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VISION STATEMENT
The University of St. Thomas aims to be the premier Catholic university in the Southwest.
Inspired by the educational tradition of the Basilian Fathers and animated by a belief in the
dignity of the human person, it aspires to continue its mission of forming a diverse academic
community unified through its spirit of inquiry, love of knowledge, passion for truth, and respect
for religious and moral truths. The University will thus graduate men and women prepared to
influence the intellectual, social and spiritual demands of the twenty-first century.
In order to serve the Church and society, the University of St. Thomas offers an undergraduate
education firmly grounded in the liberal arts as well as selected graduate degrees. Learning at
the University draws strength from the dialogue between faith and culture, which fosters
awareness of ethical and religious principles that give full meaning to life. In their pursuit of
wisdom, faculty, staff and students work together in the classroom and on research projects, in
campus activities and in service to others.
In the third millennium the University of St. Thomas will respond creatively to the challenges
posed to its mission by poverty, globalization, limited economic resources, evolving technology
and changing population trends. It will remain committed to its rich traditions and to the highest
ideals of academic excellence, confidence in reason, social responsibility and the life of faith.
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CHAPTER ONE:
1.1

MISSION AND TRADITION

Mission Statement

As a Catholic University born from the heart of the Church, the University of St. Thomas is
dedicated to the religious, moral, and intellectual formation of the whole person. We are a
learning community with a passion for truth, offering undergraduate and graduate programs
characterized by excellence in teaching, research and scholarship.
Our academic programs are anchored in the classical tradition of education, with the humanities
and sciences at the core of all our undergraduate programs.
As a university in Houston, we are cosmopolitan, preparing students to practice their professions
in service to a culturally diverse community and changing world.
1.2

History of the University

The University of St. Thomas admitted its first freshman class, forty men and women, on
September 22, 1947. Of the ten faculty members, four were members of the Congregation of St.
Basil (Basilian Fathers), to whom the work of founding and operating the University had been
entrusted. The Basilians, a congregation founded in France in 1822, had been working in the
Diocese of Galveston-Houston since 1900, when they established the College of St. Thomas,
now St. Thomas High School.
Bishop Christopher E. Byrne of Galveston-Houston had long hoped that a Catholic university
might be established in his diocese, and in May of 1945 he announced that such an institution
was about to become a reality. For that purpose the T.P. Lee mansion, located in the 3800 block
of Montrose Boulevard, was purchased as a home for the new University, to which a science
building and classrooms were soon added. From these quarters a series of non-credit courses
were taught from November 1946 until Easter 1947, with a view to introducing students to what
would be the University of St. Thomas.
With experience that was both practical and theoretical, the Basilian Fathers, led by Father
Vincent J. Guinan, first President of the University, and Father Wilfrid Dwyer, Vice President,
shaped the initial curriculum. Influenced by the writings of Cardinal John Henry Newman as
well as by their Basilian experience at St. Michael’s College, the Pontifical Institute of
Mediaeval Studies and Assumption College, they determined that all students should pursue a
broad program in liberal studies intended to serve as a solid basis upon which to build their lives
and their careers in the community.
The earliest University catalogs gave “the place of honor to theology as queen of the sciences.”
This, the founders reaffirmed, was the “policy and practice of the Church in her university
program since Pope Gregory IX issued the charter of the University of Paris in 1232, the first of
the Christian West.” Acknowledging the influence of Newman, they further noted that
“religious truth is not merely a portion of general knowledge, but its very condition.” The
catalogs also stated that priority would be given to the philosophy of St. Thomas Aquinas, the
University patron. Forty years later, in 1979, this objective was fully realized by establishing the
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Center for Thomistic Studies, through which students at both the MA and PhD level are
encouraged to bring the insights of the philosophy of St. Thomas to the modern world.
As a Catholic institution of higher learning, the University of St. Thomas is inspired by the
teaching of Pope John Paul II’s apostolic constitution Ex Corde Ecclesiae and abides by the
application norms prescribed by the American Bishops. Because of the University’s institutional
commitment to the Church, “Catholic ideals, attitudes and principles penetrate and inform its
activities in accordance with the proper nature and autonomy of these activities” (Ex Corde
Ecclesiae, 14). In its teaching and research the University of St. Thomas is dedicated to the
cause of truth and fosters the integration of knowledge, the dialogue between faith and culture,
the ethical and moral implications of learning and the unique orientation given to all study by
theology.
Since its foundation the University of St. Thomas has experienced a dramatic expansion in its
physical facilities, now extending over eighteen square blocks, with numerous modern buildings
and an academic mall designed by the internationally famous Philip Johnson. The most recent
additions to the campus are the Chapel of St. Basil, designed by Philip Johnson, and named in
honor of St. Basil the Great, patron of the Basilian Fathers; Malloy Hall, the humanities and
education building; Guinan Hall, a new, attractive, and state-of-the-art student residence; and the
Moran Parking Garage Center, which greatly increases the University’s parking capacity and
houses the bookstore, a student lounge, and the security office. The Chapel is the crowning and
most prominent structure of the campus, both a work of art and a place of worship symbolizing
the vital role faith plays at the University.
During fall 2002 construction began on the Campus Life Mall, a $27 million project that thenPresident Father J. Michael Miller, CSB, described as “the most ambitious undertaking in the
history of the University of St. Thomas.” The first two projects in this endeavor, the 300-bed
Guinan Residence Hall and the 880-vehicle Moran Parking Garage Center, were completed in
2003. The third phase, in fall 2004, involved closing a portion of Mt. Vernon Street and
eliminating the parking lot immediately east of Crooker Center. A large green space replete with
park-like amenities that include the University Seal Plaza, study and prayer gardens, and winding
walkways will replace the old parking lot.
Programs of study have increased at an equally remarkable pace, with 30 undergraduate major
programs, 11 masters programs, a PhD in philosophy, and more than one hundred full-time
faculty and one hundred adjunct faculty members. In addition to the Center for Thomistic
Studies, graduate programs have been added to better serve the needs of society. These include a
School of Theology (MA, MDiv, MAPS), located on the campus of St. Mary’s Seminary, a
School of Education (MEd), the Cameron School of Business (MBA, MSA, MIB, MSIS) and a
program leading to a master’s degree in the liberal arts (MLA).
In March 1946, Pope Pius XII bestowed his blessing upon a “Catholic university to be founded
in Houston; upon the Congregation of St. Basil, to whom this work has been entrusted; and upon
all those, who, whether as students or benefactors, contribute to the realization of the
undertaking.” Fifty-seven years after its founding, the University of St. Thomas serves nearly
4,000 students not only from the Houston area and throughout the United States, but from more
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than sixty other nations. With widespread encouragement and support, we have achieved much
by remaining true to the purpose of our Founders.
1.3

Catholic Identity of the University

As an academic institution committed to the religious, ethical and intellectual tradition of
Catholic higher education, the University of St. Thomas carries out its teaching, research and all
other activities in the light of Catholic ideals, principles and attitudes.
Precisely as an institution of higher learning recognized as Catholic by component ecclesiastical
authority, the University of St. Thomas embraces the following characteristics, set forth in Ex
Corde Ecclesiae, as essential to its Catholic identity:
•
•
•
•

“a Christian inspiration not only of individuals but of the University community
as such;
a continuing reflection in the light of the Catholic faith upon the growing treasury
of human knowledge, to which it seeks to contribute by its own research;
fidelity to the Christian message as it comes to us through the Church;
an institutional commitment to the service of the people of God and of the human
family in their pilgrimage to the transcendent goal which gives meaning to life”
(No. 13).

The University enjoys the institutional autonomy appropriate to an academic institution of higher
learning. Therefore its governance is and remains internal to the University itself.
In order to maintain and foster its freely chosen Catholic identity, the University of St. Thomas is
committed to:
•
•
•
•
•
•
•
•

the highest standards of academic excellence in conformity with the Catholic
intellectual heritage;
the authoritative teachings of the Catholic Church;
continuing reflection, in the light of faith, on the full treasury of human
knowledge;
lively dialogue between culture and faith;
service to others, especially the poor and underprivileged;
pastoral care for students, faculty and staff;
a campus culture that expresses and supports a Christian way of life; and
the principles and practice of social justice, the promotion of human dignity and
the safeguarding of all human life.

The responsibility for maintaining and strengthening the University’s Catholic identity rests with
the University community itself. All are called to promote this task in accordance with their
specific roles: the Basilian Fathers, the Board of Directors, faculty and students, administration
and staff.
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The University of St. Thomas respects the principles of religious liberty and freedom of
conscience for all members of its community. The University welcomes and treasures men and
women of all faiths as partners in their contribution to its mission.
1.4

Basilian Tradition

1.4.1

Basilian History

Even before being granted formal approval as a religious community in 1822, the priests who
were to become the Congregation of St. Basil had committed themselves to Catholic education
by staffing a clandestine Catholic school in opposition to the anti-religious laws of the French
Revolution. Later, at the invitation of a former student, Bishop Charbonnel of Toronto, the
Basilians brought their apostolate of education to Canada, in 1852, and established secondary
schools and colleges across English-speaking Canada and the United States. The Basilians
sharpened their commitment to education throughout the nineteenth century by continuing to
challenge the rampant secularist bias in Europe. They embraced the call of Pope Leo XIII in
Aeterni Patris (1879) to use the philosophy of St. Thomas Aquinas as the basis for renewing the
Catholic intellectual tradition in Europe and North America. A dedication to teaching and
learning truth, wherever it is discovered, became their hallmark and is expressed in the Basilian
motto, “Teach me goodness, discipline and knowledge.”
1.4.2

Founding the University of St. Thomas

The Basilian Fathers brought this same dedication and tradition to Texas in 1899, first to Waco
and then to Houston. In 1900 they founded what is now St. Thomas High School and, for a
decade, staffed the diocesan seminary. Recognizing their achievements, Bishop Christopher
Byrne entrusted to them the founding of a Catholic university in Houston, and they opened the
University of St. Thomas in 1947. In the educational program the Basilians drew abundantly
upon their rich tradition in university work - a tradition that has provided the Church with a
group of competent and courageous leaders. Father Guinan, the first President, and his small
band of priests and lay Catholics believed that through dedication and determination the
University would become a center where the habit of learning would flourish.
1.4.3

Characteristics of the Basilian Tradition in Education

The Basilians at the University of St. Thomas, by their spirituality, philosophy of education and
esprit de corps, promote a lively sense of the University’s mission as a Catholic institution.
Among the distinctive characteristics of the Basilian approach to higher education are:
•
•
•
•

recognition of the continuing significance of the Catholic intellectual tradition in
shaping Western civilization;
commitment to an integral Christian humanism that embraces both the liberal arts and
all other areas of knowledge;
fidelity to the authoritative teaching of the Catholic Church;
fostering the contribution of St. Thomas Aquinas to the Church’s intellectual life,
especially to philosophy;
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•
•
•
•
•
•
•

respect for the life of the mind, a passion for the discovery of truth in every area and a
conviction that faith must begin and end in a knowledge which bears fruit in love;
appreciation of human dignity that calls for the education of the whole person,
physically, intellectually, morally, socially and spiritually;
close association with and availability to students;
genuine concern to assist students who are economically or otherwise disadvantaged;
willingness to provide counseling and pastoral care, especially through sacramental
celebration;
collaborative spirit which gratefully recognizes that the University is a common
intellectual venture of students, faculty, staff, administration, and other supporters and
friends;
trust in God’s grace and a willingness to carry out whatever labors are required for
the good of the University without seeking recognition.

In all their endeavors the Basilian Fathers seek to enrich the University of St. Thomas with their
presence, their talents and their prayer.
CHAPTER TWO:
2.1

GOVERNANCE

Ownership

The University of St. Thomas was chartered by the State of Texas on April 28, 1947, as a nonprofit corporation under the control of its Board of Directors, an independent and selfperpetuating body whose members do not own any share of the University and who may not
personally profit from their positions as Directors. The University does not receive regular
support from any civil or Church body. As a legal entity the University can possess property.
No outside authority or person owns the University. It is a Catholic institution of higher learning
in the public trust.
2.2

Board of Directors

2.2.1

Duties

The management and control of the affairs of the University and the control and disposition of its
property and funds are vested in the Board of Directors. The Board constitutes an autonomous
body with ultimate authority for the management and direction of the affairs of the University.
The responsibilities of the Directors include establishing institutional policies which are in
keeping with good academic practice and engaging in such other activities and endeavors as shall
promote the purposes and mission for which the University was founded. It is the responsibility
of the Board to function as policy making body, while it is the responsibility of the
Administration and faculty to administer and implement policy.
2.2.2

Membership

The number of Directors constituting the full Board shall be established from time to time by the
Board, but it shall never be fewer than five. At least one-third of the Directors shall be elected
from nominations submitted to the Nominating Committee by the local Superior of the Basilian
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Fathers at the University of St. Thomas. The President of the Alumni Board of the University of
St. Thomas shall serve as long as he or she holds office, up to a maximum of six years. If the
President is a Basilian priest, he shall be included among those nominated by the Basilian
Fathers. No decrease in the number of Directors shall have the effect of shortening the term of
any incumbent Director.
2.2.3

Standing Committees of the Board

The operation of the Board relies heavily on the work of its committees. The following standing
committees are created with the intent of enabling the Board to effectively carry out its
operations: Academic Affairs, Buildings and Grounds, Development, Finance, Nominating,
Public Affairs, Strategic Planning, and Student Affairs.
2.2.4

Faculty Representation

The current and immediate past Chair of the Faculty Senate are invited guests at all Board of
Directors meetings. They may take part in Board of Directors discussions but may not vote.
Should either of these individuals be voting members of the Board, the Faculty Senate shall elect
a replacement from the Faculty Senate.
2.3

Officers of the University

The Officers of the Board shall include but need not be limited to the following: Chair of the
Board, Vice Chair of the Board, President, Vice Presidents, Secretary, and such other Officers as
the Board deems proper and who shall hold such offices for such time and perform as shall be
prescribed by the Board.
CHAPTER THREE: ACADEMIC AND ADMINISTRATIVE RESPONSIBILITIES
3.1

Administrative Chart (see UST Web site: http://www.stthom.edu/pdf/OrgChart.pdf)

3.2

General Administration

The following are the major administrative officers of the University: President, Vice President
for Academic Affairs, Vice President for Enrollment Services, Vice President for Finance, Vice
President for Information Technology, Vice President for Institutional Advancement, Vice
President for Strategic Planning, Institutional Research and Evaluation and Vice President for
Student Affairs.
3.3

President

The President is appointed by the Board of Directors and serves at its pleasure. The President is
chief executive officer of the University and an ex officio member of the Board. Among his/her
chief duties are the following:
a.
b.

To direct the administration of the University;
To supervise, evaluate and meet regularly with each Vice President of the
University;
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c.
d.

e.
f.
g.
h.
i.
j.
k.
l.
m.

n.
o.
p.
q.
3.4

To approve the appointment and dismissal of administrators, deans, faculty, staff
and all other employees of the University;
To make known on a regular basis to the Superior General of the Basilian Fathers
vacant faculty and administrative positions and invite him to nominate members
of the Congregation for consideration for such vacant positions;
To strengthen the image and presence of the University in the community;
To work to secure potential benefactors to the University and oversee all fundraising activities;
To foster the Catholic identity of the University in light of Ex Corde Ecclesiae;
To oversee the implementation of the Campus Master Plan and other approved
long-range plans;
To further the University’s specific goals and objectives and to monitor progress
in achieving them;
To present the annual budget to the Board of Directors for approval;
To report on the condition of the University at regular meetings of the Board of
Directors;
To recommend tuition, fees and room and board charges to the Board of
Directors;
To serve as chair of the President’s Administrative Council, President’s Advisory
Council, Pastors’ Advisory Council, President’s Seminar Committee and Strategic
Planning Committee;
To serve on the Institutional Effectiveness Committee;
To name administrators, faculty and staff to committees where specified in the
Handbook for Faculty and Administrators;
To serve as an ex officio member of all committees of the Board of Directors;
To perform all duties belonging to the office of President and such other duties as
the Board may direct.

Academic Administration

3.4.1

Vice President for Academic Affairs

The Vice President for Academic Affairs is the chief academic officer of the University and is
appointed by the Board of Directors upon recommendation of the President, to whom he/she
reports.
The following report to the Vice President for Academic Affairs: Associate Vice President for
Academic Affairs, Dean of the School of Arts and Sciences, Dean of the Cameron School of
Business, Dean of the School of Education, Dean of the School of Theology, Dean of the Master
in Liberal Arts Program, Director of the Center for Faith and Culture, Director of the Center for
International Studies, Director of Doherty Library, Director of Academic Advising, and Study
Abroad Advisor.
The chief responsibilities of the Vice President for Academic Affairs are:
a.

To oversee the planning, organization and administration of all academic
programs in the University;
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b.
c.
d.
e.
f.
g.
h.
i.
j.
k.
l.
m.
n.
o.
p.
q.
r.
s.
t.

u.
v.
w.
x.
y.
z.

To serve as acting President of the University in the event of the prolonged
absence, resignation or incapacity of the President;
To promote high academic standards, teaching effectiveness and assessment of
educational outcomes throughout the University;
To receive and keep on file applications for faculty positions and respond directly
or through the deans to all such applications;
To oversee deans and chairs in recruiting and interviewing potential faculty;
To certify, with the approval of the President, the status of faculty as full- or parttime;
To recommend to the President the appointment and dismissal of all faculty and
academic administrators;
To negotiate and distribute contracts for faculty and academic administrators,
subject to approval by the President;
To oversee the annual evaluation process for faculty, academic administrators and
librarians;
To receive and, with the authorization of the President, to grant requests for
leaves of absence and sabbatical;
To nominate to the President faculty emeriti;
To oversee the maintenance of the official personnel files for each full-time and
part-time faculty member;
To gather and keep on file each semester the teaching schedules, office hours and
record of off-campus employment of all full-time faculty;
To oversee the Visiting Scholars Program and to plan both New Faculty
Orientation and Faculty Study Day;
To work with the Director of Counseling Services and other appropriate staff in
providing for students with special learning needs;
To receive academic budgets and submit them to the President with appropriate
recommendations and to review the monthly budget reports;
To receive and act on the recommendations of the Academic Committee;
To serve as Dean of the Graduate School and to chair the Graduate Council;
To chair the Academic Council, Graduate Council, and Promotion and Tenure
Committee (recommending to the President candidates for promotion and tenure);
To be an ex officio member of the Academic Affairs Committee of the Board of
Directors, the President’s Administrative Council, Curriculum Committee,
Faculty Evaluation Committee, and Institutional Effectiveness Committee;
To serve as an ex officio non-voting member of the Faculty Council;
To meet regularly with the academic deans and others whom he/she supervises;
To oversee and approve all academic catalogs;
To work with the Vice President for Student Affairs to ensure that the academic
and extracurricular experiences of students are complementary and positive
To work with Enrollment Services to ensure that the University offers the
programs needed to recruit students of appropriate number and quality;
To execute yearly goals and any additional tasks assigned by the President.
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3.4.1.1

Associate Vice President for Academic Affairs

The Associate Vice President for Academic Affairs is appointed by the President and reports to
the Vice President for Academic Affairs. The chief responsibilities of the Associate Vice
President for Academic Affairs are:
a.
b.

c.
d.
e.
3.4.2

To assist the Vice President for Academic Affairs in all matters pertaining to
administration of the academic programs of the University;
To meet regularly with and supervise the activities of the following: Director of
the Catholic Studies Program, Director of the Center for Thomistic Studies, Chair
of the Health Professions Advisory Committee, Director of the Honors Program,
Director of the Irish Studies Program, Director of the Learning and Writing
Center, Prelaw Advisor, and Director of the Service Learning Program;
To oversee and be responsible for producing the Handbook for Faculty and
Administrators;
To serve as an ex officio member of the Retention Committee and Undergraduate
Research Committee;
To execute yearly goals and any additional tasks assigned by the Vice President
for Academic Affairs or President.
Academic Deans

3.4.2.1

Dean of the School of Arts and Sciences

The Dean of the School of Arts and Sciences is appointed by the Vice President for Academic
Affairs with the approval of the President and reports to the Vice President for Academic Affairs.
It is the responsibility of the Dean to oversee the proper functioning of the School. The Dean’s
chief responsibilities are:
a.

b.
c.
d.
e.
f.
g.
h.

To oversee the following departments of the School of Arts and Sciences:
Biology, Chemistry-Physics, Communication, English, Environmental Studies,
Fine and Performing Arts, History, International Studies, Mathematics, Modern
and Classical Languages, Philosophy, Political and Social Science, Psychology
and Theology. The Dean is also responsible for supervising academic matters
within the Physical Education Program;
To maintain quality teaching and academic standards;
To oversee and approve curricular planning and course schedules and to ensure
regular evaluation of academic programs;
To recommend to the Vice President for Academic Affairs the appointment,
retention, promotion, tenure and contract of faculty;
To appoint department chairs with the approval of the Vice President for
Academic Affairs;
To recommend to the Vice President for Academic Affairs the appointment of
Endowed Chairs;
To provide annual evaluations of full-time faculty members;
To submit to the Vice President for Academic Affairs an annual budget for the
Dean’s office;
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i.
j.
k.
l.
m.
n.
3.4.2.2

To evaluate annual budget requests of departments and make recommendations to
the Vice President for Academic Affairs;
To chair the School of Arts and Sciences Council;
To serve as an ex officio member of the Academic Council and Graduate Council;
To serve as an ex officio member of the Academic Committee, with the
prerogative of appointing a delegate;
To oversee the outcomes assessment efforts of the School;
To execute yearly goals and additional duties assigned by the Vice President for
Academic Affairs or the President.
Dean of the Cameron School of Business

The Dean of the Cameron School of Business is appointed by the Vice President for Academic
Affairs with the approval of the President and reports to the Vice President for Academic Affairs.
It is the responsibility of the Dean to oversee the proper functioning of the School. The Dean’s
chief responsibilities are:
a.

b.
c.
d.
e.
f.
g.
h.
i.
j.
k.
l.
m.

To oversee and coordinate the planning, implementation and evaluation of the
curriculum of the departments and programs within the School: Accounting,
Business Administration and Marketing, Economics and Finance, Management
Information Systems, and the Master of Business Administration, the Master of
Science in Accounting, the Master in International Business, and the Master of
Science in Information Systems;
To direct the development and implementation of graduate admission and
graduation requirements and policies;
To certify that graduate students have completed the necessary requirements for
their degrees;
To aid in the recruitment of students and maintain relations with the local
community;
To recommend to the Vice President for Academic Affairs the appointment,
retention, promotion, tenure and contract of faculty;
To appoint department chairs with the approval of the Vice President of
Academic Affairs;
To chair the Cameron School of Business Council and to serve as Executive
Secretary of the Board of Advisors;
To receive annual budgets from Chairs within the School and submit them to the
Vice President for Academic Affairs with recommendations;
To be responsible for maintenance of the academic standards;
To supervise the preparation of the graduate catalog for the Cameron School;
To supervise all admissions procedures for the graduate programs in business,
including evaluating transcripts;
To submit course offerings of the graduate programs each semester to the
Registrar and to make teaching assignments for all courses;
To prepare and administer the annual budget of the graduate programs in
business;
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n.

o.
p.
q.
r.
3.4.2.2.1

To serve as an ex officio member of the Academic Council, Graduate Council,
Academic Committee (with the prerogative of appointing a delegate), and
Integrated Marketing Committee;
To consult with the librarian as to adequate holdings in the graduate programs;
To oversee the outcome assessment efforts of the School;
To be responsible for overseeing that all accreditation standards are met;
To execute yearly goals and any additional duties assigned by the Vice President
for Academic Affairs or the President.
Associate Dean of the Cameron School of Business

The Associate Dean of the Cameron School of Business is appointed by the Vice President for
Academic Affairs upon recommendation of the Dean of the Cameron School of Business, to
whom he/she reports. The Associate Dean’s chief responsibility is to assist the Dean in
overseeing the proper functioning of the School. Specific responsibilities are as follows:
a.
b.
c.
d.
e.
f.
g.
h.
i.
j.
3.4.2.3

To serve as acting dean in the absence of the Dean;
To coordinate communications and reports between the Cameron School of
Business and other offices within and outside the University;
To assist the Dean in the admissions process, administration of student affairs,
and curriculum development;
To promote and coordinate academic exchanges between the Cameron School of
Business faculty, with special emphasis on events such as workshops;
To oversee and monitor collaborative projects with other educational institutions
and community outreach projects;
To serve as counsel to the Dean in policy decisions regarding faculty standards in
the areas of research, teaching, and service;
To advise and assist the Dean in hiring and assignment of administrative staff;
To coordinate student counseling/advising services within the School and
between the School and other University offices;
To assist the Dean in overseeing compliance with accreditation standards;
To execute additional duties assigned by the Dean or the Vice President for
Academic Affairs.
Dean of the School of Education

The Dean of the School of Education is appointed by the Vice President for Academic Affairs
with the approval of the President and reports to the Vice President for Academic Affairs. It is
the responsibility of the Dean to oversee the proper functioning of the School. The Dean’s chief
responsibilities are:
a.

To comply with Texas Education Agency and the State Board for Educator
Certification mandates, which include planning, implementation and evaluation of
curriculum; proper maintenance of academic standards; preparation of the selfstudy for periodic team visits; maintenance of course syllabi, faculty resumés and
other documents; filing annual statistical reports; planning adequate teacher
education field experiences and maintain adequate library holdings;
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b.
c.
d.
e.
f.
g.

h.
i.
j.
k.
l.
m.
n.
o.
p.

q.
r.
s.
3.4.2.3.1

To oversee and administer both the undergraduate and graduate programs in
teacher education;
To be responsible for achieving long-range goals established in consultation with
the School’s faculty;
To recommend to the Vice President for Academic Affairs the appointment,
retention, promotion, tenure and contract of faculty;
To oversee teaching schedules and activities for all faculty in the School;
To prepare and administer the annual budget for the School of Education;
To act as Certification Officer or designate a person to be Certification Officer to
validate that teacher education graduates have met all requirements for teacher
certification and to recommend such persons to the State Board for Educator
Certification for credentialing;
To be responsible for maintaining an ongoing follow-up of teacher education
graduates;
To aid in publicity, recruitment of students and fund-raising for teacher education;
To be responsible for the conduct of the College Committee on Teacher
Education, a state-mandated body representing each approved teaching field;
To maintain positive public relations with the public and private school
community, especially the Catholic schools of the Diocese of Galveston-Houston;
To prepare or appoint a person to prepare official Deficiency Plans (State Form%CER-003) for persons holding baccalaureate degrees;
To solicit, screen and negotiate with outside consultants for workshops;
To publicize and administer summer and weekend programs;
To chair the School of Education Council;
To serve as an ex-officio member of the Academic Council, Graduate Council,
Integrated Marketing Committee, and Academic Committee (with the prerogative
of appointing a delegate);
To oversee the outcomes assessment efforts of the School;
To monitor outreach graduate programs and Alternative Certification Programs;
To execute yearly goals and any additional duties assigned by the Vice President
for Academic Affairs or the President.
Associate Dean of the School of Education

The Associate Dean of the School of Education is appointed by the Vice President for Academic
Affairs upon recommendation by the Dean of the School of Education, to whom he/she reports.
It is the responsibility of the Associate Dean to assist the Dean in overseeing the proper
functioning of the School. The Associate Dean’s chief responsibilities are:
a.

b.

To monitor curriculum in both graduate and undergraduate certification programs
for consistency with curriculum mandates of the Texas Education Agency,
including coordination of degree plans, course descriptions, course offerings,
catalog descriptions, agency testing requirements, and student records related to
certification and degree matriculation;
To recommend to the Dean fall, spring, and summer session projected
enrollments, courses required, and number of sections for various student
populations (traditional undergraduate, evening/Saturday undergraduate, and
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d.
e.
f.

g.
h.
i.
j.
k.
l.
3.4.2.4

graduate programs for the various areas of specialization: bilingual, early
childhood, elementary, gifted, secondary, special education, counseling,
diagnosticians, mid-management administrators, supervisors, etc.);
To interview new graduate students interested in teaching as a career and to
assign faculty advisors based on certification interest (elementary or secondary,
bilingual, special education, etc.);
To assist the Dean in the recruitment of students to the University in general and
to the School of Education in particular;
To supervise programs specifically designed to serve the Catholic teachers of the
Diocese of Galveston-Houston;
To assist the Dean in public relations, including local, state, and national teacher
education entities; other education-related communities; various public and
private personnel; and various current and future supporters of the School of
Education;
To assist the Dean in the development of new or revised programs and the
development of statistical analyses as necessary;
To assist the Dean in recruiting, orienting, and monitoring adjunct faculty;
To prepare the Annual Report and, when necessary, the Program Review Report;
To serve on the School of Education Council;
To serve as Coordinator of the MEd Programs;
To execute additional duties assigned by the Dean or Vice President for Academic
Affairs.
Dean of the School of Theology

The Dean of the School of Theology is appointed by the Vice President for Academic Affairs
with the approval of the President and reports to the Vice President for Academic Affairs. It is
the responsibility of the Dean to oversee the proper functioning of the School. The Dean’s chief
responsibilities are:
a.
b.
c.
d.
e.
f.
g.
h.
i.

To oversee and coordinate the planning, implementation, and evaluation of the
curriculum;
To direct the development and implementation of admissions and graduation
requirements and policies;
To aid in the recruitment of students;
To oversee student advising and to approve student programs directly or through a
delegate;
To certify that graduates have completed the necessary requirements for their
degrees;
To recommend to the Vice President for Academic Affairs the appointment,
retention, promotion, tenure and contract of faculty members;
To evaluate the academic performance of faculty;
To evaluate and to strive to improve the teaching effectiveness of the faculty, with
special concern for beginning teachers;
To oversee the punctuality and regularity of faculty members in meeting class
obligations and in keeping office hours;
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j.
k.
l.
m.
n.

o.
p.
q.
r.
s.
3.4.2.4.1

To discuss periodically with individual faculty members their performance and
concerns about their work;
To consult with the Director of Beran Library regarding adequate holdings;
To prepare and administer the annual budget;
To serve as an ex officio member of the Academic Council and Graduate Council
of the University;
To inform the Advisory Board of St. Mary’s Seminary concerning the operation
of the School and to inform the Council of the School concerning pertinent
matters on the agenda of the Advisory Board;
To serve as an ex officio member of the St. Mary’s Seminary Administrative
Committee;
To chair the School of Theology Council;
To foster good relations with significant constituencies in the local community;
To oversee the outcomes assessment efforts of the School;
To execute yearly goals and any additional duties assigned by the Vice President
for Academic Affairs or the President.
Assistant Dean of the School of Theology

The Assistant Dean is appointed by the Vice President for Academic Affairs upon
recommendation by the Dean of the School of Theology, to whom he/she reports. The Assistant
Dean will execute yearly goals and any additional duties assigned by the Dean or the Vice
President for Academic Affairs.
3.4.2.5

Dean of the Master in Liberal Arts Program

The Dean of the Master in Liberal Arts Program is appointed by the Vice President for Academic
Affairs with the approval of the President and reports to the Vice President for Academic Affairs.
The Dean’s chief responsibilities are:
a.
b.
c.

d.
e.

f.

g.

To work with department chairs and the Registrar to ensure adequate course
offerings for the MLA Program;
To monitor the applications of MLA students to ensure that their materials are
received in the Admissions Office at the appropriate time;
To direct the Master in Liberal Arts Program and be responsible for ensuring that
the Southern Association of Colleges and Schools criteria for the MLA Program
are met;
To maintain a list of upper division undergraduate and graduate level courses
suitable for MLA students;
To provide department chairs and other academic deans with regular semester
reports about the numbers and identity of MLA students within their programs
and to provide other necessary reports or information concerning the MLA
Program both to faculty members and to administrative officers;
To maintain a student roster with appropriate records and to work with the
Registrar to ensure accuracy of information and to safeguard this information with
appropriate controls;
To advise students in the MLA Program;
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h.
i.
j.
k.
l.
m.
n.
3.4.3

To seek ways to improve the quality of service provided by the MLA Program to
its students;
To promote the MLA Program to the public at large;
To serve as an ex officio member of the Academic Council, Graduate Council and
Integrated Marketing Committee;
To oversee the outcomes assessment efforts of the MLA Program;
To provide faculty with up-to-date information on grant opportunities and assist
them with applications for grants;
To coordinate Compressed Track course offerings for non-traditional students;
To execute yearly goals and any additional duties assigned by the Vice President
for Academic Affairs or the President.

Directors of Centers and Graduate Programs

3.4.3.1

Director of the Center for Business Ethics

The Director of the Center for Business Ethics is appointed by the Dean of the Cameron School
of Business with the approval of the Vice President for Academic Affairs and reports to the Dean
of the Cameron School of Business. The Director’s chief responsibilities are:
a.
b.
c.
d.
e.
f.
g.
h.
i.
j.
k.
l.
m.
n.
o.
p.
q.
r.

To establish the Center as a premier international center for business ethics;
To inculcate in graduate and undergraduate students a respect for human persons
and a desire to act with integrity in all of their personal and professional dealings;
To teach professional students what it means to have a vocation and a profession;
To assist graduate and undergraduate students from all over the world who are
seeking information on business ethics;
To create opportunities for students to think and to write about ethical issues of
concern to them;
To develop an Advisory Board of Directors and to consult with them regularly
concerning Center operations;
To develop high quality ethics and corporate governance programming of interest
and value to the business and professional community;
To assist community groups who are dedicated to promoting good corporate
governance within Houston;
To cultivate relations with international business ethics groups and to help them
establish appropriate corporate governance standards;
To support University-sponsored programs in business education;
To speak at the various Houston leadership forums;
To maintain a high research profile by regularly publishing books and articles on
ethics;
To write ethics commentary for major business publications;
To edit and publish the Online Journal of Ethics;
To design and operate a user-friendly high-quality Web site for the Center;
To attract international scholars to the University to speak on business ethics;
To bring prominent businesspeople to campus to discuss business ethics;
To present papers regularly at academic conferences devoted to developing a
better understanding of business ethics;
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s.
t.

u.
v.
w.
x.
3.4.3.2

To serve, when asked, as an ethics advisor to important University committees;
To prepare an annual budget for the Center and submit it to the Dean of the
Cameron School of Business for submission to the Vice President for Academic
Affairs;
To develop and maintain appropriate schedules of courses for all sessions in
conjunction with the Dean;
To develop and maintain an assessment program;
To serve as ex officio member of the Cameron School of Business Council;
To meet annual goals and complete other duties as assigned by the Dean or Vice
President for Academic Affairs.
Director of the Center for Faith and Culture

The Director of the Center for Faith and Culture is appointed by the President upon
recommendation by the Vice President for Academic Affairs, to whom he/she reports. This
appointment is made annually. The Center engages in activities that study, explore, and develop
the relationship between faith and culture in the modern world. Annually, the Center holds at
least one conference that promotes the dialogue between faith and culture. The Director
develops the annual program of Center activities with the approval of the Vice President for
Academic Affairs. The Director serves as ex officio member of the Social Justice Committee.
3.4.3.3

Director of the Center for Thomistic Studies

The Director is the chief administrator of the Center for Thomistic Studies, which includes the
MA and PhD programs in philosophy and various publishing and other activities. The Director
is appointed by the Vice President for Academic Affairs upon recommendation by the Associate
Vice President for Academic Affairs, to whom he/she reports. The Director’s chief
responsibilities are:
a.
b.
c.
d.
e.
f.
g.
h.
i.

To oversee and coordinate the planning, implementation and evaluation of the
curriculum of the graduate philosophy degree programs;
To direct the development and implementation of admission and graduation
requirements and policies;
To certify that graduate students have completed the necessary requirements for
their degrees;
To oversee the academic advising of the graduate students;
To recruit graduate students and to maintain communication and relationships
with philosophy programs around the country toward that end;
To recommend to the Vice President for Academic Affairs the appointment,
retention, promotion and contract of faculty;
To prepare and administer the annual budget;
To establish and maintain standards and procedures for the MA and PhD
programs and oversee academic assessment for all philosophy programs;
To cultivate positive regard for the Center in the national and international
philosophical community, especially in those philosophy departments that are
potential sources of new students or job opportunities for the University’s PhD
graduates;

50249355.2

Handbook for Faculty and Administrators, eleventh edition, revised 2010

17

j.
k.
l.
m.
n.
o.
3.4.3.4

To maintain the publishing activities of the Center at a high level of quality;
To meet regularly with and to keep informed the Board of Visitors of the Center
in accordance with that Board’s By-Laws and the Statutes of the Center;
To facilitate cooperative involvement with other academic units of the University;
To seek financial support for the Center’s needs and activities in cooperation with
the President and the Vice President for Institutional Advancement;
To serve as an ex officio member of the Graduate Council;
To execute yearly goals and any additional duties assigned by the Associate Vice
President for Academic Affairs or Vice President for Academic Affairs.
Director of Master of Science in Accounting Program

The Director of the Master of Science in Accounting Program is appointed by the Dean of the
Cameron School of Business with the approval of the Vice President for Academic Affairs and
reports to the Dean. The Director’s chief responsibilities are:
a.
b.
c.
d.
e.
f.
g.
h.
i.
j.
k.
l.
m.
n.
o.
3.4.3.5

To oversee and direct the Master’s program in accountancy;
To review periodically the curriculum of the MSA Program in coordination with
the Chairs/Directors in the Cameron School of Business;
To provide administrative leadership for faculty, staff and students in the program
and evaluate performance of faculty and staff in the annual evaluation process;
To develop course schedules for the program;
To certify degree requirements for graduation of students in the program;
To prepare an annual budget for the program and submit it to the Dean of the
Cameron School for submission to the Vice President for Academic Affairs;
To oversee academic advising;
To develop a pool of qualified candidates and recommend instructors to the Dean
of the Cameron School for adjunct appointment;
To be responsible for overseeing that all accreditation standards are met;
To recruit prospective students for the program in coordination with other
graduate programs in the Cameron School;
To prepare a program catalog and other promotional/media publications;
To review the library holdings in the accounting area and make recommendations
to the librarian for acquisitions;
To develop and maintain an assessment program;
To serve on the Cameron School of Business Council;
To meet annual goals and complete other duties as assigned by the Dean or Vice
President for Academic Affairs.
Director of Master of Business Administration Program

The Director of Master of Business Administration Program is appointed by the Dean of the
Cameron School of Business with the approval of the Vice President for Academic Affairs and
reports to the Dean of the Cameron School of Business. The Director’s chief responsibilities are:
a.
b.

To oversee and direct the Master of Business Administration Program;
To review periodically the curriculum of the MBA Program
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d.
e.
f.
g.
h.
i.
j.
k.
l.
m.
n.
3.4.3.6

To develop course schedules for the program;
To certify degree requirements for graduation of students in the program;
To prepare an annual budget for the program and submit it to the Dean of the
Cameron School for submission to the Vice President for Academic Affairs;
To oversee academic advising;
To develop a pool of qualified candidates and recommend instructors to the Dean
of the Cameron School for adjunct appointment;
To be responsible for overseeing that all accreditation standards are met;
To recruit prospective students for the program in coordination with other
graduate programs in the Cameron School;
To prepare a program catalog and other promotional/media publications;
To review the library holdings in the accounting area and make recommendations
to the librarian for acquisitions;
To develop and maintain an assessment program;
To serve on the Cameron School of Business Council;
To meet annual goals and complete other duties as assigned by the Dean or Vice
President for Academic Affairs.
Director of the Master in International Business Program

The Director of the Master in International Business Program is appointed by the Dean of the
Cameron School of Business with the approval of the Vice President for Academic Affairs and
reports to the Dean of the Cameron School of Business. The Director’s chief responsibilities are:
a.
b.
c.
d.
e.
f.
g.
h.
i.
j.
k.
l.
m.
n.
o.

To oversee and direct the Master in International Business Program;
To review periodically the curriculum of the MIB Program in coordination with
the Chairs/Directors in the Cameron School of Business;
To develop course schedules for the program;
To certify degree requirements for graduation of students in the program;
To prepare an annual budget for the program and submit it to the Dean of the
Cameron School for submission to the Vice President of Academic Affairs;
To oversee academic advising;
To provide administrative leadership for faculty, staff and students in the program
and evaluate performance of faculty and staff in the annual evaluation process;
To develop a pool of qualified candidates and recommend instructors to the Dean
of the Cameron School for adjunct appointment;
To be responsible for overseeing that all accreditation standards are met;
To recruit prospective students for the program in coordination with other
graduate programs in the Cameron School;
To prepare a program catalog and other promotional/media publications;
To develop and maintain an assessment program;
To review the library holdings in the subject area and make recommendations to
the librarian for acquisitions;
To serve on the Cameron School of Business Council;
To meet annual goals and complete other duties as assigned by the Dean or Vice
President for Academic Affairs.
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3.4.3.7

Director of the Master of Science in Information Systems Program

The Director of Master of Science in Information Systems Program is appointed by the Dean of
the Cameron School of Business with the approval of the Vice President for Academic Affairs
and reports to the Dean of the Cameron School of Business.
The Director’s chief responsibilities are:
a.
b.

c.
d.
e.
f.
g.
h.
i.
j.
k.
l.
m.
n.
o.
3.4.4

To oversee and direct the Master of Science in Information Systems Program;
To review periodically the curriculum of the Master of Science in Information
Systems Program in coordination with the Chairs/Directors in the Cameron
School of Business;
To develop course schedules for the program;
To certify degree requirements for graduation of students in the program;
To prepare an annual budget for the program and submit it to the Dean of the
Cameron School for submission to the Vice President of Academic Affairs;
To oversee academic advising;
To provide administrative leadership for faculty, staff and students in the program
and evaluate performance of faculty and staff in the annual evaluation process;
To develop a pool of qualified candidates and recommend instructors to the Dean
of the Cameron School for adjunct appointment;
To be responsible for overseeing that all accreditation standards are met;
To recruit prospective students for the program in coordination with other
graduate programs in the Cameron School;
To prepare a program catalog and other promotional/media publications;
To develop and maintain an assessment program;
To review the library holdings in the subject area and make recommendations to
librarian for acquisitions;
To serve on the Cameron School of Business Council;
To meet annual goals and complete other duties as assigned by the Dean or Vice
President for Academic Affairs.

Department Chairs and Directors of Undergraduate Programs

Each department or academic program is supervised by a faculty member who serves as Chair or
Director and reports to the appropriate school dean, unless otherwise specified. Chairs and
directors are appointed by the appropriate dean with the approval of the Vice President for
Academic Affairs. Newly appointed chairs assume their duties on June 1.
The chief responsibilities of the chairs and directors are:
a.

b.

To submit projected course offerings for each semester and other sessions
(compressed track, summer I, summer II) to the dean, after consultation with fulltime department faculty, and to oversee instructional staffing;
To prepare and submit an annual operating budget to the dean;
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3.4.4.1

To submit to the dean an annual performance evaluation of each full-time faculty
member of the department/program and to recommend to the dean the retention,
promotion and tenure of faculty;
To work with the Vice President for Strategic Planning, Institutional Research and
Evaluation (SPIRE) to generate an approved outcomes assessment/institutional
effectiveness plan for each degree program offered;
To engage in yearly outcomes-assessment activities that include data collection,
summarizing, and reporting to demonstrate how findings are used in ongoing
planning and program enhancement activities. This yearly summary, along with
answers to questions supplied to chairs/directors, constitutes the annual report
submitted annually to the dean, who forwards a copy to the Vice President for
Strategic Planning, Institutional Research and Evaluation and the Vice President
for Academic Affairs;
To supervise all matters relating to the department’s/program’s role in the
academic review process;
To evaluate yearly the academic performance of adjunct faculty members and to
make appropriate recommendations to the dean;
To oversee the punctuality and regularity in meeting class obligations and in
keeping office hours of members of the department/program;
To maintain on file copies of syllabi and final examinations for all courses taught
by the department/program;
To review the course grades distribution of faculty members each semester in
order to maintain University standards and to discourage grade inflation;
To make recommendations to the dean regarding the hiring of new adjunct
faculty;
To consult frequently with department/program faculty members and the Library
Director to maintain adequate holdings, both print and non-print materials,
relative to the discipline and to promote the use of these materials by faculty and
students;
To conduct regular meetings, ordinarily at least two per semester, with faculty and
to forward minutes of those meetings to the dean in a timely manner;
To supervise the academic advising of students majoring in the discipline either
directly or through a member of the department/program;
To assist the Admissions Office in student recruitment programs;
To teach a standard course load unless an exception is recommended by the dean
and approved by the Vice President for Academic Affairs (see 6.2.2);
To execute yearly goals and any additional duties assigned by the dean or Vice
President for Academic Affairs.
Director of the Honors Program

The Director of the Honors Program is appointed by the Vice President for Academic Affairs
upon recommendation by the Associate Vice President for Academic Affairs, to whom he/she
reports.
The chief responsibilities of the Director of the Honors Program are:
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3.4.4.2

To initiate and oversee recruitment literature;
To set up interviews with prospective Honors students and secure faculty
interviewers;
To be responsible for all letters sent to candidates concerning their application for
admission to the Honors Program;
To hold an orientation for incoming students that has both academic and social
components;
To advise students in collaboration with the major discipline advisor and to keep
records of each Honors student;
To schedule all Honors courses and to recruit faculty to participate in the Honors
Program, in consultation with their dean and chair;
To cooperate with the Admissions Office in recruiting activities both on and off
campus and to facilitate participation by Honors students in recruitment activities;
To teach two courses per semester that may or may not be in the Honors Program;
To organize and monitor the junior-year community service projects;
To create additional academic opportunities for Honors students, including special
lectures and seminars, museum and gallery visits, semester abroad and Honors
semester programs, and seminars with other Honors programs;
To facilitate the pairing of students with faculty mentors for undergraduate
research projects and to coordinate the search for grants and fellowships to fund
them;
To promote contacts with Honors programs from other colleges and universities;
To attend or arrange for Honors students to attend regularly the National
Collegiate Honors Conference and other conferences (e.g., the Council on
Undergraduate Research Conference, National Conference on Undergraduate
Research) beneficial to the program;
To be responsible for the Aquinas Honor Society and Delta Epsilon Sigma, the
National Catholic Honor Society;
To collaborate with the Registrar’s Office in organizing the annual Spring Honors
Convocation;
To prepare an annual budget;
To serve as an ex officio member of the Scholarship Committee and as ex officio
chair of the Honors Program Committee;
To be responsible for all matters pertaining to the Honors House;
To oversee the outcomes assessment efforts of the program;
To execute yearly goals and any additional duties assigned by the Associate Vice
President for Academic Affairs.
Director of the Center for International Studies

The Director of the Center for International Studies is appointed by the Vice President for
Academic Affairs with the approval of the President and reports to the Vice President for
Academic Affairs for Center matters and to the Dean of Arts and Sciences as chair of an
academic department. It is the responsibility of the Director to oversee the proper functioning of
the Center.
The Director’s chief responsibilities are:
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3.4.4.3

To manage the development and operation of the major in International Studies;
To supervise the Center’s operations and assure their effectiveness;
To provide staff support for the International Education Committee;
To work with deans and chairs of disciplines integral to the International Studies
major to provide required course offerings and faculty resources;
To support University-sponsored international programs such as study abroad and
related advising;
To facilitate development of new international educational opportunities
(curricular and extracurricular);
To promote international student organizations and interests;
To attract selected visiting faculty;
To represent the University to the Houston Inter-University Consortium for
International Studies;
To cultivate relationships productive for University interests with internationally
related agencies, principally in this region;
To assist the Office of Institutional Advancement in acquiring external funding
for international programs;
To organize regular meetings of the Center’s Advisory Board and to recommend
names of new members to the President;
To evaluate annually International Studies faculty and staff;
To prepare annual budgets for Center-operated programs;
To serve as an ex officio member of the International Education Committee;
To teach two courses per semester;
To oversee the outcomes assessment efforts of the Center;
To execute yearly goals and any additional duties assigned by the Vice President
for Academic Affairs or the President and to advise the Administration on
international issues.
Director of the Center for Irish Studies

The Director of the Center for Irish Studies is appointed by the President and reports to the
Associate Vice President for Academic Affairs.
The Director’s chief responsibilities are:
a.
b.
c.

d.

To serve as Chair of the Irish Studies Faculty Committee and to hold Irish Studies
Faculty Committee meetings;
To oversee the minor and MLA graduate concentration programs in Irish Studies
and to assist the students in participating in those programs;
To provide an outreach program to the UST community and the general public
through a public lecture series promoted by the UST Public Affairs and
Publications Office as well as community, cultural, and social organizations with
missions consistent with the mission of the Center for Irish Studies, such as The
Irish Society of Houston and the Irish American Heritage Association of Katy,
Texas;
To prepare and oversee an annual budget;
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e.
f.
g.
h.
3.4.4.4

To seek program and endowment funding through grant writing and other
fundraising efforts in cooperation with UST’s Institutional Advancement Office;
To work with an Advisory Board appointed by the President in cooperation with
the Center Director and to hold Advisory meetings;
To provide an annual report to the President, the Vice President for Academic
Affairs, and the Associate Vice President for Academic Affairs;
To execute annual goals and additional duties assigned by the President or the
Associate Vice President for Academic Affairs; and
Director of the Catholic Studies Program

The Director of the Catholic Studies Program is appointed by the Vice President for Academic
Affairs upon recommendation of the Associate Vice President for Academic Affairs, to whom
he/she reports.
The Director’s chief responsibilities are:
a.
b.
c.
d.
e.
f.

g.
h.
i.
j.
k.
l.
m.

3.4.4.5

To serve as ex officio chair of the Catholic Studies Program Committee;
To design courses and coordinate with deans and academic departments to
provide appropriate courses and faculty for the program;
To recruit students;
To advise students in conjunction with the Director of Advising and other faculty
and to maintain records of students in the program;
To facilitate the pairing of students with faculty mentors for undergraduate
research projects and to coordinate the search for funding to support them;
To serve as faculty advisor for Alpha Tau Omikron Omega, the Catholic Studies
Honor Society of the University of St. Thomas (Alpha Chapter), and to facilitate
relationships with other university Catholic Studies Programs who choose to
develop chapters of a National Honor Society;
To work with the Study Abroad Director to provide study abroad experiences for
students;
To maintain contacts with Catholic Studies programs at other institutions and to
attend the annual Catholic Studies conference;
To teach three courses per semester;
To prepare and oversee an annual budget;
To coordinate Catholic Studies activities, both campus-wide and in the
community, with Public Affairs;
To seek program funding through grant writing;
To execute yearly goals and any additional duties assigned by the Dean of Arts
and Sciences and to advise the Administration on developments in Catholic
Studies.
Director of the Learning and Writing Center

The Director of the Learning and Writing Center is appointed by the Vice President for
Academic Affairs upon recommendation by the Associate Vice President for Academic Affairs,
to whom he/she reports.
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The Director’s chief responsibilities are:
a.
b.
c.
d.
e.
f.
g.
h.
i.
3.4.4.6

To manage the operations and development of the Learning and Writing Center
(LWC);
To prepare an annual budget and report for the LWC;
To teach courses as assigned by the Associate Vice President for Academic
Affairs;
To supervise the Coordinator of the Tutorial Program and provide appropriate
training for all student tutors;
To serve as the Director of the Writing Program to coordinate the University’s
Writing In the Disciplines initiative;
To serve as ex officio chair of the Writing in All Disciplines Committee;
To develop workshops and secure resource materials for the LWC;
To oversee outcomes assessment activities of the Center;
To execute yearly goals and any additional duties assigned by the Associate Vice
President for Academic Affairs.
Director of the Service Learning Program

The Director of the Service Learning Program is appointed by the Associate Vice President for
Academic Affairs, to whom he/she reports.
The Director’s chief responsibilities are:
a.
b.
c.
d.
e.
f.
g.
h.
i.

3.4.4.7

To serve as ex officio chair of the Service Learning Program Committee;
To design Service Learning courses and work with deans, academic departments
and faculty to provide appropriate courses for the program;
To work with the Director of the Office of Volunteer Opportunities to provide
community service experiences for students;
To maintain contact with community organization partners throughout the
Houston metropolitan area;
To maintain contacts with Service Learning programs at other institutions and to
attend service learning conferences;
To prepare and oversee an annual budget;
To coordinate Service Learning activities, both campus-wide and in the
community, with Public Affairs;
To seek program funding through grant writing;
To execute yearly goals and any additional duties assigned by the Associate Vice
President for Academic Affairs and to advise the Administration on developments
in Service Learning.
Director of Extra-University Scholarships

The Director of Extra-University Scholarships is appointed by the Vice President for Academic
Affairs to whom he/she reports.
The chief responsibilities of the Director are:
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a.
b.
c.
d.
e.
3.4.4.8

To serve as ex-officio chair of the Extra-University Scholarship Review
Committee;
To collaborate with faculty in developing a system for identifying prospective
candidates for scholarships;
To work with the Publications Office and other University offices to publicize
information concerning scholarship awards;
To organize a Web site for the business of the Review Committee;
To be a member of the National Association of Fellowship Advisors.
Director of Study Abroad

The Study Abroad Director is appointed by the Vice President for Academic Affairs, to whom
he/she reports.
The Director’s chief responsibilities are:
a.

b.
c.
d.

e.

f.
g.
h.
i.
j.
k.
3.4.5

To direct the Study Abroad Office of the Center of International Studies and
reference library; to assure that current, standard published materials are readily
accessible; to supervise patron usage, records and files;
To supervise preparation of announcements, application forms, information
packages, student checklists, and related correspondence;
To advise prospective study abroad candidates on programs, procedures, and
requirements;
To assist in promotion and coordination of institutionally sponsored bilateral
programs; to publish announcements and distribute information about these
programs;
To serve as the University’s principal contact with the Council for International
Education Exchange (CIEE) and other exchange and study abroad locations for
the purpose of coordinating and directing the University’s participation in outside
subscribed programs;
To support promotion of study abroad programs by the Admissions Office,
academic departments and other University offices and personnel;
To recommend policies on scholarships, financial aid, academic credit, and
academic regulations as they affect study abroad;
To remain professionally current on study abroad practices and policies to assure
the quality of the University’s program;
To keep the Vice President for Academic Affairs and the President apprised of the
status of study abroad activities of the University;
To serve as ex officio member of the International Education Committee;
To execute yearly goals and any additional duties assigned by the Vice President
for Academic Affairs.
Director of Academic Advising

The Director of Academic Advising is appointed by the Vice President for Academic Affairs, to
whom he/she reports. The Director oversees all matters related to advising, including the First
Year Experience (FYE).
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The Director’s chief responsibilities are:
a.
b.

c.
d.

e.
f.
g.

h.
i.
j.
3.5

To develop and maintain a comprehensive plan for advising undergraduate
students, including during summer and compressed track sessions;
To collaborate with the Registrar and Information Technology to maximize the
use of technology both for disseminating information to students and providing
on-line services while maintaining the University’s personalized advising system;
To provide up-to-date information and training for faculty advisors, including an
advising manual;
To direct and develop the FYE program; to appoint and monitor the work of all
program advisors; and to devise a plan for equitable stipends for advisors, within
budgetary constraints;
To coordinate the Peer Advisor Program; to hire, train and schedule the peer
advisors to assist in the FYE program;
To participate in orientation exercises for new students and faculty;
To participate in the University’s outcomes assessment plan by conducting
systematic review of the advising system in collaboration with the Office of
Strategic Planning, Institutional Research, and Evaluation;
To maintain membership in the National Advising Association (NACADA) and
attend its conferences and workshops, as appropriate;
To prepare an annual budget for approval by the Vice President for Academic
Affairs;
To serve as an ex officio member of the Enrollment Services Council, Admissions
Committee, the Financial Aid Appeals Committee and Retention Committee.

Library

3.5.1

Director of Doherty Library

The Director of Doherty Library is appointed by the Vice President for Academic Affairs with
the approval of the President and reports to the Vice President for Academic Affairs.
The Director’s chief responsibilities are:
a.
b.
c.
d.
e.
f.
g.
h.

To make the library easily accessible to students, faculty, administrators and staff;
To acquire systematically materials necessary for improving the collection;
To consult regularly with various University constituencies to ensure that their
library needs are being met;
To ensure that the library and its collection are properly protected and maintained;
To appoint the library staff with the approval of the Vice President for Academic
Affairs and be responsible for its supervision and evaluation;
To maintain open communication with the faculty and report regularly on recent
acquisitions;
To provide for special student needs; for example, library tours, bibliographic
instruction, and any other services considered beneficial and feasible;
To maintain good relations between the library and the community;
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i.
j.
k.
l.
3.5.2

To prepare an annual budget and submit it to the Vice President for Academic
Affairs;
To serve as ex officio and non-voting member of the Library Committee;
To be informed of current trends and developments in librarianship;
To execute any additional duties assigned by the Vice President for Academic
Affairs.
Director of Beran Library

The Director of Beran Library is appointed by the Vice President for Academic Affairs with the
approval of the President and reports to the Dean of the School of Theology.
The Director’s chief responsibilities are:
a.

b.

c.
d.
e.
f.
g.
h.
i.
j.

k.
3.6

To select, in consultation with the faculty, library materials, both print and nonprint, to support and supplement the educational programs of the School of
Theology and the formation programs of St. Mary’s Seminary;
To prepare and submit to the Treasurer of St. Mary’s Seminary, after consultation
with the Dean of the School of Theology, an annual budget projecting library
operational and capital expenditures for the coming year;
To provide reference service to students in locating library materials for study and
research;
To assist the faculty in providing course-related library materials;
To maintain the library’s collection in good order and protect it from deterioration
and loss;
To create and maintain an atmosphere conducive to study and research in the
library;
To serve as a member of the School of Theology Council and of the Seminary
Council;
To serve as chair of the Library Committee at the School of Theology;
To train and supervise library support staff in the performance of their duties;
To develop long-range plans, in consultation with the Dean of the School of
Theology and the Rector of the Seminary, for the future enhancement of library
operations and services;
To execute any other duties as assigned by the Dean or the Vice President for
Academic Affairs.

Enrollment Services

3.6.1

Vice President for Enrollment Services

The Vice President for Enrollment Services is appointed by the Board of Directors upon
recommendation by the President, to whom he/she reports. The chief responsibilities of the Vice
President for Enrollment Services are:
a.

To collaborate with all University offices to provide the best possible service to
students in order to achieve University enrollment goals;
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b.
c.
d.
e.

f.
g.
h.
i.
j.
k.
l.
m.
3.6.2

To oversee the hiring of all staff in the Office of Admissions, Scholarships and
Financial Aid, and the Registrar;
To oversee the development and conduct of student orientation programs for all
students;
To oversee the new student housing assignment process so as to maximize
opportunities for incoming students who wish to live on campus;
To lead the Retention Committee in the ongoing evaluation of retention for all
students and in developing and implementing intervention strategies to improve
retention for those populations where University retention goals are set;
To oversee all publications, advertising, and other communication produced by all
offices within Enrollment Services;
To serve as ex officio member of the President’s Administrative Council,
Integrated Marketing Committee, and Retention Committee;
To chair the Enrollment Services Council and Retention Committee;
To assist the Scholarship Committee and Admissions Committee to carry out their
work in a way that will support enrollment and revenue goals;
To collaborate with the Director of Academic Advising in developing a system of
advising in support of campus retention efforts;
To evaluate the scholarship program in light of the University’s recruitment and
retention efforts;
To oversee the preparation and monitoring of all Enrollment Services budgets;
To execute yearly goals and any additional duties assigned by the President.

Dean of Admissions

The Dean of Admissions is appointed by the Vice President for Enrollment Services with the
approval of the President and reports to the Vice President for Enrollment Services. The Dean of
Admissions oversees matters related to the admission of students to undergraduate programs.
The Dean’s chief responsibilities are:
a.
b.
c.
d.
e.
f.
g.
h.
i.
j.

To ensure that the University’s academic standards for the admission of students
are adhered to;
To supervise the staff and operation of the Office of Admissions;
To develop and implement an annual recruitment plan in collaboration with the
Vice President for Enrollment Services;
To supervise pre-admission counseling of prospective students;
To coordinate the scholarship awarding process for incoming freshmen and
transfer students;
To oversee the planning and implementation of all recruiting strategies both onand off-campus;
To solicit campus-wide involvement in recruiting efforts;
To foster the professional development of Admissions staff, including training in
the use of technology used in recruitment;
To work closely with other Enrollment Services offices to meet student needs and
recruitment goals;
To gather and evaluate the data needed to maximize use of recruitment resources
and meet recruitment goals;
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k.
l.
m.
n.
o.

p.
q.
3.6.3

To keep abreast of the latest techniques, strategies, technologies and trends
employed in admissions by regional and national competitors;
To participate in developing all recruitment materials;
To oversee the activities of the Coordinator of New Student Orientation;
To oversee the residence hall application process for new students;
To serve ex officio as chair and non-voting member of the Admissions
Committee, as a non-voting member of the Scholarship Committee, as a member
of the Enrollment Services Council, and ex officio member of the Integrated
Marketing Committee;
To develop and monitor the admissions budget and to prepare an annual budget
for the approval of the Vice President for Enrollment Services;
To execute yearly goals and any additional duties assigned by the Vice President
for Enrollment Services or the President.

Registrar

The Registrar is appointed by the Vice President for Enrollment Services with the approval of
the President and reports to the Vice President for Enrollment Services. The Registrar’s chief
responsibilities are:
a.
b.
c.
d.
e.
f.
g.
h.
i.
j.

k.
l.
m.
n.
o.
p.

To keep and provide for the security of permanent academic records of all
students, past and present;
To issue grade reports and transcripts of courses and credits;
To schedule all courses, classrooms and semester examinations;
To provide for the registration of all students;
To make available to faculty course lists of students after the beginning of each
semester;
To serve as an ex officio member of the Academic Committee and Enrollment
Services Council;
To serve as an ex officio non-voting member of the Curriculum Committee;
To report to the Vice President for Academic Affairs each semester the names of
students on academic probation, academic suspension and the Dean’s List;
To supervise the staff and operation of the Office of the Registrar and foster the
professional development of staff, including training in the use of Peoplesoft;
To ensure, with the academic deans and the Director of Academic Advising, that
undergraduate degree plans are prepared and centrally filed for all students who
have completed 75 credit hours of courses;
To oversee the planning and conduct of graduation;
To develop and monitor the Registrar’s budget and the graduation budget;
To oversee and certify the eligibility of veterans for federal education programs;
To serve as FERPA officer for the campus;
To oversee the activities of the International Student Advisor;
To execute any additional duties assigned by the Vice President for Enrollment
Services or the President.
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3.6.4

International Student Advisor

The International Student Advisor is appointed by the Vice President for Enrollment Services
and reports to the Registrar. The chief responsibility of the International Student Advisor is to
monitor the legal status and qualifications of international students and assist them with the
immigration process.
3.6.5

Dean of Scholarships and Financial Aid

The Dean of Scholarships and Financial Aid is appointed by the Vice President for Enrollment
Services with the approval of the President and reports to the Vice President for Enrollment
Services. The Dean’s chief responsibilities are:
a.
b.
c.
d.
e.

f.
g.
h.
i.
j.
k.

l.
m.
3.7

To direct and supervise all areas of institutional, federal and state funding for
students to ensure institutional compliance with all government regulations;
To prepare the applications for federal and state funds for student financial aid
and meet the reporting requirements of these funds;
To oversee the distribution of federal, state, and institutional funds in compliance
with federal and state regulations and institutional budget mandates;
To supervise the staff and operation of the Office of Scholarships and Financial
Aid;
To foster the professional development of staff, including training in the use of
technology, so as to better serve students and more effectively implement federal
and state assistance programs;
To participate with staff in counseling students about available financial
opportunities;
To serve as institutional liaison and implementation officer for the tuition
exchange programs in which the University holds membership;
To develop and monitor the budget for the Office of Scholarships and Financial
Aid;
To administer scholarship programs;
To assist in the developing strategies for distributing institutional funds that will
promote recruiting and retention;
To serve as an ex officio member of the Enrollment Services Council, the
Retention Committee, and as an ex officio and non-voting member of the
Scholarship Committee;
To serve as chair of the Financial Aid Appeals Committee.
To execute any additional duties assigned by the Vice President for Enrollment
Services or the President.

Student Affairs

3.7.1

Vice President for Student Affairs

The Vice President for Student Affairs is appointed by the Board of Directors upon
recommendation by the President, to whom he/she reports. He/she oversees the non-academic
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aspects of student on-campus life. The chief responsibilities of the Vice President for Student
Affairs are:
a.

b.
c.
d.
e.
f.
g.
h.
i.
j.
3.7.2

To supervise and receive reports from the Director of Campus Ministry, Director
of Career Services and Testing, Director of Counseling Services, Director of the
Office for Volunteer Opportunities, Director of Recreational Sports, Director of
Residence Life, Director of Student Activities, Director of Health Services and
Chief of Campus Security;
To serve as advisor to the Student Government Association, Director of Dining
Services and Manager of the Bookstore;
To oversee non-academic student conduct/discipline, campus security, student
medical insurance, student, staff and faculty parking and the Student Handbook;
To oversee maintenance of the Crooker University Center;
To prepare the annual budget for Student Affairs and oversee its administration;
To serve as ex officio chair of the Student Affairs Council and Campus Life
Committee;
To serve as an ex officio member of the President’s Administrative Council;
To serve as liaison with the Student Affairs Committee of the Board of Directors;
To oversee all budgetary processes and allocations of student activity fees;
To execute yearly goals and any additional duties assigned by the President.
Director of Campus Ministry

The Director of Campus Ministry is appointed by the Vice President for Student Affairs with the
approval of the President and reports to the Vice President for Student Affairs. The Director of
Campus Ministry or University Chaplain will be a Basilian priest. The Director’s chief
responsibilities are:
a.
b.
c.
d.
e.
f.
g.
3.7.3

To supervise the Coordinator of Campus Ministry and staff;
To provide for and oversee Eucharistic Liturgies, including the music for services
and the administration of other sacraments in the Chapel of St. Basil;
To provide pastoral counseling and spiritual direction for the University
community;
To approve the scheduling of all activities in the Chapel of St. Basil;
To serve as ex officio member of the Campus Ministry Advisory Council and the
Student Affairs Council;
To foster healthy ecumenical dialogue as well as assist non-Catholic students in
deepening their faith;
To execute any additional duties assigned by the Vice President for Student
Affairs or President.
Director of Career Services and Testing

The Director of Career Services and Testing is appointed by the Vice President for Student
Affairs with the approval of the President and reports to the Vice President for Student Affairs.
The Director’s chief responsibilities are:
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a.
b.
c.
d.
e.
f.

g.

h.
i.
j.
k.
l.
3.7.4

To coordinate all aspects of the career services and testing programs;
To supervise the assistant director, administrative assistant and student assistants
for the Career Services and Testing Center;
To maintain and provide information regarding national, state and institutional
standardized testing programs;
To maintain and process credit by exam for students and forward to Registrar
when student’s residency requirements are met;
To provide career counseling to all students and alumni according to policy;
To provide employment assistance through the development of job-search,
resume-writing, and interviewing skills for University students; to work with
students, both individually and in groups, to develop their skills in the above
related areas;
To plan and coordinate various Career Services projects, including on-campus
recruitment interviews, career fairs, job listings, career library and Career
Services Web page;
To interact with members of the University community and Houston area
business community to carry out and enhance above-listed responsibilities;
To prepare and administer annual budgets for Career Services Office operations;
To provide personal counseling services as assigned;
To serve as an ex officio member of the Retention Committee and Student Affairs
Council;
To execute any additional duties assigned by the Vice President for Student
Affairs or the President.
Director of Counseling Services

The Director of Counseling Services is appointed by the Vice President for Student Affairs with
the approval of the President and reports to the Vice President for Student Affairs. He/she
administers the department and provides direct psychological and disability services to students.
The Director’s chief responsibilities are:
a.
b.
c.
d.
e.
f.

g.

h.
i.
j.

To appoint and oversee the Counseling Services and Disability Services;
To be responsible for all personal and academic skill-building counseling;
To develop and implement workshops on study skills, personal development and
enhancement;
To develop and implement campus outreach events;
To provide counseling support services (information and referral) to University
personnel;
To chair the Committee for Students with Special Needs (Disability Services) in
order to review cases and recommend academic accommodations for students
with disabilities;
To supervise all department staff, including professional, administrative, student
workers, and graduate practicum students completing professional training at
Counseling Services;
To serve as ex officio member of the Student Affairs Council,
To participate in other University committees if requested, as appropriate;
To provide psychological crisis and emergency intervention on campus as needed;
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k.
l.
3.7.5

To prepare and administer annual budgets for Counseling Services;
To execute yearly goals and additional duties assigned by the Vice President for
Student Affairs or the President.
Director of the Office of Volunteer Opportunities

The Director of Office of Volunteer Opportunities is appointed by the Vice President for Student
Affairs with the approval of the President and reports to the Vice President for Student Affairs.
The Director’s chief responsibilities are:
a.
b.
c.
d.
e.
f.
g.
h.
i.
j.
k.
l.
m.
3.7.6

To develop, promote and facilitate public service opportunities for students,
faculty, staff and alumni;
To prepare and administer the annual budget for the office;
To identify, apply for, and manage grants for volunteer programs;
To supervise volunteers, volunteer staff and student workers;
To advise and consult on student initiatives providing support, resources and
recognition while working to develop student leadership;
To collaborate with faculty and staff on projects that benefit students, such as new
student orientation, career and volunteer fair, and health fair;
To serve as University liaison with local nonprofit agencies and leaders and to
assist community members who are seeking volunteers;
To serve as the regional coordinator and campus liaison for the Texas Campus
Compact;
To promote service learning and its integration into the curriculum;
To assist in the placement in the community of students with work-study awards;
To maintain knowledge of volunteer issues through contact with professional
volunteer administrators and associations;
To serve as an ex officio member of the Student Affairs Council;
To execute any additional duties assigned by the Vice President for Student
Affairs or the President.

Director of Recreational Sports

The Director of Recreational Sports is appointed by the Vice President for Student Affairs with
the approval of the President and reports to the Vice President for Student Affairs. The
Director’s chief responsibilities are:
a.
b.
c.

To supervise all activities connected with the Jerabeck Athletic and Activity
Center (JAAC);
To organize, supervise and administer a comprehensive University intramural
program, faculty and staff;
To oversee coordination of existing sports clubs including scheduling games and
practices/workouts, overseeing budgets and travel arrangements, maintaining and
monitoring necessary inventory of clubs, handling game management (field prep,
officials, policing), and appropriately developing, motivating and rewarding
players;
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d.

To promote sports club opportunities and advise organizations about facilities and
market sports club programs available to the University community;
To hire, supervise, and evaluate student workers who assist with all activities
related to the JAAC;
To explore outreach opportunities related to JAAC;
To coordinate facility rental of JAAC;
To supervise the maintenance and upkeep of JAAC;
To provide leadership in providing a wellness and physical fitness program for
students, faculty and staff;
To schedule physical education courses in fall and spring semesters, secure
qualified instructors, and submit recommended courses to the Dean of Arts and
Sciences according to the Registrar’s directions;
To serve as ex officio member of the Student Affairs Council and Campus Life
Committee;
To execute any additional duties assigned by the Vice President for Student
Affairs or the President.

e.
f.
g.
h.
i.
j.

k.
l.
3.7.7

Director of Residence Life

The Director of Residence Life is appointed by the Vice President for Student Affairs with the
approval of the President and reports to the Vice President for Student Affairs. The Director is
responsible for the administration, supervision, programming and management for the entire area
of residence life. The Director’s chief responsibilities are:
a.

b.
c.
d.
e.
f.
g.
h.
i.
j.
k.

l.
m.
n.

To provide overall administration and supervise daily operation of all on-campus
housing: Guinan Hall, Augustine Hall, the Living-Learning Community,
University of St. Thomas Apartments and all other housing;
To develop housing policies and procedures;
To prepare and exercise oversight of all housing budgets;
To develop and distribute housing brochures, applications, and contracts;
To organize, prepare, print and distribute the Residence Life Handbook;
To hire, train, supervise and evaluate Residence Life personnel;
To develop and maintain a community living environment within housing that
reflects the teaching of the Catholic Church;
To serve as a liaison between the Office of Student Affairs and other departments
on campus in areas related to campus housing;
To support and enforce University policies, procedures and regulations among
staff and students;
To support departmental goal setting and creative program development through
participation in University committees;
To participate in professional development through University departments
inservice programs, student affairs committees, conference attendance and
involvement in professional associations;
To serve as ex officio member of the Campus Life Committee and Student Affairs
Council;
To create opportunities for personal growth and development;
To support the University in recruiting and retaining students;
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o.
p.
q.
r.
s.
t.
u.
3.7.8

To provide crisis intervention, conflict mediation and on-call emergency
response;
To develop and exercise oversight of a fair and objective judicial system;
To act as a role model and mentor to student-residents;
To support the needs of residents’ parents;
To inventory and purchase furnishings, equipment, and all other items needed to
operate University housing;
To oversee the pairing of roommates and the check-in/check-out of student
residents;
To execute any other additional duties assigned by the Vice President for Student
Affairs or the President.
Director of Student Activities

The Director of Student Activities is appointed by the Vice President for Student Affairs with the
approval of the President and reports to the Vice President for Student Affairs. The Director’s
chief responsibilities are:
a.
b.
c.
d.
e.
f.
3.7.9

To organize, supervise and administer a comprehensive student activities
program;
To serve as advisor to the Student Activities Board (SAB) and the Council of
Clubs (COC);
To foster student leadership development opportunities in the area of Student
Activities;
To work closely with the Director of Recreational Sports and Director of
Residence Life to help promote intramural activities;
To serve as an ex officio member of the Retention Committee, Student Affairs
Council and other committees as assigned;
To execute any additional duties as assigned by the Vice President for Student
Affairs.
Director of Campus Security

The Director of Campus Security is appointed by the Vice President for Student Affairs with the
approval of the President and reports to the Vice President for Student Affairs. The Director’s
chief responsibilities are:
a.
b.
c.
d.
e.
f.
g.

To coordinate all aspects of the Security Department, including parking on
campus;
To supervise all department employees;
To maintain and provide information to students and employees about security
and parking issues on campus;
To ensure that all patrol shifts are covered;
To promote campus safety through safety related programs offered on campus;
To work with administrators, faculty, staff, and students to promote campus
safety;
To establish and update Security Department policies and procedures;
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h.
i.
j.
k.

l.
m.
3.7.10

To identify areas of safety concern on campus to the Vice President for Student
Affairs;
To coordinate with other security related agencies about issues on campus;
To identify the need for equipment or special training for the Security
Department;
To compile and report crime statistics to the U.S. Department of Education and to
the campus community through compliance with the federally mandated Clery
Act provisions;
To serve as an ex officio member of the Student Affairs Council;
To execute any additional duties assigned by the Vice President for Student
Affairs or the President.

Coordinator of Health Services

The Coordinator of Health Services is appointed by the Vice President for Student Affairs with
the approval of the President and reports to the Vice President for Student Affairs. The
Coordinator will be a Registered Nurse, licensed in the state of Texas and will have College
Health Nursing Certification. The Coordinator’s chief responsibilities are:
a.
b.
c.
d.
e.
f.
g.
h.
i.
j.
k.
l.
m.
n.
o.
p.
q.
r.
s.
t.
u.

To be available to the campus community;
To operate a walk-in clinic Monday through Friday at times to be determined;
To provide First Aid treatment of minor medical problems;
To assess health and wellness needs and work to increase awareness and personal
responsibility for lifestyle among the members of the campus community;
To provide individual health and wellness counseling and support;
To provide health and wellness education materials to the campus community;
To provide self-help advice and/or treatment with over the counter medication
when needed;
To refer clients to area specialists and physicians when indicated;
To provide treatments, injections, etc., in cooperation with the client’s physician;
To provide immunization clinics in cooperation with the City of Houston Health
Department;
To order and restock medical supplies for clinic operation;
To keep records, including immunization records, on all new students and a daily
log of all clinic visits and client contacts, including telephone assessments;
To serve as health consultant and/or committee member as requested;
To provide blood pressure screening, fitness testing and exercise prescription;
To offer weight control and nutrition counseling;
To assist with allergy injections as ordered by a client’s physician;
To assist in direction of the yearly health fair;
To work in coordination with the food service manager in aiding students with
their dietary needs;
To cultivate working relationships with other community health professionals,
services, etc.
To keep informed of pertinent health issues and medical information so as to
better serve the campus community;
To prepare and administer annual budgets for Health Services;
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v.
3.8

To execute yearly goals and additional duties assigned by the Vice President for
Student Affairs or the President.

Financial Administration

3.8.1

Vice President for Finance

The Vice President for Finance is appointed by the Board of Directors upon recommendation of
the President, to whom he/she reports. As chief financial officer of the University, the chief
responsibilities of the Vice President for Finance are:
a.
b.
c.
d.
e.

f.
3.8.2

To direct all financial operations of the University, including financial reporting,
budgeting and student accounts receivables;
To implement and administer the University’s Investment Policy for endowment
and similar fund;
To serve as administrative liaison with the Finance Committee of the Board of
Directors;
To serve as ex officio member of the President’s Administrative Council and as
chair of the Benefits Committee;
To supervise the activities of the Controller, Treasurer, Assistant Vice President
for Human Resources and Auxiliary Operations, and Assistant Vice President for
Facilities Operations;
To execute yearly goals and any additional duties assigned by the Board of
Directors or the President.
Assistant Vice President for Facilities Operations

The Assistant Vice President for Facilities Operations is appointed by the Vice President for
Finance with the approval of the President and reports to the Vice President for Finance. The
chief responsibilities of the Assistant Vice President for Facilities Operations are:
a.
b.
c.

d.
e.
f.
g.
h.

To initiate and maintain a five-year capital improvement plan for the continuous
upgrade of the campus, including major maintenance projects;
To provide for the maintenance and operation of the University’s facilities,
including buildings, grounds and utilities;
To manage the planning, design and construction of new facilities, including the
oversight of architects, engineers and contractors for the construction of major
projects;
To implement a program for the remodeling of existing facilities to accommodate
changing requirements;
To supervise a crew of craftsmen to accomplish reparative and preventive
maintenance tasks on a daily basis;
To direct an energy conservation program on campus by modifying equipment
and/or operational procedures;
To manage the efforts of several service contractors, including custodial,
landscaping, pest extermination, elevators, water treatment, file protection, etc.;
To manage the storage and/or disposal of University property;
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i.
j.
k.

l.
3.8.3

To oversee the coordination of facilities reservations on campus;
To handle and direct facilities reservations;
To serve as an ex officio member of the Chapel of St. Basil Committee, Campus
Life Committee, Graduation Committee, and Building and Grounds Committee of
the Board;
To execute yearly goals and any additional duties assigned by the Vice President
for Finance or the President.
Assistant Vice President for Human Resources and Auxiliary Operations

The Assistant Vice President for Human Resources and Auxiliary Operations is appointed by the
Vice President for Finance with the approval of the President and reports to the Vice President
for Finance. The Associate Vice President’s chief responsibilities are:
a.
b.
c.
d.
e.
f.

g.
h.
i.
j.
3.8.4

To assist deans, department chairs, and other administrators in recruiting and
hiring staff personnel;
To supervise preparation of the University payroll and quarterly reports for
government agencies;
To review and administer employees’ benefits and retirement programs;
To interpret and monitor governmental regulations and acts pertaining to
employment benefits and prepare such required reports;
To supervise evaluation of the performance of administrative and staff personnel;
To collect the analytical data (workforce analysis and job group analysis)
necessary to implement the University’s policy on the recruitment and
advancement of women and minorities;
To serve as ex officio member on the Benefits Committee, Campus Life
Committee and Staff Development Committee;
To administer and oversee the meal plan programs and dining services and
vending operations;
To administer and oversee the bookstore operations;
To execute yearly goals and any additional duties assigned by the Vice President
for Finance or the President.
Controller

The Controller is appointed by the Vice President for Finance with the approval of the President
and reports to the Vice President for Finance. The Controller’s chief responsibilities are:
a.
b.
c.
d.
e.
f.

To supervise accountants, Accounts Payable Coordinator and general office
employees;
To record all monies received;
To maintain the University’s accounting records;
To evaluate financial and operational policies and procedures for adequate
internal controls;
To prepare the financial statements of the University and coordinate their
examination by external auditors;
To disburse monies in the timely discharge of liabilities of the University;
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g.
h.
i.
j.
k.
l.
3.8.5

To maintain the University’s property files;
To monitor and report on the status of all government and other non-University
grant and contract programs;
To manage the purchasing function of the University;
To oversee general administrative operations, including copying services, printing
and post office;
To provide timely and accurate reporting of financial data to the departments,
officers of the University and Board of Directors;
To execute yearly goals and any additional duties assigned by the Vice President
for Finance.
Treasurer

The Treasurer is appointed by the Vice President for Finance with the approval of the President
and reports to the Vice President for Finance. The Treasurer’s chief responsibilities are:
a.
b.
c.
d.
e.
f.
g.
h.
i.
3.9

To supervise the Cash Management and Accounts Receivable areas;
To receive all monies, endorse and deposit checks and disburse petty cash on
behalf of the University;
To prepare quarterly accounts receivable and cash flow reports;
To prepare long-range financial projections on revenues and expenses for review
by the President and Board of Directors;
To oversee the disbursement and repayment of Perkins loans;
To serve as the Student Financials Functional Lead in the PeopleSoft system;
To manage cash for operations and investment;
To serve as an ex officio member on the Enrollment Services Council;
To execute yearly goals and any additional duties assigned by the Vice President
for Finance.

Institutional Advancement

3.9.1

Vice President for Institutional Advancement

The Vice President for Institutional Advancement is appointed by the Board of Directors upon
recommendation by the President, to whom he/she reports. The chief responsibilities of the Vice
President for Institutional Advancement are:
a.
b.
c.
d.
e.

To supervise the Advancement Executive Director and the Directors of
Information Resources, Public Affairs and Publications;
To be responsible for all fund raising, including capital, annual and planned
giving;
To coordinate programs involving the cultivation of potential benefactors of the
University;
To oversee gift receiving, acknowledging and accounting;
To keep records of gifts or grants to the University from alumni, parents, friends,
corporations and foundations;
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f.
g.

h.

i.
j.
k.
l.

m.
n.
3.9.2

To coordinate alumni relations and alumni activities with the assistance of the
Director of Alumni Relations;
To oversee the publication of the University magazine and all internal and
external publications as well as providing fund-raising letters to friends and
benefactors, with the assistance of his/her staff;
To coordinate public relations, news media relations, and to assist in marketing
and advertising efforts with the assistance of the Director of Public Affairs and
the Director of Publications, and with the approval of the President;
To work closely with the Vice President for Enrollment Services in the
University’s strategic marketing efforts;
To be the administrative liaison with the Development Committee of the Board
and to work closely with the chair of that committee;
To coordinate fund-raising activities of the University’s departments, advisory
bodies and scholarship program;
To foster support from individuals, corporations, foundations and government
agencies and recommend the submission of and prepare proposals when
opportune and with the approval of the President;
To serve as an ex officio member of the President’s Administrative Council and as
ex officio chair of the Integrated Marketing Committee;
To execute yearly goals and any additional duties assigned by the Board of
Directors or the President.

Executive Director for Institutional Advancement

The Executive Director for Institutional Advancement is appointed by the Vice President for
Institutional Advancement with the approval of the President and reports to the Vice President
for Institutional Advancement. The Executive Director’s chief responsibilities are:
a.
b.
c.
d.
3.9.3

To oversee all development-related staff, including the Directors of Advancement
Projects, Alumni Affairs and Annual Giving, and Major Constituents;
To develop and monitor the advancement strategic plan;
To act as deputy to the Vice President for Institutional Advancement, assuming
duties in his/her absence;
To actively participate in fund-raising and marketing initiatives as assigned by the
Vice President for Institutional Advancement.
Director of Alumni Relations and Annual Giving

The Director of Alumni Relations and Annual Giving is appointed by the Vice President for
Institutional Advancement with the approval of the President and reports to the Executive
Director for Institutional Advancement. The Director’s chief responsibilities are:
a.
b.
c.

To coordinate contacts and services to alumni;
To organize alumni events and special activities;
To design and implement a comprehensive fund-raising plan to achieve the
annual unrestricted fund-raising objectives of the institution;
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d.
3.9.4

To solicit funds, making telephone contacts and personal visitations of selected
segments of the donor base.
Director of Planned Giving

The Director of Planned Giving is appointed by the Vice President for Institutional
Advancement, to whom he/she reports. The Director’s chief responsibilities are:
a.
b.

c.
d.
e.
f.
g.

3.9.5

To promote Charitable Annuities, bequests, trusts, life insurance, life estates and
other gift options;
To administer planned giving programs, including donor identification,
cultivation and solicitation; mail, internet and other promotions; gift tracking;
general donor correspondence; bequest tracking system; monitoring development
of promotion on the internet; and working with donors’ financial and legal
counsel;
To visit donors in order to promote planned gifts and discuss available giving
opportunities and options;
To coordinate with donors and their attorneys or financial advisors to determine
the appropriate giving method;
To calculate annuity proposals, trusts and other life income comparisons using
Crescendo software;
To develop, plan and monitor the budget for the department;
To attend meetings, conferences, seminars, and special training sessions and
peruse professional literature in order to remain current in the planned giving
field.
Director of Major Constituents

The Director of Major Constituents is appointed by the Vice President for Institutional
Advancement with the approval of the President and reports to the Executive Director for
Institutional Advancement. The Director of Major Constituents, in conjunction with the
Executive Director for Institutional Advancement, Vice President for Institutional Advancement,
and other Directors as necessary, is responsible for acquiring new financial support for the
University and for developing philanthropic gifts from a corps of current supporters, including
alumni, friends, foundations, corporations, and state and federal funding sources. The Director’s
chief responsibilities are:
a.

b.
c.
d.

To direct participation in the team planning of the design and implement a
comprehensive fund raising plan to achieve the University’s fund-raising
objectives in a manner consistent with its Catholic, liberal arts mission;
To contact, cultivate and solicit five-figure and above gifts as assigned through
team-centered prospect management;
To oversee grant proposal development and submission on a timely basis;
To coordinate the annual recognition for major donors.
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3.9.6

Director of Public Affairs

The Director of Public Affairs is appointed by the Vice President for Institutional Advancement
with the approval of the President and reports to the Vice President for Institutional
Advancement. The Director directs the provision of information about the institution’s major
market constituents, including students, faculty, media, donors, community leaders and the
general public. The Director’s chief responsibilities are:
a.
b.
c.
d.
e.
3.9.7

To oversee news and media relations;
To prepare and review news releases, photographs and videos;
To prepare and distribute newsletters, magazines and other publications;
To promote events and lectures;
To serve as ex officio member of the Integrated Marketing Committee and
participate in other University committees as required.
Director of Publications

The Director of Publications is appointed by the Vice President for Institutional Advancement
with the approval of the President and reports to the Vice President for Institutional
Advancement. The Director is responsible for the planning, design and production of all
University publications. The Director’s chief responsibilities are:
a.
b.
c.
d.
e.
f.
3.9.8

To approve all invoices or purchase orders for printing;
To plan and budget the production and distribution of publications, brochures and
leaflets;
To work with various departments and constituents to design appropriate
publications in support of events, functions and University mission;
To research vendors, establish relationships and interact with vendors in
production of publications;
To serve as ex officio member of the Integrated Marketing Committee, participate
in University committees and translate goals into strategies for publications;
To set standards for all University publications.
Director of Information Resources

The Director of Information Resources is appointed by the Vice President for Institutional
Advancement with the approval of the President and reports to the Vice President for
Institutional Advancement. The Director develops, maintains and supports the information
systems and technology needs of the Office of Institutional Advancement. The Director’s chief
responsibilities are:
a.
b.
c.
d.
e.
f.
g.

To maintain the Institutional Advancement information system;
To participate in hardware and software selection;
To implement conversion and upgrade strategies;
To develop data-entry and reporting standards;
To develop procedures to ensure accuracy and integrity of data and reporting;
To maintain systems tables and overall data structure;
To supervise data-entry into the system;
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h.
i.
j.
k.
l.
m.
n.

o.
p.
q.
r.
s.

3.9.9

To provide technical assistance to the Institutional Advancement staff;
To train professional and support staff in appropriate use of the system;
To develop in-house training material;
To provide first-level assistance with PC and software issues;
To act as network administrator for the Office of Institutional Advancement;
To develop reports for the development officers and the Vice President for
Institutional Advancement;
To act as the main liaison between Institutional Advancement and the
Administrative Information Systems and Network and Technical Services
Offices;
To coordinate and implement systems conversion and upgrades as a “super-user”;
To generate work orders for repairs, upgrades, modifications or systems
development that require the involvement of AIS or NTS department;
To represent the Office of Institutional Advancement at user meetings and
conferences.
To support all information needs of the department in connection with the Capital
Campaign, including prospect research;
To support the fundraising efforts of the department by working closely with the
leadership of the Former Board group in cultivating and soliciting support of the
members.

Director of Advancement Projects

The Director of Advancement Projects is appointed by the Vice President for Institutional
Advancement with the approval of the President and reports to the Vice President for
Institutional Advancement. The Director is responsible for organizing and executing all general
and special events as assigned. The Director’s chief responsibilities are:
a.

b.
c.
3.10

To plan, budget and organize events and functions, including publicity, facilities
reservation, catering, invitations and general support. Major fund-raising
assignments are the annual Mardi Gras Ball and the University Golf Tournament
to support the Fr. Monaghan Scholarship Endowment;
To manage events associated with lectures and conferences;
To provide special event service to the President and Vice President for
Institutional Advancement as required.

Information Technology

3.10.1

Vice President for Information Technology

The Vice President for Information Technology is appointed by the Board of Directors upon
recommendation by the President, to whom he/she reports. The chief responsibilities of the Vice
President for Information Technology are:
a.

To supervise the Offices of Administrative Computing Services, Central
Computing Services, Network and Campus Computing, and Instructional
Technology and Web Services;
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b.

c.
d.
e.

f.
3.10.2

To coordinate with the Vice President for Institutional Advancement in
cultivating potential benefactors of the University in regard to information
technology;
To oversee the operating and capital equipment budgets of the information
technology area;
To oversee the planning and development of instructional technology resources
for the University for use in the classroom and in distance learning;
To serve as ex officio member of the President’s Administrative Council and
Instructional Technology Committee and chair of Information Technology
Council;
To execute yearly goals and any additional duties assigned by the President.
Director of Administrative Computing Services

The Director of Administrative Computing Services is appointed by the Vice President for
Information Technology with the approval of the President and reports to the Vice President for
Information Technology. The Director’s chief responsibilities are:
a.
b.

c.
d.
e.
f.

g.
h.
i.
j.
3.10.3

To provide direction for administrative computing services throughout the
University;
To provide reliable and secure administrative information systems (human
resources, payroll, financial accounting, student administration, advancement,
etc.);
To research, evaluate, recommend, and integrate new technology for
administrative system needs;
To provide system development and data administration guidance and support;
To provide training for appropriate members of the University community in the
use of administrative software;
To develop and administer the University’s policies and procedures for
administrative information systems technology in collaboration with the
Administration and advisory bodies;
To provide administrative system support to all users;
To administer the department’s budget;
To serve as an ex officio member of the Information Technology Council;
To execute any additional duties assigned by the Vice President for Information
Technology.
Director of Central Computing Services

The Director of Central Computing Services is appointed by the Vice President for Information
Technology with the approval of the President and reports to the Vice President for Information
Technology. The Director’s chief responsibilities are:
a.
b.

To provide direction for computing services throughout the University;
To provide reliable enterprise computing systems (security, system, web and
database administration, system backup and recovery, email and directory
services);
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c.
d.
e.
f.
g.
3.10.4

To develop and administer the University’s policies and procedures for central
computing services in collaboration with the Administration and advisory bodies;
To provide computing system support to all users;
To administer the department’s budget;
To serve as an ex officio member of the Information Technology Council;
To execute any additional duties assigned by the Vice President for Information
Technology.
Director of Network and Campus Computing

The Director of Network and Campus Computing is appointed by the Vice President for
Information Technology with the approval of the President and reports to the Vice President for
Information Technology. The Director’s chief responsibilities are:
a.
b.

c.
d.

e.
f.
g.
h.
3.10.5

To provide direction for the University network and campus computing services
throughout the University;
To provide reliable network and campus computing systems (network, telephone
system, remote access, desktops, computing labs, classrooms and multimedia
equipment, etc.);
To provide training for appropriate members of the University community in the
use of the network and campus computing systems;
To develop and administer the University’s policies and procedures for the
network and campus computing systems technology in collaboration with the
Administration and advisory bodies;
To provide network and campus computing systems support to all users;
To administer the department’s budget;
To serve as an ex officio member of the Information Technology Council;
To execute any additional duties assigned by the Vice President for Information
Technology.
Director of Instructional Technology and Web Services

The Director of Instructional Technology and Web Services is appointed by the Vice President
for Information Technology with the approval of the President and reports to the Vice President
for Information Technology. The Director’s chief responsibilities are:
a.
b.
c.
d.

e.

To provide direction for instructional technology services throughout the
University;
To provide reliable instructional technology support;
To provide training for faculty members of the University community in the use
of instructional technology systems;
To develop and administer the University’s policies and procedures for
instructional technology systems in collaboration with the Administration and
advisory bodies;
To develop and administer the University’s policies and procedures for the
University Web site(s) in collaboration with the Administration and advisory
bodies;
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f.
g.
h.
i.
3.11

To provide instructional technology systems support to all users;
To administer the department’s budget;
To serve as an ex officio member of the Information Technology Council;
To execute any additional tasks assigned by the Vice President for Information
Technology.

Strategic Planning, Institutional Research and Evaluation

3.11.1

Vice President for Strategic Planning, Institutional Research and Evaluation

The Vice President for Strategic Planning, Institutional Research and Evaluation is appointed by
the Board of Directors upon recommendation of the President, to whom he/she reports. The
chief responsibilities of the Vice President for Strategic Planning, Institutional Research and
Evaluations are:
a.
b.

c.

To direct the University’s strategic planning activities;
To provide the President and the President’s Administrative Council with
information supporting the University’s planning, decision-making and
institutional effectiveness activities;
To supervise the Office of Strategic Planning, Institutional Research and
Evaluation to achieve:
i.
ii.
iii.
iv.
v.
vi.
vii.
viii.
ix.

x.

xi.

d.
e.

the annual development of the University’s Fact Book and Fact Card;
the maintenance of the SPIRE Web site;
service to UST units in light of information requests to serve units’
missions;
the design, creation, and management of institutional data and databases;
the audit and enhancement of institutional data integrity;
the design of data summary strategies and analyses, to support the
generation of UST internal reports;
the creation, production, and reporting on SPIRE-created surveys for UST
the provision of timely, data-grounded surveys and reports to external
agencies;
the production of data-based studies and summaries of information to
guide the University’s planning, resource allocation, and decision-making
activities;
the provision of regular institutional reports on enrollment, retention,
graduates, student course evaluations, student satisfaction and other key
indicators as they are determined;
support for UST participation in relevant, national surveys and
standardized assessments (e.g., Major Field Tests, National Survey of
Student Engagement);

To work with all academic and non-academic units and their supervisors to
develop and coordinate their outcomes assessment activities;
To ensure compliance with the Commission on Colleges of the Southern
Association of Colleges and accreditation standards on institutional effectiveness;
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f.

g.

To serve as an ex officio member of the President’s Administrative Council,
Faculty Evaluation Committee, Institutional Effectiveness Committee (chair), and
Retention Committee; and to serve as staff liaison on the Strategic Planning
Committee of the Board;
To execute yearly goals and to perform other duties assigned by the President.

CHAPTER FOUR: UNIVERSITY COUNCILS AND COMMITTEES
The councils and committees of the University are established by the Administration, in close
collaboration with the Faculty Senate and other bodies, to ensure that the principles of
subsidiarity and collegiality are observed in all matters affecting University life. All full-time
faculty and administrators are expected to serve on councils and committees. All councils and
committees are consultative. For the good of the University, the President has the authority to
overrule any decision.
Unless exceptions are specifically noted, the following policies and procedures govern the
council and committee structure of the University:
a.
b.
c.
d.
e.

f.

4.1

Ex officio committee members may vote.
The chair may vote.
Chairs of committees should be elected from among those voting members who
have had at least one year of service on that committee.
The chair will serve a one-year term. He/she is eligible for reelection as long as
his/her term as a committee member lasts.
Each council and committee will designate a secretary who will take the minutes
of the meetings. Copies of all the minutes are to be submitted for the official
records kept in the Office of the President or Vice President for Academic Affairs.
After completion of the designated term, a member is eligible for a second term.
After serving two consecutive terms, a member is ineligible for reelection until at
least one year has passed.

University Councils

4.1.1

President’s Administrative Council

Purpose: To act as an advisory body to the President in matters relating to the administration of
the University.
Membership: Ex officio: President (chair), Vice President for Academic Affairs, Vice
President for Enrollment Services, Vice President for Finance, Vice President for Information
Technology, Vice President for Institutional Advancement, Vice President for Student Affairs
and Vice President for Strategic Planning, Institutional Research and Evaluation. The President
may also appoint one or more Presidential Councilors to serve on the Council.
4.1.2

Academic Council

Purpose: To act as an advisory body to the Vice President for Academic Affairs in all matters
relating to the academic life of the University.
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Membership: Ex officio: Vice President for Academic Affairs (chair), Deans of the Schools of
Arts and Sciences, Business, Education and Theology; and Dean of the Master in Liberal Arts
Program.
4.1.3

Graduate Council

Purpose: To serve as an advisory group on graduate affairs to the Vice President for Academic
Affairs, who serves as Dean of Graduate Studies; to review graduate admissions policies and
curricula; to ensure that graduate programs meet the standards of the University and appropriate
accrediting agencies; and to serve as an advisory committee in all matters related to graduate
offerings. Curricula are approved by individual graduate faculty committees within each
graduate program and are reviewed by the Graduate Council.
Membership: Ex officio: Vice President for Academic Affairs (chair), Deans of the Schools of
Arts and Sciences, Business, Education and Theology; Dean of the Master in Liberal arts
Program; and Directors of the Center for Thomistic Studies and MEd Program.
4.1.4

Enrollment Services Council

Purpose: To act as advisory body to the Vice President for Enrollment Services on all matters
relating to enrollment at the University of St. Thomas.
Membership: Ex officio: Vice President for Enrollment Services (chair), Coordinator of
Enrollment Services Technology, Dean of Admissions, Dean of Scholarships and Financial Aid,
Registrar, Treasurer, Director of Academic Advising, Assistant Director of Admissions; and two
faculty members appointed by the Vice President for Enrollment Services.
4.1.5

Information Technology Council

Purpose: To evaluate and recommend information technology infrastructure and services; to
evaluate and recommend campus technology standards, policies, plans and priorities.
Membership: Ex officio: Vice President for Information Technology (chair), Directors of
Administrative Computing Services, Central Computing Services, Instructional Technology and
Web Services, Network and Campus Computing, and Chair of the Instructional Technology
Committee. The Vice President for Information Technology may appoint others on an annual
basis.
4.1.6

School of Arts and Sciences Council

Purpose: To serve as an advisory body to the Dean of the School of Arts and Sciences and to
assist the Dean in meeting the objectives of the School.
Membership: Ex officio: Dean of the School of Arts and Sciences (chair), and the chair of each
academic department within the School (see 3.4.2.1.a for the list of departments).
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4.1.7

Cameron School of Business Council

Purpose: To serve as an advisory body to the Dean of the Cameron School of Business and to
assist the Dean in meeting the objectives of the School.
Membership: Ex officio: Dean of the Cameron School of Business (chair), Associate Dean of
the Cameron School of Business, Director of the Center for Business Ethics, and chairs of the
Departments of Accounting, Business Administration and Marketing, Economics and Finance,
and Management Information Systems.
4.1.8

School of Education Council

Purpose: To serve as an advisory body to the Dean of the School of Education and to assist the
Dean in meeting the objectives of the School.
Membership: Ex officio: Dean of the School of Education (chair) and Associate Dean of the
School of Education; three professors from the School of Education appointed by the Dean for a
one-year renewable term: one representing the undergraduate program, one representing the
graduate program, and one representing special populations.
4.1.9

School of Theology Council

Purpose: To serve as an advisory body to the Dean of the School of Theology and to assist the
Dean in meeting the objectives of the School.
Membership: Ex officio: Dean of the School of Theology (chair), Assistant Dean of the School
of Theology, and all faculty who teach at least two courses per semester or do equivalent work in
the School. Associate members of the Council include adjunct faculty during the semesters in
which they teach.
4.1.10

Campus Ministry Council

Purpose: To advise and offer consultation on the pastoral needs of the University community;
to assist the Campus Ministry department in establishing policies and setting up programs.
Membership: Ex officio: Director of Campus Ministry, Coordinator of Campus Ministry
(chair), and the chair of the UST Music Program; two faculty members, one administrator, two
alumni, one representative from Sunday worshipping community, and two students. Nine of the
members must be Catholics in good standing; two shall be members in good standing from other
religious denominations. The students are appointed by the Coordinator of Campus Ministry for
a one-year term. The other members are appointed by the President upon recommendation of the
council for three-year overlapping terms.
4.1.11

Student Affairs Council

Purpose: To serve as an advisory body to the Vice President for Student Affairs; to engage the
issues and concerns of the student body and advise the Vice President on how best to initiate
change to better the University.
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Membership: Ex officio: Vice President for Student Affairs (chair), Directors of Student
Activities, Residence Life, Office of Volunteer Opportunities, Campus Ministry, Counseling
Services, Career Services and Testing, Recreational Sports, Health Services, Campus Ministry
Coordinator, and Chief of Security.
4.2

University Committees

4.2.1

Academic Committee

Purpose: To maintain academic standards and regulations in undergraduate programs and to
recommend revisions to them; to hear appeals from undergraduate students for exceptions to the
University’s academic regulations; to receive faculty reports of cases of undergraduate academic
dishonesty, hear appeals and maintain confidential files on reports and hearings on the subject.
Membership: Ex officio: Registrar (non-voting), Deans of the Schools of Arts and Sciences,
Business and Education, or, in each case, a member of the school serving as the dean’s delegate;
four faculty members elected by the Faculty Council for three-year overlapping terms; and one
junior or senior student with a GPA of at least 3.0, selected by the Student Association for a oneyear term. The committee will elect one of the faculty members to serve as chair for a one-year
term.
4.2.2

Admissions Committee

Purpose: To review the undergraduate admission standards of the University and to recommend
changes in policy; to review undergraduate admission applications in cases when it is unclear
whether the published criteria for admission have been met and to decide on the course of action
related to admission.
Membership: Ex officio: Dean of Admissions (chair and non-voting), Director of Academic
Advising, University Parish Coordinator; and three faculty members elected by the Faculty
Council for three-year overlapping terms.
4.2.3

Benefits Committee

Purpose: To review benefits for administrators, faculty and staff personnel and to submit
recommendations to the President.
Membership: Ex officio: Vice President for Finance (chair), Assistant Vice President for
Human Resources and Auxiliary Operations, Chair of the Faculty Compensation Committee;
Immediate Past Chair of the Faculty Senate; one faculty member elected by the Faculty Council;
one member of the Administration and two members of the staff recommended by the Staff
Development Committee and appointed by the President for three-year overlapping terms.
4.2.4

Campus Life Committee

Purpose: To review bookstore and food service customer satisfaction and to make
recommendations for improvements; to identify and assess the needs and interests of students,
faculty, administration and staff in the areas of health and well-being; to review policies and
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programs regarding smoking, drugs, alcohol and health-related concerns; to recommend and
support programs that promote the health and well-being of the University community; to
oversee the general safety and health of the campus environment and to advise the University on
anything that might endanger the campus environment.
Membership: Ex officio: Vice President for Student Affairs (chair), Assistant Vice President
for Facilities Operations or his/her representative, Assistant Vice President for Human Resources
and Auxiliary Operations, Director of Residence Life, Director of Recreational Sports; three
faculty members elected by the Faculty Council for three-year overlapping terms; one member of
the staff appointed by the President upon the recommendation of the Staff Development
Committee for a three-year term; and four students appointed by the President of the Student
Government Association for one-year terms.
4.2.5

Catholic Outreach Committee

Purpose: To act as an advisory body to the Assistant to the President for Catholic Outreach on
matters relating to Catholic outreach efforts for the University.
Membership: Ex officio: Assistant to the President for Catholic Outreach (chair), Dean of
Admissions, Dean of the School of Theology (or a representative appointed by the Dean),
Director of Alumni Relations and Annual Giving; a representative for the Public Affairs office, a
Basilian Father, a member of the faculty, and a pastor are appointed by the President for threeyear terms upon the recommendation of the Assistant to the President for Catholic Outreach.
Additional members may be appointed as deemed needed.
4.2.6

Catholic Studies Program Committee

Purpose: To devise and maintain an interdisciplinary academic program and associated
activities dedicated to the study and preservation of Catholic thought and culture; and to serve as
an advisory body for the Director of the program.
Membership: Ex officio: Director of the Catholic Studies Program (chair), one faculty member
from the Cameron School of Business or from the School of Education; five faculty members
representing a diversity of departments within the School of Arts and Sciences. One member
shall be a Basilian priest, either through the normal appointment process or by being appointed to
the committee as an additional member. All members are appointed by the Dean of Arts and
Sciences for three-year terms upon recommendation of the Director of the Catholic Studies
Program. A separate student committee for program development serves in an advisory capacity
to the Director of Catholic Studies. Members serve for one-year terms on a voluntary basis.
4.2.7

Chapel of St. Basil Committee

Purpose: To oversee the University’s responsibility to maintain the aesthetical and architectural
legacy of the Chapel; to review all changes in interior or exterior designs, in purchase and
placement of interior furnishings and in the overall aesthetic character of the Chapel of St. Basil.
Membership: Ex officio: Director of Campus Ministry, Coordinator of Campus Ministry, Chair
of the Music Program, Assistant Vice President for Facilities Operations; three faculty members
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elected by the Faculty Council for three-year overlapping terms; two members of the staff or
administration appointed by the President for three-year overlapping terms; four members of the
community appointed by the President for three-year overlapping terms; and one student
representative recommended by the Student Association for a one-year term.
4.2.8

Curriculum Committee

Purpose: To oversee the curricular offerings of all undergraduate programs in light of the
University’s mission; to recommend or withhold recommendation for all proposed additions,
deletions or other changes in courses and programs; to review current course and program
offerings to eliminate courses infrequently offered or under enrolled; to serve as a board of
arbitration on interdepartmental curricular matters of dispute at the request of the concerned
department chairs; to review and make recommendations through the Vice President for
Academic Affairs to the President for any proposed changes in the core curriculum; to submit all
recommendations to the President and other appropriate administrators, normally through the
minutes. Ultimate authority on all matters of major importance considered by the Curriculum
Committee rests with the Board of Directors.
Membership: Ex officio: Vice President for Academic Affairs (non-voting), Registrar (nonvoting), and Collections Development Librarian; seven faculty members elected by their
constituencies for three-year terms; one from Philosophy and Theology; one from English and
Modern and Classical Languages; one from History, Honors, International Studies, Political and
Social Science, and Psychology; one from Natural Sciences and Mathematics; one from
Communication and Fine and Performing Arts; one member each from the School of Business
and the School of Education; one reference librarian (ex officio); one at-large member; and one
student with at least junior level standing, 30 credit hours at the University and a GPA of at least
3.0, recommended by the Student Association and approved by the Vice President for Academic
Affairs for a one-year term. Faculty members with at least one year of experience on the
committee are eligible for election as chair for a one-year term. Faculty members in each of the
constituencies elect their own representative. The dean of each school is responsible for
conducting elections for constituencies within his/her area. The Vice President for Academic
Affairs will conduct the election for the at-large member. All full-time faculty members who
teach undergraduate courses and who have been voting members of the Faculty Council for at
least one year are eligible for election.
4.2.9

Extra-University Scholarship Review Committee

Purpose: To identify, recruit, select and prepare applicants for major scholarships; to hold
workshops on aspects of the application process for major scholarships; to organize appropriate
recognition for successful candidates.
Membership: Ex officio and non-voting: Director of Extra-University Scholarships (chair); one
member from each of the following: Departments of Biology, Chemistry and Physics and
Environmental Studies; International Studies; School of Education; School of Business; and two
at-large members. All members are appointed by the Vice President for Academic Affairs, upon
the recommendation of the committee, for three-year overlapping terms.
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4.2.10

Faculty Development Committee

Purpose: To review and implement the faculty development program of the University; to
receive and evaluate requests for financial assistance and make awards for faculty development;
to publicize to the faculty the applicable criteria for the dispersal of funds.
Membership: Five faculty members from the School of Arts and Sciences: one from
Philosophy and Theology; one from English and Modern and Classical Languages; one from
History, Honors, International Studies, Political and Social Science, and Psychology; one from
Communication and Fine and Performing Arts; one from Natural Sciences and Mathematics; and
one member each from the School of Business, School of Education and School of Theology.
All members are elected by their constituencies for a three-year term. The dean of each school is
responsible for conducting elections for constituencies within his/her area. The chair is elected
by the committee for a one-year term.
4.2.11

Faculty Evaluation Committee

Purpose: To oversee the faculty evaluation instruments and processes by both students and
supervisors.
Membership: Ex officio and non-voting: Vice President for Academic Affairs and Vice
President for Strategic Planning, Institutional Research and Assessment; five faculty members
from the School of Arts and Sciences: one from Philosophy and Theology; one from English and
Modern and Classical Languages; one from History, Honors, International Studies, Political and
Social Science, and Psychology; one from Communication and Fine and Performing Arts; one
from Natural Sciences and Mathematics; one member each from the School of Business, School
of Education and School of Theology. All members are elected by their constituencies for a
three-year term. The dean of each school is responsible for conducting elections for
constituencies within his/her area. The chair, who must be a faculty member, is elected by the
committee for a one-year term.
4.2.12

Financial Aid Appeals Committee

Purpose: To determine reinstatement of students who appeal dismissals from the financial aid
program.
Membership: Ex officio: Dean of Scholarships and Financial Aid (chair), Financial Aid
Counselor, Director of Academic Advising; one member each from the Registrar’s Office,
Business Office, and Counseling Office. Members from Registrar’s Office, Business Office and
Counseling Office will be appointed by their supervisors for three-year terms. In the event an
appeal is received from a graduate student, the student’s advisor or program director or dean will
be invited to participate in the deliberations of the committee when the student’s appeal is being
considered.
4.2.13

Graduation Committee

Purpose: To plan the graduation events: the reception for December graduates, the Spring
Honors Convocation, the Baccalaureate Mass and the May Convocation.
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Membership: Ex officio: Assistant Registrar, Degree Auditor, Director of Alumni Relations,
Manager of Facilities Operations, Campus Ministry Coordinator, Director of Security, senior
class president, Graduation Volunteers Coordinator, the outgoing Chair of Faculty Senate (who
serves as mace bearer and marshal), and the Enrollment Services administrative assistant. The
chair is appointed by the President for a one-year term.
4.2.14

Health Professions Programs Advisory Committee

Purpose: To provide academic advising and up-to-date information on medical school
admission requirements; periodically to review admission requirements for the pre-med program
and advise the Associate Vice President for Academic Affairs; to write letters of evaluation for
the students applying to medical, dental, and other health professions schools.
Membership: Ex officio: All full-time faculty members in the Departments of Biology and
Chemistry and Physics. The chair is appointed annually by the Associate Vice President for
Academic Affairs.
4.2.15

Honors Program Committee

Purpose: To conduct an ongoing review of the University’s Honors Program and serve as an
advisory body for the Director; to establish and maintain criteria for admission to the Program;
and to serve as the program’s Admissions Committee.
Membership: Ex officio: Director of the Honors Program (chair); four faculty members from
the School of Arts and Sciences and one member from either the School of Business or the
School of Education, and one student elected by those enrolled in the Honors Program. All
members are appointed by the Dean of Arts and Sciences for three-year terms upon
recommendation of the Director of the Honors Program.
4.2.16

Human Subjects Committee

Purpose: To review proposals for research sponsored by any member of the University
community or permitted at the University of St. Thomas in light of the protection of human
subjects. (See 6.3.4 for the Committee’s “Statement of Principles.”) Such members include all
full-time faculty and adjunct faculty when they use University resources or affiliation with the
University or when they involve any member of the University in data collection: students,
administrators and staff.
Membership: Ex officio and non-voting: one representative of the President appointed from the
Administration; one faculty member from the Cameron School of Business, one from the School
of Education and one from the Department of Psychology; two faculty members from the School
of Arts and Sciences: one member with a demonstrated expertise in ethics; and one member from
the community at large. The President appoints members for three-year overlapping terms. The
chair is elected from the voting members for a one-year term. A quorum consists of one more
than half of the voting members.
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4.2.17

Institutional Effectiveness Committee

Purpose: To facilitate the University’s institutional effectiveness activities, with a central focus
on reviewing and providing consultation to improve the annual Outcomes Assessment plans of
all units, academic and non-academic (All units with more than one professional staff member
are included. In these cases personnel evaluations assess the individual’s performance.) Unit
Outcomes Assessment plans mandate that all units annually a) articulate their outcome-focused
goals, b) articulate measurable objectives supporting goals, c) collect data which sheds light on
the extent to which objectives are being achieved, and d) demonstrate how data-based findings
are being used to increase the unit’s effectiveness. In addition, this committee periodically
appraises program review activities and the core curriculum assessment plan, the latter in
conjunction with the Vice President for Academic Affairs.
Membership: Ex officio: Vice President for Strategic Planning, Institutional Research and
Evaluation (chair), President and Vice President for Academic Affairs; one school dean, three
faculty members and two staff members appointed by the President, upon recommendation of the
committee, for three-year overlapping terms.
4.2.18

Instructional Technology Committee

Purpose: To evaluate instructional technology requirements and recommend instructional
technology applications.
Membership: Ex officio: Vice President for Information Technology, Director of Instructional
Technology and Web Services, Chair of Department of Management Information Systems or
designee, Systems Librarian; one faculty member from each of the Schools of Arts and Sciences,
Business and Education appointed by the school dean for three-year overlapping terms; two
members of the faculty elected by the Faculty Council for three-year overlapping terms. The
committee elects the chair for a one-year term.
4.2.19

Integrated Marketing Committee

Purpose: To oversee and evaluate annually the University strategic marketing plan.
Membership: Ex officio: Vice President for Institutional Advancement (chair), Vice President
for Enrollment Services, Dean of Admissions, Deans of the Schools of Education and Business,
Dean of the MLA program, Director of Publications, Director of Public Affairs.
4.2.20

Intellectual Property Committee

Purpose: To serve as a forum for receiving and discussing proposals to change existing
University policy.
Membership: Three faculty members elected by the Faculty Council; three members appointed
by the President; one member selected by the Staff Development Committee. All members will
serve three-year terms. The committee elects the chair for a one-year term.
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4.2.21

International Education Committee

Purpose: To advise the Administration on measures to fulfill the University’s international
education objectives; to propose policies for promoting faculty development in the international
field; to develop recommendations for enhancing international education among students; to
advise the Director of the Center for International Studies creating of new study abroad
programs. The committee will report to the Vice President for Academic Affairs. The Director
of the Center for International Studies will report to the committee on implementing its
recommendations.
Membership: Ex officio: Director of the Center for International Studies, Director of Study
Abroad; one faculty member, appointed by the dean for a three-year term, from each of the
following: School of Arts and Sciences, School of Business, and School of Education; and one
member elected by the Faculty Council for a three-year term. The committee elects the chair for
a one-year term.
4.2.22

Library Committee

Purpose: To advise the Director of Doherty Library; to act as liaison between the library and
the faculty and students; and to make recommendations regarding budgetary matters and
holdings.
Membership: Ex officio and non-voting: Director of Doherty Library; one member appointed
by the Vice President for Academic Affairs; five faculty members from the School of Arts and
Sciences; one from Philosophy and Theology; one from English and Modern and Classical
Languages; one from History, Honors, International Studies and Political and Social Science,
and Psychology; one from Communication and Fine and Performing Arts; one from Natural
Sciences and Mathematics; one member each from the Schools of Business and Education; one
student representative selected by the Student Association for a one-year term. All faculty
members are elected by their constituencies for a three-year term. The dean of each school is
responsible for conducting elections for constituencies within his/her area. The committee elects
a chair for a one-year term.
4.2.23

Prelaw Committee

Purpose: To provide academic advising for students interested in preparing for a career in the
practice of law; to provide up-to-date information on law school admission requirements; to
periodically review the admission requirements of the prelaw program and advise the Associate
Vice President for Academic Affairs; to write law school reference letters for prelaw students; to
review prelaw curriculum options and make recommendations to the Prelaw Advisor.
Membership: Ex officio: Prelaw Advisor (chair); three faculty members from the School of
Arts and Sciences appointed by the Dean upon Recommendation of the Prelaw Advisor for a
three-year term; one faculty member from the Cameron School of Business appointed by the
Dean upon recommendation of the Prelaw Advisor for a three-year term.
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4.2.24

President’s Seminar Series Committee

Purpose: To plan and organize a series of monthly seminars each year by a faculty or staff
member.
Membership: Ex officio: President (chair); and three faculty members elected by the Faculty
Council for three-year overlapping terms.
4.2.25

Promotion and Tenure Committee

Purpose: To make recommendations on promotion in rank and tenure of faculty to the President
of the University through the Vice President for Academic Affairs.
Membership: Ex officio and non-voting: Vice President for Academic Affairs (chair); five
faculty members serving for three-year overlapping terms: two members from the School of
Arts and Sciences, one member from the Cameron School of Business, one member from the
School of Education and one member from the School of Theology or Center for Thomistic
Studies. All members shall be tenured, possess the terminal degree in their field and hold the
rank of full professor. The deans of the School of Arts and Sciences, Cameron School of
Business, School of Education, School of Theology, and the MLA Program are not eligible for
election to the committee. There shall not be more than one member from the Center for
Thomistic Studies on the committee. Representing the School of Arts and Sciences, there shall
be no more than one person from a single department serving on the committee. The Faculty
Council Committee on Committees and the Faculty Senate Secretary will be responsible for
conducting elections.
4.2.26

Retention Committee

Purpose: To evaluate and monitor University retention data and develop and assist with
implementing strategies to improve retention for populations that fail to meet University
retention goals.
Membership: Ex officio: Vice President for Enrollment Services (chair), Vice President for
Strategic Planning, Institutional Research and Evaluation, Vice President for Student Affairs,
Associate Vice President for Academic Affairs, Directors of Academic Advising, Student
Activities, and Career Services and Testing, Dean of Scholarship and Financial Aid, SPIRE
Research Analyst; two faculty members who currently teach undergraduate students elected by
the Faculty Council for three-year overlapping terms; one faculty member who currently teaches
undergraduate students, appointed by the dean, for a three-year term from each of the following:
School of Arts and Sciences, School of Business and School of Education.
4.2.27

Scholarship Committee

Purpose: To review and implement the University’s scholarship plan and make decisions
regarding recipients of restricted scholarship funds where designated in the Memorandum of
Understanding for the scholarship.

50249355.2

Handbook for Faculty and Administrators, eleventh edition, revised 2010

58

Membership: Ex officio and non-voting: Dean of Admissions, Dean of Scholarships and
Financial Aid, Director of the Honors Program, Financial Aid Counselor; three faculty members
serving for three-year overlapping terms: one from the School of Arts and Sciences, one from
the School of Business and one from the School of Education; and one member appointed by the
President for a three-year term. The Faculty Council Committee on Committees and the Faculty
Senate Secretary will be responsible for conducting elections. A member who holds faculty rank
shall be elected chair for a one-year term.
4.2.28

Service Learning Program Committee

Purpose: To devise and maintain a strong and viable academic program and associated
activities dedicated to assist the University community in its mission of service to others,
specifically helping to meet the needs of the Greater Houston Metropolitan area, and to facilitate
students in connecting the theory learned in the classroom with practical experience in the
community; and to serve as an advisory body for the Director of the program.
Membership: Ex officio: Director of Service Learning (chair), Director of Office of Volunteer
Opportunities or delegate, and Director of Academic Advising; two faculty members from the
School of Arts and Sciences, two faculty members from the Cameron School of Business, one
faculty member from the School of Education, and one member from Instructional Technology,
all appointed by the Associate Vice President for Academic Affairs upon recommendation of the
Director Service Learning for three-year overlapping terms .
4.2.29

Social Justice Committee

Purpose: To assist the University and the community at large in addressing pressing social
justice issues in light of Catholic tradition and teaching; to foster collaboration between the
Diocese of Galveston-Houston and the University in dealing with social justice issues; to identify
areas in need of research and study; and to bring opportunities to work on social justice issues to
the attention of the University community.
Membership: Ex officio: Diocesan Director of Justice and Peace and the Catholic Campaign
for Human Development, Director of the Center for Faith and Culture, Director or Delegate of
the Catholic Charities, and one member from the University community to serve as the
President’s representative. Five members of the University faculty, staff, and administration;
two alumni; two representatives from the Diocese of Galveston-Houston and/or the Houston
community at-large, all appointed by the President upon recommendation of the committee for
three-year terms. Two students selected by the Student Association for a one-year term and one
student selected by the committee for a one-year term. The committee will make every effort to
have one of the student representatives be a graduate student. The President shall appoint the
chair for a one-year term.
4.2.30

Undergraduate Research Committee

Purpose: To promote student research by soliciting and screening projects, to conduct the
annual Research Symposium, and to identify potential grant sources for undergraduate research.
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Membership: Ex officio: Associate Vice President for Academic Affairs, Director of the
Honors Program, Reference Librarian; one member from the Office of Institutional
Advancement appointed by the Vice President for Institutional Advancement for a three-year
term; one member from Instructional Technology and Media Services appointed by the Vice
President for Information Technology; five faculty members from schools with undergraduate
programs, elected by their constituencies for three-year overlapping terms; one each from the
School of Business and Education and three from the School of Arts and Sciences: one from
Political and Social Science and Psychology; one from Natural Science and Mathematics; and
one from Philosophy and Theology; four at-large faculty members appointed by the Associate
Vice President for Academic Affairs for three-year overlapping terms; and one student selected
by the Associate Vice President for Academic Affairs for a one-year term. The chair, who must
be a faculty member, is elected by the committee for a one-year term. The dean of each school is
responsible for conducting elections for constituencies within his/her area
4.2.31

Writing in All Disciplines Committee

Purpose: To serve as an advisory body and oversight board for the Chair; to recommend
programs for implementation in writing in the disciplines.
Membership: Ex officio: Director of the Learning and Writing Center (chair), Chair of the
English Department or appointed delegate; two faculty members from the School of Arts and
Sciences, and one faculty member each from the Schools of Business and Education. All
members are appointed by the Associate Vice President for Academic Affairs for three-year
terms upon recommendation of the Chair.
CHAPTER FIVE:
5.1

FACULTY

Definition of Faculty
a.

b.
c.

d.
e.
f.

The faculty consists of all those who hold teaching appointments at the University
of St. Thomas and those professional librarians and academic administrators
whose contracts indicate that they hold faculty rank.
Faculty with tenure-track contracts are eligible for promotion in academic rank
and for faculty tenure.
Adjunct faculty are appointed for specific instructional tasks; with regard to
teaching and research involving human subjects, they have the same
responsibilities as full-time faculty.
Adjunct faculty are not eligible for promotion, tenure or, normally, fringe
benefits.
The status of a faculty member as adjunct or full-time is determined by his/her
contract.
The President is the determining authority in matters of faculty status.
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5.2

Academic Ranks and Titles

5.2.1

Ranked Faculty
a.

b.
5.2.2

Ranked faculty are those full-time members of the University academic
community who have been appointed to one of the four academic ranks:
instructor, assistant professor, associate professor, professor.
For compelling reasons the President may approve granting academic rank to an
adjunct faculty member.
Qualifications for Academic Ranks for Full-Time Faculty

The minimum qualifications for rank and promotion are set forth below. All references to
teaching or research experience apply only to full-time academic appointments.
5.2.2.1

Instructor
a.
b.

5.2.2.2

The faculty member must have the master’s degree in his/her teaching field or
recognized equivalent.
In no case will someone be assigned to teach who has not completed at least
eighteen hours of graduate courses in the teaching field or a recognized
equivalent, appropriately documented.
Assistant Professor

The faculty member must have:
a.
b.

5.2.2.3

Earned doctorate, or
Post-graduate degree other than a doctorate recognized by the University as
comparable for his/her teaching field and at least two years of successful full-time
college teaching or research experience in the teaching field.
Associate Professor

The faculty member must have:
a.

b.

c.

Earned doctorate and at least five years of successful full-time college teaching or
research experience in appropriate field (for promotion, at least three years of
which have been at the University of St. Thomas), or
Post-graduate degree other than a doctorate recognized by the University as
comparable for the faculty member’s teaching field and at least six years of
successful full-time college teaching or research experience in the appropriate
field (for promotion, at least three years of which have been at the University of
St. Thomas).
See 5.9.c for promotion policy.
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5.2.2.4

Professor

The faculty member must have:
a.

b.

c.
5.2.3

Earned doctorate and at least ten years of successful full-time college teaching or
research experience in appropriate field, with at least six of the years as associate
professor (for promotion, at least six years of which have been at the University
of St. Thomas), or
Post-graduate degree other than a doctorate recognized by the University as
terminal for the faculty member’s teaching field and at least twelve years of
successful full-time college teaching or research experience in the appropriate
field (at least six years of which have been at the University of St. Thomas).
See 5.9.d for promotion policy.
Graduate Faculty

a.
b.

c.
d.

5.2.4

Graduate faculty are appointed by the Vice President for Academic Affairs upon
recommendation by deans of graduate programs.
Graduate faculty will possess either the earned doctorate in the discipline or in a
related discipline, or possess a master’s degree in the discipline coupled with a
doctor’s degree in a related discipline, or provide sufficient evidence that they can
be considered as exceptions to those requirements.
To be appointed to and to maintain appointment to the graduate faculty, a faculty
member must be a productive scholar readily accessible to students.
The Vice President for Academic Affairs may remove a faculty member from the
graduate faculty; this applies to both full-time and adjunct graduate faculty
appointments.
Unranked Faculty

An unranked faculty member is a part-time faculty member, titled adjunct, who has been given
an academic appointment.
5.2.4.1

Adjunct
a.
b.

5.3

Adjunct faculty are appointed to teach specific courses on a semester-to-semester
basis.
The appointment does not count towards promotion or tenure or allow the
appointee the benefits of full-time ranked faculty set forth in this Handbook for
Faculty and Administrators.

Adjunct Faculty

5.3.1

Criteria and Appointment
a.

All adjunct faculty must meet the relevant criteria of the Southern Association of
Colleges and Schools.
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b.

c.

d.
e.

f.

5.3.2

The department chair and dean are responsible for securing adjunct faculty. The
chair must verify that the essential criteria have been met and ensure that the
necessary documentation is supplied.
Adjunct faculty are normally appointed on a semester basis. The University
makes no commitment for employment beyond the semester during which the
contract applies. Adjuncts do not receive notice that their appointment will not be
renewed. With the approval of the Vice President for Academic Affairs, such
appointments may be renewed indefinitely.
Part-time teaching is not counted toward tenure even if the faculty member’s
status is altered to a full-time, tenure-track appointment.
Adjunct faculty will not be contracted to teach more than 15 undergraduate course
credit hours or 9 graduate credit hours in a single year unless the school dean and
Vice President for Academic Affairs approve an exception. For the purpose of
this computation the year begins with summer session II, and includes fall
semester (with compressed track), spring semester (with compressed track), and
summer session I.
To avoid financial loss to the University, low-enrollment courses, that is, those
with an enrollment of fewer than eight students in undergraduate or graduate
classes will be canceled or the salary prorated by the Vice President for Academic
Affairs in consultation with the appropriate dean.
Records

a.

b.

c.

Before an adjunct faculty member is contracted, the department chair or dean
must review that member’s curriculum vitae to ascertain that he/she has the
required academic preparation and secure at least two references concerning the
applicant’s teaching. These materials must be sent to the Academic Affairs
Office for inclusion in the individual’s personnel file. References obtained by
telephone must be reported in writing, signed by the chair or dean, and
supplemented by written letters of recommendation from the referees. References
must be on file prior to the issuance of a contract. If employment continues, the
curriculum vitae must be updated annually.
Prior to the beginning of the first semester or other session of initial employment,
but no later than the end of the initial semester or session, all adjunct faculty must
arrange to have sent to the Vice President for Academic Affairs official transcripts
from every institution in which the individual has been enrolled since receiving
his/her first degree. A faculty member lacking the terminal degree in his/her
discipline must also provide transcripts of undergraduate education. Transcripts
are official only if they come directly from the credit/degree granting institution
and carry the appropriate institutional seal.
A subsequent contract will not be issued to anyone on adjunct status in noncompliance with providing an up-to-date curriculum vitae and required
transcripts.
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5.3.3

Responsibilities
a.

b.

c.

d.

e.

f.
5.3.4

Orientation
a.

b.

c.

5.4

Adjunct faculty members must comply with all the academic policies and
procedures contained in the undergraduate or graduate catalog appropriate to their
school and in the Handbook for Faculty and Administrators.
Adjunct faculty are hired on a selective basis for specific instructional tasks and
do not have other responsibilities, such as advising students and serving on
committees, associated with a full-time appointment.
All adjunct faculty will be regularly evaluated by students. Annually, their
immediate supervisor will complete a brief written evaluation of their teaching to
be submitted through the dean to the Vice President for Academic Affairs.
Every adjunct faculty member will be assigned office space where he/she can
meet with students before or after class to assist them. All adjunct faculty should
be available on campus to meet with students outside class time for at least onehalf hour per week per class.
Adjunct faculty who are not continuing adjuncts of the University must leave their
graded final exams and a copy of their grade rosters with the department chair at
the end of each semester of employment. Final examinations must be retained for
one year after a class has ended. Students who have questions about final grades
in courses taught by adjunct faculty must begin their inquiry with the department
chair.
Adjunct faculty who are not teaching in the next semester must turn in office and
other University keys at the end of the semester to their chair or dean.

The department chairs are responsible for ensuring that adjunct faculty are
properly oriented to the mission of the University, its academic policies and
procedures and matters of special interest to the department. The dean of the
school must ensure that orientation takes place and covers necessary matters. The
department chair should arrange a meeting between the dean and each new
adjunct faculty member as early as possible in the semester.
The University will provide an abbreviated form of the Handbook for Faculty and
Administrators, informing them of their responsibilities, services provided to
them and compensation.
Chairs and deans should invite adjunct faculty to participate in Faculty Study Day
and appropriate department meetings, though they are not required to attend and
may not vote on motions. Where appropriate, adjunct faculty should be involved
in curriculum development, textbook selection and similar matters.

Faculty Emeritus/a
a.

The title “Emeritus/a” may be awarded upon retirement to a faculty member who
has distinguished him/herself through at least ten years of research, teaching and
service at the University of St. Thomas. This title will be added to the rank held
at the time of retirement.
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b.

c.

5.5

Faculty Emeriti will retain faculty library and athletic facilities privileges. They
will be kept informed of University activities and be included in social functions
for faculty. The title, however, implies no teaching responsibilities. If an
Emeritus/a is currently teaching, he/she retains voting membership on Faculty
Council; if not teaching, he/she is a non-voting member of the Faculty Council.
Upon receiving the notice of retirement of a faculty member who is qualified as
an Emeritus/a, the Vice President for Academic Affairs, after consultation with
the appropriate dean, will nominate him/her in a formal letter to the President,
who will decide upon the appointment. The President will inform the Board of
Directors of any appointment to Emeritus/a status.

Holders of Endowed Chairs with Terms

The following regulations apply to the holders of endowed chairs.
5.5.1

Criteria
a.
b.

Faculty currently employed by the University or others outside the University
who are candidates for employment may be nominated for an endowed chair.
Nominees for appointment to an endowed chair must:
i.
ii.
iii.
iv.

5.5.2

be qualified for senior faculty rank (associate professor or professor);
hold a terminal degree or demonstrate equivalent achievement;
have a record of outstanding scholarship and/or professional achievement
in the field; and
have demonstrated ability as a teacher.

Length of Appointment
a.
b.
c.

5.5.3

Appointments to endowed chairs will be for defined terms, usually three years.
At the time of appointment, the term of the chair will be specified.
Upon recommendation of the Vice President for Academic Affairs, with the
approval of the President, the term of the endowed chair may be renewed
indefinitely.
Nomination

a.

b.

c.

The dean of the school in which an endowed chair is located will recommend
candidates to the Vice President for Academic Affairs by December 15 of the
year preceding appointment.
The Vice President for Academic Affairs will submit to the President the nominee
he/she recommends. With the approval of the President, the Vice President for
Academic Affairs will then present an approved candidate to the Academic
Affairs Committee of the Board of Directors.
The Chair of the Academic Affairs Committee will then seek the approval of the
Board of Directors, who will direct the President to appoint the candidate to the
endowed chair.
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5.5.4

Privileges
a.

b.

c.
5.5.5

Annual Report
a.
b.

5.6

Holders of endowed chairs will receive a three-credit hour course reduction from
their normal course load during the fall and spring semesters in order to allow
more time for research.
If the holder of the endowed chair is also department chair, the normal reduction
for administrative responsibilities will also be given. Normally, a faculty member
will not hold an endowed chair while serving as department chair.
If, for some reason, the holder of an endowed chair is not engaged in substantive
research, he/she will assume a normal teaching load.

Holders of endowed chairs will report annually, by June 1, in writing to the Vice
President for Academic Affairs their scholarly activities for the year.
These reports are shared with the President and the Academic Affairs Committee
of the Board.

Faculty Contracts

5.6.1

Types of Contracts

Full-time faculty receive one of the following kinds of contract: term, probationary tenure-track,
tenure, or diocesan priest.
5.6.1.1

Term Contract
a.
b.
c.

5.6.1.2

A term contract is a non-tenure-track appointment, usually for one academic year,
and automatically terminates upon the expiration of the specified period.
Reemployment of a faculty member after termination of a term contract is solely
at the discretion of the University. Such reappointment may continue indefinitely.
If the status of a faculty member with a term contract changes and a tenure-track
contract is offered, a maximum of four years of full-time service may be
considered in determining the total probationary period.
Probationary Tenure-Track Contract

a.
b.

A probationary tenure-track contract is for one academic year.
At the time of initial appointment, to be negotiated with the Vice President for
Academic Affairs and approved by the President, a faculty member may receive
credit towards satisfying the probationary period for full-time teaching experience
by means of previous full-time employment at another institution of higher
learning if, having completed the doctorate, he/she held the rank of assistant
professor or above. For initial appointment as assistant professor, such credit
shall normally not exceed three years; for appointment to associate professor, it
may normally not exceed three years; and for appointment to professor normally
it may not exceed five years. The President may make exceptions on a case by
case basis.
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c.
d.

e.

f.
5.6.1.3

Time spent on leave of absence or in part-time teaching does not count in the
probationary period for a faculty member seeking promotion or tenure.
If a tenure-track faculty member is not to be reappointed for the following year,
he/she will be informed in writing no later than March 1 of the first year of
academic service, December 15 of the second year of service, or at least twelve
months before the expiration of appointment after two or more years of academic
service at the University, unless the current contractual appointment has been
limited for a designated period of time or for other reason normally considered as
adequate cause for termination (for example, elimination or curtailment of a
program, moral turpitude, failure to abide by academic regulations of the
University).
Normally the total period of full-time tenure-track service prior to the acquisition
of tenure shall not exceed seven years, with review for tenure during the sixth
year.
Persons on non-tenure track contracts may be retained indefinitely in that status.
Tenure Contract

a.

b.

A tenure contract is for one academic year and gives the faculty member the
contractual right to be reemployed for succeeding academic years until he/she
resigns, retires, is terminated for cause or the Board of Directors terminates a
program (see 5.7.5).
Tenured faculty are governed by the Handbook for Faculty and Administrators in
effect during each succeeding year of service as specified in the annual contract.

5.6.1.4 Diocesan Priest Contract for the Diocese of Galveston-Houston and the Diocese of
Dallas in the University of St. Thomas School of Theology at St. Mary’s Seminary
a.
b.

c.
d.

e.

f.

A diocesan priest contract is a non-tenure track appointment, usually for one
academic year.
The initial contract is negotiated with the Vice President for Academic Affairs
and approved by the President of the University and the Bishop of GalvestonHouston or the Bishop of Dallas, as appropriate.
Reappointment of a faculty member on a diocesan priest contract is solely at the
discretion of the University and may continue indefinitely.
If a faculty member on a diocesan priest contract is not to be reappointed for the
following academic year, he will be informed in writing no later than March 1 of
the first year of academic service, December 15 of the second year of service, or
at least twelve months before the expiration of appointment after two or more
years of academic service at the University, unless the current contract has been
limited for a designated period of time or for reasons normally considered as
adequate cause for termination, or because the priest is recalled by his Ordinary.
A faculty member on a diocesan priest contract may apply for promotion in rank
according to the policy published in the Handbook for Faculty and
Administrators.
Provisions for tenure do not apply to a diocesan priest contract. However, other
policies concerning faculty published in the Handbook for Faculty and
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Administrators and in the Structures and Procedures Handbook of the School of
Theology do apply to a faculty member on a diocesan priest contract.
5.6.2

Initial Appointment
a.

b.
c.
d.

5.6.3

The initial appointment to the faculty, whether with a term contract or
probationary tenure-track contract, shall be made by the President upon
recommendation of the Vice President for Academic Affairs.
The President shall designate the rank of the faculty member and the number of
years of service, if any, to be credited to his/her probationary period.
All initial appointments of tenure-track faculty are probationary and for one
academic year unless stated explicitly otherwise in the letter of appointment.
For compelling reasons the President may recommend to the Board of Directors
that a candidate with outstanding qualifications who has held tenure elsewhere
and who meets the University’s own criteria be granted tenure at the time of
initial appointment.
Contract Conditions

a.

b.

c.

d.

5.6.4

Teaching contracts are in writing and are negotiated only by the Vice President
for Academic Affairs with the approval of the President. Only written contracts
signed by the President will be honored. No discussion about courses or teaching
duties will be considered a contract.
All full-time faculty will receive annual contracts designating rank, salary, tenure
status, assignment and any special provisions by May 15 for the ensuing academic
year. Lack of presentation of a contract does not mean that the preceding contract
continues in force.
Acceptance of a University contract by the faculty member includes acceptance of
the general conditions of employment and responsibilities set forth in the
Handbook for Faculty and Administrators.
Contracts should be signed and returned within two weeks (14 calendar days). If
no reply is received within 14 days, the University will assume that the faculty
member is discontinuing employment with the University.
Resignation

a.

b.
c.
5.6.5

A faculty member may terminate an appointment effective at the end of the
academic year provided that he/she gives notice in writing at the earliest
opportunity before the end of the fall semester, but no later than June 1.
The faculty member may properly request a waiver of this requirement of notice
in case of hardship.
Early discussion and notice are necessary to minimize hiring problems for the
University and to safeguard the individual’s record of faculty service.
Non-Renewal or Termination of Faculty

a.

If the Board of Directors determines that it is necessary to terminate faculty
positions because of a decline in enrollment, consolidation of departments or
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other reorganization, termination of courses or programs or financial exigency,
the following guidelines will be followed:
i.
ii.

iii.

b.

c.

5.7

If a faculty member is dismissed for cause (for example, incompetence,
dishonesty, insubordination, neglect of duties, moral turpitude, impropriety,
mental or physical incapacity), the notice provided under paragraph 5.6.1.2 above
shall not be required, and no salary compensation will be awarded.
In the case of non-renewal of contract of non-tenured faculty, the University shall
give the requisite notice but is not obliged to give reasons for non-renewal. Nonrenewal of a contract is not a form of dismissal; it does not involve bringing
charges or showing “cause” why the individual’s service should be terminated.

Outside Employment
a.

b.

c.
5.8

wherever possible faculty reduction will first be accomplished through
attrition;
those with tenure or tenure-track probationary contracts will have priority
over those faculty serving under term contracts unless demonstrably sound
academic reasons indicate otherwise;
a tenured faculty member whose contract is not to be renewed will have
the right to either one year’s notice or salary with benefits or a
combination of both.

A full-time faculty member may not accept outside employment (including a
regular teaching assignment) during the academic year without the prior approval
of his/her dean and the Vice President for Academic Affairs.
Outside employment, such as consulting (from Monday through Friday), must not
exceed the equivalent of one full day of a five-day week’s workload, nor should it
interfere with the occasional weekend or evening events in which faculty are
normally expected to participate (for example, graduation and related events,
occasional committee work or recruitment activities).
Outside employment must not inhibit the faculty member from keeping required
regular office hours as listed and approved by the appropriate supervisor.

Recruiting and Hiring of Full-Time Faculty
a.

b.

c.

In accordance with the Application to the United States of Ex Corde Ecclesiae,
the University of St. Thomas strives “to recruit and appoint Catholics as
professors so that, to the extent possible, those committed to the witness of the
faith will constitute a majority of the faculty” (Part II, Article IV.4.a).
All faculty are expected to exhibit academic competence, good character and
respect for Catholic doctrine; they are also expected to be aware of and committed
to the Catholic mission and identity of the University of St. Thomas. (See the
Application of ECE for the United States, Part II, Article IV.b).
The University of St. Thomas will follow these norms in hiring new full-time
tenure-track faculty and academic administrators.
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5.8.1

Requests and Approval for Positions
a.

Formal requests for hiring full-time faculty will be conducted in one of the
following ways:
i.

ii.

iii.

iv.

b.

Each department and school, at the request of the Vice President of
Academic Affairs and according to a specified schedule, will prepare
requests for additional new faculty in its planning documents, describing
the reasons for the need: increasing number of students, new programs to
be served, etc. Upon approval by the Administration, the position will be
budgeted for the appropriate year. Early in the fall semester of the year
before the position is scheduled to be filled, the department chair, through
the dean, will make a written request to the Vice President for Academic
Affairs asking that the University confirm its intention of hiring a new
faculty member. This is the ordinary procedure by which the University
will approve requests for additional new full-time faculty.
When an unplanned faculty vacancy occurs, or when a faculty member
retires, the department chair, through the dean, will make a written request
to the Vice President for Academic Affairs, stating the reasons for
replacing the faculty member. After receiving this information, the Vice
President for Academic Affairs will consult with the President and seek
his/her approval. The Administration may ask for further information
from the department/school.
The President or Vice President for Academic Affairs may perceive a
departmental need and suggest to the appropriate dean that a search be
commenced for additional faculty or to remedy an observed weakness
within the school.
In cases of the incapacity or loss of current faculty during the semester, or
when a decision must be made quickly due to unforeseen circumstances,
the Vice President for Academic Affairs will discuss the situation with the
President and, with his/her approval, take appropriate action. If such
hiring is done without following the normal search process, it will not be
for a tenure-track position.

If a program requiring new faculty is to be initiated, the proposal should first be
presented to the Academic Affairs Committee of the Board for discussion and
approval, and then, if the Academic Affairs Committee so determines, submitted
to the Board for final approval.

5.8.2

Search Process

5.8.2.1

Formation of the Search Committee
a.

Unless there is an emergency need, as indicated in 5.8.1, a search committee will
be formed after the President has approved the search for a faculty position. It
will normally consist of the department chair in the School of Arts and Sciences
or the Cameron School of Business, or the dean in the School of Education or
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b.

5.8.2.2

School of Theology. Other committee members would include at least one or two
members of the department and one member from a related discipline, all
appointed by the department chair in consultation with the dean of the school, and
one member appointed by the Vice President for Academic Affairs. The number
of committee members normally should not exceed five. If, after consulting with
the President, the Vice President for Academic Affairs considers it advisable,
he/she may serve on the search committee instead of appointing a member. All
faculty members of the search committee must be tenure-track or tenured faculty
who have completed at least one year of full-time teaching at the University. At
least two members should hold tenure. In consultation with the dean of the
school, the Vice President for Academic Affairs will appoint the chair of the
search committee.
Faculty and academic administrators will not serve on a search committee
charged with seeking their own replacement. If an administrative position is to be
filled, those who report directly to that academic administrator will not serve on
the search committee for his/her replacement.
Charge to the Committee

The Vice President for Academic Affairs will present a charge to the committee that will include
the following: the position to be filled; the academic degrees and experience required; the rank;
whether or not it is a tenure-track position; the scope of the search (internal, local, national); the
time by which the appointment should be made; the financial resources available; and any other
special considerations. Searches for faculty are normally national.
5.8.2.3

Search Committee Responsibilities
a.

b.

c.

d.

The chair must hold a meeting of the search committee within two weeks after its
members have been selected. After reviewing its charge, and bearing in mind the
criteria (see 5.8 and 5.8.3), the committee will compose an advertisement and
recommend the most appropriate means of publicizing the position.
Requirements for ads and other matters concerning searches are explained in a
document titled “Recruiting and Hiring New Full-Time Faculty. It is available
from the Academic Affairs Office and will be provided to each committee
member. The committee chair will submit the advertisement to the Vice
President for Academic Affairs for approval.
Applicants must submit a current curriculum vitae; a statement of support of the
University’s mission of Catholic higher education; the names, addresses,
telephone numbers, and e-mail addresses (of available) of three references; and
other information requested in the position ad. These documents and information,
along with official transcripts, must be received and available to those involved in
the interview process before an applicant is eligible for an on-campus interview.
Every member of the search committee must have the opportunity to review all
applications for the position. The members may delegate initial screening to the
committee chair.
After allowing sufficient time for advertising and for receiving applicants, the
search committee will meet and select no more than three candidates for an

50249355.2

Handbook for Faculty and Administrators, eleventh edition, revised 2010

71

interview. Prior to inviting any candidate for an interview, the search committee
chair will discuss with the Vice President for Academic Affairs the qualifications
of the candidates and review the committee’s efforts to comply with the
University’s policies for hiring Catholics, women and minorities (see 5.8 and
5.8.3). Within the approved budgetary restrictions, candidates will be invited for
an interview. The Vice President for Academic Affairs must approve all oncampus interviews. Normally, only two finalists will be invited.
5.8.3

Criteria of Selection
a.

b.

c.

5.8.4

A primary consideration in filling all new positions is hiring those committed to
the University’s mission. Candidates should clearly embrace this special mission.
Consequently, the search committee must observe the University’s policy of
promoting the hiring of Catholic faculty, a requirement set forth in the application
norms for the United States of Ex Corde Ecclesiae. The committee will
implement this preference by actively seeking Catholics committed to the Church
for available positions.
The University is also committed to hiring women and minorities as full-time
faculty members. Accordingly, the search committee will implement this
preference by actively seeing women and minorities for available positions.
Those selected for faculty positions must clearly fulfill the advertised academic
and professional qualifications and criteria, demonstrate collegial spirit, and show
willingness to participate in extracurricular activities and in campus-wide
initiatives such as undergraduate research, service learning, the FYE Program, the
Honors Program, and the Catholic Studies Program.
Interview Process

a.
b.

c.

d.

Ordinarily, candidates will meet all full-time members of the searching
department to ask and answer questions.
The search committee will interview candidates as a group and, if possible,
individually. In addition to examining a candidate’s collegiality and professional
and academic suitability for the position, the committee will give special attention
to the candidate’s support of the University’s mission as a Catholic institution of
higher learning.
A presentation by all finalist candidates is mandatory. This might be a class
observed by search committee members and others involved in the interview
process or a scholarly presentation for the department’s students and faculty and
interested members of the University community observed by the search
committee members and other interviewers. The search committee chair is
responsible for arranging this presentation in a timely way prior to the candidate’s
arrival.
The President, if he/she desires, Vice President for Academic Affairs and dean of
the school involved will meet with interviewees. These administrators will pay
special attention to the candidate’s enthusiasm to foster the University’s mission
as a Catholic institution of higher learning. The search committee chair is
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responsible for scheduling these interviews and for providing the candidate’s
curriculum vitae and other information requested.
5.8.5

Selection of Candidate
a.

b.

c.

d.

5.8.6

Continuation or Termination of the Search
a.

b.
5.9

After completing its interviews, the search committee will submit a brief report
analyzing and ranking the candidates to the dean of the school, who will transmit
it with his/her recommendation and comments to the Vice President for Academic
Affairs. This report will state the strengths and weaknesses of each candidate
along with the rationale for the ranking. The report will document the
committee’s efforts to comply with the University’s selection criteria as stated in
5.8.3.
If the search committee is unable to reach agreement on its choices, the Vice
President for Academic Affairs may assign the appropriate academic dean, if
he/she is not already on the committee, or another tenure-track or tenured faculty
member to participate as his/her delegate in order to conclude the search.
If the Vice President for Academic Affairs selects one of the candidates chosen by
the committee, he/she shall then seek the approval of the President, who shall
make the final determination in selecting the candidate for the position or
requesting that the search be continued.
The Vice President for Academic Affairs will notify the candidate selected,
informing him/her of the conditions of the contract to be prepared, or he/she may
choose to act through the department chair or dean in approaching the candidate
selected.

If the search committee judges that the search has not produced a suitable
candidate, it will report this finding to the Vice President for Academic Affairs.
He/she will then either ask the committee to reconsider its decision or will declare
that the search should be extended and will specify the terms of the continuance.
The Vice President for Academic Affairs may, if he/she judges it necessary,
recommend to the President that a search be terminated.

Promotion Policy
a.

b.
c.

d.

Advancement in rank is based upon the recognition by a faculty member’s peers
of his/her academic achievement and upon their judgment that the level of
achievement will continue.
Eligibility for promotion depends upon both time in service at the University and
meeting the criteria for the higher rank.
For promotion to associate professor, a faculty member must have completed at
least three years of full-time teaching at the University, with a total of at least five
years of full-time college teaching or research overall required.
For promotion to full professor, a faculty member must have completed at least
six years of full-time teaching at the University, with a total of at least ten years of
full-time college teaching or research overall required.
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e.
5.10

Tenure Policy
a.
b.

c.

d.

e.

f.

g.

h.

i.
j.
k.
5.11

See also 5.2.2.3 for associate professor and 5.2.2.4 for professor.

Tenure is intended to protect a faculty member from termination without cause.
Tenure will normally be granted no sooner than a faculty member has completed
at least seven years of full-time teaching at the University, although years of
university teaching elsewhere may be included in determining the period of time
that a new faculty member must teach at the University before qualifying for
tenure (see 5.6.1.2.b).
The probationary period for one who has had three or more full-time years of
service at another college or university will not exceed four years at the
University.
If the faculty member’s service at another institution exceeds three years, his/her
total period of probation, including the years spent elsewhere, may exceed seven
years.
Full-time service at the University in the positions of professor, associate
professor, assistant professor and instructor shall be computed as probationary
service for tenure for faculty with probationary tenure-track contracts.
A faculty member with a probationary tenure-track contract must be considered
for tenure during the sixth year of full-time teaching at the University or during
the third year at the University after at least three years of full-time teaching in
another college or university.
If the faculty member is approved for tenure, it will normally be effective one
year after notice is given, that is, no sooner than the completion of the faculty
member’s seventh year of full-time teaching.
The locus of tenure is in a specific department, program or academic unit in the
School of Arts and Sciences and the School of Business. In other instances, it is
in the School of Education, School of Theology, or in the Doherty or Beran
Library.
If a faculty member is denied tenure, he/she will receive a terminal contract for
the following year. No further contract will be issued after such terminal contract.
The University does not limit by quota the percentage of tenured faculty either in
individual departments/schools or in the University as a whole.
No faculty member shall be considered for promotion and/or tenure while on a
leave of absence.

Procedure for Third Year Review of Tenure-Track Faculty Members
a.

b.

c.

Tenure-track faculty members are notified in the fall semester of their third year
of their tenure progression that they will undergo a review by the Promotion and
Tenure committee in February and March of the year.
No later than August 31 the Dean or Library Director of a tenure-track faculty
member must inform the tenure-track faculty member and his/her chair that they
should undergo the review.
The faculty member being reviewed at this time will prepare a portfolio that
includes the following supporting materials: introductory cover letter; current
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d.

e.

f.

g.

h.

i.

j.

curriculum vitae; copies of publications, papers presented at conferences,
manuscripts and other such evidence of scholarly or creative activity; student
course evaluation reports (numerical summaries are required); representative
sampling of instructional materials such as syllabi, tests, assignments, handouts,
Blackboard pages and other similar materials; pertinent information about service
and advising contributions; and any other information the faculty members
considers relevant to the evaluation process.
The description of the faculty member’s work should be a summarization of the
faculty member’s accomplishments in teaching, scholarly and creative endeavor,
and service. It may address future plans if the faculty member believes that this
description of future work is appropriate. It should be written succinctly and the
primary document should be written in text, not to exceed 10 pages (singlespaced, 12-point type, with 1.25” margins). This length does not include the
curriculum vita and appended material described in c above.
No later than the first day of classes in January, the faculty member must submit
this portfolio to his/her immediate supervisor (chair, dean or library director). No
later than February 1, the chair must submit these materials to the Dean of the
School. Length limits on these documents may be imposed.
The immediate supervisor of the faculty member is responsible for sending
his/her written evaluation to the Dean no later than February 5. The Dean or
Library Director will include all letters in the portfolio. The Dean or Library
Director may request letters independently if they believe such counsel is
necessary.
Letters of recommendation are not required for a completed portfolio and it is the
faculty member’s discretion to decide if they are needed. Letters of
recommendation may come from colleagues and associates on or off campus,
students, and anyone else qualified to give relevant information and judgments
about the faculty member’s contributions to teaching, scholarship/creative works,
or service. The faculty member may personally request recommendations from
individuals or request in writing that the dean solicit recommendations from
individuals specified by the faculty member. If a faculty member wishes such
letters, he or she would make this request in the fall semester of the year. Letters
should arrive no later than February 1, and should be sent directly to the dean of
the school. No more than two letters, not counting the chair’s reference, will be
permitted.
Letters of recommendation are considered to be confidential throughout the
evaluation process and are not available to the faculty member until the Vice
President for Academic Affairs has communicated feedback to the faculty
member. In certain instances, the Vice President for Academic Affairs and the
Promotion and Tenure Committee may determine that the period of
confidentiality should be extended (see 5.15f).
The dean or library director will review the materials, ensure that all letters of
recommendation are included and forward the portfolio, with his/her evaluation to
the Vice President for Academic Affairs no later than February 20.
The Vice President for Academic Affairs will present all dossiers to members of
the Promotion and Tenure Committee, which, through its chair, will develop
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k.

5.12

evaluative feedback no later than April 10. The Vice President for Academic
Affairs will submit this feedback to the tenure-track professor before the end of
classes. The President, Dean or Library Director and Chair of the department in
question will receive copies of this feedback, which will be included in the files of
the faculty members in question.
The Chair should meet with the faculty member after this feedback is received. A
faculty development plan should be developed to address any perceived
deficiencies and a written record of the meeting by the chair should be provided to
the faculty member, the dean and the vice president for academic affairs after the
meeting.

Procedure for Promotion and Tenure
a.

b.

c.

d.

e.

f.

Tenure-track faculty members are notified of the year of their mandatory tenure
review at the time of their initial contract with the University and on each
subsequent contract.
No later than November 1 the faculty member seeking promotion must initiate the
request by asking his/her immediate supervisor, that is, department chair, dean or
library director to verify that the faculty member has accrued the required number
of years of service to be eligible for promotion. The supervisor should state in
writing, in a memorandum to the faculty member, that he/she has fulfilled this
requirement. A copy of this memorandum must be forwarded to the Vice
President for Academic Affairs for inclusion in the faculty member’s file.
The faculty members being reviewed for tenure and/or applying for promotion
will prepare a portfolio that includes the following supporting materials:
introductory cover letter; current curriculum vitae, copies of publications, student
course evaluation reports (numerical summaries are required; students’ comments
may be included at the faculty member’s discretion); representative samples of
syllabi, tests, assignments, and handouts; pertinent information about service
contributions; and any other information the faculty member considers relevant to
the evaluation process. No later than November 20 the faculty member must
submit this portfolio to the dean of the school or the library director, as
appropriate.
Letters of recommendation are required for a completed portfolio. The faculty
member may personally request recommendation from individuals or request in
writing that the dean solicit recommendation from individuals specified by the
faculty member. All recommendations must be sent by the writer directly to the
dean or library director, as appropriate, so as to arrive no later than November 20.
The department chair is responsible for sending his/her written recommendation
to the dean no later than November 20. The dean will include all letters in the
portfolio.
Letters of recommendation may come from colleagues and associates on or off
campus, students, and anyone else qualified to give relevant information and
judgments about the faculty member’s contributions to teaching,
scholarship/creative works, or service. There is no limit to the number of letters;
however, faculty members are advised to exercise prudence.
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g.

h.

i.

j.

k.
l.

5.13

Letter of recommendation are considered to be confidential throughout the
evaluation process and are not available to the faculty member until the Board of
Directors has rendered a decision and the President has communicated it to the
faculty member. In certain instances the Vice President for Academic Affairs and
the Promotion and Tenure Committee may determine that the period of
confidentiality should be extended (see 5.15.f).
The dean or library director will review the materials, ensure that all letters of
recommendation are included, and forward the portfolio, with his/her own
recommendation, to the Vice President for Academic Affairs no later than
December 15.
The Vice President for Academic Affairs will present all dossiers to members of
the Promotion and Tenure Committee, which, through its chair, will submit its
recommendations and all supporting materials to the President no later than
February 10. The Vice President for Academic Affairs will also make his/her
own written recommendation to the President.
The President will review the materials, consult where necessary, and submit
his/her recommendations to the Academic Affairs Committee of the Board, which
will submit recommendations for action at the April meeting of the Board.
Following the April meeting, each faculty applicant will receive written notice
from the President of the Board’s decision.
For demonstrably justifiable reasons, the President may recommend that the
Board approve exceptions in individual cases to the minimum rank promotion
criteria.

Criteria for Granting Promotion and Tenure

5.13.1

Introduction
a.

b.

c.

d.
e.

The University of St. Thomas places the highest value on excellence in teaching.
This standard of excellence is clear in the criteria for faculty evaluation and in
various University publications.
The University also values research, scholarly and creative activity and service.
Achievements in all these areas are necessary if a faculty member is to perform
well at the University of St. Thomas. Each person will have areas of greater or
lesser strength and thus may receive different evaluative ratings in each. In every
case each area is reviewed (teaching, scholarly/creative activity and service) and
weighed.
Over time each faculty member is expected to become at least a very good teacher
and to maintain at least that level of performance. As one rises through the ranks,
the expectation of achievement in all areas increases. Thus, faculty are expected
to be increasingly engaged in scholarly activity and in professional service to the
University and community.
The department chairs and/or deans are responsible for discussing requirements
for tenure and promotion to all new full-time, tenure-track faculty members.
Although the criteria have general applicability, the University recognizes the
necessary and stimulating diversity of its disciplines and schools as well as the
varied contributions of the individual faculty members within them. In all
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instances of consideration of tenure and promotion in rank, however, the
candidate’s record must reflect demonstrated, consistent competency in teaching
and a serious commitment to the University’s mission and to the particular role
and mission of his/her school.
5.13.2

Teaching Effectiveness
a.

Considering the primacy of teaching at the University and its consequent
importance for tenure and promotion, the means by which to evaluate teaching
performance must be both appropriate and varied. To this end candidates will
present a portfolio of teaching activities which demonstrates the following:
i.
ii.
iii.
iv.

b.

The portfolio should indicate results achieved and must contain the following
items:
i.
ii.
iii.
iv.

c.

ii.
iii.
iv.

5.13.3

brief statement of teaching philosophy;
course materials (syllabi, assignments, examinations, handouts);
student course evaluations;
semester grade reports.

Optional inclusions may be:
i.

d.

current knowledge of the discipline;
serious preparation for courses;
skill in challenging students;
the ability to devise appropriate learning objectives and the means by
which students can achieve them;

special teaching assignments (for example, Honors Program, MLMLA,
capstone course, service-learning courses);
contributions to curriculum development;
contributions to furthering undergraduate research;
other information related to teaching performance or upgrading of
teaching expertise.

It is recommended that the portfolio contain at least one peer review of actual
teaching performance.
Research/Scholarship/Creative Works

a.

Although the kind of research and related scholarly activities will differ, it is
important in each instance that there be clear-cut evidence of the quality and
importance to the discipline and/or the University of the work. Fulfillment of this
requirement is self-evident in the following instances:
i.

publication of book or monograph through a publisher which uses
reviewing procedures recognized by the academic profession (not vanity
press);
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ii.
iii.
iv.
v.
b.

c.

d.

e.
5.13.4

publication of an article in a refereed journal;
publication of creative works in magazines or other publications which use
recognized reviewing procedures;
successful funding from a grant request requiring in-depth research;
presentation of a workshop or scholarly paper to a professional
organization.

It is desirable that responses to the above, such as reviews or testimonials of peers
indicating external recognition and reputation, except in the case of (iv), be
included.
Where fulfillment of the criteria cannot be easily ascertained, as in the case of
unpublished scholarship/research directly related to classroom teaching, other
means of evaluation are necessary. The candidate’s own estimation is important;
however, it must be supplemented by the judgment of peers, especially those who
supply references.
Work in progress, so long as it meets the tests of quality and importance stated
above, will be credited as supporting a case for tenure or promotion; however
such ongoing research will not be rated on a par with or as a substitute for work
completed.
For promotion to the rank of professor, especially, books that are cited must be in
print rather than in various stages in the process before appearing in print.
University and Community Service

a.

Service includes those memberships and activities through which a candidate
contributes to the well-being of the University, the community, and his or her
profession and which therefore furthers the University’s mission outside the
classroom. Within these various academic, extracurricular, civic and pastoral
functions, the following deserve special emphasis:
i.
ii.
iii.

b.

Service may be provided directly to the University, students, and community.
Service to the University might include, among others:
i.
ii.
iii.
iv.

c.

participation on committees;
representing the University at various programs;
participation in student recruitment activities;
participation in the service learning program.

Service to students might include, among others
i.
ii.

d.

advising students;
promoting student organizations;
innovative leadership.

coordination and sponsoring of student organizations;
advising and counseling of students.

Service to the community might include, among others:
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i.
ii.

participation in community projects related to the faculty member’s
discipline;
activities which foster the religious orientation of the University.

Evaluations of the service component include self-evaluation in the candidate’s portfolio and
solicited and unsolicited external evaluations in the form of letters, among others.
5.13.5

Special Requirements

In addition to the more general requirements, other areas have been identified as being important
to or required by specific schools/programs.
a.

School of Business
For faculty in this school, certain consulting services to business and industry may be
recognized as research/scholarly activities. In each instance prior approval by the
dean, in writing, is required.

b.

School of Education
For faculty in this school, teaching includes clinical experiences with local school
districts, and research leading to workshop presentations to school districts may be
considered as research/scholarship. The following criteria are pertinent:
i.
ii.

iii.
iv.

c.

workshops provided for local school districts generally fall under the
category of service;
workshops that require extensive research and provide new ideas or
unusual methodology may be considered as part of the research
requirement;
extensively researched workshops must be peer reviewed to receive credit
as research;
peer review should be done by educators who hold terminal degrees in the
particular areas being addressed. This may include persons in attendance
at the workshop, or recognized experts in the field who review a copy of
the research based presentation.

School of Theology
For faculty in this school, the following criteria must be added:
i.
ii.
iii.

evidence of willingness to support the specific purposes of St. Mary’s
Seminary, subject to the direction of the Bishop of Galveston-Houston;
publication in pastoral journals, as this is significant for the degrees
offered;
service that has particular relevance to St. Mary’s Seminary and to the
Church community.
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d.

Center for Thomistic Studies
In the graduate program in philosophy, the following are added to the criteria under
teaching:
i.
ii.
iii.

e.

directing and reading of MA theses and PhD dissertations;
acting as examiner in a variety of graduate program examinations
(including doctoral dissertation defenses);
participating in colloquia and other academic activities outside ordinary
course load.

For research/scholarship/creative works, some of the items listed in the general
document do not count as research/scholarship/creative works in the graduate
philosophy program. The following should be viewed as a substitution for that
section in the general document (rather than as an addendum):
i.
ii.

authoring philosophical articles published in journals, proceedings or
books;
authoring books in philosophy.

In each instance evidence for the quality and importance of the work for the discipline will add
weight to the mere fact of publication. The candidate’s own estimation of quality and
importance should be supplemented not only by the judgment of peers solicited by the candidate
but also by the judgment of others qualified in the subject matter.
5.13.6

Specification of Criteria for Promotion and Tenure
a.

b.

In determining the eligibility of a candidate for promotion and tenure, the
minimum qualifications must be met (5.2.2). In addition, the faculty member will
be evaluated according to the criteria (5.14).
In evaluating each of the three major criteria, those responsible will rate the
candidate, interpreting the following categories in light of how they apply to
University faculty and to those from comparable institutions:
i.
ii.
iii.
iv.
v.

c.

d.

excellent
very good
good
satisfactory
unsatisfactory

A rating of “satisfactory” indicates performance that is acceptable in the nonteaching areas for promotion to the rank of assistant professor and shows evidence
of improvement.
While the criteria for promotion to the rank of Associate Professor and the
granting of tenure may appear similar, they are separate but linked. What may be
seen as satisfactory for tenure may not be satisfactory for promotion, or vice
versa.
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5.13.7

Application of Standards
a.

The following are the minimum requirements for promotion to:
i.
ii.

iii.
b.

Tenure will be granted only to faculty who are rated:
i.
ii.

c.

d.

e.

Assistant professor: very good in teaching, satisfactory in
research/scholarship/creative works, satisfactory in service.
Associate professor: very good in all three areas of the criteria; or
excellent in teaching and one good, one excellent in the two remaining
criteria areas.
Professor: excellent in teaching, excellent in at least one other area of the
criteria, very good in the remaining area.

At least very good in all three areas evaluated, or
Excellent in teaching and one good and one excellent in the two remaining
areas.

Promotion to associate professor and the granting of tenure must be based on the
progress and vitality the candidate has demonstrated as a teacher, scholar and
colleague during his or her probationary years at the University. Before making
a long-term commitment to a faculty member, the University must be convinced
that the candidate for tenure will continue to make valuable contributions in the
areas of teaching, research/ scholarship/ creative works and service.
The evidence presented to document request for promotion from assistant
professor to associate professor and from associate to full professor must extend
beyond that which was presented for the previous promotion.
The rank of professor is reserved for those faculty members whose careers reflect
outstanding cumulative achievement and a consistent and sustained evaluation
record that meets the standards of 5.13.7.a.iii.

5.13.8 Application of Standards for Doctoral Program Faculty in the Center for
Thomistic Studies
a.
b.

c.

In order to qualify for promotion to associate professor and for tenure, the faculty
member must have published at least five substantial articles.
In order to qualify for promotion to professor, an excellent rating in research is
required. This will involve a pattern of consistent, quality publication that will
include a number of articles and at least one substantial book that makes a
significant contribution to the field (something other than one’s doctoral
dissertation).
Promotion to professor without publication of a substantial book will also be
possible, but only after the faculty member has published numerous articles over a
much longer period of time.
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5.14

Criteria for Evaluation, Promotion and Tenure of Librarians

As stated by the Association of College and Research Libraries (ACRL), “The librarian’s
academic preparation for an appointment to the Library Faculty is established on the basis of the
terminal professional degree. The basic quality which must be evident for promotion in
academic rank is the ability to perform at a high professional level in areas which contribute to
the educational and research mission of the institution, such as: reference service, collection
development, bibliographic organization and control” (ACRL Model Statement of Criteria and
Procedures for Appointment, Promotion in Academic Rank, and Tenure for College and
University Librarians, 1987). For the University of St. Thomas, the criteria used for evaluation,
promotion and tenure include effectiveness of performance as a librarian, quality of scholarship
and professional development, and effectiveness of professional and University service.
5.14.1

Criteria for Appointment and Promotion (ACRL Guidelines)

In accordance with the ACRL Model Statement, 1987:
a.
b.
c.

d.
5.14.2

Instructor: Appointment requires expectation of successful overall performance
and the potential for a promising career in librarianship.
Assistant Professor: Promotion requires evidence of significant professional
contributions to the library and/or to the institution.
Associate Professor: Promotion requires evidence of substantial professional
contributions to the library and to the institution as well as attainment of a high
level in bibliographic activities, in research, or in other professional endeavors.
Professor: Promotion requires outstanding achievements in bibliographic
activities, in research, or in other professional endeavors.
Tenure

Tenure (continuous appointment) shall be available to librarians in accordance with the tenure
provision for all faculty of the institution. Criteria for tenure are closely allied to the criteria for
promotion in academic rank. The relationship between tenure and rank are the same for Library
Faculty as for other faculty. These criteria include effectiveness of performance as a librarian,
quality of scholarship and professional development, and effectiveness of professional and
University service.
5.14.3

General Professional and Scholarly Qualifications

5.14.3.1 Professional Effectiveness
All professional librarians will be evaluated on their job performance according to the following
criteria:
a.
b.
c.
d.

Performance of assigned duties and responsibilities in a timely manner;
Ability to carry out assigned tasks effectively and efficiently;
Ability to communicate with patrons, faculty and staff;
Capacity for creative and innovative suggestions;
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e.

Ability to utilize library resources to provide information to the University
community.

5.14.3.2 Professional Development
a.
b.
c.
d.
e.
f.
g.

Ongoing reading and research to maintain proficiency and growth in the field of
professional specialization;
Holding membership or office in professional associations;
Attendance and participation in meetings, conferences and conventions or
professional associations;
Writing proposals for financial support of research or other projects, including
academic institutes or workshops;
Consulting with other faculty on research proposals or projects;
Institution sponsored research;
Publication in scholarly journals, presentations of scholarly papers, editing
professional journals and reviewing texts.

5.14.3.3 University and Community Service
a.

b.
c.

Service includes those memberships and activities through which a candidate
contributes to the well-being of the University, the community, and his/her
profession and which therefore furthers the University’s mission.
Service may be provided directly to the University and to the community.
Service to the University might include, among others:
i.
ii.

d.

Service to the community might include, among others:
i.
ii.

e.

5.14.4

participation on committees;
representing the University at various programs.

participation in community projects related to the librarian’s specialty;
activities which foster the special religious orientation of the University.

Evaluations of the service component would include self-evaluation in the
candidate’s portfolio and solicited and unsolicited external evaluations in the form
of letters.
Procedure

The following will be used in the evaluation process:
a.
b.

self-evaluation with accompanying documentation;
annual evaluation of the Library Director sent to the Vice President for Academic
Affairs.
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5.15

Faculty Records
a.

b.

c.

Faculty members are responsible for assembling the required documents for their
official faculty file and keeping it up to date. In turn, it is the University’s
responsibility to keep on file for all full-time and adjunct faculty members
documentation of academic preparation, such as official transcripts, and, if
appropriate for demonstrating competence, official documentation of professional
and work experience, technical and performance competency, records of
publications, and certifications and other qualifications.
The official files of all full-time and adjunct faculty are kept in the Office of the
Vice President for Academic Affairs. Deans of schools and others may keep nonofficial files on faculty under their supervision.
The basic documents to be included in each faculty member’s file in the Office of
the Vice President for Academic Affairs are:
i.
ii.
iii.
iv.
v.
vi.
vii.
viii.
ix.
x.
xi.

d.

e.

f.

g.

letters of application;
appointment and acceptance letters;
references;
personal data information;
evaluations by students and supervisors;
change in status documentation (promotion, tenure, dismissal);
contracts and payroll documents;
official transcripts listing degrees from all post-secondary institutions
attended;
an updated curriculum vitae;
official correspondence;
information on professional background and accomplishments the faculty
member wishes placed in this file.

This official file is available on a need to know basis only to the Board of
Directors, President, Vice President for Academic Affairs, dean of the appropriate
school, department chair, and the staff of the President and Vice President for
Academic Affairs. The faculty member, may however, authorize in writing
access to his/her file to another party.
Except for “directory information” requests from outside the University for access
to information in a faculty member’s file will be honored only in the case of
lawful requests from federal and state agencies relevant to investigations, hearings
or other proceedings pending before such agencies or the courts.
Concerning promotion and tenure documents, in certain instances the Vice
President for Academic Affairs and the Promotion and Tenure Committee may
determine that letters of evaluation clearly intended to be confidential be kept in a
sealed file for two years after the Committee’s recommendation, not in the faculty
member’s file. Sealed files are available only to the President, Vice President for
Academic Affairs and, should it be necessary, to the Faculty Grievance
Committee.
In the Office of the Vice President for Academic Affairs, the faculty member may
at any time review his/her official file. This office is responsible for making any
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h.

5.16

copies of material in the file desired by the faculty member. The files may not be
taken from this office. To safeguard the interests of the University and the faculty
member, only the faculty member, the President, the Vice President for Academic
Affairs or the Associate Vice President for Academic Affairs may authorize
making a copy of any document or any other item contained in the file.
Payroll records, including information on social security, medical and hospital
insurance benefits, dental plan, life insurance and annuity plans, are filed in the
Office of Human Resources.

Externally Funded Grants and Contracts
a.

b.

c.

d.
e.

f.

g.

Faculty who wish to engage in externally funded research and/or contracts must
have the approval of their dean to apply for such grants and contracts. Normally,
the level of involvement should not exceed a “one course” time commitment
beyond the individual’s contractual load.
All grant proposals must be processed through the University’s Office of
Institutional Advancement and the Controller and be approved by the President of
the University.
A recommendation from the dean of the school and the approval of the Vice
President for Academic Affairs are required when the proposal is initially being
developed, indicating that the grant or contract will not jeopardize the general
instructional activities of the faculty member or deny essential services for
general instruction or conflict with the mission of the University.
All grant and contract applications involving the use of University facilities and
the involvement of University personnel require the approval of the President.
The dean of the school involved will monitor the infusion of “soft” money from
external sources to ensure that programs do not become overly dependent on these
“soft” funds for their long-term viability.
The dean of the school will monitor the progress of the grant or contract program
through to its closure and will report to the Vice President for Academic Affairs
and the President on the grant or contract annually or upon request.
All grants involving human subjects research must be approved by the Human
Subjects Committee before the proposal is submitted to the President for
approval.

CHAPTER SIX:
6.1

ACADEMIC POLICIES AND FACULTY RESPONSIBILITIES

Academic Freedom
a.

b.

The University of St. Thomas is distinguished by its free search for the whole
truth about nature, the human person and God. It proclaims the meaning of truth,
that fundamental value without which freedom, justice and human dignity are
extinguished. The University is dedicated to research of all aspects of truth in
their essential connection with the supreme truth, who is God (see Ex Corde
Ecclesiae,4).
The University recognizes and respects freedom in research and teaching
“according to the principles and methods of each individual discipline, so long as
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c.

d.

e.

f.

6.2

the rights of the individual and of the community are preserved within the
confines of the truth and the common good” (Ex Corde Ecclesiae, 5).
Academic Freedom is essential to the life of the University of St. Thomas. All
faculty members are accorded responsible freedom of inquiry and thought and
freedom to express their minds humbly and courageously about those matters in
which they enjoy competence.
In a general sense, academic freedom includes the right to study, investigate,
teach and publish. This freedom is fundamental to the rights of the faculty in
teaching and of students to freedom in learning. It includes the freedom to
perform one’s professional duties and to present differing and sometimes
controversial points of view clearly related to the subject, free from reprisal, and
to present various scholarly views on matters appropriate to the subject being
taught. Freedom in research is fundamental to the advancement of truth. Faculty
members are entitled to freedom in research and publication of the results.
Freedom is never an absolute, however, and must be accompanied by an equally
demanding understanding of responsibility. The University will not condone
attempts to undermine its stated mission or the teachings of the Catholic Church.
It affirms the concept of academic freedom stated in the Ex Corde Ecclesiae and
in the American Bishops’ application of the apostolic constitution to Catholic
colleges and universities in the United States.
When faculty members speak or write as citizens, they must be free from
institutional censorship or discipline, but their special position in the community
as faculty of the University of St. Thomas, a Catholic institution of higher
learning, imposes special obligations. As learned people and as educators, they
should remember that the public may judge their profession and their institution
by their utterances. Thus, they should at all times be accurate, exercise restraint,
show respect for the opinions of others, and indicate that they are not speaking for
the University.

Faculty Teaching Responsibilities
a.
b.

6.2.1

The primary function of each faculty member is teaching.
While there are no rigid rules regarding teaching methodology, the University
catalogs contain the official description of each course offered. A faculty member
is obliged to teach what is stated therein and to include in course syllabi a
statement of course content consistent with the catalog description (see 6.2.3).
Consultation with the department chair may be necessary to clarify course
content.
Status of Faculty

a.
b.
c.

The status of faculty members is determined by type of contract they are issued by
the University.
Full-time faculty are those who have been given a full-time faculty contract.
Adjunct faculty are those who have received part-time faculty contracts.
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6.2.2

Teaching Loads
a.

b.

A full time teaching load is normally twelve fifty-minute class periods each week
per semester (twelve semester hours) or twenty-four semester hours distributed
over the fall and spring semesters. In the fall and spring semesters, the combined
number of different preparations for lecture courses should not normally exceed
six.
In courses with a laboratory the calculation for a full-time load is as follows:
i.

ii.
c.
d.

One-credit ensemble courses in the Music Program will be counted as two hours
of teaching in calculating compensation and a full-time teaching load.
The following department chairs receive a three-hour course reduction per
semester:
i.

ii.
e.
f.

g.

In the natural and social sciences, two hours of laboratory teaching will be
considered as equal to one hour of lecture in determining the teaching
load.
The number of hours of laboratory teaching will be calculated by the
number of contact hours that appears on the course schedule.

School of Arts and Sciences: Biology, Chemistry and Physics,
Communication, English, Environmental Studies, Fine and Performing
Arts, History, International Studies, Mathematics, Modern and Classical
Languages, Music Program, Philosophy, Political and Social Science,
Psychology and Theology.
Cameron School of Business: Accounting, Business Administration and
Marketing, Economics and Finance, and Management Information.

Directed Reading/Independent Study courses and Internships are not calculated in
determining a faculty member’s full-time teaching load.
Senior theses may be included in a faculty member’s full-time teaching load if the
senior thesis is a bona fide course for credit approved as such by the Curriculum
Committee, is required for the major, and is listed accordingly in the
Undergraduate Catalog.
Required Directed Reading/Independent Study courses, Internships, or Senior
Theses are eligible for compensation as follows, so long as the faculty member is
not compensated in some other way (e.g. annual salary):
i.

ii.
iii.

Supervision of at least twelve students in one academic year will be
considered an overload equivalent to a three-credit course and
compensated according to the current rate. For this computation the year
begins with summer session II and includes fall semester, spring semester,
and summer session I.
Supervision of fewer than three students will not be compensated.
Supervision of between three and eleven students in one academic year
will be compensated on a prorated basis, with each student constituting
one-twelfth in the calculation.
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h.

i.
j.

k.

l.
m.

n.

o.
p.

q.

6.2.3

Required Directed Reading/Independent Study courses, Internships, and Senior
Theses will be calculated and compensated annually at the end of summer session
I.
Supervision of optional Directed Reading/Independent Study courses, Internships,
or Senior Theses will be offered pro bono.
Faculty who teach in the graduate program of the School of Business, Education
or Theology and who have full-time status in one of these schools will normally
teach 9 credit hours per semester or 18 credit hours per year.
Those on the doctoral program faculty in the Center for Thomistic Studies will
teach a total of 15 credit hours in the fall and spring semesters combined,
normally 9 credit hours in one semester and 6 credit hours in the other. These
reductions are given because of the higher research and scholarship standards
applied for evaluation, promotion and tenure.
To receive the graduate school teaching load reduction the faculty member must
teach at least one graduate course in the semester.
Any hours that exceed the normal teaching load for a given year are considered
overloads and, at the recommendation of the dean and approval of the Vice
President for Academic Affairs, will be compensated according to the existing
overload rates. Low enrollment courses, that is, those with an enrollment of fewer
than 8 students in undergraduate or graduate courses, will be canceled or the
salary prorated by the Vice President for Academic Affairs in consultation with
the appropriate dean (See 5.3.1.f). Overloads are paid on the basis of total
teaching credit hours, not the number of preparations.
Special compensation will not be provided for University faculty offering
occasional lectures in their areas of expertise in courses other than their own.
They are expected to provide such lectures, at their own discretion, as a service to
their colleagues in the University.
There is no special compensation for teaching MLA students enrolled in
undergraduate courses.
When a colleague is ill or when an emergency situation requires it, faculty may be
asked to carry an increased course load temporarily. In these instances the noninstructional workload may be reduced.
During the fall and spring semesters, no faculty member shall teach more than
four additional credit hours per semester as overload without the permission of the
chair and/or dean and the approval of the Vice President for Academic Affairs.

Syllabi
a.

b.

Every faculty member must prepare a syllabus for each course that he/she teaches
consistent with the departmental format for syllabi. Copies of all syllabi must be
submitted to the department chair, who will keep them on file. The syllabus must
be distributed to students during the first full week of classes. It is the
responsibility of department chairs to see that this procedure is followed. Copies
will be provided to the academic dean and the Vice President for Academic
Affairs upon request or as part of the teaching portfolio.
Syllabi must include a statement of the course content and learning objectives, a
schedule, required texts, written work expected, the due date for all major
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c.
d.

6.2.4

assignments, the method and calculations to be used in determining the course
grade, attendance policy, office hours, a statement on academic
honesty/dishonesty and any other important information relevant to the course or
method of evaluation.
If a faculty member uses numerical grades, the syllabus must indicate the
correlation between them and the University’s official letter grades.
Subsequent changes to the syllabus, whether concerning schedule, assignments,
grading; etc., must be given to the students in a formal and timely way so as to
avoid misunderstanding.
Textbooks

a.
b.

c.

6.2.5

Faculty members select textbooks in consultation with the department chair.
Multi-sectioned courses will normally use the same textbooks. After
departmental discussion and selection, faculty will be expected to use the
textbooks and follow the syllabi designated for such courses.
Faculty must ensure that they order an adequate number of textbooks through the
Bookstore according to the schedule and procedure determined and announced by
the Bookstore Manager.
Scheduling of Classes

a.

b.

c.
d.

e.

f.

All classes are scheduled by the Registrar. Changes of place or time for classes
may not be made without consulting the Registrar. Once the final semester
schedule has been published, changes should be requested only for serious
reasons.
Special requests regarding the scheduling of classes must be made through chairs
and deans when the Registrar asks them to prepare their course projections.
These must conform to the master schedule of courses.
All course offerings schedules must be prepared by the department chair and
submitted to the dean, who will forward them to the Registrar.
In the case of classes scheduled within buildings housing department offices, the
Registrar will try to accommodate the needs of the department itself, especially
where equipment or special resources are required that are normally maintained in
the classrooms themselves. Nevertheless, the Registrar makes the final
assignments of time and place with the needs of the whole University in mind.
When classes are scheduled as “TBA” (to be arranged), information regarding
time must be submitted on the required form to the Registrar as soon as it is
determined so that a classroom may be assigned. The Registrar will then publish
the time and place in writing to the department and in the Enrollment Services
Center and post it to the on-line schedule.
The Registrar will not accept from chairs any changes to the published schedule
unless they are submitted on the Request for Course Change Form and approved
by the appropriate school dean. The form is available on the UST Web site:
Campus Services – Enrollment Services – Registrar – Forms. The Registrar’s
Office will send electronic notification of approved changes to students who are
registered in the class.
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6.2.6

Office Hours
a.
b.

c.

6.2.7

All full-time faculty members must post and keep regular office hours at times
convenient for their students.
Department chairs and the dean of the school must ensure that all full-time faculty
within their departments maintain at least seven office hours per week, spread
over a minimum of three days.
Each semester the Vice President for Academic Affairs will request the office
hours of each full-time faculty member. This information will be forwarded to
the Vice President for Academic Affairs after the appropriate dean has reviewed
it.
Punctuality and Attendance

a.

b.

6.2.8

Faculty must begin and end classes on time and leave the classroom in readiness
for the following classes. This includes erasing chalkboards and arranging
classroom furniture properly before leaving the room.
Faculty should also insist on punctuality and regularity by their students and must
state in their syllabi any penalty that will be imposed for tardiness or absence
from class. Faculty members must keep attendance records for each of their
classes. These records may be indispensable at a later time.
Suspension of Classes

a.

b.
c.
6.2.9

In the event of a weather emergency, the University will suspend classes on the
decision of the President or, in the absence of the President, on that of the Vice
President for Academic Affairs or the Vice President for Institutional
Advancement.
In the absence of these administrators, the decision will be made by the senior
dean.
Publication of the decision will be made through the Office of Public Affairs.
Faculty Absence

a.

b.
6.2.10

If a faculty member is unable to be present for scheduled classes because of
illness or other serious reason, he/she should notify the department chair/dean as
soon as possible so that arrangements can be made to cover the classes or, if
necessary, to inform students of the circumstances.
Chairs should inform the dean of any anticipated absence.
Duration of Classes

a.

b.

Normally three credit courses will meet throughout the semester for fifty minutes
each week for each semester hour assigned. Classroom time varies
proportionately for one, two, three and four semester-hour courses.
Normally one hour of credit is given for three hours of laboratory work or
practicum courses.

50249355.2

Handbook for Faculty and Administrators, eleventh edition, revised 2010

91

c.

6.2.11

Standard time slots are determined by the University’s master schedule of courses
and must be adhered to. Exceptions must be approved by the appropriate dean
and the Registrar.
Enrollment Lists

a.

b.
6.2.12

Faculty will receive from the Registrar lists of the students enrolled in their
courses. Faculty must notify the Registrar in writing of discrepancies in the
enrollment lists, noting both the names of students listed who are not attending
and those of students who are attending but not listed.
Names of students who are attending but not listed must be sent promptly to the
Registrar’s Office to verify their course registration.
Dropping Students from Courses

a.

6.2.13

The Registrar’s Office will distribute class rosters on the first day of class, after
the last day to add/change courses, after the last day to drop without record of
registration, and after the last day to drop with a ‘W’. Faculty should verify
students’ attendance and contact the Registrar about any discrepancies. This
information may be submitted to the Registrar’s Office via an attendance roster
that will be circulated after the last day to add/change courses.
Student Evaluations of Faculty

To improve teaching and to provide information for decisions on teaching effectiveness, the
University is committed to systematic evaluation of faculty by students. The evaluation
instrument will be recommended by the Faculty Evaluation Committee to the Vice President for
Academic Affairs and approved by the President.
a.

b.

c.
d.

According to the cycle set by the Administration, and consistent with the pattern
set for tenured or non-tenured faculty, every undergraduate and graduate course
will be evaluated by the students. Unless requested by the faculty member,
directed reading/independent study courses, internships and supervision of student
teaching will not be evaluated.
The faculty member is responsible for cooperating with the Office of Strategic
Planning, Institutional Research and Evaluation to ensure that each course is
evaluated according to the cycle established.
All adjunct faculty will be evaluated according to an established schedule.
Outside the normal evaluation schedule, faculty members may request that any
course they teach be evaluated. Chairs, with the approval of the dean or the Vice
President for Academic Affairs, may request the evaluation of a teacher’s classes
outside the normal evaluation cycle.
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6.2.14

Final Examinations

6.2.14.1 Regular Sessions (Fall, Spring)
a.

b.
c.

d.

e.

f.

g.

h.
i.
j.

k.

l.

No test or quiz of any kind may be administered during the last five class days
prior to the beginning of the scheduled final examination period, with the
exception of science laboratories, which may, at the discretion of the faculty
member, include laboratory finals, practical or other examinations terminating a
course of laboratory instruction.
Due dates for all written assignments must be no later than one full week prior to
the beginning of the scheduled final examination period.
Every undergraduate course must have a comprehensive written final examination
which students complete at the official time scheduled by the Registrar unless the
dean of the school has approved an exception. Take-home final examinations
require approval.
Faculty must set their final examinations with the two and one-half hour
examination period as the norm for completing the examination. Students who
come late for an examination will not receive extra time.
The Registrar schedules all final examinations. Any special needs must be
brought to the attention of the Registrar before the examination schedule is
published. Approved exceptions to the final examination schedule should be
printed in the course syllabus distributed at the beginning of the semester and
should be on file with the Registrar.
Faculty are responsible for proctoring their own final examinations. Faculty who
require a substitute proctor must have the approval of the chair. It is preferable
that a substitute proctor be a member of the University faculty. In no case should
any examination be left unproctored or proctored by an inappropriate person, such
as an undergraduate student.
A faculty member may not schedule independently his/her final examination.
With the unanimous consent of the class, a faculty member may ask his/her dean
that it be rescheduled. If permission is granted, the faculty member must notify
the Registrar in writing of the rescheduled time and ensure the availability of a
classroom. In no instance may a final examination be scheduled outside the
official examination period.
Any request for a change in the location of a final examination must be made in
writing to the Registrar and approved by him/her.
No student can be required to take a final examination before the official
examination period has begun.
For a compelling reason, a faculty member may permit a student to take a final
examination before the officially scheduled time but not before the last class
meeting.
A student who is scheduled to take three or more final examinations in one day
may petition the dean of the school in which he/she is enrolled to have the
overload examination(s) rescheduled. The Dean’s Office will arrange the
rescheduling with the faculty member.
A student who is compelled to be absent from a semester final examination will
receive the grade of “I” or “F.” A missed final examination where the “I” grade is
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m.

assigned will be made up in the following regular semester. Make-up final
examinations are not permitted during the semester in which they are originally
given.
Examination books (Blue Books) are available from the General Office for final
examinations.

6.2.14.2 Short Sessions (Compressed Track, Summer)
a.
b.
c.
d.

6.2.15

Normally the comprehensive written final examination will take place on the last
class meeting for the session.
No test or quiz should be administered during the final week of classes.
Faculty should reserve two hours as the norm for completing the final exam.
At the discretion of the instructor major projects may be submitted up to one week
after the final class meeting; in this case there will be a corresponding delay in
submitting grades to the Registrar.
Semester Grades

a.

b.

All students who take a course for credit will be assigned a grade at the end of the
semester. This grade must reflect the whole semester’s work and not simply the
final examination grade.
Incomplete. At the discretion of the faculty member, a grade of “I” may be
assigned to a student who has successfully completed a majority of the work in
the class and who has an unavoidable and compelling reason why the remainder
of the work cannot be completed on schedule. These criteria must be met and are
the sole justification for assigning an “I.” Upon the completion of the work
within the time prescribed by the faculty member (no later than the end of the
following regular semester), the faculty member will award the student a letter
grade, including the possibility of an “F.” An “I” grade that is not replaced by a
letter grade or an “IE” will automatically become a grade of “F.”
i.

ii.

iii.
c.

The student’s academic advisor and dean of his/her school will receive a
report from the Registrar of all “I’s” at the end of each semester (including
summer terms).
At the end of the eighth week of classes of the following regular semester
(fall or spring) after an “I” has been issued, both the student and the
faculty member will be informed in writing by the Registrar that the
conditional grade of “I” remains for that course. The faculty member has
until the last day of grade reporting to change the “I” to a letter grade. The
“I” will automatically become an “F” if the grade is not submitted.
If the faculty member is unavailable, the department chair is responsible
for overseeing the student’s completion of the course requirements.

Incomplete Extended. At the discretion of the faculty member, a grade of “IE”
may be assigned to a student for one additional semester if the situation warrants.
An “IE” grade that is not replaced by the end of the semester it was issued will
automatically become a grade of “F.”
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d.

e.

f.

6.2.16

Course grades are communicated to students by the Registrar’s Office. Faculty
members may not post course grades, even with a coded listing, or by any other
means, whether orally or in writing, communicate them to the students.
During regular semesters, withdrawal or drop from a course without jeopardy or
effect on GPA is permitted in the period beginning with the 18th day of classes
and ending with the last day of the 9th week of the semester. The student must
complete an official form from the Registrar’s Office within the specified time
lines. Failure of a student to withdraw officially from any or all courses can result
in a grade of “F.”
For procedures after the end of the ninth week, refer to the “Incomplete Grade”
and “Withdrawal from the University” policies outlined in the Undergraduate
Catalog.
Submission of Grades

a.
b.

c.

d.

e.

6.2.17

Faculty members must submit grades according to the established schedule.
Faculty must submit the Early Warning Report Form to the Registrar during the
5th week of the regular semester or its equivalent for all students earning a grade
below C- (1.7) in 1000 or 2000 level courses. The Registrar will place the
original report form in the student’s academic file and send a copy to the student
and the student’s advisor.
All grades must be submitted to the Registrar within seventy-two hours after the
course final examination unless the Vice President for Academic Affairs has
approved an exception.
Grade sheets must be picked up from the Registrar by the department chair, the
faculty member or a designated member of the departmental staff. Grade sheets
may never be picked up by a student.
Completed grade sheets must be returned to the Registrar in person by the
department chair, the faculty member or a designated member of the departmental
staff. They may not be returned by campus or regular mail, or by students,
including student workers.
Review of Grades

a.

b.

Final examination books are not to be returned to students. Faculty, however,
must be willing to review with a student the final examination and the grade. For
this reason final examination books must be kept on file for at least one year after
the examination.
Except for very serious reason, faculty may change a course grade only in case of
clerical error. All changes must be made on the Request for Grade Change Form
available from the Registrar. A change of grade for reasons other than clerical
error will be made by the Registrar only with the approval of the dean of the
school offering the course. It is advisable for the faculty member to consult the
dean before attempting to change a grade for a reason other than clerical error.
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6.2.18

Grade Books
a.
b.

6.3

Faculty must maintain records of teamwork, test results, and any other
information pertinent to the students’ grades.
Faculty who will not be teaching during the following semester must leave grades
and appropriate records with the department chair.

Faculty Development and Research
a.

b.

6.3.1

Faculty at the University of St. Thomas “should seek to improve their competence
and endeavor to set the content, objectives, methods and results of research in an
individual discipline within the framework of a coherent world vision” (Ex Corde
Ecclesiae, 22). All faculty should be inspired by academic ideals and by the
principles of an authentically human life.
Because knowledge is meant to serve the human person and the common good of
all, research at the University of St. Thomas should “always be carried out with a
concern for the ethical and moral implications both of its methods and of its
discoveries” (Ex Corde Ecclesiae, 18).
Professional Organizations and Meetings

a.
b.

c.

All faculty are encouraged to belong to and participate actively in professional
organizations in their discipline.
If attendance at meetings of an organization would interfere with scheduled
teaching duties, the immediate supervisor should be consulted and approval to be
absent obtained. The faculty member should assist the supervisor in finding a
qualified replacement. The supervisor is responsible for ensuring that the faculty
member’s classes are covered.
The University subsidizes attendance at professional meetings for full-time
faculty members through funds included in department budgets. Faculty may also
apply to the Faculty Development Committee for funds to support travel to
conferences to present research or fulfill another obligation. The Committee
gives priority to requests according to the following criteria:
i.
ii.
iii.
iv.

d.

to present a paper at the meeting;
to chair or serve on a panel discussion or workshop;
to attend a meeting of an organization in which the faculty member holds
an elected office;
to serve as commentator at a session of the meeting.

Funds to support research activities and provide released time to do research are
also available through the Faculty Development Committee. Faculty should
consult their department chair or other immediate supervisor well in advance of
the semester for which they intend to request released time (see 6.3.6).
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6.3.2

Evaluation of Full-Time Faculty
a.

b.

In order to maintain a high level of support for the University’s mission, teaching
effectiveness and professional competency, the Vice President for Academic
Affairs, through the appropriate deans and chairs, administers the annual
evaluation for all full-time faculty.
This program serves two purposes:
i.
ii.

c.
d.

e.

f.

g.
6.3.2.1

to guide the improvement and development of faculty performance by
providing feedback for self-assessment and personal professional growth;
to provide a basis for equitable, impartial decisions regarding retention,
promotion, tenure and merit increases.

The time period covered by the annual evaluation of full-time faculty will be July
1 to June 30.
The evaluation process must exclude arbitrary judgments and make every effort to
accommodate legitimate differences in teaching style and approaches to research,
scholarship, creative works.
Although the criteria used in the annual evaluation to assess teaching
effectiveness, research/scholarship/creative works and service are the same as
those cited in 5.13.2 - 5.13.4, the annual performance review should pay
particular attention to how the faculty member meets the annual needs of his/her
department or school.
The primary duty of a faculty member is effective teaching, the task to which
faculty devote the most time. The University recognizes that in some years a
faculty member may not contribute beyond what is rated as satisfactory in the
area of research/scholarship/creative works. However, the faculty member must
plan so that this area will be adequately addressed by the time of a request for
promotion in rank and/or review for tenure.
A special evaluation of progress toward tenure of all faculty on tenure-track will
be part of the annual evaluation (see 5.13.1.d).
Procedure

a.

b.

c.

All full-time faculty members are evaluated regularly. The annual evaluation
occurs during spring semester and is concluded prior to the issuance of contracts
for the following year.
Using the form and rating scale recommended by the Faculty Evaluation
Committee and approved by the President, each faculty member will evaluate
his/her own performance in the areas of teaching effectiveness,
research/scholarship/creative works, and service as well as his/her overall level of
performance. Faculty will also submit a portfolio in support of their selfevaluation according to an announced schedule.
Immediate supervisors will evaluate each faculty member they supervise, using
the form provided. The supervisor must provide a written explanation for each of
the three categories rated.
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d.

e.

f.

6.3.3

Each faculty member must sign his/her immediate supervisor’s evaluation and
indicate agreement or disagreement with it. The supervisor will forward both
forms and all supporting documents to the dean. Under separate cover, a faculty
member may forward to the dean or to the Vice President for Academic Affairs,
as appropriate, a response to the immediate supervisor’s evaluation.
The dean of the school will also provide a written evaluation of the faculty
member’s performance in all three categories and assign ratings, as will the Vice
President for Academic Affairs. All evaluations are maintained in the files in the
Office of Vice President for Academic Affairs. Copies of these evaluations are
mailed to faculty members after the annual evaluation process is concluded and
contracts have been presented.
Using the evaluations of the faculty member, chair and dean, the Vice President
for Academic Affairs will submit his/her recommendations to the President who,
for the purpose of merit, will determine the level of overall performance.
Sabbaticals

Sabbatical leaves are intended to provide faculty members with opportunities for research and
writing or other kinds of professional development normal and expected in their teaching fields.
The following guidelines apply:
a.

b.

c.

d.
e.
f.

First Time Applicants: Faculty applying for sabbatical leave for the first time at
the University must have completed at least six years (twelve months – i.e., fall
and spring – semesters) of full-time teaching at the University prior to the
beginning of the sabbatical.
Subsequent Applications: Faculty applying for sabbatical leave for the second or
subsequent time must have completed at least six years (twelve regular – i.e., fall
and spring – semesters) of full-time teaching at the University since the previous
sabbatical leave before a new sabbatical leave can begin.
Applications for sabbatical leave must be made according to the following
schedule in the fall semester of the academic year preceding the one for which
leave is sought, whether the request is for leave during the entire year or fall or
spring semester. By October 1 the request must be submitted to the immediate
supervisor, either the department chair or the appropriate school dean. The chair
will forward the request, with his/her recommendation, to the dean no later than
October 15. The recommendation of the chair, whether as applicant or
supervisor, must state the department’s plan for replacing the person on leave,
including the cost to the University. The dean will forward requests, with his/her
recommendation, to the Vice President for Academic Affairs by November 1.
Request for sabbatical leave must include a detailed, convincing statement of its
purpose and the value of the project.
The President will reply in writing to the request after consultation with the Vice
President for Academic Affairs.
If the number of faculty requesting sabbatical leave within a year would be an
undue burden on the University or a specific department, the decision will be
made in favor of faculty members with seniority.
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g.

h.

i.

j.

k.

l.

m.

n.

6.3.4

The faculty member must submit a written report describing research and/or
development activities during the leave no later than one month after returning to
full-time teaching at the University.
A maximum of 50% of a faculty member’s salary will be paid for a full year’s
sabbatical leave. For a single semester leave, 100% of a faculty member’s salary
will be paid. All current retirement and health insurance plans will be maintained
in force on the usual basis unless equally adequate protection is otherwise
provided.
Normally, a faculty member on sabbatical leave may not be employed, whether
full-time or part-time, by a party other than the University. As part of a faculty
member’s application, he/she must disclose any planned employment.
The University may reduce the salary of a faculty member on sabbatical leave
who is permitted to accept employment. If the remuneration is equal to his/her
University salary, the faculty member will not receive a salary from the
University during the leave.
A faculty member must disclose any funding he or she will receive from sources
such as foundation or grants during the leave period, either when applying for
leave or, if the award has not been yet made, to the Vice President for Academic
Affairs within two weeks of receiving notification. Funding from such sources, as
long as it does not constitute employment, will have no effect on the faculty
member’s sabbatical salary.
Grants administered by the University can pay salary up to the faculty member’s
full-time salary were he/she not on sabbatical. Summer salary may be
apportioned at, above or below the faculty member’s annualized salary, at the
discretion of the funding agency and the faculty member.
All faculty members receiving sabbatical leaves must return to the University for
at least two academic years of full-time service or refund the full salary and
institutional costs of fringe benefits received while on leave. The repayment
obligation will be prorated and will be due in full within one calendar year after
the end of the leave period. A faculty member who cannot perform return-toservice obligations die to health or permanent and total disability or reduction in
force will be released of all repayment obligations. Determinations for release
from repayment obligations will be recommended by the President and approved
by the Board of Directors.
Pursuant to 6.3.3.l, upon receipt of a positive response to the request for
sabbatical leave, and as a final step in the approval process, the faculty member
must sign an official agreement – titled Sabbatical Leave Agreement – with the
University. The Office of Academic Affairs will send this agreement form to the
faculty member. The signatory for the University is the President.

Research: Role of Human Subjects Committee

The University of St. Thomas affirms that the following principles should be interpreted in the
light of Ex Corde Ecclesiae and in the context provided by the code of medical and general
ethics promulgated by the World Medical Association in the Declaration of Helsinki and by the
American Psychological Association in the Ethical Principles in the Conduct of Research with
Human Participants.
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a.

Since the participation of humans in research and training projects may raise
fundamental ethical and civil rights questions, no distinctions in monitoring
projects will be drawn between funded and unfunded projects, sponsored and
unsponsored projects, projects carried out on-campus or off-campus, or between
projects carried out by members of the University of St. Thomas community* and
persons outside this community.

*This includes all full-time faculty and adjunct faculty when they utilize University
resources or affiliation with the University, or when they involve any member of the
University in data collection: students, administrators and staff.
b.

c.

d.

e.

f.

All activities involving humans as subjects must provide for the safety, health and
welfare of every individual. Rights, including the right to privacy, must not be
infringed.
No harm should be done to anyone participating in a research project. All
foreseeable risks to subjects should be reasonable in relation to the goods, if any,
from which they are expected to benefit and the importance of the knowledge
which can reasonably be expected to result.
Participation in projects must be voluntary, and informed consent must be
obtained from subjects unless this requirement is specifically waived by the
Human Subjects Committee. If a subject is not legally capable of giving informed
consent or is of questionable competence, a legally authorized representative may
do so. Careful consideration shall be given to the representative’s depth of
interest and concern with the subject’s rights and welfare. Parents may not
expose their child to risk except for the child’s benefit.
An individual does not abdicate any rights by consenting to be a research subject.
A subject has the right to withdraw from a research project at any time or can
refuse to participate without loss of benefits to which the subject would otherwise
be entitled. Further, a subject has the right to receive appropriate professional
care, to enjoy privacy and confidentiality in the use of normal information, and to
be free from undue embarrassment, discomfort, anxiety, and harassment.
Safeguarding information about an individual that has been obtained in the course
of an investigation is a primary obligation of the principal investigator. Such
information shall not be communicated to others unless the following conditions
are met:
i.
ii.
iii.

iv.

explicit permission for the release of identifying data is given by the
individual;
information about individuals may be discussed only for professional
purposes and only with persons clearly concerned with the subject;
written and oral reports should present only data germane to the purpose
of the project, and every effort must be made to avoid invasion of privacy;
and
provisions must also be made for maintaining confidentiality in the
preservation and ultimate disposition of any data collected. Adequate
security measures must be described to the Human Subjects Committee
and carried out by the principal investigator until the records are
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destroyed. Records which contain private information shall be destroyed
as soon as possible in keeping with the long-rang goals of the project.
g.

Investigators external to the University of St. Thomas who wish to petition review
from the University of St. Thomas Human Subjects Committee must:
i.
ii.

iii.
iv.

v.
h.

i.

j.

6.3.5

provide documentation of review and approval from their local
institution’s Human Subject Review process;
secure the research involvement of a collaborator from the University of
St. Thomas faculty who will be locally responsible and accountable for the
protection of human subjects;
complete University of St. Thomas standard protocol forms and submit
them for review to the Human Subjects Committee;
include with the application the endorsement of the chair of the student’s
faculty committee, verifying the scientific merit of the study, in the case of
graduate student studies (for example, dissertations);
respond to requests for additional information requested by the Human
Subjects Committee.

Projects will be given initial and continuing review by the Human Subjects
Committee as set forth in these guidelines. All members of the University
community involved in investigation and training are responsible for continual
monitoring to assure compliance of their research with these principles.
In all cases the investigator should show practical regard for the University of St.
Thomas community, recognizing that violations of the ethical and legal standards
incorporated in this statement of principles could impugn the investigator’s own
name and the reputation of the University. The investigator does not abdicate
ethical and legal responsibility merely by complying with these guidelines. When
the investigator is a student, responsibility for the conduct of the research and the
supervision of human subjects lies with the faculty sponsor. It is always the
responsibility of the principal investigator to obtain clearance from the Human
Subjects Committee prior to the initiation of any research activity involving the
use of human subjects. Failure to obtain permission may endanger all federal
funding as well as lead the University to limit further research or to terminate the
principal investigator’s contract.
Investigators must report any significant financial interest held by or for the
benefit of the investigator, his or her spouse, or any dependent children that may
reasonably appear to be affected by the proposed research. A “significant
financial interest” is anything of monetary value, other than salary or other
remuneration received from the University of St. Thomas, or income from
services provided to public or nonprofit entities.
Visiting Scholars Program

a.

The purpose of the Visiting Scholars Program is to assist and stimulate research,
scholarship and creative activities at the University. The program should bring
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b.

c.

d.
e.
6.3.6

Faculty Release Time
a.

b.
c.

d.

e.

f.

6.4

outstanding scholars and artists to the campus to interact with the University
community.
A Visiting Scholar should spend one or more days on campus with faculty and
students. Activities may include, but are not limited to, seminars, public lectures,
exhibitions and symposia. At least one of the scheduled activities should be open
to the public, appealing to those outside the Visiting Scholar’s area of specialty.
Any department or school may apply to the Vice President for Academic Affairs,
who has the authority to approve requests for visiting scholars and who maintains
funds for this purpose.
The requesting unit should ascertain the interest and availability of the nominee
before submitting a request.
An application form is available from the Academic Affairs Office.

In order to encourage faculty research, the Faculty Development Committee will
fund release time grants for up to five full-time University faculty during an
academic year.
Such grants will be awarded only for the fall or spring semester, not for summer
sessions.
All requests must originate with a faculty member, whose project will culminate
in a specific piece of research: paper, article, book, computer program, etc.
Application forms are available through the Faculty Development Committee.
All applications must be approved by the department chair and appropriate dean
before submission to the Faculty Development Committee. Deans may approve
as many requests for release time as they judge appropriate and that meet the
criteria.
Although consideration should be given to distributing the release time grants to
the various schools, the Faculty Development Committee will award such grants
to the five best applicants from the University as a whole.
The Faculty Development Committee will submit its recommendations for release
time grants to the Vice President for Academic Affairs, who will make the final
determination.

Faculty Service Responsibilities

6.4.1

Academic Advising

6.4.1.1

First Year Experience

The following procedures will be followed for advising within the FYE:
a.

The deans of each of the three schools from the Montrose campus, in consultation
with the Director of Academic Advising, select a representative who becomes part
of the team of First Year Advisors. The Director of Academic Advising will
select additional advisors as needed so that the FYE advising team represents the
various academic units within the University.
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b.

c.

d.

e.
f.
6.4.1.2

All full-time students admitted to the University with fewer than thirty credit
hours will be assigned to an FYE advisor. Advisors will contact advisees by
phone and/or mail shortly after admission.
FYE advisors will hold group meetings and individual meetings with their
advisees to facilitate adjustment to the University and to monitor academic
progress. FYE personnel will try to help students bond with others and with the
University and will seek collaboration from the Office of Student Affairs in
introducing students to the various opportunities of campus life.
In the second semester, FYE advisors will help advisees select a major. Prior to
registration for the third semester, or at the completion of thirty credit hours, FYE
advisors will transfer each advisee to the appropriate advisor, either the
department chair of the chosen major or the coordinator of advising from the
school, if no major has been identified.
The Director of Academic Advising, along with the coordinators, will offer
workshops on advising for all University advisors.
The Director of Academic Advising has responsibility for the Peer Mentor
Program.
Procedures for Academic Advising

The following procedures apply to all academic advising:
a.

b.

c.

d.

e.

f.
g.

With the exception of the FYE advising team and special summer advisors,
faculty members will be assigned advising duties by department chairs or the dean
of their school according to instructions provided by the Director of Academic
Advising.
All students will be assigned an academic advisor to assist them in academic
matters, including selecting courses, planning degree programs, choosing a major,
or overcoming academic difficulties.
Each department chair should designate members of his/her department to serve
as academic advisors and should ensure that they are thoroughly familiar with
curriculum requirements. Advisors should attend workshops on advising.
Students’ progress in their major fields is a primary responsibility of the
department advisor. Every advisor, however, must be familiar with the core
curriculum requirements of the University and must insist on adherence to them.
If questions arise, the advisor should consult the appropriate dean or Director of
Academic Advising.
Students completing 25-30 credit hours will be encouraged to declare a major and
will be assigned to an advisor in that discipline according to the procedures
described above. Students who have completed 59 credit hours must declare a
major program. Once students declare a major, they will be assigned an academic
advisor by their department chair.
Departmental advisors should develop degree plans with students when they enter
the program.
Advisors should review progress in the core and major each semester, utilizing
the University database.
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h.

6.4.2

Any questions regarding requirements for graduation (including core, major, or
other requirements such as total hours or upper division hours) should be
addressed first to the academic advisor, who consults the Catalog and other
resources. Questions may also be pursued through the Degree Auditor. Errors in
transcript information should be reported to the Degree Auditor. All course
substitutions and exemptions must be documented as required by the Registrar.
Directed Reading/Independent Study Courses

a.

b.

c.

d.

6.4.3

No faculty member may offer any student a directed reading/independent study
course without the approval in writing of the department chair, who determines
the need for the course in tutorial format.
In each case the faculty member and the student must reach a clear and precise
understanding regarding the work to be required, grading procedures and the
number of hours entailed. This understanding must be carefully documented and
placed in the student’s departmental file, along with the chair’s written approval.
Directed reading/independent study courses are normally offered only for junior
and senior students of superior ability (3.0 GPA or better) or, when necessary, for
a student to complete his/her major in a timely manner.
Students must be officially registered in the course. The department chair
activates the course by processing the Request for Course Change Form. The
form is available on the University’s Web site (registrar’s forms).
Internships

a.

b.
c.
d.
e.
f.
g.
h.

i.
j.
k.

Recognizing the value of practical experience in learning, the University offers
internship possibilities to its students. Internship experience enables students to
apply classroom theory to work situations and to develop problem-solving and
decision-making skills.
Each department or school must seek approval of the Curriculum Committee for
its internship program.
Junior standing (at least 60 hours) is a prerequisite for all internships.
The maximum number of credit hours a student may take as part of the
requirements for a bachelor’s degree is six.
For determining the number of credits, at least 30 clock hours of work per credit
are required.
Students will pay full tuition according to the number of credits taken.
Students’ performance in an internship should be graded in the same manner as
other courses.
Internships are classified either as required, when they are necessary for the
completion of a major program, or as optional, when they are requested by
students as a means of broadening their educational experience.
Faculty who supervise required internships will be compensated when the number
exceeds two such students in an academic year (see 6.2.2).
Optional internships will be offered pro bono.
The faculty supervisor is responsible for the following:
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l.

drawing up an agreement between the on-site supervisor, student and the
professor;
i.
ii.
iii.

6.4.4

Classroom Care
a.

b.
c.
d.
e.
6.4.5

All instructors are expected to assist in keeping the classrooms clean and neat.
They must enforce the rules against smoking, eating and drinking in the
classrooms, laboratories and other areas so designated.
Classroom lights and air-conditioning should be turned off if the instructor knows
that no other class is to follow.
Chalk or white boards should be erased after class. Furniture that has been
rearranged should be returned to its usual place.
Deficiencies in janitorial service or needed repairs should be reported to the
Assistant Vice President, Facilities Operations.
The Registrar will monitor the general condition of classrooms and make
recommendations to maintain and improve them.
Commencement Exercises

a.

b.
6.4.6

All members of the faculty and academic administration are expected to
participate in the religious, academic and social functions which constitute the
commencement exercises of the University.
Administrators are encouraged to participate in commencement exercises,
including the academic procession.
Faculty Study Day

a.

b.
6.5

assigning the course grade;
on-site visitation: once before assigning a student and at least once during
the semester;
seeing to questions of insurance and liability that might affect the
University.

At the beginning of each regular semester the Vice President for Academic
Affairs will organize a faculty day dedicated to matters of concern to the whole
faculty.
All faculty, unless excused by the Vice President for Academic Affairs, are
expected to attend the study day activities.

Budget Preparation
a.
b.

Each department chair and dean is responsible for participating in the budget
process.
Upon request each chair and dean will submit an annual budget request for an
operating budget for the following fiscal year. The budget request moves from
the chair to the dean to the Vice President for Academic Affairs, with final
approval from the President.
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c.

d.
e.

f.

6.6

Student hourly, major maintenance, building repairs, furniture, office needs,
computer and instructional technology are not operating budget items but are
submitted as an attachment to the budget request.
The approved budget will be forwarded to the appropriate Administrator by the
Vice President for Finance.
Within an approved budget, the chair or academic dean will have the authority to
purchase goods and services used in day-to-day operating budget allocations. No
faculty member may receive funds for any expenditure without the written
authorization of the appropriate chair. Line (object) items, except that for student
hourly, may be changed during the fiscal year provided that the total amount
allowed by the budget is not exceeded. Where the amount budgeted falls short or
exceeds a particular estimate, adjustment should be made in preparing the
following year’s budget.
For any non-budgeted expenditure required during the year, the Vice President for
Academic Affairs should be contacted. If the request is approved, it will be given
in writing after consultation with the President. Auditing and government
agencies require back-up documentation for all expenditures.

Faculty-Student Concerns

Students at the University of St. Thomas are afforded the opportunity of pursuing an education
that combines excellence in the study of the liberal arts with specialized professional training.
Most especially, “they are challenged to continue the search for truth and for meaning
throughout their lives, since the human spirit must be cultivated in such a way that there results a
growth in its ability to wonder, to understand, to contemplate, to make personal judgments, and
to develop a religious, moral and social sense” (Ex Corde Ecclesiae, 23).
6.6.1

Advanced Standing Examinations
a.
b.

c.

6.6.2

Students must follow the procedure given in the Undergraduate Catalog for any
advanced standing examination.
In no case should such an examination be administered before the student has
completed the registration form available from the Registrar’s Office, obtained
the necessary signatures and paid the required fee.
Grades for courses achieved by an advanced standing examination must be
received by the Registrar two weeks prior to the last day of classes in order to be
included for that semester. Grades received later than this date will be included in
the next semester. A graduation date depending on these grades will be posted
accordingly.
Audit Students

a.

Expectations regarding participation in class discussion and work to be done by
audit students will be determined by the faculty member and student at the
beginning of the semester.
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b.

c.
d.
e.

6.6.3

At the discretion of the faculty member, audit students may do any required term
work, homework or examination, but they should not receive grades for such
work.
Neither grades nor credit is given for an audit course.
Change in status from audit to credit may not be made after the official last day to
add or change courses or sections.
An audit student who misses more than four weeks of classes or the equivalent,
whether consecutively or not, should be reported to the Registrar’s Office. No
record of having audited the course will be entered on the student’s permanent
record.
Adding or Dropping Classes

a.

b.
6.6.4

No student is allowed to change sections or courses or drop a course without
completing the official Add and Drop Form obtained at the Registrar’s Office.
The sessions calendar in the current Undergraduate Catalog and the relevant
Course Bulletin specify the last days for adding or changing courses or sections
and for dropping courses.
The current Undergraduate Catalog provides the grading policy for students who
withdraw from a course.
Student Records

a.

b.

The University has a student records policy which is consistent with the Family
Educational Rights and Privacy Act of 1974 and subsequent legislation. Copies
of the complete policy statement are available from the Registrar’s Office.
The following is a brief summary of the policy that relates directly to student
records held by individual faculty members:
i.

ii.

All students and former students of the University have access to their
own individual records for the purpose of inspection and review, with
certain specified exceptions. The exceptions pertaining to records in the
possession of faculty are the following: personal and educational notes
and records in the sole possession of the faculty author and not revealed to
any person other than a substitute agent of the faculty member (for
example, notes of conferences with students kept by faculty members for
their own use); records authorized by the student to be written
confidentially (for example, letters of recommendations; see item v.
below).
In general, a student’s grades or other records may not be released to a
third party without the student’s specific written authorization. Exceptions
to this rule include officials, faculty and staff employed by the University
who have a “legitimate educational interest,” parents or guardians who
certify that a student is carried as a dependent for federal income tax
purposes, and other appropriate persons if their knowledge of such
information is necessary to protect the health and safety of the student or
other persons.
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iii.

iv.

v.

6.6.5

Students may not remove items from their records, nor may they obtain
copies of records that can be obtained from the original source of the
record.
Students may challenge the release of any information directly relating to
them. The challenge is restricted to inaccurate, misleading or otherwise
inappropriate records and information. Regulations specify an initial
informal hearing and, if requested by a participant, a subsequent formal
hearing to determine the accuracy and pertinence of the challenged
information.
All recommendations placed in educational records after January 1, 1975,
are available to the student except in cases in which the student waives, in
writing, the privilege of examination.

Student Attendance at Activities Outside the University
a.

b.

c.
6.6.6

Students may not be required to attend events outside the University or at
unscheduled times for course credit without the authorization of the appropriate
academic dean.
If travel is provided to a student activity, faculty should be familiar with
conditions of liability and see to it that all appropriate action is taken to ensure the
safety of students and the University’s compliance with all legal requirements.
Faculty members should consult the Vice President for Student Affairs as to
appropriate procedures.
Disability Services for Students with Special Needs

a.
b.

Students who indicate they have disabilities that interfere with the learning
environment should be referred to Counseling Services.
Special needs or disabilities may be defined by the following:
i.
ii.
iii.
iv.

c.

d.

e.

learning disabilities;
health impairments;
physical limitations;
psychiatric disorders.

The student should set an appointment with the professional staff at Counseling
Services to review the nature and history of the disability as well as present
concerns as they relate to the learning environment.
If the student believes he/she may qualify for reasonable accommodations due to
a disability, the student will be asked to supply current diagnostic documentation
of the disability and needs. Appropriate documentation identifies the disability
and indicates how it substantially limits current major life activities as related to
the academic environment. For students who have not had a previous
professional evaluation or documentation, referrals may be provided.
To receive accommodations, the Committee for Students with Special Needs
reviews the student’s request. The Committee is composed of the Vice President
for Academic Affairs, the Dean of the School of Education, and the Director of
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f.

g.

h.

6.6.7

Counseling Services. With the student’s permission, the Committee will review
the documentation and make recommendations appropriate to the student’s
learning needs.
When the student authorizes release of information regarding the disability, the
Committee’s recommendations will be sent to instructors the student designates,
as well as the student’s academic advisor and the Career Services and Testing
Center. The student must renew this authorization through the Counseling
Services early each semester to ensure continuation of academic accommodations.
The University abides by the American with Disabilities Act of 1990 (ADA) and
Section 504 of the Rehabilitation Act of 1973, which stipulates that qualified
students with disabilities shall receive appropriate accommodations to provide
equal access to programs and opportunities at the University. As educators we are
required to implement reasonable accommodations to meet student needs.
Students should follow grievance procedures to address complaints related to
disability issues. The University strives to resolve differences through informal
procedures whenever possible. Student complaints regarding ADA-based
academic accommodations or general access issues should be directed to the
Director of Counseling Services who serves as the University’s ADA and Section
504 Coordinator for resolution. If attempts to resolve a grievance through the
informal appeal process with the ADA and Section 504 Coordinator are not
satisfactory, students may file a formal complaint with the Vice President for
Student Affairs.
Graduate Work and Graduate Record Examination

a.

b.

6.6.8

Faculty should encourage their better students to continue their studies after
graduation. One reliable criterion of the effectiveness of an undergraduate
education is the number and performance of the University’s alumni in graduate
and professional schools. Faculty members should be willing to advise students
and to write letters of recommendation for them. Faculty should be aware of
available fellowships, assistantships and scholarships in their areas and should
bring these to the attention of their senior students.
It is most important that the faculty encourage graduating senior students to take
the Graduate Record Examination in the fall semester if they plan to attend
graduate school. Further information and dates for the examination may be
obtained from Career Services and Testing.
Academic Dishonesty

a.

Every offense against academic honesty seriously undermines the teachinglearning process vital to the University. Faculty must be acquainted with and
adhere to the University’s “Policy on Academic Dishonesty” found in the current
Undergraduate Catalog. Failure to inform a student of a charge of academic
dishonesty in a timely way and on the official Academic Dishonesty form
(available from the registrar) will make pursuing a charge of academic dishonesty
practically impossible.
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b.

6.6.9

Faculty are responsible for ensuring that high ethical standards prevail in all
academic matters and for initiating the process, according to the guidelines, that
deals with cases of alleged academic dishonesty.
Student Grievances

a.

Valid student academic grievances regarding a faculty member include but are not
limited to:
i.

ii.
iii.

iv.
v.
vi.
vii.
viii.

ix.
x.
xi.
b.

c.

6.6.10

failure to provide a course syllabus and/or a written statement describing
the course content and objectives, method of determining the final grades,
office hours and any other specific information relevant to the course or
method of evaluation within the first full week of classes;
failure to follow the syllabus and course description or to give adequate
notice of changes in the planned conduct of the course;
consistent digression from the proper content of the course without sound
academic reason and/or failure to cover the necessary content of the
course;
failure to correlate instruction and examinations to the course content
announced in the syllabus;
consistent failure to grade and return assignments in a timely fashion or
with adequate explanation of the grade assigned;
failure to assign grades equitably;
failure to follow the announced grading policy;
consistent failure to be present and prepared for scheduled classes, to
inform students of changes in the schedule or to provide alternative or
substitute coverage for classes;
consistent failure to be available to students for office hours;
failure to protect the privacy of students or to respect the confidentiality to
which they are entitled;
failure to abide by those University policies which guarantee the orderly
and equitable conduct of academic course work.

Students who consider that they have a valid grievance regarding a faculty
member should seek initial resolution and redress of the grievance by bringing the
matter to the attention of the following persons listed: first the faculty member
concerned, then the chair of the department concerned, and then the dean of the
school concerned.
Students who consider that approaching these persons has not achieved
appropriate resolution and redress may appeal to the Academic Committee, using
the “Statement of Academic Grievance Form” obtained from the Registrar. The
procedures to be followed are outlined in the Student Handbook.
Suspension of Students for Non-Academic Reasons

a.

Students who have defaulted in their payment of tuition and fees will, after due
notification, be administratively withdrawn from the University.
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b.
c.
d.
6.6.11

International students who have not conformed to immigration law will be
suspended if the University is informed of this fact by the Immigration Office.
Suspended students may not attend class, take tests or exercise other student
rights.
When the Registrar notifies faculty that a student has incurred suspension, the
student is not to be admitted to classes.
Academic Probation and Suspension

a.

b.

6.6.12

Academic advisors are notified of advisees who are placed on academic probation
or suspension. Students on academic probation should be advised with special
care so as to enable them to improve their academic standing. Repeating courses
in which the student received an “F” or “D” is the quickest method to improve a
grade point average.
Students incurring academic suspension may appeal through the Academic
Committee of the University by completing the necessary form, available from
the Registrar’s Office, and submitting it to the Registrar. Students put on
suspension in the spring semester may repeat courses with deficient grades in the
summer immediately following the suspension.
Student Discipline

a.
b.
c.

d.
e.

Any breach of discipline in the classroom should be reported to the Vice President
of Student Affairs and the dean of the school as soon as possible.
Any breach of discipline outside the classroom but on the campus or at a
University function should be reported to the Vice President for Student Affairs.
Fair hearing procedures for both academic and non-academic discipline problems
have been established by the University. Students accused of behavior contrary to
the policies and rules of the University may elect to have a hearing based on these
established procedures. Copies of “The Student Conduct and Discipline Policy”
may be obtained from the Vice President for Student Affairs.
A faculty member has the right to require that students observe reasonable norms
of conduct and good manners in class.
Smoking, eating and drinking by students or faculty are not permitted in
classrooms and laboratories.

CHAPTER SEVEN: ADMINISTRATION
7.1

List of Administrators

The following are the senior administrators of the University: President; Vice President for
Academic Affairs; Associate Vice President for Academic Affairs; Vice President for
Enrollment Services; Vice President for Finance; Vice President for Institutional Advancement;
Vice President for Information Technology; Vice President for Strategic Planning, Institutional
Research and Evaluation; Vice President for Student Affairs; Dean of the School of Arts and
Sciences; Dean of the Cameron School of Business; Dean of the School of Education; Dean of
the School of Theology; and Dean of the Master in Liberal Arts Program.
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7.2

Contracts and Outside Employment
a.
b.

c.
d.
7.3

Administrators with Faculty Rank
a.

b.
c.

d.

e.
f.

g.

7.4

Contracts or salary authorizations will be issued to administrators on an annual
basis.
Except for the annual vacation period, administrators are expected to be on duty
each day when the University offices are open. They should inform their
supervisors if they are to be absent.
Provision for family medical leaves, leaves of absence, conventions or meetings
and supplementary benefits apply to all administrators.
Administrators should not accept outside employment without prior approval in
writing by the President.

Administrators with faculty rank are those who hold a twelve-month contract and
whose primary responsibilities are administrative: the President, Vice President
for Academic Affairs, Associate Vice President for Academic Affairs/Dean of
Arts and Sciences, Dean of the Master in Liberal Arts Program, and others who
may be so designated in their contract.
Administrators who have faculty status retain their rank and, if they have been
granted it, tenure, during their administrative terms of office.
The President, Vice President for Academic Affairs, and Associate Vice President
for Academic Affairs will provide instruction to appropriate groups of students or
classes on a regular basis.
Deans and directors will ordinarily teach at least two courses per year or
document the equivalent in workshops, seminars, thesis direction, etc. In order
for a non-school dean to receive additional compensation for teaching, the course
must be offered in the evening or on Saturday. Compensation will be based on
current rates for faculty overload.
Years of service as an academic administrator do not count towards tenure.
Tenured academic administrators may request a sabbatical leave upon the
termination of an administrative assignment. Their years of administrative
service count toward sabbatical leave.
At the conclusion of an administrative assignment, a tenured academic
administrator shall return to the department in which he/she is tenured or on other
assignment agreed to by the President and the tenured administrator. His/her
salary shall be adjusted accordingly; normally it should be no less than the mean
salary at the University in the appropriate school and for the corresponding rank.

Conflict of Interest Policy

This policy applies to members of the Board of Directors and senior administrators of the
University of St. Thomas. Senior administrators include all vice-presidents and academic deans.
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7.4.1

Fiduciary Responsibility
a.

b.

7.4.2

Members of the Board of Directors and senior administrators have a fiduciary
responsibility to the University and have a clear obligation to conduct their affairs
in a manner consistent with that responsibility. All actions and decisions of the
Board and senior administrators must be made solely in the best interests of the
University.
Men and women of stature inevitably are involved in the affairs of other
institutions and organizations. An effective Board and administration will consist
of individuals not entirely free from either actual or perceived conflicts of
interests. It is in the best interest of both the University and the individual to
ensure that the Board is made aware of every situation that involves a personal,
familial, or business relationship that could be viewed as an actual or potential
conflict of interest.
Procedures

a.

b.
c.
d.

e.

f.

7.4.3

Board members must disclose all actual and potential conflicts in writing to the
Chair of the Board. Senior administrators must disclose all actual and potential
conflicts to the President.
A Board member may not participate in any Board decision and/or discussion in
which a conflict exists.
The remaining Board members who do not have a conflict with regard to the
decision shall vote on the matter objectively.
The minutes of the Board will reflect that a conflict of interest was disclosed and
that the conflicted member did not participate in the vote and/or discussion
(unless waived).
All Board members and senior administrators will complete and sign a disclosure
form upon their election and annually thereafter. The President’s Office shall be
the custodian of the disclosure forms.
If a Board member or senior administrator becomes aware of an actual or
potential conflict of interest after providing the annual disclosure form but prior to
the next disclosure date, he/she should make an interim disclosure on the
“Conflict of Interest” form to the Chair of the Board in the case of a Board
member, or to the President in the case of a senior administrator.
Conflict of Interest

For purposes of this policy a conflict of interest exists when a Board member or senior
administrator:
a.

b.

has an existing or potential financial or other interest that impairs or might
reasonably appear to impair his or her independent judgment in the discharge of
their responsibilities to the University, or
is aware that a member of his or her family (a spouse, parent, sibling, child or any
relative residing in the same household) or any organization in which the
individual (or family member) is an officer, director, employee, member, partner,
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trustee, or controlling stockholder has such existing or potential financial or other
interest.
Any member of the Basilian Fathers who is also a member of the Board of Directors shall not be
deemed to have a conflict with respect to faculty compensation, benefits, or similar matters.
7.4.4

Notification

All new Board members and senior administrators will be provided with a copy of this policy as
soon as possible after their election.
7.5

Salaries

The University will endeavor to keep pace with the salary scale for administrators in similar
institutions of higher learning through the CUPA averages for similar schools.
7.6

Evaluation
a.

b.
c.

7.7

Criteria for Evaluation
a.
b.
c.
d.
e.
f.

7.8

Each administrator is evaluated annually, in May. The weight given to the
different categories will depend on the importance assigned to the different
possibilities.
The evaluation consists of the individual’s self-evaluation and the supervisor’s
evaluation.
The President evaluates the Vice Presidents, and the Vice President for Academic
Affairs evaluates the Associate Vice President for Academic Affairs and the
Deans of Arts and Sciences, Business, Education, Theology, and Master in
Liberal Arts.

Promotion of the University’s mission.
Meeting annual goals and objectives.
Effective management skills.
Communication and interpersonal skills.
University and community service.
Professional development.

Termination of Administrative Assignments
a.

b.

Administrators will receive one-month notice prior to termination of their
positions or one-month of compensation in lieu of notice. They are expected to
give the same notice to the University if they should leave their position.
Tenured academic administrators who hold faculty rank and are relieved of their
administrative responsibilities will be assigned to teaching positions in their
particular department, unless the reason for termination was for cause, such as
gross neglect of duties, misconduct or moral turpitude.
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7.9

Budget Preparation
a.
b.
c.

d.

Administrators in charge of specific areas will submit their budgets as directed
each year according to the prescribed schedule.
All budgets will be reviewed and altered as necessary by the President and Vice
President for Finance and returned to administrators.
Administrators may fill open, budgeted staff positions in their departments at a
salary equal to or below the salaries allotted for the positions, after approval by
their supervisor and the President. Any other salary change or other commitment
or condition must receive prior approval from the President.
If any position is to be filled by someone new to the University, the Office of
Human Resources must be contacted for the necessary forms.

CHAPTER EIGHT: GENERAL UNIVERSITY POLICIES
8.1

Hiring Basilian Faculty and Administrators

In 1947 the Basilian Fathers founded the University of St. Thomas and established its aims and
purposes. Basilians continue to provide a significant number of its administrators and faculty.
The distinctive character of the University is, to a great extent, the result of its relationship with
the Basilians. It is the expressed wish of the Board of Directors that the Congregation of St.
Basil should continue to exercise a significant role in the teaching and administration of the
University. To ensure that this will be the case, the following procedures will be adhered to in
attracting, recruiting, and hiring Basilian faculty and administrators:
a.

b.

c.

The President and Vice President for Academic Affairs will contact the Superior
General of the Basilian Fathers at least once a year in order to ascertain the names
of those Basilians who are graduate students and/or interested in the university
apostolate. The University Administration will maintain an up-to-date list of
Basilian prospects for upcoming faculty and administrative positions.
When a full-time faculty or academic administrative position becomes available,
the Vice President for Academic Affairs will inform the Superior General of the
position. He/she will either suggest a likely Basilian candidate or ask that the
Congregation recommend a candidate. With the Superior General’s approval, the
Vice President for Academic Affairs will then approach the individual and ask
whether he is interested. If the response is affirmative, the candidate will then
submit his curriculum vitae, letters of recommendations, transcripts and other
appropriate documents to the Vice President for Academic Affairs.
If the President approves, the Basilian candidate for a faculty position will be
invited to the University to meet with colleagues, the department chair, the
appropriate academic dean and the President. He will also make a presentation to
faculty and/or students. After consulting with the department chair and dean, and
bearing in mind the University’s commitment to a strong Basilian presence on
campus, the Vice President for Academic Affairs will then make his/her
recommendation to the President. If the President approves the Basilian candidate
for the position, then no Search Committee will be struck, and he will be offered a
contract.
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d.

e.

f.

8.2

If the vacancy is a non-academic area, the President will contact the Superior
General of the Basilian Fathers and follow the same procedure (see b-c) in asking
for credentials, inviting candidates for interviews and conducting the review
process.
When a Basilian with appropriate qualifications approaches the Administration of
the University of St. Thomas although a full-time position may not be anticipated
in his field for the immediate future, the Basilian applicant, if his personal and
professional qualifications are such that his services would be valuable, will be
invited to visit the campus to discuss future possibilities. If it seems desirable,
special consideration may be given to establishing a cross-listed appointment or
one that would involve part-time teaching with other duties or expectations
carefully delineated. It is understood that the availability of a Basilian for a
teaching or administrative position is not sufficient cause for replacing anyone
who is otherwise performing his/her duties in a satisfactory way.
On an annual basis, the Superior General of the Basilians or his delegate will be
invited to meet with the Board of Directors to assess the role of the Basilians
within the University of St. Thomas and discuss means of maintaining and
strengthening the relationship.

Equal Opportunity and Promotion of Women and Minorities
a.

b.

The University will offer equal employment opportunity to all persons qualified
by academic preparation, experience and ability for the various levels of
employment, without discrimination based on race, color, national origin, sex, age
or handicapped status. The term “employment” includes hiring, assignment,
transfer, promotion, compensation, discipline, discharge, and all other conditions,
terms and privileges of employment. If a complaint is brought, the Board of
Directors and its employees will not harass, interfere with, intimidate or bring
reprisals against complainants, employees, witnesses or representatives.
In order to foster the hiring and promotion of more women and minority
employees, the University will:
i.
ii.

iii.

increase the of use referral sources and employment advertising aimed at
women and minorities;
foster the use of nominations of women and minority job candidates by
persons seeking out candidates for positions and recommending them to
the appropriate search committees;
commit the necessary fiscal resources to attain the goals of recruiting and
advancing women and minorities.

8.3
Americans with Disabilities Act (ADA) and Section 504 of the Rehabilitation Act of
1973
a.

It is the policy and practice of the University of St. Thomas to comply with the
ADA and the Rehabilitation Act of 1973 and to ensure equal educational and
employment opportunity for all qualified persons with disabilities.
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b.

c.

d.

8.4

“Disability” includes a physical or mental impairment that substantially limits one
or more life activities, a record of such impairment, or being regarded as having
such an impairment.
The University of St. Thomas is committed to ensuring non-discrimination in all
terms, conditions and privileges of employment. Reasonable accommodation is
available to all employees and applicants, including work site accessibility, as
long as the accommodation does not cause undue hardship on the University of
St. Thomas. Reasonable accommodation is flexible and assessed for each
reasonable request.
Individuals should contact their department chair, the Vice President for
Academic Affairs or the Assistant Vice President for Human Resources and
Auxiliary Operations concerning an accommodation. Individual University
administration will work in collaboration with the ADA and Section 504
Coordinator on campus as appropriate. UST’s ADA and Section 504 Coordinator
is the Director of Counseling Services.

Sexual Harassment

8.4.1

Introduction
a.

b.
c.

8.4.2

Human progress is measured, among other things, by “the increasingly mature
recognition of the purpose of work and increasingly universal respect for the
rights inherent in work” (Laborem Exercens, 18). Among these rights is respect
for the integrity and privacy of the person in the workplace.
The University of St. Thomas acknowledges and protects this right and, therefore,
does not tolerate any sexual harassment.
Supervisors are expected to foster a working environment in which no person
experiences “a lowering of dignity” owing to sexual harassment and everyone is
free to be a productive, collaborative member of the University community.
Policy

No member of the University may sexually harass another. Any employee or student will be
subject to disciplinary actions for violation of this policy. See also, Appendix C: Sexual Assault.
8.4.3

Definition

Unwelcome sexual advances, requests for sexual favors and other verbal or physical conduct of a
sexual nature constitute sexual harassment when:
a.
b.
c.

submission to such conduct is made either explicitly or implicitly a term or
condition of an individual’s employment or education; or
submission to or rejection of such conduct by an individual is used as the basis for
academic or employment decisions affecting such individual; or
such conduct has the purpose or effect of unreasonably interfering with an
individual’s academic or work performance or creating an intimidating, hostile or
offensive employment or educational environment.
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8.4.4

Regulations

Sexual harassment is illegal under both Texas and federal law (Title VII, Title IX). All reported
incidents of sexual harassment will be promptly and thoroughly investigated, and all
substantiated acts of sexual harassment will result in immediate and appropriate corrective
actions, including sanctions. Confidentiality consistent with due process will be maintained.
8.4.5

Accountability

The faculty, staff, administrators and students of the University of St. Thomas are responsible for
maintaining a working and learning environment free from sexual harassment. It is the
obligation of each employee and student to become fully informed of the provisions of this
policy and ensure individual compliance. Any supervisor to whom harassment is reported or
who becomes aware of harassment by a co-worker or subordinate is responsible for taking
immediate steps to end the discriminatory practice and/or for reporting the harassment to
administrators with authority to take such action.
8.4.6

Dissemination

Copies of this policy will be disseminated to all administrative units, placed in employee and
student handbooks and posted at appropriate locations throughout the campus. Workshops and
other activities will be conducted to foster awareness and prevention of sexual harassment.
8.4.7

Complaints
a.

b.
c.
d.
8.5

Any employee who believes that he/she has been subject to sexual harassment
should report the incident immediately to his/her immediate supervisor and/or to
the Office of Human Resources at T.P. O’Rourke Hall, at 713- 525-3813. If the
immediate supervisor is involved in the harassment, the violations should be
reported to that supervisor’s immediate supervisor.
Students should report incidents of sexual harassment to the Office of Human
Resources or to the Vice President for Student Affairs.
Reports may be verbal, but written statements may later be taken in an effort to
protect the rights of the individual alleging to be harassed.
Resolution of complaints or problems may be pursued informally or formally at
the option of the person who feels he/she has been subject to sexual harassment.

Professional Ethics for Faculty
a.

b.

Faculty are expected to maintain the highest standards of professional ethics in
their teaching, scholarship and service responsibilities. As members of the
academic profession, who bear the responsibility for advancing knowledge and
forming others intellectually and who serve as role models, faculty must adhere to
rigorous standards of intellectual honesty, sound judgment, fairness and restraint
in practicing their disciplines and in dealing with students, colleagues and the
community.
As teachers, faculty encourage the pursuit of learning and truth among their
students, holding before them the highest scholarly standards of their discipline
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c.

d.

e.

8.6

and adhering faithfully to their role as intellectual guides and advisors. They
demonstrate respect for students’ dignity as persons and are particularly respectful
of the confidential nature of the relationship between student and faculty member.
Faculty make every reasonable effort to foster honest academic conduct among
their students. They must take care to treat all students with fairness and
impartiality, to protect the students’ academic freedom, to assure that their
grading procedures reflect their students’ true merit, to make their academic
expectations reasonable and explicit in each course, and to respect the human
dignity of each student by avoiding consensual romantic relationships,
exploitation or sexual harassment.
As colleagues, faculty have obligations that derive from membership in the
community of scholars. They respect and defend the academic freedom of
associates and abide by the University’s policy on academic freedom. In the
exchange of criticism and ideas, they show due respect for the opinions of others.
They acknowledge their academic debts and strive to be objective in their
professional judgment of colleagues. They accept their share of faculty
responsibilities for collegial governance by their service on councils and
committees. In all their actions they demonstrate respect for colleagues’ dignity
as persons in their work together.
As members of the University community, faculty seek above all to be effective
teachers and scholars. They agree to abide by the policies and procedures of the
University outlined in the Handbook for Faculty and Administrators, including
those governing outside employment. When considering the interruption or
termination of service, they recognize the effect of this decision upon the
University and given due written notice of their intentions.
As members of the community, professors have the rights and obligations of
every citizen. They measure the urgency of these obligations in light of their
responsibilities to their discipline, to their students, their profession and the
University. When faculty speak or act as private persons, they must explicitly
avoid creating the impression of speaking or acting on behalf of the University.

Nepotism
a.

b.

No person will be employed at the University who is related by blood or marriage
within a second degree of kindred to his/her immediate supervisor. Exceptions to
this policy may be made only at the discretion of the Board of Directors.
In order to avoid possible conflicts of interest or even the appearance of nepotism:
i.

ii.

a faculty member may not serve as an advisor, thesis director, independent
study director, internship supervisor or comprehensive examination
evaluator for a close relative by blood, marriage or law (spouse, child,
parent, sibling, guardian), without written authorization from the Vice
President for Academic Affairs;
a faculty member may not accept into his/her classes such a close relative
without written authorization from the Vice President for Academic
Affairs, who will establish appropriate safeguards for protecting the
integrity of the student/professor relationship.
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8.7

Faculty-Student Romantic Relationships

8.7.1

Introduction

The University of St. Thomas is committed to fostering a learning, working, and living
environment that promotes the personal and professional growth of students and faculty and
honors the dignity of every member of our community. Central to the life of the Academy are
the professionalism and integrity of its faculty. It is the responsibility of the faculty to refrain
from violating the dignity, trust and rights of those whom they serve. Truth and respect,
indispensable to the well-being of the University, are violated when faculty engage in romantic
or sexual relationships, with students, even if those relationships are consensual.
8.7.2

Policy

University of St. Thomas faculty, whether full or part-time, must not engage in consensual
romantic and sexual relationships with students, since the faculty member is in a position of
professional authority with respect to the student. It is understood that a faculty member has the
primary obligation to discourage such a relationship and to discontinue the relationship if it
should develop. A faculty member who violates this prohibition will be subject to disciplinary
action ranging from verbal warning to suspension or termination of employment.
8.7.3

Investigations/Preservation of Rights

The Vice President for Academic Affairs, or his/her designee, shall be responsible for
investigation of complaints of violation of this policy. Confidentiality will be maintained in any
investigation to the extent consistent with the need to conduct a thorough investigation. Nothing
in this policy shall be construed to affect any rights a faculty member otherwise possesses to
challenge any disciplinary action which may be imposed for violation of this policy.
8.8

Drug Abuse Policy
a.

b.

In coordination with the Drug Free Workplace Act of 1988 and the Drug Free
School and Communities Act of 1989, the University of St. Thomas believes that
the unlawful use of drugs and the excessive use of alcohol are inconsistent with
the behavior expected of the members of a university community. The University
is committed to the development and maintenance of a drug free environment on
the campus as well as an environment that prohibits abuse of other drugs and
alcohol. The University is committed to the expansion of a drug and alcohol
abuse prevention program and to the dissemination of drug awareness information
to the members of the entire University community. In addition, the University is
committed to enforcing the provisions of the Drug Free Workplace Act of 1988
and the Drug Free School and Communities Act of 1989 and believes that these
acts and their implementation regulations provide a proper framework for the
drug and alcohol abuse policies of the University.
It is the policy of the University of St. Thomas that the unlawful manufacture,
distribution, dispensation, possession or use of a controlled substance (as defined
in 21 U.S. C. 812 and 21 CFR 1300.15) by employees and students in the
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c.
d.

workplace, on the campus, or as part of any University sponsored business
activities and/or student activities off University premises, is prohibited.
A copy of the entire policy can be obtained from the Office of Human Resources
or the Vice President for Student Affairs.
Penalties for Violation of Policy:

The policy to promote a Drug and Alcohol Abuse Free Workplace and Campus is a
protection and support for the faculty, administrators, employees and students of the
University of St. Thomas. In addition, the University is committed to a caring
relationship among its students and employees; therefore, its disciplinary procedures are
intended to be constructive and redemptive. Any employee or student seeking assistance
through the Office of Student Affairs or the Human Resources Department, in
consultation with Counseling Services, will be treated in a confidential manner. This
does not shield either the employee or student from disciplinary action if this policy is
violated. Therefore, the employee or student violating this policy is subject to the
following actions:
i.

ii.

iii.

iv.

e.

8.9

Any employee or student admitting to or convicted of unlawful
possession, use or distribution of unlawful drugs and alcohol on campus,
or at campus sponsored events held off campus, will be subject to
disciplinary action.
Employees and students may be referred to a drug and alcohol assistance
or rehabilitation program in which they must maintain satisfactory
participation.
Employees may be subject to disciplinary actions, up to and including
suspension, suspension without pay, termination, and may be referred for
prosecution.
Students in violation of the University of St. Thomas “Student Norms of
Conduct” and disciplinary procedures may be subject to disciplinary
action up to and including probation, suspension, and expulsion, and may
be referred for prosecution.

Further information concerning disciplinary action and appropriate procedures for
employees is available from Human Resources at 713-525-3142 and for students
from the Vice President for Student Affairs at 713-525-3575.

Alcohol Use Policy

This policy sets forth regulations regarding the service, consumption, and distribution of
alcoholic beverages to members and guests of the University of St. Thomas. The University
strictly adheres to all city, state, and federal laws governing the distribution and consumption of
alcohol and is committed to the national initiative of preventing alcohol abuse. The general
policies of the University concerning the consumption, serving or sale of alcohol are:
a.

The on-campus sponsoring student organization or administrative department
must identify a faculty or an administrative sponsor for any event at which
underage students will be present. Student organizations sponsoring an event
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b.

c.

must identify a student who is responsible for the event and identify him/her on
the alcohol permit.
The faculty or administrative sponsor and the student contact person must sign a
completed Application for Use of Beer/Wine at Student Social Events form and
submit it to the Vice President for Student Affairs (VPSA), for approval no less
than two weeks prior to the event. Forms are available in the Facilities
Reservations or Student Affairs offices. If the sponsoring organization intends to
charge for the alcohol in any manner (see 8.9.i), a Temporary Wine and Beer
Retailers Permit from the Texas Alcoholic Beverage Commission (TABC) will
also be required. In the absence of the VPSA, the form will be submitted to the
VPSA’s designated representative, and in his/her absence to the President’s
office.
Advertising for the event must adhere to the following guidelines:
i.
ii.

iii.
iv.
d.

e.

f.

g.

h.

The main purpose of the event shall not be the consumption of alcohol;
Posters or flyers shall not mention the presence of alcoholic beverages to
be served, nor shall free alcoholic beverages be the subject of any
advertising.
Alcoholic beverage consumption contests are strictly forbidden.
Encouragement or reinforcement of irresponsible drinking behavior shall
be avoided in any advertising, and during the event.

The sponsoring organization must have the required sponsor and as many security
personnel from a UST approved security organization as are deemed necessary by
the VPSA present for the entire event. The sponsoring organization will pay for
the security personnel. Organizations may not provide their own security.
The faculty sponsor is responsible for ensuring that every attendee at the event
shows proof of legal drinking age (21 or older) prior to being served any alcoholic
beverage. The only acceptable forms of identification are driver licenses or
identification cards or a passport issued by a governmental entity. Consumption
of alcoholic beverages by any person under the legal drinking age will result in
disciplinary action against that person as well as against the person(s) who
provided the alcoholic beverage.
The faculty or administrative sponsor and the student contact person are
responsible for supervising the event at all times and for requesting the assistance
of the security personnel present immediately should circumstances warrant it.
No sponsor shall interfere with security personnel in performing their duties of
maintaining order or enforcing the law. If in the opinion of the security personnel
present the sponsors have ceased supervising the function or are failing to comply
with law or policy, security has the authority to shut the event down. In such a
case, the Chief of Security and/or VPSA shall be contacted as soon as practical by
the security details commander.
The faculty or administrative sponsor and student contact are also responsible for
making sure that the rights and privileges of the attendees are respected, and that
all other University policies are upheld.
Non-alcoholic beverages other than water must be available for those who choose
not to drink alcoholic beverages and must be free of charge if the alcohol is free.
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i.

j.
k.

l.

m.

n.

8.10

Additionally, a sufficient quantity of food/snacks to feed the number of people in
attendance must be available.
Charging for the alcohol served at the event in any manner, including a cover
charge for the event or through donation, must be approved by the VPSA, and a
Temporary Wine and Beer Retailer’s Permit must be obtained from the TABC by
the event sponsors at their sole expense and effort.
If the event is to be held in the Ahern Room, all food and beverage service must
be contracted through the University of St. Thomas dining services.
Event participants are liable for loss, damage or theft of institutional, contractor or
personal property occurring as a result of the event. If necessary, individuals or
groups will be referred to the VPSA for disciplinary actions under the student
code of conduct.
Sponsors shall ensure that the area where the event is held is cleaned up promptly
and thoroughly following the conclusion of the event. The director of the area
where the event is held will determine the extent of the cleaning to be done. If
University personnel or contractors have to clean the area, the sponsoring
organization will be charged.
Violation of any provision of University policy will result in a review of the
event. Penalties may include possible revocation of event privileges for the
sponsoring organization and individuals for a period of 6 months to 2 years.
Failure to obtain a Temporary Wine and Beer Retailer’s Permit or other required
documents from TABC, or violation of any other Texas Alcoholic Beverage Code
laws, such as Providing Alcohol to a Minor or Minor in Possession of Alcohol,
may result in the arrest of the party sponsors, alcoholic beverage servers, or
attendees by TABC agents or other law enforcement officers.

Smoking Policy
a.

b.

c.
d.

e.

The University of St. Thomas is committed to providing the members of its
community with a safe, healthful and smoke-free studying, working and living
environment. Since the health hazards of passive smoking are substantial, the
University’s policy to promote a smoke-free workplace is designed to be attentive
to the preferences of non-smoking employees and students.
Smoking is defined, for the purposes of this policy, as the possession of a lighted
tobacco product. Smoking or possessing illegal substances, such as marijuana,
hashish, any form of cocaine or any other substances prohibited by law, is dealt
with in other University policies but is no way sanctioned by this policy.
Smoking is not allowed within 25 feet of any external ingress/egress door of a
facility.
Smoking is permitted in designated outdoor areas only. These will be clearly
marked. Indoors, all buildings and facilities are designated entirely smoke-free,
there will be no designated smoking areas inside of any University of St. Thomas
building.
All designated smoking areas must be in compliance with the City of Houston
Ordinance #2002-800 and consistent with the University’s principle of providing
a healthy environment for the University Community. (Violation of Ordinance
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f.

g.

h.

8.11

#2002-800 is a Class C Misdemeanor, punishable by a maximum fine of
$500.00). All violations should be reported to the UST Campus Security.
On campus housing is classified as a “residential area” rather than workplaces.
Accordingly, they have separate policy (please refer to the Residence Life
Handbook).
Noncompliance with this policy (more than two instances of smoking in a
designated smoke-free area) will be entered into an employee’s permanent
employment file and/or student’s permanent non-academic file.
A complete copy of the smoking policy can be obtained from the Assistant Vice
President for Human Resources and Auxiliary Operations or the Vice President
for Student Affairs.

Demonstration Policy
a.

b.
c.

The University of St. Thomas is a private property. The University’s policy is to
ensure a peaceful learning environment for all students. At its sole discretion, the
University reserves the right to deny entry onto its campus of anyone who may
interfere with the University and its policies. In this regard, the University of St.
Thomas is a Catholic institution and community of higher learning, with standards
of moral conduct to which it adheres.
Prior approval is required for all demonstrations on campus.
All individuals and groups wishing to demonstrate on campus must request
permission in advance from the Office of Campus Security, which will inform
them of the restrictions that govern their activities while on University property,
including the following:
i.
ii.
iii.
iv.
v.
vi.

d.

all demonstrations will remain orderly and peaceful at all times;
all demonstrations will remain on the sidewalks and crosswalks, or within
such other outdoor paved areas as may be designed by Campus Security;
demonstrators will not block building entrances or exits and will not block
driveways, public or private streets, or intersections;
demonstrators will obey all campus rules and all instructions of Campus
Security;
demonstrators will not abuse verbally or physically any person or damage
any property;
demonstrators will not engage in indecent, lewd or obscene behavior.

The University is under no obligation to permit any demonstration on its private
property. If the University elects to permit a demonstration, it may impose such
conditions as are deemed appropriate under the circumstances by University
officials. These include requiring a certified list of the names, addresses,
registered agents, and principal officers of incorporated organizations, and the
names and addresses of any individual persons, sponsoring the demonstration and
who will be responsible for the actions and omissions of all demonstrators. The
University may further require an indemnity bond or other security to afford
assurance of protection of persons and property during any demonstration.
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e.

8.12

Demonstrators may be monitored by Campus Security, which may request
assistance from the Houston Police Department. If any demonstrators create a
condition believed by University officials to threaten persons or property, to
create a public disturbance or dangerous condition, or which may lead to the
creation of a public disturbance or dangerous condition, or which otherwise is
believed to unreasonably interfere with the University, or its faculty, staff,
employees or students, Campus Security may order all demonstrators to leave the
campus immediately. If demonstrators fail to leave the campus on request,
University officials may request assistance from the Houston Police Department
to expel demonstrators from the campus.

Key Control Policy

The purpose of this policy is to delineate the steps required to obtain a key(s) for the University
of St. Thomas as well as outline the responsibilities associated with the possession and return of
the key(s).
8.12.1

Key Requests
a.

b.
c.
d.

e.
f.

g.
8.12.2

All requests for keys must be made in writing on a “Key Request Form.” The
request must include a justification of access into the area(s) for which the key(s)
is/are requested.
Faculty, staff, and students must have the appropriate chair’s, director’s, dean’s or
vice-president’s approval and signature on the request form.
Recipients of keys must come to the Facilities Operations Office in person in
order to pick up their key(s) and sign the “Key Control Card.”
The recipient will be held personally responsible for their safekeeping. Prior to
issuance of a key, the individual must sign a “Key Control Agreement”
acknowledging this responsibility.
Full-time faculty or staff requesting a key must have the appropriate supervisor’s
approval and signature on the request form.
Keys for adjunct faculty must be requested by and assigned to either the deans of
Business and Education or the department chairs in the School of Arts and
Sciences.
The deans of Business and Education or the department chairs in the School of
Arts and Sciences must authorize key requests for students.
Key Return

a.

b.
c.

Should an employee be transferred from one department to another, the individual
must personally return their old keys to the Office of Facilities Operations and fill
out a new “Key Request Form” with the appropriate signatures in order to obtain
their new keys.
New keys will not be issued until all of the old ones have been returned.
Failure to return a key(s) shall result in a charge of $100 per key charged to the
appropriate department account.
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8.12.3

Termination of Employment
a.

b.

c.

8.12.4

Full-time faculty: Upon termination of employment, the employee must fill out a
University “Exit/Separation Personnel” form and personally return his/her key(s)
to the Office of Facilities Operations. Failure to return assigned key(s) at time of
termination of employment will result in a charge of $100 per key charged to the
individual via payroll deduction through the Office of Human Resources.
Adjunct faculty: Upon termination of contract with the University, the adjunct
faculty member shall return his/her key(s) to the appropriate dean or chair.
Failure to return a key(s) shall result in a charge of $100 per key charged to the
appropriate department account.
Students: Upon either termination of employment and/or graduation, students
who have been assigned a key(s) must personally return it/them to the Office of
Facilities Operations. Failure to do so will result in having the student’s records
put on hold such that diplomas will not be issued and/or transcripts will not be
released until the key(s) are returned or the fine of $100 per key is paid.
Duplicating

a.
b.
8.12.5

Under no circumstances are University keys to be duplicated.
If any additional key is required, a new key request must be filled out following
the procedure outlined above.
Temporary Key Requests

a.
b.

c.
d.

e.

8.12.6

In certain instances, it may be necessary for a department to request a key(s) on a
temporary basis. In this instance, only individual room keys will be issued.
A “Temporary Key Request Form” must be filled out with a justification for the
request along with the names of those who may have access to the key. The
request must have the appropriate authorization signatures.
Keys will be issued to a full-time University employee who will be held
personally responsible for their safekeeping.
This key approval is good for no longer than two weeks. Failure to return the
key(s) at the end of the two-week time frame will result in a charge of $100 per
key charged to the appropriate department account.
Should a temporary key be required for longer than two weeks, an extension may
be requested in writing addressed to the Assistant Vice President, Facilities
Operations explaining the circumstances and signed by the appropriate supervisor.
Loaning of Keys

a.
b.

The loaning of keys is strongly discouraged.
The individual in whose name the key is assigned is ultimately responsible for its
safekeeping.
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8.12.7

Loss or Theft
a.
b.

c.
d.

e.

f.
8.12.8

Lost or stolen keys should be reported to Campus Security or the Office of
Facilities Operations immediately.
Notification should be made by telephone or in person and followed up in writing
by submitting a “Lost Key Report” signed by the individual and appropriate
supervisor.
New keys will not be issued until this form is filled out and turned in.
Lost or stolen keys will be replaced at a charge of $100 per key. Charges will be
assessed to the department budget of the individual in whose name the key(s)
is/are assigned.
Should the department chair and/or dean require a room(s) or building to be rekeyed due to loss or theft of a key(s), the request must be made in writing, listing
the room(s), the reason for the re-key, and an account number to which re-keying
costs may be charged.
Keys found on campus should be turned into either Campus Security or the Office
of Facilities Operations immediately.
Sub-Master Keys

a.
b.
8.12.9

Sub-master keys are keys that will allow access to multiple areas within a
building.
These keys will be issued to department chairs/directors and full-time
administrative assistants only.
Building Master Keys

a.
b.

Building master keys are keys that will allow access to the entire building.
These keys will only be issued to a dean and the building managers as designated
in the Hurricane Response Plan.

8.12.10 Campus Master Keys
a.
b.

Campus master keys are grand master keys that will allow access to the entire
campus.
These keys will be issued to the following personnel only:
i.
ii.
iii.
iv.
v.
vi.
vii.
viii.
ix.
x.

President of the University;
Vice President for Academic Affairs;
Vice President for Finance;
Vice President for Information Technology;
Vice President for Student Affairs;
Associate Vice President for Academic Affairs;
Assistant Vice President, Facilities Operations;
Facilities Operations Maintenance Personnel;
Campus Security;
Custodial Contractor.
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8.13

Computer Hardware and Software Security

The following policies are intended to protect against the unauthorized use of University of St.
Thomas data and word processing facilities, equipment and software.
a.

b.

c.

d.

e.

8.14

Political Activity and Public Office
a.
b.

c.

8.15

The University data and word processing facilities, equipment and software are
valuable corporate assets. Unauthorized use of these assets will result in
disciplinary action, up to and including immediate discharge.
Computer and office automation equipment leased or owned by the University of
St. Thomas and purchased time sharing services, may be used only to conduct
University business.
University computers may not be used to develop programs for outside use, and
word processors may not be used to prepare documents for outside use without
prior approval by the employee’s supervisor.
Computer software developed by employees or contract personnel on behalf of
the University, or purchased for the use of the University, is University of St.
Thomas property and may not be sold or distributed to outsiders unless authorized
in writing by the President.
Contracts with vendors or proprietary software packages clearly define the limits
of their use. Employees are forbidden to copy or use software contrary to the
contract’s provision. Products purchased and/or leased to run on a specific central
processor may not be copied or run on additional processors until an agreement
which provides for such usage is obtained from the vendor. Personal computer
software products may not be copied except to the limit provided by the vendor’s
contracts (e.g., a backup copy for protection).

Employees may seek and hold elective political office.
An employee, both during any election campaign and during the term of any parttime office to which he/she is elected, is required to make specific arrangements
with the President to assure that his/her regular duties are performed.
An employee elected or appointed to a full-time public office, whether civil or
ecclesiastical, is entitled to leave without pay during the time he/she holds that
office.

Leave of Absence without Compensation
a.

b.

Leave of absence without pay may be requested by University employees for up
to one year, with an allowable extension not to exceed one additional year for
educational reasons, employment or experiences that would be of benefit to the
individual, their job assignment at the University or in order to hold political
office.
A faculty member who wishes a leave of absence without compensation should
consult with and obtain the prior permission of the Vice President for Academic
Affairs. If permission is granted, the faculty member will be expected to notify
the Vice President for Academic Affairs of his or her intention to return and
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c.
8.16

Jury Duty
a.
b.

8.17

Faculty who are summoned for jury duty will receive their regular compensation.
Faculty are authorized to accept the fees ordinarily paid to a juror.

Military Leave
a.
b.
c.

8.18

designated time of return to the University of St. Thomas no later than six months
before contracts are to be prepared.
Administrators without faculty rank and staff should refer to staff policy #321.

Faculty who are called to active duty in the military services are eligible to
request a leave without pay during the length of the required service.
Those who are members of Reserve or National Guard units are authorized to take
up to fifteen working days during a calendar year for required training.
Faculty members do not lose pay or benefits during such training period.

Retirement Policy
In accordance with federal law, there is no mandatory retirement.

8.19

Employment of Student Workers
a.
b.
c.

8.20

Department chairs have authority to hire students to work in their departments
within the allocation set forth in their annual budget.
Faculty members hiring student workers must follow the Student Employment
Guidelines from Supervisors issued by the Financial Aid Office.
There are two types of student help classifications: work study and student
employment. Work-study is financed in part by the federal government, and
faculty members are encouraged to hire work-study students. The other category
is financed solely by the University. Department chairs should try to arrange for
fall semester work before the end of the previous spring semester so that the
students’ income may be included in their financial aid planning.

Intellectual Property Policy

8.20.1

Objectives
a.

b.

University faculty, administration, staff and students are regularly involved in
scholarly activities that include teaching, scholarship, and other creative activities.
While the primary focus of such effort is the advancement of the mission of the
University, the products of scholarship often have implications for wider and
differing applications.
Accordingly, the discovery of processes and/or inventions, or the creation of other
intellectual property, is not an overriding objective of the University.
Nonetheless, for any such discoveries or creations, it is the objective of the
University to provide an appropriate intellectual property policy. Such a policy
must encourage the development of inventions and other intellectual creations for
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c.

the best interests of the University, the creator, and the research sponsor, if any.
The policy must also permit the timely protection and disclosure of intellectual
property whether by development and commercialization (after securing available
protection for the creation), by publication, or both. The policy is further intended
to protect the interests of all concerned by ensuring that the benefits are granted to
the creator, to the University, and to the sponsors of specific research in varying
degrees of protection, monetary return, and recognition, as circumstances warrant.
This policy is intended to support University personnel in identifying, protecting
and administering matters related to works of intellectual property. Accordingly,
the basic objectives of the University’s Intellectual Property Policy include the
following:
i.
ii.

iii.

iv.

v.

vi.

8.20.2

To advance and encourage scholarly endeavor and research within the
University.
To ensure the basic right of any individual within the University
community to write and publish and to protect the traditional rights of
scholars concerning the products of their intellectual endeavors.
To encourage the notion that ideas or creative works produced at the
University should be used for the greatest possible public, as well as
internal, benefit.
To make works created during the course of University research available
under conditions that will promote their effective development and
utilization for the public interest, while providing adequate recognition
and incentive to creators through a share in any proceeds derived from
such efforts.
To encourage the creation and dissemination of works developed in the
course of University activities, while recognizing each individual’s right to
income resulting therefrom, except as stated herein.
To recognize the equity of outside sponsors in the endeavors of the
University by granting appropriate limited rights to the sponsors,
consistent with the University’s basic objectives outlined above.

Overall Policy
a.

b.

c.

The intellectual property policy shall apply to all persons employed by the
University and to anyone using University facilities under the supervision of
University personnel, to undergraduates, to candidates for masters and doctoral
degrees, and to postdoctoral and predoctoral fellows.
Except for intellectual property included in Sections 2.3 and 2.4, this policy shall
apply to and the University may assert ownership in intellectual property of all
types. This includes, but is not limited to, any invention, discovery, courseware,
technology, trade secret, scientific or technological development, and/or computer
software, regardless of whether subject to protection under copyright, patent,
trademark, or other laws.
The University shall assert its interest in scholarly or educational materials, works
of art, musical compositions and dramatic and non-dramatic literary works related
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to the author’s academic or professional field, regardless of the medium of
expression as follows:
i.

ii.

d.

e.

f.

g.

h.

8.20.3

In keeping with academic tradition, ownership and copyright of books,
articles, and such similar works as musical compositions, choreography,
paintings, videos, and films created by individuals, students, and staff,
including those works resulting from scholarly research, study, and
creative academic activity, remain the sole property of the individuals.
The University normally shall assert ownership in software as an
invention; however, original software which is content covered by Section
2.3.1, or that is integral to the presentation of such content, shall be owned
in accordance with Section 2.3.1.

Notwithstanding the provisions of Section 2.3, the University shall have sole
ownership of all intellectual property created by an individual who was hired
specifically to produce it or who was commissioned by the University to do so.
Except as may be provided otherwise in a written agreement approved by the
Board, the provisions of Section 5.2.3 relating to division of royalties shall not
apply to intellectual property owned solely by the University pursuant to this
Section 2.4.
Any individual who as a result of his or her activities creates intellectual property
that is subject to this Policy, other than on government or other sponsored
research projects where the grant agreements provide otherwise, should have a
major role in the ultimate determination of how it is to be made public, whether
by publication, by development and commercialization (after securing available
protection for the creation), or both.
The University will provide review and management services for patentable
inventions as well as other intellectual property either by its own staff, through a
related foundation, or by other means.
Whether development and commercialization of intellectual property is done by
exclusive licensing or by the granting of non-exclusive licenses will be handled in
accordance with the administrative procedures set out hereinafter and with the
approval of the University.
Neither the facilities nor the resources of the University (or its component
organizations) may be used (i) to create, develop or commercialize intellectual
properties unrelated to an individual’s employment responsibilities or scheduled
activities (See Section 4.1). Or, (ii) to further develop or commercialize
intellectual properties that have been released to a creator (See Section 5.2.2)
except as the Vice President for Academic Affairs (VPAA) may approve where
the University retains an interest under the terms of the release.
Intellectual Property Advisory Committee

a.

Intellectual Property Advisor Committees - To help administer the intellectual
property policy and to make recommendations to administrative officers for
further referral to the University Administration and the Board (in those cases
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when action by the University Administration and/or the Board is required), an
Intellectual Property Advisory Committee may be established.
i.

ii.

iii.
iv.
b.

c.

8.20.4

The Intellectual Property Committee will be composed of seven (7)
members; three (3) faculty members elected by the Faculty Council; three
(3) members appointed by the University President; and one (1) member
selected by the Staff Development Committee. Term of membership is
three years. The Committee members shall elect a member from among
themselves each year to serve as chair.
The Committee shall monitor and review technological and legislative
changes affecting Intellectual Property and shall report these to the Board
of Directors, the President, and the Faculty Senate when such changes
affect existing policies or warrant new policies.
The Committee shall serve as a forum for receiving and discussing
proposals to change existing University policy.
The Committee will conduct a formal review of existing policy annually.

The University’s Board of Directors is responsible for general oversight of the
University’s Intellectual Property Policy in accordance with the Board’s duties as
specified in the Bylaws of the Board and policy 2.1.2 of the Handbook for Faculty
and Administrators: “The management and control of the affairs of the
University and the control and disposition of its property and funds are vested in
the Board of Directors.”
Among other responsibilities, the Board (or its appointee) will secure protection
for intellectual property when appropriate and will police infringements; maintain
central databases and files of patent applications, issued patents, copyrights,
licenses and agreements; coordinate with component organizations in negotiating
and preparing license and other agreements; review and approve as to form all
agreements relating to intellectual property.
Classifications of Works by Source of Support

a.

b.

c.

Intellectual property that is unrelated to the individual’s employment
responsibility and has been developed as a result of the individual’s efforts on his
or her own time with no substantial University support or use of University’s
facilities.
Intellectual property that is related to the individual’s employment responsibility,
or has resulted either from activities performed by the individual on University
time, or with support by University funds, or from using University facilities.
Intellectual property that has resulted from research supported by a grant or
contract with the Federal Government or an agency thereof, a nonprofit or for
profit non-governmental entity or by a private gift or grant to, or contract with, the
University.
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8.20.5

Property Rights and Obligations
a.

b.

Intellectual property unrelated to the individual’s employment responsibility that
is developed on an individual’s own time and without substantial University
support or use of University facilities (see Section 4.1) is the exclusive property of
the creator and the University has no interest in any such property and no claim to
any profits resulting therefrom.
Except as provided in Section 2.3, intellectual property either related to the
individual’s employment responsibility, or resulting from activities performed on
University time, with University funds, or from using University facilities is
subject to ownership by the University.
i.

ii.

iii.

Before intellectual property covered by Section 4.2 is disclosed either to
the public or for commercial purposes, and before publishing same, the
creating individual (“creator”) shall submit a reasonably complete and
detailed disclosure of such intellectual property to the VPAA for
determination of the University’s interest. In those instances, however,
where delay would jeopardize obtaining the appropriate protection for the
property, the creator may request the approval of the VPAA, to file a
patent application or take other steps to obtain available protection prior to
the administrative review provided in the following two sections. If
granted, the creator may proceed with the filing of available protective
measures pending the determination of the University’s interest. Either
the Chair of the Intellectual Property Committee or the VPAA shall notify
the President.
If the VPAA recommends that the University not assert and exploit its
interest, the creator shall be notified within ninety (90) days of the date of
submission. Then the creator is free to obtain and exploit the intellectual
property protection in the creator’s own right. The University shall not
have any further rights, obligations, or duties with respect thereto except
that, in some instances the University may elect to impose certain
limitations or obligations or retain income rights, depending upon the
degree of University support involved in the creation of such property.
With respect to intellectual property in which the University asserts an
interest, the VPAA (or his/her designee) shall decide how, when, and
where the intellectual property is to be protected. If the University decides
to seek other available protection for such intellectual property, it may
proceed either through its own efforts or those of an appropriate private
firm or attorney to obtain protection and manage the intellectual property.
Under appropriate circumstances, and with the consent of the VPAA,
component organizations may arrange to have services to obtain
protection for intellectual property performed by a local outside attorney
on a case-by-case basis. It shall be mandatory for all individuals to assign
the rights to intellectual property and patents to the University when such
creations fall within Section 5.2. In those instances where the University
licenses rights in intellectual property to third parties, the costs of
licensing and obtaining a patent or other protection for the property on
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behalf of the University shall first be recaptured from any royalties
received by the University, and the remainder of such royalty income
(including license fees, prepaid royalties and minimum royalties) shall be
divided as follows:
50% to the creator(s); and
50% to the University.
With the prior approval of the Board, a component organization may adjust the
allocation of royalties set forth herein, but in no event shall the creator receive more
than 50% or less than 25% of such proceeds. The division of royalties from
intellectual property managed by an intellectual property management concern will
be controlled by the terms of the University’s agreement with such concern, as
approved by the University. Any other deviation from this rule requires the prior
approval of the Board.
c.

Intellectual property resulting from research supported by a grant or contract with
any Federal Government agency, with a nonprofit or for profit non-governmental
entity, or by a private gift, grant, or contract with the University shall be subject to
ownership by the University. (See Section 4.3.)
i.

ii.

iii.

d.

e.

Administrative approval of contracts that contain provisions that are
inconsistent with this policy, or other policies and guidelines adopted by
the University from time to time imply a decision that the value to the
University of the contract outweighs the impact of any nonconforming
provisions of the contract on the intellectual property policies and
guidelines of the University.
The intellectual property policies and guidelines of the University are
subject to, and thus amended and superseded by, the specific terms
pertaining to intellectual property rights included in federal grants and
contracts, or grants and contracts with nonprofit and for profit nongovernmental entities or private donors, to the extent of any conflict.
When it is possible to negotiate University-wide intellectual property
agreements and obtain more favorable treatment for the creator and the
University, every effort may be made to do so with the cooperation and
concurrence of the VPAA.

Individuals whose intellectual property creations result from an external gift,
grant, or contract shall make assignment of such creations as is necessary in each
case in order that the University may discharge its obligation, expressed or
implied, under the particular agreement.
If two or more individuals entitled to share royalty income pursuant to Section
5.2.3 (or equity pursuant to Part 6) cannot agree on an appropriate sharing
arrangement, the portion of the royalty income to which the individuals are
entitled under this Policy will be distributed as determined by the Board, and such
determination is binding on the creators.
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f.

8.20.6

A decision by the University to seek available protection for intellectual property
covered by Section 5.2 does not obligate the University to pursue protection in all
national jurisdictions. The University’s decision relating to the geographical
scope and duration of such protection will be final.
Equity Interests

In agreements with business entities relating to rights in intellectual property owned by the
University, the University may receive equity interests as partial or total compensation for the
rights conveyed. In any such instance, the component organization where the intellectual
property was created may elect, at its option and with the concurrence of the President, to share
an equity interest with the creators in the same manner as royalties are shared pursuant to Section
5.2.3.
a.

b.

c.

d.

8.20.7

Consistent with Part 51.912, Texas Education Code, and subject to review and
approval by the Board, employees of the University who conceive, create,
discover, invent or develop intellectual property may hold an equity interest in a
business entity that has an agreement with the University relating to the research,
development, licensing and/or exploitation of that intellectual property.
The University may negotiate, but is not obligated to negotiate, an equity interest
on behalf of any individual as a part of an agreement between the University and
a business entity relating to intellectual property conceived, created, discovered,
invented, or developed by the individual and owned by the University.
Dividend income and income from the sale or disposition of equity interests held
by the University pursuant to agreements relating to intellectual property shall
belong to the University and shall be distributed in accordance with the provisions
of Part 10.
Dividend income and income from the sale of disposition of an equity interest
held by a University employee pursuant to an agreement between the University
and a business entity relating to rights in intellectual property conceived, created,
discovered, invented or developed by such employee shall belong to the
employee.
Business Participation

a.

b.

Any individual with intellectual property rights shall not serve as a member of the
board of directors or other governing board or as an officer or an employee (other
than as a consultant) of a business entity that has an agreement with the
University relating to that intellectual property without prior review and approval
by the President of the University.
When requested and authorized by the University, an individual may serve on
behalf of the University as a member of the board of directors or other governing
board of a business entity that has an agreement with the University relating to
such intellectual property.
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8.20.8

Reporting

Any individual covered by Sections 6.2, 7.1, or 7.2 shall report in writing to the VPAA, or the
VPAA’s designee, the name of any business entity in which the employee has an interest.
Individuals shall be responsible for submitting a written report detailing any change in the
interest in such business entities. These reports shall be accumulated in the Office of the VPAA
(or designee) and then forwarded to the President by October 1 of each year so that the President
may file a report with the University Board.
8.20.9 Approval of and Execution of Legal Documents Relating to Rights in Intellectual
Property
a.

b.

c.

Agreements that grant an interest in University intellectual property may be
executed and delivered in accordance with the provisions of the Office of the
President with concurrence of the Board.
Any document altering substantially the basic intellectual property policy of the
University as set out in the preceding Parts and other policies and guidelines that
may be adopted by the University shall have the advanced approval of the
President and the Board. Such an alteration in a sponsored research agreement
shall not be considered substantial and the agreement may be executed and
delivered as set forth in Part 9.1 if, in the judgment of the VPAA and with the
concurrence of the President, the benefits from the level of funding for the
proposed research and/or other consideration from the sponsor outweigh any
potential disadvantage that may result from the policy deviation.
The VPAA (or his designee) may execute, on behalf of the University, legal
documents relating to the University’s rights in intellectual property, including,
but not limited to, declarations, affidavits, powers of attorney, disclaimers, and
other such documents relating to patent applications and patents; applications,
declarations, affidavits, affidavits or use, powers of attorney, and other such
documents relating to trademarks; and other documents approved pursuant to
Sections 9.1 or 9.2. The VPAA (or designee) may execute, on behalf of the
University, organizational applications for registration or recording of transfers of
ownership and other such documents relating to copyrights.

8.20.10 Income from Intellectual Property
a.

b.

The portion of the next income the University retains from royalties and any other
intellectual property-related income shall be used by the component organizations
where the income-producing creation originated for research and other purposes
approved by the University in accordance with standard budgetary policies. At
the option of a component organization, such income may be accumulated in an
endowment fund with the income to be distributed for such purposes as may be
approved by the University.
With the prior written approval of the VPAA, future royalties payable to a faculty
member pursuant to Section 5.2.3 may be assigned to the component organization
by the faculty member and designated for use in research to be conducted by the
faculty member.
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8.20.11 Implementation of Intellectual Property Policy
The Office of the VPAA will prepare and distribute such model agreements and recommended
procedures as may be appropriate for the implementation of the provisions of this policy as well
as other policies and guidelines adopted by the University.
8.20.12 Construction of Documents
Unless otherwise required by law, each intellectual property agreement approved hereunder shall
be construed in accordance with the Intellectual Property Policy in existence as of its approval
date.
8.21

Weapons Possession Policy

No student may possess, keep, carry, or store any fireworks or other explosives, firearms, firearm
ammunition or other weapons (such as bows and arrows, crossbows, swords, hunting, or survival
knives, billy clubs, etc.) upon the University’s campus or in, on or within any property of the
University. Anyone violating this policy is subject to disciplinary action. Title 37, Section 644
(3) of the Texas Administrative Code expressly prohibits even licensed persons from carrying
handguns upon the physical premises of an education institution such as the University of St.
Thomas.
Persons having questions regarding this policy should contact the Office of Student Affairs at
713-525-3570.
CHAPTER NINE:
9.1

BENEFITS FOR FACULTY AND ADMINISTRATORS

Social Security

The University comes under the provisions of the Federal Government regarding social security.
9.2

Medical Insurance
a.

b.
c.
9.3

All faculty members and administrators who meet the eligibility requirements as
defined in University policy #310 can participate in medical programs offered by
the University.
The number of programs offered and carriers may change from time to time as
necessary to accommodate changes in the insurance market.
Additional information can be obtained from the Office of Human Resources.

Dental Insurance
a.

b.

All faculty members and administrators who meet the eligibility requirements as
defined in University policy #310 can participate in a dental program offered by
the University.
Additional information can be obtained from the Office of Human Resources.
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9.4

Vacation
a.

b.
c.
9.5

All administrators, beginning with completion of one month through completion
of their tenth year, receive 15 working days of vacation each year (1.25 days per
month of employment).
Beginning with eleventh year and thereafter they receive 20 working days of
vacation each year (1.66 days per month of employment).
Additional information can be obtained from the Office of Human Resources.

Sick Leave
a.

b.
9.5.1

Full-time faculty and administrators are eligible for sick leave in case of personal
illness, family illness, death of a relative or other temporary disability (for
example, injury or pregnancy) such that they cannot perform the normal duties of
their position. “Family” is defined as spouse, dependent children or parents.
Additional information can be obtained from the Office of Human Resources.
The Family and Medical Leave Act (FMLA)

a.

In accordance with federal FMLA requirements, the University of St. Thomas
will provide up to 12 weeks of unpaid leave to any FMLA qualified full-time
employee for the following reasons:
i.
ii.
iii.
iv.

b.
c.

9.5.2

the birth of the employee’s child or the need to care for such a child;
a child’s placement with the employee for adoption or foster care;
to care for a spouse, child or parent (but not parent-in-law) who has a
serious health condition; or
the employee’s own serious health condition.

Upon returning from FMLA leave, employees will be restored either to their old
positions or to an equivalent position.
Additional information, clarification of definitions, and other procedures and
regulations as they apply to faculty and administrators under FMLA can be
obtained from the Office of Human Resources.
Faculty

a.
b.

c.

Requests for disability leave must be accompanied by a physician’s statement of
the diagnosis, prognosis and probable length of such incapacity.
One month of paid sick leave is earned for each year of full-time employment.
Sick leave may be accumulated to a maximum aggregate time equivalent to 60
working days.
If illness interferes with teaching duties, the full-time faculty member will notify
his/her immediate supervisor as soon as possible of the expected duration of the
leave-of-absence so that appropriate arrangements can be made. If the absence is
for more than 3 working days, the faculty member may be required to send to
his/her supervisor a doctor’s certificate verifying the absence due to illness.
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d.

9.5.3

Administrators
a.

b.
c.

d.
9.5.4

b.

c.

Full-time benefit-eligible administrators who have completed more than one but
fewer than 5 years of service are eligible to receive up to 4 weeks of short-term
disability benefits at full pay and up to 6 weeks of short-term disability benefits at
60% of pay.
Full-time benefit-eligible administrators who have completed more than 5 years
of service are eligible to receive up to 10 weeks of short-term disability benefits at
full pay.
Additional information on the short-term disability program can be obtained from
the Office of Human Resources.

Long-Term Disability and Life Insurance
a.
b.
c.

9.7

Full-time administrators are eligible for sick leave after six months of continuous
employment. Sick leave accrues at the rate of .833 days per month of continuous
employment up to a maximum of 15 working days. No compensation is given for
unused sick leave upon resignation or termination.
Personal or family illness is a reason for absences which should be charged to sick
leave.
Administrators may be required to furnish a physician’s statement concerning the
nature of the illness if absent for 5 or more consecutive days. Such statement
needs to be forwarded to the Office of Human Resources. It will not be shared
with any third-party except as necessary for the administration of benefits claims.
Sick leave should be reported to the Office of Human Resources on a time sheet
at the end of the pay period during which sick leave was taken.
Short-Term Disability for Administrators

a.

9.6

If the absence is more than a week, the faculty member needs to contact the
Office of Human Resources and apply for a Family Medical Leave. All medical
information related to the medical condition of the faculty member will be kept in
the Office of Human Resources and will not be shared with third-parties except as
necessary for the administration of benefits claims.

Long-term disability insurance and life insurance are currently provided by the
University at no cost to eligible faculty members and administrators.
Coverage and carriers change from time to time as necessary.
Additional information can be obtained from the Office of Human Resources.

Workers’ Compensation
a.

b.

Employees of the University of St. Thomas are covered under the Texas Workers’
Compensation Act in accordance with the laws of the State of Texas. This
insurance covers medical expenses and may cover limited wages for occupational
injuries that occur during working hours in the course of employment.
All work-related injuries need to be reported to the Office of Human Resources as
soon as they occur.
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9.8

Annuity
a.

b.
c.

d.
e.
f.
g.
9.9

Section 125 (Flexible Benefits Cafeteria Plan)
a.

b.
9.10

On January 1, 1967, the University of St. Thomas established a tax-deferred
Annuity Plan. All University employees who meet the eligibility requirements
are able to participate in this plan upon employment.
Specific details of this program are detailed in the University Plan Document.
Additional information can be obtained from the Office of Human Resources.
Under the current plan, employees may contribute their own funds through the
payroll process at any time. The University of St. Thomas will match these
employee contributions (up to 6%) upon completion of one full year of
employment with the University.
Eligible members may change the contribution to the plan in accordance with the
regulations of the annuity carrier and University procedures.
Withdrawals from the plan will be made in accordance with PLAN rules.
Employees may transfer their account balances among any University approved
annuity carriers in accordance with PLAN regulations.
All transactions related to the plan need to approved by the Director of Human
Resources, who acts as the plan administrator.

Eligible University employees may participate in the University’s Section 125
Flexible Benefits Plan. This plan allows employees to purchase services such as
supplemental medical coverage, cancer insurance, childcare, etc., with pre-tax
income.
Details of this plan can be obtained from the Office of Human Resources.

Enrollment in Classes
a.
b.

Full-time faculty and administrators are encouraged to take advantage of the
educational opportunities available at the University.
Courses may be audited or taken for credit under the following conditions:
i.

ii.

c.

The person must be a full-time employee of the University. If full-time
status ceases during the session, the course will be dropped, or pro rata
tuition will be paid for the remaining part.
The course work should not interfere with the regular duties of the faculty
member or administrator. The decision whether the course interferes will
be made by the department chair or the administrator’s supervisor.
Ordinarily, for administrators, courses will be taken outside of normal
working hours.

No tuition or activity fee will be charged, but all other applicable charges and fees
must be paid. If the person is taking a first course at the University, an
application to the University must be completed. No fee will be charged for
submitting this application.
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d.

e.

9.11

Admission to a course will be on a space-available basis and, where enrollment is
limited, regular students have first choice. In cases of very low enrollment,
courses for which salary is prorated according to the number of regular students
registered, the teacher must be willing to accept the faculty member or
administrator at no salary increase.
A faculty member or administrator who wishes to “sit in” on a course without
registering for it must have the approval of the faculty member teaching the
course. As a guest, the visitor should not take part in class discussion or ask
questions unless specifically invited to do so by the teacher. A faculty member
may at any time limit the course to officially registered students.

Family Tuition
a.

The dependent children and spouses of full-time faculty and administrators, the
nephews and nieces of Catholic priests and members of Catholic religious
communities who are full-time employees will be admitted to the University of
St. Thomas on the following financial basis:
i.
ii.
iii.

b.
c.
d.
9.12

after one year of service, 50% tuition reduction;
after two years of service, 75% tuition reduction;
after three years of service, 100% tuition reduction.

It is understood that scholarships offered by the University will be deducted prior
to determining the tuition charges, if any.
These benefits do not apply to fees and residence charges.
The term “dependent child” refers to the IRS definition of a dependent.

Credit Union

Faculty members and administrators are eligible to belong to the First Educator’s Credit Union.
9.13

Exit Interview

Upon retirement, resignation or termination of employment from the University, all full-time
faculty and administrators must meet with the Director of Human Resources for an exit
interview.
9.14

Pay Periods

Employees are paid on the 15th and last day of the month. When the 15th or last day of the month
falls on a weekend, employees will be paid on the Friday preceding payday. When the 15th or
last day of the month falls on a Holiday, employees will be paid on the last business day
preceding the Holiday.
The University encourages faculty and administrators to institute direct deposit of their
paychecks into a bank account of their choice. More information on the direct deposit program
can be obtained from the Office of Human Resources.
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CHAPTER TEN:
10.1

SERVICES FOR FACULTY AND STUDENTS

Doherty Library

The Robert Pace and Ada Mary Doherty Library, located on the Montrose campus, is the
principal library of the University. It houses the book collection, current periodicals, on-line
resources and facilities for reading and copying microforms. Associated with the University is
the Cardinal Beran Library of the School of Theology on the campus at St. Mary’s Seminary.
a.

b.

c.

d.
e.

f.

g.

h.
i.

j.

10.2

All members of the faculty should familiarize themselves with the library’s
holdings in their discipline and encourage their students to make full use of these
resources.
Faculty members are urged to recommend frequently the acquisition of books,
periodicals, databases and audiovisual materials which they judge that the library
should have.
All members of the University community - students, faculty, administrators and
staff - must abide by library regulations and respond immediately to requests for
the return of books.
Faculty members should inform the Director or the Reference Librarians of
assignments which involve considerable library use.
Periodical runs are added only after judicious appraisal of their long-range,
permanent value to the educational program. Relevancy to the curriculum and
cost are among the necessary considerations.
A “reserve book” section behind the circulation desk is available to assure fair
distribution of materials when numerous students are referred to limited copies of
library materials. The library should be informed of these titles at least twentyfour hours before the students will need them.
Faculty members are given priority in the use of the library materials and are
asked to return them as soon as they finish. In instances when students are
looking for materials checked out by a faculty member, he/she will be informed.
Although the library prefers not to lend periodicals, it will, when necessary,
extend this courtesy to faculty members for a three-day period.
Interlibrary loan is available for faculty and graduate students. Extensive
individual use of this service will be regulated by the Director and may be
curtailed if it becomes too extensive and expensive.
Any member of the University community who is interested in scheduling an
exhibit in the library display cases must contact the reference librarians and agree
to abide by the library policy for exhibits.

Counseling Services
a.

b.

Counseling Services, under the direction of a licensed psychologist, offers
individual, group, couple and family counseling for students who have personal or
academic concerns.
Counseling Services conducts campus workshops on various topics such as study
skills, healthy relationships and stress management. Counseling Services is

50249355.2

Handbook for Faculty and Administrators, eleventh edition, revised 2010

142

c.

d.

e.
f.
g.

10.3

10.4

Career Services Center
a.

The Career Services Center provides individual and group assistance with careerrelated concerns such as deciding on a major, writing a resumé, developing
interview skills and conducting a job search.

b.

The Center sponsors annual career fairs and conducts other activities designed to
help students make contact with potential employers.

Testing Center
a.

b.
10.5

available to provide training on academic, wellness or mental health concerns
both in and out of the classroom.
Crisis intervention is available for urgent student mental health problems in need
of immediate attention. If there is a psychological emergency after hours,
students may contact Campus Security at 713-525-3888 to reach an on-call
counselor, go to a local hospital emergency room, or call 911. There are certain
University holidays when students are not on campus and on-call psychological
emergency services are not available.
All services are free to currently enrolled University students. Faculty, staff and
students are welcome to use Counseling Services for consultation, information
and referral services. Only limited consultation is available for University
employees.
Mediation is available to resolve conflicts for student situations which might
benefit from the participation of a third party.
If a student has needs that exceed the scope of Counseling Services’ resources, the
staff will make referrals to appropriate professionals in the community.
Counseling services also provides Disability Services for Students with Special
Needs. If a student has a documented disability, reasonable and appropriate
academic accommodations for students who qualify under the Americans with
Disabilities Act of 1990 (ADA) and Section 504 of the Rehabilitation Act of 1973
are available to ensure equal access to programs and opportunities at the
University. Refer to Section 6.6.6 for more information on Disability Services for
Students with Special Needs.

The Testing Center is the on-campus site for make-up exams, some preadvisement tests, correspondence tests, and tests for students granted special
accommodations.
Students must have approval from their instructor before calling the Testing
Center for an appointment.

General Office
a.
b.

Requisition slips are to be filled in and signed by those requesting services and
office supplies.
A duplication machine is available for use by all University personnel, and keys
are made available for that purpose.
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c.

10.6

Security
a.

b.
c.

d.
e.
10.7

The University of St. Thomas Campus Security Department enhances campus life
by providing a sense of safety and security 24 hours a day, year round. The
officers of the department report directly to the Chief of Security.
Officers can be reached at the campus emergency number: 713-525-3888.
In accordance with the Campus Security Act-1990, the Chief of Security makes
timely reports to the University community on crimes (manslaughter, murder,
rape, robbery, aggravated assault, arson, burglary and motor vehicle theft) that are
a threat to the University community. Such information is disseminated in the
UST Weekly, and through computer e-mail and other media outlets to aid in the
prevention of similar future crimes.
The Security Department Office is located on the first floor of the Moran Parking
Garage Center, southwest corner.
For more information on Campus Security, go to the UST Security Web site at
http://www.stthom.edu/security/index.html.

Facilities Operations
a.

b.
c.

d.
e.
10.8

Small printing jobs should be left at least four days in advance. Larger jobs, that
is, pamphlets, class notes and brochures, require special scheduling with at least a
ten-day advance. Faculty members should see the manager to establish a
completion schedule.

The Facilities Operations Office is responsible for building and grounds
maintenance, housekeeping, pest control, utility operations, construction and
remodeling.
Faculty members should direct all requests for routine service to the Facilities
Operations Office by phone (ext. 3135).
Requests that are not routine, such as remodeling, must be submitted through the
department chair, dean and Vice President for Academic Affairs in the annual
budget.
Faculty members should report any building or campus problems to the Facilities
Operations Office as promptly as possible.
Emergency service after normal hours can be requested by calling the person oncall pager # 713-327-1496 or the backup pager at 713-327-2936.

Facilities Reservation
a.
b.

Facilities Reservations reports to the Assistant Vice President for Facilities
Operations.
All University facilities are reserved through the Facilities Reservation Office
(713-525-3574) except academic classes scheduled by the Registrar; reservations
for the Link-Lee Mansion, reserved through the Office of the President (713-5252160); and reservations for the Basilian Room, reserved through the Office of the
Dean of the Cameron School of Business (713-525- 2105).
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c.

To make a reservation, phone 713-525-3574 to determine a facility’s availability.
Calls are taken Monday through Friday from 7:30 a.m. to 4:00 p.m.
There will be no facilities rental charge for a University organization event or a
department-related event except as needed for setups, building monitors or
security personnel.
Off-campus organizations will be charged standard fees determined by the
Facilities Reservation Coordinator.

d.

e.
10.9

Parking
Parking is coordinated by the Chief of Security.
All University employees wishing to park in designated Faculty/Staff lots need to
register their vehicle at the Security Office. There is no fee to park in existing
Faculty/Staff lots. There is a $5.00 additional vehicle fee if you drive more than
one vehicle to campus. The Security Office is located on the first floor of the
Moran Parking Garage Center, southwest corner.
All University employees wishing to park in the Moran Parking Garage Center
must pay the $75.00 per semester at the Business Office, located on the second
floor of the Herzstein Enrollment Center. After paying the fee, please take your
receipt and register your vehicle at the security office.
Information about parking is available in the Security Office and on the UST Web
site at http://www.stthom.edu/parking/index.html.

a.
b.

c.

d.

10.10 Lost and Found
Articles found should be left and inquiries made about lost articles at the Office of Campus
Security in the Crooker Student Center.
CHAPTER ELEVEN:
SENATE
Amended:
11.1

BY-LAWS FOR FACULTY COUNCIL AND FACULTY

November 2006

Faculty Council

The Faculty Council of the University of St. Thomas
11.1.1

Purpose of Faculty Council

The Faculty Council of the University of St. Thomas facilitates faculty contribution, as
individuals and as a group, to the achievement of the aims and purposes of the University. The
Faculty Council is especially interested in the development of policy and its implementation in
those matters which directly relate to the academic life of the University. In accordance with the
principle of subsidiary, such decisions should be made with as broad faculty participation as
possible. The actions of the Faculty Council and the Faculty Senate are advisory to the
Administration unless specified otherwise in these By-Laws.
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11.1.2

Membership of Faculty Council

The Faculty Council of the University of St. Thomas consists of voting and non-voting members.
Membership on the Council for quorum and voting purposes will be determined by the Faculty
Council Secretary on a semester-by-semester basis, based on Sections 11.1.2.1 and 11.1.2.2,
below.
11.1.2.1 Voting Members
a.
b.
c.

All full-time, regular contract, teaching members of the faculty with the rank of
instructor or higher;
All full-time librarians who hold faculty rank;
Professors emeriti who regularly teach.

The Faculty Senate may grant voting status in the Faculty Council to a department chair who is
not a full-time faculty member.
11.1.2.2 Non-Voting Members
a.
b.
c.
d.
e.
f.
g.
11.1.3

President of the University;
Vice President for Academic Affairs;
Registrar;
All part-time teachers and librarians;
Administrators who hold faculty rank, as defined in Section 7.3;
Professors emeriti who do not regularly teach;
Visiting faculty and adjunct faculty.
Officers of Faculty Council

The officers are the Chair, Vice Chair, Secretary, and Immediate Past Chair. Faculty Council
officers also serve in the same positions on the Faculty Senate. Officers must be full-time,
regular contract faculty.
11.1.3.1 Method of Election
The election process for Vice Chair ( annually ) and Secretary ( bi-annually ) shall be conducted
using the process, timetables, rules, and guidelines approved by the Committee on Committees
for members of Council and Senate committees.
11.1.3.2 Terms of Office, Succession, and Replacement
The term of office for the Chair is one year, after which he/she becomes Immediate Past Chair.
The term of office for the Vice Chair is one year, after which he/she becomes Chair. The term of
office for the Secretary is two years. The term of office for the Immediate Past Chair is one year.
If the office of the Chair becomes vacant, the Vice Chair becomes Chair.
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If the office of Vice Chair becomes vacant, an election will be held to fill the position for the
remainder of the term. The Chair shall determine whether such election is at a regular meeting,
special called meeting, or by mail, web, or electronic ballot.
If the office of Secretary becomes vacant, the Chair may appoint a successor until such time as
the nomination and election process has been completed. The Chair shall determine whether such
election is at a regular meeting, special called meeting, or by mail, web, or electronic ballot.
If the office of Immediate Past Chair becomes vacant, the Chair shall determine if a replacement
is necessary. If so, the Chair may select a previous Faculty Council Chair to fill the position for
the remainder of the term, or may, with the majority approval of the Senate, appoint a voting
member of the Faculty Council with recent Senate experience to fill the position.
The regular election terms of office will begin at the final Faculty Senate meeting of the spring
semester.
11.1.3.3 Duties of the Chair
a.
b.
c.
d.

e.

f.
g.
h.
i.
j.
k.

Preside at meetings of the Faculty Council;
Call, schedule, and prepare the agenda for Faculty Council meetings;
Serve as the faculty’s primary liaison with the administration;
Serve as one of the faculty’s representatives to the Board of Directors, unless the
Chair is already a voting member of the Board, in which case the Senate shall
select or elect another representation to the Board from among the Senate Officers
or Senators;
Serve as the faculty’s representative on the Academic Affairs Committee of the
Board of Directors, unless the Chair is already a voting member of the Board, in
which case the Senate shall select or elect another representation to the Board
from among the Senate Officers or Senators;
Supervise the selection of the chairs of the committees of the Faculty Council and,
where necessary, of the University;
Designate a parliamentarian, who also serves as Senate Parliamentarian;
Supervise and direct the allocation of the Faculty Council Budget;
Serve as Chair of the Faculty Executive Leadership Committee;
Consult regularly with the Chairs of the Faculty Council, Faculty Senate, and
University Committees;
Review periodically, with Faculty Leadership, the Handbook for Faculty and
Administrators and propose appropriate changes to the Senate/Council or the
Administration.

11.1.3.4 Duties of the Vice Chair
a.
b.

Preside at meetings of the Faculty Council in the absence of the Chair;
Serve as one of the faculty’s representatives to the Strategic Planning Committee,
unless the Vice Chair is already a voting member of the Board, in which case the
Senate shall select or elect another representation to the Board from among the
Senate Officers or Senators;

50249355.2

Handbook for Faculty and Administrators, eleventh edition, revised 2010

147

c.
d.
e.
f.

Serve as an ex-officio voting member of the Faculty Awards Committee;
Assist the Chair on any appropriate matter and serve as the Chair’s delegate when
necessary;
Serve as chair of the Grievance Committee;
Serve on the Faculty Executive Leadership Committee.

11.1.3.5 Duties of the Secretary
a.
b.
c.
d.
e.
f.

Arrange for meetings of the Faculty Council;
Prepare and maintain the list of membership of the Faculty Council for each
regular semester or called meeting in accordance with these By-Laws;
Determine the number of voting members required for a quorum for each Faculty
Council meeting, and call the roll of voting members;
Keep records and distribute Draft and Approved minutes of meetings of the
Faculty Council;
Maintain such files as are necessary to the continuity of the work of the Council;
Serve on the Faculty Executive Leadership Committee.

11.1.3.6 Duties of the Immediate Past Chair
a.
b.

c.

d.

e.
f.

Assist the new Chair in assuming the duties of office;
Serve as one of the faculty’s representatives to the Board of Directors, unless the
Immediate Past Chair is already a Voting member of the Board, in which case the
Senate shall select or elect another representation to the Board from among the
Senate Officers or Senators;
Serve as the faculty’s representative on the Long Range Planning Committee of
the Board of Directors, unless the Immediate Past Chair is already a voting
member of the Board, in which case the Senate shall select or elect another
representation to the Board form among the Senate officers or senators;
Serve as chair of the Committee on Committees; conduct elections and publish
complete rosters (member and chair listings) of all Council Committees by the
end of the Spring semester;
Serve as a member of the Faculty Executive Leadership Committee;
Serve on the Faculty Compensation Committee.

11.1.3.7 Duties of the Parliamentarian
a.

The Chair will appoint a Parliamentarian to Faculty Council familiar with meeting
procedures and Roberts Rule of Order, on an annual basis. The Parliamentarian
will provide advice and guidance on the appropriate application of Roberts Rule
of Order to Council meetings. The Parliamentarian is not an officer of the
Council.
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11.1.4

Meetings of Faculty Council

11.1.4.1 Number and Scheduling
There will be at least one meeting of the Faculty Council each fall and spring semester.
Additional meetings may be called by the Chair of the Faculty Council. The Chair will also call
meetings at the request of a majority of the Faculty Senate or on written petition of at least ten
percent of the voting Faculty Council members. A notice of at least one week will be given
before a meeting.
11.1.4.2 Quorum
One-third of the voting members of the Faculty Council constitute a quorum for the purpose of
conducting regular business. See 11.1.7 - Amendments - for the requirements for approving ByLaw changes.
11.1.4.3 Procedure Rules
All members of the Faculty Council have the privileges of the floor. Voting rights are governed
by 11.1.2.1 and 11.1.2.2. Representatives of the Student Government who are accepted by the
Faculty Council may attend Council meetings; however, the Council members may close the
meetings to all non-voting members and observers if a majority of the voting members present so
vote. All meetings will be conducted according to parliamentary law as set forth in the latest
edition of Robert’s Rules of Order, except where a contrary rule is provided by these By-Laws or
by the special rules of the Faculty Council.
11.1.5

Committees of the Faculty Council

Members of all committees of the Faculty Council will be elected in the spring, no later than the
last regular meeting of Faculty Council, with terms of office to begin at the final Faculty Senate
meeting of the spring semester. Before the last Faculty Senate meeting of the spring semester,
each standing committee of the Faculty Council will meet and elect a chair, unless another
method is specified by these By-Laws. The names of the chairs will be reported to the faculty
Senate at the last Faculty Senate meeting of the spring semester. In the event of an unanticipated
vacancy, the Chair shall determine whether the position should be filled by a called meeting,
election, or by a mail, web, or electronic ballot.
11.1.5.1 Committee Terms of Office
Unless specified otherwise by these By-Laws, the Faculty Council or a designated constituency
group elects faculty representatives to Faculty Council committees, and University committees
when designated to do so. Faculty Senate elects members to Senate committees. Unless
otherwise stated in these By-Laws, all terms on Faculty Council and Senate Committees are for
three years and should be staggered such that at least one member is replaced each year.
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11.1.5.2 Method of Election
Unless otherwise specified in these by-laws, elections may be conducted at regular or special
meetings of the Council, or by mail, web, or electronic balloting, as determined by the Chair
11.1.5.3 Standing Committees of the Faculty Council
a.
b.
c.
d.
e.
f.

Committee on Committees;
Faculty Compensation Committee;
Grievance Committee;
Social Committee;
Faculty Awards Committee;
Faculty Executive Leadership Committee.

11.1.5.3.1 Committee on Committees
Purpose
To conduct the nomination process and candidate qualifications review and to prepare the
appropriate ballot or ballots for voting by the Faculty Senate, Faculty Council, or appropriate
faculty constituency for all committees, standing and ad hoc, for which the Faculty Council,
Faculty Senate, or a faculty constituency selects some or all of the members.
Duties
a.

b.

c.
d.
e.

To conduct the nomination and candidate qualifications review and to prepare the
appropriate ballot or ballots for voting by Faculty Council members or faculty
constituencies for the positions of Vice Chair and Secretary of the Faculty
Council, and for any other regular or unanticipated committees vacancies filled by
Faculty Council or by a faculty constituency.
To review the committee structure annually, and to recommend to the Faculty
Senate which committees should be abolished and determine if new committees
should be established;
To review the Faculty Senate representation group definitions every two years
and recommend to the Senate appropriate revisions;
To assure the equitable distribution of committee assignments among faculty
members;
To report to the Chair of the Faculty Council annually in the spring, or on request.

Membership
a.
b.

The Immediate Past Chair of the Faculty Council serves as chair of the
committee;
The four members of the Senate having the longest period of continuous Senate
service. Should there be more than four eligible members, lots will be drawn for
the four positions.
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11.1.5.3.2 Faculty Compensation Committee
Purpose
To study and report as appropriate to the Faculty Senate on the current status of faculty
compensation programs (salary, insurance, retirement, etc.), and to prepare recommendations for
the Faculty Senate at the end of the Fall semester each year.
Membership
a.
b.
c.

The chair of the committee shall be elected by the membership of the Committee,
under the supervision of the Chair of the Faculty Council;
Five full-time, voting Faculty Council members, of whom three must be tenured,
elected by the Faculty Council for three-year overlapping terms;
Immediate past Chair of the Faculty Council.

11.1.5.3.3 Grievance Committee
Purpose
The primary purpose of the Grievance Committee is to hear and resolve methodological and/or
procedural violations of the UST Handbook for Faculty and Administrators. The Grievance
Committee also seeks to resolve matters of discrepancy regarding actions taken in the absence of
clearly stated policies. The Grievance Committee will act as a liaison between faculty and
administrators on all grievance matters.
Duties of the Grievance Committee
a.
b.
c.
d.

To maintain a simple form to be used by faculty members bringing matters to the
committee;
To publish grievance policies and procedures on the Senate Web-site and provide
hard copies of the above to the VPAA’s office and on demand;
To implement the published policies and procedures;
To report to the Chair of Faculty Council annually in the spring, or on request.

Membership
a.
b.

c.

The Vice-Chair of the Faculty Council serves as chair of the Grievance
Committee;
Five tenured voting members of the Faculty Council to be elected by the Faculty
Council in the spring for three-year overlapping terms. No two members may be
from the same department;
An alternate member, from any academic department, will also be elected, for a
three-year term of office.

Duties of the Chair of Grievance
The chair of Grievance will follow the progress of the complaint. A description of the nature of
these complaints and the status of the grievance will be included in the committee’s year-end
report to the Senate, submitted by the chair.
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11.1.5.3.4 Social Committee
Purpose
To plan selected social activities involving the faculty, and recommend these activities to the
faculty Senate for approval and funding.
Membership
Three faculty members elected as vacancies occur by the Faculty Council during the spring for
three-year overlapping terms, one member being elected each year.
11.1.5.3.5 Faculty Awards Committee
Purpose
To determine the requirements for various available awards, dissemination of this information to
the faculty, and to handle the nomination and selection procedures for any University or national
awards concerning the faculty.
Membership
a.

Three members-at-large, selected among the full-time university faculty by
election, one of whom shall serve as the chair. The chair shall be selected by
members of the committee. All shall serve three-year overlapping terms.
The Vice Chair of the Faculty Council shall be a member ex-officio.
Additional members can be added by the committee on an ad hoc basis whenever
it is deemed necessary by the committee chair or by the Chair of Faculty Council.

b.
c.

11.1.5.3.6 Faculty Executive Leadership Committee
Purpose
The Faculty Executive Leadership Committee serves as a leadership body to assist the Chair of
the Faculty Council in managing the Faculty Council and Faculty Senate, and to communicate
with the Administration regarding issues of concern to the faculty. They also serve as an
advisory and recommendations group to the University and the Faculty Senate/Council regarding
issues/changes in the Handbook for Faculty and Administrators.
Membership
a.
b.
11.1.6

The Chair of the Faculty Council serves as chair of the Faculty Executive
Leadership Committee;
The Vice Chair, Immediate Past Chair, and Secretary of the Faculty Council.
Councils and Committees of the University

The councils and committees of the University are determined by the administration. They are
not committees of the Faculty Council but include faculty members who may be appointed by
the President or other appropriate administrators or elected by the Faculty Senate, Faculty
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Council, or a faculty constituency as outlined in the membership of each committee described in
Chapter 4 of the Handbook for Faculty and Administrators.
11.1.7

Amendments

These By-Laws may be amended at any regular meeting of the Faculty Council by a majority of
the entire voting membership. If an amendment is submitted to the voting members in writing
two weeks prior to the meeting, then it may be amended by a two-thirds vote of those voting, a
quorum being present.
11.2

Faculty Senate

The Faculty Senate of the University of St. Thomas.
11.2.1

Purpose of the Faculty Senate

The Faculty Senate serves as the primary representative body of the faculty as concerns the
academic operation and environment of the University.
11.2.2

Responsibilities

The Faculty Senate directs the activities of the Faculty Council and acts for the faculty in all
matters of concern to the faculty unless limited by the Faculty Council in amendments to these
By-Laws. All resolutions and recommendations made by the Faculty Senate are subject to
reconsideration by the Faculty Council by a majority of those voting, a quorum being present.
11.2.3

Membership of the Faculty Senate

11.2.3.1 Voting Members
a.
b.
c.
d.
e.

Chair of the Faculty Council, as Chair of the Senate;
Immediate past Chair of the Faculty Council, as Immediate Past Chair of the
Senate;
Vice Chair of the Faculty Council, as Vice Chair of the Senate;
Secretary of the Faculty Council, as Secretary of the Senate;
Members of the Faculty Council elected as Faculty Senators.

Every voting member of the Faculty Council who has been a voting member of the council for at
least once semester is eligible for election to membership in the Faculty Senate.
11.2.3.2 Non-Voting Members
Parliamentarian, as Parliamentarian for the Faculty Council.
11.2.4

Officers of the Faculty Senate

The Faculty Senate has a Chair, a Vice Chair, a Secretary, and an Immediate Past Chair. The
Chair, Vice Chair, Secretary, and Immediate Past Chair of the Faculty Council concurrently act
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in their respective roles as the officers of the Faculty Senate. They are voting members of the
Senate.
11.2.4.1 Terms of Office
The terms of office of Senate officers coincide with their terms of office on the Faculty Council.
See Section 11.1.3.2.
11.2.4.2 Duties of the Chair
a.
b.
c.
d.
e.

Preside over the meetings of Faculty Senate;
Schedule regular meetings of the Senate and call special meetings when
appropriate;
Transmit to the faculty and the appropriate administrative authorities of the
University the opinions and recommendations of the Senate;
Supervise and direct the allocation of the Faculty Senate budget;
Supervise and coordinate the election of Faculty Senators.

11.2.4.3 Duties of the Vice Chair
a.
b.
c.

Preside over all meetings of the Senate in the absence of the Chair;
Assist the Chair whenever possible;
Coordinate with the Secretary the communications of the Senate.

11.2.4.4 Duties of the Secretary
a.
b.
c.
d.
e.

Arrange for meetings of the Faculty Senate;
Keep a complete set of minutes of the meetings, and distribute draft and approved
Minutes copies as appropriate;
Carry on correspondence;
Keep a roll of members present at each meeting;
Maintain files necessary to the continuity of the Senate’s work.

One or more deputies may be named by the Secretary of the Senate to assist in the discharge of
the duties of the Secretary. Such deputies need not be members of the Senate or the Faculty
Council.
11.2.4.5 Duties of the Immediate Past Chair
a.
b.

Work with the new Chair of the Faculty Senate in assuming the responsibilities of
the office;
Further assist the Chair of the Faculty Senate as the Chair may consider advisable.

11.2.4.6 Duties of the Parliamentarian
a.

The Parliamentarian of the Council shall also serve as Parliamentarian of the
Senate. The Parliamentarian will provide advice and guidance on the appropriate
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application of Roberts Rule of Order to Senate meetings. The Parliamentarian is
not an officer of the Senate and is not a voting member of the Senate.
11.2.5

Senate Meeting Access and Participation
a.

b.
11.2.6

Faculty Senate meetings are open to all Faculty members of the University, unless
the voting members of the Faculty Senate close the meeting to non-voting and
non-members to conduct an executive session.
University administrators, staff, students and/or other interested parties may
attend at the discretion of the Chair.
Senate Units of Representation

Each faculty member at the University shall be represented in the Senate by one or more
Senators elected by defined constituent groups. The intent of the constituent group system is to
provide the Senate with a broad spectrum of faculty opinion from various faculty groups
(primarily departments and schools) while limiting the size of the Senate to a reasonable
maximum. The units of representation system is designed to provide somewhat proportional
representation to the number of full-time faculty members in the University and in various
academic departments.
11.2.6.1 Defining a Unit of Representation
a.

b.

In the fall of each even-numbered academic year, the Committee on Committees
will review the current Senate representation units and recommend to the Senate
any revisions to the Senate group composition and number of Senators from each
group which reflect changes in full-time, regular-contract faculty staffing. The
Senate will determine any changes in Senate composition to be implemented in
Senate elections to be conducted during the spring semester to reflect changes in
full-time, regular-contract staffing.
Typically, a representation unit will consist of academic faculty in an
administrative unit of no less than 6 full-time, regular-contract faculty members.

11.2.6.2 Unit of Representation Structure and Senators
a.

b.
c.
d.

The minimum number of full-time, regular-contract faculty in a representation
group will be six (6); The School of Theology, due to its location apart from the
main campus, will always be entitled to one (1) Senator position. Representation
groups consisting of a single academic department are limited to one (1) senator.
The minimum number of Senators for any representation group shall be one (1),
and the maximum number shall be two (2);
Newly-authorized Senator positions will be filled by election from the appropriate
constituent group during the Senator elections in the spring semester;
A reduction in Senate positions for a representation group will be effective at the
end of the term of the Senior Senator of the group.
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11.2.7

Faculty Senator Terms of Office
a.

b.

c.
d.
e.
11.2.8

The term of office for each Faculty Senator elected to a full term is three years. A
Senator elected to a full three-year term may be re-elected for a second
consecutive three-year term.
Faculty Senator terms are overlapping across the Senate and within
Representation Units, with approximately one-third of the Senators being elected
each year.
In the event of a vacancy prior to the normal expiration of a term, an election will
be held to fill the unexpired term.
If a member has served two years or more in fulfilling a partial term, that member
is eligible for reelection to only one further consecutive term.
The term of office of Senate members elected to normal vacancies begins at the
final Faculty Senate meeting of the spring semester.
Meetings of the Faculty Senate

11.2.8.1 Schedule
a.

b.

The Faculty Senate will meet at least once each full month during the regular
school year. Upon written petition of 25% of the Senators, a special meeting must
be called. At the discretion of the Chair, a special meeting may be called.
The first meeting of the year will be held following the election of senators for the
following academic year. At the meeting, a calendar of regular meetings for the
following academic year will be set up. The calendar may be altered, with due
notice, during the year.

11.2.8.2 Quorum
A majority of the voting members of the Senate constitutes a quorum.
11.2.8.3 Agenda
a.

Each meeting will include the following on its agenda:
i.
ii.

b.

Approval of the minutes of the previous meeting;
Report of the Chair of the Faculty Senate.

The President of the University and the Vice President for Academic Affairs are
invited to bring or send reports for the Senate agenda at their discretion.

11.2.8.4 Procedure Rules
All meetings will be conducted according to parliamentary law as set forth in the latest edition of
Robert’s Rules of Order, except where a contrary rule is provided by these By-Laws or by the
special rules of order of the Senate. All faculty members may attend and participate in
discussions at regular Senate meetings; however, only voting members of the Faculty Senate
may propose motions and vote.
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11.2.9

Committees

The Faculty Senate establishes and maintains appropriate committees to carry out the business of
the Faculty. Upon recommendation of the Committee on Committees or by action by the Senate,
new permanent or ad-hoc Faculty Senate committees may be created or existing ones terminated.
11.2.9.1 Chairs Forum
11.2.9.1.1 Purpose
The Chairs Forum is designed to provide an organization for academic departments and program
chairs to discuss issues, problems, or concerns at the department level, to respond to Senate
requests for information and opinions on various aspects of University policy or operations that
affect departments, and to report to the Senate its recommendations for changes relating to
department operations and effectiveness.
The voting members of the Chairs Forum will elect a chair each year from the voting members
of the Forum. The chair will report the activities of the committee annually in the spring to the
Senate, or on request of the Senate Chair.
11.2.9.1.2 Membership
11.2.9.1.2.1

Voting members

Faculty chairing academic departments or units which have direct faculty reports and personnel
budgets. In addition, the Senator from the School of Education, and the Senator from the School
of Theology, representing their respective constituencies, will be voting members.
11.2.9.1.2.2

Non-voting members

Faculty who are program chairs in programs which employ only adjunct faculty.
11.2.10 Committee Reports
The Faculty Senate receives reports annually or by request from all Faculty Council and Faculty
Senate committees, and when authorized, from University committees.
11.2.11 Amendments
The Faculty Senate By-Laws may be amended at any regular meeting of the Faculty Council by
a majority of the entire voting membership. If an amendment is submitted to the voting
members in writing one week prior to the meeting, then it may be amended by a two-thirds vote
of those voting, a quorum being present.
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Appendix A: Campus Security and Crime Awareness
Under the Student Right-to-Know and Campus Security Act 1990, which requires all institutions
of higher education to publish campus crime statistics and those policies and programs related to
campus security, the University of St. Thomas publishes and distributes this information through
the appropriate publications (Cauldron newspaper and UST Weekly). This report is also
available to all prospective students and employees upon request. Additional information can be
obtained from the Office of Student Affairs at 713-525-3570.
In compliance with the federal Student Right-to-Know and Campus Security Act (P.L. 101-546,
as amended), the University of St. Thomas publishes specified information on campus crime
statistics and campus policies. That information is summarized in this document.
Security Policies and Procedures:
Procedures and facilities for reporting criminal actions or other emergencies occurring on
campus and the University response to such reports.
a. Individuals who wish to report alleged criminal actions or emergencies that occur on
campus of the University may do so:
i.
ii.
iii.
iv.
v.

by calling the Campus Security Department at 713-525-3888, 24 hours a day; or
by dialing *88 or any University pay phone; or
by dialing 911; or
by contacting any staff member in the Office of Student Affairs at 713-525-3570, or
by dialing, when using a University’s telephone system, ext. 3570 during the hours of
8:30 a.m. - 5:00 p.m.

b. The Campus Security Department will take reports of alleged criminal activity and either
dispatch an officer immediately or refer the report for subsequent investigation, depending
upon the nature and seriousness of the offense involved. All criminal incidents are
investigated by the University’s Campus Security and, if needed, by the Houston Police
Department Response(s) include, but are not limited to:
i.
ii.

immediate response to emergencies by one or more officers;
investigation of reports in accordance with the University of St. Thomas Campus
Security’s procedures;
iii. detaining and filing of charges against the individual, depending upon the
circumstances of the incident;
iv. referring alleged offenders to appropriate campus officials, such as the Vice President
for Student Affairs, for action.
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Security and access to campus facilities.
The campus and properties of the University are maintained for use by students, faculty and staff
and its visitors. As a private institution, the University of St. Thomas may restrict access to
campus facilities as necessary to comply with its rules and regulations and to meet safety and
security requirements as determined by University officials.
The University has instituted safety and security procedures and services, but the personal safety
of each individual who enters the campus is also his/her responsibility. The University will
continue to develop and implement security measures, but these measures cannot succeed
without the personal support of faculty, staff, students and visitors. The Residence Hall provides
a range of services and security procedures to ensure the reasonable comfort of residents and
invited guests. Residents are provided information about the programs and services, but are
advised that they are also responsible for their own security and safety. The Residence Hall is
supervised by trained staff members who are assisted in their efforts to maintain security by the
Department of Campus Security and Facilities Operations. Services include attention to lighting
(including emergency lighting during power failures), locking of the main entrance on regular
schedule, security programming (including fire safety drills, rape awareness programs,
vandalism reduction programs, escort service).
Campus law enforcement authority, its working relationship with state and local police,
and the need for accurate and prompt reporting of all crimes to police.
University Campus Security jurisdiction includes the right to apprehend and detain suspects
believed to be involved in criminal activity at the University of St. Thomas. A cooperative
relationship is maintained with the Houston Police Department.
Programs designed to inform students and employees about campus security procedures
and practices, crime prevention, and to encourage student and employees to be responsible
for their own safety and security.
These programs are offered through the Office of Human Resources, Office of Student Affairs,
Campus Security, Counseling Office, Testing Center, Career Services Center and the Staff
Development Committee. Information is available upon request at the Office of Student Affairs.
The scheduling of these programs varies according to the needs of the population being
addressed.
Information on campus sexual assault and rape awareness programs.
Procedures to follow when sex offenses occurs, disciplinary actions and counseling opportunities
can be found in the Student Handbook that is available through the Office of Student Affairs.
Monitoring and reporting of criminal activity at off-campus registered student organizations
through local police agencies.
The University of St. Thomas does not operate off-campus properties for registered student
organizations.
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Information for students and employees regarding illicit drugs and alcohol abuse.
Information about drug and alcohol education and treatment programs or related information is
contained in the University publication, Policy to Promote a Drug and Alcohol Abuse Free
Workplace and Campus. This information is provided to all students, faculty and staff annually.
Statistics concerning crimes committed on campus.
Statistics concerning the occurrence of on campus criminal offenses may be obtained in the
Office of Student Affairs.
Appendix B: Family Educational Rights and Privacy Act of 1970 (FERPA) and the
Student Right to Know Act of 1990
Each year the University of St. Thomas is required to give notice of the various rights accorded
to students pursuant to the Family Educational Rights and Privacy Act (FERPA). For FERPA
purposes the University defines a student as one who has attended or is attending the University
of St. Thomas and whose records are in the files of the university.
In accordance with FERPA, you (student) are notified of the following:
You have the right to review and inspect all of your education records maintained by or at the
University of St. Thomas within 45 days of the date the University receives a request in writing
from you for access. Such a request should be submitted to the Registrar.
Education records are those maintained by the University of St. Thomas, or a party acting for
the institution, which are directly related to a student. Records containing your name, social
security number or other personally identifiable information (personally identifiable means data
or information which may include):
a. your name; the names of your parents or other family members;
b. your address;
c. a personal identifier such as a social security number or your student ID number; or
d. a list of personal characteristics, or other information which would make your identity
easily traceable in whatever medium (handwriting, print, tapes, film, microfilm, microfiche,
any form of electronic data storage), are covered by FERPA unless identified in one of the
Act’s excluded categories.
Excluded categories include: sole possession records, records maintained by a law
enforcement unit for law enforcement purposes; student employment records other than
employment records for positions that are included in a student’s financial aid package; medical,
pastoral, counseling center and mental health records; information gathered on individuals who
are no longer in attendance (alumni surveys/achievements).
You have the right to prevent disclosure of personally identifiable information contained in your
education records to third parties with certain exceptions allowed by Federal regulations. It is
the intent of the University of St. Thomas to limit the disclosure of information contained in your
education records to those instances when prior written consent has been given for the
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disclosure, or when the provisions of FERPA allow such disclosure without prior written
consent.
Parents/legal guardians of traditional-age (17-22) students have no inherent rights to inspect a
student’s education records. The right to inspect is limited solely to the student.
Information may be released to parents/legal guardians only if one of the following is met:
a. through written consent of the student (form for this purpose available in the Office of the
Registrar);
b. in connection with a health or safety issue;
c. in compliance with a subpoena; or
d. by submission of evidence that one or both parents declared the student as a dependent
(providing more than 50% of support in the previous calendar year) on their most recent
Federal Income Tax form.
One exception which permits disclosure without consent is disclosure to a school official at the
University of St. Thomas who has a legitimate educational interest in a student’s education
record. A school official is a person employed by a postsecondary institution in and
administrative, supervisory, academic or research, or support staff position; a person or company
with whom the institution has contracted (such as an attorney, auditor or collection agent); a
person serving on the Board of Directors or a student serving on an official committee or
assisting another school official in performing his/her tasks.
A legitimate educational interest exists if the school official needs to review an education
record in order to fulfill his/her professional responsibility. Disclosure to a school official does
not constitute institutional authorization to transmit, share or disclose any or all information
received to another party. Upon request, the University discloses education records without
consent to officials of another school in which a student seeks or intends to enroll.
You have the right to seek to have corrected any parts of an education record which you believe
to be inaccurate, misleading or otherwise in violation of your rights. This right includes the right
to a hearing to present evidence that the record should be changed, if the University of St.
Thomas decides not to alter the education records according to your request. Note: If a student
questions any grade as recorded in the Registrar’s Office, the student has a period of one year,
beginning with the end of the term in which the grade was awarded, to challenge the accuracy of
the grade. At the end of one year, the permanent record will become the absolute record, and
changes may not be made.
You have the right to file a complaint with the Family Educational Rights and Privacy Act
Office, Department of Education, 400 Maryland Avenue SW, Washington, D.C. 20202,
concerning any alleged failure by the University of St. Thomas to comply with FERPA.
You have the right to obtain a written copy of the University’s official notification to students
regarding FERPA. A copy may be obtained in person or by mail from the Office of the Registrar
or the Office of the Vice President for Student Affairs. Copy of the notification can also be
found on UST’s web site at www.stthom.edu/.
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Directory Information
The University of St. Thomas has designated certain information contained in the education
records of its students as Directory Information for purposes of the Family Educational Rights
and Privacy Act (FERPA). This information may be released to persons or agencies outside the
college without student consent unless the student has requested non-disclosure of some or all of
this information using the form available for this purpose in the Office of the Registrar. This
form must be filed prior to the add/cancel date for the current term.
Directory information for the University of St. Thomas is defined as:
a.
b.
c.
d.
e.
f.
g.
h.
i.

full name;
major field of study;
participation in officially recognized activities and sports;
height/weight of members of athletic teams;
dates of attendance, including current classification and year, matriculation and
withdrawal dates;
degrees and awards received;
most recent previous educational institution attended;
full- or part time status; and
photograph.

Not included are social security number, race/ethnicity, or gender. An item of directory
information may be disclosed by the University of St. Thomas for any purpose without the prior
consent of a student, unless the student has forbidden its disclosure in writing.
Students wishing to prevent disclosure of the designated directory information must file a nondisclosure form with the Registrar’s Office. In the event that such written notification is not
filed, the University of St. Thomas assumes that the student does not object to the release of the
directory information. Students are urged to consider very carefully the consequences of a
decision to withhold any information. To remain in effect, such a request must be renewed
annually during the time a student is enrolled. However, a non-disclosure request that is in effect
when a student graduates or leaves the University of St. Thomas remains in effect until rescinded
by the student in writing. The effect of a non-disclosure request remaining in effect once a
student leaves the University is that future requests for such information from non-institutional
persons or organizations will be refused until the student notified the University of St. Thomas in
writing that his/her information should be released.
The Solomon Amendment and FERPA
The University of St. Thomas is required under the provisions of the Solomon amendment to
provide directory information on students who are at least 17 years of age to representatives of
the Department of Defense for military recruiting purposes upon request. That information
includes student name, addresses, telephone listings, date and place of birth, level of education,
degrees received, prior military experience and the most recent previous educational institutions
enrolled in. If any of this information is not collected by the University of St. Thomas, the
University is not required to collect it in order to provide it to military recruiters. The University
of St. Thomas is not required to disclose the directory information of students who have
requested nondisclosure of any or all directory information.
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Appendix C: Inclement Weather Plan
Procedure
In the event of inclement weather, the University of St. Thomas shall follow the procedure
outlined below:
a.

b.
c.

The President or acting President shall be informed of all inclement weather conditions that
may be disruptive of University activities. It is the responsibility of the President or, in
his/her absence, the acting President, to decide what action will be taken in anticipation of
disrupting inclement weather.
In the absence of the President, the Vice President for Academic Affairs serves as acting
President; in his absence the senior Academic Dean is acting President.
To avoid confusion and to provide an orderly process, the following steps will be followed
when inclement weather emergency is declared by the University:
i.

The President or, in his/her absence, the acting President will be responsible for
seeing that the Director of Public Affairs has informed the specific radio and
television stations and asked them to broadcast information relative to the status of
the institution during the emergency situation. Each year the Director of Public
Affairs will contact the following - channels 2, 11 and 13, 26, 45 and 48, stations
740 AM and 88.7 FM - and establish a code word and explain the University
procedure.
ii. This contract will be made in July of each academic year. The Vice President for
Finance will be responsible for establishing a telephone tree to inform all areas in the
campus community of the action being taken.
iii. The Vice President for Academic Affairs will be responsible for relating any action
to be taken to the members of the Academic Council.
Employee Attendance
a. In the event of a weather emergency that results in the official closing of the University, all
employees, except certain essential employees and administrative personnel, will be
granted administrative leave for the duration of the emergency.
b. If the University remains open, even if classes are dismissed, all employees will be
expected to report and/or remain at work unless otherwise excused by the President. If
employees are unable to report for work, they should call their supervisor and explain the
situation.
c. When the University is officially closed, certain essential employees and administrative
personnel may be required or asked to report to work in the best interest of the
University.
d. When the University is officially closed, any employees who are scheduled to be on
vacation, and who have received advanced approval for vacation leave, will be required to
report their absences as vacation leave.
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Appendix D: Policy Regarding Suicidal Gestures
For purposes of this policy, a “suicidal gesture” shall include an actual attempt to commit suicide
or any act or behavior which could result in death or serious bodily harm to the individual. Also
included are any utterance or verbal statement expressing an intention to commit suicide or to
inflict bodily harm on oneself.
The University of St. Thomas recognizes that a suicidal gesture is not only self-destructive to the
individual making the gesture but may also adversely affect the lives of others within the
University community. Accordingly, the University of St. Thomas has established the following
policy:
a. All suicidal gestures will be taken seriously.
b. If a suicidal gesture is brought to the attention of the Director of Counseling Services, the
Director is bound by professional ethics to keep this information confidential. An
exception exists if the student is believed to be in imminent danger of harming him/herself.
In such cases, the Director would be obligated to break confidentiality in order to protect
the student from harm. In any case, the Director of Counseling would work with the
student to get the help necessary for stabilization.
c. If the initial notification of a suicidal gesture is made to a Peace Office employed by UST
or working for UST on a contract basis, the Peace Officer receiving the notification shall
immediately attempt to contact the Director of Counseling Services or his/her designee. If
the Peace Officer cannot contact the Director or the Director is not able to immediately
respond to the scene, the Peace Officer shall, in accordance with the Texas Code of
Criminal Procedure Art. 6.05 Code or Art. 6.06, use all means within his/her power to
prevent the person making the suicidal gesture from injuring himself/herself or another.
d. It is possible, however, that an individual or individuals within the University might bring a
student’s suicidal gesture to the attention of the Vice President for Student Affairs; for
example, because of behavioral disturbances caused by the student and/or because the
student has refused to receive professional help. In such cases the Vice President for
Student Affairs will take action that serves the best interest of the individual involved and
the University community. These actions may include:
i.
Requiring the student to consult with the Director of Counseling Services;
ii. If the student is known to be under the care of a physician or other counseling
professional, requiring the student to consult with such counseling professional. The
Vice President for Student Affairs may also require verification that the student is
receiving counseling;
iii. Upon advice of the Director of Counseling Services, requiring additional psychiatric
evaluation to be performed by an outside or independent professional counselor
approved by the Director of Counseling Services, who shall determine or confirm the
student’s emotional status and prescribe or confirm treatment intended to stabilize the
student. Any fees and expenses incurred for such psychiatric evaluation and
treatment shall be the sole responsibility of the student;
iv. Requiring the student to leave the campus until safeguards acceptable to the Vice
President for Student Affairs have been established;
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v.

vi.

Prohibiting the student from resuming class attendance and other campus activities
until psychiatric evaluation has been completed and treatment begun and verified
through written documentation;
Upon the advice of the Director of Counseling Services or other counseling
professional approved by the Director of Counseling Services, establishing such
additional conditions regarding class attendance and participation in campus activities
as the Vice President for Student Affairs believes to be appropriate under the
circumstances then known to him/her.

Persons having questions regarding this policy should contact the Office of Student Affairs at
713-525-3570.
Appendix E: Sexual Assault
Educational Programs
Each semester the University will put on programs to promote awareness of sexual assault, date
rape and other sex offenses. Speakers from other universities, women’s centers and the Houston
Police Department will be used. Also, appropriate literature, pamphlets, etc. will be made
available to all students in a variety of locations throughout the campus.
Sanctions
If the victim does not want a Houston Police Department investigation and opts for a campus
investigation only, the sanctions that can be imposed on the offender may vary, including
expulsion from school.
Procedures the Student Should Follow
a. When sexual assault, date rape or other sexual offenses occur off campus, the law
enforcement agency with jurisdiction must be notified. In addition, victims are strongly
encouraged to notify Campus Security so that the proper support may be given and referral
made.
b. If one of the offenses occurs on campus, Campus Security must be notified by calling 713525-3888. The victim has the option of having Campus Security call the Houston Police
Department on their behalf.
c. Whether the sexual assault occurred on or off campus, it is very important that all evidence
be preserved for Campus Security and the law enforcement agency with jurisdiction (e.g.,
Houston Police Department). Evidence in this type case includes bed sheets, pillow cases,
all clothing worn by the victim, and anything the suspect might have touched. Also, we ask
that the victim does not bathe or shower until a follow-up is done at the hospital, if the
victim wishes to go.
d. All reported incidents will be investigated and when necessary, referred to the Harris
County District Attorney’s Office for prosecution. Victim counseling and mental health
services are available through UST Counseling Services by calling ext. 3162 on campus,
(713) 525-3162 off campus. If you require UST counseling services after normal business
hours or on weekends, you may call the Security Department and we will page the
counselor on call. If a student, staff member, or faculty member is sexually assaulted on
campus the university will pay for a sexual assault examination. This examination is
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critical for the successful prosecution of the perpetrator. If you are the victim of a sexual
assault, it is important to notify law enforcement and medical personnel as soon as possible.
Procedures for On-Campus Disciplinary Action, Student Conduct/Disciplinary Action
a. In order to provide the optimal atmosphere for learning, the University of St. Thomas must
enforce certain rules and regulations for student conduct (also known as Norms of
Conduct) which are consistent with the University’s mission statement as it appears in the
current Catalog. Such enforcement also is consistent with the University’s objective to
assist students to develop spiritually, socially and physically, as well as academically.
b. The authority and responsibility to deal with student non-academic violations of the
University’s rules and regulations belong, under the direction of the President of the
University, to the Vice President for Student Affairs. It is the intention of the Office of
Student Affairs to treat each student fairly respecting his or her rights.
c. The rules, regulations and discipline policy contained herein, in the Catalog, and in the
Faculty Handbook, and the rules and regulations published and promulgated from time to
time by the University, outline some of the Norms of Conduct expected of this University
Community, and most of the penalties for deviance from that behavior. Within the Norms
of Conduct are administrative procedures for handling disciplinary cases regarding all cases
brought before the Vice President for Student Affairs, whether they are minor or major
violations.
d. The accuser and accused are entitled to the same opportunities to have others present
during a campus disciplinary proceeding; and both the accuser and the accused shall be
informed of the outcome of any campus disciplinary proceeding brought about alleging a
sexual assault.
Options To The Type Of Law Agencies To Be Used
When a sexual assault, date rape, or other sex crime occurs off campus, students are strongly
encouraged to contact the law enforcement agency with jurisdiction (e.g., Houston Police
Department) as well as UST Campus Security. If the crime occurs on campus, Campus Security
must be called immediately at 713-525-3888. While Campus Security is taking the incident
report, the student will be informed of the option to file a complaint with the Houston Police
Department. If the student elects to file a complaint with the Houston Police Department,
Campus Security will notify them immediately. Campus Security will assist the Houston Police
Department during the investigation.
Available Counseling and Services
The University has excellent counselors available to students. If the student wishes to use
University counselors, they can be contacted at 713-525-3162. If the student wishes to use
counselors of services off campus, we will provide them with the necessary information.
Important Telephone Numbers
In case of emergency
Houston Police Department
UST Campus Security
UST Counseling Center
UST Health Center

911
713-222-3131
713-525-3888
713-525-3162
713-525-3513
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Master of Science in Information Systems
Program, 3.4.3.7
Network and Campus Computing, 3.10.4
Office of Volunteer Opportunities, 3.7.5
Planned Giving, 3.9.4
Public Affairs, 3.9.6
Publications, 3.9.7
Recreational Sports, 3.7.6
Residence Life, 3.7.7
Service Learning Program, 3.4.4.6
Student Activities, 3.7.8
Study Abroad, 3.4.4.8
Disability
long-term, 9.6
Services, 6.6.6
short-term, 9.5.4
Discipline, student, 6.6.12
Doherty Library, 10.1
Dropping students from courses, 6.2.12
Drug Abuse Policy, 8.8

E
Education
Associate Dean, 3.4.2.3.1
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Council, 4.1.8
Dean, 3.4.2.3
Emeritus/a, faculty, 5.4
Employment, student workers, 8.19
Endowed Chairs, 5.5 - 5.5.5
Enrollment, lists, 6.2.11
Enrollment Services, 3.6
Enrollment Services Council, 4.1.4
Enrollment Services, Vice President, 3.6.1
Equal opportunity, 8.2
Evaluation
administrators, 7.6-7.7
faculty, by students, 6.2.13
full-time faculty 6.3.2-6.3.2.1
librarians, 5.14
Examinations
advanced standing, 6.6.1
final, 6.2.14
Executive Director, Institutional Advancement,
3.9.2
Exit Interview, 9.13
Externally funded grants and contracts, 5.16
Extra-University Scholarship Review
Committee, 4.2.9

F
Facilities Operations 10.7
Facilities Operations, Assistant Vice President,
3.8.2
Facilities, Reservation, 10.8
Faculty
absences, 6.2.9
adjunct, 5.2.4.1, 5.3
Awards Committee, 11.1.5.4.6
benefits, 9.1 - 9.14
Compensation Committee, 11.1.5.3.2
contracts, 5.6 - 5.6.5
definition, 5.1
development and research, 6.3
Development Committee, 4.2.9
emeritus/a, 5.4
evaluation, full-time, 6.3.2-6.3.2.1
Evaluation Committee, 4.2.10
Executive Leadership Committee, 11.1.5.3.3
Handbook Committee, 11.1.5.3.3
hiring, 5.8-5.8.6
initial appointment, 5.6.2
professional ethics, 8.5
promotion, 5.9, 5.11, 5.12, 5.13
qualifications for ranks, 5.2.2-5.2.2.4
records, 5.15

Faculty (continued)
recruitment, 5.8-5.8.6
release time, 6.3.6
Retirement Policy, 8.18
review of grades, 6.2.17
sabbaticals, 6.3.3
search, 5.8.2-5.8.2.3
service responsibilities, 6.4-6.4.6
status, 6.2.1
student concerns, 6.6-6.6.12
student evaluations, 6.2.13
student romantic relationships, 8.7-8.7.3
Study Day, 6.4.6
teaching loads, 6.2.2
teaching responsibilities, 6.2
tenure, 5.10, 5.11, 5.12, 5.13
termination, 5.6.5
unranked, 5.16
Faculty Council
amendments, 11.1.7
membership, 11.1.2
meetings, 11.1.4
officers, 11.1.3
purpose, 11.1.1
Faculty Senate
meetings, 11.2.8
membership, 11.2.3
officers, 11.2.4
terms of office, 11.2.7
units of representation, 11.2.6
Family and Medical Leave Act (FMLA), 9.5.1
Family tuition, 9.11
Family Educational Rights and Privacy Act
(FERPA),Appendix B
Final examinations, 6.2.14 - 6.2.14.2
Finance, Vice President, 3.9.1
Financial administration, 3.8
Financial Aid Appeals Committee, 4.2.12
First Year Experience, 6.4.1.1
Founding the University, 1.4.2

G
General administration, 3.2
General Office, 10.5
Grade books, 6.2.18
Grades
review, 6.2.17
semester, 6.2.15
submission of, 6.2.16
Graduate Council, 4.1.3
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Graduate Faculty, 5.2.3
Graduate programs, directors, 3.4.3
Graduate Record Examinations, 6.6.7
Graduate work, students, 6.6.7
Graduation, see commencement
Graduation Committee, 4.2.13
Grants, 5.16
Grievance Committee, 11.1.5.3.4
Grievances, student academic, 6.6.9

J
Jury Duty, 8.16

K
Key Control Policy, 8.12 - 8.12.10

L

H
Health Professions Programs Advisory
Committee, 4.2.14
Hiring
Basilian faculty and administrators, 8.1
full-time faculty, 5.8-5.8.6
History, University, 1.2
Honors Program Committee, 4.2.15
Honors Program, Director, 3.4.4.1
Human Resources, Assistant Vice President,
3.8.3
Human Subjects Committee, 4.2.16
Human Subjects, research role, 6.3.4

I
Inclement Weather Plan, Appendix C
Independent study courses, 6.4.2
Information Technology, 3.10
Council, 4.1.5
Vice President, 3.10.1
Institutional Advancement, 3.9
Executive Director, 3.9.2
Vice President, 3.9.1
Institutional Effectiveness Committee, 4.2.17
Instructional Technology Committee, 4.2.18
Instructional Technology and Web Services,
Director, 3.10.5
Insurance
dental, 9.3
life, 9.6
medical, 9.2
Instructor, rank, 5.2.2.1
Integrated Marketing Committee, 4.2.19
Intellectual Property Committee, 4.2.20
Intellectual Property Policy, 8.20 - 8.20.12
International Educational Committee, 4.2.21
International Student Advisor, 3.6.4
Internships, 6.4.3
Internships, compensation, 6.2.2.g
Interview, full-time faculty, 5.8.4

Learning and Writing Center, Director, 3.4.4.5
Leave of absence, 8.15
Librarians, criteria for evaluation, promotion and
tenure, 5.14 - 5.14.4
Library, 3.5, 10.1
Library Committee, 4.2.22
Library Director
Beran, 3.5.2
Doherty, 3.5.1
Long-term disability, 9.6
Lost and found, 10.10

M
Master in Liberal Arts, Dean, 3.4.2.5
Medical insurance, 9.2
Military leave, 8.17
Mission statement, 1.1
N
Nepotism, 8.6
Network and Campus Computing, Director,
3.10.4
O
Office hours, 6.2.6
Officers of University, 2.3
Orientation, adjunct faculty, 5.3.4
Outside employment
administrators, 7.2
faculty, 5.7
Ownership, University, 2.1
P
Parking, 10.9
Part-time faculty, see adjunct faculty
Pay periods, 9.14
Political activity, 8.14
Prelaw Committee, 4.2.23
President, 3.3
President’s Administrative Council, 4.1.1
President’s Seminar Series Committee, 4.2.24
Probation, academic, 6.6.11
Professional organizations and meetings, 6.3.1
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Professor, 5.2.2.4
Promotion and Tenure
criteria for faculty, 5.13-5.13.8
criteria for librarians, 5.14-5.14.4
procedures, 5.11, 5.12
Promotion and Tenure Committee, 4.2.25
Promotion Policy, 5.9
Public office, 8.14
Punctuality and attendance, faculty, 6.2.7
R
Rank
assistant professor, 5.2.2.2
associate professor 5.2.2.3
instructor, 5.2.2.1
professor, 5.2.2.4
Ranked faculty, 5.2.1
Ranks and titles, 5.2
Records
adjunct faculty, 5.3.2
faculty, 5.15
student, 6.6.4
Recreational Sports, Director, 3.7.6
Recruiting, faculty, 5.8 - 5.8.6
Registrar, 3.6.3
Release time, faculty, 6.3.6
Research, 5.13.3
Resignation, 5.6.4
Responsibilities, adjunct faculty, 5.3.3
Retention Committee, 4.2.26
Retirement Policy, 8.18
Review of grades, 6.2.17
S
Sabbaticals, 6.3.3
Scheduling, classes, 6.2.5
Scholarship Committee, 4.2.27
School of Arts and Sciences,
Council, 4.1.6
Dean, 3.4.2.1
School of Education,
Associate Dean, 3.4.2.3.1
Council, 4.1.8
Dean 3.4.2.3
School of Theology
Assistant Dean 3.4.2.4.1
Council, 4.1.9
Dean, 3.4.2.4
Search, faculty, 5.8.2-5.8.2.3
Section 125 (Flexible Benefits), 9.9
Security, 10.6, see also Appendix A

Service, 5.13.4
Service Learning Committee, 4.2.28
Service responsibilities, 6.4-6.4.6
Sexual Assault, Appendix E
Sexual Harassment, 8.4 - 8.4.7
Short-term disability, administrators, 9.5.4
Sick leave, 9.5
Smoking Policy, 8.10
Social Committee, 11.1.5.4.5
Social Justice Committee, 4.2.29
Social Security, 9.1
Strategic Planning, Institutional Research and
Evaluation (SPIRE), 3.11
Strategic Planning, Institutional Research and
Evaluation, Vice President, 3.11.1
Student Affairs
Council, 4.1.11
Vice President, 3.7.1
Students
academic dishonesty, 6.6.8
advanced standing examinations, 6.6.1
attendance at activities outside the University,
6.6.5
discipline, 6.6.12
employment, student workers, 8.19
grievance, 6.6.9
records, 6.6.4
special learning needs, 6.6.6
Submission of grades, 6.2.16
Suicidal Gestures, Appendix D
Suspension, classes, 6.2.8
Suspension, students, non-academic, 6.6.10
Syllabi, course, 6.2.3

T
Teaching effectiveness, 5.13.2
Teaching loads, 6.2.2
Teaching responsibilities, faculty, 6.2
Tenure Policy, 5.10
Termination
administrative assignments, 7.8
faculty, 5.6.5
Testing Center, 10.4
Textbooks, 6.2.4
Treasurer, 3.8.4
Tuition benefits, family, 9.11
U
Undergraduate Research Committee, 4.2.30
University Committees, 4.2
University Councils, 4.1
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University service, 5.13.4
Unranked faculty, 5.2.4
V
Vacation, 9.4
Vice Presidents
Vice President, Academic Affairs, 3.4.1
Vice President, Enrollment Services, 3.6.1
Vice President, Finance, 3.8.1
Vice President, Information Technology,
3.10.1
Vice President, Institutional Advancement,
3.9.1
Vice President, Strategic Planning,
Institutional Research and Evaluation,
3.11.1
Vice President, Student Affairs, 3.7.1
Visiting Scholars Program, 6.3.5

W
Weapons Possession Policy, 8.21
Workers’ Compensation, 9.7
Writing in All Disciplines Committee, 4.2.31
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