropriate documentation of the dis@bidity.

student and the advisor to students with disabilities will developAccess Plan for
accommodation.| t i s t he student 6s responsibility
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devel oped access pl an/instructoros noti fica
accaonmodations cannot be madd&he student, advisor to students with disabilities and
instructor will receive a copy of thccess Plan

It is the affirmative obligation of the student not only to provide competent medical
documentation as requested by tH&d® of Services to Students with Disabilities, but also
to renew any additional requests for accommodations each new academic semester.

For additional information for faculty members, please refer to AppeRdiADA
Handbook for Faculty Members.

Note Taking Request to Faculty

A student with documented disabilities may
responsibility to contact the Office of Services to Students with Disabilities to request
assistance with note taking. Late requests may nhilfiéed in a timely fashion.

During the semester, the student with a disability and his/her note taker are encouraged to
communicate with one another frequently about note taking concerns, such as
arrangements for receiving notes. Students should wottk their note takers to
determine the type of notes preferred and the appropriateness of the notes supplied.
carbonless form paper (NCR) may be picked up by the student with the diskbitity

the Office of Services to Students with DisabilitieEhe gudent must supply the NCR

paper when providing the Access Plan to the profesHoa professor has a qualified
student in class, please ask them to share notes with the student needing assistance. In
the alternative, the professor should read theviafg statement

The University has requested a volunteer in this class to share their notes with a
student that needs assistance. If anyone would like to volunteer, please contact me
after class.

The note taker should have the following characteristdell-organized and detailed
notes; legible handwriting; regularasls attendance; willingness &sk questions to
clarify information.

In some cases students with disabilities (SWD) will prefer to remain anonymous to the
note takerIn those instancehe professor should give the NCR paper to the note taker
and mediate for the SWD. Because all matters pertaining to disability issues are to be
treated as confidential medical records, you should not name the student in reading the
request to the class. t i's also best not to refer to a
front of, or within hearing of other students. It is the responsibility of the SWD to ensure
they are in class to receive notes. If a SWD misses a class he/she is not eligible to receive
notes for that day from the regular note taker unless the Professor agrees. All SWD must
attend class in order to receive notes as an accommodation. If the SWD has not received
notes theyshould consult with their notaker and /omprofessor If the proessor does

not ensure the student of getting the proper notes, call Office of Services to Students with
Disabilities at 94583385.
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't is the institutionds responsibility t
can be provided by identifying aolnteer in class, by providing copies of yawn

lecture notesor by putting material/notes on the Internet. If there is a problem providing
the accommodation by any of these means, please notify the Office of Services to
Students with Disabilitiesnmediately.

ASSIGNMENTS

All class assignments should be listed on the course outline according to date and grade
calculation. Policy for makap or late class assignments should be stated in the grading
procedures of the course syllabus. Class assignmeake up policy, and acceptance of

late work should be approved by the lead instructor and follow any department policies
already established.

Copies of class assignments should be on file with the appropriate division.

CLASS PERIODS

Each class shoulaheet the specified number of minutes listed in the schedule of classes.
Those classes meeting 90 minutes or longer may haverani@e break at the midpoint of

the class. According to the policy of the State Regents for Higher Education, a class must
meet the full time it is scheduled in order to grant credit for the class.

CLASS ROLL SHEETS

Roll sheets are distributed to faculty on Monday of the following weeks during the fall and
spring semesters:

First three weeks of the semester

8" week

10" week

13" week (Monday after the drop/withdraw date)
7" week during the summer session

As required/needed during the semester

= =4 =4 -4 -8 -1

The roll sheets are delivered to the faculty by the division/department Reaadlty should

verify the correctness of roll sheetStudents who are not listed but attending the class
should be directed to the appropriate academic division to correct their enroliment.
Students should be listed in the section of the course in which they are attending. Students
maynot attend one sxion and remain on the roll for another section.

CLASSROOM MAINTENANC E

Any complaints concerning the maintenance of the classroom or laboratory should be made
in writing to the lead instructor and/or department head. It is common courtesy to erase
boads after class and turn off lights (especially if no other class is scheduled afterward.)
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CLASSROOM PROCEDURES

Classroom procedures are left to the discretion of the individual instructor but must meet
department and division guidelines. The classr@poatedures policy should be handed

out at the first class meeting. However, instructors are cautioned against setting policies
and procedures that do not permit enough flexibility to allow for unforeseen circumstances
and events. Innovative methods drerggly encouraged.

COURSE SYLLABUS

A course syllabus is required for every credit course taught at@&homa City, and is

to be filed with the appropriate department/division head each semester the course is
offered. It is necessary that studentswrnwhat the course is about, evaluation methods,
special requirements and general expectations. All course syllabi should follow the same
format/guidelines. (See Appendix I)

On the first day of class, the faculty member will distribute the course sylkabeach
student and explain its contents. Syllabi for distance education classes stilirbd with
the student prior to class or at an orientation the student is required to attend.

DISCIPLINARY PROBLEM S

OSU-Oklahoma City has long honored the rigiitstudents and faculty to engage in free
discussion and expression within the teacl@agning process. It is also clear that in a
community of learning, willful disruption of the educational process, destnuof
property and interference with thmghts of other members of the community cannot be
tolerated. OStDklahoma City students are mature and have a sincere interest in the
educational process. Faculty members can usually depend on students to promote a good
learning environment. Howevernahose rare occasions when a student may cause a
classroom disturbance, it is the faculty member's responsibility to attempt to bring the
situation under control as quickly and quietly as possible. If the situation cannot be brought
under control, the faulty member may dismiss the disruptive student from the class.
Incidents of disruptive conduct, academic misconduct/dishonesty or violations of the
student rights and responsibilities code are to be reported to the Student Conduct Officer,
Student Activiies/Campus Life Office first floor, Student Center. The evening/weekend
coordinator assists in the judicial process for incidents occurring in the evening. Security
officers will assist the faculty member in removing the student if necessary. (Sge Safe
and Security, General Policy for instructions in contacting @&lahoma City security
officers.) If a student is permanently dismissed, the faculty member must notify the
department head/division head as soon as possible. It is emphasized thatrniestudest
dismissal is a rare and drastic action, and the faculty member should endeavor to provide a
learning environment that would minimize student disruption.

Further information on student rights, responsibilities and conduct can be obtained in the
Student Activities and Campus Life Office, Student Center or an electronic version is
available online abttp://www.osuokc.edu/rights
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EVALUATION OF INSTRU CTOR

Instructors will besystematicallyeviewed bythe students in selected classes. The Student
Instructional Evaluation is to be completed during1B#&14" weeks of the fall and spring
semesters and during tB8&-7" week of the summer semester. (See Appendix O)

For many classes the instructoillyick up the evaluation packet at the division office
during the appropriate time period. A student monitor is selected and will read instructions
to the students. While the students are receiving instructions and completing the evaluation
forms, theinstructor will leave the classroom. Normally-26 minutes are allowed for the
evaluation process. The student monitor will collect the forms, seal them in their envelope
and return to the designated location as printed on the packet. Other clgssgallyes
online classes, may use electronic media to complete student instructional evaluations.

After grades have been turned in for the semester, instructors will receive a report
summarizing those evaluations and student comments.

EXAMINATIONS

Faculy determindypes of examinations to be given in the class. An exam schedule should
be part of the course syllabus and should be given to students the first class period.

The individual instructor decides whether students will be permitted to take rpake u
special examslnstructors are cautioned against setting policies or procedures that do not
retain flexibility to allow for unusual situations.

During prefinals week, all normal activities will continue; however, no assignment, test or
examinatioraccounting for more thaive percent of the course grade may be given. This
excludes makep and laboratory examinations, out of class assignments (or projects) made
prior to prefinals week and independent study cours#SUy Policies & Procedures Letter
2-0210.1). Oklahoma State Regents for Higher Education policy statesse institutions

which reserve the final week of the semester as a testing period shall ensure that all classes
meet during the testing periad.

Final exams are to be given agtttlesignated time of the final exam week. Final exams for
evening, Saturday or Sunday classes will be administered during the final class meeting.
Any deviation requires written permission of the division head. If a student has three or
more final examiations on one day, requests may be made to the division head of the
student's major to reschedule one of these examinations.

FIRST CLASS MEETING

The first class meeting is significant and sets the tone for the course. Meaningful activities,
lectures odiscussions are to be conducted in the first session, even though the students did
not have a prior assignmen®n the first day of class, faculty members should distribute
the course syllabus to each student and explain its content.
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FOOD AND DRINKS

Food and drinks arstrictly forbiddenin classrooms and laboratories because of the mess
created, possible disturbance to other people and destruction to the equipmentitesl facil

GRADE BOOK

Faculty members should maintain a grade book that incltiteesresults of student
examinations, projects, presentations and other items that determine the final grade.
Faculty members should maintain copies of syllabi, course policy statements, examinations
and other materials pertinent to their courses. Racoémbers who are leaving OSU
Oklahoma City permanently or for an extended time should deposit their grade records and
course files with their department he@BSU Policies and Procedures Lef2€i214).

GRADE POLICY FOR INC OMPLETE (D

The grade of "I"represents incomplete work. It may not be used as a substitute for a

failing grade. The request for an "I" grade is initiated by the student and granted to

eligible students at the discretion of the instructor. In order to be considered for an "I"

grade a student must have successfully (grades above passing) completed at least 70
percent of the course work and be unable to finish for reasons beyond his or her control.

I n order to award a grade of Al , 0 the st ui
AAgement f or | nferm.nmphlee tfiel 0GrGardaedoe Agr eement se
for the satisfactory completion of the coursework and is submitted by the instructor to the

Office of the Registrar.

GRADE REMOVAL OF INCOMPLETE (1)

It is the responsibilit of the instructor to report the removal of the incomplete grade to

the Office of the Registrar on the appropriate form furnished by the registrar. Students

who receive an Al ocogimumginaturé hrave ¢he tespensitdlity fof n o n

satisfyp t he requirements stipulated by the dl
[

assignment of the Al 0 grade. The nor mal tim
incomplete grade is one year unless a shorter time is stipulated in the agreement.

Whenfaculy r eport the grade of #l-cntinuiognbthrese r egi st
the instructor shal/l be required to submit t
official GradeChange Formwhich is filed with the Office of Admissions and Regastr
Services at the end of the semester. The il
including the appropriate time | imits for r
must repeat the course or stipulate class attendance in a subsequent seroesterto

remove the Al O Iis not permitted.

GRADE REPORTS

At the end of each semester/ session &6Web fo
entry by the faculty member. Each instructor must contact the Office of Admissions and
Reqistrar Services tioe assigned a PIN number and Faculty ID number. The grade option
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will be available the first week of each month for the eight week and fast track classes that
ended the previous month. Grading will also be available during finals week and the first
day or two following the end of the semester. Amnail will be sent each semester
notifying faculty of the exact date and time grades are due. If grades are not entered in a
timely manner the instructor will be required to complete a grade change forracfor e
student. Instructorshould nottell students to contact the Office of Admissions and
Registrar Services, the department head or the department secretary for grades.

GRADES
Grades are assigned by faculty based on the work completed by the stddactading
to the grading procedures given to the student during the first class meeting. Grades are to

be assigned as follows:

Grade Point per

Grade Quality of Work Semester Hour
A Excellent 4
AH  (Honors Credit Excellent 4
B Above Average 3
BH  (Honors Credit) Above Average 3
C Average 2
D Below Average 1
F Failure 0
Other Symbols

Grade Explanation

W Withdrawn

I Incomplete

AU Audit

AW Administrative Withdrawal

SU Satisfactory/Unsatisfactory

P-NP Pass/Not pass

P-F Pass/Fail

N Grade Not Submitted

Further information may be obtained in the "Policy Statement on Grading," Oklahoma
State Regents for Higher Education,\We9, 1992.

CORRECTING GRADE REPORTED IN ERROR

An instructor who reports an incorrect grade may request the registrar to correct the
grade. The request must be in writing on a Grade Change Form (Appendix J) and must
have a recommendation from both theevipresident for Academic Affairs and the
division head. The grade reported incorrectly will be removed from the transcript record
with the new grade recorded in its place. In no case will the registrar lower a grade after
the student has graduated.
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GRADE APPEAL

A Grade Appeal is designed to give students the right to appeal the final grade awarded in
a class. The bases for a grade appeal involve cases in which a student alleges that the
instructor either: 1) did not follow the campus policies and pnares 2) did not follow

her or his published syl l abus, 3) refused
grade, or 4) was inconsistent in the application of college policies, procedures or the
instructords guidelines.

If a student believes thatigfher final grade has been erroneously assessed by the
instructor, the student may file an appeal with the Academic Appeals Committee, after
first visiting with the instructor and the appropriate department and division head. The
deadline for submittinghe completed form is four (4) months after the date the grade
was assigned, or six (6) weeks after student begins a new semester, whichever comes
first. Grade Appeal Forms may be obtained from the office of the vice president for
Academic Affairs. (Append K.)

The Academic Appeals Committee will communicate its decision in writing to the
student, the instructor and the division head of the area. When the committee votes to
alter a grade, the decision is sent to the registrar for correction of the graithe o
studentés transcript record. The original
the new grade recorded.

ENROLLMENT APPEAL

A Student Enrollment Appeal is meant to deal with situations when a student is unable to
withdraw fromaclasspridro t he St ate Regentsd deadline
the studentdos control. A student may fil

registrar. The deadline for submission of an Enroliment Appeal Petition is six months
after the date the grade wassigned or fees were assessed. Forms for this purpose are
available in the Office of Admissions and Registrar Services. (Appé&ndix

IMMEDIATE FAMILY MEM BERS ENROLLED IN COURSES

In order to protect faculty from any perception of bias or favoritiemjristitution requires
special permission be obtained from the vice president for Academic Affairs for individuals
enrolling in courses taught by OSbklahoma City faculty if the individual is an
immediate family member of the faculty member teachingtloese.

OFF-CAMPUS CLASS MEETING S

Any class or laboratory session, whether for credit oraredit, that must meet at an off
campus location (30 miles or more from campus) must receive written permission from the
department head, the division head amel Yice president for Academic Affairs. If the
travel is outof-state, the approval of the president must also be obtained.

The instructor must complete an insurance form for all students for any field trip in order
for students to be covered by O®klahoma City's medical emergency insurance. If the
insurance form is not completed prior to a field trip, the instructor will assume any and all
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liability incurred during the field trip. Insurance forms are available in the office of
Student Services or ¢hdivision office. The form must be filed in the office of Student
Services before departure.

RETAKING COURSES

A student who elects to retake a course must enroll in the course and pay full fees for the
course. For eligibility for financial aid, aseiht 6 s GPA wi | | be cal cul a:
all hours attempted since matriculation to college level work.

ROOM ASSIGNMENTS

Classroom assignments will be made by the division head when a class is scheduled. In the
event an assigned classroom will not@mmodate the number of students enrolled in the
section, the instructor should notify the lead instructor, department head, division head or
the evening/weekend coordinator. Every attempt will be made to reschedule the class in
another room.

ROOM CHANG ES

If a classroom change is made, the Office of Academic Affairs must be notified for the
change to be entered into the master schedule by the division head. Classroom
reassignments become official only when approved by the vice president for Academic
Affairs and upon approval, will be entered into the master schedule.

SEMESTER DATES

Instructors should include in the course syllabus the academic calendar of dates/events for
the following: opening date of the semester, vacation/break dates, last date to
drop/withdraw from a class, final exam dates (and time), and closing date. On the first day
of class, the faculty member will distribute the course syllabus to each student and explain
its contents. The syllabssiouldbe formulated according to the daiin Appendix I.

STUDENT ACADEMIC DIS HONESTY OR MISCONDUCT

Academic dishonesty or misconduct, particularly plagiarism, is not condoned nor
tolerated at institutions within the Oklahoma State University system. Academic
dishonesty is behavior in whichdeliberately fraudulent misrepresentation is employed

in an attempt to gain undeserved intellectual credit, either for oneself or for another.
Academic misconduct is behavior that results in intellectual advantage obtained by
violating specific standardfut without deliberate intent or use of fraudulent means.
Academic dishonesty or misconduct cases are governed by theORIShboma City
Campus Student Rights and Responsibilities Code Available in the Student Activities and
Campus Life Office, Student Cemtor an electronic version is available online at
http://www.osuokc.edu/rights
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STUDENT ATTENDANCE

Class attendance policies are based on students being acknowledged as mature individuals,
and emphasis shalibe placed on developing a sense of their own responsibility for their
education. Students are held accountable for all work covered in a course despite valid
reasons for absence from class. Students are expected to attend each class period.

The policy statement on University Academic Format urges all faculty members "to
provide students with a semester course plan showing the schedule of examinations and
other course requirements.” (S@SU Policy & Procedures Lette?-0207) Faculty
members are adwd to share with students any attendance policy in effect in classes for
which they are responsible. In addition, they are expected to report cases of repeated
absenteeism to the academic division head. Instructors are to report to the registrar the
names of students who have not attended class during the first week of a semester for
purpose of enroliment verification. (Approved by the GSklahoma City Executive
Council, May 3, 1994.)

To be properly enrolled in a class, the student must be listedeoaoffthial class roll.
Those students not officially enrolled will not be allowed to attend class and should be
referred to the student's advisor.

No student will be enrolled in a class after theaffidate published in the class
schedule.

STUDENT HANDBOOK

A copy of the Student Rights and Responsibilitiesay be obtained in the Student
Activities and Campus Life Office, Student Center, first fldor electronic version is also
available online atttp//www.osuokc.edu/rights.

STUDENT INFORMATION SYSTEM/WEB FOR FACULTY

SI'S is the Student I nformation System, and
Student Information System. Using most popular web browsers-@&homa City
faculty may viev t hei r class roll s. SI'S AWeb for

submitting grades at the end of each term. A personalized PIN (Personal Identification
Number) ensures confidential access to records.

TEXTBOOKS AND TEXTBO OK ADOPTION

All textbooks are alected by the faculty and approved by the department/division head.
The department head or designee is responsible for notifying the bookstore of textbook
selections. The bookstore makes current book adoption forms available. Any materials or
referencebooks the students are requested to buy will be noted on these forms along with
the textbooks.

If a question arises abowtdulty-authored textbookshat question will be referred #n ad
hoccommitteeorganized by Academic Affairhe functionof this committees to protect
faculty from unwarranted allegatiosnflicts-of-interest wien they authorrequiredtexts
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or other learning material¥he committee will examine all cases referred to it and make a
determination only as to whether the text andhstructional materials in question are
appropriate and meet contemporary academic standards for use in-lesldgeurses.

Committee membership consists of one-fule faculty member from each of the six
academic divisions and alternates and tbe president for Academic Affairs or his or her
designee. When the committee meets to review for selection a faathiyred text, the
author of the text and no more than two individuals selected by the author may present to
the committee the justificatn for the text to be required.

The OSUOklahoma City Instructional Materials Policy can be found in AppeRdix

ACADEMIC SUPPORT SERVICES

BUSINESSSERVICES

The BusinesServiceffice is open MondashroughThursday 8:00 a.m. to 6:00 p.m.
Friday haurs are 8:00 a.m. to 5:00 p.m.

DEPOSIT OF FUNDS RECEIVED

All monies received by OSI@klahoma City are to be deposited within 24 hours of
receipt or the next working day. This is not only GSklahoma City policyit is state
law. This applies to all factions ofthe OSU-Oklahoma Citycampus

No money is to be left in offices after hours. All change funds, daily receipts, etc. are to
be brought to BusinesServicedo be locked in the vault overnight or placed into the

night depository outside the BuasissServices ffices and picked up the next working

day. Monies placed in the night depository for safekeeping should be placed in a sealed
envelope or a locked bank bag and identified as to ownership.

REQUISITION OF SCHOOL VEHICLE

Employees may resesva school vehicle onlineOnthe OSUOklahoma City wetsite,

select Faculty & Staff, then Vehicle Requé&ew the calendar for availabilitysubmit

the online request form if a vehicle is availal@lenfirmation will be received within 24
hours.Keys D the vehicles are picked up at Busingssvicegust before departure. If

you are leaving prior to:80 a.m., you must make arrangements with security in advance
to pick up the keysThe person requesting the vehicle will be responsible for the return o
the keys and credit card on time. Keys and credit cards should be turned in as soon as the
vehicle is back on campus. If yoeturn to campus aftéours, turn the keys in to the
Security officer on duty, unless you have made other arrangements sitieBsl

Services Remember, someone may be waiting for the vehicle. Vehicles cannot be kept
overnight at an employeeds residence.

A Wright Express Universal Fleet credit card with instructions will be provided with

vehicle keys.Before returning the vetle if the gas gauge is half (1/2) full, it must be
filled up.
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No smoking in school vehicles. Remove trash from vehicles (pop cans, candy wrappers,
etc.).If you notice strange noises, vibrations or other signs of trouble, please hezert t
problemson the vehicle maintenance card provided with the keys.

OSU-OKLAHOMA CITY SECURITY OFFICE PHONE NUMBERS

When o Campugall extension 111if you are ¢ Campuscall 9459111

BUSINESSSERVICES FOR STUDENTS

BusinessServiceshandles financial transactis for students, including, but not limited to,
the following

Payment of tuition

Issue student parking permits

Payment of parking fines

Payment of miscellaneous fees, such as testing (ACT, CLEP, etc.)
Student refunds, including Financial Aid diskemgents

Cashing personal checks up to $10 for students, $50 for employees

DEAF STUDENT SERVICES

The Deaf Student Services program provides note taking and interpreting services for
deaf/hard of hearing students. For more information, please contadhténpreter
Training department head at 93388 V/TDD.

INFORMATION SERVICES

Information Services(IS) office currently provides service to the various departments on
student information (SIS) through aactive directoly network, local area network
connetivity and desktop computing.

IS is alsoa central resource for faculty providing curriculum design and instruicligital
mediag video productionDVD production instructional technology training and support
distance learningand online classroom support (Desire2Learn)support audicvisual
services OKEY support multimedia classroomsoftware consulting and testingourse
and instructor evaluations and reportingiltimedia research arabsistance witkechrcal
issues irgrantwriting.

Locatedon the first floor of the Learning Resource Center (Roo8), 18chnical support is
availableMondayi Friday, 8:00 a.m. to 5:00 p.m., Saturday, 8:00 a.m. to 5:00 p.m. and
Sunday 12:00 p.m. to 5:00 p.m.

Video Production

All staff and facultyhave the rgources of a fully equipped Digital Media Studio at their
disposal. Almost any type of multimedia production will sagoportedupon request on
location and in the studio. Production of a program from idea to finished videotape will
normally take several nmths, so be sure to allow plenty of time.
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Video Editing

IS has a fully equipped editing room to allofaculty to prepare and edit video producton
With some instructionfaculty can soon bediting on their own. Alternatively, if the
project is moreomplexinformation Servicesan do the editing.

Multimedia Duplication

IS have a videotapév/dvd duplication set up so that multiple real time copies of media can
be made upon request provided written permission to copy is provided, from the original
producer or holder of the copyright.

Satellite Video Teleconferences
IS hasa satellite dish on campus that allows partiogrein video conferences.

Audio Production
IS hasthe resources of a fully equipped audio studitsatisposal.

Sound Mixing

IS has the facilities to allow voic@ver announcing for any materials such as videotape or
slide tape productionaMixing music, sound effects and voice togetben make a more
complete production.

Faculty/Staff Training

Media Production suppoand training is available to faculty and staff members regarding
instructional media, softwar@nline Classroom (Desire2Learaid technical equipment.

To schedule training on digital media production equipment or to consult with us regarding
your next dgital project or marketing promotion contaEloyd Wilson (9453320,
floydnw@osuokc.edu).

To schedule training on our laptopgklmos, overhead projectors, whiteboards,
Smartboards, and multimedia classrooms, contact Ginger Lond®45-9(36,
gingel@osuokc.edu

STUDENT INFORMATION SERVICES

The StudentInformation System (SIS) maintains information used irtuslent records,
enrollmens, fee calculatiog financial aid information and couragdvisement.

ACTIVE DIRECTORY NETWORK

In the current active directory network a number of software programs are maintained
includingMicrosoft Office, PowerPoint, Excel, Outlook and InterB&plorer.

CREATIVE SERVICES

The Creative Services departmenbvides graphic design and web development services
for the OSUOklahoma City campusWithin the Office ofCommunicationsCreative
Servicess the production and distribution center the image of OStDklahoma City.

This involves the process of betshaping, influencing and coordinating O8#lahoma
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City's image and identitfor bath its externatlients(i.e., community residents and

business leaders, legislators, news media, prospective students, parents, alumni, major
contributors, friends andxpayers) and its internalistomergi.e., faculty, staff,

students). Creative ServicesimthePr es i d e nt 6Amidstratian@uilding, t h e
The hours of operation are0® a.m.to 5:00 p.m. Monday through Friday.

PRINTING & DUPLICATING

Printing& Duplicating offers electronic job submission as well as watkcopy services.
Electronic requests should be submitted using the online Digital Storefrf8h} (
WWW.OSUOKC.EDU/DSF2/. Walk-up requests for copies must be brought to the copy
centeron the first floor of the Administration BuildingVhen you deliver your request,

you may wait for your copies (workload permitting), have the copies placed in the mail,
or retun later for pick up. You may drop off your printing request during the by placing
the order in the wire basket located at the service window (second window on the left).
At the time of requesting this service please submit a completed copy of a printing
request form indicating the desired method of pick up or deliveayger printing orders

are generally delivered to the requesting department. Should additional steps be required
to complete your printing request, you will be notified.

Various weights andolors of paper are available upon request. Please specify if special
stock or ink is requireduplication capabilities include high volume black and white
printing as well as limited run futtolor printing.When submitting requests for printing,
pleasesecure departmental approval dolow the guidelinesbelow.,

Submit a completed print request form

Don't fold or crease the original

Use black ink or toner on white paper for the original

Don't staple the originals together, use a paper clip

Submit £nsitive materials originals (test, etc.) in an envelope
Indicate any special instructions needed for the project

=A =4 =4 =4 -4 -4

Printing Services also utilizes offset printing. With this method of printing, various sizes,
color, weights of stock (paper) may be usethwarious colors of ink. This mode of
printing is used when a large quantity of a single original is required and/or color ink is
used Folding, cutting, numbering, stapling & stitching, padding, binding and tabbing are
some of thetherservices that aravailable in the printhop. Copy paper is delivered to
departments by request. Please place your order for paper with the mailroom by phone
(ext. 307) or email (Glenda Camero@ cglenda@osuokc.ejlu

GRAPHICS

Graphics has the resources to layout and design materials ranging from a simple flyer to a
full color publication. The Office o€ommunications mst approve all external
publications. Some projects may require additional time and resources for completion

ard consideration should be given when utilizing these services.

Should you require the services of the graphics department, please make an appointment
to discuss it with them. Submit all the necessary information at start of project, i.e. text,

50


http://www.osuokc.edu/dsf
http://www.osuokc.edu/DSF2/
mailto:cglenda@osuokc.edu

photos, logs, etc. If possible, please furnish information on diskimiaé to graphics.

Prior to printing, you will receive a draft, or proof, of your request. All publications must
be routed to the Office @@ommunicationgor final proofing before it is printed.he
originator, the appropriate vice presideatsd a representative from the Office of
Communicationsnust approveall external publicationbefore thg will be printed.

When setting time frames for publications several factors must be considered

T Amount of time required for design, layout, proofing and editing.

1 Time required for printing and preparing information for distribution.

T How is the material to be distributed, such as, campus distribution, external
distribution, U.S. Mail, etc.

1 Date the egnt is being held. Dated material should be in recipient possession in a
timely manner.

WEB DESIGN & DEVELOPMENT

The official OSUOklahoma City campusebsite is designed and maintained through the
Communications department. Theweb server is housed andamtained by the
Information Serviceslepartment, which oversees accessibility and security issues. The
website content is governed by the Institutional Web Page Committee

MAILING SERVICES

External incoming mail igdeliveredto campus each morning frometlpost office.
Delivery time can vary depending on the post office. Mail is then sorted by department
and put into departmental mailboxes, which are secured with a lock. The key for your
mailbox is the same key that allows you access the door to yourngoakeaDaily
incoming mail may be picked up between the hours of 10:30 a.m.:88¢p5n. The
lobby area is open:@0 a.m.i 5:00 p.m. for those desiring to pick up or deposit outgoing
mail. Outgoing mail must be brought to the mailroom b§0%.m. to @ out each day. A

mail drop has been provided for this service. Mail may be deposited between the hours of
8:00 a.m.i 2:00 p.m. Outgoing mail delivered to the mailroom afted®Bp.m. will be
processed for mailing the next business dayc@mpus mail mape dropped off at any
time.

Incoming freight, large and/or heavy packages or boxes, including large printing orders
will continue to be delivered to individual areas. If you have packages going out through
UPS take them to the bookstore. Departmentsgusederal Express should contact the
company.

The drop off location for campus mail to Stillwater via courier is AD201. The courier
delivers from Stillwater Monday through Friday at approximated p.m. Mail services

can be reached at ext. 307.

LIBRARY

The Library is located on the fourth floor of the Learning Resource Center and has a
study area on the third f | ocaeMonday thraugh and
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Thursday, 8:00 a.m. to 9:00 p.m.; Friday, 8:00 a.m. to 5:00 p.m. Saturday; 9 &m. to
p.m. and Sunday, 1:00 p.m. to 5:00 p.m. Holiday, weekend and interim hours are posted.
The Library web site igsww.osuokc.edu/library/

The Library Catalog provides access by author, title, subject andokeéyvDpen stacks
and interlibrary loan make library resources easily accessible to students and faculty. The
collection uses the Dewey decimal classification system.

The Library is a member of OCLBMIGOS. Interlibrary loan is available to faculty
andstaff at no charge. Faculty, staff and students may use other academic libraries in the
state by obtaining an GRhare card from the OSOklahoma City Library circulation

desk.

Normally periodicals, reference and some AV materials do not leave theyl, ibd if a
faculty has a special requepteasecheck with the Circulation Desk. All other materials
check out to faculty for three weeks with one renewal, subject to recall. Faculty
identification is required. All Library materials should be retdrigy the end of each
semester. Faculty will be requested to replace lost or damaged materials.

The Reserve Collectioms available for instructors to locate items that will be in heavy
demand. Reserve materials will have restricted circulation. Platatgrials on Reserve
tightens security, assures equal access to all students in a class and limits the possibility
of mutilated or stolen items from the collection. Reserve items are available within 48
hours after receipt and are arranged by subjeth@ishelf. Call extension 251 for more
information.

The Library Networkis currently available from any Internet accessible computer on the
OSU-Oklahoma Citycampus, and contains the followidgtabases

OSU-Oklahoma City Library Catalog
AGRICOLA

Biblical Archaeology Society Archive
EBSCOhost (including CINAHL)f(II text)
Encyclopedia Americana (full text)
EncyclopediaBritannica(full text)
Energy Citations Database

ERIC - index to educational resources
Facts orFile (full text)

First Search

Info Trac (full text)

Internet Explorei Internet access

Net Library (full text)

NewsBank (full text)

OCLC FirstSearch

Original Sources (full text)

ProQuest Direct (full text)

SIRS Knowledge Source (full text)
Turfgrass Inbrmation Center
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Much of the Library network is accessible from home via the Internet. Check with the
OSU-Oklahoma City Library circulation desk, extension 251, about accessing databases
from your home computer.

Orientation tourdor instructors, or foclasses, may be scheduled by phoning extension
251. Special subject instruction may also be arranged. Class visits are scheduled by
calling extension 251. Also, if making a class assignment for Library reséacaity

are encouraged tmll the libray soit will be prepared to assist students.

Request to Ordefiorms are available from department and division heads and from the
Library Circulation Desk. Recommendations from instructors for both print angniran
materials are encouraged.

The Libray has fourgroup study roomg420, 422, 424, 426) available to students
working on c¢class projects. They are availab

A Library book dropis available 24 hours a day in the breezeway on the west side of the
Learning Resource Cent

If faculty have any questions or need assistance, please call the diredtdorafy
Services at extension 241 or the assistant director at extension 281.

STUDENT SERVICES

OSUOkKk | ahoma Ciceneled phibdophy is reflected in the convergeand
accessibility of its Student Services, most of which are located in the Student Center.
Becausestudent Servicelsas combined the activities of admissions, enroliment, financial
aid and records on one floor of the Student Center, students careegpdghe ease and
simplicit-gtop sheppongo concept.

TESTING AND ASSESSMENT CENTER

Testing and Assessment Center staff administer and interpret a wide variety of tests,
which can help students and advisors make decisions about course placeraeser
options, etc. COMPASS, a computerized assessment test, is given at no charge the first
time for entering students. Students may retest two times in a semester to try and improve
their scores. There are three parts of the COMPA&SIing, wring and math. A $4 fee

will apply for each retest of any part of the COMPASS. The COMPASS is the primary
entry-level testing system used by O®klahoma City for the purpose of placement in
courses.

National testing is also offered. The A@&tional anl Residual, CLEP, GED, HESI,
SPEAK and TOEFL require piregistration and fee payment prior to taking the exam. A
testing schedule is available upon request in the Testing and Assessment Center, Student
Center Room 104 or by calling 948548.

Testing Senices
The Testing and Assessment Center staff will proctor exams for students taking
correspondence courses; distance learning courses including courses offered through Cox
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Communications, the Interneadr for faculty who need a supervised area where iddali

students can make up exams missed in class. The Testing and Assessment Center also
provides supervised space for students who, according to ADA requirements, require
special accommodations. Faculty members will need to completedty-Make Up

Exam Sheetfor each exanmn the Center located on the first floor of the Student Center.
Faculty using these servicglsouldadhere to the following guidelines

7 Includeall information requested t udent 6 s name with i dent
oraclassrosternist ruct or 6s name on the test, a
allowed for the test, deadline for completion of exam, notation of academic
aids allowed and ADA accommodations required.

1 If group testing or ADA special testing requiring emreone administratio is
necessary, an appointment must be made at least 48 hours prior to the test in
order to confirm the availability of a testing room and/or staff.

1 Scantrons or paper needed for the exam must be provided by the student or the
instructor.

1 Leave and piclup exams in a timely manner. Completed exams must be
picked up by the last day of finals week. Blank exams remaining in the
Testing and Assessment Center will be shredded one week following the week
of finals.

1 Please guard the security of your examsnby allowing students to hand
carry their exam to the Testing and Assessment Center. For security reasons
exams will not be sent via campus mail.

1 Use of the Testing and Assessment Center for rnpkexams should be
limited to small numbers of studentBlease do not bring in a stack of exams
with no names on them for an entire class or classes and tell the students to
come in when they are ready to take the test.

Contact the Testing and Assessment Center aB848 for more informationA locked
boxis available so exams can be dropped off after h@&&rsure and attach the faculty
makeup exam sheet.

ACADEMIC ADVISEMENT

The Advisement Center, located on the first floor of the Student Center, serves students
who are:

New

Transfer

Undeclared, nofilegree
International
PreNursing

= =4 =4 -a =a
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The Advisor for Students with Disabilities is also located in the Advisement Center.
Students who have declared a major course of study at@$homa City receive
academic advisement through their academic diviskor. more information go to
http://www.osuokc.edu/current/advisement.aspx

STUDENT EMPLOYMENT S ERVICES

The Student Employment Services Office, located on the first floor of the Student Center,
is accasible to students and graduates. It has a comprehensive listing of job
opportunities for the Oklahoma City area (and some other areas). The computerized
Internet job listing is updated daily. During fall and spring semesters, the Student
Employment Serices Office hosts a job fair that brings a number of potential employers
and businesses to the campus to help students find out what companies want, learn about
jobs related to their majors, allow students to talk with real world professionals, begin
networking activities and find job opportunities in their field. For more information go to
www.osuokc.edu/studentemploymemtcall (405) 9453680.

STUDENT ACTIVITIES A ND CAMPUS LIFE

The goal of this dice is to contribute to the teaching and learning process, psychological
and social welbeing and growth of students and the development of important skills
needed for success in life and service to the community. Student Activities/Campus Life
providesa number of services and resources for students and theORB&boma City
community. These services include a variety of programs and activities scheduled
throughout the year such as Howdy Week, Halloween and Christmas parties,
multicultural events, as Wes workshops and seminars.

There are many active student organizations and clubs on cauplusashe Student
Government Association, Phi Theta Kappa, the Deaf/Hearing Social Club, the Hispanic
Student Associatignthe Student Nurse Associatipnetc Faculty and staff are
encouraged to get involved with student organizations by being sponsors or attending
meetings and functions. For more informatiand a complete listing of student
organizationsyisit the Student Activities/Campus Life Office, Sand Center, first floor

or call (405) 9453378.

Student Activities Transcriptoscl psesei deexéan a
curricular activities and accomplishments of students. For more information go to
www.osuokc.edu/studentactivities/transcript.htm

STUDENT GRIEVANCE AN D CONDUCT

The teachingearning process involves behavioral expectations of those involved in the
process. Periodically, student behavior interferes thi¢hteachingearning process and
intervention is necessary. Expectations of student behavior are described in the Student
Rights and Responsibilities locatedhditp://www.osuokc.edu/rightsHard copies of the
Student Rights and Responsibilities area located in the Student Activities/Campus Life
Office and the Office of thegice president of Student Services. The judicial process on
the campus focuses on behavior modification and intervention so that thengeach
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learning process can continue uninterrupted. Grievances of students are conducted with
due process and fundamental fairness with resolution being the main purpose.

ADMISSIONS

Admissions requirements to OSOklahoma City are established by the OklalaocState

Regents for Higher Education. As an ojuor institution, OStOklahoma City can

admit almost any student. However, faculty who serve to enroll students need to be
aware of certain aspects of the stnhddent 6s
financial aid. Student, faculty and staff IDs are obtained from the Admissions Office.

Assessment

All first-time freshmen who are admitted as regular students will be assessed prior to
placement. Those under the age of 21 are required to presenteAC3cores, or a
similar battery of tests, and possibly COMPASS, while those 21 and over will be placed
according to the institutional assessment instrument, COMPASS. Some transfer students
may also be required to take all or part of the assessment eXais. placement is
mandatory per Oklahoma State Regents for Higher Education Policy.

Curricular Requirements

The Oklahoma State Regents for Higher Education Polie96j6mandates certain
curricular requirements which serve as prerequisites for respetridshman level
courses. The following fifteen high school units are required for admission to Associate
in Arts/Associate in Science and Baccalaureate degrees:

Units (Years) Course Areas
4 English (Grammar, Composition, Literature)
2 Lab Sciene (Biology, Chemistry, Physics or any

lab science certified by the school district; General
Science with or without a lab may not be used to
meet this requirement.)

3 Mathematics (from Algebra |, Algebra Il
Geometry, Trigonometry, Math Analysis, Calcsju

2 History (including 1 unit of American History)

1 Citizenship skills from the subjects of Economics,

Geography, Government, NdWestern Culture.

3 Additional units of subjects previously listed or
selected from the following: Computer Science,
Foreign Language.

15 Required Units

In fall 1997, the fifteen high school units set forth above became requirements for
admission. In addition the following subjects are recommended for college preparation:
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2 Additional units: Fine Artsnusic, art, drama,

speech
1 Additional unit: Lab Science (as described above)
1 Additional unit: Mathematics (as described above)

Deficiencies

Nonfulfillment of a high school requirement is referred to as a curricular deficiency.

All curricular deficencies of firsttime freshmen must be remediated within the first 24
semester credit hours attempted on the @¥lhhoma City campus. Transfer students
must remediate all deficiencies within the first 12 credit hours attempted on the OSU
Oklahoma City camus. Students must remove curricular deficiencies in a discipline
area before taking collegiate level work in that discipline. No student can transfer into a
baccalaureate or associate of science or associate of arts program if he or she is deficient
in a curricular area.

Students may remove curricular deficiencies by any of the following procedures:

English - Any student who is not a current high school student and who has not
completed four units of English at the high school level may demonstidteigncy by
one of the following methodologies:

(1) Score a minimum of 19 on the English sudrtion of the American
College Test (ACT).

(2) Score a minimum of 82 on the Writing Skills stast of the COMPASS
placement exam

3) Successfully complete {thh a grade of C or better) Basic English
Composition (ENGL 0103).

Mathematics- Any student who is not a current high school student and who has not
completed three units of mathematics (through and including Algebra II) at the high
school level may denmstrate proficiency by one of the following methodologies:

(1)  Score a minimum of 19 on the Math spirtion of the American College
Test (ACT).

(2) Score a minimum of 80 on the Algebra subtest of the COMPASS
placement exam.

(3)  Successfully complete (tn a grade of C or better) Intermediate Algebra
(Math 0213).

Science- Any student who is not a current high school student and who has not
completed two units of laboratory science at the high school level may demonstrate
proficiency by one of the folloimg methodologies:

Q) Score a minimum of 19 on the science reasoningpsution of the
American College Test (ACT)

(2) Score a minimum of 83 on the Reading Skills -paltion and either a
minimum of 60 on the PrAlgebra or a 46 on the Intermediateglbra
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subportion of the COMPASS assessment test given at-Oldhoma
City.

3) Successfully complete (with a grade of C or better)-lavel science
course.

All other subjects Any student who has not completed the required number of units of
history, citizenship skills or any of the elective courses will be required to successfully
complete an additional collegevel course in the same subject area. It is important to
note that in addition to meeting high school curricular requirements, the studistrelso
meet placement requirements to be placed in college level courses.

ENROLLMENT

New and returning students (those who have broken matriculation) are required to go
through Admissions before enrollment. Matriculation is enrollment at the colligigia w

the last year. Students who have not attended within the last year will need to be re
admitted. In the event that the COMPASS placement test has not been required by
Admissions, the advisor may require the student to take all or part of thatnassess
another assessment prior to placement. Continuing students are encouraged to enroll
with faculty advisors in their declaradajor departments.

All semester credit hours above 18 (nine during a summer session) shall be regarded as
excessive and shl | require written approval, i n adva
academic advisor and the registrar. Excessive hours in any given semester or summer
session will be limited to the number of semester credit hours 50 percent greater than the

numbe of weeks in the applicable semester or session. The maximum enroliment for a

fall or spring semester is 24 credit hours or 12 credit hours in a summer session. The
maximum credit hour and excessive hour regulation shall include courses taken in
resideme at OSUOklahoma City, concurrently enrolled courses at other colleges,
correspondence, or extension courses.

A student who has attended another college and has a cumulative grade point average of
2.0 or better is admitted in good academic standingSt-Oklahoma City. A student

with less than a 2.0 will be placed on probation and must maintain a 2.0 grade point
average and will remain on probation until their graduation/retention GPA is 2.00 or
better. Those students who do not maintain at leasdiGavizhile on probation will be
suspended.

CLASS SCHEDULE CHANGES

Withdrawal

A student who wishes to withdraw (ceases to be enrolled for credit in all courses during a
semester or session) after the first day of the semester/session must obtain sifyoature

his or her academic advisor, financial aid &usinessServices Once the signatures are
obtained the student will submit the withdrawal to the Office of Admissions and Registrar
Services. A student may not withdraw after the twelfth week oftaesiweek semester,

the sixth week of an eighiteek session or the third week of a credit short course (generally
four weeks), and shall receive from the instructor only the grades of A, B, C, D, F, |, or P.
The term "AU" is automatically generated on transcript record for all students enrolled
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in an audit status. Audit is considered a-coedit status therefore those enrolled for audit
do nothave tosubmit a withdrawal form.

A student may not withdraw from or drop any course(s) in which a focimaige of
academic dishonesty is pending against the student. If the student is absolved of the formal
charge, he/she may withdraw or drop the course. If the student is found guilty, the
instructor may take appropriate disciplinary action, includinggassy the grade "F" for

the course.

The date the withdrawal form is received by the Office of Admissions and Registrar
Services is the official date of the transaction unless corrected by the registrar. It is the
student's responsibility to ensure tllag¢ withdrawal form is received in the Office of
Admissions and Registrar Services. A student's signature is required to process any
withdrawal. If a student is receiving any type of student financial aid loan, s/he will be
required to complete the loariEinterview.

The faculty member should make students aware of the drop/withdrawal policy on the first
day of class. The drop/withdraw policy is published in the class schedule each semester.

Although institutional policy requires a student's signatmeany withdrawal because of
financial aid considerations, the advisor has the prerogative to withdraw the student by
phone in extraordinary circumstances (for example, the student is in the hospital and is
unable to withdraw in person).

Dropping Courses

When a student drops a course or courses, he or she remains enrolled in one or more hours
for credit. Students initiate the drop process with their academic advisor and complete the
process by submitting the drop form to the Office of Admissions andstragbervices. If

the student is dropping below six credit hours and is receiving any type of financial aid
loan, s/he will be required to complete the loan exit interview. It is the student's
responsibility to ensure the timely submission of any drapnfwith the Office of
Admissions and Registrar Services. The student's signature is required to process any
drop/add form. Thedate the drop form is received in the Office of Admissions and
Registrar Services is the official date of the transaction utilesslate is adjusted by the
registrar.

A student may not drop a class after the twelfth week of a sixteek course, the sixth
week of an eightveek course or the third week of a credit short course (generally four
weeks), and shall receive from timstructor only the grades of A, B, C, D, F, |, or P. The
term "AU" is automatically generated on the permanent transcript record for those students
enrolled in an audit status. A student may change from credit to audit status within the
same time paraetersas thosaused for dropimg course. Audit is considered a roredit

status, and, therefore, classes taken for audit are not dropped.

Although institutional policy requires a student's signature on any drop because of financial
aid considerations,he advisor has the prerogative to drop the student by phone in
extraordinary circumstances (for example, the student is in the hospital and is unable to
withdraw in person).
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The faculty member should make the students aware of this policy on the ficftalass.
The drop/withdraw policy is published in the class schedule each semester.

Administrative Withdrawal

This policy is an option that may be used to augment current@&homa City policies.

This policy is not intended to remove any respohisés from the student but rather to
allow the faculty certain withdrawal options; it does not substitute for an earned letter

grade. With department/division head appro
forms to the office of Admissions/Registram@ees. Specific guidelines for assigning the
OAWO6 grade are |isted on the back of the for

Adding Courses

Students can add courses before each semester or session begins and through the course
change period each semester or session. Students anesigigpfor payment of fees for

added classes at the time the add is submitted for processing. Courses added after the first
class session require prior approval and signatures from the instructor and department head.
Only class section changes as apprdwethe major department head and registrar will be
permitted after the course change period.

RETENTION STANDARDS

Probationary and suspension cumulativade Point Average5PA) requirements are in
accordance with Oklahoma State Regents for Higher didimcpolicy. A student must
maintain a 2.0 cumulative Graduation/Retention GPA for the duration of his/her college
experience with the exception of freshmen on academic notice and academic probation.

The following are standards relating to retentionstfdents pursuing study at OSU
Oklahoma City. For continued enrollment a student must have earned a grade point
average as indicated below:

Minimum GPA
0 through 30 semester credit hours 1.70
Greater than 30 semester credit hours 2.00

Students who fail to maintain satisfactory progress toward educational goals as outlined
above will be placed on probation for one semester. At the end of that semester, students
must have a semester GPA of 2.0. A student will be academically suspdmnetetie/she

fails to meet the conditions of academic probation. A student who has been suspended from
OSU-Oklahoma City for academic reasons may not ordinarily apply fadnmgission earlier

than one sixteeweek semester following the date of suspensienilowing the mandatory
stopout period, an academically suspended student may petition the Registrar for
consideration of reinstatement.

ACADEMIC FORGIVENESS

Under policy approved by the State Regents, a student may be granted academic
forgivenessn two circumstances: 1) for pedagogical reasons, a student will be allowed to

repeat a course, and 2) when a student has performed poorly in a entire enroliment due to
extraordinary circumstances. All courses and grades will be reflected on a student's
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transcript with the cumulative GPA, however, those courses forgiven will not be used in
calculating the student's retention and graduation GPAs. A student who seeks Academic
Forgiveness should follow the guidelines listed in the €@8dlahoma City catalog.

HONOR ROLLS

President's List of Distinguished Students

Students enrolled in at least 12 credit hours per semester (fall or spring) and completing
all courses taken in any semester with all "A" (4.0) grades will be listed on the President's
List of Distinguished Students.

Vice President's List of Distinguished Students

Students enrolled in at least 12 credit hours per semester (fall or spring) and completing
all courses taken in any semester with a semester grade point average of 3.00 or higher
and not reeiving any grade lower than a "C" in that semester will be listed on the Vice
President's List of Distinguished Students.

President's List of Distinguished Parttime Students

Students enrolled in six to eleven credit hours each semester with a semaekqrognt
average not less than 3.5 will be listed on the President's List of Distinguishéitn@art
Students.

FINANCIAL AID AND SC HOLARSHIPS

Information and applications for student loans, scholarships, grants andstwdyk
programs, in additionotoneto-one counseling on college financial matters, is provided

in this area on the first floor of the Student Center. This office is also the central contact
for awarding and followup on the Tuition Waiver Scholarship programs.

In order for a studdnto receive financial aid, he or she must satisfy akititenefit

criteria (see below). Students who receive financial aid must complete at least 75 percent
of the total credit hours attempted each semester with a cumulative GPA of 2.0 or above
in order to remain eligible and or avoid repayment of financial aid. This is important to
remembemwhen counseling a student who wishes to drop/withdraw from college.

Retakes, Withdrawals and Incomplete Grades

Students who fail, withdraw, or receive a gradeAd¥ may retake a course and receive
financial aid. Students may not take a course morne tthi@e and receive financial aid
funding for the course.

An Incomplete grade (I) that remains on the record at the time academic progress is
checked will be treateas norcompletion but the attempted credit hours will be counted.

Upon completion of the course, the grade and course will be given due credit in future
considerations. A student cannot receive an
grade rerains on record.

Grades of Withdraw (W) and Administrative Withdraw (AW) will be considered as-a non
completion of those credit hours attempted. These credit hours will count toward the
maximum attempted credit hours allowed for financial aid purpdSesdes of AW due to
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never attending may result in repayment of federal aid. It is imperative that grades of
AAWO be assigned as soon as the instructor
withdrawn.

Eligibility of Transferring Students

Transferring tudents will need to have all academic transcripts from previous schools
submitted to the Office of the Registrar and their academic history from previous
institutions will need to be posted to their OG8lMlahoma City transcript in order to be

awarded fedwl aid. Until transfer credit hours are evaluated and accepted by the Office of

Admi ssions and Registrar Services, the stude
CumulativeGPA (CGPA)will be based on hours earnedly atOSU-Oklahoma City.

Devebpmental Studies Courses

Students enrolled in developmental studies-Quikegiate) zerdevel courses will be given

grades for satisfactory completion of the course or unsatisfactory completion. The grades

are not figured intobea ishnwualdededsi CGPA| c bluat
completion rate each semester and/or academic year.

A student may receive financial aid for a maximum of thirty (30)-#mrel credit hours.

Effects of complete withdrawal forFederal Financial Aid recipients
The federalgovernment has set guidelines concerning students who receive Title IV Aid
and completely withdraw from school.

Any federal aid recipient who completely withdraws or who or stops attending their
classes, or fails to receive a successful gradmynclass for the semester will be required
to repay a portion of their federad funding.

After the calculations are figured, the O8#lahoma City Financial Aid and Scholarship

Office will notify any student who owes a repayment to the Federal StAdkProgram.

The studentés Financial Aid Satisfactory Aca
the end of each semester and they will be notified accordingly.

For more information ajut Financial Aid and Scholarships conttdet Office of
Financial Aid and ScholarshipStudent Centefjrst floor. Phone af405) 9458646 or
(405) 9458681 0or finaid@osuokc.edu

STUDENT SUPPORT SERVMCES

Student Support Services is a federally funded grant prograimreadSUOklahoma City

campus which targets specific groups of students that may need additional assistance above

and beyond the needs of the traditional student in order to be successful in their pursuit of a
college education. Student Support Servicessziges a special environment in which

students can receive assistance in meeting academic, career, personal and social needs.
Services include tutoring, academic advisement, career counseling, personal counseling,

study skills development, resume prepargtselfesteem workshops and cultural events.

To qualify, individuals must (1) have academic need and (2) belong to one of the following

groups: firstgener ati on coll ege student (neither par
disadvantaged for student with disabilities.. For more information, please cal3BEy.
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THE LEARNING CENTER

The Learning Center (TLC) is located on the second floor of the Learning Resource
Center. During the semester, TLC is opefi08a.m. to 900 p.m. Monday through
Thursday; 80a.m. to 500 p.m. Friday; @0a.m. to 500 p.m., Saturday; and I#bonto

6:00 p.m. Sunday. The Learning Center offers compassisted instruction in most
academic areas, free tutoring (comptiased and individual), access to thermee, and
composition on computers. Software programs specific to nursing and math are available
in The Learning Centeros math/nursing | ab.
needs of students and faculty. Research indicates that students kehoedmlar
advantage of the resources of TLC make significantly higher grades in their classes.
Orientation tours for instructors or for classes may be scheduled by calling extension 278
or extension 691.

TUTORIAL SERVICES

Free computebased and inglidual tutorial services are provided to O®MH#lahoma
City studentsduring days, eveningsand weekends and are coordinated through The
Learning Center located on the second floor of the Learning Resource Center.

FAMILY RESOURCE CENT ER

Located in the Leaing Resource Center, room 203, the Family Resource Center (FRC)
encourages individuals to take a proactive approach toward personal, educational and
professional advancement. The FRC administers the emergency food pantry and
provides a comprehensive nek of services, guidance and referrals to individuals in
need of assistance and support. For more information call extension 691.

PROJECT SECOND CHANCE

Project Second Chance provides educational supportive services to low income parents
attending OSWOklahoma City to help them achieve success in academic and career
goals. The program provides assistance in a variety of areas including completing
financial aid applications, selecting a major, enrolling in classes and preparing for a
career. In additionSecond Chance provides tutoring support through The Learning
Center. Second Chance staff monitor student attendance and progress to insure student
success. For more information call (405) BE91.

HISPANIC STUDENT SERVICES

Hispanic Student Servicas a program designed around the idea of community and
student success. Resource, and support services in Spanish are available. Hispanic
Student Association activities are coordinated through this office. Hispanic Student
Services is located on thedi floor of the Student Center. For more information call
(405) 9459135.
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VETERANS SERVICES

OSU-Oklahoma City associate degree programs of education and training are approved
for payment of benefits by the Veterans Administration. The @&lhhoma Ciy
Veteran Services Office accommodates these students with assistance in educational
benefits (application and certification). To contact the Veterans Service Office call (405)
945-8692.

WELLNESS CENTER

The OSUOklIahoma City Wellness Center is committedindividual health promotion,
self-responsibility and a proactive approach towards the overall well being of its students,
staff, faculty and alumni. Membership is free for all-tirthe faculty and staff.

Classes such as indoor cycling, aerobics ardiekickboxing are offered through the
Wellness Center. Specialty wellness classes include toning, strength training, nutrition,
yoga, stress management, etc. A safe and comfortable exercise environment for faculty
and their families is provided by tigellness Center. Please contact the Wellness Center
for a complete listing of programs offered and times.

As members of the Wellness Center, students, faculty, staff can enjoy plagicampus
five-hole golf course. Pleasertactthe WellnessCenterto establish &ee time.

Wellness Center Hours of Operation

Mondayi Thursday 7:00 a.m. to7:00 p.m.
Friday 7:00 a.m. t®:00 p.m.
Saturday 9:00 a.m. t&®:00 p.m.
SAFETY & SECURITY

Campus security is provided 24 hours a day, seven days a weBUW@klahoma City
Campus Security. Campus Security constantly patrols parking lots, buildings and
grounds. As a precaution, car doors, office doors, classroom doors and other areas should
be locked and secured when not occupied or scheduled fotiastilfianyone suspicious

is observed in or around the campus area, contact the Office of Safety and Security
immediately.

Location
The OSUOklahoma City Office of Safety and Security is located on the first floor of the
Business Technologies Building, Rod0. The phone number is (405) 93263.

Emergencies

In case of an emergency on campus, contact Campus Security by dialh®d. 15
Security officers will determine if any outside agencies (fire department, police
department, paramedics, etc.) needd@bntacted and do so as the need arises. For more
specific information see Medical and Health Emergencies below.
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Emergency Messages

Emergency messages are often received for faculty, staff and students. All attempts are
made to deliver messages deenwtidve urgency. The least interruption possible is the
goal but, if necessary, an emergency message will be delivered to either a student or
instructor during class. Persons wishing to get an emergency message to a student should
contact OSWUOklahoma CitySecurity by calling (405) 948111. Caller must be able to
provide valid emergency information before a sagge is delivered.

Request of Identification

No person on University property shall willfully fail or refuse to comply with any lawful
order or diection of an officer of Safety and Security or amyversity administrator.
Upon the request of any Safety and Security officeuroversity administrator, proper
identification shall be produced.

Identification Cards

OSU-Oklahoma City identification ards are issued at the Information Desk in the
Student Center, first floor, during working hours Monday through Friday. These are
required for access to BusineServices Library, computer labs, Cyber Café and
Wellness Center, as well as many other depamts on campus. They are also used by
Security for identification after hours and/or on weekends as authorization for your
presence on campus. Students, as well as employees, are encouraged to obtain one.

Surveillance Cameras

The Department of Safety @nSecurity is committed to enhancing the campus
community quality of life by integrating the best practices of public and private campus
safety with statef-the-art technology. This department will utilize overt video surveil
lance cameras to monitor aretord public areas to help ensure the safety and security of
the campus community.

Reporting Incidents

Any unusual event such as theft of property or auto mishap should be reported to the
Office of Safety and Security, Business Technologies BuildingnRb@0, at (405) 945

9111. Security does not intggte auto accidents, but can provide a statement to submit
to an insurance company. Security personnel will complete an incident report, which is
placed on file. Security is responsible for contacting pdlice to investigate the incident
when so requested. A complainant/witness staté form may be found at
www.osuokc.edu/security/forms/Complainant_kéiss Statementsx

Injury to Students/Guests on Campus

All injuries occurring on campus need to be reported to the Office of Safety and Security
immediately regardless of the severity at (405)-94%1.In case of an injury on campus
please fill out the Accident/Injurfform in its entirety and return it to Security without
delay(www.osuokc.edu/security/forms/Accident_Injury _Report_Form.xIs)

If a student or guest is injured on gawms, it is up to the faculty or staff person
supervising the class or event to contaet ©ffice of Safety and Security so that Security

may compl ete pamtidl whiiddntdeRai | s the injury.
or staff person cannot be located, it will be necessary for the student or guest to contact
Security directly.)
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If the injured person feels that the injury or property damage was caused lgenegli

on the part of OStDklahoma City and wishes to file a claim for medical costs or
property damage, they should contact either the vice president for Finance and
Operatons for OSUOklahoma City or they may contact the State Risk Management
Office at (405) 52#4999. OSUOklahoma City will not make any reimbursements for
personal injury or physical damage. Determination of negligence and amounts of
monetary liability arehie exclusive rgponsibility of the State Risk Management Office.
Employees of OStDklahoma City mayot obligate any institutional funds for payment

of injuries or property damage.

If after an investigation it has beentelenined that the injury or pperty damage was
caused by negligence on the part of @Sklahoma City, the injured person may file a
claim for medical costs and/or property damage by contacting the vice president of
Finance and Operations for OShklahoma City.

If there are any questis in regard to this policy, please contact the vice geasiof
Finance and Operations.

Medical and Health Emergencies

1. Faculty or staff should call Security at extensions 253 or Dblnot call the Nurse
Science or EMT departmentdn emergencies ith immediate danger or an
unconscious person call 9ahdSecurity.

2. When you call Security (extension 253 or 111):

a. Give the Security officer the exact location of the emergency, imguoluilding
and room number.

b. Describe the emergency (suah seizure, accident, chest pain, etc.)

3. Provide assistance to the emergency victim only if you are trained to do so. Otherwise,
wait with the victim and make him/her as comfortable as possible without moving the
individual until Security or emergencggsonnel arrive.

4. General First Aid Guidelines
a. Do not attempt to move the viia.

b. Apply direct, steady pressure to wound, if bleeding. For victims who have stopped
breathing, fainted, are choking or have had a seizure, CALL 911 AND SECURITY
(extersion 253 or 111) IMMEDIATELY. Do not attempt to administer aid unless
you are trained to do so.

5. When Security or emergency pergseh arrive they will assume control of the
situation.

Only if asked by Security should faculty, staff, or studentghenscene assist by waiting
outside buildings to provide sistance and direction to emergency units. Individuals may
be asked to assist with maintaining calm in the classroom widprg direct care to the
victim as directed by Security or emergeneygonnel.

Student organizations participate in wshkps, conventions, conferences, etc., off
campus at various locations with advisors present. These advisors are required to report
any known crimes to the Office of Safety and Security; and, in tuouyr®ewill report

these crimes to the appropriate law enforcement agency at its discretion.
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Campus Event Notification

Security is to be taken into consideration when campus events are planned. Contact the
Office of Safety and Security, (405) 98253, edy in the planning process of campus
events.

Inclement Weather, Class Cancellation, Campus Closing

A decision to close the campus or to cancel classes because of inclement weather or other
adverse conditions will be made as early as possible. Students satch and listen for

news broadcasts on the stations listed below. Also, the-Oi8ahoma City web site
(www.osuokc.edu) will detail whether the campus is closed, classes are cancelled or
delayed. A deaion to close the campus includes offices acrit® campus. If only
classes are cancelled, campus offices remain open.

Television

1. KFOR Channel 4
2. KOCO Channel 5
3. KWTV Channel 9
4. KOKH Channel 25

Radio

1. KTOK 1000 (AM)
2. KOMA 1520 (AM)
3. KOMA 92.5 (FM)
4. KTUZ 106.7 (FM)

Instructicns and further information for these contingencies have been provided for
faculty and staff employees through the campus Emergency Preparedness Plan.

Energy Education

Oklahoma State University in Stillwater has contracted with Energy Education, Inc.
(EE)) to develop an energy education program that will becomesgstained on each of

the campuses. OSOklahoma City has built an awareness of cores@yn in orderto

have a sustainable future through the wise use of energy. Its policy and guidelines cover
general information and guidelines for heating, air conditioning, water usage and lighting
with emphasis on usage during unoccupied times.

Safety and Maintenance
Security is taken into consideration when any new construction or remodeliggtproj
are indertaken on campus.

Evening Vehicle Escort
Upon request, the Office of Safety and Security provides an escort to all persons traveling
across campus after dark. Call (405) @43 1 for escort.

Dead Battery

As a courtesy, the Office of Safety and Segquritgi ves assi stamy® f or
vehicle starts on campus provided the vehicl
Officers will not give assistance in retrieving keys locked in vehiclesu@y will not

perform mechanical repairs or maimémce on vehicles.
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Office and Classroom Buildings

Most campus buildings and facilities are accessible to the campus community, guests and
visitors during normal business hours, Monday through Friday. At other times, access can
be obtained by contang the Office of Safety and Security. Laladories are open during
posted hours. Approval from the appropriate professor is required for access at any other
times. All buildings and facilities are patrolled and monitored by Safety and Security
officers on a 24our basis. Maintenance and lighting problems are reported to the
Physical Plant by the otfers. Depending on the criticality, repamsay be accomplished

on a 24hour basis.

RecreationalUse of OSUOklahoma City Property

Riding a motorcycle, motor eoter, roller blades, skateboards or any other atioreal

item on any sidewalk, pathway or area intended solely for pedestrian use is prohibited.
Roller blades, skateboards or any other recreational items are also prohibited in all
parking lots, drivewgs and the Precision Driving Training Course.

Use of land, launching of hot air balloons, use of remote controlled vehicles and flying of
model aircraft is also prohibited on OShklahoma City properties without prior written
approval from the vice presdt of Finance and Operations.

The Agriculture Technologies Divisionds gol
range and pavilion are available for use on a reservation basis only. Use of these facilities

is prohibited without prior schednp. Forinformation on reservations or use call the
OSU-Oklahoma City Wellness Center.

Lost and Found

All lost and found items are brought to the Security Office at the end of each day from
various locations on campus. Please call the office at (405)3233 to obtain
information on how to pick up personal property.

Parking and Traffic Regulations

The Board of Regents for Oklahoma State University/A&M Colleges, the governing

board, has appointed necessary officers for the purpose of protecting ne¢raod

property at OStOklahoma City. These officers are assigned to the Office of Safety and

Security, which has the responsibility and authority for the administration and en
forcementoftheni ver si tyés parking and traffic regul

Any student, eligible feulty, adjunct or staff member of thmiversity who operates a
motor vehicle on the campus is required to obtaimigersity hangtag and display it on
his/her vehicle mirror before parking the vehicle aniversity property. Student
registration hangtagsre issued by Busine&ervices located on the second floor of the
Administration Building. The annual parking fee is $15 and additional hangtags may be
purchased for $1.

Copies of the OStDklahoma City Parking and Traffic Regulations are amd at
BusinessServices or in the Office of Safety and Security, Business Teclgieto
Building, Room 100. The Parking and Traffic Regulations that outline the parking policy
are also available in PDF format at www.osuokc.edu/security/forms/parkregs.pdf.
Empgoyees may obtain their hangtags from the Human Resources Office.
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Traffic Citations

Charges for parking violations are added to
should be made in BusineServices Administration Building, second floor. Studen

who allow their account to be delinquent wi
records or reenroliment.

To contest a ticket, obtain a Traffic Vitilen Petition from BusinesServicesFill out the
requested information completely, attach ticket in questiorand return the petition to
BusinessServicesor send to the Office of Safety and Security. You will be notified by
mail of the final decision.

Summary of the Jeanne Clery Act

The Jeanne Clery Disclosure of Qaus Security Policy and Cams Crime Statistics
Act is the landmark federal law, originally known as the Campus Security Act, which
requires colleges and univdies across the United States to disclose information about
crime on and around their campuses.

Because the law is tidd participation in federal student financial aid programs it applies
to most institutions of higher education both public and private. It is enfdrgéhe U.S.
Department of Edzation.

The ACI ery Act o i s-yearaldleekigh UmverstéasionaryJeanrfe 1 9
Ann Clery who was raped and murdered while asleep in her residence hall room on April
5, 1986.

The law was amended in 1992 to add a requirement that schools afford the victims of

campus sexual assault certain basic rights, and was athagd® in 1998 to expand the

reporting requirements. The 1998 amendments also formally named the law in memory

of Jeanne Clery. The law was amended in 2000 to require schools beginning in 2003 to
notify the campus communityoabofior maeren palt
registered sex &énders on campus could be obtained.

For more information about the Jeanne Clery Act, visit the Security on Campus, Inc. at
WWW.Securityoncampus.org

Drugs and Alcohol

OSU-Oklahoma City does not tolerate illicit drug use and/or alcohol abuse on campus or
in connection with University functions by any person regardless of age. State law
regulates the possession, use, and/or sale of alcoholic beverages and illegal drugs. OSU
has articulated a policy on alcohol and drug use on campus. This and other related
policies are in the OSI@klahoma City Student Rights and Responsibilities Governing
Student Behavior available in the Office of Student Activities or on the website at
www.osuokc.edu/rights

Weapons, Firearms, Ammunition, Fireworks, Explosives and Dangerous Chemicals

The possession of weapons on campus is regulated by state law; all weapons are
prohibited on any college or univessicampus by state law. This is to include, but not
limited to, the possession or use of weapons, firearms, ammunition, fireworks, explosives
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and dangerous chemicals on campus, in @&lahoma City vehicles, or on OSU
Oklahoma City sponsored trips.

Exceptons to this policy are police and peace officers employed by-Odahoma City
and those who have been called to assist or to perform law enfmteluties on
campus, police and peace officers in their officialdoy capacities and in the
performanceof their duties. Collegiate Officer Program students during supersigtsl
training are exempt.

Persons who are licensed to carry concealed handguns pursuant to the Oklahoma Self
Defense Act are authorized by that Act to enter the grounds of@&khana City with

such handguns only if t he handguns are conc
vehicle at all times. No handgun may be removed from such concealed storage while the

vehicle is on OStDklahoma City property.

Authority

The OSUOklahoma Ciy Office of Safety and Security derives its authority from
Oklahoma state statutes. As established by these statutes, the Board of Regents for the
Oklahoma State University/A & M Clalges and the chief of the OShklahoma City
Security Office shall spegif duties, appoint officers, designate uniforms and fix
compensation for the OSOklahoma City Office of Safety and Security.

The primary mission of officers serving in the O8Wlahoma City Office of Safety and

Security shall be the protection of pens and property on the campus of OSU

Oklahoma City. Attention shall be directed toward the prevention of unlawful or-other

wise improper conduct and trespassing on University property. As defined by statute,
Acampuso shall i ncl udand imprdvemerdgsanithin phe stgieeof t vy , b
Oklahoma that are owned, leased or rented by-O&ldhoma City.

Officers are authorized to issue suons to, or to make arrests and take into custody,
persons guilty of unlawful conduct or trespassing. @3bhomaCity Secuity officers

shall have jurisdiction over all parts and aspects of the-OBldhoma City campus and

any other area as thorized by law pursuant to an agreement or agreements as authorized
by the Okldhoma Campus Security Act.

OSU-Oklahoma Ciy Security officers will call the appropriate law enforcement agency
for crimes committed on campus, at their discretion. It is at the discretion of campus
Security to call the Oklahoma City Police Department to report thefts on campus, as the
school is sk-insured.

Authority of Security Personnel
The OSUOklahoma City security éiters have the arrest powers of a private citizen.
22 O.S. 8 202. ARREST BY PRIVATE PERSOM private person may arrest another:

1. for a public offense committed ort@tmped in his presence.

2. when the person arrested has adtted a felony although not in his presence.

3. when a felony has been committed, and he hasonadle cause for believing the
person arrested to have committed it.
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Crime Information at OSU-Oklahoma City

Reported crime statistics are those which occurred within the jurisdicbonadaies of
campus. They include Oklahoma City Police jurisdiction on city streets or public
property immediately adjacent to the campus and may include Oklahoma County

property.
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APPENDIX A

Faculty Parity Schedule
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The Faculty Parity Schedule is the recommendation of the Salary Parity Committee,

FACULTY PARITY PLAN

approved by Faculty Council on November 19, 1998 and the A&M Board of Regents on
February 26, 1999.

Master 6 s Ba s$85,016+ (see footnote)

The following areas are measured in calculating faculty salary:

1.

*Faculty with | ess than a Masterdés degree

College teaching and related college administrative experience will be evaluated for
full credit if full-time. Adjunct teaching experience is cafiteld as sixty credit hours
equal to one year.

High school teaching, university graduate assistant teaching, and otkttenéull
teaching experience will be evaluated as one year of credit for two years of
experience.

Directly related work experience wilelevaluated as one year of credit for two years
of experience.

No more than one year of credit for experience will be evaluated for a one year time
period.

A maximum of eight years of credit will be awarded for experience for-émis}

salary considerain.

The president may grant an exception for salary placement if justifiably necessary for
continuation of the instructional program.

principles of Faculty Parity.
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Assoc Bachelor Masters
Base Salary $29,195 $31,504 $35,016 '— |
|
|

f
’ '
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Experience Education Rank
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For a doctorate's education, type in degree to get the calculation.

Dept Head
Experience Education Rank 9/10 | & 12 month Division
Name Years| Factor | Dollars | Level Factor | Dollar | Rank |Factor| Dollars | Totals | Salary faculty Head
a allo O ala O e a a O ale degree
faculty name 0 0 $0 none 0 $0 Instr 0 $0 $0 $29,195 $37,077.65 $39,997.15

Calculation of salary for new faculty with bachelors degree
faculty name 0 0 $0 none 0 $0 Instr 0 $0 $0 $31,504 $40,010.08 $43,160.48

Calculation of salary for new faculty with masters degree
faculty name 0 0 $0 none 0 $0 Instr 0 $0 $0 $35,016 $44,470.32 $47,971.92

A maximum of 8 years experience can be figured for a new hire.
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APPENDIX B

FACUTLY SENATE BYLAWS

(Pending Regents Approval)
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FACULTY SENATE BYLAWS
OKLAHOMA STATE UNIVERSITY -OKLAHOMA CITY

ARTICLE I: NAME

The name of this organization shall be the Oklahoma State Univ@kithomaCity
Faculty Senate.

ARTICLE Il: PURPOSE AND FUNCTION
SECTION 1: PURPOSE
The purpose of the Faculty Senate is (a) to consider all matters referred to it by the
Administration, other campus organizations, and faculty members, and (b) to initiate
studies and make recommendations on its own to appropriate groups.
SECTION 2: FUNCTION
A. The function of the Faculty Senate shall be to act as the official faculty voice in an

advisory capacity to the Administration. Such advice shall include, but not be
limited to, the following areas:

1. Educational policies and programs

2. Admission, courses, curricula, schedules, graduation, and academic
standards

3. Student affairs, such as orientation and guidance, extracurricular activities,
inter-collegiate athletis, conduct, health, safety, security, and welfare

4, Faculty employment qualification, tenure, promotions, salaries, retirement,
and other factors affecting faculty morale and welfare

5. Institutional facilities and resources

B. The Faculty Senate shalhct in an advisory capacity to other campus

organizations in matters pertaining directly to instruction.
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ARTICLE lll: MEMBERSHIP, ELECTION, AND REMOVAL OF
SENATORS

SECTION 1: ELIGIBILITY

Faculty members who have teaching as their primary respotysilrhether as fulltime

or adjunct faculty, are eligible for election to the Faculty Senate. This excludes faculty
who serve in administrative positions of associate division head or above and staff
members who also teach classes in addition to theiapyinesponsibilities.

SECTION 2: REPRESENTATION

A. Each academic division shall have two Senators representing the faculty of that
division. These Senators must be fulltime faculty members as qualified in Section
1 of this Article.

B. For the purpose foSenate representation, all adjunct faculty members shall
constitute the equivalent of one academic division, which shall have two Senators
representing the adjunct faculty of Oklahoma State Unive@ktahoma City.

SECTION 3: ELECTION AND TERM OF OFICE

A. Each academic division, as defined in Section 2 of this Article, shall hold an
election each spring via a secret ballot to elect its two Senators. All faculty
members eligible for election to represent their division in the Faculty Senate
shall hase the right to vote.

B. The Election Committee of the Faculty Senate shall determine the exact
procedures for the Senate elections, supervise them, and publicly announce the
elected Senators.

C. Each term of a Faculty Senator shall consist of one yearchwhegins
immediately following the April Faculty Senate meeting, at which time each
newly-elected Senator shall be officially installed by the newstalled
President. However, each Senator shall be eligible for reelection.

D. Each Senator is ethicgllobligated to attend all Faculty Senate sessions unless
illness or other emergency prevents attendance. A written attendance record shall
be kept and made public in the event that a specific Senator seeks reelection.

SECTION 4: REMOVAL OF SENATORS

A Senator may be removed from office before his or her term expires under the following
procedures:
1. At | east 30% of a Senatordéds constituents
removal, said petition to be certified as valid by the Election Conmendtehe
Faculty Senate.
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2. If a Senator is absent from Faculty Senate meetings three times during the
academic year, the Secretary will send a notice of removal and a Special Election
will take place.

3. The Election Committee of the Faculty Senate llskigtermine the exact
procedures for the recall election, supervise them, and publicly announce the
results, a process that must be completed no later than fourteen (14) calendar days
after the recall petition has been certified.

SECTION 5: SPECIAL ELECTON OF SENATORS

In the event that a Senate seat becomes vacant, the Election Committee of the Faculty
Senate shall determine the exact procedures for a special election to replace the Senator,
supervise that election, and publicly announce the resultiss €htire process must be
completed no later than fourteen (14) calendar days after the announcement that a
vacancy exists.

ARTICLE IV: SENATE MEETINGS
SECTION 1: ATTENDANCE OF NONSENATORS

A. All Faculty Senate meetings shall be open to all facstsff, administrators, and
students. Faculty Senators and Officers shall be séatadlesignated area to
clarify eligibility for voting in that body. All persons who wish to address the
Faculty Senate may do 8den recognizetly the Faculty Senate égident.

B. Any Senator may make a motion to close quarters to include only faculty by a
procedural vote as recognized by the Chair. If the majority of the Faculty Senators
present vote to close quarters, the Chair shall have the authority to request all n
faculty to leave the meeting.

SECTION 2: MEETING SESSIONS ANCRQUORUM

A. The Faculty Senate shall meet in session a minimum of one (1) time per month
during the academic year, August through April.
B. A quorum shall require a minimum of eight (8) Senatand two (2) Officers.

SECTION 3: CONDUCT OF BUSINESS

A. Each Faculty Senator shall have one vote. No proxy voting shall be permitted.

B. Any Senator in attendance at a Faculty Senate session may ask for a vote to be
taken by roll call or by secretabbot, and the first such request for a given vote
must be granted. The Secretary, assisted by the Vice President when available,
shall distribute, collect, and tabulate any written ballots.

C. Robertds Rules of Order , N eueat lofySerfate v i s e d,
business.
D. The Agenda for each Faculty Senate session shall include the following items:
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Determination of Quorum and Call to Order

Discussion and Possible Action Approval of Agenda

Discussion and Possible Action Approval ofMinutes

Report Regarding Recommendations & Resolutions to President
Reports of Faculty Senate Committees

Report of Representative to OSiillwater Faculty Senate
Report of Representative to President
Unfinished Business

: New Busness

10.  Public Comments

11.  Announcements

12.  Adjournment

CoNoOOrWNE

E. The ability to amend the agenda (add to or subtract from) will be limited to an
officer or senator.

F. SPECIAL NOTE: Campus reports and announcements shall be submitted
electronically to thefaculty at least three (3) business days before the next
meeting of the Faculty Senate, and shall be considered approved at that meeting
unless an objection is made.

ARTICLE V: FACULTY SENATE OFFICERS
SECTION 1: OFFICERS

The officers of the Faculty éhate shall consist of a President, Vice President, and
Secretary.

SECTION 2: ELIGIBILITY

A. To hold the office of President, one must be eligible to serve as a Senator on the
Faculty Senate and must have served at least three (3) consecutive acadesmic ye
as a fulltime tenurérack faculty member before assuming the responsibilities of
the office.

B. To hold the office of Vice President, one must be eligible to serve as a Senator on
the Faculty Senate and must have served at least two (2) consecatieenac
years as a fulltime tenuteack faculty member before assuming the
responsibilities of the office.

C. To hold the office of Secretary, one must be eligible to serve as a Senator on the
Faculty Senate and must have served at least one (1) acagamngsya fulltime
tenuretrack faculty member before assuming the responsibilities of the office.

SECTION 3: ELECTION AND TERMS O~ OFFICE

A. The election of the Vice President and the Secretary shall be held each spring via
a secret ballot. Elected Oférs shall be publicly announced no later than one (1)
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week prior to the regularly scheduled April meeting of the Faculty Senate. In
case of a tie, a ruoff election may occur after that date but before the regular
April meeting of the Faculty Senate.

The Election Committee of the Faculty Senate shall conduct the election of the
Faculty Senate Officers according to the procedures listed in Article VIII, Section
2, Paragraph D.

The Vice President shall automatically succeed to the office of Presftent
serving one (1) term as Vice President.

A term of office for the Faculty Senate Officers shall be one (1) year and shall
begin immediately following the April Faculty Senate meeting. The President
and Vice President shall not be reelected te@sd consecutive term of office,

but they may serve again in those offices after the expiration of one (1) term in
which someone else has held those offices. The Secretary may serve a maximum
of two (2) consecutive terms of office, but may be subsequeadlected only

after being out of that office for one (1) year.

SECTION4: OFFI CERSOG DUTI ES

A.

The President shall:

1. Have administrative responsibility for the Faculty Senate during his/her
term.

2. Prepare, in consultation with the other Facultyé@emfficers, the Agenda

for the Faculty Senate meeting at least one (1) week before the scheduled

meeting.

Chair the Rules and Procedures Committee.

Call and preside at all meetings of the Faculty Senate.

Enforce parliamentary procedures.

Attend each Division Head meeting or send a designee.

Report to the Faculty Senate all matters discussed in the Division Head

meeting.

Present in writing any recommendations of the Faculty Senate to the

appropriate individual or group.

9. Install the rwly elected Officers of the Faculty Senate at the conclusion
of the April meeting of the Faculty Senate.

10. At the request of the President or Vice President of Academic Affairs,
meet with the afore mentioned to discuss topics of concern or interest to
the administration. For the purpose of Senate representation, the Senate
President will invite one or more Senators from the electorate to attend.

11. Be an exofficio member of the campus Curriculum Committee.

Noohkow

o

The Vice President shall:

Act as thepresiding officer in the absence of the President.

Be responsible for special projects of the Faculty Senate.

Be an exofficio member of all standing committees of the Faculty Senate.
Be an exofficio member of the campus Curriculum Committee.

agrwnE
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6. Report to the Faculty Senate all/l ma t
Cabinet meeting.
7. Chair the Faculty Senatebds Academic Po

C. The Secretary shall:

1. Maintain a current record of daihculty members eligible to be elected as
Senators as well as current Faculty Senate members.

2. Record minutes at each Faculty Senate meeting, including the names of all
Senators who are present and all who are absent.

3. Maintain a file of the minutes @&ach Faculty Senate meeting.

4, Distribute minutes of the previous Faculty Senate meeting to all faculty

members, department heads, division heads, and the Oklahoma State
University-Oklahoma City administrative officers at leasiiree (3)
business daygrior to the next scheduled Faculty Senate meeting.

5. Reproduce and distribute the Agenda at lgaste (3) business dapsior
to the next scheduled Faculty Senate meeting.

6. Maintain all other records pertinent to the business of the Faculty Senate.

7 Conduct all necessary correspondence for the Faculty Senate as directed
by the President.

8. Chair the Election Committee.

9 Be an exofficio member of the campus Curriculum Committee.

SECTION 5: REMOVAL OF OFFICERS

A Faculty Senate Officer may be rewsal from office before his or her term expires
under the following procedures:

1. At least 30% of all faculty members eligible to be elected as a Senator must sign a
petition calling for the removal of an Officer.
2. The Election Committee shall determitlee exact procedures for the recall

election, supervise them, and publicly announce the results, a process that must be
completed no later than fourteen (14) calendar days after the recall petition has
been certified.

SECTION 6: SPECIAL ELECTION OFOFFICERS

A. In the event that the office of President becomes vacant, the Vice President shall
automatically succeed to the office of President and then be eligible to serve his or
her own term as President following the end of that year.

B. In the event thatie office of Vice President becomes vacant before January 1, the
Election Committee shall conduct a special election to fill that Office, a process
that must be completed no later than fourteen (14) calendar days after the
announcement that a vacancy existlf the office of Vice President becomes
vacant after January 1, the vacancy shall not be filled until the regular election of
Officers in March.

C. In the event that the office of Secretary becomes vacant before January 1, the
Election Committee shaltonduct a special election to fill that Office, a process
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that must be completed no later than fourteen (14) calendar days after the
announcement that a vacancy exists. If the office of Secretary becomes vacant
after January 1, the vacancy shall be filleda temporary appointment by the
Executive Committee.

ARTICLE VI: EXECUTIVE COMMITTEE
SECTION 1: MEMBERS

The Executive Committee of the Faculty Senate shall consist of the three current Officers
and the immediate past President.

SECTION 2: AUTHORITY

The Executive Committee shall have the authority of the Faculty Senate to transact

business of an emergency nature between Faculty Senate meetings and during the
summer months of May through August. Any such emergency business shall be placed
on the Agenda of the next scheduled Faculty Senate meeting for discussion.

ARTICLE VII: ELECTED FACULTY SENATE REPRESENTATIVE

SECTION 1: FACULTY SENATE REPREBENTATIVE TO THE OSU
STILLWATER FACULTY COUNCIL

The Oklahoma State Universi@klahoma City Faculty Swmte representative to the
OSU-Stillwater Faculty Council shall:
1. Attend all meetings of the OSBtillwater Faculty Council.
2. Present the Oklahoma State Universiik | a h o ma City Facul ty
recommendations to the OS&illwater Faculty Council.
3. Report to the Oklahoma State Universidklahoma City Faculty Senate issues
discussed by the OSBtillwater Faculty Council.

4. Forward the minutes from the OS&fillwater Faculty Council to the Oklahoma
State UniversityOklahoma City Faculty Senate; bedothe Faculty Senate
Meeting.

5. Be designated to sit with the Faculty Senate for reporting purposes.

6. Not vote on any matters brought before the Senate unless the Representative is

also a Senator.

SECTION 2: FACULTY SENATE REPREIENTATIVE TO THE ATIT ADVISORY
COUNCIL

The Oklahoma State University Oklahoma City Faculty Senate representative to the
AT/IT Advisory Council shall:
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1. The election of the representative to the AT/IT Advisory Council shall be held
each spring via a secret ballot. The repregem shall be publicly announced no
later than one (1) week prior to the regularly scheduled April meeting of the
Faculty Senate. In the case of a tie, aatfrelection may occur after that date
but before the regular April meeting of the Faculty $&na

2. Be elected by the Faculty Senate every year and serveyeanterm.

3. Be eligible to serve two consecutive terms, but may be subsequently reelected
only after being out of that office for one (1) year.

4. Attend all meetings of the AT/IT Advisory Couhci

5. Present the Oklahoma State Universtk | ahoma City Faculty Ser
to the AT/IT Advisory Council.

6. Report to the Oklahoma State Universidklahoma City Faculty Senate issues
discussed by the AT/IT Advisory Council.

7. Forward the minutes from ¢hAT/IT Advisory Council to the Oklahoma State
University-Oklahoma City Faculty Senate; before the Faculty Senate meeting.

8. Be designated to sit with the Faculty Senate for reporting purposes.

0. Not vote on any matters brought before the Senate unless thesBegative is
also a Senator.

ARTICLE VIIl: STANDING AND AD HOC COMMITTEES
SECTION 1: STANDING COMMITTEESLISTED

The following four (4) standing committees of the Faculty Senate shall be:
1. Election Committee

2. Rules and Procedures Committee

3. Academic Policy Committee

4. Finance and Operations Committee

SECTION 2: MEETING WIDELINES

A- Each Standing Committee is required to provftee (3) business dagstice of
a Standing Committee meeting to the general faculty, along with an agenda or
isstes to be discussed. N@enator participation at such meetings will follow the
by-l aws as outlined under AAr tSecnlaet olr\s,. 0Se c{

SECTION 3: ELECTION COMMITTEE

A. The Election Committee shall consist of the Secretary of tlcellfyaSenate as
Chair and an unspecified number of Senators selected by the Faculty Senate.

B. The Election Committee shall conduct and supervise all Faculty Senate elections,
whether regular, recall, or special in nature.

C. The Election Committee shaletermine the exact procedures for elections to the

Faculty Senate and for all recall and special elections because of the
circumstances that will be unique to each one.
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D. The Election Committee shall implement the following procedures for the regular
eledion of Faculty Senate Officers each spring:

1. Make a formal request to all eligible faculty members for nominations.

2. Each nominee shall give either a written or verbal consent to his or her
nomination.

3. Shall offer a minimum of two (2) names for BaOffice at the February

Faculty Senate meeting. In the event that at least two (2) names have not
been nominated in this way, another name may be submitted with the
approval of the Faculty Senate at its February meeting.

4, Prepare and distribute ballotsth a return date no later than one (1) week
prior to the regularly scheduled April meeting of the Faculty Senate.

5. Ballots will be electronically tabulated and reported to the Faculty Senate
President prior to announcing election results to the - Q8T faculty.

6. If there is a need for a ruif election, it shall prepare, distribute, and

collect the necessary ballots.
SECTION 4: RULES AND PROCEDUREEOMMITTEE

The Rules and Procedures Committee shall:

1. Consist of the President of the Faculty Serest Chair and an unspecified number
of Senators selected by the Faculty Senate.

2. Review the Bylaws each year and recommend revisions or amendments to the
Faculty Senate.

3. Review and/or clarify all proposed amendments to the Bylaws.

4, Prepare and digbute ballots to all eligible faculty members on all proposed

amendments or revisions of the Bylaws, count the ballots, and announce the
results at the next scheduled Faculty Senate meeting.

5. Review the Faculty Handbook and Adjunct Handbook in thengmemester and
recommend revisions to the Faculty Senate.

6. Review and/or clarify all proposed revisions to Faculty Handbook or Adjunct
Handbook.
7. Forward proposed revisions to the Vice President of Academic Affairs.

SECTION 5: ACADEMIC POLICY COMMITTEE

The Academic Policy Committee shall:

1. Consist of the Vice President of the Faculty Senate as Chair, the immediate past
President of the Faculty Senate, and three Senators selected by the Faculty Senate.
2. Formulate and recommend policies govegnirfaculty status, including

appointment, tenure, employment, working conditions, work loads, research
activities, and similar concerns of the faculty members.

3. Be available to consult and advise the Faculty Senate President on matters which
require appbkation or interpretation of policies concerning the faculty not
otherwise provided for within these Bylaws.

4, Review and/or clarify all proposed revisions pertinent to faculty issues and
policies for the Faculty Handbook. Prepare and distribute batiatset Faculty
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Senate on proposed revisions of the Faculty Handbook, count the ballots, and
announce the results at the next scheduled Faculty Senate meeting.

5. SPECIAL NOTE: Recommendations from this committee shall be brought back
to the eligible facult members for discussion and approval.

SECTION 6: FINANCE AND OPERATIONS COMMITTEE

The Finance and Operations Committee shall:

1. Consist of an unspecified number of Senators selected by the Faculty Senate.

2. Review the publicly available financial reds of Oklahoma State University
Oklahoma City and the shetgérm and longerm priorities of the Administration
regarding finances and operations of the institution.

3. Make recommendations to the Aedmandi str at.
long-term priorities regarding finances and operations of the institution.

SECTION 7: AD HOC COMMITTEES

The Faculty Senate President shall have the authtrigreate ad hoc committees to
work temporarily on special problems or projects.

ARTICLE IX: REFERENDUMS
SECTION 1: GENERAL INFORMATION

Faculty members who are eligible to be elected as Senators may initiate a referendum,
which shall require a popular vote of all eligible faculty members to pass. This is the way
that things may get done if the Faculty &enis unwilling to do them.

SECTION 2: PROCEDURES FOR REFEERNDUM INITIATIVES

The following procedures shall be used for all referendum initiatives:

1. A petition signed by at least 30% of all eligible faculty members shall be required
for a referendumm any issue. The Election Committee shall have the authority
to certify any such petition as valid.

2. If a referendum petition is certified as valid, the Election Committee shall conduct
the secret ballot vote by all eligible faculty members and annateceesults at
the next regularly scheduled meeting of the Faculty Senate.

ARTICLE X: AMENDMENTS TO THE BYLAWS
SECTION 1: JURISDICTION OVER AL PROPOSED AMENDMEN®S

All proposed amendments to the Bylaws of the Faculty Senate must originate or be
submited to the Rules and Procedures Committee of the Faculty Senate.
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SECTION 2: FACULTY SENATE ROLE

A. Any proposed amendments to the Bylaws of the Faculty Senate recommended by
the Rule and Procedures Committee shall be submitted to the Faculty Senate for
consideration at least one (1) week before the next scheduled meeting of the
Faculty Senate.

B. Any proposed amendments to the Bylaws of the Faculty Senate must receive a
majority of the votes cast by Senators.

SECTION 3: FACULTY RATIFICATION

A. Any propsed amendments to the Bylaws recommended by the Faculty Senate
shall be sent in written form to all eligible faculty members for their consideration
at least one (1) month before the date of the general ratification vote selected by
the Faculty Senate.

B. Amendments to the Bylaws must receive a minimum-tiwials (2/3) majority of
the votes cast by eligible faculty members.

Revisedand recommended by the Faculty Sen@tpber, 2007

Approved by the A&M Board of Regents on December 7, 2007
Revised and mommended by the Faculty Senate, January, 2009.
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OKLAHOMA STATE UNIVERSITY-OKLAHOMA CITY

GUIDELINES FOR FACULTY APPOINTMENTS, PRO MOTION, AND TENURE

The OSUOklahoma City guidelines for faculty selection, reappointment, promotion, and tenure
shall not conflict with the Policy Statement to Govern Appointments, Tenure, and Promotions, and Related
Matters of the Faculty of Oklahomda® UniversityOklahoma City which were approved by the OSU
Board of Regents on 2/26/99.

These guidelines are presented for use by administrators and faculty to assist in determining an
individual 6s qualificati ons fioa.rinadditipnddthesement , r e
guidelines, academic divisions shall create more specific and/or more rigorous criteria relevant to their
division provided that the criteria do not conflict with the Policy Statement. Divisions may also choose
to weigh guidelies in relation to faculty rank for which the candidate is applying. More specific or
more rigorous criteria shall be ratified by the majority of thetiolle faculty members of the division.

INITIAL APPOINTMENTS: New members of the faculty shall be infeed of the institution and

division guidelines applicable on the effective date of appointment. Initial academic rank is established
at the time of employment by the office of acad
experienceandeducabn and the interview committeebs reco
REAPPOINTMENT, PROMOTION, AND TENURE: Changes in guidelines shall not be applied
retroactively if detrimental to the faculty member. Faculty shall be given adequate time to meet new
criteria; adequate tim@ill be determined on an individual basis. Tenure and advancement in rank shall

be based on demonstrated merit as a primary consideration. Meritorious service may be defined as

outstanding service to the institution and its students in the followiag:are
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1. Effective classroom teaching and classrooirelated duties: Teaching is the primary duty of
instructional faculty. Faculty are charged with the responsibility to challenge and motivate students,
to maintain high academic standards, and to help stuthenksindependently in order to understand
concepts and solve problems. Faculty must also work with a diverse student body and instill in them
the confidence to be successful. To accomplish these objectives, faculty must remain current in their
respectre fields, must continually improve their teaching methods, and must contribute to the
development of the curriculum.

2. Scholarship: Faculty are expected to remain current and active in their fields of study. This may be
accomplished by pursuing advancedrses or degrees, continuing education, or obtaining special
license of certification. Faculty are encouraged to attend and make presentations at professional
meeting.

3. Contributions to the goals and objectives of the department, the division, the institisn and
the profession:This category pertains to a variety of activities. Faculty may serve on or chair
institutional committees, serve as faculty council officers, assume lead instructor responsibilities,
participate in curricular revision, develop nprograms, write grant proposals, or coordinate
laboratories. Faculty are also encouraged to maintain an active membership in professional
organizations at the local, state, and national levels. Any activities that would reflect positively on
the instituton such as consulting, community education, media appearances, or participation in civic
organizations are encouraged.

4. Active participation in the OSU-Oklahoma City student experienceFaculty need to be
concerned with developing the whole potentiahia students as future leaders. Faculty must be

willing to serve as role models, academic advisors, mentors, and sponsors of student organizations.
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Faculty should also take advantage of any opportunities to recruit students and promote the
institution.

5. Peaformance of administrative duties if this is part of the job description:
FACULTY POSITIONS: Academic rank at OSIOklahoma City shall be classified as follows:

1. Instructor

2. Assistant Professor

3. Associate Professor

4. Professor
Instructor
An appointmenttotheank of i1 nstructor requires a minimum
institution of higher education. Individuals must present evidence of scholarship, teaching ability, and
practical experience. The academic transcripts must include eviolecmerse work relevant to the
course work in the discipline/technical specialty courses the person will be required to teach.
Appointment to the rank of instructor shall not exceed one year at a time during a probationary period
not to exceed seven year8ppointment to the seventh year as an instructor confers tenure.
Assistant Professor
For initial appointment to the rank of Assistant Professor at-O8ldhoma City, the candidate shall be
fully qualified as an i n ghefieldortacelatedfieldfrornanl d a mas
accredited institution of higher education. The individual is eligible for promotion to this rank when
division criteria are met. The Assistant Professor rank is normally gy&aurinitial appointment.
Promotion toAssociate Professor or reappointment as an Assistant Professor after six years probationary

service as an Assistant Professor or an appropriate combination of time including the Instructor rank
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shall confer tenure.

Associate Professor

For initial appointnent or promotion to the rank of Associate Professor at-Ofdhoma City, the

candidate must be fully qualified as an Assistant Professor and have extensive teaching experience. The
individual is eligible for promotion to this rank after six years as ssishant Professor or an appropriate
combination of time including the Instructor rank and when division criteria are met. Any
recommendation for promotion prior to this length of service in rank will be regardedrasrdinary

and will require exceptiwal justification. The Associate Professor rank is normally ayfeas

appointment. Reappointment as Associate Professor or promotion to Professor shall confer tenure.

Professor

For initial appointment or promotion to the rank of Professor at-Olahoma City, the candidate

must be fully qualified as an Associate Professor, hold a doctorate deghnedield or a related field

from an accredited institution of higher education and be eligible for tenure. Initial appointment to the
rank of professaoshall confer tenure unless a probationary period, not to exceed three years, is specified
at the time of appointment. The individual is eligible for promotion to this rank after orgefive
appointment at the Associate Professor rank and when divisieriacare met. Any recommendation

for initial appointment or promotion prior to this length of service in rank and/or prior to meeting
educational requirements will be regardee=&saordinaryand will require exceptional justification.

SUPPLEMENTAL IN FORMATION : The following items are examples the candidate might use in

documenting continuing performance in the specified areas. These are examples only.
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1. Effective classroom teaching and classra@tated duties.

a.

b.

e.

f.

g.

peer and student evaluations

improvemaet in or development of techniques in teaching

development of supplemental materials for instruction

letters from professionals within the discipline external to the institution
student honors contracts

tutoring activities other than normally expected

useof technology in instructional methodology and delivery

2. Scholarship

a.

b.

g.

formal continued educational pursuits, i.e., advanced course work and/or degrees
continuing education, i.e., seminars, workshops, etc.

certification in areas of specialization

presentatiorat professional national, regional and/or state conferences

papers, articles and/or books published

regional, state, national recognition in field of specialization

awards, honors, special achievements

3. Contributions to goals and objectives of the depanmtitbe division, the institution, and the

profession

a.

b.

C.

department/division or institutional committees
active membership in professional and/or professionally related organizations

documented active participation in professional organizations
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d. speaker to comunity or professional groups
e. TV, radio, or other media appearances
f. consulting
g. membership/participation in civic organizations
4. Active participation in the OSIOklahoma City student experience
a. student recruitment through industry visits, college club$) badnool career fairs,
etc.
b. student advisement other than normally expected
i. career/professional
ii. transfer
iii. degreelcourse
c. student mentoring
i. honors contracts
ii. letters of recommendation
iii. refer students to other sources
d. student club spwsorship
eedocumented unsolicited evidence showing
welfare
i. comments from student evaluations
ii.  student comments other than from student evaluations
iii. comments from others (employers, supervisors, teacherg, et

5. Performance of administrative duties if part of the job description
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STATEMENT OF POLICY
GOVERNING APPOINTMENTS, TENURE, PROMOTIONS,
AND RELATED MATTERS OF THE FACULTY
OF OKLAHOMA STATE UNIVERSITY --OKLAHOMA CITY

Preface

It is fundamental that institutions undiére governance of the Board of Regents for Oklahoma
Agriculture and Mechanical Colleges ("Board of Regents”), such as Oklahoma State University
Oklahoma City, use various professional and administrative standards. Accordingly, it is the policy
of the Boad of Regents that the activities at these public institutions should be conducted in a
manner that will attempt to balance the rights of the individual faculty member with the public's
legitimate needs and interests. Policy statements of the Board eftRege to be applied and
interpreted in that spirit. Any use of grammatical gender references shall be interpreted as applying
equally to males and females.

The Board of Regents strongly supports the concept of faculty counsel on matters thataftgct fa
One primary purpose of this policy statement is to make effective formal procedures to ensure and
provide for meaningful faculty counsel on the matters addressed herein.

It is intended that faculty and administrators shall adhere to the staséardsth in this policy
statement. It is not intended that minor variances, which are not substantially prejudicial to rights of
individual faculty members or contrary to the intent of the policy, should serve as the sole basis for
complaints or claimsfcerroneous treatment or action. Additionally, it is not intended that these
minor variances in circumstances and conditions or events be interpreted as establishing authority to
disregard the standards set forth in this policy statement.

This broad poty statement is intended to be stable and a source of reliable information and
guidance to faculty, administrators, and interested members of the public. However, in approving
this policy statement for OSOklahoma City, the Board of Regents is not wajvim restricting its

lawful power, duty, and responsibility to act at any future time to establish policies, regulations, and
procedures and to implement other decisions of the Board. If there is a need to consider permanent
changes to this policy statenegit is recognized that although it is not to be regarded as mandatory,
there is almost always substantial public benefit in consulting with Board of Regents staff,
institutional administrators, appropriate faculty, and others before enacting revisil@8oard of
Regents ordinarily will request assurances from recommending administrators of prior meaningful
coordination and discussion of revisions of this policy statement with the President of the OSU
Oklahoma City Faculty Senate before the BoardegfdRts votes on such proposed revisions.

While the Board of Regents recognizes the value of appropriate participation of faculty,
administrators, and others in the formulation of professional standards, policies, and procedures, it
also recognizes thaircumstances may arise where the collective judgment of the Board of Regents
requires the Board to act without such participation in discharging its lawful responsibilities. In
such instances, the Board will make every reasonable effort through thal gidiblic record and
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the institutional administration, to inform affected personnel of the Board's actions and invite those
personnel to provide input for subsequent consideration by the Board.

References to the Board of Regents in this policy statemeanyt intlude participation or
representation by the Board's staff when so designated or authorized by the Board.

This policy statement shall become effective July 1, 1999 and shall continue in effect until amended
by the Board of Regents. This policy staént shall not apply to any pending personnel actions

commenced under earlier policies, and neither shall it affect any vested substantive rights of any
faculty hired prior to its effective date of adoption.

Preface Approved by the Board of Regents:
Febuary 26, 1999

Body Approved by the Board of Regents:
February 26, 1999

Revised and Approved by the Board of Regents
January 25, 2002

(v)
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Governing Philosophy

Sound, clearly stated, and sufficiently flexible policies and proceduresngayeppointments,
tenure, promotions, and related matters are vital to the effective performance of faculty members
and administratofs These standards are to be implemented in a reasonable mariner
implementing the standards in this policy statetytée President is authorized to decide procedural
guestions on uncertain points. Prior to making such decisions, the President may consult with the
President of the Faculty Senate, the Executive Vice President of Oklahoma State University, the
Presidenbf Oklahoma State University, the Board of Regents Office of Legal Counsel, or others.

The opportunity for faculty members to participate in efforts to improve policies is critical. The
Faculty Senate ordinarily shall be consulted in the process oéwieg suggestions for
improvements in this Policy Statement, as referenced in the Preface to this Policy Statement.
Recommendations for improvements made by the Faculty Senate shall be transmitted to the
President of OStDklahoma City. Any changes in shpolicy statement must be approved by the
Board of Regents.

L A copy of all present and future implementing Institutional Policy and Procedure Letters which relate to matters dealtisvith i

policy statement shall be authorized by the Presidenbaruh file and available to faculty members in the library and in the office

of every academic division within the Institution. Throughout this document, the phrase "this policy statement" rdfers to "t
Statement of Policy Governing Appointments, TenBremotions, and Related Matters of the Faculty of @&lahoma City." All
documents generated on the Oklahoma City campus by the appropriate administrative staff to aid in the implementation of these
policies shall be consistent with the standards is plolicy statement. If there are any inconsistencies between the documents
generated by administrative staff and declarations in this policy statement, the standards in this policy statemenheshall be
controlling Institutional policy.

2Whether implerantation of standards is "reasonable” is inherently a judgment based on prevailing circumstances, known facts, and
rational conclusions. As used in this policy statement, the determination of whether a matter is “reasonable” is torbe based
a. anevaluation of known facts,

b. use of applicable procedures and professional standards,
C. consideration of prudent public institutional interests, and
d. the exercise of sound judgment.

For example, an administrative action is "reedse"” if there is a rational or thoughtit basis for the administrative action that is
developed in a manner consistent with the above decisional criteria; the action should be the product of professionahptdgmen
contrived nor materially tainted tugh personal actions born of malice, illegal discrimination, or intentional falsehood. In a
disputed situation under this policy statement, reasonableness is ultimately determined by the actions or policiesrofahe Boa
Regents for the Institutioniifis not resolved at an earlier point within Institutional administrative channels.

(1)
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General Provisions

1.0 -- Professional Standards and Matters of Academic Appointment Administration
1.1 -- Professional Standards

1.1.1 -- Qualifications

Oklahoma State Univers#@klahoma City (hereafter OSOklahoma City) requires that detailed
academic qualification standards for each rank, function, or specialty be specified by the appropriate
unit administratot  In those cases in wdfi work assignments vary greatly within a given
department/division or are split between departments/divisions it will be necessary to specify
qualifications for individual positions. In establishing these qualification standards the department
head/divigon head shall obtain appropriate faculty couhseWhen approved by the relevant
division head and the Vice President for Academic Affairs (hereafter VPAA), a copy of the
standards shall be given to each faculty member and such standards shall bebspplied
administrative areas involved until duly amended.

1.1.2 -- Professional Development

Faculty, as professionals, are responsible for their own development consistent with department,
division, and institutional goals. It is the policy of O8Ulahoma City in the reappointment of
faculty members, and especially in the case of reappointments granting tenure, that demonstrated
high quality performance in assigned responsibilities be documented. Basic competence in itself is
not sufficient to justifyreappointment, as that is a prerequisite for the initial appointment.

Division heads are expected to encourage the professional development of each faculty member.
Division heads should familiarize each faculty member with the performance standdtishesta

for reappointment, promotion, and tenure. The division heads should endeavor to provide an
environment conducive to the achievement of expected performance.

1.1.3 -- Job Description and Terms and Conditions of Employment
The faculty is responsie for seeking and transmitting knowledge in an atmosphere of impatrtial
scholarship. Members of the faculty have the responsibility to follow the Board of Regents

3 The term, "unit administrator,” as used throughoutpibiicy statement refers to those individuals holding the title of department
head or division head.

4 Depending on the unit's organizational structure, "appropriate faculty counsel" referred to throughout this policy sts#ment
involve obtaining aecommendation from:
a. the entire department or division faculty; or
b. members of a special or permanent committee selected by procedures which have been approved by a majority of the
faculty of the department/division involved, submitted to thvis@in head for review, and transmitted to the VPAA for
retention in a permanent file; or where necessary
C. the OSUOklahoma City Faculty Senate.
When deemed necessary, this counsel may seek external assistance to aid evaluation. In formutetiagdations the faculty or
its committees shall have the prerogative to meet in the absence of the department/division head.
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existing approved policies on outside activities to avoid conflicts of interest prohibited by
Oklahoma statutes and, particularlyo develop and maintain normal student/teacher
relationships which are healthy, honorable, and beneficial to students in the pursuit of legitimate
educational objectives. Members of the faculty must not exploit students for their private
advantage.

It is the policy of OStOklahoma City that each faculty member's job description and the
applicable standards, criteria, and procedures used in making decisions relating to renewal, tenure,
and promotion shall be available to the faculty member in writtem.folhese items shall be
provided to each faculty member in the form of the initial letter of offer; written policy and
procedure statements of the department, division, and @& homa City; and formal appraisal

and development statements.

1.1.4 -- Professional Ethics
The faculty of OSKOklahoma City endorses the American Association of University Professors'
1966 Statement on Professional Ethics. An edited version of this statement is found in Appendix A.

1.1.5 -- Retention and Advancement

It shal be the personal responsibility of the faculty member to satisfy applicable qualifications for
reappointment, tenure, or promotion. An GSklahoma City Policy and Procedures Letter shall
be developed and approved by the President to state applicalmeehbation standards.

1.1.6 -- Appraisal of Professional Performance of Faculty Members

The OSUOklahoma City administration shall carry out specific evaluation procedures using the
Faculty Evaluation Documekeveloped in consultation with the faculty provide some tangible

basis for making judgments on personnel matters. If a major element of performance is judged to
be seriously unsatisfactory by the department and/or division head, the following steps shall be
taken:

a. A detailed written @n for corrective action shall be specified by the department and/or
division head.

b. If requested by the faculty member, the department and/or division head shall obtain
appropriate faculty counsel to determine whether the appraisal is justifted, s what
measures to improve performance are warranted. If the judgment of unsatisfactory
performance is not supported by the faculty group, the matter shall be forwarded to the
VPAA for resolution.

Personal misconduct may be the basis for dis@p)y action that is separate from the
professional performance appraisal system (see Section 1.12).
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1.2 -- Recommendations for Faculty Appointments, Reappointments, NeReappoint
ments, and Promotions

1.2.1 -- Role and Responsibility of the Drision Head

The appropriate division head is charged with the responsibility to recommend appointments,
reappointments, nereappointments, and promotions. He/she shall obtain appropriate faculty
counsel before making recommendations. The division Heddgive great weight to the faculty
counsel received at the department/division level in making his/her decisions. When a division head
is unable to act in accord with the faculty recommendation, the reasons shall be communicated in
writing to the faculy that provided the counsel, except in special circumstafmesxample, when

the division head has confidential information which conditions his/her action, and its divulgence
would result in breach of confidence. All recommendations generated bty facunsel, the
department head, and the division head shall be forwarded to theO&IShbma City
Reappointment, Promotion, and Tenure Screening Committee for review and recommendation to
the VPAA.

1.2.2 -- Role and Responsibility of the OStDklahoma City Reappointment, Promotion, and

Tenure Screening Committee
A prerequisite of a strong faculty is an active involvement in decisions affecting its own
membership. Such active involvement is especially critical in appointments to and separations from
the faculty. Accordingly, an OSiDklahoma City Reappointment, Promotion and Tenure
Screening Committee will be formed annually composed of ten (10) members as follows:

a. five (5) faculty members appointed by the GSklahoma City Faculty Senatene mirimum from
each of the top three academic rankings and two randomly selected from the gener&l faculty

b. two (2) department heads from different divisions selected by the@&ihoma City Academic
Division Head Council,

C. one (1) division headetected by the OSIOklahoma City Academic Division Head Council,
d.  the previous Faculty Senate President for one year following the year 8sactthir

e. the President of the Faculty Senate who will serve as the Committee chairperson motngon
cgoacity; except in the case of a tie.

The Committee members shall serve for a three year term, unless that person is to be considered
for reappointment, promotion, or tenure. The Committee shall review all recommendations
submitted by the division head,ahprepare its own recommendation, and shall forward all
information to the VPAA for review and action.

5 No more than three (3) faculty per division may serve at the same time as voting members of the Committee.

% The previous Faculty Senate Presiderty be called upon to chair the Committee in the event that the current Faculty Senate
President is to be considered for reappointment, promotion, or tenure.
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1.2.3 -- Roles and Responsibilities of the VPAA, President, and the Board of Regents

The VPAA shall carefully review all recommendations and shall give great weight to the
recommendations of the Reappointment, Promotion, and Tenure Screening Committee in making
his/her decisions. If he/she deems necessary, the VPAA may consult with departn@ant and
division heads and request recommendations from other academic administrators before taking
action. Final institutional review of personnel actions may be conducted by the Pfesident
Appointments, reappointments, promotions, and terminations muspdreved by the Board of
Regents except as authorized by Board of Regents policies (e.g., Board of Regents Policy Manual
and Rules, 83.08 (revised June 20, 1997)).

1.3 -- Periods of Appointment and Tenure for Ranked Facult§}

1.3.1 -- Types of Appointments

All faculty positions are of two types, permanent or temporary. All permanent faculty positions
shall be filled by appointments of qualified persons with the rank of instructor, assistant professor,
associate professor, or professor. The initiglbaggment of any person to the rank of instructor or
above, including pattime appointments, shall be based on a recruiting search which is consistent
with applicable state and federal equal employment opportunity standards and Board of Regents
approved #Hirmative action guidelines. When deemed professionally appropriate and financially
feasible by the VPAA, national searches will be used. All initial appointments to the rank of
instructor or above are of two kinds:

a. probationary (appointments eatially leading to tenure), or

b. appointments with tenure (applicable only to appointments with the initial ranks of associate
professor or professor if specifically approved by the Board of Regents).

1.3.2 -- Tenure

Tenure is a continuous appament granted following evaluation by the faculty member's academic
department and/or division, the O%Mklahoma City Reappointment, Promotion, and Tenure
Screening Committee, and the VPAA,; recommendation by the President; and approval by the Board
of Regems. Tenured appointments shall not be terminated except under extraordinary conditions as
stated in Section 1.13, Termination of Appointments.

" At all times in this Policy Statement, references to final decisions being made bysiderRrer to recommendations being made

by the President to the Board of Regents are not intended to imply or assume that the Executive Vice President of OSU or the
President of OSU, as may be appropriate, do not have roles to play in such actions.métetaions regarding the initial
appointment, reappointment, promotion, tenure, and termination of faculty inherently involve a recommendation beinghmade by t
President to the Executive Vice President of OSU and to the President of OSU, who havey aatbionthat matters are
recommended to the Board for action.

8 The term, "ranked faculty,” as used in this document applies only to instructors, assistant professors, associate gmdfessors,
professors who have appointments potentially leading to tenwko are tenured.

Tenure is a means by which to assure academic freedom (see Section 1.8). Academic freedom is
indispensable to the success of GSklahoma City in fulfilling its obligations to its students, to the
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State of Oklahoma, and to sociatygeneral. The decision to grant tenure is a judgment made with
appropriate faculty counsel. Except for prestigious scholars initially appointed as associate
professor or professor with tenure, the decision to grant tenure is normally made towardfre end
probationary period. Tenure is a major undertaking and shall not be granted unless the faculty
member has demonstrated by consistent performance that the academic department will benefit
from making a caredong commitment to the faculty member.

Academic appointments normally coincide with the beginning of the academic year. For faculty
appointed after this date but before January 1, the period of probation for tenure consideration or for
renewal of appointment will commence at the beginning af #tademic year. The probation
period for faculty appointed on or after January 1 will commence at the beginning of the following
academic year. Except for extenuating circumstances (see Section 1.3.10), the period of probation
for tenure consideratioshall never exceed a total sik years of continuous appointment with
OSU-Oklahoma City.

Review for the granting of tenure shall occur only at the following times:

a. when a prestigious teaching scholar is initially considered for appointment tanthef
associate professor or professor;

b. when an untenured ranked faculty member is reviewed for promotion to the rank of
associate professor or professor;

c. when an untenured ranked faculty member is reviewed for a reappointment or promotion
which, if awarded, will extend the number of years in ranked faculty positions at OSU
Oklahoma City beyond a total of seven years; or

d. when a person has completed at least one year of satisfactory service-@kl@aBama
City following an initial appintment as an untenured associate professor or professor.

1.3.3 -- Appointment as Instructor

Appointment to the rank of instructor shall be for such time as is specified, but such
appointments shall not exceed one academic year at a time during tiopaniygperiod not to
exceed six years. When individuals have been appointed as instructors for their sixth year of
probationary service, they shall be evaluated for tenure and informed in writing by April 1 of the
sixth year of either:

a. the awardf tenure effective with the beginning of the seventh year, or
b. the nonrenewal of the appointment and expiration effective at the end of the appointment.
If a nontenured instructor is promoted to a higher rank, the period of probation for tegllire sh

commence with the beginning of the initial appointment as an instructor, unless the faculty member
requests and is granted an extension of the probationary period (see Section 1.3.10).
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When a nontenured instructor is promoted to assistant professduation for tenure shall occur
the sixth year of service. The initial term of appointment as assistant professor will vary depending
on the number of years served as an instructor, as follows:

a. with five years of service as an instructor, praomtwould result in a ongear initial
appointment as assistant professor;

b. with four years of service, a tweear appointment;
c. with three years of service, a thrgear appointment; and
d. with one or two years of service, a feggarappointment.

In the case of promotion to assistant professor after only one year as an instructor, a second
probationary term of two years is permitted. In the other cases described above, a terryie one
reappointment as assistant professor willagle when tenure is not to be granted.

1.3.4 -- Initial Appointment as Assistant Professor

Initial appointment to the rank of assistant professor shall norhielyor a period of four years.
Reappointment for a twgear period may be made. Promotitm associate professor or
reappointment as an assistant professor after six years of probationary service as an assistant
professor shall confer tenure.

1.3.5 -- Initial Appointment as Associate Professor

Initial appointment to the rank of associatefessor shall normally be for a period of five years.
Reappointment as associate professor or promotion to professor shall confer tenure. A special
tenure review may be made after one year of service at@&homa City (see Section 1.3.2). In
extraodinary circumstances tenure may be expressly granted at the time of initial appointment.

1.3.6 -- Initial Appointment as Professor
Initial appointment to the rank of professor shall confer tenure unless a probationary period, not to
exceed three yearis, specified at the time of appointment.

® For faculty whose initial term of appointment begins at other than the beginning of the academic year, the period ofmppointm
shall be adjusted to expire at the end of an academic yeaictmbistent with the provisions of Section 1.3.2, paragraph 3. Thus,
the term of the first probationary appointment may vary from the stated period in Sections 1.3.4 and 1.3.5.
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