Policies

Faculty and Manual

Procedures

2023-24




SECTION |. GENERAL POLICY STATEMENTS ...t 1

A. Statement on ACAdEMIC FIrEEUOM ..uuiuiiiuiiiiiiiii ittt ettt e e a e 2
B. Statement on Professional EthiCS ........coucviiiiiiiiiiiiiie ittt 3
C. Statement on NON-DiSCrIMINALION........eeiuiiiiiieiisiiseesi sttt sesa e 5
D. Statement on Sexual HaraSSMeNt .. .......cuouuiiieiiiiiiiiiieiie sttt se ettt se e sie e e 6
E. Statement on Dual RelationSNiPS. ......ccuviiiiiiiiiiiiiie ittt 7
F. Substantive Change Reporting PONCY ......cccueouiiuiiiiiiiisieei sttt 8
SECTION II. INSTRUCTION AND ADVISING ...ccoiiiiiiiiiieiiese sttt 13
A, ACAUEMIC LOAA ..uiiiiiiiie sttt ettt ettt et e et e ettt s e e e e et e e 14
B. Syllabus/Office HOUIS ....c.uiiuieiiiiisie sttt 17
(O ] - (o [0 To T T PP PO T PP PO P PP PP P PP PP PP P P PP PPT P PP PPPTPPPTY 19
D. Grade ADPPEAIS......uiiiiiiiieiie ettt e e at e e s e et e et e e e e anreanes 25
E. Final EXAMINAtiONS .. ..cviiiiiieiiie sttt ettt ettt e seese et se et a e e e e 27
F. Class AENUANCE ....cueiiieiiiiiii et se ettt st e st e st e st s e e s e st e e st e eteeeseeanteeareeesseeaneeanns 28
G. Academic Probation and SUSPension POLICY.........ccuiiiiiiiiiiiiiii i 30
H. Faculty Guide to the Honor Code and HONOr Charges .......coccviveiieiiiiiiiieiisiesieiisee s, 32
I. Standards for AcademiC Credit.........ccuviiiiiiiiiiiiie ittt 37
J. Course Operating Standards and Class Meeting TIiMeS ......cccoueveeiiiieiiieiiiiiiiieiiiie i 40
K AAVISING 1ttt ettt ettt et e e e et e nre e 42
L. The Longwood University Civitae Core CUrriCulUm .........ccovvvueiiveseiiiiiiiiiieseeei s s 44
M. SUMMEr SCNOOI ...ttt ettt st s e st e e e e et e s e e et e esteeaneeaneas 50
N. Guidelines for Defining, Requesting, and Receiving External Support ..........cccooevvieveinenne.. 52
0. Use of Copyrighted Materials in INStruCtion...........coeveveviiieiiiiiicescies st 56
P. Policy on Intellectual Property Copyrights and Patents ...........cccecvveiveiiiiiieiiiiiieciieiiesene 59
Q. Policy on University Art PUICNASES ........ccuiiiiiiiiiiieiiesi sttt 63
R. Textbook Selection POICY .......occuiiieiiiiiiieiieee sttt 64
S. Open EduCatioNal RESOUITES ... ..cuuiiiieiiiiii it si et stesie e sttt sa e s e s se e s e este e s e aneeeerseeee e 65
T. Online and Hybrid Teaching and Learning .........coccvioeiveiiiiieiiesiice st 67
SECTION 11l. ACADEMIC PERSONNEL POLICIES.....cccoviiiiiiiiiiiiieii sttt 76
A, GENEIAl PrOVISIONS ...eiuiiiiieiie ittt ettt st sttt e st e ste e st e e st e st e e sbeeereesssesseeesseseseessseanreesseeas 77
B. Provost and Vice President for Academic Affairs .......cccoevveiiiiiiiiiiiiiiiiiiiiiisieescesei s 78
DN ettt ettt ettt e e e e et e e 79
D. Procedure for the Appointment of College DeansS.........ccccvveiiieiiiiiiieiiiiiie i 81
E. DepartmMent CRairS .. ....uuueiiiiie sttt sttt a st s s e st e s e e seesea e 83




F. PrOOram C OO T iNMAtOrS . . oiiieeieetieeeessssseeeeeeeeeesssaasseseeeeeesssasassenseeesesasssaanssseseeeeesssasasnereeeeeeessas 88

G. Graduate Program Dir€COIS ......uiuiiiieiiiiii ittt sttt se e s e s e e s 90
H. Civitae Core Curriculum Director and CoordiNatorS..........c.eccveieeiiieiiiiiieiieiieesiisiiesieane 92
I. Faculty Qualifications and CredentialS............ccoccueviviiiiiiiiiiiiiiisiei s 96
J. Selection, Appointment, and Reappointment of FaCulty ........cccocoevveiiiviiiiiiiiiiiiiii e 98
K. Honors Faculty Status fOr LECIUIEIS ......uiuviiiiiiieiiiiie sttt 100
L. Graduate FACUILY .......cceeiiiiiieei sttt s s s e seaee e 102
M. Non-Tenure-Track FUll-Time FaCUltY........cccouvieiiiiiiiiiiiiiie sttt 103
N. External Clinical FACUILY .........ccoviiiiiiiiiiiiiieici ettt 106
O. Visiting Faculty and Their REVIEW ........ccceiviiiiiiiiiiiiesi sttt 107
P. Granting of Academic Rank TO AdMINIStratOrsS........ccoueiiveiiieiiieiiiiiiie i s sie e 108
Q. Contracts and Outside EMPIOYMENT .....ooiviiiiiiiiiiiiiiiecie sttt see e 109
R. Criteria for Faculty EVAlUAtION.........ccoiieiiieiieii ettt 110
S. Professional Portfolio and Curriculum Vitae ........cccevvviiiveiiiiiiiiii i se e 115
T. Annual Performance EValUAtioN.........cccueiiviiiiiiiiiie st 116
U. Probationary Review of Tenure-Track FaCUlty ..........ccoccviveiiveiiiiiiiieicisisiiesi s 120
V. Review of Clinical Educators and LECIUIErS. ......cuciuiiieeiiiiiiieiieiseese s st sie e sia e 130
W. Review of Adjunct and Part-Time FaCUlty .........cccccoviiiiiiieiiiiiie i 132
Ko T ONUIE ettt ettt ettt sttt ettt e ettt e et earee e 134
Y. Promotion t0 A RANKS......ecuiiiiiieiieesie ettt 138
Z. Procedures for Tenure and Promotion to Al RaNKS .......ccevevviiiiiiiiiiiiii s 140
AA. Time Table for Tenure and Promotion to Al RANKS .......ccceeveiiveiieiiiiieiiiieiieii i, 145
BB. POSt-TENUIE REVIEW ....veiiiiiiiiiiiiei ettt sta e a sttt aeseesraaieaneas 147
CC. Disciplinary Action and TermiNation ..........c.ccueeiieiiiiiiieiiieieesie i se s e s e e saesee s 150
DD. Retired and Emeriti FACUILY .......cocoviiieiiiiiiieiieee ettt 153
EE. SICK LAV ... ittt ettt 154
FF. Maternity and Parental LEAVE..........cccuiiiuiiiiiiiiiiiiiiiie s sie et se s sie e s s e aee e 156
GG. Leaves Of ADSENCE ...ocviiieiiieiieee ettt 160
SECTION IV. GUIDELINES FOR FACULTY EVALUATION AND REVIEW.........c.......... 166
A. College of BUSINESS aNd ECONOIMICS ....cuuiiuieiiiiiiieiiesieesiieiiesiessieesteeseteeseessieesneesnseesneeaneas 167
B. Cormier Honors College for Citizen Scholars ..........ccouuvieeiiiiiiiiiiiiiesiieii s, 171
C. Department of Biological and Environmental SCIENCES ........cccvveveviiiviiiiiiiiiiiiiiiiciiiieai 175
D. Department of Chemistry and PRYSICS.......ccuiiiiiiiiiiiiiiiiiiiesic it 181
E. Department of Communication STUAIES ........eciuveiiiiiiiiiiiiiieiiiiiie st 183




F. Department of EJUCAtion aNd COUNSEIING .. . eieiitiee ettt ittt stssseeeeeeereeesssssaseeeerereessssaaaenneeeees 185

G. Department of English and Modern LanQuages .........c.eeiveiveiieeiiiiiieiiieiiesiieiiesiassieeaieean 191
H. Department of Health, Recreation, and KinesSiology .........cccuveiiiviiiiiiiieiiiiiieiiiiiiesiesien, 194
I. Department of History, Political Science, and PhiloSOphY .........ccccoooveviiiveiciiiiiiiiiiiiis, 204
J. Department of Mathematics and COMPULEr SCIENCE .......vvvveeiiiiiiiiiiiiiiieiisese s 207
K. DepartMent Of IMUSIC .....oocuiiiiiiiiiiiee sttt et e e e e aeeenee e 210
L. Department Of NUFSING .....ocuiiiiiiiesiese sttt st s ne e 211
M. Department of PSYCNOIOQY ....vviiviiiiiiiiiiiiiie sttt 220
N. Department of Sociology, Anthropology, and Criminal Justice Studi€S..........c.ccocceervvruenen. 225
O. Department of Social Work and Communication Sciences and DiSOrders ...........cc.ccecveee.... 228
P. Department of Theatre, Art, and Graphic and Animiation DeSigN.........ccccevveieveiiiiiiiiiiiesnnnnn 232
Q. Promotion Criteria for LIDrarians .........cccccueiviiiiiiiiiii i st se et sie e sea e 245
R. Student Evaluation of INStruCtiON........cccueiieiiiiiiieesese sttt 248
SECTION V. FACULTY DEVELOPMENT AND AWARDS......ccccoooiiiiiiiiiiiiie s, 252
A. Faculty Development and RESEAICN.........eciuiiiiiiiiiieiiesee st se s 253
B. Guidelines for the Solicitation of Sponsored AQreements ..........cocvveeeiivsieiieiiiiieiieeiisiieennn 256
C. Guidelines for Developing Proposals for Philanthropic GiftS ..........cccccevivieiiiiiiiiiiiieinenn 263
D. PropoSsal REVIEW FOIM . ..cuuiiiiiiiiiii sttt sttt et ste s sttt et st e s e e st eente e s e ateesneeense e 267
E. Faculty Awards: Criteria and Selection ProCeSS ........coecviveiiueiiiiiiiieiiisissiiesi s s 271
SECTION VI. GOVERNANCE ... .ooitiiiiite ettt 276
A. By-Laws of the Longwood Faculty SEnate...........cccueiieeiiiiiiiieiiiiiieiisei s 278
B. Committee Structure of the UNIVErSity ........ccoooueiiiiiiieiiiiiie sttt 285
C. Schedule Of EIECHIONS ......oiuieiiiiiieeie sttt 286
D. Academic ChairS COUNCH ...ccuviiuiiiiiiiiiiii sttt 287
E. Academic Technology AdVisory COMMILIEE ......c.ecveieeiiiieiiecieesieei st 288
F. Advisory Committee for the Center for Faculty Enrichment ..........cccccovvivieiiiiiiiiiicien, 289
G. Advisory Committee for the Office of Brock Experience for Transformative Learning ....... 290
H. Advisory Committeee for the Office of Student Research ..........cccoeveveviviiceiciiiiiiiiiiiian, 291
I. Center for Global Engagement AdVisory COUNCIl .....ccuvvveiveiiiiiiieiieeesiese s, 292
J. Civitae Core Curriculum COMMUITTEE .. ..ciuveieieiiiiiieiiesce st se e sereesree s 293
K. College Curriculum COMMIIEES ....veeiuiiiiiiiiiiieesiie ittt 297
L. Committee on Academic Program Assessment and REVIEW .........cccuvveiveiiiiiieeiiiiiiiiiiieanne, 298
M. Committee on Educational POIICY ........cccviiiiiiiiiiiiiii it 299

N. ComMIttEe ON FACUITY AWVAITS ... ..ttt eeetssssssnsesensnsnsnnnnnnnnns 300




O. Committee on Faculty Status and GrieVANCES ........vcueiveiieiiiiieiieie s s st sa e, 300
P. Committee on Faculty DeVelOPMENt .......ccuviiiiiiiiiiiecieii sttt s 311
Q. Committee on Faculty-Led Short-Term Study Abroad Programs..........ccccceeeeieeiviiieieeennen. 312
R. Committee on Finance and PIanNing ........c.cccovoueiiiiiiiieiiici ittt 313
S. Committee on Promotion and Tenure Policies and Procedures ..........ccuceeieiieiieeieiieeseennenn. 314
T. Cormier Honors College Advisory COMMItIEE ......ccuvviieeiiiiiieiiiiiiesieei s 315
U. Course Materials Affordability COMMItEE .......ccvevevveiiiiiiieiiecesesi s 316
V. Executive Committee of the Senate..........cccevviiiiviiiiiiiiiiiii st 317
W. Graduate COUNCH ...ueiuiiiiiiiie sttt st e see s 318
X. Graduate Curriculum COMMITIEE ... ...eeviiieieiiiieei ettt 320
Y. Graduate Petitions COMMUILEE .......eiviiiiiiiieiiice ettt se e s e ne e see s e s 321
Z. Institutional Animal Care and Usage COMMITIEE.......ccuviiveiiieiiieiiiiiie i s 322
AA. Institutional Biosafety COMMItIEEE. ........ecueiieiiiiiieeiie sttt 323
BB. Intercollegiate Athletic COUNCIL.......ccuiiiuiiiiiiiie ittt 324
CC. Interdisciplinary Teacher Preparation COMMIttEe........ccueieviiiieiiiiiiiiiii s se i 327
DD. Library Advisory COMMITIEE .......vceiiieiiiiiiie ittt s s aie e 328
EE. Longwood Committee on Intellectual Property........cccccoeeeveiiiiiceeiieiiieiieiiie s, 329
FF. Longwood Senior Thesis COMMITEEE .....viieeiiieiiiiiiiiescee sttt 330
GG. Longwood University Institutional Review Board ............cccccviveiiiieiieiiiiiiiieiiiiisaenn, 331
HH. Professional Education COUNCIl........ccuoiiiiiiiiiiiiiiiiecieee sttt 332
I1. Student Showcase Organizing CoOMMUTEE ........eivveiieiieeiii it 333

JJ. Undergraduate PetitioNS CoOmMIMITEE .. ... eeeeeiiee ettt e e et s se ettt eeeassasaeeeeeeereesesssaaseneeeeeeeaeaaasas 334




SECTION I. GENERAL POLICY STATEMENTS

A. Statement 0N ACATEMIC FIrEBOOM ......eiiie e ie ettt e et s seeeteeeteeeeesssasaeeeeeeeeeeesssaaaeseeeeeresssaaaes

B. Statement ON ProfeSSiONal ENICS ...........steeeeeeeeeeeeeeeeeeeeeeenenennnes

C. Statement 0N NON-DiSCIHMINATION. .....ccooiiiiie ettt ettt e e e e e reesseesessssssesessesasssaeseasasaas

D. Statement 0N SeXUAl HaraSSmMBNT .........iiieeeeee ittt e et et teeett et teeesssssaseeeeereeessssaaaseeneeeeeessaasnes

E. Statement 0N DUl REIATTIONSNIDS .........iieeeeeeeeeeeeeeeeeeeeeeennennnnnes

F. Substantive Change REPOIING POIICY .........eeeeeeeeeneeeeeneennennnnnes




A. STATEMENT ON ACADEMIC FREEDOM

Longwood University endorses the principle of academic freedom and subscribes to the
Statement on Academic Freedom adopted jointly by the Association of American Colleges
and by the American Association of University Professors in 1940. The following excerpts
are based on this statement:

Institutions of higher education are conducted for the common good and not to further the
interest of either the individual teacher or the institution as a whole. The common good
depends upon the free search for truth and its free exposition.

Academic freedom is essential to these purposes and applies to both teaching and research.
Freedom in research is fundamental to the advancement of truth. Academic freedom in its
teaching aspect is fundamental for the protection of the rights of the teacher in teaching and
of the student in learning.

The teacher is entitled to freedom in research and in the publication of the results, subject to
the adequate performance of other academic duties; but research for pecuniary return should
be based upon an understanding with the authorities of the institution.

The teacher is entitled to freedom in the classroom but should be careful not to introduce
controversial matter that has no relation to the subject.

College or university teachers are citizens, members of a learned profession, and officers of
an educational institution. When speaking or writing as citizens, they should be free from
institutional censorship or discipline; but a special position in the community imposes
special obligations. As guardians of learning and educational officers, they should
remember that the public may judge the profession and institution by their utterances.
Hence, they should be accurate, should exercise appropriate restraint, should show respect
for the opinion of others, and should make every effort to indicate that they are not speaking
for the institution.

References: Minutes of the Organization of Teaching Faculty, April 26, 1983; September
20, 1983.



B. STATEMENT ON PROFESSIONAL ETHICS

Members of the academic profession share a variety of rights and obligations. Professors
have a primary responsibility to seek and state the truth in their areas of competence, to
teach students according to the best scholarly standards, and to exercise their prerogatives as
citizens. Clearly there is the right to promote a professional career, but there are also certain
obligations to colleagues and to the University.

The primary responsibility of professors is to seek and to state the truth. They acknowledge
the obligation to develop and improve their scholarly competence and to exercise critical
self-discipline and judgment in seeking, using, extending and transmitting knowledge. They
welcome constructive criticism within their own disciplines from their own colleagues.
They practice intellectual honesty by drawing their conclusions on the basis of
investigation. Although they may follow subsidiary interests, these interests should never
hamper or compromise freedom of inquiry and scholarly integrity.

As teachers, professors encourage the free pursuit of learning in students and protect
students' academic freedom. They hold before students the best scholarly standards of their
discipline. They fulfill classroom obligations in a consistent, conscientious, and punctual
manner and accept the teaching responsibilities imposed by the published descriptions of
their course offerings. They respect students as individuals and adhere to their proper role as
intellectual counselor, making every reasonable effort to foster academic honesty and to
ensure that evaluations reflect students' true merit. Professors respect the confidential
aspects of the professor-student relationship, recognizing that abuse, intimidation, or
harassment of any kind have no place in this relationship. They avoid the exploitation of
students for their private advantage and acknowledge significant assistance from them.
They seek at all times to instill in students a love of learning, respect for intellectual
achievement, a sense of pride in their own accomplishments, and respect for the viewpoints
of others.

As colleagues, professors have obligations that derive from common membership in the
community of scholars. They respect and defend the free inquiry of associates and accord
them just and equitable treatment in the exercise of their professional rights and
responsibilities. In the public and private exchange of ideas and criticism, they show due
respect for the opinions of others by basing such ideas and criticisms on valid assumptions,
and they acknowledge their academic debts by interpreting and using writings of others and
the findings of educational research with intellectual honesty. They strive to be objective in
professional judgment of colleagues and are careful not to defame a colleague's reputation
or make false or malicious statements about a colleague. They accept a fair share of faculty
responsibilities for the governance of the institution and are careful to avoid any conflict of
interest. They keep the trust under which confidential information is exchanged regarding
their colleagues.

As members of Longwood University, professors seek above all to be effective teachers
and scholars, to assume the responsibility of helping the university meet its goals and to be
accountable to the university when speaking as a representative of the university. Professors
observe the regulations of the institution but maintain their right to question and seek
revision; they are judicious in the handling of confidential information. They determine the
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amount and character of the work they do outside the university with due regard to the
primacy of university responsibilities. Professors recognize their obligation to treat all
university constituencies with dignity and their right to be similarly treated by others. When
considering the interruption or termination of their services, they recognize the effect of
their decision upon the program of the university and give due notice of their intentions.

As members of the community, professors have the rights and obligations of any citizen,
measuring the importance of these obligations in the light of their responsibilities to their
classes, to their students, to their profession, and to Longwood University. Community
obligations and commitments should not supersede or interfere with academic and
professional commitments. When they speak or act as private persons, they avoid creating
the impression that they speak or act for the university. As citizens engaged in a profession
that depends upon freedom for its health and integrity, professors have an obligation to
promote conditions of free inquiry and to further public understanding of academic
freedom. When opportunity is present and as time permits, professors have the obligation to
share their professional expertise for the benefit of the community.

References: Minutes of the Organization of Teaching Faculty, April 28, 1981; amended
September 10, 1981.



C. STATEMENT ON NON-DISCRIMINATION

Because of our commitment to realizing equal opportunity for all students, employees, and
applicants for admission and employment, Longwood University faculty members promote
an environment that is welcoming to all and seek to foster justice- and equity-based civic
leadership through our programs and practices. Longwood University adheres to all
applicable state and federal non-discrimination policies, equal opportunity/affirmative
action statutes and regulations, and policies regarding civility, diversity, and inclusion in the
workplace. Any members of the faculty, including administrators with faculty rank, who
have grievances based on discrimination should direct their complaints to the Office of
Human Resources for resolution or referral.

References: Minutes of the Board of Visitors, August 4, 1978; July 27, 1990; June, 2006;
September, 2019.


http://solomon.longwood.edu/offices--departments/human-resources/policies--procedures/non-discrimination.php
http://solomon.longwood.edu/offices--departments/human-resources/employee-relations/
http://solomon.longwood.edu/offices--departments/human-resources/employee-relations/

D. STATEMENT ON SEXUAL HARASSMENT

Longwood University is committed to providing a healthy living, learning and working
environment; an atmosphere that emphasizes the dignity and worth of the individual, which
promotes personal integrity, civility and mutual respect, and creates an environment that is
free from sexual harassment. Sexual harassment is not tolerated by Longwood University
and is prohibited by law and university policy. Employees and students must be allowed to
work and learn in an environment free from sexual harassment. All faculty members are
“Responsible Employees,” which means that they are required to report any information
that they have received, whether intentionally or not, about instances of sexual misconduct
or sexual harassment to the University’s Title IX coordinator within 24 hours. Reporting is
critical to the well-being and safety of the University community.

Faculty should refer to the University Title IX Policy for details. This policy prohibits
sexual misconduct, including sexual discrimination, sexual harassment, sexual assault,
sexual violence, dating and relationship violence, and stalking by employees, students, or
third parties. This policy addresses sexual misconduct that involves members of the
Longwood community who are involved in an education program or activity which includes
locations, events or circumstances over which Longwood University exercises substantial
control over both the alleged respondent and the context in which the sexual harassment
occurs. The intent of this policy is to provide the campus community with information,
common definitions, and strategies to report incidents that occur.

Approved by the Longwood College Board of Visitors, July 26, 1993; Faculty Senate,
August 18, 2020.



E. STATEMENT ON DUAL RELATIONSHIPS

Amorous Relationships between Faculty and Students. Amorous relationships between
faculty and students whom they directly supervise are unwise and unprofessional. Such
relationships create potential harm for students and raise the potential for liability for the
faculty member and the University if the facts regarding the relationship support a claim of
sexual harassment (see I.D., Sexual Harassment Policy), and they risk creating the
perception that bias and/or favoritism may play a part in student evaluation. Therefore
Longwood University does not condone nor will it tolerate romantic or sexual relationships
between faculty members and the students whom they teach, coach, supervise, evaluate, or
grade. Failure to comply is potentially grounds for termination.

Even in cases where the faculty member does not directly supervise the student,
participation in an amorous relationship with a student may lead to difficulties. Such
relationships, particularly when the faculty member and student are in the same academic
unit, create the potential for conflicts of interest. Faculty members must distance themselves
from any decisions that may reward or penalize a student with whom the faculty member is
having, or has had, an amorous relationship.

Related Persons as Students. Faculty members should avoid being placed in a position of
authority over their spouses, intimate partners, immediate family members or relatives
concerning their teaching, research and advising assignments. In the event that avoidance of
such conflict would be unfair to the student, the faculty member must disclose the matter to
the department chair, who will oversee the evaluation process of the student. If the faculty
member in question is the department chair, the Dean will oversee the evaluation process.

Approved by the Longwood University Board of Visitors, June 4, 2008.



F. SUBSTANTIVE CHANGE REPORTING POLICY

PURPOSE
Longwood University recognizes the importance of compliance with the SACSCOC
Substantive Change Policies and Procedures of the Southern Association of Colleges and
Schools Commission on Colleges (SACSCOC), which requires the University to report all
substantive changes accurately and in a timely manner to SACSCOC. This policy exists
specifically to establish, clarify and communicate the requirement that the President and
Board of Visitors must approve all University changes deemed to be “substantive” if they
must also be subsequently approved by the University’s institutional accrediting body,
SACSCOC. The Provost and Vice President for Academic Affairs (PVPAA) must approve
all University changes deemed to be “substantive” if such changes require only notification
to SACSCOC; the PVPAA must also notify the President and Board of Visitors.

SACSCOC accredits the University and its programs and services, wherever they are
located or however they are delivered. SACSCOC is recognized by the United States
Department of Education as an agency whose accreditation enables its member institutions
to seek eligibility to participate in federally funded programs. SACSCOC requires
accredited institutions to follow its substantive change procedures. In order to retain
accreditation, the University is required to comply with SACS COC procedures concerning
substantive changes.

While the purpose of this policy is to document the approval and transmittal process to
SACSCOC, new, revised or discontinued degrees and establishment of distance learning
sites may also require reporting and prior approval from the State Council of Higher
Education for Virginia (SCHEV). The requirements of both agencies must be met;
compliance with one does not constitute compliance with the other. This policy is primarily
designed to address academic programs and curricular issues, although other defined
substantive changes are also covered.

DEFINITIONS

A. Approval: An official action by the SACSCOC Board of Trustees enabling an
institution to implement a proposed substantive change.

B. Branch Campus: A location of an institution that is geographically apart and
independent of the main campus of the institution, and one where instruction is
delivered. A location is independent of the main campus if
1. The location is permanent in nature.

2. The location offers courses in educational programs leading to a degree,
certificate, or other recognized educational credential.

3. The location has its own faculty and administrative or supervisory organization
and has its own budgetary and hiring authority. Source: SACSCOC.

C. Cooperative Academic Arrangement: An agreement between a SACSCOC-
accredited institution and another entity (or entities) to deliver program content
recorded on the SACSCOC institution’s transcript as its own (e.g., consortia,
collaborative agreements with international institutions). Source: SACSCOC.




Distance Education: A method of delivery in which the majority of the instruction
(interaction between students and instructors and among students) occurs when
students and instructors are not in the same place. Instruction may be synchronous
or asynchronous. Source: SACSCOC.

Dual Academic Award: A student receives instruction at two (or more) institutions
in prescribed curricula leading to each institution granting academic awards at the
same credential level. Source: SACSCOC.

Educational Program: A coherent course of study leading to the awarding ofa
credential (e.g., a degree, diploma or certificate). Source: SACSCOC.

Joint Academic Award: A student receives instruction at two (or more) institutions
in prescribed curricula leading to the institutions granting a single academic award
bearing the names, seals, and signatures of each participating institution. Source:
SACSCOC.

Level: SACSCOC’s taxonomy categorizes institutions by the highest degree
offered. Longwood University is designated as a Level Il institution because it
offers the master’s degree as the highest degree.

Merger/Consolidation: SACSCOC defines a consolidation as the combination or
transfer of the assets of at least two distinct institutions (corporations) to that of a
newly-formed institution (corporation), and defines a merger as the acquisition by
one institution of another institution's assets. For the purposes of accreditation,
consolidations and mergers are considered substantive changes requiring review by
the Commission on Colleges. (Examples include: a senior college acquiring a junior
college, a degree-granting institution acquiring a non-degree-granting institution,
two junior or senior colleges consolidating to form a new institution, or an
institution accredited by the Commission on Colleges merging with anon-
accredited institution). Source: SACSCOC.

Notification: A letter from an institution’s chief executive officer or their
designated representative to SACSCOC to summarize a proposed change, provide
the intended implementation date, and list the complete physical address, if the
change involves an off-campus instructional site. Source: SACSCOC.

Off-Campus Instructional Site: A location geographically apart from an
institution’s sole main campus and where instruction is delivered. This may or
may not be a branch campus. Source: SACSCOC.

Significant Departure: A program that is not closely related to previously

approved programs at the institution or site or for the mode of delivery in question.

To determine whether a new program is a significant departure, it is helpful to

consider the following questions:

1. What previously approved programs does the institution offer that are closely
related to the new program and how are they related?

2. What percentage of the required coursework is new?

3. Will significant additional equipment or facilities be needed?
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4. Will significant additional financial resources be needed?

5. Will a significant number of new courses be required?

6. Will a significant number of new faculty members be required?
7. Will significant additional library/learning resources be needed?
8. Will the CIP code change?

Source: SACSCOC, SCHEV.

Substantive Change: A significant modification or expansion of the nature and

scope of an accredited institution. Substantive changes include but are not limited

to:

1. Any change in the established mission or objectives of the institution.

2. Any change in legal status, form of control, or ownership of the institution.

3. The addition of a program that represents a significant departure, either in
content or method of delivery, from those that were offered when the
institution was last evaluated.

4. The addition of courses or programs of study at a degree or credential level

different from that which is included in the institution’s current accreditation

or reaffirmation.

Initiating programs by distance education or correspondence course.

Adding a method of delivery to an existing program.

A change from clock hours to credit hours.

A substantial increase in the number of clock or credit hours awarded for

successful completion of a program.

9. The establishment of an additional location geographically apart from the
main campus at which the institution offers at least 50 percent of an
educational program.

10. The establishment of a branch campus.

11. Closing a program, off-campus site, method of delivery, branch campus or
institution.

12. Entering into a cooperative academic agreement such as a dual or joint
academic award with another institution.

13. Initiating programs designed for prior learning.

14. Acquiring another institution or a program or location of another institution.

15. Adding a permanent location at a site where the institution is conducting a
teach- out program for a closed institution.

16. Entering into a contract by which an entity not certified for Title IV funding
offers part of one or more of the accredited institution’s programs.

Source: SACSCOC.

N O

Teach-Out: The process and time period of a written teach-out plan by which the
University provides instructional and academic support services to students
enrolled at a site that has been closed and/or in a program that has been
discontinued. The teach-out plan provides an orderly process, the equitable
treatment of students, minimal disruption and additional costs to students, and
covers all enrolled students regardless of their progress to completion. Source:
SACSCOC.

Teach-Out Agreement: A written agreement between institutions that provides for
the equitable treatment of students covered by a teach-out plan to complete their
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program of study. Source: SACSCOC.

APPLICABILITY

This policy applies to all University officers who can initiate, review, approve, and
allocate resources to any changes, including those to academic and non-academic
programs and activities that may be considered a substantive change according to
SACSCOC Substantive Change Policy and Procedures. Within academic areas, such
changes can originate with individuals or groups of faculty members, Department
committees, Department Chairs, Deans and Associate Deans, the Provost and Vice
President for Academic Affairs (PVPAA), Faculty Senate, or any other area reporting to
the PVPAA.

In those areas outside of Academic Affairs, potential substantive changes may arise in
individual units, among supervisors in each area, executive management teams within
Vice Presidential areas, or with the Vice Presidents or Cabinet. Further, the need for a
potential substantive change may come to the attention of the President or those in their
direct reporting line.

Each individual hereby designated is required to be familiar and comply with this policy.
POLICY

As the University pursues structural and programmatic changes, the President and
Board of Visitors must approve all University changes deemed to be “substantive” if
they must also be subsequently approved by SACSCOC. The PVPAA must approve
all University changes deemed to be “substantive” if such changes require only
notification to SACSCOC; the PVPAA must also notify the President and Board of
Visitors.

The University will follow the substantive change procedures of SACSCOC, and
inform the SACSCOC of such changes and proposed changes in accord with those
procedures. Regardless of the origination point, all substantive changes must be
tracked and reported under this policy.

ENFORCEMENT

A. Responsibility

1. SACSCOC Accreditation Liaison: The Provost and Vice President for
Academic Affairs serves as the SACSCOC Accreditation Liaison. In the years
between accreditation reviews, the liaison is responsible for ensuring the timely
submission of annual institutional profiles and other reports as requested by the
Commission. The liaison is responsible for the accuracy of all information
submitted to the Commission and for ensuring ongoing compliance with
Commission standards, policies, and procedures beyond reaffirmation. During
the Reaffirmation Cycle, the liaison serves on the SACSCOC Reaffirmation
Leadership Team and oversees all staffing aspects of the Reaffirmation process.
The liaison is responsible for internal and external monitoring of substantive
change progress, and responsible for reporting final change status.
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2. Vice Presidents: The vice presidents are responsible for their respective areas
bringing forward any potential substantive changes under this policy.

3. President: The president, with the SACSCOC Accreditation Liaison, is
responsible for the accuracy of all information submitted to SACSCOC and for
ensuring ongoing compliance with SACSCOC standards, policies, and
procedures beyond reaffirmation. The president is responsible for oversight and
final reporting of substantive changes to SACSCOC.

B. Sanctions: If Longwood University fails to follow SACSCOC procedures for
notification and approval of substantive changes, its total accreditation may be
placed in jeopardy. For that reason, the sanction for failure to follow this University
policy must be sufficient to avoid such failure. If an academic program, unit or
officer initiates a substantive change without following the procedures outlined in
this policy, the President or Provost and Vice President for Academic Affairs may
direct the immediate cancellation or cessation of that change, with due regard for the
educational welfare of students, when it is discovered. In areas outside of Academic
Affairs, the same sanction may be applied by the President or relevant Vice
President.

VI. PROCEDURE
Procedures do not require approval of the Board of Visitors.

References: Faculty Senate, October 4, 2012; February 14, 2019; February 11, 2021;
Board of Visitors, December 7, 2012; March 22, 2019
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A. ACADEMIC LOAD

1. The Provost and Vice President for Academic Affairs, the college deans, and the

department chairs are responsible for ensuring equitable application of academic load
policies for all faculty members; once a year, in early February, these individuals will
meet to review the application of policy for the current and forthcoming year in all
academic units.

Undergraduate Teaching. At the undergraduate level, a standard teaching load is
based on 24 credit hours, or the equivalent, per academic year; this applies to both on-
campus and distance learning offerings. Although the normal distribution of teaching
duties is 12 credit hours per semester, or the equivalent, a department chair may assign
variations such as a 15/9 credit-hour distribution during two successive semesters to
meet fluctuating student needs or other extenuating circumstances.

Equivalences are necessary for disciplines having courses for which credit hour does not
equal weekly in-class scheduled time. For such disciplines, the standard teaching load is
based on contact (in-class) hours, and should not exceed 12 in-class hours per week
except in instances where extensive preparation is not required. In the latter event, 15 in-
class hours is the standard. Although the normal distribution of teaching duties in these
disciplines is 12 weekly in-class hours (except as noted above), a department chair may
assign variations such as a 15/9 contact-hour distribution during two successive
semesters to meet fluctuating student needs or other extenuating circumstances.

Supervision of student teachers. No supervisor should be responsible for more than 18
students per semester. The credit-hour load for supervisors is normally two credit hours
per three students supervised at clustered locations or three credit hours per three
student supervised at widely spaced assignments, and is based on an assumption of
weekly visits.

Supervision of interns. No supervisor should be responsible for more than 18 interns
per semester if travel to the intern site is required. In the event that weekly visits are
required, the credit-hour load for supervisors is two credit hours per three interns
supervised; this standard is based upon the placement of interns at scattered locations. If
visits are less frequent, or if locations are clustered, the credit-hour load should be
adjusted proportionately.

Supervision of practica; instruction in field-based seminars. Faculty members
supervising practica or delivering field-based instruction are awarded the credit assigned
to the practicum or seminar as part of their teaching load.

Overloads should be discouraged, and will be approved only when absolutely necessary.
However, when overloads are unavoidable, faculty members may receive additional
compensation for any load that exceeds normal expectations.

Intersession Teaching. Because of concerns regarding faculty workload during the
academic year, faculty are discouraged from teaching more than one preparation during
Intersession. However, it is recognized that each department’s needs are unique and
offering more than one preparation may be advantageous to the department. Therefore,
an instructor proposing to teach more than one preparation must apply through the
department chair to the college dean for permission, stating his or her rationale.
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3. Graduate Teaching. For faculty members teaching a combination of graduate and
undergraduate courses, the standard teaching load is based on 21 credit hours (exclusive
of thesis direction), or the equivalent, per year. For faculty members teaching only
graduate courses, the standard teaching load is based on 18 credit hours (exclusive of
thesis direction), or the equivalent, per year; these teaching loads apply to both on-
campus and distance learning offerings.

Qualifications for Reduced Teaching Load. Graduate faculty are eligible for graduate
teaching reassignment time if they teach two or more courses, the total of which is at
least six credits in value, per academic year (fall/spring semesters) or per calendar year
(spring/fall), which meet the minimum enrollment standard of at least five students
enrolled for graduate credit per course.

4. Other Load Measures. Time in class, and credit hours, are only two parameters that
may be used to measure load at undergraduate and graduate levels. Other important
considerations are the number of different preparations required of each faculty
member, and the number of students enrolled in classes, as well as the student-intensive
nature of instruction (grading written assignments, academic conferencing on a one-to-
one basis). Typically faculty members shall have no fewer than 4, nor more than 7,
preparations in a given academic year.

5. Reassigned Time. Faculty members may receive reassigned time, with the approval of
the department chair and the college dean, for the following:

a. Department Chairs. One or two courses per semester during term of office
depending upon the size of the department, the number of disciplines in the
department, and the complexity of discipline-specific activities within the
department. Reassigned time is negotiated annually with the college dean.

b. Chair of the Senate. One course per semester during term of office.

c. Chair of the Educational Policy Committee (EPC). Receive compensation the
same as the Chair of the Faculty Senate.

d. Thesis direction (graduate faculty). No faculty member should direct more than 6
thesis projects simultaneously. Each faculty member directing a thesis shall receive
reassigned time or be compensated for each thesis directed.

e. Scholarly activity. Faculty members engaged in exceptional scholarly activity may
request reassigned time to conduct that activity by submitting a detailed plan to their
department chair and college dean. In order to be granted reassigned time, the
scholarly activity must lead to the timely production of results that will be available
to the public beyond the scope of the Longwood faculty, staff, and students.
Culmination of the scholarly activity must be accomplished within two years of the
initial awarding of reassigned time. No more than one course reassignment per year
is permitted to enhance scholarly activity, which is expected of all faculty within the
scope of normal professional responsibilities.

f. Administrative duties related to credit-bearing programs. One course per
semester during periods of specific, intensive, administrative responsibilities.
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g.

Administrative duties related to the direction of SACSCOC, CAEP, and other
approved accreditation reports. One course per semester during periods of data
collection and report preparation.

6. Other professional responsibilities. Teaching courses is only a portion of the normal
professional expectations for university faculty members. Assuming a minimum 40-
hour work week, and acknowledging an average 50-60 hour work week, and further
assuming that average instructional responsibilities require 12 hours a week in class, at
least 28 hours per week are available for faculty members to engage in other
responsibilities characteristic of the profession. These include:

a.

J-

Preparation for classes, grading, and advising students (estimated 2 hours for each
hour in class)

Availability to students outside the structured class time
Scholarly activity
Public service and committee responsibilities

Directing undergraduate independent research projects or senior honors research
projects

Assessment of course and teaching effectiveness
Travel related to student field experiences
Teaching compensated courses such as professional studies courses

Participation in the graduate level experience including professional portfolio,
thesis, comprehensive examination, and other culminating evaluations

Duties associated with state/regional/national offices in professional organizations

Except for those duties dictated by teaching assignments, the professional activity
pursued by each faculty member becomes a matter of individual discretion. Faculty
members should keep careful records of their professional activities outside the
classroom so that appropriate annual evaluation can be conducted.

References: Minutes of the College Council, March 28, 1991; April 23, 1992, Faculty
Senate Minutes, August 1997; October 2015; February 10, 2022
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B. SYLLABUS/OFFICE HOURS

Faculty members must make available a syllabus to each of their students, preferably on the
first meeting day but no later than the end of the add/drop period. The syllabus states the
expectations of the course. An electronic copy of each syllabus, identical to the copy
provided to the students, must be filed by faculty members with their department chair the
end of the add/drop period.

A syllabus must contain the following information:

Course discipline and number

Course title

Semester offered

Instructor’s name

Instructor’s office location

Instructor’s office telephone

Instructor’s email address

Instructor’s office hours (See below)

Course catalog description including course credits

Textbook (and any other items to be provided by the students)

Civitae Core Curriculum Student Learning Outcomes (if applicable)

Course Student Learning Outcomes* (mandatory outcomes for all sections of this course as
determined by the appropriate department)

Section Student Learning Outcomes (additional outcomes for this section if applicable)

Class schedule (Must include at least a weekly listing of substantive topics, with dates.)

Course Structure and Student Expectations demonstrating compliance with Standards for
Academic Credit, see Section II. 1.

Course requirements (due dates and descriptions for tests, term papers, etc. as well as their
connections with course outcomes when appropriate)

Grading policy (including complete grading scale and weighted proportions; see Sections II.
C Grading and I1. E Final Examinations )

Attendance policy (See Section Il. F Class Attendance)

Disability Accommodations policy

Honor Code statement

Link to Academic Affairs Syllabus Page that contains information common to all university
courses (including Disability, Title IX, Mental Health Services) as approved by Faculty
Senate and posted on: http://www.longwood.edu/academicaffairs/syllabus-statements/

Optional items may include but are not limited to cellphone or other electronic device
policy, policy on late work, etc.

*These should be written so as to identify sections of the same class and distinguish them
from others.
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OFFICE HOURS:

Faculty members are expected to be available to consult with students outside scheduled
classroom hours. At least four office hours per week must be posted on the door of each
full-time faculty member’s office. Adjunct faculty will work with individual department
chairs to establish an appropriate number of office hours and other forms of access
(including electronic).

Distance learning courses must also include provision for structured access to and
interaction with the faculty member. The access may be through office hours scheduled at
the off-campus site or through appropriate e-mail, Internet, and other electronic
communication. The course syllabus should clearly state the means of structured access and
interaction for the course.

References: Faculty Senate, March 12, 2015, March 3, 2016, March 1, 2018, April 26,
2018; Board of Visitors, June 8, 2018.
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C. GRADING

The evaluation of student work and the assignment of grades are the responsibility and
prerogative of the individual instructor. The instructor must publish in the course
syllabus the procedures used in determining grades, including the proportionate
weighting of examinations and other course requirements. The instructor must maintain
a systematic record of grades. This record must be available to the department chair in
case of sickness or other inability to complete a course or if employment with the
University is not continued.

Students are expected to attend all classes. Failure to attend class regularly
impairs academic performance.

Absences are disruptive to the educational process for others. This is especially true
when absences cause interruptions for clarification of material previously covered,
failure to assume assigned responsibilities for class presentations, or failure to adjust to
changes in assigned material or due dates.

It is the responsibility of each instructor to give students a copy of his or her
attendance policy in the course syllabus.

Instructors may assign a grade of “0” or “F” on work missed because of
unexcused absences.

Instructors have the right to lower a student’s course grade, but no more than one letter
grade, if the student misses 10 percent of the scheduled class meeting times for
unexcused absences.

Instructors have the right to assign a course grade of “F” when the student has missed a
total (excused and unexcused) of 25 percent of the scheduled class meeting times.

Students must assume full responsibility for any loss incurred because of absence,
whether excused or unexcused.

Instructors should permit students to make up work when the absence is excused.
Excused absences are those resulting from the student’s participation in a college-
sponsored activity, from recognizable emergencies, or from serious illness. Faculty may
require documentation for excused absences in their attendance policy.

Student Health Services will provide documentation of needed absence in very
limited cases: only for those students who are sent home by Student Health (ex.
Communicable disease). The Dean of Students may also provide documentation for
students unable to attend class due to mental health reasons.

Once a grade has been submitted to the registrar, it may be changed by the instructor
only if an error in computation or recording is discovered, or to remove a grade of
incomplete. Grades may be changed by designated individuals other than the instructor
only in cases of successful grade appeal or medical withdrawal. Grade changes must be
submitted in writing, signed, dated, and hand-delivered to the registration office by the
instructor or a designated University official.

At the end of the fall and spring semesters, final grades for full-semester undergraduate
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classes must be posted by 8:30 a.m. on the Monday following final exams week. Grades
for graduate classes, partial term courses, summer term courses, and winter intersession
courses - are due at 8:30 a.m. on the third day after the end of the term indicated in the
published academic schedule. If an instructor is unable to meet these deadlines, he or she
should contact the relevant Dean and the Registrar.

Undergraduate Grading Policy

1. Beginning with the Fall 2011 semester, plus and minus signs on grades will affect the
grade point average calculation. The following point values will be used: A = 4.0, A-
=3.7,B+=33,B=3.0,B-=27,C+=23,C=20,C-=17,D+=13,D=1.0, D-
= 0.7, F = 0. For courses taken before the Fall 2011 semester, plus and minus signs
on grades will not be used in computing the GPA

a. The grade of "A" indicates excellence in learning and scholarship. Such
scholarship should involve not only the recall of information, but also the ability
to communicate the information effectively and to understand its importance and
application.

b. The grade of "B" indicates substantial mastery of the objectives of the course.
c. The grade of "C" indicates average work.

d. The grade of "D" indicates substandard work of sufficient quality and quantity to
be counted toward graduation if balanced by above-average work in other
courses.

e. The grade of "F" indicates failure to meet the objectives of the course.

f. The grade of "I" indicates that because of illness or for other good reason the
work of the semester has not been completed. An "I" becomes an "F" unless the
work is completed and the instructor assigns a course grade by the published
date in the middle of the subsequent regular semester. The due date is published
in the University calendar.

g. The grade of "P" indicates that the student has received credit for the course on a
pass/fail option. This option is generally limited to elective courses and certain
courses offered only on a pass/fail basis. No student may elect more than three
courses on a pass/fail basis. Students must notify the Office of the Registrar before
the end of the second week of classes if they wish to take an elective course for
pass/fail credit. Faculty will only have the grade of P or F in myLongwood when
entering midterm grade estimates and final grades.

h. The grade of "W™" indicates withdrawal without academic penalty. It is
automatically assigned for withdrawal from the end of the drop period (first six
class days) through the 50th day of regularly scheduled classes and for other
documented withdrawals. Like all grades, "W" grades are recorded on the student's
transcript. Upon withdrawal from a course or the University, these grades are
assigned in the following manner:

(1)  Students may withdraw from individual classes with a grade of "W" until 5
p.m. on the 50" day of regularly scheduled classes. After that date,
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withdrawals from individual classes are not permitted except for medical or
other non-academic emergencies.

@ A student who seeks to withdraw, for medical reasons, from the

University or from a class after the 50th day of regularly scheduled
classes must by noon of the last class day (finals weeks is not
considered in last day calculation) have a letter sent to the Dean of
Students by the student’s personal physician, detailing the nature of the
ilness and recommending withdrawal for medical reasons. In
extenuating circumstances not related to the academic performance, the
dean may grant a withdrawal if a written request from the student is
received by noon of the last class day. If the dean approves the request,
the dean will send a copy of the request or letter to the Office of the
Registrar and all affected grades for that semester will be noted as "W™
on the student's transcript. The dean and/or Registrar will notify the
student's faculty members of any grade changes.

() A student who seeks to withdraw for medical reasons from an
individual class after the 50th day of regularly scheduled classes must
by noon of the last class day have a letter sent to the dean of the
student’s College by the student’s personal physician, detailing the
nature of the illness and recommending withdrawal for medical
reasons. In extenuating circumstances not related to the academic
performance, the dean may grant a withdrawal if a written request from
the student is received by noon of the last class day. If the dean
approves the request, the dean will send a copy of the request or letter
to the Office of the Registrar and the affected grades for that course
will be noted as “W” on the student’s transcript. The dean will notify
the student’s faculty member(s) of any grade changes.

Students withdrawing from the University should go to the Office of the
Registrar to initiate the University withdrawal process.

(2)  For classes held in non-traditional time frames, such as summer school or for
off-campus offerings, students may withdraw with no penalty during the first
half of the course, but may not withdraw during the second half of the course
except for medical or other non-academic emergencies.

i. The grade of "AU" indicates that the student is auditing the course. Auditing a
course means that a student enrolls in a course, if class size permits and with
department approval, but does not receive academic credit.

J.  The grades of “PV”, “DV”, and “FV” were approved in the spring 2020 semester
because of the COVID-19 pandemic. “PV” indicates a grade of “C-* or better;
“DV” indicates a grade of “D+”, “D”, or “D-*; “FV” indicates a failing grade.
Grades of “PV” and “DV” denote course completion. None of these three grades
count in the student’s GPA.

2. During the regular session, grade estimates are available to all first-year students,
ROTC Cadets, upperclass students making a “D” or “F”, and students who are not
making satisfactory academic progress (all students with a cumulative GPA less than
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2.0). Estimate grades are due to the Office of the Registrar by noon on the 40th day of
regularly scheduled classes and are available to students and advisors in myLongwood
as soon as they are posted. Estimates are not recorded as part of the student’s
permanent academic record. They are, however, an important indicator of academic
risk to students. This early warning should give the student time to improve academic
performance where needed.

Students are allowed five course repeats for which the original grade is excluded and
the most recent grade earned, even if it is lower, will be included in GPA calculation.
This means you can retake the same course five times, or retake five different courses,
or any other combination. Starting with the sixth repeat, both the original and the new
grade will be included in grade point average calculations, but only the second
enrollment will count in earned hours.

Only course work taken at Longwood University can be used in the repeat grade
calculation. Transfer credits do not replace an earned grade. The repeat policy does not
apply to courses which have an alternate repeat policy stated in the course description.
Retaking a class can extend the time it takes for the student to graduate. Students do
not earn additional cumulative credit (and may lose cumulative credit) when they
retake a course, which can affect athletic eligibility.

All enrollments and grades appear on the transcripts regardless of repeat status. Grades
for repeated courses after the fifth repeat are designated on the transcript with an
‘A(verage)’ in the repeat column of the transcript, to signify the grade is calculated in
the grade point average. Prior to Fall 2011 repeated courses were designated by an “R”
e.g., RA, RB, RC, RD and RF.

Graduate Grading Policy

Beginning with the Fall 2014 semester, plus and minus signs on grades will affect the
grade point average calculation. The following point values will be used: A =4.0, A-=
3.7,B+=33,B=3.0,B-=2.7,C+=23,C=2.0,C-=1.7,F=0. For courses taken
prior to the Fall 2014 semester, plus and minus signs on grades were not used in
computing the GPA. A minimum grade point average of 3.00 on a 4-point scale is
required to remain in the graduate program and for graduation.

a. The grade of “A” indicates excellence and mastery of the subject matter.
b. The grade of “B” indicates good understanding of the subject matter.
c. The grade of “C” indicates passing knowledge of the subject matter.

d. The grade of “F” indicates failure to master the subject matter through the
objectives of the course.

e. The grade of "I" indicates that because of illness or for other good reason, the
work of the semester has not been completed. An “I” becomes an “F” unless
the work is completed and the instructor assigns a course grade by the last day
of classes of the subsequent regular semester as published in the University
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calendar (i.e., an incomplete awarded in the fall semester must be removed by
the last day of classes in the spring, and an incomplete awarded in the spring
or summer semesters must be removed by the last day of classes in the fall).
The awarding of a grade of “I” requires an understanding between the
instructor and student as to when and how the course will be completed. An
extension of the time limit is possible, but must be approved, prior to the
expiration date stated above, by the instructor and the Dean of the College of
Graduate & Professional Studies. A graduate student with six or more hours of
incompletes will not be allowed to enroll in any additional graduate courses.

The grades of “P”, “SP”, and “NP” indicate the following: the
Pass/Satisfactory Progress/Not Pass grading option will be used in all thesis
research, collaborative special education research, professional portfolio, and
comprehensive examination courses and will not be used in calculating the
grade point average. The P/SP/NP grading option must be used in all
practicum, internships, externships, and field/clinical experiences if so
designated by the program and will not be used in calculating the grade point
average. Each course will have a minimum number of hours with a “P” grade
required and only those hours with a grade of “P” will meet requirements for
completion. The P/SP/NP grades do not affect the GPA. All students must be
enrolled in a minimum of one (1) credit hour of the applicable field experience
to be completing any clock hours of placement in the field in order to be in
compliance with insurance regulations per the Attorney General’s office.

The grade of “W” indicates withdrawal without academic penalty. It is
automatically assigned for withdrawal from full term fall and spring classes
from the end of the drop period (first six class days) until 5:00 p.m. on the fiftieth
(50th) day and for withdrawals from summer and other non-full term courses
from the end of the drop period to the mid-point of the course. Like all grades,
"W grades are recorded on the student's transcript. Upon withdrawal from a
course or the University, these grades are assigned in the following manner:

(1) A student who seeks to withdraw, for medical reasons, from an individual
class or from the University after the 50th day of regularly scheduled classes
must by noon of the last class day (finals week is not considered in last day
calculation) send a letter to the Dean of the College of Graduate &
Professional Studies accompanied by a letter from a physician, detailing the
nature of the illness, and recommending withdrawal for medical reasons. In
other extenuating circumstances not related to academic performance, the
Dean may grant a withdrawal if a written letter from the student is received
by noon of the last class day. If the Dean approves the request, the Dean will
send a copy of the letter to the Office of the Registrar and the affected
grade(s) for that semester will be noted as “W” on the student’s transcript.
The Dean will notify the student’s faculty members of any grade changes.

The grade of “AU” indicates participation on a noncredit basis by students
who meet certain minimum standards set by the course instructor. Students
wishing to audit must have permission from the chair of the department in
which the course is offered, do not receive academic credit, and are subject to
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the same tuition and fees as students enrolled for credit.
2. Grad Policy Repeating Courses

The Repeated Course Policy allows a graduate student three course repeats, for
which the original grade is excluded and the most recent grade earned, even if it
is lower, is included in GPA calculation. This means a graduate student can
retake the same course three times, or retake three different courses, or any other
combination but only the last enrollment of any individual course will count in
earned hours. After three course repeats have been used, if a student should
repeat additional courses, both the original and the new grade will be included in
grade point average calculations.

Only graduate coursework taken at Longwood University can be used in the
repeat grade calculation. Transfer credits do not replace an earned grade. The
repeat policy does not apply to courses which have an alternate repeat policy
stated in the course description. Retaking a class can extend the time it takes for
the student to graduate. Students do not earn additional cumulative credit (and
may lose cumulative credit) when they retake a course.

All enrollments and grades appear on the transcripts regardless of repeat status.

References: Minutes of the Organization of Teaching Faculty, March 6, 1986; March 5,
1907; January 15, 1987; April 30, 1987; February 16, 1989; October 12, 1989;
November16, 1989; College Council, April 23, 1992, Faculty Senate, February 9, 2023,
April 20, 2023, October 1995; November 14, 2004; April 9, 2015, December 3, 2015,
February 4, 2016, April 5, 2018, March 26, 2020; February 10, 2022 Board of Visitors,
June 15, 2001; Board of Visitors, June 10, 2010.
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D. GRADE APPEALS

The faculty of Longwood University is unequivocally committed to the principle that
evaluation of student work and assignment of grades is a responsibility and a prerogative
to be exercised solely by the individual instructor.

Should a student believe the final course grade received was unfairly awarded, the student
has the right to appeal. Students should be aware of the fact that the appeal procedure may
result in a grade being raised, lowered, or remaining unchanged. The student must initiate
the appeal in writing by February 1 (for grades awarded in the fall semester or intersession)
or by September 15 (for grades awarded in the spring semester or in summer). The appeal
uses the following procedure:

1. The student discusses the grade with the instructor. The student will provide
evidence about why she or he believes the grade was inaccurately awarded.

2. If, after this discussion, the student is still unsatisfied, the student may appeal in
writing to the relevant Department Chair. This appeal should outline the reasons
why the student believes the grade was incorrect and include relevant
documentation (e.g., graded material, syllabi, etc.) in support of the grade
change. The Chair will notify the faculty member within five business days of
the appeal, and the faculty member will have five business days from notification
to supply to the Chair a written response to the student’s appeal.

3. The Chair must decide within five business days of receiving the faculty
member’s written response whether or not the student’s case merits further
investigation. If the Chair decides that the student’s case merits further
investigation, then the Chair appoints an ad hoc committee composed of three
tenured members of the faculty in the department (other than the faculty member
involved). If the committee cannot be filled from within the department, the Chair
may ask a department chair in a related discipline for recommendations to fill out
the committee.

4. If the Chair decides that the student’s case does not merit further investigation,
the student may appeal this decision to the appropriate Dean, supplying the same
supporting materials as presented to the Chair. If, after discussion with the Chair,
the Dean also decides the case does not merit further investigation, the appeal is
closed. If the Dean decides that the student has a case that merits further
investigation, the Dean may appoint an ad hoc committee of the same
composition as described above to investigate the student’s case.

5. The committee reviews the case, asking for additional information as necessary
through the person who appointed the committee. The committee reaches a
decision by majority vote. The decision of the committee is final. The committee
will report its decision in a letter signed by all three members and addressed to
the Chair, with a copy to the appropriate Dean, the faculty member, the student,
and the Office of the Registrar, who will record the grade. The review must be
completed so that the grade will be final by the end of the eighth full week of
classes.
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Should the appeal involve a grade assigned by a department chair, the Dean of the
appropriate College will also assume the role normally assigned to the Chair. Should the
appeal involve a grade assigned by a Dean, the Provost and Vice President for Academic
Affairs shall assume the roles normally assigned to the Chair and Dean.

References: Minutes of the Organization of Teaching Faculty, March 5, 1987; College
Council, March 26, 1992; Faculty Senate, February 1, 2018; Board of Visitors, June 8,
2018.
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E. FINAL EXAMINATIONS

The overarching purpose of final examinations at Longwood University is to facilitate
learning in a manner consistent with the pedagogy of each course, and in a way that is
appropriate to the subject matter of each course. The evaluation of learning is considered to
be an integral part of the educational experience for all students and the constructive use of
valid evaluation measures, including examinations, papers, and presentations, not only
provides assessments of learning outcomes, it also becomes part of the learning process
itself. .

Final Examination Policies

1. The final examination schedule shall be published with the schedule of classes for each
semester. During regular semesters, four (4) two and one-half-hour examinations are
scheduled each day. For courses held during the summer or any other non-traditional
block of time, examinations are held during the regularly scheduled class period on the
last day of each term. One reading day will precede the examination period, except for
courses held during the summer or any other non-traditional block of time. No
assignments shall be due on a reading day.

2. Faculty members must require that a final culminating assignment (e.g., exam, term
paper, oral presentation, project report) be conducted or due during the final
examination period established for the course. The final culminating assignment for a
course shall be due by, and no earlier than, the end of the examination period published
by the Registrar. Exceptions must be approved by the Dean of the appropriate College.

3. Students must be informed of the nature and timing of the final culminating assignment
at the beginning of the semester via the syllabus. Final culminating assignments (other
than exams given during the exam period) must be distributed to students at least one
week before the final exam period so that students can coordinate them with preparation
for other examinations. This policy does not apply to summer or any other courses
offered in a non-traditional block of time.

4. When students have in excess of two exams per day they may request that exams be
rescheduled. The student should make the request prior to the last week of the semester.

5. For final culminating assignments conducted face-to-face during the scheduled final
exam time, the instructor or a qualified proxy should be available during the
examination period to hand out materials, collect materials, and make necessary
explanations.

6. Examination and semester grades are confidential and must not be posted.

7. This final examination policy should be published each year in the Catalog.

References: Minutes of the Longwood Faculty, February 2, 1949; May 3, 1967; January 4,
1972; September 26, 1977; April 24, 1980; Organization of Teaching Faculty, April 25,
1985; College Council, March 26, 1992 ; Board of Visitors, June 15, 2001; Faculty Senate,
October 10, 2019.

27


http://catalog.longwood.edu/

F. CLASS ATTENDANCE

1. Itis the university’s policy that students are expected to attend all classes. Failure to
attend class regularly impairs academic performance and is disruptive to the
educational process for others. This is especially true when absences cause
interruptions for clarification of material previously covered, failure to assume
assigned responsibilities for class presentations, or failure to adjust to changes in
assigned material or due dates.

2. Itis the responsibility of all faculty to give students a copy of their attendance
policyin their course syllabi.

a. Faculty may assign a grade of zero or "F" on work missed because of
unexcusedabsences.

b. Faculty have the right to lower a student's course grade by no more than one
letter grade if the student misses 10% of the scheduled class meeting times
for unexcused absences.

c. Faculty have the right to assign a course grade of "F" when a student
has missed a total (excused and unexcused) of 25% of the scheduled
class meeting times.

3. Students must assume full responsibility for any loss incurred because of absence,
whether excused or unexcused. Faculty should permit students to make up work when
the absence is excused. Excused absences are those resulting from the student's
participation in military service, from a university sponsored activity, from
recognizable emergencies, or from serious illness. Faculty may require documentation
for excused absences in their attendance policy. Student Health Services will provide
documentation of needed absence in very limited cases: only for those students who
are sent home by Student Health (exp. Communicable disease). The Dean of Students
may also provide documentation for students unable to attend class due to mental
health reasons.

4. Classes on the university campus are considered open unless university officials send
notification by text, email, or web. If the university campus is closed, or if faculty
cannot safely reach campus due to inclement weather, faculty should communicate
with their students about how the course schedule will change.

a. Faculty may offer alternate instructional opportunities, such as asynchronous
class meetings, discussion boards, videos, readings, etc. in place of a missed
classperiod.

b. Faculty should be flexible and reasonable in assigning weather-related makeup
work: poor road conditions, lack of electricity, disrupted access to the Internet,
and cancelled bus routes may impede students’ ability to complete assignments.
Faculty should also consider that students may have scheduling conflicts
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following the weather event.

c. Students taking classes, doing internships, or participating in other university
activities off-campus should contact their faculty advisors for instructions on
whether to continue those activities when the university campus is closed.

5. Student absences from class due to documented university sponsored trips (i.e., trips
taken by music ensembles, athletic teams, theatre, University representatives to
conferences, and similar official University organizations or groups) are considered to
be excused absences.

a. Students who miss classes due to a field trip in a different class may be excused at
the discretion of the instructor of the regularly scheduled class, but students cannot
be required to miss one regularly scheduled class in order to participate in a field trip
for a different class. Further, students cannot be penalized by the sponsor of the trip
if they elect to attend their regularly scheduled class and miss the trip.

b. Students taking off-campus trips that involve missing any class or classes must be
enrolled in the class that is taking the trip.

c. Faculty and staff should exercise caution and consideration in requesting that
students be excused from classes. Where possible, off-campus trips should be
scheduled for evenings or weekends.

References: Minutes of the Longwood Faculty, March 5, 1973; September 29, 1980;
Organization of Teaching Faculty, April 30, 1987; College Council April 23, 1992, Faculty
Senate 1996, Faculty Senate, April 16, 1998, April 25, 2013, April 25, 2019, August 18,
2020, August 12, 2021, February 10, 2022.
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G. ACADEMIC PROBATION AND SUSPENSION POLICY

Continued enrollment in Longwood is a privilege that is granted a student who is making
satisfactory academic progress. A degree-seeking student enrolled in Longwood is in good
standing unless placed on academic suspension.

A. Undergraduate:

Academic Probation. Failure to earn a minimum grade-point average of 2.0 will
automatically place a student on academic probation during the fall or spring semester that
follows. Only course work taken at Longwood University will be calculated into a student’s
GPA and be considered in the calculation of academic standing. Students are placed on
probation based on their cumulative grade point average at the end of the fall or spring
semesters. Probation indicates serious academic difficulty and notice is placed on the
student’s academic record when the cumulative GPA is below 2.000. Students on academic
probation may not take more than 15 credits per semester and are encouraged to seek
assistance in the Center for Academic Success.

B. Graduate:
ACADEMIC WARNING AND DISMISSAL POLICY

The College of Graduate and Professional Studies reviews the cumulative grade point
average (GPA) of all graduate level students and will identify those students whose
cumulative GPA has fallen below 3.0 after a minimum of six graduate credit hours. The
cumulative GPA is checked after each semester, summer session, or term (depending on the
program). Students whose cumulative GPA falls below 3.0 will be sent a letter advising
them that they have been placed on academic warning and have until the end of the next
semester, summer session, or term in which they are enrolled in graduate classes at
Longwood to raise their cumulative GPA to a 3.0 or higher.

Failure to raise the cumulative GPA to a 3.0 or higher will result in the student’s dismissal.
Academic dismissal means required withdrawal from the institution for a minimum of one
calendar year from the term, semester, or session of dismissal. Reapplication will be
required for the student to return to Longwood.

Non-degree graduate and professional studies students are expected to meet and maintain
the same academic standards as degree-seeking and professional endorsement students.

Appeals for exceptions to the required one year minimum withdrawal period may be
presented to the Graduate Faculty Petitions Committee. A student may only appeal this
policy to Graduate Faculty Petitions Committee once.

Upon dismissal, all access to Longwood technology service resources is terminated. These
systems include portfolios, personal web pages, and Canvas. Time spent in dismissal status
will be included in all time limits pertaining to the student’s degree program.

Academic Suspension

Students will be suspended from Longwood University if:
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1. After two consecutive regular semesters (fall and spring are considered regular
semesters) on academic probation, the regular semester GPA is below a 2.0; or
2. Their cumulative grade point average falls below 1.0 with 1-44 GPA hours at
Longwood; or
3. Their cumulative grade point average falls below 1.7 with 45 or more GPA hours at
Longwood.
Students are suspended at the end of the fall or spring semesters. Students suspended at the
end of fall semester may not take winter intersession courses. Students suspended after
spring semester may not take summer courses.

The first academic suspension means required withdrawal from the institution for the
semester (fall or spring) immediately following the semester in which the suspension
occurs. A student who has sat out spring semester may apply for readmission for summer
term.

A second suspension means required withdrawal from the institution for a minimum of five
calendar years. Notice of suspension is placed on the student’s academic record.

Under extenuating circumstances, appeals for readmission or other exceptions to academic
policies may be presented to the Faculty Petitions Committee. Students must contact the
Office of the Registrar for information and deadlines for submitting an appeal.

Readmission after Suspension

Suspended students may apply for readmission to Longwood for the semester following
completion of the suspension period. The student must apply at least 21 calendar days prior
to the first day of courses of the intended re-entry term to the Admissions Office, which will
direct the application to the relevant dean(s), who will review the student’s record and
citizenship at Longwood as well as courses taken elsewhere. Readmission to the University
is not automatic, even if the student has raised his/her cumulative grade point average.

A student readmitted after suspension must sign a contract agreeing to participate in a
remediation program for the first semester after returning to the University. Failure to abide
by the terms of the contract will result in immediate suspension. Additionally, a student
readmitted after suspension must satisfy the following conditions until the student’s
cumulative grade point average is a minimum of 2.0:

1. Enroll under the status of academic probation,

2. Maintain a minimum semester grade point average of 2.0 in each semester (spring and
summer are not combined and a student can be re-suspended at the end of a spring
semester), and

3. May not enroll in more than 15 credits.

If a student fails to achieve the minimum grade point average of 2.0 in any semester before

achieving a cumulative grade point average of at least 2.0, the student will receive a second

suspension.

References: Faculty Senate, January 19, 2023; February 9, 2023, April 30, 1998; January
22, 2009; April 23, 2014; January 24, 2019; Board of Visitors approved July 24, 1998;
Board of Visitors, June 15, 2001; March 27, 2009.
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H. FACULTY GUIDE TO THE HONOR CODE AND HONOR CHARGES

True education seeks to make men and women not only good mathematicians, proficient
linguists, profound scientists, or brilliant literary lights, but also honest men and women
with virtue, temperance, and brotherly love.

David O. McKay

Philosophy of Honor Code

The purpose of the Longwood University Honor Code is to sustain and protect a community
of trust in which students are assumed honorable unless their actions prove otherwise. The
Honor Code is not intended to punish offenders but rather educate them on the importance
of honor and integrity in both our academic setting and in their communities.

The Honor Code is one of Longwood’s proudest traditions. For over 90 years the student-
elected Honor Board has protected the basic values of honor and academic integrity. The
Honor Creed is prominently displayed in the University Library, and each classroom
contains a copy of the Academic Honor Pledge.

No legacy is so rich as honesty.
William Shakespeare

Research on Academic Integrity

Five major research projects conducted by Donald L. McCabe of Rutgers University have
had disturbing, provocative, and challenging results. Some of the research highlights
include:

e On most campuses, over 75% of students admit to some cheating. In a 1999 survey
of 2,100 students on 21 campuses across the country, about one-third of the
participating students admitted to serious test cheating and half admitted to one or
more instances of serious cheating on written assignments.

e Academic honor codes effectively reduce cheating. Surveys conducted in 1990,
1995, and 1999, involving over 12,000 students on 48 different campuses,
demonstrate the impact of honor codes and student involvement in the control of
academic dishonesty. Serious test cheating on campuses with honor codes is
typically 1/3 to 1/2 lower than the level on campuses that do not have honor codes.
The level of serious cheating on written assignments is 1/4 to 1/3 lower.

¢ Internet plagiarism is a growing concern on all campuses as students struggle to
understand what constitutes acceptable use of the Internet. In the absence of clear
direction from faculty, most students have concluded that 'cut & paste' plagiarism -
using a sentence or two (or more) from different sources on the Internet and weaving
this information together into a paper without appropriate citation - is not a serious
issue. While 10% of students admitted to engaging in such behavior in 1999, this
rose to 41% in a 2001 survey with the majority of students (68%) suggesting this
was not a serious issue.
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e Faculty is reluctant to take action against suspected cheaters. In a 1999 survey of
over 1,000 faculty on 21 campuses, one-third of those who were aware of student
cheating in their course in the last two years, did nothing to address it. Students
suggest that cheating is higher in courses where it is well known that faculty
members are likely to ignore cheating.

(Information provided by the Center for Academic Integrity)

Strategies to Promote Academic Integrity

Students at Longwood University are informed about the Honor Code and are asked to sign

the Honor Pledge at Orientation. In doing so, Longwood places the responsibility of honest
behavior on the student, however, faculty have a major role in promoting academic integrity
and honesty.

As a faculty member, one of the easiest things you can do to prevent cheating is to simply
tell your students at the beginning of each semester that you will not tolerate academic
dishonesty. Tell them in class. Tell them on the syllabus. Tell them that cheating hurts
everyone and that they should not hesitate to inform you if they witness an act.

Make sure your students understand what plagiarism is, and how to properly cite sources.
A short, easy to read pamphlet on how to avoid plagiarism is available free of charge from
the Office of Student Conduct and Integrity. Other resources can be found on the Office of
Student Conduct and Integrity website: www.longwood.edu/studentconduct.

Any instructor may require the students to sign a pledge at the conclusion of each
examination (printed on Longwood University blue books available in the Bookstore) or on
a paper indicating that they have neither given nor received help from any unauthorized
source.

An instructor may further define, in writing, his/her specifications of the acts that shall
constitute a violation of the Academic Honor Code (i.e., collaboration on homework
assignments, etc.).

Faculty Guidelines for Responding to Violations of the Honor Code

Many instructors are hesitant to report incidents of cheating, either because they do not
want to be bothered or are unsure of the process and consequences. It is actually quite
simple to report an incident.

What Reporting Does

1. Allows us to confront the student and stop the behavior.

2. Allows us to record the student’s name for future reference and to identify repeat
offenders.

3. Makes the community aware of the problem in general (all individual cases are
strictly confidential). Public reports may be published with the names removed or
changed and statistical reports are published yearly.
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How to Report Incidents of Cheating

1. Confront the student with your accusation; allow him/her to explain.

2. If, after consultation, the instructor believes that the suspicion is valid, the instructor
should immediately bring the matter to the attention of the Office of Student
Conduct and Integrity. It is strongly advised that the instructor not attempt to
resolve the matter independently but follow the process for reporting such violations
and allow the Honor Board to hear the case.

3. Areporting form can be found at the end of this guide. The form may also be
downloaded from the Office of Student Conduct and Integrity website:
www.longwood.edu/studentconduct. If you need assistance or advice in completing
the form, do not hesitate to contact us.

4. Honor Board hearings are held on Monday evenings. Hearings usually take 45-60
minutes. The complainant (instructor) is asked to attend in order to present his/her
information regarding the alleged violation. However, if Monday evenings are
impossible for the faculty member in question, then other arrangements can be made
and an administrative hearing will be set up during the daytime hours.

What'’s involved in an Honor Board Hearing?

Being involved in an Honor Board Hearing, whether as a complainant (person filing
charges) or respondent (person who violated conduct standards), requires preparation. Time
spent preparing for a hearing is well spent because the individuals on the board will better
understand your position, arguments, and evidence when you understand and articulate
them well.

The Board’s role in a hearing is to determine whether the Honor Code has been violated as
alleged. The Board will make its determination based only on the information presented.

There are essentially three questions which must be affirmatively answered before the
Board can decide if the respondent is responsible for the alleged violation(s). They are: (1)
Did the alleged incident occur? (2) Did the accused student commit the infraction? (3) Did
the conduct violate the Honor Code?

Although formal legal standards of evidence are not applicable to these types of disciplinary
hearings, it is generally recognized that a preponderance of the evidence is necessary to
establish responsibility. A preponderance of the evidence means that it is more likely than
not that the person accused is responsible. The best metaphor for a preponderance of the
evidence is a scale tipped slightly in the direction of responsibility. It s, essentially,
anything more than a 50% probability.

Due Process: Due process of law is essentially fundamental fairness. In a university
disciplinary hearing, the respondent is entitled to have a presumption of innocence, a clear
statement of the allegations against him/her, a reasonable period of time prior to the hearing
to present his/her defense to the allegations (72 hours notice is required), and to have
witnesses testify on his/her behalf.

Complainant: Your “burden” is to present the facts, and evidence convinces the Hearing
Board that the “greater weight of evidence” rests with your side. You need to convince the
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board that the alleged incident did occur, that who you say did it, did indeed do it, and that
what happened is a violation of the Longwood University Honor Code.

Respondent: Theoretically, the respondent has no responsibility to prove a thing. The
burden of proof is on the Complainant. However, in most cases it will be most effective to
develop and present a defense of some sort. Should this be the strategy they wish to adopt,
they may wish to dispute what the Complainant is claiming.

Advisor: A Respondent has the right to an advisor of the student’s choice to assist and
advise the student during the investigation and hearing. An advisor may be an attorney,
faculty member, parent, or friend who can advise the student but is not able to speak or
question during the hearing.

Witnesses: Essential witnesses will be notified to attend the hearing. Witnesses called by
the parties involved should have substantial, relevant, and material information to offer the
Board.

Evidence: Relevant letters, documents, diagrams, photos, and syllabi may be presented at
the hearing. This is where a written document of the instructor’s policies, etc. is important.

Deliberation: When both parties have finished their presentations, the Board meets in
closed session to determine the verdict. After deliberations are complete, both parties return
to hear the Board’s decision. (The Complainant does not have to be present.) The decision
of the board is a recommendation to the Director of the Office of Student Conduct and
Integrity who either accepts the recommendation or alters the decision because of unusual
circumstances. The decision of the Director will be made in writing and sent to the
Respondent.

Appeals: Students have the right to appeal a decision made by the Honor Board or an
administrative hearing officer. These appeals are based on three criteria: (1) due process of
the student in question was violated; (2) the sanction is disproportionate to the violation; or
(3) new evidence can be presented. These appeals are heard by an Appeals Board
comprised of the Vice President for Student Affairs, one faculty member and one student.

Possible Sanctions:

All proven cases of academic dishonesty should be penalized as appropriate under the
circumstances. Instructors have the freedom to impose a reduced or failing grade; the
Honor Board decides if the student will continue at Longwood.

It is important to remember the Honor Board’s emphasis on educating offenders on the
importance of personal and academic integrity. The Board also takes into consideration any
previous Honor or Conduct Code violations (information that, in general, is not available to
faculty members) when deliberating on sanctions.

The ranges of possible sanctions that can be imposed by the Board include:

1. A letter of admonition.
2. A defined period of probation, with or without the attachment of conditions.
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3. A defined period of suspension, with or without the attachment of conditions.

4. Expulsion from Longwood University.
5. Educational assignments as deemed appropriate.

NOTE: Faculty, who encounter a difficult student in their classroom, can find remedy
through the conduct process. If you have any questions or concerns about this, contact the
Office of Student Conduct and Integrity, Lancaster Hall Room G-26, 395-2490 or

www.longwood.edu/studentconduct.

Integrity without knowledge is weak and useless,
and knowledge without integrity is dangerous and dreadful.
Samuel Johnson

36


http://www.longwood.edu/studentconduct

I. STANDARDS FOR ACADEMIC CREDIT

The quality of the Longwood University degree depends on requirements for awarding
credits. Any course offered by Longwood University reflects on the quality of the institution
as a whole. Qualified faculty and courses of appropriate content enhance the quality of the
institution and uphold the reputation of the University in the eyes of the public, faculty and
students of the University, faculty and students of other institutions, and the General
Assembly, and therefore courses must:

1. Support the University’s ability to attract high quality students,

2. Justify the commitment of the General Assembly to provide resources for the
University’s development and well-being, and

3. Enhance the University’s ability to attract superior faculty to fill vacancies and new
positions.

AWARDING OF CREDIT

1. Longwood University credits are awarded on a semester-hour basis. Generally, 1 credit
represents a total of approximately 37.5 hours of student engagement. The distribution
of time, for example between class activities and outside work, varies depending on the
type of class.

For each credit hour awarded in a course with a traditional format:

a. Lecture courses must meet at least 12.5 hours per semester. To perform at an
acceptable level the student will be expected to spend a minimum of 25 hours
outside of class working on study or other course related activities.

b. Laboratories must meet at least 25 hours per semester. To perform at an acceptable
level the student will be expected to spend a minimum of 12.5 hours outside of class
working on study or other course related activities.

c. Activity courses must meet 37.5 hours per semester.

d. The instructor shall be responsible for structuring the course at a level appropriate to
accomplish these goals.

2. An on-line or hybrid version of a course which is also taught regularly in one of the
formats mentioned above will be considered to have met the credit hour requirement if it
covers the same amount of material with the same level of assessment. (Please see
Section 1. T.) Other types of courses must meet time equivalences consistent with these
standards.

3. The instructor shall obtain evidence that the student has acquired knowledge or skill
through written tests, performances, exhibitions, experiments, compositions, or research
results which demonstrate the attainment of a predetermined level of proficiency or
achievement to justify the awarding of credits.

4. The instructor shall be responsible for structuring a graduate course so that the level of
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instruction and performance exceeds that of undergraduate courses, as documented in
the course syllabus (e.g., increased contact hours, increased course content, and/or
elevated research requirements).

5. Criteria for lower and upper division undergraduate courses differ, and course numbers
should be assigned accordingly.

6. Quality content of all independent study courses and variable-topic numbered courses
should be guaranteed by departments.

7. All internships must include appropriate supervision both by a representative of the
department in which it is taken, and qualified on-site personnel before credit is awarded.

There are times when academic learning objectives may be satisfied completely outside the
academic setting and still be compatible with academic work, thus worthy of academic
credit. Care must be taken in order to establish that equivalent learning has occurred and
that students are not being given credit for the same learning twice. Prior to entering the
program a student must be able to reasonably assess whether they will be awarded academic
credit for their experiences. Programs that wish to have credit awarded for experiential
learning must have appropriate objectives, rubrics, and processes to satisfy this policy.

The Committee on Educational Policy, with the approval of the Faculty Senate, will
maintain the process and forms required. Copies of the documentation and/or portfolio used
to award experiential learning long with the rubric must be provided to the Office of the
Registrar, with a department chair’s signature for a grade of PR (experiential learning) to be
posted to the student’s transcript.

All proposals for an academic area to offer experiential learning must include a fee
structure.

Experiential credit may not be used to satisfy Civitae Core Curriculum or as part of the 30
credits of upper level courses required to be taken at Longwood.

COURSE PREFIXES

Each academic prefix, such as MATH, EDUC, ACCT, etc. will be the responsibility of a
specific department or academic unit. No course may be created and no section of a course
may be offered without the approval of the administrative leader of that unit. Furthermore,
no change in a course may be made without the approval of the administrative leader of that
academic unit. If a new prefix is created, the units in charge of similar prefixes or who
might be affected by the change must be consulted.

An academic prefix for an existing major or minor will be the responsibility of the
department that administers that major or minor. Prefixes for courses which do not lead to a
major or minor will be the responsibility of the unit that originated or historically controlled
it. Prefixes not in either category, such as GNED or GNST, will be assigned to a unit by the
PVPAA. The registrar’s office will keep a record of the unit to which each prefix is
assigned.
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References: Minutes of the Organization of Teaching Faculty, April 26, 1983; November 1,
1983; December 6, 1983; Faculty Senate, April 26, 2012, October 10, 2013, October 12, 2017.
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J. COURSE OPERATING STANDARDS AND CLASS MEETING TIMES

. The published class schedule must be observed by faculty members except in those
instances in which changes have been approved. Faculty members are expected to
begin and end classes at the times indicated in the schedule. Changes in the schedule can
be approved only by the college deans or by the University registrar under the direction
of the appropriate college dean.

Faculty members are expected to meet all their scheduled classes. Faculty who expect to
be absent from any of their classes should obtain permission from their department chair
or dean. Emergency absences should be reported immediately to the department chair.
In accordance with the University sick leave policy (Section I11.EE.), faculty members
must report absences due to illness.

If a faculty member is more than ten minutes late to class without prior notice, students
may leave.

. The conduct of classes should enhance the opportunity for high quality learning on the
part of the students attending the class. Professional conduct should be based on the
premises described in the section on Professional Ethics (Section 1.B.).

Instructors shall grade all evaluative materials as quickly as possible and inform the
students of their standing. Review and discussion of these materials will aid in the
learning of the course material. Instructors may ask that test papers and answer sheets be
returned after the review.

. All tests, examinations, term papers, reports, or other evaluation material not returned to
students will be retained by the instructor at least one semester after grades have been
turned in to the registrar. The student has the right to receive a complete explanation
from the instructor of the evaluation made on all work for which a grade has been
recorded.

. Class Meeting Times

MWE times MW times

0800am-0850am 0100pm-0215pm
0900am-0950am 0230pm-0345pm
1000am-1050am 0400pm-0515pm
1100am-1150am 0530pm-0645pm
1200pm-1250pm 0700pm-0815pm

0100pm-0150pm
0200pm-0250pm

TR times

0800am-0915am
0930am-1045am
1100am-1215pm
1230pm-0145pm
0200pm-0315pm
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0330pm-0530pm NO CLASSES. Period reserved for meetings and activities
0530pm-0645pm
0700pm-0815pm

MWE times for classes offered once a week

0100pm-0345pm Note: this period is only available on Friday.
0230pm-0515pm
0400pm-0645pm
0530pm-0815pm

TR times for evening classes offered once a week

0400pm-0645pm Note: this period is only available for graduate courses.
0530pm-0815pm
0700pm -0945pm

Laboratory and Studio Classes

Laboratory and studio classes must start on the hour or the half-hour, and should not run
into the 3:30-5:30pm meeting time.

References: Minutes of the College Council, April 23, 1992. Academic Affairs Committee,
March 31, 1998; December 8, 2009. Faculty Senate Minutes, April 8, 2021
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K. ADVISING

1. Longwood's advising program will provide informed academic counseling which makes
effective use of the assessment, career planning, student development, and software
resources available. Although course selection is important, advisors are trained and
prepared to counsel or refer advisees on such matters as the following:

a. Assisting students in understanding their abilities, interests, and limitations.

b. Helping students clarify their values, develop an educational program consistent
with these values, and relate their educational plans to their career plans.

c. Referring students to academic and student affairs support services.

d. Providing information about university and departmental policies, procedures, and
resources.

e. Reviewing opportunities for academic involvement: internships, research with
faculty, honorary societies, etc.

f. Assisting students in evaluating their progress toward their educational goals.

2. Newly admitted students who have declared their intention to pursue a degree in a
particular discipline are assigned advisors in the appropriate college. The assignment of
the advisor generally is not changed unless the student changes his/her degree program.
Students who have not declared a major are advised by a special group of advisors. Prior
to registration, students are required to consult with their assigned academic advisor
regarding course selection, career goals, and relevant academic policies. Advisor sign
off is required on all registrations for students who have not yet earned 45 credits.

Although the academic advisor assists students with curriculum decisions and options,
the student bears full responsibility for meeting graduation requirements.

3. Add/Drop

Students may make schedule adjustments (adds and/or drops) until the close of business
on the sixth day of classes. A consultation with the advisor is required for any changes
made during this period. Courses dropped during this period do not appear on the
transcript.

4. Election of Later Edition of the Catalog

The catalog for the year in which a student enters Longwood University governs
academic regulations, general education, and graduation requirements. For the first year
after entering Longwood, transfer students may choose the catalog that applies to
continuous full-time students at their class level. If a student re-enrolls in Longwood
University after an absence of two or more semesters, the applicable catalog will be the
one in effect at the time of re-enrollment.

Students may elect to graduate under the provisions of any subsequent catalog. In all
cases, students must have been duly admitted to Longwood University and an academic
program of study and meet all of the requirements for graduation in one catalog.
Students may not select partial requirements from more than one catalog. Students will
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be assumed to be under the catalog in effect at the time of admittance unless they notify
the registration office, in writing, that they wish to adopt a subsequent catalog, or an
earlier catalog for transfer students in their first year at Longwood. Once students have
elected a subsequent catalog, they may not revert to an earlier catalog except in the case
mentioned above.

Catalogs are in effect for a six-year period. Students who do not complete the degree in

six years may elect any subsequent catalog. If they fail to elect a particular catalog they
automatically become subject to the catalog in effect in their seventh year.

References: Minutes of Faculty Senate, November 29, 2018; Minutes of the College
Council, May 3, 1990; April 23, 1992; Board of Visitors, June 15, 2001.
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L. THE LONGWOOD UNIVERSITY CIVITAE CORE CURRICULUM
I.  PURPOSE

The Civitae Core Curriculum experience, combined with students’ disciplinary study in the
major(s), fulfills Longwood’s institutional mission to develop citizen leaders. A citizen
leader is someone who is academically and personally transformed by knowledge of
fundamental modes of inquiry and informed civic engagement and who then applies the
virtues of a Longwood education to serve and transform communities.

The Civitae Core Curriculum affords an extensive, intellectual vision for every Longwood
graduate. Foundations courses that span the liberal arts and sciences — with a focus on
effective communication, fundamental knowledge, and informed citizenship — form the
pillars of the curriculum, providing each student with the broad horizons and scholarly
curiosity characteristic of all educated citizens. Perspectives courses, which build upon the
Foundations, are a series of visionary, integrative experiences that offer up-to-date, practical
lenses facilitating more nimble, reflective thinking. The curriculum culminates in a
Symposium on the Common Good that asks students to reflect upon and activate the skills
and perspectives developed throughout their undergraduate career.

Through the Civitae Core Curriculum, every Longwood student develops the imagination,
forethought, discipline, confidence, and empathy required to make positive contributions to
society.

Il.  STRUCTURE

A. FOUNDATIONS LEVEL

1.  Atthe Foundations level, students engage in creative inquiry, cultivate
curiosity, and develop foundational knowledge and skills.

2. First-year and Pillar courses, which comprise the Foundations, introduce
students to the nature of college-level academic work and disciplinary modes
of thinking.

3. Students will take 6 credits of required First-Year courses, Inquiry into
Citizenship (3 credits) and Writing and Rhetoric (3 credits), which inspire their
curiosity and equip them with skills necessary for college success.

4. Students will fulfill 18-19 credits of Pillar Courses, by choosing one course
from each pillar:

i.  Historical and Contemporary Insights (3 credits)

ii.  Human Behavior and Social Institutions (3 credits)
iii.  Global Citizenship (3-4 credits)

iv. Aesthetic Expression (3 credits)

v. Quantitative Reasoning (3 credits)

vi. Scientific Reasoning (3 credits)

5. Pillar courses are introductory 100-200 level courses open to all students and
have no prerequisites.

6.  Programs designate which courses, if any, may be counted toward the major or
minor. Within each major or minor program, students may count up to two
courses that satisfy program requirements toward the Core Pillar requirements.

This restriction does not apply to the requirements of an interdisciplinary
minor. Those students pursuing Virginia educational licensure are also exempt
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from this restriction.

At a minimum, students must complete 3 credits to satisfy each Pillar
requirement. A sequence of 1-credit courses is acceptable. A course may be
more than 3 credits without special permission.

Students may transfer Pillar courses from other institutions with appropriate
approval (see Transfer Policy in Catalog).

Students study world languages and cultures in the Global Citizenship Pillar.
The world language sequence includes a 4-credit course at the Foundations
level, followed by an integrated course at the Perspectives level. Studentswill
be placed into a language course based on test scores or transfer credit.
Advanced students who place directly into a Perspectives-level World
Language course must fulfill the Global Citizenship Pillar in a different
discipline.

B. PERSPECTIVES LEVEL

1.

At the Perspectives Level, students develop and articulate informed perspectives
essential to participation in civic and global life by integrating knowledge and
skills across disciplines.
Perspectives courses are disciplinary-based integrative learning experiences,
intentionally designed to make explicit connections between courses, fields, and
disciplines or between disciplinary knowledge and its application outside the
classroom. These courses challenge students to master upper-level academic
content, to develop the ability to understand issues from a variety of perspectives,
and to practice the skills necessary to address those issues as an informed citizen.
Perspectives courses are taught by a single instructor in a discipline or by
multiple instructors from different disciplines. Research methods and modes of
communication are further refined.
Students will fulfill 12 credits of Perspectives Courses, by choosing one course
from each of the following pairs or categories:

I.  Historical/Contemporary Perspectives OR Behavioral/Social

Perspectives (3 credits)
il.  Global Perspectives OR Aesthetic Perspectives (3 credits)

ili. Quantitative Perspectives OR Scientific Perspectives (3 credits)

iv. World Languages Perspectives (3 credits)
Perspectives courses are Longwood-distinctive courses and cannot be transferred
from other institutions. Perspectives courses cannot be waived.
Students must complete the designated Pillar before taking the associated
Perspectives course. Perspectives courses may also designate completion of an
additional Pillar requirement and/or specific prerequisite courses. Perspectives
courses are intended to be open to students in multiple majors; as such,
prerequisite courses should not interfere with this intent.
Within each major or minor program, students may count no more than one
course that satisfies program requirements toward the Core Perspectives
requirements. This restriction does not apply to the requirements of an
interdisciplinary minor. Those students pursuing Virginia educational licensure
are also exempt from this restriction.

Students are expected to complete all Perspectives courses prior to taking the
Symposium course. No more than one Perspectives course can be taken
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concurrently with the Symposium course. Perspectives courses cannot be taken
after completion of the Symposium course.

C. THESYMPOSIUM

1. Inthe Symposium, students prepare to serve the common good by applying their
cumulative knowledge, skills, and perspectives from the whole of their
university experience.

2. The Symposium on the Common Good is the culmination of the Civitae Core
Curriculum experience. The course is designed to engage students in critical
deliberation of citizenship and the issues citizens face in their communities. The
Symposium will support students' investigation, discussion, and advocacy of a
position on a civic issue.

3. The Symposium is organized around a broad theme, rotated on a regular basis,
ideally three to six years. The Symposium creates a common shared experience
across sections of the course. Faculty design their Symposium section to support
students’ exploration of issues and challenges relating to the broad theme.

4.  The Symposium experience results in a public, campus-wide Symposium Day to
move students from discussion to action and to highlight the Symposium course
as a common experience for Longwood citizenleaders.

Il. POLICIES

A. To complete the Civitae Core Curriculum, all students must complete one Pillar or
Perspectives course from the humanities or the arts; one from the behavioral or social
sciences; and one from mathematics or natural sciences. The following table lists
prefixes in each of the three categories. See the catalog for additional restrictions for
Civitae courses in this catalog are in the third column; please check the appropriate
catalog before assuming there is no restriction on a course not listed in this catalog.

SACSCOC category Possible Course Prefixes | Other Restrictions

COMM 101, ENGL
165/265, and any modern
language course below the
300-level does not fulfill
this requirement, per the
SACSCOC standard.

ART, COMM, ENGL,
Humanities/fine arts MOLA, MUSC, PHIL,
RELI, THEA

ANTH, CRIM, ECON,
Social/behavioral science GEOG, HIST, POSC,
PSYC, SOCL

BIOL, CHEM, EASC,
ENSC, ISCI, MATH,
PHYS

Mathematics/Natural
Science

B. Each major or minor may offer courses in no more than two of the following
categories: Historical/Contemporary, Behavioral/Social, Global Citizenship, Aesthetic,
Quantitative, and Scientific. Interdisciplinary majors and minors, such as Liberal
Studies, are exempt from this policy.

C. Majors may reserve up to 50% of seats in each section it offers of a Foundations
course, including First-Year and Pillar courses, or of a Perspectives course.
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Courses may be offered by a single department or may be cross-listed in different
categories when the course is co-taught. If a course is cross-listed in different categories,
students may count it toward the completion of only one requirement.

Course Sizes

To provide high-quality instruction to our students, most Civitae Core Curriculum
courses have caps of 25 students. The courses below have the following caps:

1.

iv.

Scientific courses with labs have 24 students.
Inquiry into Citizenship sections have 20 students.

Writing and Rhetoric, World Languages and Symposium on the Common
Good sections have 18 students.
Aesthetic Expression courses with studios have 15 students.

COMMUNICATION INFUSION

Improving communication and expression takes practice in a variety of
contextual settings. As such, all courses in the Civitae Core Curriculum will
explicitly infuse communication throughout the entirety of the course.

1.

Writing-Infused Courses

Faculty must integrate writing exercises and assignments with Core
outcomes and individual course objectives, so that students may
simultaneously master course content and develop their writing abilities.
Writing exercises and assignments must be used throughout the course.
These assignments and exercises can include formal and informal writing for
a variety of purposes such as but not limited to summary, description,
analysis, reflection, and other meaningful contributions to student thinking.
Faculty must provide explicit instruction to aid student understanding of
writing appropriately for audiences in the relevant context or discipline.
Specifically, faculty could provide instruction regarding the types and uses
of evidence, structure of writing text, and language related to writing for the
purposes of the course, as appropriate to the assignment.

Faculty must provide appropriate and timely peer and/or instructor feedback
on student writing to allow opportunities for students to improve their
writing through incorporating feedback on subsequent assignments.

Speaking-Infused Courses

Faculty must integrate speaking opportunities, exercises, and/or assignments
with Core outcomes and individual course objectives, so that students may
simultaneously master course content and develop and improve their oral
communication skills. Speaking-infused activities include low-stakes,
informal speaking opportunities (such as one-on-one student discussions
regarding class content), semi-formal speaking exercises (including class
discussions and small-group discussions), and formal speaking assignments
(including panel discussions, structured debates, and podium speeches).
Faculty must provide explicit instruction to aid student understanding of
speaking appropriately for audiences in the relevant context or discipline.
Specifically, faculty could provide instruction on the importance of audience,
purpose, and occasion, as well as clarity, organization, focus, and delivery.
Faculty must provide appropriate and timely peer and/or instructor feedback
on student oral communication to allow opportunities for students to improve
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their performance on subsequent assignments.

Arts-Applied Courses

Faculty must provide arts-applied assignments throughout the course, so that
students master course content and develop their own artistic skills. These
assignments may include group or one-on-one instruction; group or individual
production, reflection, and analysis; skills-building assignments; formal and
informal practice; and other meaningful contributions to student artistic expression.
Faculty must provide explicit instruction to aid student understanding of the
conventions appropriate for communicating artistically in the relevant
context or discipline. Specifically, faculty could provide instruction
regarding foundational skills, practices that heighten artistic communication,
exploration of various techniques, and opportunities for immersion in the arts
through the production of artistic media.

Faculty must provide appropriate and timely peer and/or instructor feedback
on student expression to allow opportunities for students to improve their
performance on subsequent assignments.

Course Requirements for Communication Assignments

Vi.

CTZN 110: Inquiry into Citizenship will be speaking-infused. At least 15%
of the final course grade will be awarded from communication- infused
exercises/assignments.

ENGL 165: Writing and Rhetoric will be writing-infused. At least 15% of

the final course grade will be awarded from communication-infused

exercises/assignments.

Pillar courses may choose to be writing-infused or speaking-infused. Courses

in the Aesthetic Expression Pillar may instead choose to be arts- applied.

1. For writing-infused or speaking-infused courses, at least 15% of the final
course grade will be awarded from communication- infused
exercises/assignments.

2. For arts-applied courses, at least 50% of the final course grade will be
awarded from exercises/assignments that require the student to apply
artistic skills and knowledge to produce art.

Perspectives courses may choose to be writing-infused or speaking- infused.

Courses in the Aesthetic Expression Perspectives category may instead

choose to be arts-applied.

1. For writing-infused or speaking-infused courses, at least 10% of the final
course grade will be awarded from communication- infused
exercises/assignments.

2. For arts-applied courses, at least 50% of the final course grade will be
awarded from exercises/assignments that require the student to apply
artistic skills and knowledge to produce art.

The World Languages Perspectives course will be both writing- infused and

speaking-infused. At least 10% of the final course grade will be comprised

from writing-infused exercises/assignments and at least another 10% of the
final course grade will be comprised from speaking-infused
exercises/assignments.

The Symposium on the Common Good will be both writing-infused and

speaking-infused. At least 15% of the final course grade will be comprised
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from writing-infused exercises/assignments and at least another 15% of the
final course grade will be comprised from speaking-infused
exercises/assignments.

G.  Assessment and Revision of the Civitae Core Curriculum
1. The Civitae Core Curriculum Committee is responsible for assessment of and any
revision to the Civitae Core Curriculum (see Committee Description).
2. Additional procedures and timetables for assessment of the program are available
on the Civitae Core Curriculum webpage.

References: Faculty Senate, November 3, 2016, November 2, 2017, November 21, 2019.
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M. SUMMER SCHOOL

. The purpose of Longwood's summer coursework is to serve the needs of students by
providing access to educational programs characterized by academic integrity and
excellence. Longwood's summer coursework will include basic undergraduate and
graduate courses, as well as innovative educational opportunities that cannot be offered
during the academic year.

Offering summer coursework must be financially self-sustaining to include certain
overhead costs. While additional revenue generated by the summer coursework is
desirable and of benefit to the University, the generation of additional revenue is of
secondary importance relative to the academic mission. Additional revenue generated
by summer coursework should be allocated according to the budget priorities of the
University.

Finally, the selection of courses to be offered in the summer will be based on the needs
of students and not the needs of faculty.

Summer Coursework Objectives

Summer coursework at Longwood University should be strengthened and designed to
serve the following objectives:

a. Summer coursework should meet the needs of Longwood students in the following
categories:

(1) Those students trying to graduate early who require accelerated earning of
credits

(2)  Those students who must work and/or have family obligations and need
summer credits in order to earn a degree in a timely fashion

(3)  Those students who need to make up credits and/or improve grades because
of past academic difficulties

(4)  Those students pursuing graduate education
(5)  Those new or continuing students who need or desire summer classes

b. Summer coursework should also serve the educational needs of citizens in our larger
geographic region in the following categories:

(1)  Areateachers who need college credit for career development
(2)  Areahigh school students interested in accelerated programs of learning

(3)  Area college/university students who attend other colleges/universities
during the regular school year and would like to earn college/university
credits close to home and/or work

(4) Individuals interested in university level courses related to personal and/or
career development

c. Summer coursework should be financially viable.
50



d. As Longwood enrollments expand, Summer School should also be expanded both in
terms of the number of students who attend and the variety of courses offered.

References: Minutes of the Faculty Senate, February 10, 2022
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N. GUIDELINES FOR DEFINING, REQUESTING, AND RECEIVING
EXTERNAL SUPPORT

l. PURPOSE

These guidelines define the various types of external support and outline the appropriate
administrative procedures for proposal submission, gift/grant acceptance/processing, and
stewardship for each type of support. For the purposes of these guidelines, external support
is defined as anything of economic value (including but not limited to services, physical
property, and financial resources) provided by a third party for use by or at the University.

Il. GENERAL DEFINITIONSAND GUIDELINES FOR PROCESSING
EXTERNAL SUPPORT

Below outlines two categories of external support (sponsored agreements and philanthropic
gifts) and the office (position) responsible for oversight of activities in each area. Several
offices share responsibility for making decisions about the administration of external gifts.
These offices include the Office of University Advancement, the Office of Corporate and
Foundation Relations, the Office of Research, Grants, and Sponsored Projects (ORGSP),
and the Longwood University Foundation (LUF) Office.

Sections 1l and V provide an overview of the criteria used to determine which office
oversees the administration of each type of external support. These serve only as general
guidelines. Classification of external support is an internal University administrative
decision based on information conveyed to the University by the support source, and after
consideration of relevant legal and accounting principles.

A. Sponsored Agreements

1. The Office of Research, Grants, and Sponsored Projects (Director) oversees all
aspects of sponsored agreements.

2. The Grant and Contract Financial Administration Office is responsible for the
accounting and compliance with regard to funds associated with sponsored
agreements.

B. Philanthropic Gifts

1. The Office of Corporate and Foundation Relations (Associate Vice President)
oversees the process of obtaining gifts from corporations and foundations, and
the subsequent stewardship.

2. The Office of University Advancement (Chief Development Officer) oversees
the process of obtaining gifts from individuals and the subsequent stewardship.

3. The Longwood Center for the Visual Arts (Director) oversees the process of
obtaining, cataloguing, and handling all gifts of art regardless of source and the
subsequent stewardship. The gifts of art are authorized by the Longwood Center
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for the Visual Arts (LCVA) Director, LCVA Advisory Board’s Collections
Committee, and Longwood Foundation Board of Directors.

4. All gifts from individuals, corporations, and foundations are acknowledged and
tracked by the Office of University Advancement. This office along with the
Longwood University Foundation Office is responsible for issuing
documentation to donors relevant to IRS filing.

5. Longwood University Foundation Board of Directors authorizes the acceptance
of non-cash gifts through the gift acceptance committee (in coordination with
University senior administration).

6. The Longwood University Foundation Office (Chief Financial Officer) is
responsible for the accounting and investment of gifts and insuring compliance
with donor intent.

1. SPONSORED AGREEMENTS

Sponsored agreements are projects and activities that are supported (in whole or in part)
with funds, materials, or other resources, provided by sources external to the University and
for which a formal written agreement exists, specific outcomes or deliverables are expected,
and technical and financial reports are required. The purpose of these guidelines is to assure
that proposals and awards for sponsored activities are properly executed or managed. See
Section V.B., Guidelines for the Solicitation of Sponsored Agreements.

A. Definitions
1. Sponsored agreements:

a. are projects and activities that are supported (in whole or in part) with
funds, materials, or other resources, provided by sources external to the
University.

b. establish requirements for accepting funds in support of a specific project
or program. The requirements included in these agreements usually
specify time periods for expending funds and contain provisions for
financial and technical reporting and intellectual property assignments,
including patents and copyrights.

c. are exchange transactions awarded through a variety of mechanisms,
including grants, contracts, cooperative agreements, and/or other legally
binding means of transfer.

2. Grant: A type of financial assistance awarded to an organization for the
conduct of research or other program as specified in an approved proposal.
Please note: The term “grant” is defined differently by various corporate and
foundation sponsors and does not determine the classification of an award as
a sponsored agreement or gift.
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B. Criteria

If any of the following characteristics applies to a project, including commitments
made in the proposal or required in the award agreement, it must be processed
through the Office of Research, Grants, and Sponsored Projects:

1. The sponsor is

a. the federal, state, or local government or an agency serving as a flow-
through of federal, state or local government funds; or

b. a for-profit business, industry or association, or non-profit entity with
specified terms and conditions for the proposed project.

2. The proposal or award document requires a signature from an authorized
official binding the University to the terms and conditions of the project.

3. The sponsor has written policies requiring Facilities & Administrative cost
recoveries. Note: the absence of a policy does not preclude the award from
being a sponsored project.

4. The award document

a.  contains provisions regarding ownership of intellectual properties, i.e.,
patents and copyrights;

b.  specifies deliverables such as technical, financial, invention, or
procurement reports or milestones, timetables;

c.  restricts payments contingent upon programmatic or fiscal reporting;

d.  includes budget restrictions (e.g., prior approval for re-budgeting and
restrictions on certain budget categories, equipment or fringe benefits);

e. includes a provision for audit;
. restricts or monitors publications or use of results; or
g.  requires protection of sponsor and/or confidential information.

5. The project involves any of the following: human subjects, vertebrate
animals, radioactive materials, recombinant DNA, human body substances,
infectious agents, or third-party proprietary materials.

IV.  PHILANTHROPIC GIFTS
For the purposes of these guidelines, a gift is the voluntary provision of external support by

a donor to Longwood University without requirements for receipt of any economic or other
tangible benefit in return. In addition, contributions to endowments and nongovernmental
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contributions for capital projects would normally be classified as gifts. See Section V.C.
Guidelines for Developing Proposals for Philanthropic Gifts.

A. Gift Criteria (some exceptions may apply)

1.

5.

The external support is irrevocable, providing the gift is used in accordance with
any valid restrictions accepted by LUF.

No goods, services or deliverables are offered or exchanged in consideration of
receipt of the support. Donors may require reports to verify the use of the
support is in compliance with intent.

The donor provides the support w