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UNCA Survival Glossary

Academic advisor:  Each student is assigned an academic advisor to assist with program planning and serve as a liaison to other campus services.  Freshmen are advised by their colloquium instructors; declared majors/transfer students receive advisors in their major departments.

Academic grievances/Faculty Conciliator:  Students should discuss academic grievances first with the course instructor and if necessary with the instructor’s department chair.  Unresolved grievances may be brought to the Faculty Conciliator (see the Student Handbook for procedures and deadlines).

Academic honesty:  Acts of plagiarism or cheating, or assisting in these acts, are considered academic dishonesty.  Depending on the gravity of the offense, the instructor may issue a grade of zero for the assignment/test, a failing grade in the course, or recommend to the Provost other serious university sanction including dismissal.

Acronyms:  Abbreviations for names that use the first letter of each word.  Course meeting days use acronyms (e.g., MWF = Monday/Wednesday/Friday, TR = Tuesday/Thursday).  Acronyms also are used for building names (e.g. KH = Karpen Hall) and academic programs (e.g., LSIC = Liberal Studies Introductory Colloquium).
Add/drop period:  The first few days of each semester during which students may change their class schedules without notations on their transcripts.  After this period, courses can only be dropped by withdrawal from a course which is noted on student transcripts.

Administrative drop:  Faculty may drop students who do not attend the first class meeting from their class rolls.  The policy frees space for students who are wait-listed for the course.

Application for graduation:  A form that must be filed by a designated date in the semester prior to graduation.  Students who do not file the form by the deadline cannot be graduated in the subsequent semester.

Declaration of major:  A process that formally registers a student as seeking a particular major.  The listing for each department in the UNCA Catalog explains how to declare a major in that discipline.  Many departments have requirements which must be completed prior to declaration.

Department office/faculty mailboxes:  Each academic department has a department office staffed by an office assistant.  Faculty mailboxes typically are located in the department office.

Faculty ranks:  Faculty hired for positions that carry permanent tenure are “ranked” as assistant professor, associate professor, or professor based on their education and experience.  Adjunct faculty, who are hired to teach 1-2 courses in a given semester, receive a parallel adjunct rank based on education and experience.  Full-time faculty also may be hired as lecturers or visiting instructors.

Final exam period:  Each course has a required class period at the end of the semester for either a final exam or an alternative learning activity.  Students meet in their regular course classrooms at times determined by the course meeting pattern (e.g., MWF).  The Final Exam Schedule is posted under Calendars on the UNCA web site.

General Education/”Gen Ed”:  A common name for the core curriculum at a college and the name of UNCA’s former core curriculum.  Students entering UNCA beginning Fall 2004 now complete the Integrative Liberal Studies (ILS) curriculum.

Incomplete grade:  A student may request an incomplete grade when unforeseen/unavoidable circumstances prevent completion of a course.  The required form lists the work to be completed, the deadline(s), and the grade recorded if the student fails to complete the work as indicated.

Integrative Liberal Studies/ILS:  The name for UNCA’s new core curriculum which is required for students admitted beginning Fall 2004.  Information about requirements is available in the UNCA Catalog and in the Integrative Liberal Studies section of the UNCA web site (www.unca.edu/ils).

Late start class schedule:  A modified class meeting schedule that the Provost may designate on bad-weather days; it is posted under Calendars on the UNCA web site.  Late starts are announced on radio/TV, the Snow/Emergency phone line (259-3050) and the UNCA web site.

Office hours:  All faculty are required to set aside time each week to meet with students outside of class.  Office hours should be listed in course syllabi and available from department office assistants.

Pre-registration advising:  A period of 2-3 weeks each semester, usually after the mid-semester break, when students meet with their academic advisors to plan their schedules for the upcoming semester; students also receive their registration access numbers (RANs) which are required to access online registration.  Faculty may schedule individual appointments or meet with student during office hours.

Pre-registration/registration:  Currently enrolled students may pre-register for the next semester during designated times after pre-registration advising.  Times are determined by seniority and are listed in an email from the Registrar’s Office.  Students who do not pre-register, or whose schedules are canceled for tuition/fee nonpayment, complete the process during registration just before the start of the semester.
Syllabus:  A handout for each class that describes the course, the requirements for completing the course, and the course policies (e.g., attendance).  Syllabi typically also include information about office hours and how to contact the instructor.

Withdrawal from a course:  After the add/drop period, students may only leave a course by filing a withdrawal form by the deadline, currently set at the 9th week of the semester.  A student who stops attending a class but does not withdraw receives a grade of F in the course.
UNCA resources to support student learning
Ramsey Library

• General library information is available at  http://bullpup.lib.unca.edu/library/.

• Notebook computers may be checked out for use within the library.

University Writing Center (RL 136, 251-6596)

• Assistance with writing assignments for any subject, by appointment or during drop-in hours.

• For more info, go to http://www.unca.edu/uwc
Mathematics Assistance Center/Math Lab (RBH 323, 232-5191)
• Drop-by assistance for all in Math provided free to all UNCA students

• For more info, go to http://www.unca.edu/math/math_lab/math_lab_index.asp, click on “Math Lab”.

Tutoring (One Stop, 251-6060)

• For one-on-one help with your courses.

• Information and forms online at http://www.unca.edu/advising/tutoring.htm.

• Questions? Contact Ethan Fesperman (efesperm@unca.edu).

Career Center (HU 259, 251-6515)

• Information about career options and graduate school, training in career planning and contacts for internships and employment (full- or part-time, on campus or off campus).

• For more info, go to http://www.unca.edu/career
Study Abroad/Study Away (One Stop, 232-5037)

• Can help you find affordable exchange programs or internships in the U.S. or overseas, during the semester or over the summer.

• For more info, go to http://www.unca.edu/studyabroad/index.html
Advising and Learning Support Center (One Stop, 251-6575)

• Available to help with questions about your courses and other academic issues.

• Information and forms are available at http://www.unca.edu/advising
Faculty Conciliator

• A faculty member who assists with resolution of disagreements between students and faculty.

• For more information, go to http://www.unca.edu/resources/faccon.htm
Student Health Services (201 Weizenblatt, 251-6520)

• Office hours are M-F from 8:00-5:00.

• For more information, go to http://www.unca.edu/shs
Counseling Services (101 Weizenblatt, 251-6517)

• Offers individual and group sessions to UNCA students, M-F 8:00-5:00. 

• Program information is available at http://www.unca.edu/counselcenter
Disability Services (One Stop, 232-5050)

• Assistance for students with special needs

• For more information, go to http://www.unca.edu/disabilityservices or contact Ethan Fesperman (efesperm@unca.edu).
Important Academic Policies and Procedures

I.  Setting up office hours


A.  Requirements (From the Faculty Handbook, Section 3)
"Faculty are expected to post and maintain regularly scheduled office hours for purposes of advising students and offering assistance to students enrolled in their classes. Office hours should be scheduled to allow access to instructors and advisors at times convenient to students. Course syllabi should also list regularly scheduled office hours."


B.  Suggestions
· Consider setting aside some "drop-in" office hours, when you will be present, and also some "by appointment only" hours, when you can be available if students make prior arrangements.

· Post your office hours outside your office, and make sure your department's office assistant also has a copy.  (Some departments post a master list of class hours and office hours by faculty members outside their department offices.  It can help speed up communication.)

II.  Constructing a syllabus:  Required elements and suggested additions

A.  Requirements (From the Faculty Handbook, Section 5)
“To assist students in deciding on the nature of the course in which they have enrolled, to help students understand what will be expected of them, and to help students plan their work in the course, it is strongly suggested each faculty member provide the following in writing to each student in every course at one of the first class sessions of each semester: 

1. A course syllabus describing the course as it will be presented by the individual faculty members; 

2. A statement of class policies which the faculty member will follow.”
“Each faculty member should include in any class attendance policy a provision for the fair treatment of students who cannot reasonably be expected to attend class, especially in cases involving scheduled exams or due dates for papers.”


 “Faculty are expected to include on their syllabi, information about course assignments in cases when they cannot meet their classes. In every instance Faculty are to notify their Department Chair and/or Program Director when they cannot meet their classes, and to indicate what assignments are to be followed during that absence.”

B.  Suggestions for describing the course
· Is the course required for the major? 

· Does it have prerequisites? 

· What are the course objectives? What is it supposed to do? What in general are the students expected to get out of it? 

· What is the text? Any required readings? Any suggested readings? 

· What are the main topics that will be covered? Can you give a kind of timetable of when we might expect to be dealing with each of these? 

· How will we be evaluated? About how many exams or quizzes? Can we know the dates of these? How are grades in these exams and quizzes weighted to yield the final grade? 

C.  Suggestions for describing class policies
· Must we attend each class session? Do you have a policy on "cuts"? 

· Can we make up missed quizzes or exams? If so, how? How does a missed class effect the final grade (if it does)? 

· What happens if snow or other severe weather makes it impossible to get to class, especially if an exam or a special assignment is scheduled? 

· Will you accept late homework or papers? Will lateness affect the grade? 

· Does "class participation" count toward the final grade? Can you tell us how much? 

· Can you tell us what must be done to pass, to get an "A", etc.?

· Do you have a specific format for papers? Must they be typed? 

· Any other policies that affect behavior or performance in this class? 

· Please note that the Faculty Handbook states:

· “Written statements need not touch on each of these items and may actually mention a few more. The lack of a written statement of an actual policy, however, gives the clear assumption that policy does not exist or is not important. Problems with student grievances are most easily resolved by getting policy in writing and making sure that each student has a copy.”

D.  Other suggested information
· Your preferred contact mode: phone or email. Also, may students call you at home?

· Reminders to students about

· UNCA’s resources for helping students (all paid for by student fees):  the Writing Center, the Math Lab, the Counseling Center,  the Career Center

· Required use of bulldog email accounts by students; how to forward those accounts if students wish to continue using a prior account.

III.  Policies on class attendance (From the Faculty Handbook, section number indicated)
3.1.4.3.4 Students Attending Class 
Students are responsible for regular class attendance. Faculty members are responsible for reporting to the student's advisor any student whose repeated absence from class is impairing the student's work. Any faculty member who has a particular attendance policy for his or her classes is to state that policy in the course syllabus.

By the official withdrawal date an instructor may administratively withdraw from a course any student who has not fulfilled the prerequisites for the class. Students who are administratively withdrawn will receive the grade W on their transcripts. (SD0589F)

Religious Holidays: It should be noted (but not specifically in class policies) that a student who misses a test or deadline due to a bona fide religious holiday must be allowed to make up the test or other work. Legal counsel of the University system advises that to refuse this may be a violation of the prohibition against religious discrimination.

Students who miss class to travel on university-sanctioned business are given excused absences for the class time missed. Occasional absences of this kind will have no punitive impact on their grades. It is the student's responsibility to inform the instructor of the travel plans at least one week prior to the sanctioned absence, and to make up all work missed within a specified time period, as agreed to by instructor and student. However, significant absences may affect academic performance and grades. 
5.2.1.3 Class attendance and university-sanctioned travel (SD2002S)
Students who miss class to travel on university-sanctioned business are given excused absences for the class time missed. Occasional absences of this kind will have no punitive impact on their grades. It is the student's responsibility to inform the instructor of the travel plans at least one week prior to the sanctioned absence, and to make up all work missed within a specified time period, as agreed to by instructor and student. However, significant absences may affect academic performance and grades. 
IV.  Policy on academic honesty
8.3.1 Academic Honesty (SD4396S amended by SD4406S)
As a community of scholars dedicated to learning and the pursuit of knowledge UNC Asheville relies on the honesty and academic integrity of all the members of its community.  Any act of plagiarism or cheating is academic dishonesty. A person who knowingly assists another in cheating is likewise guilty of cheating. According to the instructor’s view of the gravity of the offense, a student may be punished by a failing grade or a grade of zero for the assignment or test, or a failing grade in the course. If it seems warranted, the instructor may also recommend to the Provost dismissal or other serious university sanction. 

A student accused of academic dishonesty should talk with his or her instructor. In all situations where a student has been disciplined for plagiarism or cheating, the instructor is to submit to the VCAA a brief statement of the case; the student is to receive a copy of this document. Depending upon the severity and/or repetition of the offense, the VCAA may choose to impose a penalty of cancellation of graduation with honors; cancellation of scholarships; dismissal from the university; or any other penalty which he or she deems logical and deserved. A student has 10 class days to respond to this document, in writing; this response is to be sent to the VCAA for attachment to the document submitted by the instructor. 

The student may choose to contact the Faculty Conciliator, who will advise the student of his or her rights, and attempt to mediate between the student and the instructor before proceeding to bring the case before the Academic Appeals Board. If the student is satisfied with the results of this mediation, then the formal hearing before the Board will not take place. The request for this formal hearing must be made by the student within ten class days of receiving the copy of the instructor's statement to the VCAA. 
8.3.4 Student Grievance Procedure (SD2981; See also the UNCA Student Handbook) 
A student grievance procedure exists to serve all enrolled students at UNCA in the event that they judge they have been improperly or unfairly treated in academic matters. The detailed procedure may be found in the Student Handbook. It should be noted that written notice of the grievance must be filed with the Faculty Conciliator within ten class days of the incident or of the time a student could reasonably be expected to know of the incident. 
V.  Disruptive behavior in class

8.3.5 Student Referrals (SD5606S)
In the case of disruptive behavior by students in the learning environment see Section 5.2.11  Disruptive Behavior in the Classroom.  Other disruptive behavior may be referred as outlined in the Student Code of Community Standards. 

Each student is assigned an academic advisor. A faculty member who feels a student should seek the assistance of their academic advisor may refer that student to their faculty advisor. Students are not required to seek the assistance of an advisor.

VI.  Studies with disabilities (Excerpt from Faculty Handbook)
5.2.6 Working with Students with Disabilities (SD5096S edited by VCAA, 2007)

Each student brings unique abilities, experiences, and learning styles to your classroom.  Students with disabilities who are accepted at UNCA are capable of college work and should have course requirements consistent with those for other students.  However, some accommodation or modification may be needed. 

Whether or not a student has a disability which requires accommodation is decided by a relevant health professional rather than a faculty member in order to take advantage of the protections offered by the Americans with Disabilities Act (ADA). 

 Students with disabilities are required to file documentation of the disability with the Disabilities Services Office (DSO) no later than the withdrawal date for the semester/term in which the accommodation is being requested or as soon as the student discovers need.  That documentation should include suggestions for needed accommodations.  Once a faculty member has been notified by the DSO that some accommodations are needed, the faculty member should meet with either the DSO or the student or both to discuss course expectations and what accommodations might be appropriate.  The office can be accessed directly at http://www.unca.edu/disabilityservices/.
Office Assistant Job Description
(From the Faculty Handbook, section 4.3.5.1)
4.3.5 Office Support


4.3.5.1 Office Space and Clerical Assistance 


Full-time faculty can expect in his/her office a desk, book shelving, filing cabinet and chairs, a telephone, access to a departmental secretary for provision of course related clerical services and typing and as time permits typing of manuscripts, and mail service to the departments. Budget permitting, a work study student who may assist faculty may be assigned to an academic department. Within budget constraints faculty may utilize the services of Printing Services and Publications. A limited number of private carrels are available in the library (see Section 5.8.4). 

Guidelines for Work Assigned to Faculty Secretaries 

A.  Workload Priorities:  Faculty secretaries are assigned the following priorities for their work: 

1. Course outlines, course syllabi, handouts, assignments, and examinations.

2. Receptionist duties including answering the phone and fielding questions from students and visitors.

3. Essential UNCA reports, official correspondence, budgets, etc. for the chair/director. (Annual reports, department self-studies, course schedules, etc.)

4. Routine filing and office work.

5. Duties peculiar to a department (special reports, box office, ticket sales, distribution and return of keys, etc.)

6. Essential reports, official correspondence, etc. for faculty. (Official faculty committee activities, academic advising, etc.)

7. Scholarly activities including grant proposals, articles for publication, reviews, etc.

8. Typing manuscripts for a book. Secretaries may do this only if time allows. Where appropriate secretaries should be compensated separately by the faculty for work performed outside regular work hours.

9. University-wide needs may supersede any of the above.

B. Activities to be Discouraged 

1. Activities that take secretaries out of their offices for a prolonged period of time during the normal workday.

2. Any work for off-campus organizations (e.g., civic groups) in which a faculty member may be involved. When in doubt the secretary should consult the chair/director or the VCAA.

(Continued on next page)
C. Activities Prohibited 

1. Typing personal correspondence for anyone.

2. Violating copyright laws at the request of anyone.

3. Proctoring examinations

4. Supervising a class for a faculty member

5. Grading of any course-related work: examinations, quizzes, papers, reports, homework, etc.

6. Performing any non-work related activities. When in doubt the secretary should consult the chair/director or the VCAA.

Travel Information
(http://www.unca.edu/controller/travel_information.html)
Per Diem Rates
   Mileage:  58.5 cents per mile IF no state car available, 33 cents if you chose not to use a state vehicle and one is available.
   Meals:  Allowances cannot be paid to employees for lunches if travel does not involve an overnight stay; however, employees can be eligible for allowances for the breakfast and evening meals when the mentioned guidelines are met.

	Meals
	  In-State
	Out of State
	 Notes

	Breakfast
	$7.50
	$7.50
	 must depart prior to 6 am

	Lunch
	$9.75
	$9.75
	 must depart prior to 12 pm, return after 2 pm

	Dinner
	$16.75
	$19.00
	 must depart prior to 6 pm, return after 8 pm

	Lodging
	$63.75
	$75.50
	 


Airfare
Must have ORIGINAL passenger receipt ticket (photocopies NOT accepted) and boarding passes.

Lodging
Must have ORIGINAL receipts showing payment with a zero balance.  Actual amount up to per diem rate listed above will be reimbursed.  Any amount above the per diem must be pre-approved by the appropriate supervisor.

Instructions for Travel Reimbursement
Authorization for Travel must be submitted, with appropriate signatures, to qualify for reimbursement of an overnight trip.  Travel Reimbursement forms are available on-line or from Central Stores (Form 11.06).  If you travel for more than two days, a continuation sheet (Form 11.07) must be used for the extra days of travel.  All forms need to be submitted within thirty days of travel.  It is important to complete all sections of the form, including name, address, dates and times of travel, the purpose for the trip, and most importantly all appropriate signatures.  The proper budget fund number and account code should be included for each category of travel.

Travel Account Codes
	In State
	Out of State
	Out of Country
	Non-Employee 

	731110 Trans/Air
	731210 Trans/Air
	731310 Trans/Air
	731410 Trans/All

	731120 Trans/Ground
	731220 Trans/Ground
	731320 Trans/Ground
	

	731130 Trans/Other
	731230 Trans/Other
	731330 Trans/other
	

	731140 Lodging
	731240 Lodging
	731340 Lodging
	731440 Meals & Lodging

	731150 Meals
	731250 Meals
	731350 Meals
	  

	731160 Other
	731260 Other
	731360 Other
	

	731190 Registration Fees
	731290 Registration Fees
	731390 Registration Fees
	731490 Training


ANNUAL FACULTY RECORD

Please include this cover sheet with your completed Faculty Record.  

(revised 10/07)

The use of the Faculty Record is discussed in Section 3.4 of the Faculty Handbook.

Name:  _________________________________________ 
Calendar Year:  ______________    

Rank/Title: ________________________________ Department/Program: _________________
Administrative Assignment (if any):  ___________________________________________

Fall reassigned hours for
___teaching
___  scholarship/creative activity
___  service

Spring reassigned hours for
___teaching
___  scholarship/creative activity
___  service

Please note:  Faculty are expected to comment on each item.

I. TEACHING

(A) List courses taught in each semester, including information about the nature and enrollment of each course (e.g. required, service course, elective). 

(B) Briefly outline teaching contributions to Integrative Liberal Studies and other university programs (e.g. honors, MLA).
(C) Briefly outline teaching innovations including co-curricular activities used to enhance student learning environments.

(D) Did reassigned time support these activities?  If yes, briefly describe the use of this time.

II. SCHOLARSHIP, CREATIVE AND PROFESSIONAL ACTIVITY

(A) List scholarly and creative activities for this year indicating the status for each (e.g., in progress, submitted for peer review, published/presented).  Please include work on grants (e.g. submitted/accepted, funded/not funded) and copyrights, patents, software created.

(B) List undergraduate research performed under your supervision and published, or presented, by students.

(C) List other professional development activities such as memberships and offices in professional organizations; professional consultancies; contributions as editor, judge or reviewer; conferences, seminars or projects in which you participated, etc. 

(D) Did reassigned time support these activities?  If yes, briefly describe the use of this time.

III. SERVICE

(A) List department service including departmental committees or projects and major advising.

(B) List university service including freshman/ILS advising, assignments on committees or task forces, work with other departments, etc.

(C) List your involvement in co-curricular activities to enhance faculty-student relationships (e.g. student club advisor, intramural coach, orientation). 

(D) List community service that directly relates to your professional training and expertise (e.g. commissions/boards of directors, public lectures/workshops, and work with local media).

(E)  Did reassigned time support these activities?  If yes, briefly describe the use of this time.
IV. FACULTY GOALS AND PERFORMANCE
(A) Briefly outline your progress on the faculty goals listed in last year's Faculty Record and summarize any other information that you consider relevant to this evaluation.
(B) List faculty goals for the upcoming year in the areas of teaching, scholarly/creative activity, and advising/service.

FACULTY PERFORMANCE APPRAISAL

(to be completed by Chairperson or Program Director)

Name                                                                                    Appraisal year:  __________________________

I concur with the faculty member's goals for upcoming academic year. 
 ___ yes
___no (explain below)

I.  EVALUATION PROFILE:  It is expected that faculty who are rated in the highest box demonstrate 

exceptional activity and accomplishment in that area.

Teaching


Exceptional


      
Good



Needs Improvement

	
	
	
	
	


Scholarship/Creative Activity

Exceptional



Productive



Inactive

	
	
	
	
	


Service


Exceptional



Active




Minimal

	
	
	
	
	


II.  EVALUATION NARRATIVE:  The purpose of the narrative is to explain and support the ratings assigned above.  It is not necessary to summarize the faculty member's record.  Instead, evaluate the quality of the faculty member's work as a teacher, scholar/artist, and community member in the context of departmental trends and norms, standards in the profession, and faculty workload (e.g. teaching, advising).  Evaluate the faculty member's progress on last year's goals and use of reassigned-time, if provided, and comment on the faculty member's goals for the upcoming year.  Indicate any identified problems and your recommendations for improvement. 
CHAIR SALARY RECOMMENDATION
_____ High Merit
_____ Merit
_____ No Increase

_____ Base adjustment (Equity)

Rationale:
Signature:  ______________________________________________    Date:                                                        




Chair or Program Director

Request conference with Dean  _____ (required in the event of non-concurrence with faculty goals)
FACULTY NOTIFICATION

I have read and discussed this document with my department chair or program director.  My signature does not necessarily indicate approval.

Signature:  ______________________________________________     Date:  __________________                          


(To be signed and returned to the chair/director before forwarding to the Dean.)

Request conference with Dean  _____ (required in the event of non-concurrence with faculty goals)

DEAN RECOMMENDATION

The Dean typically accepts a chairperson's recommendation.  When the Dean has a concern about a recommendation, s/he consults with the chairperson.  If the Dean disagrees with the recommendation, s/he provides written notice to both the chairperson and the faculty member of the change in recommendation and of his/her rationale.

Concur / disagree with the Chair's/Director's recommendation. Recommendation if different:  _______________ 

Signature:  _____________________________________________     Date:  __________________                          

PROVOST DECISION

The Provost, at his or her discretion, may select any faculty member for "Exceptional Merit Recognition."

I concur / disagree with the Dean's recommendation.  Final recommendation:

_____ Exceptional
_____ High Merit
_____ Merit               _____ No Increase

Rationale:
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