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PREFACE

This Faculty Handbookvas prepared by th®ffice of the Vice President for Academic
Affairs, with the assistance from representatives oFtwilty Senatdo:

(1) Outline theUniversitystructure, functions, general policies and procedures;

(2) Provide assistance in dealing with matters which the individual faculty member
may be unfamiliar;

(3) Identify and encourage use ©Qhiversityservices which are available to support
academic activity; and

(4) Afford ready access to basic materials which guide the condudnigérsity
functions.

Emphasis is placed on genethliversity responsibilities 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 Handbookwhichis available at the following location on the
vice president for academic affairs share point site:

8 http://mossl/siteSPAA/default.aspx
8 Go toShared Documents
8§ Go toHandbook Folder

Suggestions for improving théaculty Handbookshould be directed to theffice of the
Vice President for Academic Affairs

This Faculty Handbookhas been prepared for general informational purposes dxhdy.
statement appearing in th@culty Handboolconstitutes a contractual obligation by the
& M Board of Regent®r Oklahoma State University Oklahoma City If any policy
statementsof the A&M Board of Regentsr the University are in contradiction to
statements appearing in t@culty Handbooksuch official policy statements will be
deemed to control over the statements appearing in this docueatA&M Board of
Regentsand the University reserve the right to alter the terms of official policy
statements and/or thisFaculty Handbookat any time, without advance notice.


http://moss1/sites/vpaa/default.aspx

ORGANIZATIONAL INFORMATION

HISTORY

Oklahoma State Universi@klahoma Citywas first established as a branch campus of
Oklahoma State UniversifOSU) in the fall of 1961. The name of the institution at that
time was Oklahoma State Universityechnical Institute. Under the adinistrative
guidance of th®©SU School ofEngineering, th®©klahoma Citycampus was established to
provide the people in the metropolit&klahoma Cityarea and the state with technical and
occupational programs at the associate degree level. The feumdied closely with
businessandindustryleaders to identify needs for technical personnel within the business
community. Quality programs and flexible scheduling enablectifo# and parttime
students to improve their job capabilitie@sdwork mobility at their own pace and provide
the jobindustry with technicians for tomorrow's needs.

Originally, three departmentglectronics,Drafting andMechanicaPower, held their first
classes in borrowed classroom and laboratory faciliti€ékthoma CityUniversity. 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 so ¢hatirdctor of the
technical institute reported directly to the presidenO&fahoma State University In
Januaryl972, the present campus at 90frth Portlandwas opened. The first building on
campus was thAdministration Building TheHealth Technolgy Building was added in
1974, and thePolice and Fire Training Center were openedin 1975 and 1976,
respectively. Th€ity of Oklahoma Cityleases buildingen campus that houses tRelice
and Fire Training Centers.

Two facilities were opened in 1984: thorticulture Centerdedicated and opened in
Januaryand theEngineering Technology Building October In June1994, theStudent
Centerwas dedicated and a year later tiearning Resource Centeras dedicatedThe

Human Services Education Cemieas dedicated iMarch2001. The campus expanded in
spring 2008 by two more buildingthe Agriculture Resource Centéeledicated irMarch

and thePublic Safety Training Centén May. A newEngineering Technology Center

now under construction and scheduled to open in fall 2011. Plans are to rename the former
Engineering Buildingo the West Education Centewhich will house science labs and a
variety of programs includingnterpreter Training, Upward Bounahd Certified Nurse

Aide.

In 1985, the name of the institute was change@®k@homa State Universityechnical
Branch. In 1990, theOklahomaA&M Board of Regentshanged the name again and the
Technical Branclibecame known a®klahoma State Universi@klahoma City In 2002,
during the last legislative sessi@enate Bill995 officially changed the name @klahoma
State UniversityOklahoma City

10



PHILOSOPHY

Oklahoma State Universi@klahoma Cityoperates from the premise that ea@uspn
should be:
1 treated with dignity and respect
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 themselves for a fulfilling life
and responsible citizenship in a world characterized by change.

MISSION

Oklahoma State Universi#@klahoma Citydevelops and delivers collegiate level career and
transfer educational progms, professional development, and support services which
prepare individuals to live and work in an increasingly technological and global community.

VISION

Oklahoma State Universi@klahoma Citywill be the preeminent educational resource in
OklahomaCitye nhanci ng peoplebs | ives by providing:

1 unique and exceptional programs to serve the community,

1 progressive, highest quality learning opportunities, and
1 outstanding support services.

CORE VALUES

Excellence- We seek excellence in all our endeavand 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 diversityopfnions, 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 andhy endeavor.

Stewardship of resources We are dedicated to the efficient and effective use of resources.
We accept the responsibility of the publicbs

11



GOVERNANCE

Oklahoma StateUniversity-Oklahoma City (OSU-Oklahoma City, as part of the
OklahomaState Systenof Higher Educationis under the authority of the president of
Oklahoma State Universignd that of th&oard of Regentior Oklahoma State University
and theA&M colleges.

The OklahomaState Systerof Higher Educatiorwas created with the people's adoption of

an amendment to th&tate Constitution, Articlexii-a, on March 11, 1941. The
amendment provided that " . . . All institutions of higher learning supgpaevtelly or in

part by direct legislative appropriations shall be integral parts of a unified state system to be
known as th®©klahomaState Systerof Higher Educatior

The amendment also created thklahomaState Regents for Higher Educaties the
"coordinating board of control of th@klahomaState Systenof Higher Educatiori the
OklahomaState Regents for Higher Educatimonsists of nine individuals appointed by the
governor, withOklahomaSenate confirmation, to nirgear, staggered terms.

Respamsibilities of theState Regentinclude determining the functions and courses of
study for each institution, establishing standards of education, submitting budget requests
for the state system to thegislature, allocating state appropriated and rengl¥iinds to

each institution, and setting student fees. The chancellor of the state system serves as the
chief administrative officer of thBtate Regents

TheBoard of Regentir Oklahoma State Universignd theA&M colleges is the specific
governing board for the six state colleges and universiti€3klahomathat emphasize
agricultural and technical education. Created Sgnate Joint Resolution Numbe@r
OklahomaSession Law4943, page 340, it is also embodiedAirticle 6, Section 31a of

the constitution oDklahoma The provisions of the constitutional amendment have been
further implemented by the provisions Bitle 70, OklahomaStatutes 1967 Supplement,
Section3401 et 8q.

The University President is the principal administrative officer @klahoma State
University and is directly responsible to tigoard of Regent$or all operations of the
University, including the four campuses and the six budget agencies.

ADMINISTRATIVE STRUCTURE

The president of Oklahoma State UniversityOklahoma City is directly responsible to
the president and system chief executive officeDkiahoma State UniversityAssisting

him directly are th&/ice Presidentsor Academic Affairs Finance &Operations Student

Servicesthe Assistant Vice Presideribr Business And Industryraining and Education
Center and the directors @@ommunicationsind Information Services.

Thevice president for Academic Affairs provides leadership and coordination in matters
relating to all academic programs, curriculum and faculty development. Reporting to the

12



vice president foAcademic Affairsare the academic division heads and the associate vice
president forAcademic Affairs

Thevice president for Finance andOperations provides leadership and coordination for

the campus business enterprises, financial operations, personnel, affirmative action and
physical plant development and maintenance. Personnelingpdirectly to the vice
president forFinanceand Operationsare those responsible for the offices of Bwgsar,

Human Resource$’urchasing, Physical Plant, Safetyd Security, Student Centeand
Creative Services.

The vice president for Student Servicesprovides leadership and coordination for all
campus student services. Reporting directly to the vice president is the associate vice
president forStudent Serviceand directors foifestingand AssessmenStudent Support
Services, Student Actittes/Campus Life, Family Resource Centelispanic Student
Services, Upward Bourahd Talent Search.

The assistant vice president for the business and industry education and training
center provides leadership and coordination for programs and curricpiavided to
business and industry, public safety and local and state government. Departments include
the Technology Education Center, Centar Safety and Emergency Preparedness,
Precision Driving Training Center, Manufacturing Extension Agent, Studente€and
Campus Eventsand Central Oklahoma Workforce Investment Board Business
Connections

Theassociate vice presiderfor academic affairs provides administrative support for the
library, director of cooperative education, director of academic effectiveness, coordinator
of Retention &Assessment as well as selected projects and assignmentsAgglliemic
Affairs.

The associate vice preside for Student Servicesdirects Admissionsand Records,
Financial AidandScholarships, Recruitmerthe Advisement CenteiServicedor 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 greaf@dahoma Cityarea. This board assists

the president in promoting the identity of the institution and gives direction and assistance
in seeking new goals. Thboard has presented valuable suggestions in-riomge
planning, and it has been instrumental in raising needed funds for the school.

Academic program advisory boardshave been established for each associate of applied
science programs. Members arenifr various business, industry and commuséyice

groups and include several graduates. These boards meet once or twice a year with the
division heads, department heads and faculty to discuss and offer guidance concerning
curriculum, equipment and tertaterials. The specialized technical knowledge provided

by each technology's advisory board has proven invaluable in the institution's move
towards excellence to meet the educational needs of industries and businesses.

13



FACULTY, STAFEF AND STUDENT REPRESENTATION

The style of management used at the college is participatory. 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 made. There are six types of advisory groups that provide information and feedback to
the president to assist in the direction of the institufldrese groupsnay also be asked to
decide on matters referred to them by the president.

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 -8 -8 _9_4_°

TheVi ce Pr esi deprasentd theCaomimstratiie branch of the college and is
charged with the responsibility of advising and acting in concert withptegident on
matters affecting the entire institution. This council includes the president and the vice
presidents. The council meets weekly, or at the discretion of the president.

Thelnstructional Division Heads Councilis comprised of all instructi@h division heads
and others as designated by the vice presidetcatlemic Affairs This group meets
weekly or as designated by the vice presidentAftademic Affairsto coordinate, advise
and plan for instructional activities on campus. Tristructonal Division Heads Council
includes representation from tRaculty Senate

The Student Services Directorsneet weekly with the vice president and the associate vice
president foiStudent Servicet® coordinate, plan and advise #tudent Serviceandother
functional areas withiStudent Services

The Faculty Senateconsists of representatives from facultyse¢ Byaws of the Faculty
SenateAppendix B) This body represents the faculty and makes recommendations to the
president or other councils. Any teaching faculty may atfemailty Senate A member of

the faculty is also elected for a thwgear term as a voting member of teculty Senate
Stllwater. 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 staff with the
administration ad 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 further action.

14



The Student Government Associationfunctions as the student representative body on the
campus. It is made up of one representative from each recognized student organization on
campus, one representative from each academic division, atarget student
representatives. Thstudent government association has as its responsibility planning and
implementing campus activities, recommending expenditures and budgeting student
activity money, certifying campus clubs and organizatioard sending student
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
employees: faculty, staff, studer@nd administrators depending 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 nexgary input for decisions 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 are committees@SU-Oklahoma City
Standing committees

AcademicAppeals Committee
AcademicTechnology Committee
AssessmerDf Student Learning Committee
CampusEnvironment Committeg~ormallyLEED)
CampusSecurity Committee
CommunityEngagment Committee
CurriculumCommittee

Diversity Committee

Excellencen Teaching Committee

Facility Planning Committee

FacultyHonors Committee

FacultyStaff Development Committee
GlobalEducation Committee
GraduatiorCommittee

Institutional EffectivenessCommittee
InstitutionalWeb Page Committee
ScholarshipgCommittee

ServiceAwards Committee

Staff Excellence Awards Committee
StudentCenter Advisory Committee
StudentClubsand Organizations Advisors Committee

Due to changing student enrollment, studeptesentation 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.

15



Ad Hoc Committees

EnrollmentAppeals
EnrollmentManagementaskforce
FinancialAid Appeal
Non-Academic Discipline
StudentGrievance Taskforces
EnrollmentManagement Taskforce

=A =4 =4 4 4 4
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GENERAL POLICIES AND PROCEDURES

EQUAL OPPORTUNITY/AFEFIRMATIVE ACTION

OSU-Oklahoma City maintains a policy of nondiscrimination with ployees and
applicants for employment. No aspect 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 statuteOSU-Oklahoma Cityhas a written affiative action plan to
implement its official policies of equal opportunity employment.

BUILDING TEMPERATURES

Temperature/building guidelines can be viewednatv.osuokcedu/energyegclick on the
figoing greerd 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 wint€onditions are often changed
after normal working hours to further reduce energy consumptdinthermostats are
calibrated by physical plant personnelvou are cautioned not to adjust any
thermostat. Report any problems to the department officetarthe evening/weekend
coordinator.

COMMENCEMENT EXERCISES

In accordance with the student first philosophy, all regulaitifulé faculty araequiredto
attend commencement exercises. Faculty members are exjgebtedppropriately attired
for this event. Faculty haghe option of purchasing or renting the proper attire from the
OSU-Oklahoma CityBookstore in the early spring.

COMMITTEE ASSIGNMENTS

Shared governance in academic institutions assumes facutyement in the committees

that participate in the development and review of campus policies and procedures.
Therefore it is an expectation that ftithe faculty members will actively participate in
campus committees. Each ftilhe faculty person shouldxpect to serve on at least two
standing committeeim addition to programmatic duties and service on ad hoc projects,
including task force assignments. Because Rheulty Senates critical to the proper
functioning of OSU-Oklahoma City service on thd-aculty Senateshall be counted as
participation 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 se@rittee

outside the scope of their responsibilities. Classified 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)
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English as a second langua@esS() students who atten@SU-Oklahoma Cityusually fall

into one or two categories: immigramtmericans (who are now citizens) and
internationals. Hearingnpaired students may also choose to stE®}. courses since
Americansign language is like a foreign language (te not be consideredrue ESL
students however). All students who wish to enroll at a collegmioersityin the state of
Oklahoma for whom English is a second language (not the languagekenat their
home), shall be required to present evidence of proficiency iBrigkshlanguage 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 individuals whaovirmupirove his
or herEnglish speaking skills Classes meet twice weekly on a rotating scheduleL E
classes are free. For information &ill-2055

IMMEDIATE FAMILY MEMBERS 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 presided{dademic Affairsfor individuals
enrolling in courses taught b@SU-Oklahoma Cityfaculty if the individual is an
immediate family member of the faculty member teaching the course.

PARTY POLICY

Department luncheons inling only the employees of a particular department are not to
exceed one (1) hour in length, and should be scheduled during the regular lunch hour. If
the luncheons are held in a departmental office complex, it is important that extra
attention be paidotcleanliness. Parties and other activities that involve employees from
other than the sponsoring department are to be scheduled to begin no sooner than 4:30
p.m. On any given dayThe OSU-Oklahoma Cityfood service contract vendor has the

first opportunity, per the contract, to provide food or refreshments f@Sil-Oklahoma

City events If they are unable to provide these services then another vendor may be used
to provide such servicesAll food service requests fddSU-Oklahoma Cityevents must

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

STUDENT RECORDS AND THE FAMILY EDUCATIONAL RIGHTS AND
PRIVACY ACT OF 1974 (AMENDED 1988

In compliance with the~amily Education Rightsand Privacy Act of 1974 Buckley
Amendment), and as amended in 198&%U-Oklahoma City maintains procedures
pertaining to confidentiality of studeatlucational 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 quakld personnel within the institution, or officials of other institutions

in which the student seeks to enroll, to persons or organizations providing students with
financial aid, to accrediting agencies carrying out their accreditation function, to persons
compliance with judicial order, and to persons in an emergency in order to protect the
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health or safety of students or other persons. All these exceptions are permitted in the 1974
Act, and its 1988 revision.

In accordance with these regulations, gsadre 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
released through th®ffice of Admissions and Registrar Service®\ll requests from
anyone outside our campus for infation concerning students should be referred to the
Office of Admissions and Registrar Services

A written consent of the student is not required @38U-Oklahoma Citystaff 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, the institution may prowddectory 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@dl part

time), degrees and awards received and paatioip in officially recognized activities and
sports. Students who wish directory information be kept confidential must notify the
Office of Admissions and Registrar Servigaswriting within the official course change
period of each semester or sessiborms are available from ti@ffice of Admissions and
Registrar Service®r this purpose.

TRAVEL

Requests for official travel must be approved by the department head, the division head and
the vice president for academic affail®ut of state travel requires the additional approval

of the president. Owdf-state travel requests must be approd&ddays in advance.
Appropriate forms for such requests are available orO®E-Oklahoma Cityweb site,

click on Faculty and Staff, Fnance and Operations and then travel.
http://www.osuokcedu/travel/

Employees planning to travel by motor vehicle on official school business may arrange to
take auniversity-owned vehicle. Private vehicles may be usediifersityvehicles are
unavailable. A mileage reimbursement is available for use of personal vehicles. State law
strictly prohibits use afiniversityvehicles for personal or private reasons of any sort.
Universityvehicles may be scheduled online by going taQB&)Oklahoma Cityweb-site,

select faculty & staff, then vehicle request. Further information governing the use of state
vehicles may be found in tli@SUPolicyand Procedures Lett&0160.

ACADEMIC RANK

The academic laddebegins at instructor level and progresses to assistant professor,
associate professor and professor. For detailed informatidhes€uidelinesor Faculty
Appointment, Promotiorand Tenure(Appendix Q and thePolicy Statemento Govern
Appointments,Tenureand Promotionsand Related Mattersf the Facultyof Oklahoma

State University-Oklahoma City Paragraphs 1.2 through 1.7.7 Appendix O Policy
Statement to Govern Appoints, Tenure, Promotion and Related Matters of the Faculty of
Oklahoma State Uwersity-Oklahoma City
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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) basis or on ariénth (fiscal year) basis. While all

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

FACULTY APPOINTMENT LETTER

Before employment @ SU-Oklahoma City each fulltime faculty member will receive an
appointment letter indicating, among other things, 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
membe will receive a new appointment letter before the beginning of the next academic
year. Sedppendix Ffor a sample of the appointment letter.

FACULTY EVALUATION, RETENTION AND PROMOTION

Eachfaculty member is evaluated by students enrolled$t-Oklahoma Citycourses. A
summary of these evaluations is shared with the department and division heads.
Summaries are filed in the faculty member's foldeee( Appendix O

In the spring of the ada@mic year, each faculty member participates in the faculty appraisal
process that uses tHeaculty Evaluation Document (Appendix E)The appraisal is
discussed in a conference with the department head/division head. Recommendations for
retention, salaryncreases and/or promotions are made at this time. Salary 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 raintain faculty compensation at levels that will attract 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 driticaappointments to and
separations from the faculty. Accordingly, &SUOklahoma City Reappointment,
Promotionand Tenure Screening Committeall be formed annually composed of ten
members as follows: five faculty members appointedrdgulty Senatewo department
heads from different divisions selected by theademic Division Head Councilone
division head selected by th&cademic Division Head Councithe previousFaculty
Senatepresident for one year following the year as chair, and the cyresident of
Faculty Senatevho will serve as th€ommittee chairperson in a newting capacity.

PROFESSIONAL DEVELOPMENT

To enhance teaching competence all faculty-{fule and partime) are encouraged to be
membersof professional organizations and participate in meetings, workshops and
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seminar Participation in these types of professional development activities will be
considered both in facul t yrherRetembor, Pmotioan nu a |
and Tenureorocess.

RELEASE TIME

Faculty requesting release 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 ahd release time to complete it are necessary
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 resuittioe release timeAll release time for faculty must have the
approval of the vice president fAcademic Affairs

SALARIES
Salary is based on education, rank and experience.

Full-time and partime faculty are paid on the last working day of eaxnth of service.

The number of monthly payments in a year depends upon individual faculty appointment
and check disbursement plan. The faculty member may chooseraantie, 16month or
12-month disbursement plan depending upon the term of acadermiotapgnt.

Notice of payroll deposits wildl be forwarde
email addressDirect deposit of payroll to a bank or distribution of pay througtsSthea t e 6 s
Paycardsystem is mandatory for all employees."Payroll Authorization Agreemerior

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 t¢ilm@anResource®ffice.

FACULTY PARITY

BeginningJuly 1999, a faculty parity schedule was instituted for-tintle faculty. The
parity schedule was developed by the faculty parity committee and approwveatyy
Council at theNovemberl9, 1998 meeting anthe A&M Board of Regentsneeting on
February26, 1999. The parity scale weighs experience, education and rédde (
Appendix A, Faculty Parity Schedule.)

SELECTION OF FACULTY

Openings for faculty positions are announced through newspapers and tifeatipuos.

Each applicant submits a resume. At this time, references, experience and educational
background are reviewed. A personal interview is arranged with selected applicants by the
department/division head with the interview committee. Finactieh of the applicant is
recommended to the vice president Amademic Affairsby the department/division head

after having appropriate faculty counseSeé Appendix D, Policy Statemetat Govern
Appointments, Tenure, Promotioasd Related Mattersf the Facultyof 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 ofeans
keeping abreast of the latest developments in one's specialty field. 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/eis@upand
provided such activity does not involve possible conflict 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.

"Noticeof Intentto Engagen a Professional Activityfor Extra Compensation” (See Ferm
Appendix G)is initiated prior toOctoberl each year by faculty members who plan to
engage in outside activities. Requests are submitted to the department head,hdigdion
and vice president fakcademic Affairsfor approval.

Caution is given not to show any consulting @dahomaState government if it is a state
supported institution. No futime state employees should be receiving more than 100%
income from sta funds without special permissionOklahoma State Universitgolicy
andProcedures Lett2-0111)

TEACHING LOAD AND OFFICE HOURS

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

Each faculty member is expecteddstablishpost and maintain weekly office hours for
class preparation and student advisement. Office hours should be scheduled at times
convenient to both students and faculty with the additional option of prearranged
appointments for students when there is adwdeeconflict. The number of office hours is

to be determined at the appropriate administrative level. To equate the assigned workload
for all faculty, a general requirement of 35 hours per week of combined class, laboratory
and scheduled office hoursahid be followed. Faculty members who teach online courses
may choose to designate five (5) hours a week as their virtual office hours which may be
held on or off campus. If the faculty member chooses to use virtual office hourboar30
onrcampus schede will be posted. Online office hours, meeting the needs of students,
will be clearly communicated to the students through email and posting in online sections.

TEACHING RESPONSIBILITIES

Faculty have the pro$sional responsibility to provide quality learning experiences for the
student. Faculty are expected to meet their classes at scheduled times. In cases of iliness or
any other emergency, the faculty will notify the department head so that approprtate act

may be taken.
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CUMULATIVE (POST -TENURE) REVIEW

In December2007, the OSU A&M Board of RegentpassedOSU Policy & Procedure

Letter Na 2-0 1 0 @umuldtive Revievof Tenured Facultpy whi ch was desi gned
to OSUStillwater. OSU-Oklahoma Cityhas modified that policy slightly to apply to the
OSU-Oklahoma Citycampus See Appendix Hfor OSU-Oklahoma CityPostTenure

Review Policiesnd Procedures.

LEAD INSTRUCTOR GUIDELINES *

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

1 Lead instructors will typically be fulime faculty members

1 Each academic division will forward recommendations regarding the number
and areas of assignment for lead instructors through established administrative
channels (i.ethe department heado thedivision head, tahe vice president of
academic affairdo the president). These recommendations will be:

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

9 Ciriteria for lead instructor recommendations
number of students

number of academic disciplines and/or areas
number of adjunctaculty

number of sections

programmatic responsibilities

special assignments

= =4 =8 -8 -4 -9

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

1 All lead instructor assignments will be finalized My 1 each year.
These recommendations wouybdovide a coseffective means of promoting academic
excellence and integrity, as well as providing administrative support and supervision for
adjunct faculty. These recommendations would also help address current issues involving
equity, fairness and osistency in the assignment of lead instructor duties

*Any deviations and/or exceptions to these guidelines must be approved Wicehe
Presidenbf Academic Affairs.
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EMPLOYEE SEPARATION

Prior to departure on the last day of employment, employees must finalize paperwork in the
Human ResourceSffice. In addition, the employee needs to obtain a separation checklist
at website atwww.osuokcedusecurity or Human Resources This checklist must be
initialed by all departments specifiedlhis checklist will be turned into th8afety And
Security Officeby the departing employee. All keys, hangtdd3, card and any other

item of employment are due 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 hoursMonday i Friday. These are required to obtain library
privileges, bookstore discounts, and use of Wediness 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 must be conducted in strict compliance with regulations
prescribed by theOklahomaState Departmendf Health and theU.S. Environmental
Protection AgencyAs requiredby Title 29 Codeof Federal Regulations Part 10&yb Part

Z, Section 1450 (2CFR1910.1540).

Material Safety Data Shee{®SDS) on all hazardous materials are collected and filed in
the department where the materials are used. A master reddi8iDss is kept with the

Office of Safety and Securitylf an employee receives MSDS the Office of Safety and
Securitymust be sent a copy of théSDS and the department 6s
must be updated. All existing labels on hazardous substance containers must remain intact.

Employees woring in areas wherexposue(s) to hazardous substance(s) exists shall be
required to perform their jobs in accordance with precautions communicatedMattréal
Safety Data SheetmndDepartmental Safety Manual$ applicable. Reference is made to
Oklahoma State UniversitiPolicy And Procedure Letter, Hazardous Material: Training
HAZMATEmployees, 8535,as a source of information and clarification

Workplace Threats and Violence

It is the goal oOSU-Oklahoma Cityto provide a safe and secure workplace. The safety of
employees and students is very important both in terms of enhancing the educational
environment and promoting a supportive working atmosphere.

Serious threats or acts of intimidation, and acts démime with or without the presence of
a weapon, will not be tolerated. Violations of this policy may result in disciplinary action,
including possible suspension, termination and/or the filing of criminal charges.
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All employees shall immediately reportta of violence and any serious threats that a
reasonable person would consider potentially dangerous made against them or witness by

t hem. Such reports may be made tHomat he e mpl

Resource®ffice, safety and security fide, or any administrative management official.
Supervisors, etc., receiving reports of acts of violence, serious threats, or good faith concerns
about unusual or threatening behavior shall take appropriate steps as soon as reasonably
possible, includingcommunicating with theSafety and Security Office to reduce or
eliminate any threats of immediate danger.

If an employee has taken legal steps to protect him/herself from another person with a
Victim Protective OrderVPO) or Emergency Protective OrdéEPO, a copy of the
VPO/EPOs houl d be provided to t h®ireetonpfHumgne e 6 s
Resourceand theOffice of Safety and Security

ALCOHOL/DRUG POLICIES

Drug-Free Workplace

In accordance with thBrug-Free Workplace Aobf 1988,0SU-Oklahoma Citynotifies all
employees that the unlawful manufacture, distribution, 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 inctudiismissal or be
required to satisfactorily participate in a drug 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 sucpopes by a federal, state or local
health, law enforcement or other appropriate agency. The imposition of such disciplinary
action or requirement to satisfactorily participate in a drug abuse assistance/rehabilitation
program is premised solely upon alation of this prohibition and does not require a
criminal conviction.

As a condition of employment &SU-Oklahoma City all employees will:
1. Comply with the terms of this statement; and

2. Notify OSU-Oklahoma City(through either their immediatsupervisor, other
supervisory administrator or project director) of 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 yge being disciplined or required to
satisfactorily participate 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 furtrer requirement of thBrug-Free Workplace A¢tOSU has established a drfigge
awareness program for the purpose of informing employees about the dangers of drug abuse
in the workplace, théJniversittd s pr ohi bi ti on of comOSW ol | ed
property, any available drug counseling, rehabilitation and employee assistance programs,
and the penalties that may be imposed for drug abuse violations. An employee assistance
program has been created in furtherance of the-fdeegawareness program. Infaation
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about the drudgree awareness program and the employee assistance program may be
obtained from théluman Resource3ffice.

Reference is made tOklahoma State UniversitiPolicy and Procedures éfter 11205,
DrugFree Workplacand theDrug Free Wrkplace Actof 1988 as sources of information
and clarification.

Drug-Free Schools Policy

As set forth in local, state and federal laws, and the rules and regulato8t/@klahoma

City, OSU-Oklahoma Cityprohibits the unlawful possession, use otritigtion of illicit

drugs and alcohol by students and employees in buildings, facilities, grounds or other
property owned and/or controlled ISU-Oklahoma Cityor as part ofOSU-Oklahoma

City activities.

Internal Sanctions

Any student or employee @SU-Oklahoma Cityalleged to have violated this prohibition

shall be subject to disciplinary action including, but not limited to expulsion, termination of

empl oyment, referral for prosecution after a
an apjpopriate rehabilitation program. Any disciplinary action shall be taken in accordance

with applicable policies dDSU-Oklahoma City

External Sanctions

Local, state and federal laws provide for a variety of legal sanctions for the unlawful
possession andistribution of illicit drugs and alcohol. These sanctions include, but are not
limited to, incarceration and monetary fines.

Drug/Alcohol Counselingand Rehabilitation Programs

The Wellness Center, Family Resource CendedCounseling Centdnave information of

this nature for students and employees. Ehmployee Assistance Prograsnalso available

for employees. Other resources in the community may also be available from these centers
or programs. Seeking help from, being referred to or ff@se services is confidential, and

will not, alone, result in disciplinary action. Individual privacy will, of course, be maintained

in any counseling/rehabilitation process.

Reference is made to thigrug-Free Schoolsind Communities Actf 1989as souces of
information and clarification.

CONFIDENTIALITY

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

student data and other information that is considered confidential. Maintaining this
confidentiality is importanto the success of the institution. Under the fedEeahily

Educational Rights And Privacy Act s o met i me s rBeckleyAmeendd nieon ta, so tihte
is a violation of federal law to release student educational records or personally identifiable
informaticn about a student without the studentds
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USE OF TOBACCO/SMOKING

EffectiveJanuaryl, 2008, 0SU-Oklahoma Cityis a smokeéree/tobaccdree campus the

use of all tobacco products is prohibited anywhere on campus, including buildings, grounds,
and parking lots leased, owned or operate@8y-Oklahoma City This policy applies to

all persons on campus, includibgt not limited to employees, students and visitors to the
campus.

TELEPHONE USE

OSU-Oklahoma Citytelephones are to be used for business purposes in serving the interests
of our students and in the course of normal business operations. Answer alicrafdy

and courteously. On occasion, personal calls may be necessary, but cooperation is requested
in limiting them to emergencies or essential personal business and in keeping them brief.
Emergency use only telephones are located in all the classemoh@se only to be used in

real emergencies. Follow the instructions on each phone.

APPROPRIATE COMPUTER USE

As an institution of higher learning@@SU-Oklahoma Cityencourages, supports and
protects freedom of expression and an open environment to pursue scholarly inquiry and
to share information. Access to networked computer information in general and to the
internet, in particular, supports the academic communityrbviding a link to electronic
information in a variety of formats and covering all academic disciplines.

Consistent with othedniversity policies, this policy is intended to respect the rights and
obligations of academic freedom while protectingrigats of others. The computing and
network facilities of theJniversity are limited and should be used wisely and carefully
with consideration for the needs of others. Usage of these facilities is a privilege rather
than a right. As with any resource,i$t possible to misuse computing resources and
facilities and to abuse access to the internet.

OSU-Oklahoma Cityreserves the right to limit, restrict or extend computing privileges
and access to its information resources. Users are responsible foovimecomputer
accounts and the usage thereof. Users will be subject to disciplinary action, including
termination and/or loss of privileges for misuse of computers or computing systems under
their control. Anyone who accesses, uses, destroys, alters nmaigdaUniversity
information resources, properties or facilities without authorization may be guilty of
violating state and federal law, infringing upon the privacy of others, injuring or
misappropriating the work produced and records maintained by odineler threatening

the integrity of information kept within these systems. Such conduct is unethical and
unacceptable and will subject violators of thgslicy to disciplinary action by the
University, including possible termination from employment, espul as a student,
and/or loss of computing systems privileges.
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APPROPRIATE USE OF ELECTRONIC MAIL

1 As with otherUniversity resources, -eail is appropriately used for purposes that
further the goals of theniversity.

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
internet by any member of théniversitycommunity.

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

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

General Policy Statements

1 Itis the intent oOSU-Oklahoma Cityto preserve the privacy ofreail communications
and maintain access to communications intended for an individual. Given that
universities place high value on open communication of ideas, including those new and
controversial, the intention of théniversty is to maximize freedom of communication
for purposes that further the goals of taversity.

1 All e-mail communications, unless subject to a specific privilege, are subject to
production under th®klahomaPublic Records Acand, when relevant, tostiovery in
civil litigation.

Objectionable Material, Violations and Sanctions

1 TheUniversitycannot 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 thEniversity community are expected to
demonstrate good taste and sensitivity to others in their communications.

1 Itis aviolation of tls policy to use enail to libel, harass or threaten other individuals.

1 Users of campus communications are subject to local, state and federal laws and
regulations and applicab@klahoma Staté&Jniversity policies and procedures. Users
must comply with copyright laws.

Reference is made ©klahoma State Universitgolicy and Procedures Letter, Usef
ELECTRONIC MAIL1-013 as a source of information and clarification.

ELECTRONIC DEVICE POLICY

Cel | phones and other electronic devices are
family situation requires the student to keep the device turned on during class, the student
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must turn the phone to a silent or vibrate mode. If a student eveste a call during class,
the student will leave the room. A 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.ml 6:00 p.m.
Friday 8:00 a.mj 5:00 p.m.
SaturdajSunday closed

Extended hours will be coordinated with enroliment offices each semesteRodk&tore
is located on the second floor of tAeudent Center

TheBookstore carries the textbooks and reference materials that are used in courses offered
at OSU-Oklahoma City A complete line of office and school supplies, computer software
and peripherals, accessories, medical supplies and uniforms, and other items are also sold.
General trade books, greeting cards, gift items, @8t logo articles are carried. Faculty
membes may show id and receive a ten percent (10%) discount on most purchases.

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

BusinessServices handles student accounts, including billing, receipt of student payment
and campus deposits, processes student refunds, incldiagcial Aid disbursements,
vehicle reservations, travel reimbursements and oversees campus purchassngess
Sewvices is located in th&dministration Building room 201.

EveningMWeekendCoordinator

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

(Hours are subject to chanpge

the Evening/Weekend Coordinatacts on behalf of all campus offices and departments in
assisting evening and weekend personnel. If you have questions or problemsi@antact
312-1555. The Office of theEvening/Weekend Coordinatizr in theTechnologySupport
CenterLRC 102.

Food Service Hours: Monday- Friday 7:30 a.m=7:00 p.m.
SaturdaySunday closed
summer hours: Mondayi Thursday 7:30 a.mi 7:00 p.m.
Friday 7:30 a.mi 3:00 p.m.

SaturdajSunday 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 selection should be arranged witudent Centeand Canpus

30



Events Officewi t h a mi ni mum of occampusweaering@rs baverage c e .
service must be done widSU-Oklahoma CityFood Service The dining room is open for

study or relaxing from 7:30 a.Aa:00 p.m. Mondayriday. The dining room iglosed on
SaturdayandSunday FoodServiceis located on the second floor of tBeident Center.

Library Hours: Monday- Thursday 8:00 a.m.9:00 p.m.
Friday 8:00 a.m:5:00 p.m.
Saturday 9:00 a.m-5:00 p.m.
Sunday 1:00p.m-5:00 p.m.

Holiday, weekend and interim hours are posted.

The OSU-Oklahoma Citylibrary houses a collection of print and Aarnt items to help
students and faculty members in the teaching/learning process. Books, periodicals, audio
visuals, eletronic databases and reference works are ldangbe library. If faculty need

certain materials to be put on reserve, please see library staff. Faculty are encouraged to
provide library staff with copies of any assignments to be completed in the ldardiney

can better assist students. Faculty are also encouraged to arrange tours of the library and its
facilities for their students. The library is located inltkearning Resource Center

Lost & Found Location: Security Office
Business Technologies Building, Room 100
(See Sectioim Safetyand 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 usedach department

KEYS

Keys necessary to carry out teaching assignments will be obtained by the division head or
division secretary. You will be required to fill out a key agreement form. Upon separation
of employment, all keys, along with a sepamathecklist obtained from th@ffice of

Safety and Securitwebsite atwww.osuokcedu/securityor Human Resourcesre to be

turned in taSafety andSecurity. Reports of lost or found keys should be made immediately

to the division office and can be replaced upon request. Duplication of any campus keys is
strictly illegal.

MARKETING & COMMUNICATIONS

The Communications Departmerderves as a clearinghouse fait media relations
marketing, advertisingqublic relation Creative Servicegublications, web services, social

media services and new media content management including plasma screens and electronic
signs

Media Relations

OSU-Oklahoma City offers a variety of excellent programs taught by outstanding
individuals. In an effort to project oimage in a consistent manner, faculty and staff should
contact th&Communications Departmetat discuss media opportunities.
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Only the OSU-Oklahoma City president and the senior director dfarketing &
Communicationsor those authorized by the president oritagketing & Communications

director, are designated to dispense press releases, contact the media or answer media
inquiries. Also, should mediapresentatives make an unscheduled stop on campus, the
Communications Departmesthould be contacted immediately.

Occasionally, the media may contact @@mmunications Departmefdr a representative

to participate in an interview regarding a particidaea of expertise. In most of these
situations, a representative from t@®mmunications Departmentill also attend the
interview to provide support as needed and will provide any preliminary information in
preparation for the interview.

Marketing , Advertising & Public Relations

If a department or division needs paid advertising for program promotion, schedule a visit
with the Communications Departmenirector to discuss audience, marketing goals and
budget. Upon approval by the appropriate division head and vice president and
establishment of budget and timeline, your advertising will be created and placed.

Creative Services

CreativeServices has theesources to layout and design materials ranging from a simple
flyer to full color publications. Within th€ommunications Departmer@reative Services

is the production and distribution center for the imag®8tJ-OKC. This involves the
process of inflancing and coordinatin@SUOKC6 s i mage and identity
external clients (i.e., community residents, business leaders, legislators, news media,
prospective students, parents, alumni, major contributors, friends and taxpayers) and its
internal customers (i.e., faculty, staffudents).Should you require graphic services from

the Communications Departmenplease submit ailectronic Communications Request
(ECR), www.osuokcedu/communicationsThe originator, the appropriaigce president

and a representative from tli@ommunications Departmemhust approve all external
publications before they will be printed.

Image And Publications

Any item that is produced with tf@SU-Oklahoma Cityofficial name and/or logo must be
approved by theCommunications DepartmentThis includes but is not limited to press
releases, mass mailings, brochures, newsletters, promotional items, apparel, internet sites
and print advertisements.

Whether working with a client on a project from the ibagng on content and design or
reviewing a final draft for approval, tli@mmunications Departmefailows OSU Graphic
Identity Guidelinesand edits/proofs to th&ssociated Pressriting style. OSU exceptions

to the AP style are included in thguidelines.) This ensures accuracy and effectiveness of
content and consistent presentation @SU-OKC to internal and external audiences,
whether in print, on the web or via other media.

Submitting a Communications Request

To make aCommunications request, complete tBkectronic Communications Request
form (www.osuokcedu/communications The Communications Departmentill process
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your request and secure any outside vendor needednjaete your request. For additional
information call theCommunications Departmeat 4059453317. See Appendix N

Student Organizations

Student organizations are required to adhere to the guidelines set forth. Students must gain
approval for any nt&eting or promotional items bearing t@&U-OKC name or image by
going through their club adviser.

Web Designand Development

The official OSU-Oklahoma Citycampus website is designed and maintained through the
Communications Departmenithe web servesihoused and maintained by théormation
Services Departmentyhich oversees accessibility and security issues. Website policy is
governed byThe Institutional Web Page Committeall requests for major webpage
changes or new webpages should be madedhranElectronic Communications Request
(ECR, www.osuokcedu/communications Minor changes can be sent to
communications@SUOKCedu

Social media
OSUOKC social media is managed through tGemmunications DepartmenDSU-
OKC6s soci al media sites are portals to the

information. Before setting up a social media page for your department, consult with the
web catent coordinator in thEommunications Departmer@ee social media guidelines at
www.osuokcedu/communications
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FACULTY BENEFITS AND SERVICES

BENEFITS AND SERVICES

Pay

Employees working for state agencies or undetklahomaState Regents For Higher

Education Systemr e pai d by direct deposit to an acco
institution.

Employees who are unwilling or unable to have an account at a finiastiaition must
use theDklahomaPayCardto receive their pay. Access to the funds on this card (which
come from electronic deposits @SUpaychecks), is only available electronically either
throughATM cash withdrawals or store/vendor purchases. Feessaociated with the
PayCard. Questions regarding direct deposit oiReigCard should be directed uman
Resources

Faculty positions are set up to be paid on the monthly payroll cycle. Payment is made on the
last working day of the month. Every pitds attempt will be made to adhere to these
schedules, but in unusual situations, adjustments may be necessary.

OSUdoes not issupapermay stubs or vouchers. Instead, detailed information about the

empl oyeeds pay i nf or ma tndW22s)cdénibenobthinedifomg past p
Web forEmployeeshttp://webemp.okstate.edddditionally, employees who activate the

O-key (access system) will receive automatic email notifications of the net amount of their

paycheck several days prior to payday.

In addition to any merit or cosif-living increases that might be granted, faculty members
can receive increases in their salary based on length of service and additional educational
attainment. Faculty members gaceive salary adjustments yearly for up to a total of ten
year s 0 ebPagukyrcan also ceeeive salary adjustments for additional graduate
credits earned and/or graduate degrees. Details can be found in the explanation of the
Faculty Parity PlaiiAppendix A).

Insurance & Flexible Benefit Plans

OSU-Oklahoma Cityprovides 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 (ntemporary) work assignment of at least six months and an

FTEof .75 or greater. The benefit package includes ast@sing plan, wittOSU paying a

portion and the employee paying a portion (which is payroll deducted). Employees must
enroll self and dependentif applicable) within 30 days of eligibility date to avoid adverse
consequences. Insurance options inchetdth, dental, vision, life, longrm disability,

long-term care and cancer coverage.

Flexible benefit plans are also available to employeegible benefit plandRS Section
125) allow employees to teshelter employegpaid health, dental, and vision premiums,
unreimbursed medical expenses and dependent care expenses.
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For more details on the insurance and flex plans, including the vapbossoand cost, go
to: http://hr.okstate.edu/benefits/benefits.php

EmployeeAssistance Program

An Employee Assistance ProgrdfBAP) is a confidential resource for employees, provided
free of chargeEAP represents a commitment by theiversityto improve the welbeing

of employees through professional programs which can provide counseling assistance in
addressing personal difficids. For OSU-Oklahoma Cityemployees, counseling services

are available with either of the two resources listed below:

1 Variety Carecommunity health centers

Located inOklahoma Cityat 4023N.W. 10" (about 3 blocks west dfortland or at 1025
StrakaTerrace (soutlWKC) to make an appointment call 68888,ext.280 orext.276

1 OSUi Stillwater

Located in Stillwater, OK in the Seretean Wellness Center (Room 103C). To make an
appointment call 40544-6415.

Assessment and counseling services are availal@mployees dSU-Oklahoma Cityand

their immediate family (spouses and unmarried children from birth to age d®to 25 if

the child is a fultime student, unmarried, and dependent upon employee for principle
support).

Individuals will generally b seen byariety Carewithin seven (7) business days of initial

contact. In emergency situationgriety Carestaff will see individuals as soon as possible.

If immediate care is not possible, consultation and referral services will be provided by

Variety Care Variety Careshall use its expertise and knowledge of community resources in

referring employees dDSU-Oklahoma Cityor members of their immediate family only to

treatment facilities approved by an appropriate outside accrediting body, whiclitaies

to the nature and severity of the clientds p
(3) treatment resources, whenever possible.

The goal of intake and assessment session(s) will be to assist the client(s) in determining the
nature of teir problem(s), provide assistance through counseling or direction to the most
appropriate resource available to help them resolve the isst(gty CareEAP staff will

meet with employees or members of their immediate family up to four (4) sesssbnsifea

more extended assistance appears to be required, referral services will be provided by
Variety Care Intake, assessment and counseling appointments will generally be scheduled
in either 30 or 45 minute sessiongariety Carewill develop an apprariate treatment plan

for all types of personal and family problems, including alcohol and drug abuse assessments
for individuals it sees pursuant to this agreement.
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All staff members providing counseling services pursuant to this agreem+atibty Care

shall possess a license from the stat®klbBhomaa nd a mast ehDOFeomdne gr ee o0 |
accredited mental health degree prograntSacial Work, Marriage & Family Therapy,

Counselingor Psychology.

EAP services are provided by a licensed psychologi€3$& employees and dependents.
Services that are provided through this program:

T Individual/couples/family counseling
1 Assessment/evaluation
T Referral to community resources or treatment
1 Follow-up on referrals
1 Education and training
Problems can be adds®ed througEAP:
1 Alcohol/drug abuse
1 Emotional/stress
T Psychological
1 Marital/family
T Medical

Hours of operation ar®ondayFriday 8:00 an. - 5:00 pm. The EAP also attempts to
accommodate people who cannot visit during regular office hours.

Retirement Programs

EffectiveJuly 1, 2004, newly hired employees have a choice between two retirement plans
Oklahomal e a ¢ h e r 6 s (ORRdr theaO8SUAkemate Retirement PIgARP).

Retirement benefits are available to employees who have a regdileor@inuous (non

temporary) work assignment of at least six months arklr&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 can never be chandedg hew employee fails to

make a decision within the 90 days, he/she will be default enrolle@kidbomat e ac her 6 s
retirement.

For more details on the retirement plans, go to
http://hr.okstate.edu/docfiles/retirementprog.pdf
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Additional Savings andinvestment Opportunities

Regardless of th®SU retirement plan selected, employees can also choose to save money
through taxsheltered annuities and deferred compensation progrdrase Voluntary pre

tax savings opportunities allow the employee to set aside additional money toward
retirement. Contributions to the 457(Hpeferred Compensation Plaor 403(b)

Supplemental Tax Deferred Annuity Programe deducted before federal and estzixes

from your regular paychecks and invested thr

Statutory Benefits

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

and Medicare wor ker 6s ¢ omp e n smploynent comperssationaThe e and
employee an@SUeach contribute to social security dfiddicare Wor ker 6 s compens
covers an empl oyeeods ofrmeodne esulting Bomprerkelteds and |
injury or illness. Unemployment compensation providesnemic 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@&it expends in total compensation for
empgoyees.

Sick L eave

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 absence resulongtfre 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
corresponding kiaw relationships.

Full-time faculty accrue sick leave at the monthly rate of 19.56 hours during the months of
SeptembethruMay (a total of 22 days per year). Sick leave does not accrue during the
months ofJune JulyandAugust. The maximum accrual for 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 othéghan forOTRSpurposes. Pattme faculty accrues sick leave hours and
maximums proportionately to the#TE.

Notification of absence due to illness or incapacity shall be given to the appropriate
division/department head by the faculty member. Eackidiviwill determine its calh
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 employmeninused sick leave is forfeited.

For further details on faculty sick leave, refelQ8&UPolicy 2-0113i Faculty Sick_eave
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Annual L eave

Faculty who have fhonth continuous assignments are eligible for annual leave. Faculty
who have 9 month assignments are not eligible for annual leave. Annual leave of 176 hours
is available for use aduly 1 each year. Any leave not usedJoye30 of thefollowing year

is forfeited. Newly hired faculty will receive a prated portion of annual leave hours, based

on the month of hire.

The use of annual leave will be accurately maintained by the department and reported each
month toHuman Resourcethrough the monthly absence repoHsiman Resourcewill

record used annual leave through 8terePoinprogram. These records are available to
each faculty member and should be reviewed so that overuse does not occur.

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

Upon separation of employment, unused annual leave is forfeited.

Holidays
The following are holidays that will normally be obsedt by all departments and divisions

of the campus through closing all offices.

NewYear 6s Day
Martin LutherKing Jr. Day
MemorialDay

July4™

LaborDay
ThanksgivingDay

Day after Thanksgiving
Christmasve
Christmaday

Three additional workdays

*Depending on how days fall in the year during @eistmasbreak, other workdays may
be designated as days that the campus will be closedofith faculty will be required to
use annual leave for any days designated as mandatory leave days.

For assistarte with any questions on benefits, please contactOerOklahoma City
Human ResourceSffice at (405) 9483298 or come to our office. We are located in the
Administration Buildingand are opeMondayFriday from 8:00 an.-5:00 pm.

ReligiousHolidays

OSU will provide reasonable accommodation for employees who request time off to

observe religious holidays on regularly scheduled work days. To avoid disruption to normal
work schedules, employees must request in writing to the department head at leaskone we
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in advance. Time off will be granted unless such leave would cause undue hardship to the
department.

PAID PERSONAL TIME OFF

Funeral L eave

Employees shall be granted upon request up to three working days of funeral leave with pay
upon the death of elated person in the immediate family; or for one day upon request of
funeral leave with pay upon the death of a related person not in the immediate family. For
the purpose of this policy, immediate family is defined as: spouse, children, parents,
grangarents, grandchildren, brothers, sisters, or correspondiay irelationships.

In some cases, the three days of funeral leave are not sufficient. In such cases, additional
administrative leave with pay may be authorized by the appropriate depahniaehand
vice president.

When covered funeral leave occurs while the 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 lealesupersede the other type of leave.

Catastrophic L eave

An employee who suffeiadividual, personamisfortune 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 lave, if the event occurs while the employee is not on leave without 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 institutiomake the decision to
close all offices except those recognized as necessary to maintain essential services.

Court Leave

Employees who are called to serve as a member of a jury panel shall be granted a leave of
absence with pay. Fees paid by the court in connection with the jury panel duty may be
retained by the employee.

When jury duty occurs while the employee is on éeaithout pay, paid court leave is not
granted. When jury duty occurs while the employee is on annual or sick leave, the paid court
leave will supersede the other type of leave.

A leave of absence with pay shall be granted the employee when the court appearance is the
result of an act performed by the employee as part of his/her official duties as a staff
employee ofOSU-Oklahoma City The employee is not entitled to receive degy for

serving as a witness pertaining to his/@&U employment. If the employee is required by
subpoena to testify in a county other than the county of residence or employment, the staff
member shall be entitled to receive court reimbursement for raileag
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In no case shall a leave of absence with pay be granted to any employee when the court
appearance is the result of the employee being involved in a personal litigation case outside
his/her scope of employment. Annual leave, if applicable, may be ued of a leave of
absence without pay.

Voting L eave
Under Oklahomastatutes, an employee may have two hours or more time off to vote, if
distance to polls requires it, provided all of the following conditions are met.

A request for such time off musebnade in writing by the employee the day prior to the
election. The supervisor 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 the close of the work day before close of
polls. A supervisor may change work hours to provide for such atibreperiod.

If the above conditions are met, such tiofeto vote would be considered administrative
paid leave.

LEAVES OF ABSENCE

Requests fot.eavesof Absencemay be granted at the institut
full-time employees to maintain continuity of service in instances where unusual or
unavoidable circumstances require prolonged absence. For complete details regarding the
following "leave of absece without pay" categories, please contactHtman Resources

Office.

OSU-Oklahoma Citydoes not discriminate by reason of race, age, creed, color, sex, age,
disability, sexual orientation, veteran status, or national origin in its leave policiedjnigclu

but not limited to: leave with pay and leave without pay for educational or professional
purposes; sick leave including maternity leave; annual leave; or administrativellemas.

due to pregnancy shall be treated as any other temporary medidgiar.

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 and/or théuman Resource Directéor the® details.

REQUESTS FOR LEAVES OF ABSENCE INCLUDE:

The Family and Medical Leave Act(FMLA)

The Family and Medical Leave Acbf 1993 EMLA) gives certain job protections to
employees when balancing work responsibilities with the demands of personal illness or
injury or in caring for family members. The polig@SU Policiesand ProceduresFamily

and Medical Leave AcB-0708)sets forth the essential provisionskWILA. In the event
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that additional clarification is needed, the actual act and regulations issued by the federal
government implementing the act shall prevail.

Depending on individual circumstances of the leaveulfg may also be concurrently
eligible for paid sick leave benefits und@BUPolicy andProcedures 20113(Faculty Sick
Leave).

Long-Term Disability (LTD) L eave

OSU-Oklahoma Cityis committed to assisting employees when they suffer from a
debilitatingillness or injury by providing an opportunity for lotgrm disability (Itd)
insurance coverage and related benefits. To be eligible for Itd and related benefits, an
employee must be in a continuous regular position of at least .Abrfelequivalentk TE)
with an assignment of six months or marel must be enrolled in the Itd insurance
program.

The Itd insurance program requires 180 days from the onset of disability before insurance
benefits commence payment . This first 180
benefits are received from the Itd insurance program during this time. Foimnfooneation

about Itd, such as claims, leave of absence with pay and pay during leave of absence with
pay, please refer tOklahoma State Universifyolicy and procedures, loAgrm disability

3-0750.

Personall eavewithout Pay

All employees may make vitén 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 six months. Authorization shall be based on department and
employee needs,onteemp| oyeeds plan to return to the
return. All annual leave and compensatory leave accumulation must be exhausted before
personal leave without pay begins. The appropnate president must approve any
exceptions.

Mil itary Leave

Federal law prohibits discrimination by employers against persons because of their service
in the armed forces of the united states and in certain related uniformed services in order to
encourage nonareer service in the armed forces. Fdirdatails of policy, refer ta@OSU
Policyand Procedure8-0719 Military Leave.

Additionally, theOklahomalegislature has adopted laws which provide special benefits to
state employees who serve in thened ForcesOklahoma State Universitas a matter of
public policy, is committed to supporting its employees who choose to engage in service in
the Armed Forcesand this policy is intended to outline the rights and obligations of the
Universityand its employees regarding such service. Qitetividual cases will have to be
resolved through a review of the facts particular to a given instance of military service.

When faced with a unique or unclear question regarding the applicatibmvefsity policy
and state and/or federal law to atalar case, unit administrators should consult with
OSUHuman Resourcdsr assistance and direction.
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For assistance with any questions on benefits, please conta€@ShkOklahoma City
Human Resource®ffice at (405) 9453298 or come by their office, located in the
Administration Building

OTHER SERVICES

Educational Assistance Program

With the approval of the department director or department headtianeitontinuous (40

hours per week) employee whan meet the academic requirements of the institution, may
receive a tuitiorwaiver (onehalf) for no more than six (6) credit hours for the fall and

spring semesters and for no more than three (3) credit hours for the summer semester. Only
one (1) cowe (maximum of four credit hours) may be taken during the normal hours of
empl oyment . The employeeds supervisor must
course shall be made up at some mutually agreeable time between the staff employee and
the syervisor. Many courses offered through the technical education center are also offered

at no cost to the employee.

Exceptions to the six (6) credit hours limit may be made in exceptional or unusual
circumstances if justified by the staff employee and@ma by the director, department
head, vice president or campus president.

To be eligible for a fee waiver, the employsadent must submit a completdRietjuestor
Faculty/Staff Fee Waiveérform to their supervisorHuman ResourceDirector, and the
Scholarship Coordinatofor signatures. Forms may bétained in the Human Resources
Office.

Automatic Bank Deposit

OSU policy requires that all employees be paid through direct deposit. To make
arrangements for automatic bank deposit, contad¢dtimean Reource Office.

OSU Foundation Payroll Deduction

Personal donations t@SU-Oklahoma Citythrough payroll deductions can be made to
benefit any department, division or project. As little as $5.00 per month may be directed
from your paycheck toward theqgram of your choice. Employees can help build their
own departmental funds with th©SU Foundation for scholarships, endowments,
equipment, professional development or other worthwhile activities that would not
otherwise be possibleAll donations are ta deductible. For more information or for a
payroll deduction form, please contact @féice of Development

OSU-Oklahoma City Bookstore

The Bookstore is located on campus in the student center. -tifRell classified,
administrative/professional anfdculty employees are eligible for a 10% discount on
purchases.
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American Express Corporate Credit Card

Continuous employees are eligible to participate inAtreericanExpress Corporate Card
Program. The card will be issued in your name to be used for you for business expenses.
AmericanExpress will charge an annual fee of $55.00 to the cardholder. This fee will be
paid by the cardholder, not thaiversity.

To participate, aldAmerican Express apjptation must be completed. These forms are
available in theHuman ResourceOffice. By signing the application, you are agreeing to
maintain your account in a current status and authorize the receipt and exchange of
information shouldAmerican Express Treel Related Services Company, .I@eem it
necessary. Upon termination of employment v@BU-Oklahoma City the corporate card

will be canceled.

Child Development CenterLab School

OSU-Oklahoma Citysponsors &hild Development Centdrab Schoo(CDC-LS), located

on the southwest corner ofi@nd Portland The CDC-LS is a developmental program
providing quality childcare to children (ages six weeks to five years) of students, faculty and
staff and the community. ThREDC-LS also serves as a laboratdor several academic
programs includingEarly Care Education, Nursingnd Emergency Medical Services
Faculty, staff and students receive a reduced weekly rate Ndtenal Academyf Early
Childhood Programaccredits theaCDC-LS. Normally, theCDC-LS has a waiting list for
enrolliment. Please contact ttieector of CDC-LS at extension 943260 or 9483244 for
further information.

EmployeeCommunications

Most campuswvide information is communicated byneail or campus mail. Departments

that haveemployees, who do not receivarail, 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

The academic seester is the standard academic calendar unit inOklahomastate

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
meet for the fli 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 DISABILITIES ACT (__ADA)

The University approvedADA 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.
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If any member of the class feels that he or sheahdisability and needs special
accommodations, contact Emiheng the Advisor to Students with Disabilities
Student CenteRoom M42.

Any student who desires accommodation in the learning environment has the responsibility
to request accommodations aadidentify him or herself as a student with a disability to

the Advisor to Students witiDisabilities The Advisor to Students with Disabilitiewill

provide the student with information about appropriate documentation distislity. The
student and thé\dvisor to Students with Disabilitiewill develop an access plan for

accommodati on. It I's the studentods respons
devel oped access pl an/instructootrthissplamot i fi ca

accommodations cannot be madeghe studentAdvisor to Students with Disabilitiesnd
instructor will receive a copy of the access plan

It is the affirmative obligation of the student not only to provide competent medical
documentation asequested by th®ffice of Services to Students With Disabilitidsut
also to renew any additional requests for accommodations each new academic semester.

For additional information for faculty members, please referAppendix B ADA
Handbookfor Facukty Members.

Note-Taking Requestto Faculty

A student with documented disabilities may

responsibility to contact th®ffice of Services to Students With Disabilities request
assistance with note taking. Late requests may not be fulfilled 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 canerch as arrangements

for receiving notes. Students should work with their note takers to determine the type of
notes preferred and the appropriateness of the notes suppl@aabonless form paper

(NCR) may be picked up by the student with the digghifom the Office of Services to
Students with Disabilities The student must supply thNCR paper when providing the
Access plan to the professor. If a professor has a qualified student in class, please ask them
to share notes with the student needisgistance. In the alternative, the professor should
read the following statement

TheUniversityhas requested a volunteer in this class to share their notes with a student
that needs assistance. If anyone would like to volunteer, please contacno@asst

The note taker should have the following characteristics:-avgéinized and detailed notes;
legible handwriting; regular class attendance; willingness to ask questions to clarify
information.

In some cases students with disabiliti®8vD) will prefer to remain anonymous to the note
taker. In those instances the professor should givéN@IR paper to the note taker and
mediate for th&WD. Because all matters pertaining to disability issues are to be treated as
confidential medical recordgpu should not name the student in reading the request to the
cl ass. It i's al so best not to refer to a
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hearing of other students. It is the responsibility ofSk#D to ensure they are in class to
receivenotes. If aSSWD misses a class he/she is not eligible to receive notes for that day
from the regular note taker unless the professor agree§SWAll must attend class in order

to receive notes as an accommodation. IfSNeD has not received notes thskiould
consult with their notéaker and/or professor. If the professor does not ensure the student of
getting the proper notes, célffice of Services to Students with Disabilite#s945338.

't is the institutionds responsibility to
be provided by identifying a volunteer in class, by providing copies of your own lecture
notes, or by putting material/notes on the internet. If there is aepmoptoviding the
accommodation by any of these means, please notifyffiee of Services to Students with
Disabilitiesimmediately.

ASSIGNMENTS

All class assignments should be listed on the course outline according to date and grade
calculation. Policyfor makeup or late class assignments should be stated in the grading
procedures of the course syllabus. Class assignments, make up policy, and acceptance of
late work should be approved by the lead instructor and follow any department policies
already stablished.

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

CLASS PERIODS

Each class should meet the specified number of minutes listed in the schedule of classes.
Those classes meeting 90 minutes or longer may havaranlife break at the midpoint of

the class. According to the policy of tBéate Regents for Higher Educati@nclass 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 iondayof the following weeks during the fall and
spring semesters:

First three weeks of the semester

8" week

10" week

13" week Mondayafter the drop/withdraw date)
7" week during the summer session

As required/needed during the semester

= =4 =4 -4 -8 -1

The rollsheets are delivered to the faculty by the division/department Feadlty should

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

CLASSROOM MAINTENANCE

Any complaints concerning the maintenance of the classrotabanatory should be made

in writing to the lead instructor and/or department head. It is common courtesy to erase
boards after class and turn off lights (especially if no other class is scheduled afterward.)
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CLASSROOM PROCEDURES

Classroom proceduresealeft to the discretion of the individual instructor but must meet
department and division guidelines. The classroom procedures policy should be handed
out at the first class meeting. However, instructors are cautioned against setting policies
and procdures that do not permit enough flexibility to allow for unforeseen circumstances
and events. Innovative methods are strongly encouraged.

COURSE SYLLABUS

A course syllabus is required for every credit course taugbSakOklahoma City and is

to be filed with the appropriate department/division head each semester the course is
offered. It is necessary that students know what the course is about, evaluation methods,
special requirements and general expectations. All course syllabi should follow the same
format/guidelines. (se&ppendix )

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

DISCIPLINARY PROBLEMS

OSU-Oklahoma Cityhas long honored the right of students 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, detstmicof
property and interference with the rights of other members of the community cannot be
tolerated. OSU-Oklahoma Citystudents are mature and have a sincere interest in the
edwcational process. Faculty members can usually depend on students to promote a good
learning environment. However, on those 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 faculty member may dismiss the disruptive student from the class.
Incidents of disruptive conduct, academic misconduct/dishonesty or midatf the
Student Rights and Responsibilitesde are to be reported to tBident Conduct Officer,
Student Activities/Campus Life Offictrst floor, Student Center The evening/weekend
coordinator assists in the judicial process for incidents ooguimi the evening. Security
officers will assist the faculty member in removirng tstudent if necessary. (sedeBa

and Security, General Policyfor instructions in contactin@SU-Oklahoma Citysecurity
officers.) If a student is permanently dismisséte faculty member must notify the
department head/division head as soon as possible. It is emphasized that permanent student
dismissal is a rare and drastic action, and the faculty member should endeavor to provide a
learning environment that would mmize student disruption.

Further information on student rights, responsibilities and conduct can be obtained in the
Student Activitiesand Campus Life OfficeStudent Centeor an electronic version is
available online abttp://www.osuokcedu/rights

EVALUATION OF INSTRUCTOR

Instructors will be systematically reviewed by the students in selected classes. The student
instructional evaluation is to be completed duringt#®14™ weeks of the fall and spring
semesters and during tB8-7" week of the summer semestegeé Appendix P
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For many classeshe instructor will pick up the evaluation packet at the division office
during the appropriate time period. A student rowns selected and will read instructions

to the students. While the students are receiving instructions and completing the evaluation
forms, the instructor will leave the classroom. Normall205minutes are allowed for the
evaluation process. Thadent monitor will collect the forms, seal them in their envelope

and return to the designated location as printed on the packet. Other classes, especially
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
Faculty determine types of examinations to be given in the class. An exam schedule should
be part of the courssyllabus and should be given to students the first class period.

The individual instructor decides whether students will be permitted to take make up or
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
examination accounting for more thiive percent of the course grade may be given. This
excludes makep andaboratory examinations, out of class assignments (or projects) made
prior to prefinals week and independent study cours#SU Policies & Procedures Letter
2-0210.1). OklahomaState Regents for Higher Educatipolicy statesfithose institutions
whichreserve 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 at the designated time of the final exam week. Final exams for
evening,Saturdayor Sundayclasses willoe administered during the final class meeting.
Any deviation requires written permission of the division head. If a student has three or
more final examinations on one day, requests may be made to the division head of the
student's major to rescheduleecof these examinations

FIRST CLASS MEETING

The first class meeting is significant and sets the tone for the course. Meaningful activities,
lectures or discussions are to be conducted in the first session, even though the students did
not have a prioassignmentOn the first day of class, faculty members should distribute the
course syllabus to each student and explain its content

FOOD AND DRINKS
Food and drinks arstrictly forbiddenin classrooms and laboratories because of the mess
created, posisle disturbance to other people and destruction to the equipment aig$acil

GRADE BOOK

Faculty members should maintain a grade book that includes the results of student
examinations, projects, presentations and other items that determine thgrédel
Faculty members should maintain copies of syllabi, course policy statements, examinations
and other materials pertinent to their courses. Faculty members who are [@&lhg
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Oklahoma Citypermanently or for an extended time should deposit thattegrecords and
course files with their department he@BU Policies and Procedures Le€3214).

GRADE POLICY FOR INCOMPLETE (1)

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

grade. The request for & grade is initiated by the student and granted to eligible students

at the discretion of the instructor. In order to be considered fdf gnatle, a student must

have successfully (grades above passing) completed at least 70 percent of the ckurse wo

and be unable to finish for reasons beyond his or her control. In order to award a grade of

l, 0 the student and the instructor must compl
Theld Aigrade agreement sets t he pletoo rofdthet i on s f
coursework and is submitted by the instructor to the office of the registrar.

GRADE REMOVAL OF INCOMPLETE (1)

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

office of the registrar on thappropriate form furnished by the registrar. Students who

recei M\te @rnadfe i n -oowioung eatire bale the aasponsibility for
satisfying the requilregeatds agiepemantedabyth
assi gnmemhot goTaatwhmal time frame allowed a student for removing an

incomplete grade is one year unless a shorter time is stipulated in the agreement.

When faculty r Bpdrot tthhee rgrga dsecomfuinginature, cour s e
the instructor shallbe e qui red t o s lobngirta dteh ea gareiegnemdal afi o
official grade change form, which is filed with tl@ffice of Admissions and Registrar

Servicesa t the end of lohgr adedemesageeemdmte Wi | | S
includingtheapr opri ate time Ilimi Ascbdbodi temovi hgttthhb
repeat the course or stipulate class attendance in a subsequent semester in order to remove
the fis not permitted.

GRADE SUBMISSION DEADLINES

Beginning fall 2010 if a coursends before the end of the full term the grades for this course
must be posted within five calendar days of the end of the course. All classes that end the
last week of the term must have grades posted by 5:00 pomayof the following

week.

GRADE REPORTS

At the end of eWebHorFmemé s$tyér /ws ddsiben made ava
entry by the faculty member. Each instructor must contadDffiee of Admissions and
Registrar Service® be assigned RIN number andraculty IDnumber. Therade option

will be available the first week of each month for the dightek 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. Amal 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 form for each
student. Instructors should not tell studentscémtact theOffice of Admissions and
Registrar Serviceshe department head or the department secretary for grades.
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GRADES

Grades are assigned by faculty based on the work completed by the student and according
to the grading procedures given to thedstut 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  (HonorsCredit) Above Average 3
C Average 2
D Below Average 1
F Failure 0
Other Symbols

Grade Explanation

wW Withdrawn

I Incomplete

AU Audit

AW Administrative Withdrawal

SuU Satisfactory/Unsatisfactory

P-NP Pass/Not Pass

P-F Pass/Fail

N Grade Not Submitted

Further information may be obtained in tHeolicy Statement On GradifigOklahoma
State Regents for Higher Educatitvay 29, 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 onGrade Change ForrfAppendix J)and must have a
recommendation from both the vice presidentfoademic Affars 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.

GRADE APPEAL

A Grade Appeals 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 procedures; 2) did notlieitow

or his published syllabus, 3) refused to c
was inconsistent in the application of <col
guidelines.

If a student believes that his/her final grade heenkerroneously assessed by the instructor,
the student may file an appeal with theademic Appeals Committeafter first visiting
with the instructor and the appropriate department and division head. The deadline for

49

0
I

r
e



submitting the completed form is fo(#) months after the date the grade was assigned, or
six (6) weeks after student begins a new semester, whichever comes firstAGpadé
Forms may be obtained from th®ffice of the Vice President for Academic Affairs
(Appendix K)

The academic ag@als 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 registrarptrécord correc
The original grade is removed from the transcript record and the newigraderded.

ENROLLMENT APPEAL

A Student Enroliment Appe& meant to deal with situations when a student is unable to
withdraw from a class priorto ti®t at e &eadijne due ® ércumstances beyond the
student 6s cont r oEnrollmert AppdallPdtisomwith theragystraf. The e a n
deadline for submission of &mnrollment Appeal Petitiois six months after the date the

grade was assigned or fees wassessed. Forms for this purpose are avaitaiotee OSU
Oklahoma Citywebsitehttp://www.osuokc.edu/appeal/appealform.agpix the Office of
Admissions and Registrar ServicggppendixL.)

OFE-CAMPUS CLASS MEETINGS

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 and the president forAcademic Affairs If the

travel is ouwtof-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 BEU-Oklahoma Ci's medical emergency insurance. If the
insurance form is not completed prior to a field trip, the instructor will assume any and all
liability incurred during the field trip.  Insurance forms are available inQffiee of
Student Serviceser the divison office. The form must be filed in ti@ffice of Student
Servicedefore departure.

RETAKING COURSES

A student who elects to retake a course must enroll in the course and pay full fees for the
cour se. For el i gi bi |GPAwil be catculated an éhe lasisaof a i d,
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 accommattieteumber 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 CHANGES

If a classroom change is made, th#ice of Academic Affairsmust 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.
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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

dropivithdraw 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 syllabus should be formulated according to the géigeendixI.

STUDENT ACADEMIC DISHONESTY OR MISCONDUCT

Academic dishonesty or misconduct, particularly plagiarism, is not condoned nor tolerated
at institutions within theOklahoma State Universitgystem. Academic dishonesty is
behavior in which a delibately 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 standards, but
without deliberate intent or use of fraudulent means. Academic dishonesty or misconduct
cases are governed by tB8&U-Oklahoma CitycampusStudent Rights and Responsibilities
code available in the student activities and campus life offitedent Centeor an
electronic version is available onlinehditp://wweasuokedu/rights

STUDENT ATTENDANCE

Class attendance policies are based on students being acknowledged as mature individuals,
and emphasis should lpéaced 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 stagment orlniversityacademic 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
advised tashare 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 narmeenfsswho

have not attended class during the first week of a semester for purpose of enroliment
verification. (approved by theSU-Oklahoma CityExecutive Council, Mag, 1994.)

To be properly enrolled in a class, the student must be listed on tbialaffass 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 theaftitlate published in the class schedule.

STUDENT HANDBOOK

A copy of theStudent Rights and Responsibilitiegyy be obtained in the student activities
and campus life officeStudent Centerfirst floor. An electronic version is also available
online athttp://www.osuokcedu/rights.

STUDENT INFORMATION SYSTEM/WEB FOR FACULTY

SIS is the Student Information System aWeabforiiFaculty i s a web i nterfa

student information system. Using most popular web brow§¥s&}Oklahoma City
faculty may view their class rolls.SIS iwWeb for Faculty i s t he met hod
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submitting grades at the end of each term. A personaiae@Personal Identification
Numbe) ensures confidential access to records.

TEXTBOOKS AND TEXTBOOK ADOPTION

All textbooks are selected 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. Anylsateria
reference books the students are requested to buy will be noted on these forms along with
the textbooks.

If a question arises about faculiythored textbooks, that question will be referred tadan
hoccommittee organized b cademic Affairs Thefunction of this committee is to protect
faculty from unwarranted allegations conflictkinterest wherthey author required texts

or other learning material¥he committee will examine all cases referred to it and make a
determination only as to wheth#ite text and/or instructional materials in question are
appropriate and meet contemporary academic standards for use in-lesldgeurses.

Committee membership consists of one-futle faculty member from each of the six
academic divisionplusalternates and the vice president farademic Affairsor his or her
designee. When the committee meets to review for selection a faatiiyred text, the
author of the text and no more than two individuals selected by the author may present to
the committeehe justification for the text to be required

The OSU-Oklahoma Cityinstructional Materials Policycan be found inAppendix R.
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ACADEMIC SUPPORT SERVICES

BUSINESS SERVICES
The Business Services Offide openMondaythrough Thursday8:00 a.m. To 6:00 p.m.
Friday hours are 8:00 a.m. To 5:00 p.m.

DEPOSIT OF FUNDS RECEIVED

All monies received b SU-Oklahoma Cityare to be deposited within 24 hours of receipt
or the next working day. This is not oisU-Oklahoma Citypolicy, it is state law. This
applies to all functions of theSU-Oklahoma Citycampus

No money is to be left in offices after hours. All change funds, daily receipts, etc. Are to be
brought toBusiness Servicds be locked in the vault overnight or placed into the night
depository outside thBusiness Services Offis@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 bankag and identified as to ownership.

REQUISITION OF SCHOOL VEHICLE

Employees may reserve a school vehicle online. O@81¢Oklahoma Citywebsite,

select faculty & staff, then vehicle requégew the calendar for availabilitgubmit the

online requediorm if a vehicle is availabl&Confirmation will be received within 24 hours.

Keys to the vehicles are picked upBaisiness Servicgast before departure. If you are

leaving prior to 80a.m., you must make arrangements with security in advancektagpic

the keysThe person requesting the vehicle will be responsible for the return of 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 you return to campus after hours, turn theikdg the security officer on

duty, unless you have made other arrangements with business services. Remember,
someone may be waiting for the vehicle. Vehicles cannot be kept overnight at an

empl oyeebs residence.

A Wright Express Universal Fleeteditcard with instructions will be provided with vehicle
keys. If the gas gauge is half full, it must be filled up bef@tirning the vehicle

No smoking in school vehicles. Remove trash from vehicles (pop cans, candy wrappers,
etc.).If you notice strage noises, vibrations or other signs of trouble, please report those
problems on the vehicle maintenance card provided with the keys.

OSU-OKLAHOMA CITY SECURITY OFFICE PHONE NUMBERS
When on campus cadktenson 111. fyou are off campus ca459111

BUSINESS SERVICES FOR STUDENTS

Business Servicdsandles financial transactions for students, including, but not limited to,
the following

Payment of tuition
Issue student parking permits
Payment of parking fines
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Payment of miscellaneous fees, sashtestingACT, CLEP, etc.)
Student refunds, including financial aid disbursements
Cashing personal checks up to $10 for students, $50 for employees

DEAF STUDENT SERVICES

The deafStudent Serviceprogram provides note taking and interpreting services for
deaf/hard of hearing students. For more information, please contact the interpreter training
department head at 98288V/TDD.

INFORMATION SERVICES

Information Services(IS) office currently provides service to the various departments on
student information 1S through anactive directory network, local area network
connectivity and desktop computing.

IS is also a central resource for faculty providing curriculum designirastruction digital
medig video productionDVD production instructional technology training and support
distance learning and online classroom suppbesife2.ear) support audiocvisual
services OKEY support multimedia classroomsoftware conglting and testingcourse
and instructor evaluations and reportingiltimedia researctand assistance with technical
issues in granlvriting.

Located on the first floor of theearning Resource CentéRoom 102), theTechnical
Support Centeis availableMondayi Friday, 8:00 a.m. To 5:00 p.mSaturday 8:00 a.m.
To 5:00 p.m. AndSunday 12:00 p.m. To 5:00 p.m. THESC phone number ig¢05945
6767and the online request form is locatedvaitw.osuokcedu/is/request.aspx

Video Production

All staff and faculty have the resources of a fully equippegital Media Studioat their
disposal. Almost any type of multimedia production will be supported upon request on
location and in the studio.réduction of a program from idea to finished videotape will
normally take several months, so be sure to allow plenty of time.

Video Editing

IS has a fully equipped editing room to allow faculty to prepare and edit video productions.
With some instructin, faculty can soon be editing dheir own. Alternatively, if the
project is more complex information services can do the editing.

Multimedia Duplication

IS has a videotape/dv/dvd duplication set up so that multiple real time copies of media can
be made upon requesiVritten permission to copy from the original producer or holder of
the copyrights required

Satellite Video Teleconferences
IS has a satellitdish on campus that allows participation in video conferences.
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Audio Production
IS has the resources of a fully equipped audio studio at its disposal.

SoundMixing

IS has the facilities to allow voieaver announcing for any materials such as videotape or
slide tape productiongMixing music, sound effects and voice together can make a more
complete production.

Faculty/Staff Training

Media production support and training is available to faculty and staff members regarding
instructional media, softwar@nline Classroom (Desire2arr) and technical equipment.

To schedule training on digital media production equipment or to consultisvitgarding

your next digital project or marketing promotion contdd¢d Wilson (945-3320,
floydnw@osuokcedu)

To schedule training on our laptopgklmos, overhead projectors, whiteboards,
Smartboards, and multimedia classroomspntact Ginger London (9459136,
gingel@OSUOKCedy.

STUDENT INFORMATION SERVICES

The Student Information System (SI®)aintains information used in student records,
enrollments, fee calculations, financial aitbrmation and course advisement.

ACTIVE DIRECTORY NETWORK

In the current active directory netwoeknumber of software programs are maintained
includingMicrosoft office, PowerPoint, Excel, Outloolandinternet Explorer

CREATIVE SERVICES

The Creative Servicedepartment provides graphic design and web development services
for the OSU-Oklahoma Citycampus. Within the Communications DepartmernCreative
Servicesis the production and distribution center for the imag®8t)Oklahoma City

This involves the process of better shaping, influencing and coordir@8kgOklahoma

City's image and identity for both its external clients (i.e., community residents and business
leaders, legislators, news media, prospective students, parents,, ahajami contributors,
friends and taxpayers) and its internal customers (i.e., faculty, staff, studedtsptive
Servicesis intheP r e s i d e oftthé AdmiSistrationeBuilding the hours of operation

are 800a.m. To5:00 p.m. Monday througkriday.

PRINTING & DUPLICATING

Printing & Duplicating offers electronic job submission as well as wgllcopy services.
Electronic requests should be submitted using the obigigal Storefron{DSF http:
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dsf20SUOKCedu/ds2. Walk-up requests for copies must be brought to the copy center
on the first floor of th&dministration Building When you deliver your request, you may
wait for your copies (workload permitty), have the copies placed in the mail, or return later
for pick up. You may drop off your printing request duringdhagby placing the order in

the wire basket located at the service window (second window on the left). At the time of
requesting this seice please submit a completed copy of a printing request form indicating
the desired method of pick up or delivetyarger printing orders are generally delivered to
the requesting department. Should additional steps be required to complete yougr printin
request, you will be notified.

Various weights and colors 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 pinting. When submitting requests for printing,
please secure departmental approval and follow the guidelines below

Submit a completed print request for&ee Appendix M

Don't fold or crease the original

Use black ink or toner on white paper for the ioady

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

Submit sensitive materiaggdoriginals (tes, etc.) In an envelope
Indicate any special instructions needed for the project

=A =4 =4 -4 A -4

PrintingServices also utilizes offset printing. With this metladgbrinting, various sizes,

colors, andweights of stock (paper) may be used with various 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, staplingsitching, padding, binding and tabbing are

some of the other services that are available in thegbrag. Copy paper is delivered to
departments by request. Please place your order for paper with the mailroom by phone (ext.
307) or email (GlendaCameron@ cglenda@suokcedy.

GRAPHICS

Graphics has the resources to layout and design materials ranging from a simple flyer to a
full color publication. Th&€ommunications Departmemiust approve all external
publications. Some projects may require additional time and resourcestigpletion
Consideratiorshould be given when utilizing these services.

Should you require the services of the graphics department, please make an appointment to
discuss it with tem. Submit all the necessary informatiothatstart ofthe project, i.etext,

photos, logos, etc. If possible, please furnish informaticadisk or email to graphics.

Prior to printing, you will receive a draft or proof of your request. All pubboatmust be

routed to th&€Communications Departmefar final proofing before it is printed. The

originator, the appropriate vice presidents and a representative fr@urtiraunications
Departmentnust approve all external publications before treyprinted.

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.
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T How is the material to be digiuted, such as, campus distribution, external
distribution,U.S. mail, etc.?

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

WEB DESIGN & DEVELOPMENT

The official OSU-Oklahoma Citycampus website is designed and maintained through the
Communications Departmenithe web server is housed and maintained binfoemation
Services Departmenthich oversees accessibility and security issues. The website content
is governed by thiNSTITUTIONAL WEB PAGE COMMITTEE

MAILING SERVICES

External incoming mail is delivered to campus each morning from the post office. Delivery
time can vary depending on the post office. Mall is then sorted by department and put into
departmental mailboxes, vdhi are secured with a lock. The key for your mailbox is the
same key that allows you access the door to your workingaégaincoming mail may be
picked up between the hours of 10:30 a.m. AO@ p.m. The lobby area is opero8a.m.

T 5:00p.m. For hose desiring to pick up or deposit outgoing ntiltgoing mail must be
brought to the mailroom by.@0 p.m. To go out each day. A mail drop has been provided
for this service. Mail may be deposited between the hour®0&8n.7 2:00 p.m. Outgoing

mail delivered to the mailroom after@® p.m. Will be processed for mailing the next
business day. Goampus mail may be dropped off at any time.

Incoming freight, large and/or heavy packages or boxes, including large printing orders will
continue to be delered to individual areas. If you have packages going out through ups
take them to the bookstore. Departments usedgral Expresshould contact the company.

The drop off location for campus mail &illwatervia courier iISAD201. The courier
deliversfrom StillwaterMondaythroughFridayat approximately :D0 p.m.Mail services
can be reached at ex0?3

LIBRARY

The library is located on the fourth floor of thearning Resource Centand has a study
area on the third f 1 oor .MondadhroughTaursday&00r i n g
a.m.to 9:00 p.m.JFriday, 8:00 a.m. To 5:00 p.m. Saturday; 9 a.m. To 5 pid.Sunday

1:00 p.mto 5:00 p.m. Holiday, weekend and interim tgoare posted. The library web site

is www.osuokcedu/library/

TheLibrary Catalogorovides access by author, title, subject and keyword. Open stacks and
interlibrary loan make library resources easily asit#e to students and faculty. The
collection uses thBeweyDecimal Classification System

The library is a member @CLC-Amigos. Interlibrary loan is available to faculty and staff

at no charge. Faculty, staff and students may use other academic libraries in the state by
obtaining arOK-Sharecard from theOSU-Oklahoma CityLibrary circulation desk.
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Normally periodicalsyeference and som&V materials do not leave the library, but if a
faculty has a special requeptease check with th€irculation Desk All other materials
check out to faculty for three weeks with one renewal, subject to recall. Faculty
identification is required. AllLibrary materials should be returned by the end of each
semester. Faculty will be requested to replace lost or damaged materials.

The Reserve Collections available for instructors to locate items that will be in heavy
demand. Reseevmaterials will have restricted circulation. Placing materialReserve
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 48thiours

after receipt and are arranged by subject on the shelf. Call extension 251 for more
information.

The Library Networkis currently available from any internet accessible computer on the
OSU-Oklahoma Citycampus, and contains the following datasas

OSU-Oklahoma CityLibrary Catalog
Agricola

Biblical Archaeology Society Archive
Ebscohostincluding CINAHL) (full text)
EncyclopediagAmericanafull text)
Encyclopediaritannica(full text)
EnergyCitationsDatabase

Eric - Indexto Educational Resources
Facts orfile (full text)

First Search

Info Trac (full tex)

InternetExploreri Internet Access
Net Library(full text)

Newsbank (full text)
OCLCFirstsearch

Original Sources (full text)
ProquesDirect (full text)
SirsKnowledge Sourcéull text)
Turfgrassnformation Center

Much of the library network is accessible from home via the internet. Check wiiiStie
Oklahoma CityLibrary circulation desk, extension 251, about accessing databases fr
your home computer.

Orientation tours for instructors, or for classes, 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 assigmmier library research, faculty are
encouraged to call the library so it will be prepared to assist students.

Request to order forms are available from department and division heads and from the
Library Circulation DeskRecommendations from instructoms both print and noprint
materials are encouraged.
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The library has four group study roon?0, 422, 424, 42&vailable to students working

on class projects. They are available on a
A library book drop is available 24 hours a daythe breezeway on the west side of the

Learning Resource Center

If faculty have any questions or need assistance, please call the director of library services at
extension 241 or the assistant director at extension 281.

STUDENT SERVICES

OSUOklahomaCityd s s ‘cemtdrednphilosophy is reflected in the convenience and
accessibility of itsStudent Servicesmost of which are located in tt&tudent Center
BecauseStudent ServiceRas combined the activities of admissions, enrollment, financial
aid ard records on one floor of thifgtudent Centerstudents can experience the ease and
simplicitytop sheppiomg@d concept.

TESTING AND ASSESSMENT CENTER

Testing andAssessment Centstaff administer and interpret a wide variety of tests, which

can help students and advisors make decisions about course placements, career 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 ingiogedres. There

are three parts of tteOMPASS reading, writing and math. A $4 fee will apply for each

retest of any part of thEOMPASS The COMPASSIs the primary entrdjevel testing

system used b® SU-Oklahoma Cityfor the purpose of placement iawses.

National testing is also offered. THeCT-national and residualCLEP, GED, HESI,
SPEAK and TOEFL require preregistration and fee payment prior to taking the exam. A
testing schedule is available upon request inTéegting and Assessment Cent8tudent
CenterRoom 104 or by calling 948648.

Testing Services

The Testing and Assessment Centstaff will proctor exams for students taking
correspondence courses; distance learning courses including courses offered Gasough
communications, the internedr for faculty who need a supervised area where individual
students can make up exams missed in class. Téhting and Assessment Cenédso
provides supervised space for students who, accordiQAorequirements, requirgpecial
accommodations. Faculty members will need to completcalty MakeUp Exam Sheet
for each exam in the center located on the first floor o6thdent Center

Faculty using these services should adhere to the following guidelines

1 Include allinformation requested t udent 6s name with ident.i
a class roster, instructordés name on t
allowed for the test, deadline for completion of exam, notation of academic aids
allowed andADA accommodationsequired.
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1 If group testing otADA special testing requiring or@-one administration 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 papereded for the exam must be provided by the student or the
instructor.

1 Leave and pick up exams in a timely manner. Completed exams must be picked
up by the last day of finals week. Blank exams remaining inrésting and
Assessment Centeiill be shredded one week following the week of finals.

1 Please guard the security of your exams by not allowing students tadrand
their exam to th@esting and Assessment Centdfor security reasons exams
will not be sent via campus mail.

1 Use ofthe Testing and Assessment Cerftermakeup exams should be limited
to small numbers of students. Please 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 taltee test.

Contact thél'esting and Assessment Cerae0458648 for more information. A locked

box is available so exams can be dropped off after hours. Be sure and attach the faculty
makeup exam sheet.

ACADEMIC ADVISEMENT

The Advisement Centedocated on the first floor of th8tudent Centerserves students
who are:

New

Transfer

Undeclared, nowlegree
International
Prenursing

= =4 =4 A A

The Advisor for Studentswith Disabilities is also located in thédvisement Center
Students who have declared ajon course of study aDSU-Oklahoma Cityreceive
academic advisement through their academic diviskor. more information go to
http://www.osuokcedu/current/advisement.aspx

STUDENT EMPLOYMENT SERVICES

The Student Employment Services Offid¢ecated on the first floor of tHtudent Centeiis
accessible to students and graduates. It has a comprehensive listing of job opportunities for
the Oklahoma Cityarea (and some other areas). The computerized internet job listing is
updated daily. During fall and spring semesters Stuelent Employment Services Office

hosts a job fair that brings a number of potential employers and businesses to the campus to
hdp students find out what companies want, learn about jobs related to their majors, allow
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students to talk with real world professionals, begin networking activities and find job
opportunities in their fieldFor more information go to
www.osuokcedu/studentemploymeat call (405) 948680.

STUDENT ACTIVITIES AND CAMPUS LIFE

The goal of this office 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. StAdewties/Campus Life
provides a number of services and resources for students a@iSth©klahoma City
community. These services include a variety of programs and activities scheduled
throughout the year such Bewdy Week,Halloweenand Christmasparties, multicuural
events, as well as workshops and seminars.

There are many active student organizations and clubs on campus suchSasdéms
Government AssociatiorPhi Theta Kappathe Deaf/Hearing Social Clybthe Hispanic
Student AssociatigrtheStudent Nurséssociation etc. Faculty and staff are encouraged to
get involved with student organizations by being sponsors or attending meetings and
functions. For more information and a complete listing of student organizations, visit the
Student Activities/CampLife Office Student Centefirst floor or call (405) 948378.

Student activities transcr-of-plt as payoicuar €r a n

activiies and accomplishments of students. For more information go
towww.osuolc.edu/current/transcripts.aspx

STUDENT GRIEVANCE AND CONDUCT

The teachindearning process involves behavioral expectations of those involved in the
process. Periodically, student behavior interferes with the tealgsmgng process and
intervention $ necessary. Expectations of student behavior are described Stutent
Rights and Responsibilitieecated athttp://www.osuokcedu/rights/ Hard copies of the
Student Rights and Responsibilitea® located in th8tudent Activities/Campus Life Office

and the office of the vice president@tiudent ServicesThe judicial process on the campus
focuses on behavior modification and intervention so that the tedelaimyng process can
continue unterrupted. Grievances of students are conducted with due process and
fundamental fairness with resolution being the main purpose.

ADMISSIONS

Admissions requirements ©©SU-Oklahoma Cityare established by th@klahomaState
Regents for Higher Educatioi\s an operdoor institution OSU-Oklahoma Citycan admit

almost any student. However, faculty who serve to enroll students need to be aware of

certain aspects of the studentodés admission

Student, faculty ahstaffiIDs are obtained from thRdmissions 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 pA&SErnest scores, or a similar
battery of ests, and possibiBgOMPASS while those 21 and over will be placed according

to the institutional assessment instrum@®MPASS Some transfer students may also be
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required to take all or part of the assessment exam. This placement is mandatory per
OklahomaState Regents for Higher Educatulicy.

Curricular requirements

The OklahomaState Regents for Higher Educatjaolicy (6-:96) mandates certain curricular
requirements which serve as prerequisites for respective freshman 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, Literatyre
2 Lab scienceRiology, Chemistry, Physiosr anyLab

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

3 Mathematics (fromAlgebral, Algebrall, Geometry,
Trigonometry, Math Analysis, Calculus)

2 History (including 1 unit oAmericanHistory)

1 Citizenship skills from the subjects @conomics,

Geography, Government, NaNestern 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 additigrihe following subjects are recommended for college preparation:

2 Additional unitsFine Artsmusic, art, dramapeech
1 Additiond unit: Lab Sciencéas described above)
1 Additional unit:Mathematics (as described above)

Deficiencies

Non-ulfillment of a high school requirement is referred to as a curricular deficiency. All
curricular deficiencies of firsime freshmen must be remediated within the first 24 semester
credit hours attempted on tH@SU-Oklahoma Citycampus. Transfertiedents must
remediate all deficiencies within the first 12 credit hours attempted ddSkeOklahoma

City campus. Students must remove curricular deficiencies in a discipline area before taking
collegiate level work in that discipline.  No student tamsfer 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:
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English- any student who is not a currdngh school student and who has not completed
four units ofEnglishat the high school level may demonstrate proficiency by one of the
following methodologies:

(1) Score a minimum of 19 on tHenglishsub-portion of theAmericanCollege
Test(ACT).

(2) Score a minimum of 82 on theé/riting Skills subtest of theCOMPASS
placement exam

3) Successfully complete (with a grade of c or better) bdasmglish
composition ENGL 0103).

Mathematics- any student who is not a current high school student and whmndta
completed three units of mathematics (through and incluliggbrall) at the high school
level may demonstrate proficiency by one of the following methodologies:

(1)  Score a minimum of 19 on the math gutwtion of theAmerican College
Test (ACT)

(2)  Score a minimum of 80 on th&lgebra subtest of theOMPASSplacement
exam.

3 Successfully complete (with a grade of ¢ or bettatermediate Algebra
(Math 0213).

Science- any student who is not a current high school student and who has nd¢teomp
two units of laboratory science at the high school level may demonstrate proficiency by one
of the following methodologies:

Q) Score a minimum of 19 on the science reasoningpsution of the
Americancollegetest @ct)

(2) Score a minimum of 83 on thReading Skillssubportion and either a
minimum of 60 on th&reAlgebraor a 46 on théntermediate Algebraub
portion of theCOMPASSassessment test givenGEU-Oklahoma City

3 Successfully complete (with a grade of doetter) a fevel 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 student must also meet
placement requirements to be placed in college level courses.

ENROLLMENT

New and returning students (88 who have broken matriculation) are required to go
through admissions before enrollment. Matriculation is enrollment at the college within the
last year. Students who have not attended within the last year will need tadmaitted.

In the event thiathe COMPASSplacement test has not been requiredAdynissions the

advisor may require the student to take all or part of that assessment or another assessment
prior to placement. Continuing students are encouraged to enroll with faculty advisors in
their declareemajor departments.
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All semester credit hours above 18 (nine during a summer session) shall be regarded as
excessive and shall require written approval
academic advisor and the registrar. Excesbmers in any given semester or summer

session will be limited to the number of semester credit hours 50 percent greater than the
number of weeks in the applicable semester or session. The maximum enroliment for a fall

or spring semester is 24 credit h@or 12 credit hours in a summer session. The maximum

credit hour and excessive hour regulation shall include courses taken in residesté at

Oklahoma City concurrently enrolled courses at other colleges, correspondence, or
extension courses.

A studern who has attended another college and has a cumulative grade point average of 2.0
or better is admitted in good academic standif@@Sit-Oklahoma City A student with less

than a 2.0 will be placed on probation and must maintain a 2.0 grade point akierahe

and will remain on probation until their graduation/retent&iA is 2.00 or better. Those
students who do not maintain at least a 2.00 while 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 signatures from
his or her academic advisor, financial aid &wubiness Service©nce he signatures are
obtained the student will submit the withdrawal to @f&ce of Admissions and Registrar
Services A student may not withdraw after the twelfth week of a sixteeek semester,

the sixth week of an eighiteek session or the third weekaocredit short course (generally

four weeks), and shall receive from the instructor only the gradés®fC, D, F, l,or P.

The term AU" is automatically generated on the transcript record for all students enrolled

in an audit status. Audit is cadsred a norcredit status therefore those enrolled for audit

do not have to submit a withdrawal form.

A student may not withdraw from or drop any course(s) in which a formal charge of
academic dishonesty is pending against the student. If the stsidésbived 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, including assigning the grade "f" for the
course.

The date the withdrawal form is receiveg the Office of Admissions and Registrar
Servicesis the official date of the transaction unless corrected by the registrar. It is the
student's responsibility to ensure that the withdrawal form is received i@ffive of
Admissions and Registrar Sesgs A student's signature is required to process any
withdrawal. If a student is receiving any type of student financial aid fesine will be
required to complete the loan exit interview.

The faculty member should make students aware of the drbgrastal 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 signature on any withdrawal because of
financial aid considerations, the advisor has prerogative to withdraw the student by
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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 enrolledrimonre hours

for credit. Students initiate the drop process with their academic advisor and complete the
process by submitting the drop form to th#fice of Admissions and Registrar Servicks

the student is dropping below six credit hours and isiviegeany type of financial aid

loan, he/$re will be required to complete the loan exit interview. It is the student's
responsibility to ensure the timely submission of any drop form withQffee of
Admissions and Registrar ServiceShe student's sigture is required to process any
drop/add form. Thedate the drop form is received in ti@ffice of Admissions and
Registrar Services the official date of the transaction unless this date is adjusted by the
registrar.

A student may not drop a claater the twelfth week of a sixteaveek course, the sixth
week of an eightveek course or the third week of a credit short course (generally four
weeks), and shall receive from the instructor only the gradasBf C, D, F, | orP. The

term "AU" is auomatically 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 parameters as those used for dropgiogrse Audit is considered a nesredi

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, the 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).

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

Administrative Withdrawal

This policy is an option that may be used to augment cutr®htOklahoma Citypolicies.

This policy is not intended to remove any responsibilities from the student but rather to

allow the faculty certairwithdrawal options; it does not substitute for an earned letter
grade. With department/ division bA®&ad appro
forms to the office oAdmissions/Registrar Service$Specific guidelines for assigning the

AWO g r a dted orathe dack of the form.

Adding Courses

Students can add courses before each semester or sessiondmelginange periods each
semesteor sessiorthrough thecourse. Students are responsible for 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 sectioohanges as approved by the major department head and registrar will be
permitted after the course change period.
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RETENTION STANDARDS

Probationary and suspension cumulative grade point avéGi®) requirements are in
accordance witlfDklahomaState Rgents for Higher Educatiopolicy. A student must
maintain a 2.0 cumulativ&PA 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 retentiostafients pursuintheir studesat OSU-
Oklahoma City For continued enrollment a student must have earned a grade point
average as indicated below:

MinimumGPA
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 semest@PA of 2.0. A student will be academicallyspended when he/she

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

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

ACADEMIC FORGIVENESS

Under policy approved by th&tate Regenfisa student may be granted academic
forgiveness in two circumstances: 1) for pedagogical reasons, a student will be allowed to
repeat a course, and 2) when a student has performed poangritire enroliment due to
extraordinary circumstances. All ases and grades will be reflected on a student's
transcript with the cumulativ&PA, however, those courses forgiven will not be used in
calculating the student's retention and graduaB&#is. A student who seelé&cademic
Forgivenesshould follow the gidelines listed in th©SU-Oklahoma Citycatalog.

HONOR ROLLS

President'sL ist of Distinquished Students

Students enrolled in at least 12 credit hours per semester (fall or spring) and completing all
courses taken in any semester with All (4.0) grades will be listed on ti¥esident's List
of Distinguished Students

Vice President's Listof Distinguished Students

Students enrolled in at least 12 credit hours per semester (fall or spring) and completing all
courses taken in any semestéhva semester grade point average of 3.00 or higher and not
receiving any grade lower than@"in that semester will be listed on theee President's

List of Distinguished Students.
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President'sList of Distinquished PartTime Students

Students enroltkin six to eleven credit hours each semester with a semester grade point
average not less than 3.5 will be listed on the president's list of distinguish@hpart
students.

FINANCIAL AID AND SCHOLARSHIPS

Information and applications for student loans, scholarships, grants andstwadyk
programs, in addition to orte-one counseling on college financial matters, is provided in
this area on the first floor of tifétudent Center This office is also the c&al contact for
awarding and followup on theTuition Waiver Scholarshiprograms.

In order for a student to receive financial aid, he or she must satisfy -abbgnefit
criteria (see below). Students who receive financial aid must completetat3gaercent

of the total credit hours attempted each semester with a cumuBRief 2.0 or above

in order to remain eligible and or avoid repayment of financial aid. This is important to
remember when counseling a student who wishes to drop/withdvawcbllege.

Retakes Withdrawals and Incomplete Grades

Students who fail, withdraw, or receive a gradeAdf may retake a course and receive
financial aid. Students may not take a course more than twice and receive financial aid
funding for the course.

An Incomplete Grade (l)that remains on the record at the time academic progress is
checkedwill be treated as neonompletion The attempted credit hoursiowevey will be
counted. Upon completion of the course, the grade and course will be givereditéc
future considerations. A student cannot receive any further funding for any course for
whi ¢h gir ade remains on record.

Grades oWithdraw (W) andAdministrative 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 purposes. Grad@é dbie to

never attending may result in repayment of fedeidl dt is imperative that grades of

MAWO be assigned as soon as the instructor
withdrawn.

Eligibility of Transferring Students

Transferring students will need to have all academic transcripts from previous schools
submitted to th®ffice of theRegistrar Their academic history from previous institutions

will need to be posted to the®SU-Oklahoma Citytranscript in order to be awarded

federal aid. Until transfer credit hours are evaluated and accepted Wffibe of
Admissions and Registrar Servicest he studentsdé grade | evel (f
CumulativeGPA (CGPA) will be based on hours earned onlyD&U-Oklahoma City

DevelopmentalStudies Courses

Students enrolled in developmental studies-Qotiegiate) zerdevel courses will be given
grades for satisfactory completion of the course or unsatisfactory completion. The grades
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are not figur €8PAI nb wt awisltludleet 68cl uded i n
completion rate each semester andademic year.
A student may receive financial aid for a maximum of thirty (30)-#mrel credit hours.

Effects of CompleteWithdrawal for Federal Financial Aid Recipients

The federal government has set guidelines concerning students who fateive aid
and completely withdraw from school.

Any federal aid recipient who completelythdraws stopsattending their classes, or fails
to receive a successful grade in any class for the semester will be required to repay a
portion of their federalid funding.

After the calculations are figured, t@SU-Oklahoma CityFinancial Aid And Scholarship
Office will notify any student who owes a repayment to BEDERAL STUDENT AID
progr am. FinahdiabAid Satisfattery Acédemic Progresatis will also be
evaluated at the end of each semester and they will be notified accordingly.

For more information abotiinancial AidandScholarships contact tH@ffice of Financial
Aid and ScholarshipsStudent Centeffirst floor. Phone at (405) 948646 or (05) 945
8681or finaid@osuokcedu

STUDENT SUPPORT SERVICES

Student support services is a federally funded grant program @StiéOklahoma 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 services provides a speciadbnenent 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 preparation;estfem worksops and cultural events.

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

C

groups: firstgener ati on coll ege student (neither par

disadvantaged for a student with disale$it For more information, please call 98527.

THE LEARNING CENTER

The Learning Cente(TLC) is located on the second floor of thearning Resource
Center During the semestef,LC is open 800 a.m. To 90 p.m. Monday through
Thursday 8:00a.m. To 500 p.m. Friday; 90 a.m. To 500 p.m.,Saturday and12 noon

to 600 p.m. Sunday.The Learning Centenffers computeassisted instruction in most
academic areas, free tutoring (comptiased and individual), access to the internet, and
compgsition on computers. Software programs specific to nursing and math are available
in The Learning Centérs mat h/ nur s i nTgC ik ta bupport tHetaedemio a | of
needs of students and faculty. Research indicates that students who take regular
advantage of the resources 01LC make significantly higher grades in their classes.
Orientation tours for instructors or for classes may be scheduled by calling extension 278
or extension 691.

68


mailto:finaid@osuokc.edu

TUTORIAL SERVICES

Free computebased and individual tutorigkervices are provided ©SU-Oklahoma City
students during daygvenings and weekends and are coordinated throhghLearning
Centerlocated on the second floor of thearning Resource Center

FAMILY RESOURCE CENTER

Located in thd_earning Resourc€enter room 203, thd=amily Resource CentéFRC)
encourages individuals to take a proactive approach toward personal, educational and
professional advancement. TRBC administers the emergency food pantry and provides a
comprehensive network of servigeguidance and referrals to individuals in need of
assistance and support. For more information call extension 691.

PROJECT SECOND CHANCE

ProjectSecond Chancprovides educational supportive services to low income parents
attendingOSU Oklahoma Cityto 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 Charecprovides tutoring support throughhe Learning
Center SecondChancestaff monitor student attendance and progress to insure student
success. For more information call (405) B691.

HISPANIC STUDENT SERVICES

HispanicStudent Servicess a program ésigned around the idea of community and student
success. Resource, and support serviceSpanishare available. HispaniStudent
Associationactivities are coordinated through this office. Hispabiadent Servicess
located on the first floor of thetudent CenterFor more information call (%) 9459135.

VETERANS SERVICES

OSU-Oklahoma Cityassociate degree programs of education and training are approved for
payment of benefits by the et er an 6 s AThe®SkOldahoma City\Meteran
Services Officeaccommodates these students with assistance in educational benefits
(application and certification). To contact Meterans Service Officeall (405) 9458692.

WELLNESS CENTER

The OSU-Oklahoma CityWellnessCenteris committed to individual health promotion,
selfresponsibility and a proactive approach towards the owsddlbeingof its students,

staff, faculty and alumni. Membership is free for all-tuthe faculty and staff.Services
provided include a welkkquipped fithess center and choices of various exercise classes.
The Center also provide free bleptessure measurement and consultation on health life
style modification.
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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 tWWellness Center

for a complete listing of programs offered and times.

As members of thé/ellness Centestudents, facultyandstaff canalsoenjoy playing the
campudive-hole golf course. Please contactiiellness Cente®458642 or 9458362 to
establish a tee time.

Wellness CenterHours of Operation

Mondayi Thursday 7:00 a.m. To 7:00 p.m
Friday 7:00 a.m. To 5:00 p.m.
Saturday 9:00 a.m. To 2:00 p.m.
SAFETY & SECURITY

Campus Securitis provided 24 hours a day, seven days a week3y-Oklahoma City
Campus SecurityCampus Securitgonstantly patrols parking lots, buildings and grounds.

As a precaution, car doors, office doors, classroom doors and other areas should be locked
and seared when not occupied or scheduled for aiisi If anyone suspicious is observed

in or around the campus area, contacQffece of Safety and Securitpnmediately.

Location

The OSU-Oklahoma CityOffice of Safety and Securitg located on the firdloor of the
Business Technologies Building, Rod®0. The phone number is (405) BZb3.

Emergencies

In case of an emergency on campus, co@aotpus Securitpy dialing 9459111. Security

officers will determine if any outside agencies (fire departm@olice department,
paramedics, etc.) Need to be contacted and do so as the need arises. For more specific
information sedVledical And Health Emergencieglow.

Communication of Emergency Messages

Procedures have been established to communicate emengesggges throughout the
campusThe following technology is used in emergency situations:

CiscoVoice-Over IP Phones

Offices and classrooms are equipped with vaieer phones. In case ahemergency, a
message over the phonei instruct you as tovhatyou need tao. Even if someone is

using their handset, the message will override the call and be heard. The message will be
broadcast over the speaker system of phones in the classrooms.

OKEY Emergency Messaging Through Code Red

Students, faculty and dtaare prompted througBKEY to set up emergency phone numbers
for voice and text. There is an option to opt out. Those who choose to provide contact
information can be notified through a system callede RedThe campus can send out a
voice message tmme and cell phones and a text message to cell phones during an
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emergency. The message is sent to thousands of people simultaneously. This can be an

efficient way to send out mass messages about emergencies and has been used during school
closings due to eather. However, we are reliant on the efficiency of the cell phone service
providers. Mass messages are someti mes mar ke
have experienced results from receipt within seconds to severabiidatays

Fire Alarms with Emergency Message Capabilities

Security personnel have the ability to send a voice message over the intercom of the fire
alarms. Not all buildings are equipped with this technology.

Website andSocial Media

The website homepage is changed to refleethes closings. Sudden emergencies (like a
tornado siren sounding) will not be reflected on the homepageCdinenunications
Departmenwill make every effort to post all emergency information on our social media
sitesFaceboolkand twitter. Mobile technology makes this a quick and convenient way to
pass along information. We encourage all faculty, staff and students to join us via these
social media outletsyww.facebook.com/osuokandwww.twitter.combsuokc

A calling tree is in place in order to facilitate emergency communication throughout the
expansive campus area and many buildings.

None of these communications methods when usee & faitsafe. However, when we
combine several methodsadmmunicain duringan emergency, we increase the
opportunity to reach all stakeholders.

EmergencyM essages

Emergency messages are often received for faculty, staff and students. All adsmpts
made to deliver messages deemed to have 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 messagedena stould
contactOSU-Oklahoma CitySecurity by calling (405) 949111. Caller must be able to
provide valid emergency information before a sage is delivered.

Request ofldentification

No person oruniversity property shall willfully fail or refuse to comply with any lawful
order or direction of an officer of safety and security or amyersity administrator. Upon

the request of anyGafety and Security Officeror university administrator, proper
identification shall be produced.

Identification Cards

OSU-Oklahoma Cityidentification cards are issued at the information desk irSthdent

Center first floor, during working hourdlonday through Friday. These are required for
access tdusiness Services, Libsgrcomputer labsCyber Caféand Wellness Centeras

well as many other departments on campus. They are also uSecuoyy for identification

after hours and/or on weekends as authorization for your presence on campus. Students, as
well as employeesyre encouraged to obtain one.
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Surveillance Cameras

The Departmenof Safetyand Securityis committed to enhancing the campus community
quality of life by integrating the best practices of public and private campus safety with
stateof-the-art technology This department will utilize overt video surVaiice cameras to
monitor and record 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 shoulddreedeip theOffice

of Safety and SecurifyBusiness Technologies Building, Rodf0, at (405) 949111.
Security does not invegate auto accidents, but can provide a statement to submit to an
insurance company. Security personnel will complete anantigport, which is placed on

file. Security is responsible for contacting city police to investigate the incident when so
requested. A complainant/witness gtaéat form may be found at
www.osuokc.edu/security/forms/Complainant_ Wégs_Statement.xIs

Injury to Students/Guestn Campus

All injuries occurring on campus need to be reported tddffiee of Safety and Security
immediately regardless of the severity atg49459111.In case of an injury on campus
please fill out the accident/injury form in its entirety and return it to security without delay
(Wwww.osuokcedu/security/form#lccident Injury Report Form.xIs)

If a student or guest is injured on qaums, it is up to the faculty or staff person supervising

the class or event to contact t#ice of Safety and Securigo that security may complete

a nincident Rgortdo whi ch details the injury. (in the
cannot bdocated, it will be necessary for the student or guest to cdeauatity directly.)

If the injured person feels that the injury or property damage was caused lggmegylon

the part ofOSU-Oklahoma Cityand wishes to file a claim for medical costspooperty
damage, they should contact either the vice presidefRirfance andperations folOSU-
Oklahoma Cityor they may contact thgtate Risk Management Offie (405) 5234999.
OSU-Oklahoma Citywill not make any reimbursements for personal injaryphysical
damage. Determination of negligence and amounts of monetary liability are the exclusive
responsibility of theStateRisk Management OfficecEmployees ofOSU-Oklahoma City

may not obligate any institutional funds for payment of injuries queatg damage.

If after an investigation it has beentelenined that the injury or property damage was
caused by negligence on the partGfUOklahoma City the injured person may file a
claim for medical costs and/or property damage by contactingd@eresident oFinance
and Operation®r OSU-Oklahoma City

If there are any questions in regard to this policy, please contact the vicdepires
Finance and Operations
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Medical and Health Emergencies

1. Faculty or staff should calbecurity atextensions 253 orlll. Do not call theNurse
Scienceor EMT departments. In emergencies with immediate danger or an unconscious
person call 911 anSecurity.

2. When you calBecurity (extension 253 dr11):

A. Give the Security officer the exact locatioof the emergency, incling building
and room number.

B. Describe the emergency (such as 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 himgh as comfortable as possible without moving the
individual until Security or emergency personnel arrive.

4. General first aid guidelines
a. Do not attempt to move the viim.

B. Apply direct, steady pressure to wound, if bleeding. For victims whe kpped
breathing, fainted, are choking or have had a sei@iA&&l 911 AND SECURITY
(extersion 253 or 111IMMEDIATELY . Do not attempt to administer aid unless you
are trained to do so.

5. WhenSecurity or emergency persoel arrive they will assumepatrol of the situation.

Only if asked bySecurity should faculty, staff, or students on the scene assist by waiting
outside buildings to provide sistance and direction to emergency units. Individuals may be
asked to assist with maintaining calm in ghessroom or prading direct care to the victim

as directed bgecurity or emergency personnel.

Student organizations participate in wankps, conventions, conferences, etc., off campus

at various locations with advisors present. These advisors are required to report any known
crimes to theDffice of Safety and Securitgnd, in turnSecurity will report these crimes to

the appropriate {& enforcement agency at its discretion.

CampusEvent Notification

Security is to be taken into consideration when campus events are planned. Contact the
Office of Safety and Securityf{405) 9453253, early 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 should watch and listen for
news broadcasts onebhstations listed below. Also, tH@eSU-Oklahoma Cityweb site
(www.osuokcedu) will detail whether the campus is closed, classes are cancelled or
delayed. A deaion to close the campus includes offices across the campus. If only classes
are cancelled, capus offices remain open.

Television

1. KFORchannel 4
2.KOCOchannel 5
3.KWTV channel 9
4. KOKH channel 25

Radio
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1. KTOK 1000 @AM)
2. KOMA 1520 AM)
3.KOMA 92.5 EM)
4.KTUZ 106.7 EM)

Instructions and further information for these contingencies have been provided for faculty
and staff employees through the camiosergency Preparedness Plan

Energy Education

Oklahoma State Universiip Stillwaterhas contracted with energy educatibng,. (EEI) to
develop an energy education program that will becomesssthined on each of the
campusesOSU-Oklahoma Cityhas built an awareness of consgion in order to have a
sustainable future through the wise use of energy. Its policyaidelines cover general
information and guidelines for heating, air conditioning, water usage and lighting with
emphasis on usage during unoccupied times.

Safetyand Maintenance

Security is taken into consideration when any new construction or remopeljagts are
undertaken on campus.

Evening Vehicle Escort

Upon request, th®ffice of Safety and Securifgrovides an escort to all persons traveling
across campus after dark. Call (405)-®431 for escort.

DeadBatter

As a courtesy, th®ffice of Safey and Securityyi ves assi sttamrcyed fwehifidlee
starts on campus pr oV i Reeaseftiabdityov efho rcnh.e Ofwiniecre
will not give assistance in retrieving keys locked in vehiclesu@g will not perform

mechanical repes or maintenance on vehicles.

Office and Classroom Buildings

Most campus buildings and facilities are accessible to the campus community, guests and
visitors during normal business houkondaythroughFriday. At other times, access can

be obtained byantacing the Office of Safety and Security.abaatories 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 secudgyoff

on a 24hour basis. Maintenance and lighting problems are reported to the physical plant by
the officers. Depending on the criticality, repairs rbayaccomplishedn a 24hour basis.

RecreationalUse OfOSU-Oklahoma City Property

Riding amotorcycle, motor scooter, roller blades, skateboards or any othati@taéitem

on any sidewalk, pathway or area intended solely for pedestrian use is prohibited. Roller
blades, skateboards or any other recreational items are also prohibitedarkialy fots,
driveways 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 ddSU-Oklahoma Cityproperties without prior written
approvalfrom the vice president ¢finance and Operations
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TheAgri cul tur e T e cdoi mirse gradice pulingwieen] down@ renge
and pavilion are available for use on a reservation basis only. Use of these facilities is
prohibited without prio scheduhg. For information on reservations or use call @&
Oklahoma CityWellness Center

Lost and Found

All lost and found items are brought to tBecurity Officeat the end of each day from
various locations on campus. Please call the offi¢éQf) 9453253 to obtain information
on how to pick up personal property.

Parking and Traffic Requlations

The Board of Regentfor Oklahoma State Universi#&M colleges, the governing board,
has appointed necessary officers for the purpose of protecting pelrsord property at
OSU-Oklahoma City These officers are assigned to th#fice of Safety and Security
which has the responsibility and authority foe tadministration and &rcement of the
Universitdé s par king and traffic regulations.

Any student, eligible faculty, adjunct or staff member of theversity who operates a
motor vehicle on the campus is required to obtaisnaersity hangtag and disay it on
his/her vehicle mirror before parking the vehiclelbmversity property. Student registration
hangtags are issued Bysiness Servicetocated on the second floor of tAdministration
Building. The annual parking fee is $15 and additional feggynay be purchased fiit.

Copies of theOSU-Oklahoma CityParking and Traffic Regulationsare avaible at
BusinessServicesor in theOffice of Safety and SecuritiBusiness Technofpes Building,
Room 100. The parking and traffic regulations that outline the parking policy are also
available inPDF format atwww.osuokcedu/security/forms/parkregs.pdf. Employees may
obtain their hangtags from thiuman Resourceé3ffice.

Traffic Citations

Charges forp&ari ng vi ol ations are added to the stud
should be made iBusiness Servicegdministration Building second floor. Students who

all ow their account to be delinquent wil!/l h a
re-enroliment.

To contest a ticket, obtain a traffic vibtan petition fromBusiness Servicesill out the
requested information completely, attach the ticket in question and return the petition to
Business Services send to th®©ffice of Safety andecurity You will be notified by mail

of the final decision.

Summary of theJeanneClery Act

The JeanneClery disclosue of Campus Securitifolicy andCampus Crime Statistics Aist
the landmark federal law, originally known as Bampus Securitct, which requires
colleges and univetses across th&nited State$o disclose information about crime on and
around their campuses.

Because the law is tied to participation in federal student financial aid prograpies to
most institutions of higer education both public and private. It is enforced byuUl&
Departmenbf Education
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TheClerfiAct 06 i s name d -yéanoldmehighdJniyersity ffeshrhaéhJeanne
Ann Clerywho was raped and murdered while asleep in her residence hall roonilos,
1986.

The law was amended in 1992 to add a requirement that schoolscaifaid basic rights

on campudo sexualassault victims The law was amended again in 1998 to expand the
reporting requirements. The 1998 amendments also formally named the law in memory of
JeanneClery. The law was amended in 2000 to require schools to notify the campus
community abouinformation in regard teegistere sex ofenders on campus

For more information about th#eanneClery Act, visit the Securityon Campus, Incat
WWW.Securityoncampus.org

Drugs and Alcohol

OSU-Oklahoma Citydoes not tolerate illicit drug use and/or alcohol abuse on campus or in
connection withUniversity functions by any person regardless of age. State law regulates
the possession, use, and/or sale of alcoholic beverages and illegaD8Udes articulate

a policy on alcohol and drug use on campus. This and other related policies a@%tthe
Oklahoma CityStudent Rights and Responsibilit&®verning Student Behaviavailable

in theOffice of Student Activitiesor on the website atww.osuokcedu/rights

Weapons Firearms, Ammunition, Fireworks, Explosivesand Dangerous Chemicals

The possession of weapons on campus is regulated by state law; all weapons are prohibited
on any college oUniversitycampus by state law. This is to include, but not limited to, the
possession or use of weapons, firearms, ammunition, fireworks, explosives and dangerous
chemicals on campus, i©@SU-Oklahoma Cityvehicles, or onOSU-Oklahoma City
sponsored trips.

Exceptims to this policy are police and peace officers employe@$y-Oklahoma City
and those who have been called to assist or to perform law enémteduties on campus
Collegiate Officer Prograrstudents during supervisagills training are exempt.

Per®ns who are licensed to carry concealed handguns pursuant @kldtgomaSelf

Defense Actare authorized by thact to enter the grounds @SU-Oklahoma Citywith

such handguns only i f the handguns are conce
at all times. No handgun may be removed from such concealed storage while the vehicle is

on OSU-Oklahoma Cityproperty.

Authority

TheOSU-Oklahoma CityOffice of Safety and Securiterives its authority fror®klahoma
state statutes. As established lhyse statutes, ti&oard of Regentfor the Oklahoma State
University A&M Colleges and the chief of tt@SU-Oklahoma CitySecurity Office shall
specify duties, appoint officers, designate uniforms and fix compensation f@Sbe
Oklahoma CityOffice of Safety and Security
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The primary mission of officers serving in tRESUOklahoma CityOffice of Safety and

Securityshall be the protection of mams and property on the campusO&U-Oklahoma

City. Attention shall be directed toward the prevention mawful or othewise improper

conduct and trespassing amiversitypr oper t y. As defined by sta
include all real property, buildings and improvements within the stadklahomathat are

owned, leased or rented GBU-Oklahoma City

Officers are authorized to issue suons to, or to make arrests and take into custody,
persons guilty of unlawful conduct or trespassi@&U-Oklahoma CitySecuity officers

shall have jurisdiction over all parts and aspects obthe-Oklahoma Citycampus and any

other area as #horized by law pursuant to an agreement or agreements as authorized by the
OklahomaCampus Securitfct.

OSU-Oklahoma CitySecurity officers will call the appropriate law enforcement agency for
crimes committed on campus, at their discretion. It is at the discreti@angbus Securitio

call theOklahoma CityPolice Departmertb report thefts on campus, as the school is self
insured.

Authority of Security Personnel

The OSU-Oklahoma CitySecurity oficers have the arrest powers of a private citizen.
22 0.S § 202. ArresBy Private PersanA private person may arrest another:

1. for a public offense committed otexhpted in his presence.

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

3. when a felony has been committed, and he has reasonable cause for believing the person
arrested to have committed it.

Crime Information_at OSU-Oklahoma City

Reported crime statistics are those which occurred within the jurisdictional boundaries of
campus. They includ®klahoma CityPolicejurisdiction on city streets or public property
immediately adjacent to the campus and niaglude Oklahoma county property.
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Appendix A

Faculty Parity Schedule
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FACULTY PARITY PLAN

The faculty parity schedule is the recommendation of Saéary Parity Committee
approved byFaculty Councilon Novemberl9, 1998 and th&& M Board of Regentsn
February26, 1999

Master 6 s Ba s$&85016+ (see footnote)
The following areas are measured in calculating faculty salary:

1. College teaching and related college administrative experience will be evaluated for full
credit if full-time. Adjunct teaching experience is calculated as sixty credit hours equal
to one year.
2. High school teachinginiversitygraduate assistant teaching, and otheitifuké teaching
experience will be evaluated as one year of credit for two yearpefience.
3. Directly related work experience will be evaluated as one year of credit for two years of
experience
4. No more than one year of credit for experience will be evaluated for a one year time
period.
5. A maximum of eight years of credit will be awardedexperience for entrievel salary
consideration.
6. The president may grant an exception for salary placement if justifiably necessary for
continuation of the instructional program.
7. As teaching experience is gained at @Sklahoma City the entry level yesaof
experience is adjusted yearly until a maximum of 10 years is reached.
8. Salary increases for educational achi evemen
B+24, Mastero6s degree, M+24, M+48 and docto

* Facultywith less than ¢Ma s t degree svill be compensated in accordance with the
principles offFaculty Parity
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Assoc Bachelor Masters
Base Salary $29,195 $31,504 $35,016 «

|
' /
|

Experience Education Rank
E
i
i /
For a doctorate's education, type in degree to get the calculation. /e
Dept Head
Experience Education Rank 9/10 & 12 month
Name Years| Factor | Dollars | Level Factor Dollar | Rank |Factor| Dollars | Totals | Salary faculty
a atio O dla O e a a O ale degree
faculty name 0 0 $0 none 0 $0 Instr 0 $0 $0 $29,195 $37,077.65
a allo O ala O e a Da el0 aegree
faculty name 0 0 $0 none 0 $0 Instr 0 $0 $0 $31,504 $40,010.08
da allio O dla O > a a > aegree
faculty name 0 0 $0 none 0 $0 Instr 0 $0 $0 $35,016 $44,470.32

A maximum of 8 years experience can be figured for a new hire.
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FACUTLY SENATE BYLAWS

(REGENTS APPRO¥D, SEPTEMBER 9,2011)
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FACULTY SENATE BYLAWS
OKLAHOMA STATE UNIVERSITY-OKLAHOMA CITY

ARTICLE I: NAME

The name of thiorganization shall be the Oklahoma State Univei®kjahoma City
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 campusrganizations, 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 tohe 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 anaignce, extracurricular activities,
inter-collegiate athletics, conduct, health, safety, security, and welfare

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

5. Institutional facilities and resources

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

organizations in matters pertaining directly to instruction.

ARTICLE lll: MEMBERSHIP, ELECTION, AND REMOVAL OF
SENATORS

SECTION 1: ELIGIBILITY

Faculty members, who have teaching as their primary responsibility, whethertamdull
or adjunct faculty, are eligible for election to the Faculty Senate. This excludes faculty
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who serve in administrative positions of associate division head or almovestaff
members who also teach classes in addition to their primary responsibilities.

SECTION 2: REPRESENTATION

A.

Each academic division shall have two Senators representing the faculty of that
division. These Senators must be -tithe faculty merbers as qualified in
Section 1 of this Article.

For the purpose of Senate representation, all adjunct faculty members shall
constitute the equivalent of one academic division, which shall have two Senators
representing the adjunct faculty of Oklahomat&tUniversityOklahoma City.

SECTION 3: ELECTIONS AND TERM OF OFFICE

A.

Each academic division, as defined in Section 2 of this Article, shall hold an
election each spring via a secret ballot to elect Senators. One Senator from each
division will sene a tweyear term commencing in academic years beginning
with evenrnumbered years; the other Senator from the division will serve a two
year term commencing in academic years beginning withnodabered years.

All faculty members eligible for election tepresent their division in the Faculty
Senate shall have the right to vote for Senators from their divisions.

The Rules and Procedures Committee of the Faculty Senate shall determine the
exact procedures for the Senate elections, supervise them, diotlyarimounce

the elected Senators.

Election of the representatives of the adjunct faculty members shall be conducted
by electronic ballot supervised by the Rules and Procedures Committee.

Each term of a Faculty Senator shall consist of two yeatschwbegins
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 feletion.

In the event a Senatas unable or unwilling to fulfill his/her elected term of
office or is removed from office prior to the expiration of his/her term, the Rules
and Procedures Committee shall supervise the election of a representative to serve
in the vacated office until thexpiration of the term.

Each Senator is ethically obligated 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 Senaim selection.

SECTION 4: REMOVAL OF SENATORS

A Senator may be removed from office before his or her term expires under the following
procedures:
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1. At | east 30% of a Senatorbés constituents

removal, said péton to be certified as valid by the Rules and Procedures
Committee of the Faculty Senate.

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 Rules and Procedures Committee of the Faculty Senate shall determine the
exact procedures for the recall election, supervise them, and publicly announce
the results, a process that must be completed no later than fourteen (14arcalend
days after the recall petition has been certified.

SECTION 5: SPECIAL ELECTION OF SENATORS

In the event that a Senate seat becomes vacant, the Rules and Procedures Committee of
the Faculty Senate shall determine the exact procedures for al gpeci@n to replace

the Senator, supervise thatection, and publicly announce the results. This
entire 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 faculty, staff,
administrators, and students. Faculty Senators and Officers shall be
seated in a designated area to clarify eligibility for voting in that body.
All persons who wish to address the Faculty Senate may do so when
recognized by the Faculty Senate President.

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 Rculty Senators present vote to close quarters, the
Chair shall have the authority to request all-4f@culty to leave the
meeting.

SECTION 2: MEETING SESSIONS AND QUORUM
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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) Senators and 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 m attendance at a Faculty Senate session may ask for a vote to be
taken by roll call or by secret ballot, and the first such request for a given vote
must be granted. The Secretary, assisted by the Vice President when available,
shall distribute, collecand tabulate any written ballots.

C. Robertds Rules of Order , Newly Revised,
business.
D. The Agenda for each Faculty Senate session shall include the following items:
1. Determination of Quorum and Call to Order
2. Approval of Agenda
3. Approval of Minutes
4, Report Regarding Recommendations & Resolutions to President
5. Reports of Faculty Senate Committees
6. Report of Representative to OStillwater Faculty Council
7. Report of Representative to Presidenta
8. Unfinished Business
9. New Business
10.  Adjournment

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

F. SPECIAL NOTE: Campus reports and announcements shall be submitted
electronically to the fadty 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 Sematshall 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 academic years

as a fultime tenuretrack faculty member before assuming the responsibilities of
the office.
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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) consecutiv@iacade
years as a fullime tenuretrack 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) acadenas geflitime
tenuretrack faculty member before assuming the responsibilities of the office.

SECTION 3: ELECTION AND TERMS OF OFFICE

A. The election of the Vice President and the Secretary shall be held each spring via
a secret ballot. Electegdfficers shall be publicly announced no later than one (1)
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

B. The Rules and Procedures Committee of the Faculty Senate shall conduct the
election of the Faculty Senate Officers according to the procedures listed in
Article VIII, Section 3.

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

D. A term of office for the Faculty Senate President and Vice President shall be one
(1) year and the term of office for the Secretary shall be two (2) years. Terms of
office shall begin immediately foll@ing the April Faculty Senate meeting. The
President and Vice President shall not beleeted to a second 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 thoseedf The Secretary may serve a
maximum of two (2) consecutive terms of office, but may be subsequently re
elected only after being out of that office for one (1) year.

SECTION4: OFFI CERSOG DUTI ES

A. The President shall:

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

2. Prepare, in consultation with the other Faculty Senate officers, the Agenda
for the Faculty Senate meeting at least one (1) week before the scheduled
meeting.

3. Chair the Rules and Procedures Committee.

4, Call and preside at all meetings of the Faculty Senate.

5. Enforce parliamentary procedures.

6. Attend each Presidentdos Cabinet meet.
other meetings requiring Faculty Senate representation, or send a
designee.

7. Report © t he Faculty Senate alll matters
Cabinet.
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8. Present in writing any recommendations of the Faculty Senate to the
appropriate individual or group.

9. Install the newly 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 aforementioned to discuss topics of concern or interest to
the administration. For the purpose of Senate representationgetizdeS
President will invite one or more Senators from the electorate to attend.

B. The Vice President shall:

1. Act as the presiding officer in the absence of the President.

2. Be responsible for special projects of the Faculty Senate.

3. Be an exofficio member of all standing committees of the Faculty Senate.

4. Attend the Presidentodés Cabinet meetin
attend.

5. Chair the Faculty Senateds Academic Po

C. The Secretary shall:

1. Maintain a current recordf all faculty 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, and record the votes of
Senabrs for each motion made.

3. Maintain a file of the minutes of each 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 Ciy administrative officers at least three (3)
business days prior to the next scheduled Faculty Senate meeting.

5. In conjunction with the President, develop and distribute the Agenda at
least three (3) business days prior to the next scheduled Facutite Sen
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.
SECTION 5: REMOVAL OF OFFICERS

A Faculty Senate Officer may be remdvom 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 Rules and Procedures Committee ghettrmine the exact procedures for the

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

SECTION 6: SPECIAL ELECTIONOF OFFICERS
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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 evat that the office of Vice President becomes vacant before January 1, the
Rules and Procedures Committee shall conduct a special election to fill that
Office. This process must be completed no later than fourteen (14) calendar days
after the announcementat a vacancy exists. If 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
Rules and Procedures 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 exists. If the office of Secretary becomes
vacant after Januarl, the vacancy shall be filled by a 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 paBtesident.

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 emergenadpdsassshall be placed

on the Agenda of the next scheduled Faculty Senate meeting for discussion.

ARTICLE VII: ELECTED FACULTY SENATE REPRESENTATIVE

FACULTY SENATE REPRESENTATIVE TO THE OSGSTILLWATER
FACULTY COUNCIL

The Oklahoma State Universi@klahoma City Faculty Senate representative to the

OSU Stillwater Faculty Council shall:

1. Attend all meetings of the OSSBtillwater Faculty Council.

2. Present the Oklahoma State Universitk | a h o ma City Faculty
recommendations to the OS&illwater Faculty Council.

3. Report to the Oklahoma State Universidklahoma City Faculty Senate issues
discussed by the OSBtillwater Faculty Council.
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4, Forward the minutes from the OS&fillwater Faculty Council to the Oklahoma
State UniversityOklahoma City Faculty Senate; before the Faculty Senate
Meeting.

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

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

oo

ARTICLE VIII: STANDING AND AD HOC COMMITTEES

SECTION 1: STANDING COMMITTEES LISTED

A. The following four (4) standing committees of the Faculty Senate shall be:
1. Rules and Procedures Committee

2. FacultyCommittee

4. Finance and Operations Committee

5. Academic Policies and Studehtffairs Committee

w

Recommendations from committees shall be brought back to the eligible faculty
members for discussion and approval.

SECTION 2: MEETING GUIDELINES
Each Standing Committee is required to provide three (3) business days notice of a
Starding Committee meeting to the general faculty, along with an agenda or issues to be

discussed. Nosenator participation at such meetings will follow theldys as outlined
under AArticle IV, S®&enatomr d.0 Attendance

SECTION 3: RULES ANDPROCEDURES COMMITTEE

The Rules and Procedures Committee shall:

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

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

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

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

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

Recommend creation or abolition of Faculty Senate Committees.

Recommend procedures for establishing new University committees, task forces,
boards, and councils.

oo
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10.

11.

12.

13.

14.

Recommend procedures for faculparticipation in the government of the
University, including the planning, management, and evaluation of divisional and
departmental affairs.

Recommend procedures for faculty participation in the planning, operation, and
evaluation of University prograsmot under the supervision of any division.
Recommend procedures for faculty participation in administrative organization
and reorganization at all levels, including creation and reorganization of divisions
and departments of the University.

Recomnend procedures for faculty participation in selecting administrative
personnel.

Recommend procedures for faculty liaison with Boards of Regents, Student
Government Association and other work groups that require faculty
representation.

The Rules ath Procedures Committee shall conduct and supervise all Faculty
Senate elections, whether regular, recall, or special in nature.

The Rules and Procedures Committee shall determine the exact procedures for
elections to the Faculty Senate and for all itesyad special elections because of
the circumstances that will be unique to each one.

The Rules and Procedures Committee shall implement the following procedures
for the regular election of Faculty Senate Officers each spring:

A. Make a formal request all eligible faculty members for nominations.

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

C. Offer a minimum of two (2) names for each Office at the February Faculty

Senate meeting. In the event that at léast (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.

D. Prepare and distribute ballots with a return date no later than one (1) week
prior to the regularly scheted April meeting of the Faculty Senate.

E. Ballots will be electronically tabulated and reported to the Faculty Senate
President prior to announcing election results to the ©@&8ldhoma City
faculty.

F. If there is a need for a ruff election, it shallprepare, distribute, and

collect the necessary ballots.

SECTION 4: FACULTY COMMITTEE

The FacultyCommittee shall:

1.

2.

Consist of the Vice President of the Faculty Senate as Chair, the immediate past
President of the Faculty Senate, and three Senatexdexstby the Faculty Senate.
Formulate and recommend policies governing faculty status, including
appointment, tenure, employment, working conditions, workloads, research
activities, and similar concerns of the faculty members.
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3. Be available to consulnd advise the Faculty Senate President on matters which
require application 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 issunes
policies for the Faculty Handbook. Prepare and distribute ballots to the Faculty
Senate on proposed revisions of the Faculty Handbook, count the ballots, and
announce the results at the next scheduled Faculty Senate meeting.

5. Formulate and recommend policies and loagge plans concerning retirement
and fringe benefits, such as group insurance;skeeltered annuities, health
services, recreation facilities, and tuition fees for faculty and staff members and
their dependents.

6. Recommend procedures to prepare personnel for retirement and receive, review,
analyze and make recommendations on irregular cases involving retirement and
fringe benefits.

SECTION 5: FINANCE AND OPERATIONS COMMITTEE

The Finance and Operations Contetshall:

1. Consist of an unspecified number of Senators selected by the Faculty Senate.
2. Review the publicly available financial records of Oklahoma State University

Oklahoma City and the sheierm and longerm priorities of the Administration
regading finances and operations of the institution.

3. Make recommendations to the Aedmandi str at.i
long-term priorities regarding finances and operations of the institution.
4. Formulate and recommend policies and loagge pans pertaining to campus

facilities, safety and security including the design, construction, and naming of
new campus buildings; the control of campus traffic and parking; safety and
security; the assignment of space and equipment for office, classroam, an
laboratory, together with maintenance and repair thereof; and physical plant.

5. Annually review contingency plans for handling campus emergencies.

SECTION 6: ACADEMIC POLICIES AND STUDENT AFFAIRS COMMITTEE
The Academic Policies and Student Affairs Qoittee shall:

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

2. Formulate and recommend policies regarding admission, retention and graduation
requirements; university catalogs and the academic calendar; incentives and
academic awards to encourage scholarship; instructional standards and
procedures, on and off campus; student employment and credit hour load
regulations; new curricula, programs, and collaborative agreements; academic
counseling, tutoring and honors program.

3. Formulate and recommend policies regarding acquisition, distribution, and use of
information technology and the use of electronic media.
4, Formulate and recommend policies regarding faculty development issues.
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5. Formulate and recommend policies dadg-range plans concerning the Library
and other

learning resources.
6. Formulate and recommend policies, procedures, andriomge plans pertaining
to student

concerns and activities common to all divisions of the University, such as those
relating to guidance, awards, discipline, health, employment, loans, intramural
athletic activities, and the distribution of scholarships, financial awards and
assistance.

7. Make recommendations concerning changes in student regulations.

SECTION 7: AD HOC COMMITTEES
The Faculty Senate President shall have the authority to create ad hoc committees to

work temporarily
on special problems or projects.

ARTICLE IX: REFERENDUNS

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 Facultyn&t is unwilling to do them.

SECTION 2: PROCEDURES FOR REFERENDUM 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 referendunon any issue. The Rules and Procedures Committee shall have
the authority to certify any such petition as valid.

2. If a referendum petition is certified as valid, the Rules and Procedures Committee

shall conduct the secret ballot vote by all eligibleufey members and announce
the results at the next regularly scheduled meeting of the Faculty Senate.

ARTICLE X: AMENDMENTS TO THE BYLAWS
SECTION 1: JURISDICTION OVER ALL PROPOSED AMENDMENTS

All proposed amendments to the Bylaws of the Faculty Semats originate or be
submitted to the Rules and Procedures Committee of the Faculty Senate.

SECTION 2: FACULTY SENATE ROLE

92



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

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 proposed 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 ddgcte

the Faculty Senate.

Amendments to the Bylaws must receive a minimum-tiwials (2/3) majority of

the votes cast by eligible faculty members.

All changes to the bylaws must complete the following process:

1. Approval of majority vote fultime OSUOklahoma City faculty
2. Review process by OSU legal counsel
3. Approval by A&M Board of Regents

Revised: December, 2010
Officially recommended by the Faculty Senate on February, 2011.
Approved by the A&M Board of Regents &eptember 9, 2011
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APPENDIX C

OKLAHOMA STATE UNIVE RSITY-OKLAHOMA CITY

GUIDELINES FOR FACUL TY APPOINTMENTS,
PROMOTION, AND TENUR E
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OKLAHOMA STATE UNIVERSITY-OKLAHOMA CITY

GUIDELINES FOR FACUL TY APPOINTMENTS, PROMOTION, AND TENURE

The OSU-OklahomaCity guidelines for faculty selection, reappointment, promotion, and tenure
shall not conflict with thé>olicy Statemerib Govern Appointments, TenyrandPromotios, andRelated
Mattersof the Faculty of Oklahoma State Universi@klahoma Citywhich wee approved by th©SU
Board of Regentsn 2/26/99.

These guidelines are presented for use by administrators and faculty to assist in determining an
individual 6s qualifications for appointment, re.
academic divisions shall create more specific andare rigorous criteria relevant to their division
provided that the criteria do not conflict with tRelicy StatementDivisions may also choose to weigh
guidelines in relation to faculty rank for which the candidate is applying. More specific origoooels
criteria shall be ratified by the majority of the ftithe faculty members of the division.

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

division guidelines applicable on the effective date of app@nt. Initial academic rank is established at

the time of employment by the office A€ademic Affarsand i s based on the new
experience and education and the interview comm
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 time will be determined on an individual basis. Tenure and advancement in rank shall be
basel on demonstrated merit as a primary consideration. Meritorious service may be defined as outstanding

service to the institution and its students in the following areas:
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1. Effective classroom teaching andlassroomrelated duties: Teaching is the primaryudy of
instructional faculty. Faculty are charged with the responsibility to challenge and motivate students, to
maintain high academic standards, and to help students think independently in order to understand
concepts and solve problems. Faculty mlsst 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
respective 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 advanced courses or degrees, continuing education, or obtaining special
license of certificationFaculty are encouraged to attend and make presentations at professional
meeting.

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

4. Active participation in the OSU-Oklahoma City student experiencefaculty need to be concerned
with developing the whole potential in the students as future leaders. Faculty must be willing to serve
as role models, acadenadvisors, mentors, and sponsors of student organizations. Faculty should also

take advantage of any opportunities to recruit students and promote the institution.
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5. Performance of administrative duties if this is part of the job description:
FACULTY POSITIONS: Academic rank aDSU-Oklahoma Cityshall be classified as follows:

1. Instructor

2. Assistant professor

3. Associate professor

4. Professor
| nstructor
An appointmenttotherankti st ruct or requires a minimum of a b
institution of higher education. Individuals must present evidence of scholarship, teaching ability, and
practical experience. The academic transcripts must include evidence of course work relevant to the course
work in the discipline/technical specialty cowwslee 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
years. Appointment to the seventh year as an instructor confers tenure.
Assistant professor
For initial appointment to the rank Aksistant Professat OSU-Oklahoma Citythe candidate shall be
fully qualified as an instructor and hold a mas
institution of higher education. The individual is eligible for promotion to this rank when division criteria
are met.The Assistant Professeank is normally a fouyear initial appointment. Promotion Associate
Professopr reappointment as @ssistant Professafter six years probationary service ag\asistant
Professopr an appropriate combination of timeluting thelnstructor rank shall confer tenure.
Associate professor

For initial appointment or promotion to the rankAsisociate Professat OSU-Oklahoma Citythe
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