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Part III

Academic Policies and Procedures of Information to the Faculty

The Saint Joseph’s College Catalog and Faculty Handbook contain the most recent statement of official academic regulations. Faculty members are expected to be thoroughly familiar with the regulations.

Classroom Policies and Procedures

Admittance to Class

Faculty members are to admit to their classes only students who are pre-registered with the Director of Academic Records and Student Advising and who are present on a class list issued by the Director. If they do not have proper authorization for admittance to the class, faculty members are to refer students to the Office of Academic Records and Student Advising.

Class Meetings

The Director of Academic Records and Student Advising schedules the time and location of all classes. Faculty members may not change these without the approval of the Vice President for Academic Affairs. Faculty members are expected to meet with their classes at the scheduled hours throughout the academic year. If the faculty member is unable to meet with a class for any reason, he or she is expected to inform the Office of the Vice President for Academic Affairs in sufficient time to permit a proper notice to be posted. In the event that a faculty member knows in advance that he or she will be unable to meet with classes for several meetings, it is expected that he or she will inform the Vice President for Academic Affairs of a plan to obtain a substitute or to provide the class with work assignments to be done in lieu of formal classes.

Attendance

The faculty member is expected to observe the regulations governing student attendance at classes as stated in the Saint Joseph’s College Catalog. A faculty member should report excessive absences by students to the Vice President for Academic Affairs.

Change of Sections

Only the Director of Academic Records and Student Advising may give permission to a student to change from a particular section of a course to another section. The Director will issue the necessary permission card to the student.

Withdrawal from Class

If a student wishes to withdraw from a class, the student should obtain a withdrawal form from the Director of Academic Records and Student Advising. The student should obtain all signatures as indicated on the form. If a student has been authorized to withdraw from a course or from the College, the faculty member should note the fact by submitting a “W” in place of a grade on the term grade report.

Dismissal from Class

A faculty member may not permanently dismiss any student from class. A student who is guilty of a serious breach of discipline in the classroom may be suspended from that class and sent to the Vice President for Academic Affairs. If the faculty member is of the opinion that the student should not be allowed to return to the class, he or she must submit a written report to the Vice President for Academic Affairs. In any instance of suspension from class, some return communication is in order between the Vice President for Academic Affairs and the faculty member prior to the readmission of the student to class.

Mid-Point Warning

Midway into each term, faculty members are to complete the mid-term progress report. The instructor gives the original to the student, retains a copy for his or her files, and forwards copies for the Vice President for Academic Affairs and the parents to the Office of the Vice President for Academic Affairs.

Guest Lecturers

Faculty members occasionally may (and as funds permit) invite guest lecturers to speak before their classes. Any stipend will depend upon budgetary circumstances within the department.

Field Trips

The instructor should arrange field trips in advance in order that trips do not conflict with other courses. Students are ultimately responsible for classes missed because of participation in a field trip. In all cases a faculty member, in consultation with the department chair and the Vice President for Student Affairs, must make sure liability is covered for actions while in a field trip situation. This may often mean the students rather than the College will need to assume some of the liability. The Vice President for Student Affairs will provide proper waivers and assurances. 

Student Records

Student records are under the immediate jurisdiction of the Director of Academic Records and Student Advising. All records are confidential. The Director makes records available to the academic officers of the College. Others may request necessary information through the Office of Academic Records and Student Advising. The “Privacy of Student Records” section of the Student Handbook covers the confidentiality and privacy of student records.

Final Examination Policy

Faculty members must give a final examination for each course during the final exam days scheduled by the College. Students should take final examinations as scheduled except for the following situations. Students who have three or more final examinations on one day may choose to take the middle examination at an alternate time mutually acceptable to the student and faculty. Students who wish to do this must consult the appropriate faculty member as soon as possible, but no later than two weeks before the last scheduled class. Students who have a serious illness or personal emergency should call the Office of Academic Affairs as soon as possible to discuss the situation. If the final examination may be missed, the Office of the Vice President for Academic Affairs will consult with the appropriate faculty. If the request is approved, the student should contact the faculty member as soon as feasible to schedule the final examination at a mutually acceptable time. Transportation or vacation issues are not considered valid reasons to alter the final examination period.

Copies

Faculty members are to submit copies of term examinations to the Office of the Vice President for Academic Affairs.

Conduct in Examination

The faculty member who is present in the classroom is the judge of the conduct of the students during an examination. If there is any dishonesty, the instructor determines the penalty. The student may appeal the decision as to guilt and penalty by applying to the Vice President for Academic Affairs for a hearing by an ad hoc faculty committee chosen by the Vice President for Academic Affairs from members of the Educational Standards Committee.

Submission of Grades

The faculty member is expected to submit a completed term grade report for each one of his or her classes within the time designated by the Office of Academic Records and Student Advising. Faculty members are to submit grades within 72 hours after the examination. Exceptions require prior approval by the Vice President for Academic Affairs.

Request for Review of Course Grade

When a student believes there is a discrepancy between the grade earned and the grade received in a course, the student is encouraged to seek an acceptable resolution through a discussion with the instructor of the course as soon as possible. The instructor should submit any grade change in writing to the Director of Academic Records and Student Advising.

If a satisfactory resolution is not reached, a student may initiate a formal appeal by taking the following steps:

1.
The Student Request for Review of Grade form is available in the Office of the Vice President for Academic Affairs. The student must submit this form in writing to the Office of the Vice President for Academic Affairs with all supporting documentation, including but not limited to the course syllabus and all graded assignments. The student should submit documentation within 15 calendar days after the first official day of classes in the semester following the one that the grade was received.

2.
The Vice President for Academic Affairs will forward the appeal to the faculty member for evaluation.

3.
If a satisfactory resolution is not reached, the Vice President for Academic Affairs will convene the Academic Review Committee. The Educational Standards Committee appoints this committee. It consists of three faculty members, one of whom is a member of the Educational Standards Committee.

4.
The recommendation of the Academic Review Committee is submitted to the Vice-President for Academic Affairs who then files the final decision with the Director of Academic Records and Student Advising.

Records

The faculty member is expected to preserve all final examinations and records of grades and attendance for at least two full years following the completion of a particular course.

Faculty Evaluations

Students in each course evaluate non-tenured faculty members each term. Students in each course evaluate tenured faculty during one term of each academic year. The individual faculty member may determine which term he or she is evaluated. A standardized form is used for both tenured and non-tenured faculty. Immediately upon completion, the faculty member or student designee returns all evaluation forms to the Office of the Vice President for Academic Affairs.

Faculty and department chairs are required to review all course evaluations in the semester following the students’ evaluation.

Department chairs complete a separate faculty evaluation form that is returned to the Office of the Vice President for Academic Affairs.

Students complete evaluations of faculty members on forms approved by the Faculty Senate and provided by the Office of the Vice President for Academic Affairs.

LIBRARY SERVICES

The Daniel and Kathleen Wellehan Library is located in the Heffernan building. 

Collection Development

The library depends on departmental recommendations for books to build and maintain the collection. Each department is urged to make requests for books. Book acquisition forms can be obtained electronically by contacting the catalog librarian or paper forms can be obtained by coming into the library. The department chair or the faculty library delegate for the department must approve all acquisition forms before being sent to the library. Department book allocations are distributed to department chairs during the fall semester. Book allocation funds must be spent by April 15. Faculty members are notified via email when books they have ordered have been cataloged and can be circulated. Ordered material is available to faculty members only after the material is cataloged. 

Circulation Policy

Faculty members are allowed to check out books and AV material for the length of the semester. Faculty members must present a St. Joseph’s College ID to check out books. Journals and reference books do not circulate. Faculty also have lending privileges through the Greater Portland Alliance of Colleges and Universities at the libraries of the Maine College of Art, Southern Maine Technical College, University of New England, and the University of Southern Maine. 

Reference

Reference service is available all hours that the library is open. This service includes how to use book reference sources as well as the library's online databases. The library's book catalog is online. This catalog is available on the computers in the library reference area as well as on the computer in the faculty lounge.   The library has access to online databases for accessing journal/newspaper articles. A current list of the databases available and directions on how to access these databases on campus and away from campus can be obtained at the circulation desk. 

All computers in the library have access to the Internet. 

Bibliographic Instruction

The library staff offers bibliographic instruction. These classes are designed to meet the research needs of the students in a particular class. Faculty members should schedule bibliographic instruction by calling the reference librarian. 

Interlibrary Loan

The library offers Interlibrary Loan (ILL) to faculty members free of charge. Requests are made using forms that are found on the Library Web site. Most material ordered through ILL arrives in two weeks. Books, journal articles, and limited AV material can be obtained through ILL. Faculty members will be notified by phone when their material has arrived. 

Reserve Materials

The library provides an area for faculty to place material on reserve for student use. All material placed on reserve must be removed from reserve after each semester. All material on reserve is on closed reserve and does not leave the library. 

Photocopy Service

The library has a photocopier that faculty may use. Faculty must know their department code to make copies.  This code can be obtained from the chair of the department.  

AV Equipment

Limited AV equipment is available for classroom use. AV request forms can be obtained in the library.   All requests must be made 48 hours in advance. The instructor requesting AV equipment is responsible for obtaining and returning the equipment. 

The Daniel and Kathleen Wellehan Library is located in the Margaret H. Heffernan Center. 

Collection Development

The library depends on departmental recommendations for books to build and maintain the collection. Each department is urged to make requests for books. Book acquisition forms can be obtained electronically by contacting the catalog librarian or paper forms can be obtained by coming into the library. The department chair or the faculty library delegate for the department must approve all acquisition forms before being sent to the library. Department book allocations are distributed to department chairs during the fall semester. Book allocation funds must be spent by April 15. Faculty members are notified via email when books they have ordered have been cataloged and can be circulated. Ordered material is available to faculty members only after the material is cataloged. 

Circulation Policy

Faculty members are allowed to check out books and AV material for the length of the semester. Journals and reference books do not circulate. 

Reference

Reference service is available all hours that the library is open. This service includes how to use book reference sources as well as the library's online databases. The library's book catalog is online. This catalog is available on the computers in the library reference area as well as on any computer with Internet access. The library has access to some online databases for accessing journal/newspaper articles. A current list of the databases available and directions on how to access these databases on campus and away from campus can be obtained at the circulation desk. 

All computers in the library have access to the Internet. 

Bibliographic Instruction

The library staff offers bibliographic instruction. These classes are designed to meet the research needs of the students in a particular class. Faculty members should schedule bibliographic instruction by calling the reference librarian. 

Interlibrary Loan

The library offers Interlibrary Loan (ILL) to faculty members free of charge. Requests are made using forms that are found on the Library Web site. Most material ordered through ILL arrives in two weeks. Books, journal articles, and limited AV material can be obtained through ILL. Faculty members will be notified by phone when their material has arrived. 

Reserve Materials

The library provides an area for faculty to place material on reserve for student use. All material placed on reserve must be removed from reserve after each semester. All material on reserve is on closed reserve and does not leave the library. 

Photocopy Service

The library has a photocopier that faculty may use. The key for the photocopier is available at the circulation desk. Faculty members must record the number of copies they make in the notebook that is on the circulation desk. 

AV Equipment

Limited AV equipment is available for classroom use. Using the AV request form found on the Library website, faculty members can make requests for AV equipment. All requests must be made 48 hours in advance. The instructor requesting AV equipment is responsible for obtaining and returning the equipment. 

