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GENERAL GUIDELINES & OPERATING PROCEDURES FOR ALL 
DELIBERATIVE BODIES  

The General Guidelines and Operating Procedures for all deliberative bodies may be 
amended at any regular meeting of the College Assembly by a three-fourths majority vote of the 
members present, taken by secret ballot, provided there is a quorum and provided the amendment 
was on the agenda and discussed at the previous regularly scheduled meeting. 

A list of all deliberative bodies and their respective members is distributed by the President 
to each member of the College Assembly at the beginning of the academic year. 

In addition to standing committees, committees for special purposes may be established. 
The purpose of an ad hoc committee is to discuss and make recommendations relative to any 
item that is not clearly within the realm of any standing committee. An ad hoc committee may be 
created by the College Assembly, Academic Senate, the President, or any Vice President. 
Membership of an ad hoc committee will include those with the necessary expertise and those 
with various viewpoints. An ad hoc committee reports to whoever establishes it and is dissolved 
when the task of the committee is completed or when the creator of the committee chooses to 
dissolve it. 

Policies Relating to Standing Committees 

The primary purpose for all deliberative bodies is to fulfill their specific responsibilities in 
harmony with the mission statement of the College. 

Each organizational element in the governance structure is designed with the intent that all 
deliberations and actions will serve to encourage spiritual growth and Christian commitment of 
the total campus community while providing a quality academic experience according to the 
Adventist philosophy of Christian education. Such a view of education encourages the balanced 
development of the whole person in the image of the Creator. 

It is understood that teaching faculty and support staff have limited time to spend on 
committee work, so committee efficiency is of primary concern to each member. To foster 
committee efficiency and excellence in teaching, faculty receive load credit for only one 
committee. If they wish to serve on more than one committee, they serve without extra load 
credit.  

·  The list of agenda items for most committees will be made available to the relevant parties 
by the chair via e-mail or hard copy.  

·  Any standing committee that is going to discuss an item that may have significant impact on 
a given department should contact the chair of that department when that action is to be 
discussed by the committee. 

·  Standing committees are encouraged to collaborate with other standing committees when 
agenda items are perceived to have joint jurisdiction. 

·  An item may be placed on the agenda for consideration by any member of the committee. 

 

All committee actions are subject to review, approval or veto by the appropriate parent body 
(Academic Senate and/or College Assembly). 

All standing committees are to keep regular minutes of their meetings. Copies are to be 
circulated within one week to committee members and the Vice President responsible for that 
area, with an extra copy for the archives housed in the office of the Vice President for Academic 
Administration. 
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 Committee guidelines and working policies developed from those guidelines for continual 
use by the committee must be approved by the committee’s parent body and made available to all 
committee members as well as those whose interest the committee serves. 

While each committee reporting to Senate may have diverse documentation styles, it is 
recommended that a uniform style be used with the following format:  

�
Membership and chair terms begin on July 1 of the year of election. 

The term of membership for each committee is four years.  To provide continuity for on-
going committee work, the chair’s term is three years, except where specified otherwise. Initially, 
elected members are given staggered terms to provide for committee continuity. For any 
committee to which it applies, a student’s membership is one year, and the student must maintain 
good and regular standing. 

 
·  Committee membership consists of elected faculty, staff, and those administrative officers 

serving on an ex officio basis. The term faculty refers to members of those groups defined 
in the Faculty section of this Handbook. 

·  In most committees, students enrolled in good and regular standing may be nominated by 
the Student Senate to serve as members. Exceptions are committees where faculty personnel 
are under review. 

·  A member who is absent without prior arrangement for more than three consecutive, 
regularly scheduled meetings should be replaced by the Nominating Committee’s usual 
procedure for filling vacancies. 

 
Membership Responsibilities 

The committee chair: 

·  Prepares reports for Academic Senate or College Assembly on motions requiring action by 
the committee’s parent body. 

·  Calls and presides at committee meetings. 

·  Prepares agenda with supporting documentation for committee meetings. 

·  Helps committee achieve purpose and objectives within the framework of the College’s 
mission and any larger issues facing the College. 

 

Individual committee members:  

·  prepare for meetings, including, but not limited to, spending time necessary to read and 
study agendas. 

·  help the committee achieve its purposes through active participation. 

·  are willing to ask probing questions. 

Committee Report to Academic Senate 

 Date of Action: 
 From: 
 Chair: 
 MOTION: 
 Committee’s Vote (#yes__ #no__): 
 Background Information: 
 Arguments pro and con: 
 Documentation or data upon which the proposal is based: 
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Three-fifths of the total membership constitutes a quorum for all committees except where 
indicated otherwise. Business may be conducted only when a quorum is present.  

Students assigned as members to standing committees are considered part of the quorum as 
voting members. If a student does not maintain attendance, the Student Senate will be asked for a 
replacement. 

The meetings of all deliberative bodies (except Rank and Tenure and Grievance 
committees) are open meetings that any faculty or staff member may attend as a nonvoting 
observer of the discussion.  

Observers and designees of standing committee members should notify the chair upon 
arrival. 

Committees have the right to declare executive sessions as necessary. 
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THE COLLEGE ASSEMBLY   

 

The role of the College Assembly is to: 

·  Be the parent body of the governance structure of Pacific Union College, serving as both 
a study and legislative group. 

·  Encourage spiritual growth and Christian commitment of the total campus community. 

·  Foster professional development and familiarize the faculty and staff with current 
educational policies, problems, issues, trends, and various committee and Senate actions. 

·  Initiate discussion, make recommendations and take action relative to the academic 
program, student life, services and academic support, auxiliary and business enterprises, 
etc. 

·  Hear matters that are outside the domain of any other particular deliberative body. 

·  Share with the Board of Trustees through the President a general sense of the feeling of 
the College community.�The College Assembly may review and discuss agenda items of 
the Board of Trustees. 

 
Operating Procedures 

Because of the unique Christian philosophy of the College, a portion of each meeting is 
to be devoted to spiritual matters. 

A maximum of fifteen minutes of announcements at the beginning or end of each 
Assembly session are permitted.� All other announcements are to be in printed form for 
distribution with the agenda.�

·  Agenda items are to be submitted to the President’s office not later than seven teaching 
days before the College Assembly meeting.�The agenda is to be distributed to members 
no later than five teaching days before the College Assembly meeting.�This agenda is to 
be accompanied by supporting documentation for any items to be discussed and/or voted 
on.�Administrative reports or supplementary material for presentation of administrative 
reports are to be distributed with the agenda, so that the members may be prepared to 
discuss the items. 

·  Late items may be added to the agenda by a three-fourths Assembly vote. No final vote 
may be taken on an item not on the published agenda, unless three-fourths of those 
members present agree to taking a vote. New business may be introduced only after the 
regular agenda is completed. 

·  Items for the agenda may be proposed by any Assembly member, subject to approval by 
the President. Any item accompanied by a petition signed by twelve faculty or staff 
members from at least two different departments must be placed on the agenda of the 
next Assembly meeting. 

COLLEGE 
ASSEMBLY 

Reports to1�The President of the College, who serves as chair. 

Membership: General faculty. Other members of the staff are encouraged to become 
members at the start of the school year; they may maintain membership with voting privileges 
by regular attendance at Assembly meetings. 

Frequency of Meetings:�Once per month during the academic school year.  Special meetings 
may be called by either the chair of the College Assembly or by a majority vote of the 
members, giving time for reasonable notice. 
Quorum1111 Three-fifths of the total membership of the Assembly. 
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Relationship to the Academic Senate 

 The College Assembly is the parent body of the Academic Senate. While all actions of 
the Academic Senate may be considered final and need not be voted on by the College 
Assembly, the College Assembly may choose to reconsider any action and/or give direction to 
the Academic Senate. 

The College Assembly may veto any action of the Academic Senate by a two-thirds 
majority vote. 
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STANDING COMMITTEES OF THE COLLEGE ASSEMBLY 

NOMINATING COMMITTEE  

. 

·  Provide advice regarding candidates when ad hoc committees of major significance are 
being appointed.    

·  Attempt to achieve broad participation in the governance structure and balanced 
representation for varying faculty viewpoints, disciplines, expertise, and interests on all 
committees. 

·  Maintain reasonable rotation of committee members and chairs. 

·  Maintain records of committee memberships, loads, and terms. 

·  Provide the President’s Office a list of the membership of all deliberative bodies for 
distribution to each faculty/staff member at the beginning of the academic year. 

 

Procedures��������

At the beginning of Winter Quarter, the Nominating Committee solicits names for all 
vacancies by sending all College Assembly members a listing by committees of all committee 
members and openings for the next academic year. All faculty and staff are asked to indicate 
their preference as to committee memberships for themselves and others. 

The Nominating Committee selects nominees for all standing committees, taking into 
consideration faculty input, individual interests and desires, and balance. These names are 
approved by the President before they are circulated. On each committee there should be no 
more than one faculty member from any department and at least one but no more than three 
(preferably two) from any of the following categories:  

·  Arts and Humanities: Communications; English; History; Modern Languages; Music; 
Religion; and Visual Arts 

·  Professional: Business Administration; Education; Exercise Science, Health, and 
Nutrition; and Library 

·  Sciences: Biology; Chemistry; Computer Science, Mathematics, and Physics; Psychology 
and Social Work; and Nursing. 

 The list of nominees is circulated among the College Assembly members for 
consideration at least one week before the ballot is distributed. Voting is by ballot during the 
week before Winter Quarter finals, for a final yes/no vote on each nominee. 

 In the case of a resignation, the Nominating Committee nominates a new member to 
serve the balance of the remaining term. This nominee is elected by the College Assembly by 
ballot. 

 A chair is nominated for each standing committee that will have a vacancy the following 
year. The person selected serves as chair for three years (which may extend the term of 
membership). A current chair may be nominated for an additional three-year term.  

����

NOMINATING Reports to: College Assembly. 

Membership: 
Ex Officio: President’s designee (non-voting secretary). 
Elected: Four teaching faculty, one staff. 

Term: Four years. 

Frequency of Meetings: At least once per quarter. 
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At least one month prior to the end of Spring Quarter, the Nominating Committee is to 
send to College Assembly members a listing by departments of eligible members of the 
Assembly, to be used as a preliminary ballot to select new Nominating Committee members. 
Committee chairs are not eligible to serve concurrently on the Nominating Committee. This 
faculty input is considered along with the Nominating Committee’s own recommendations in 
choosing nominees for the Nominating Committee. Names are to be placed on the ballot for 
Nominating Committee vacancies. 

A copy of the final ballot is distributed to College Assembly members at least two weeks 
before the end of Spring Quarter. Voting is by ballot during the week before Spring Quarter 
finals. 

 
At least one month before the end of the current chair’s term, the College President will 

appoint a chair from among the elected members for a three-year term. 
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FACULTY HANDBOOK COMMITTEE  

 
The functions of the Faculty Handbook Committee are to  
 
·  Review all proposals for substantive and stylistic changes in the Faculty Handbook. 

·  Present recommendations for change to the College Assembly. 

·  Arrange for maintenance of the Faculty Handbook. 

Procedures and Responsibilities 
·  In consultation with the President, the Faculty Handbook Committee appoints an editor 

of the Faculty Handbook. 
·  The Faculty Handbook Committee notifies and consults with all departments and 

governance bodies that would be affected by a proposed change in the Handbook well 
before any recommendation is presented to College Assembly. 

·  The Faculty Handbook Committee receives and reviews all solicited and unsolicited 
recommendations for substantive and stylistic changes in the Faculty Handbook from 
governance committees and individuals within the faculty, staff, and administration.  
Following review of a proposed change, the committee takes an action either in support 
of the recommendation or in opposition to it.  The committee notifies the originator of 
the recommendation of the action taken.  The committee prepares and presents to College 
Assembly those recommendations that are supported.  Unsupported recommendations 
may be presented by the originator to College Assembly with permission of the President. 
In such cases, the President notifies the Faculty Handbook Committee of the time and 
place of the presentation. 

·  Annually, the chair of the Faculty Handbook Committee invites all standing committees 
to review their descriptions in the Faculty Handbook and to make appropriate 
recommendations for change. 

·  The Faculty Handbook Committee reviews the Faculty Handbook annually, noting areas 
that are no longer descriptive of current practice, that require clarification, or that need 
substantive modification.  Following the annual review, the committee formulates 
tentative recommendations for changes in the Faculty Handbook.  After ensuring 
adequate involvement of affected departments and governance bodies, the committee 
presents appropriate recommendations for change to the College Assembly. 

·  In consultation with the President and the Faculty Handbook editor, the committee 
arranges for regular updates of the Faculty Handbook to reflect changes approved by the 
College Assembly and/or the Board of Trustees.  All additions to or modifications of the 
Faculty Handbook are clearly dated.  The President’s Office is responsible for all 
distribution.

 

FACULTY 
HANDBOOK 

Reports to: College Assembly. 

Membership: 
Ex Officio: President or designee, Vice President for Academic Administration or 

Designee, Editor of the Faculty Handbook  (Regular employees have voting rights). 
 Elected: Four teaching faculty members above the instructor level, of whom at least two 
hold continuous appointment 

Chair :  Designated by the Nominating Committee and approved by College Assembly for a 
three-year term. The current chair may be re-elected. 

Term: Four years. 

Frequency of Meetings: At least once per month during autumn, winter, and spring terms. 
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GRIEVANCE COMMITTEE  

 

·  Help maintain an environment of trust and harmonious interpersonal working relationships 
among administration, faculty, staff, and students by providing a formal process to deal with 
injustices, real or perceived. 

·  Ensure that all members of the campus community are informed of their right of access to a 
grievance process for personal or professional grievances and are provided with copies of 
the grievance procedure. 

·  Determine, in conjunction with HR, whether the grievance falls within the jurisdiction of 
the committee. 

·  Seek input from the parties to the grievance, their immediate superiors, and other 
appropriate sources. 

·  Conduct a formal hearing to evaluate and make decisions on any formal grievance. 

Reports to:  
 The President, at least once per quarter with summary of grievance actions for the quarter 
and any trends in subjects or areas. 

College Assembly, with annual summary of grievance actions. 

Membership1111����
Five regular members and four alternates: three from the teaching faculty and two staff, 

together with two alternates in each category. The Nominating Committee appoints a Chair and a 
vice chair, both of whom are regular members. 

Should any regular committee member be a party to the grievance, or be deemed to have a 
conflict of interest, or be on leave, a replacement in the appropriate category (faculty, staff) will 
be chosen by vote of the remaining committee members. In the event that the chair of the 
committee is similarly disqualified, the vice chair will occupy the chair. 

If there should still not be five members, replacements will be drawn from previous 
members of the Grievance Committee who have most recently completed their terms. Again, the 
remaining committee members will vote to choose the replacement. 

Questions of disqualification for partiality or conflict of interest are determined by a 
majority vote of the nine members, with the chair and the person whose qualification is in 
question being ineligible to vote. The grievant, or any committee member, may privately request 
the chair for a vote on such qualification, and the question may be discussed, and will be voted 
upon. 

Two additional members (one each) may be appointed as voting members by the parties to 
the grievance. These must be chosen from faculty, staff, or students. 

Term: Four years. 
Frequency of Meetings: As needed. 

Quorum: For administrative and policy meetings, which are attended by regular members and all 
four alternates, a majority. For grievance determinations, all five regular members (or their 
replacements).����

Voting: By secret ballot. Any party to a grievance who is a member of the Grievance Committee 
may not vote on that grievance. 

GRIEVANCE 
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·  Prepare a report on each grievance considered. The report is to include: 

A synthesis of the major facts and issues collected from the research and hearings 
undertaken. 

A brief explanation, critique, or rationale of the findings of the Grievance Committee 
relative to the grievance. 

The recommendation as to what action should be taken. 

·  Send the report to the President for a response. 

·  Monitor collection and storage of all documents from the initiation to the conclusion of a 
formal grievance procedure. 

·  Monitor grievances that come to the committee to locate any trends in subjects or areas. 

·  Make recommendations in writing to appropriate personnel relative to ways to improve 
interpersonal relationships at the College. 

 
A grievance is defined as any real or perceived injustice, unfair treatment or wrong that is 

personal or professional in nature. The establishment of a grievance committee does not mean 
that all grievances need to come to the Grievance Committee. Grievances should be settled at the 
lowest possible level in the College organization. A grievance may not be formally processed 
unless an informal effort has been made to resolve it. Both informal and formal grievance 
processes must begin with the immediately involved parties. No prejudice should attach to 
persons utilizing the grievance procedure.  

 
The parties to the grievance should try to resolve the problem between themselves, or in one 

of the following sequences, up to the vice-presidential level: 

Faculty:  Teacher > Department chair > Academic V.P. 

Work/Miscellaneous:  Worker > Supervisor > Department manager > Appropriate V.P. 

 

·  Grievance policy, initiation, resolution and release forms must be obtained by the 
grievant from Human Resources or the Chair of the Grievance Committee. 

·  Grievant submits the formal petition to the Grievance Committee.  At this time the 
committee will notify the party against whom the grievance has been filed.  Copies of any 
previous documentation from all parties to the grievance must be forwarded at this time 
on hard copy to the Chair of the Grievance Committee.     

·  The Grievance Committee will conduct hearings and make a definitive recommendation 
to resolve the grievance that will discuss the evidence considered and the basis for the 
recommendation. During Grievance Committee formal hearings, parties to the grievance 
have the right to be present, to submit evidence, and to present and/or question witnesses. 
The Grievance Committee reserves the right to set reasonable limits on the amount of 
time the parties may have during hearings or the number of witnesses parties may 
present. 

·  The Grievance Committee submits its findings whether for or against the grievant to the 
President.  The President will review the findings of the Grievance Committee, with the 
right to override the findings of the Grievance Committee, and respond to the Grievant 
normally within fourteen days with the decision.  The President or an appointee by the 
President will ensure that any actions required by the decision are carried out.  The 
decision of the President is final.   
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·  If the grievance/complaint is against the President the Grievance Committee would report 
their findings to the Chair of the Board.  The Chair of the Board will review the findings 
of the Grievance Committee, with the right to override the findings of the Grievance 
Committee, and respond to the Grievant normally within fourteen days with the decision. 
The decision of the Chair of the Board is final.     

The findings and recommendations resulting from each stage of the formal grievance process 
will be communicated in writing to the complainant and to the person or persons against 
whom the complaint was lodged.  In cases involving discrimination, the document will 
specifically indicate whether or not it has been determined that discrimination took place, and 
the reasons for the determination.  If it is found that discrimination occurred, the document 
will set forth what remedial actions will be taken. 
 
Formal Grievance Filing Deadline 

The formal grievance process must be initiated within six months of the date when the alleged 
grievance occurred, or within six months of the date when the grievant should have become 
aware of the grievance, but in no case should it be longer than one year.   
 
Petition Format 

 
At each step in the formal grievance process, a petition is submitted that conforms to each of 
the following: 
 
• The petition must be presented in legible hard copy. 

• The petition must state the nature of the grievance. 

• The person, persons, and/or office against whom the grievance is directed must be 
specified. 

• The time when the grievance occurred and when there was an awareness of it must be 
stated. 

• Circumstances surrounding a delay between when the grievance occurred and an 
awareness of the grievance must be explained. 

• The specific remedy or action desired must be stated. 

• The attempts that have been taken to resolve the grievance and the results obtained must 
be described. 
 

Formal Grievance Response Deadlines 

 
The Grievance Committee has six work weeks to conduct its activities and reach a 
recommendation once a formal grievance petition is submitted to the Committee.  This time may 
be extended where all parties to the grievance mutually agree. 
 

Recordkeeping and Confidentiality 

All written records, from the initiation of the formal grievance procedure up through and 
including an action by the President, must be forwarded to the Chair of the Grievance 
Committee to be kept in files in Human Resources.  Access to these files may be obtained 
only if all parties to the grievance agree to their release by signing the Grievance Release 
Form, or the action becomes a subject of litigation. 
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 THE ACADEMIC SENATE  

·  To represent the College faculty in the conduct of its business. 
·  To discuss and deliberate any item relevant to the academic program of the College. 
 
Operating Procedures 

A maximum of five minutes of announcements at the beginning or end of each Senate 
session is permitted. All other announcements are to be in printed form for distribution with 
the agenda. 

Agenda items are to be submitted to the chair no later than seven teaching days before the 
Academic Senate meeting. The agenda is distributed to members no later than five teaching 
days before the meeting. This agenda must be accompanied by supporting documentation and 
arguments both pro and con. 

Late items or new business may be added to the agenda by a three-fourths Senate vote. 
Discussion of these may take place only after the regular agenda is completed. No final vote 
may be taken on significant items not on the published agenda. 

Any teaching faculty or staff member may request that an item be placed on the agenda, 
subject to the approval of the chair. If the chair does not approve, he/she may be overruled by 
a petition signed by five teaching faculty members. 

SENATE 
Reports to: College Assembly, at least once per year on significant happenings. All actions of 
the Academic Senate may be considered final and need not be voted upon by the College 
Assembly. However, the College Assembly may reconsider or veto (by two-thirds majority 
vote) any action and/or give direction to the Academic Senate. 

Membership: 
 Ex Officio: Vice President for Academic Administration, Registrar, chairs of all 
academic departments (as representatives of their departments), chairs of committees that 
report to the Academic Senate, director of Honors Program.  
 Elected: Vice chair of Academic Senate, two upper-division students. Elected members 
serve a one-year term. 

Chair:  Vice President for Academic Administration, who prepares the agenda, calls all 
regular and special meetings, and distributes the agenda to Senate members. 

Vice chair: Member of the teaching faculty with previous Academic Senate experience, not 
currently a department chair. The vice chair works in consultation with the chair, assists the 
chair in preparation of the agenda for each meeting, and serves as moderator when the 
Academic Senate is in session. 

Secretary: Registrar, who prepares and makes available the minutes of each meeting to the 
members of the Senate and to all other members of the teaching faculty. 

Regular Invitees: All vice presidents, associates in academic administration, and the Director 
of the Teaching and Learning Center. 

Frequency of Meetings: Regular meetings are usually held once per month during the school 
year at a time set by the Vice President for Academic Administration. Special meetings may 
be called by the chair or vice chair or by a majority vote of the members, allowing time for 
reasonable notice. 

Quorum: Three-fifths of the total membership.  
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The first page lists the items to be discussed, and the following pages provide 
supplementary and supporting documentation for each item brought to the Academic Senate 
for consideration. The supplementary material contains the following: 

·  A brief statement of the issue or problem that the proposed legislation is designed to 
cover. 

·  A short one-paragraph statement of the recommendation. 

·  A brief outline of the arguments, both pro and con, relative to the recommendation. 

·  A statement of the final vote of the committee submitting the proposal. 

·  A formal motion for the adoption or rejection of the resolution. 

 
Significant items should be identified on the agenda by the chair or, for late items or new 

business, at the meeting. 

No final vote may be taken on an item deemed to be significant during the meeting in 
which the item first appears on the agenda and is discussed. For significant items the 
discussion is to be continued at the next meeting, which may not be held for at least one week. 
Any exception requires a three-fourths vote of the members present. At the request of a 
member, an item not declared significant may be reclassified by a one-fourth vote of the 
members present. 
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STANDING COMMITTEES OF THE ACADEMIC SENATE 
 
CURRICULUM AND EFFICIENCY COMMITTEE  

 
·  Assist each department in conducting a periodic departmental review, to assess all 

aspects of the department’s strengths and weaknesses, and formulate plans for the future  
that will enhance its contribution to the overall mission of the College. 

·  Present each department’s program review to the Academic Senate along with the 
committee’s response to the review.  This will then be used by various committees in 
evaluating changes involving the department. 

·  Monitor the development and quality of courses, programs, and majors in light of 
departmental program reviews.  

·  Study the academic quality and financial efficiency of the total academic program and of 
each academic department, considering such items as: 

a) Academic efficiency: teacher loads, productivity, student-teacher ratios, class 
size/sections, program redundancies, and scheduling. 

b) Financial efficiency: costs per student hour generated, class size, and equipment 
and staffing needs. 

·  Establish efficiency and productivity goals with each department through a comparison 
with other departments, other campuses, and long-term trends. 

·  Review all graduate and undergraduate programs, including majors, minors, and courses 
that appear in the Catalog. It is assumed that the Catalog editor will handle minor 
changes without bringing them to the committee. 

·  Distribute portions of the academic equipment budget as funds are available. 
 

CECOM Reports to: Academic Senate. 

Membership: 
 Ex Officio: Vice President for Academic Administration, Registrar, Director of Budgets 
and Fiscal Services (voting members); Catalog editor (non-voting member).  A designee may 
be appointed by the Vice President for Academic Administration to serve as secretary (non-
voting member). 
 Elected: Six faculty members, two from each of the three categories of the faculty. 

Term: Four years. 

Frequency of Meetings: Typically weekly, plus extended meetings as necessary. 
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FACULTY DEVELOPMENT , RESEARCH AND HONORS COMMITTEE  

 

·  Encourage and reward faculty excellence through recognition programs (e.g., Educator of 
the Year, Meritorious Service Award) and by providing resources on teaching and 
learning. 

·  Formulate and administer an annual plan for general faculty development in consultation 
with the Vice President for Academic Administration. 

·  Review sabbatical and research proposals and encourage scholarship through available 
funds. 

·  Facilitate faculty discussion of problems and innovations concerning the teaching 
professional in higher education. 

·  Assist faculty members by providing resources that will enable development of  their 
professional skills. 

 
 
 

Reports to: Academic Senate. 

Membership: 
 Ex Officio: Academic Administration designee (secretary). 
 Elected: Five teaching faculty. 

Term: Four years. 

Frequency of Meetings: Typically once a month. 

FACULTY 
DEVELOPMENT, 
RESEARCH & 
HONORS  
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ACADEMIC STANDARDS AND GENERAL EDUCATION COMMITTEE  

 
·  Review and recommend changes in academic standards and policies relative to academic 

issues (e.g. admission and readmission; academic probation; grading; attendance; integrity 
and ethics; graduation requirements; granting of credit by transfer, examination, or off-
campus study). 

·  Evaluate and make recommendations regarding academic standards of the Honors Program, 
summer school, degree completion programs, and off-campus learning. 

·  Review, study, and make recommendations relative to the General Education program. 

·  Establish guidelines, evaluate and decide academic appeals beyond those routinely handled 
by the Registrar. 

 

 

 

Reports to: Academic Senate. 

Membership: 
 Ex Officio: Vice President for Academic Administration, Registrar (secretary). 

 Designee: Student representative from Student Senate. 

 Elected: Five teaching faculty, including at least one from each of the three categories. 

Term: Four years. 

Frequency of Meetings: Weekly. 

ASGE 
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RANK AND TENURE COMMITTEE  

 

·  Promote and work for recognition of high standards in teaching and conduct, spiritual 
leadership, and scholarly attainment among those who are retained and advanced. 

·  Work for a fair, uniform and objective consideration in the advancement of faculty members 
for all departments. 

·  Consider and recommend guidelines for the Faculty Handbook relative to the qualifications 
of teachers for various ranks or appointment status and the procedures for termination.  

·  Review and make recommendations on cases of termination of appointments based on 
academic performance. Individuals under consideration are to be provided with a written 
statement of charges and an opportunity to appear and participate in the discussion of the 
committee and receive a copy of the final report. 

·  Conduct an annual review of the faculty and make recommendations regarding changes in 
rank and/or appointment status based upon the policies set forth in this Handbook.   

·  Establish qualifications and guidelines and make recommendations for recipients of 
emeritus designation.  

·  Make recommendations for department chairs according to the procedure detailed in the 
Faculty section of this Handbook. 

 

 

RANK AND TENURE  Reports to:  
 The department chair, regarding recommendations affecting personnel within the 
department. If the chair’s recommendations are not accepted, the chair is invited to join the 
committee as a nonvoting participant in the discussion. 
 Vice President for Academic Administration, on confidential matters. 
 Academic Senate, on all but confidential matters. 

Membership: 
 Ex Officio: Vice President for Academic Administration (nonvoting member). 
 Elected: Five members of the teaching faculty above the instructor level, of whom at  
 least three are on continuous appointment. 

Chair: Should be a full professor on continuous appointment. 

Term: Four years. 

Frequency of Meetings: At least once per quarter. 

Quorum: At least four voting members. 

Voting: By secret ballot. 
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STUDENT LIFE COMMITTEES  
 
STUDENT GRANTS, LOANS AND SCHOLARSHIPS COMMITTEE  

 
·  Establish and review institutional guidelines for awarding financial aid. 

·  Provide information about financial resources available to current and prospective 
students. 

·  Monitor the awarding of financial aid funds to students in accordance with established 
guidelines. 

·  Monitor the academic progress of financial aid recipients. 

·  Search for new sources of student financial aid. 

 

 

GRANTS, LOANS, 
SCHOLARSHIPS 

Reports to: College Assembly, which must approve major changes in guidelines and 
policies. 
 
Membership: 

Ex Officio: Vice President for Student Services (chair), Director of Student Financial 
Services (secretary), Registrar, Director of Enrollment Services, Dean of Men, Dean of 
Women. 
 Elected: Two teaching faculty, two students. 

Term: Four years. 

Frequency of Meetings: At least once per quarter. 
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STUDENT L IFE AND M INISTRIES COMMITTEE  

 

·  Promote an environment for student life that will encourage students to develop their full 
Christian potential. 

·  Review, make recommendations and develop guidelines regarding the religious life of 
students in the context of unique Adventist beliefs and mission. 

·  Undertake a continuous review and critique of existing regular and special programs of a 
spiritual nature. 

·  Prepare recommendations to the faculty, college administrators, church pastors, Student 
Association and other appropriate personnel regarding the religious activities both on and 
off campus.  

·  Study the implications of changes in society in general and Adventism in particular relative 
to student life, and make appropriate recommendations. 

·  Review student life standards and policies and recommend necessary changes in the Student 
Guide. 

·  Interpret and apply policies and standards of the Student Guide to individuals and situations. 

·  Investigate departures from specified standards, give counsel and recommend appropriate 
discipline. Provide College Assembly with an annual summary of any disciplinary actions. 

·  Examine the total college program to determine areas where student responsibility and 
involvement can be encouraged. 

·  Screen applicants for Student Missions and Task Force appointments. 

 

 

 

 

 

 

 

 

 

 

 

Reports to: College Assembly, which must approve any major changes in the religious affairs of 
the campus community and in guidelines and policies. 

Membership: 
Ex Officio: Vice President for Student Services (chair), Dean of Men, Dean of Women, 

Church Pastor, Chaplain, Student Association President, Student Association Religious Vice 
President, Student Association Social Vice President, Student Mission Director, Sabbath School 
Superintendent.  

Elected: Three teaching faculty (one of whom must be from the Religion department), two 
staff, two additional students (one male, one female). 

Term: Four years. 

Frequency of Meetings:  At least once per quarter. 

STUDENT LIFE & 
MINISTRIES 
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TRAFFIC APPEALS COMMITTEE  

 

·  Act as an appeals board for those who receive a citation. 

·  Maintain records of appeals and suspended fines. 

·  Review and make recommendations regarding citations. 

 

 

TRAFFIC APPEALS Reports to:   
 Director of Public Safety. 
 Vice President for Student Services. 
 College Assembly, on matters of general interest. 

Membership: Two teaching faculty, one staff , two students (one male, one female). 

Term: Four years. 

Frequency of Meetings:  At least once per month during the academic school year. 
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ENROLLMENT MANAGEMENT COUNCIL  

 

·  Review the marketing and retention efforts of the College. 

·  Give perspective and direction to the development of a marketing plan. 

·  Seek ways to better influence the size and desired characteristics of the student body. 

·  Consider methods for increasing understanding and support for enrollment management 
activities. 

 
 
 
 
 
 
 
 
 

Reports to: Administrative Council. 

Membership:  

 Ex Officio: President (or designee), Vice President for Advancement (or designee), Vice 
President for Marketing and Enrollment Services (or designee), Director of Institutional 
Research, Director of Student Financial Services, Retention Coordinator, Academic Advising 
Coordinator, Director of Information Technology Systems and Services, Dean of Men, Dean of 
Women, Chaplain. 
 Elected: Two teaching faculty, one staff.  

Term: Four years. 

Frequency of Meetings:  At least once per quarter. 

ENROLLMENT 
MANAGEMENT 
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CAMPUS COLLOQUY PLANNING COMMITTEE  

 

·  Plan weekly Campus Colloquy speakers and events. 

·  Create a curriculum for Campus Colloquy that includes important core values such as 
service, integrity, scholarship, and college history.  The curriculum should also highlight 
activities and accomplishments of campus departments. 

·  Ensure that student evaluations of Campus Colloquy are conducted; revise curriculum as 
needed. 

 
 

Reports to: President. 

Membership:  

 Ex Officio: President (or designee; chair), teacher of record for GNRL 100, Chaplain, 
President’s nominee (non-voting staff support) , Student Association President. 
 Elected: Two faculty, one staff.  

Term: Four years. 

Frequency of Meetings:  As needed. 

CAMPUS  
COLLOQUY 
PLANNING 

COMMITTEE 
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FINANCIAL ADMINISTRATION COMMITTEES  
 
COLLEGE SAFETY COMMITTEE   

 

·  Oversee and audit the safety of each entity of the College and the institution as a whole. 

·  Recommend and evaluate preventive activities relative to safety, fire and disaster planning. 

·  Evaluate compliance with OSHA guidelines and make recommendations. 

·  Review major accidents and suggest ways to prevent further problems. 

·  Evaluate and make recommendations regarding the performance and image of the College 
Public Safety services. 

·  Review and make recommendations relative to monthly inspection reports. 

Reports to:  
 Vice President for Financial Administration. 
 College Assembly, for items of major significance or general interest. 

Membership: 
 Ex Officio: Vice President for Financial Administration designee. 
 Elected: One teaching faculty, two administrative and academic support staff (including one 
from physical plant), one auxiliary enterprise staff, one business enterprise staff, one student. 

Term: Four years. 

Frequency of Meetings: At least once per quarter. 

COLLEGE SAFETY 
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STAFF STANDARDS, POLICY AND HANDBOOK COMMITTEE  

 

·  Review and recommend changes in personnel standards and policies for hourly employees 
relative to hiring, termination, wages and benefits, Equal Employment Opportunity 
Commission guidelines, and other legal requirements. 

·  Review and recommend to the administration and College Assembly any necessary changes 
in the Staff Handbook with regard to both substance and style. 

·  Update the Staff Handbook on relevant items voted by the Board of Trustees. 

 

 

Reports to:   
 Vice President for Financial Administration. 
 College Assembly, on items of general interest. 

Membership: 
 Ex Officio: Director of Human Resources. 
 Elected: Four staff members representing at least three different areas. 

Term: Four years. 

Frequency of Meetings: At least once per quarter. 

STAFF STANDARDS, 
POLICY & 

HANDBOOK 
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ADMISSIONS COMMITTEE  

 

·  Review and recommend the academic status of students on academic probation and 
enforce the policies of suspension and dismissals as they are stated in the College 
Catalog. 

·  Review and act upon all admissions appeals. 

·  Notify the academic adviser and residence hall dean when an advisee is put on academic 
probation, in accordance with FERPA regulations. 

·  Discuss admission policies and standards, and make recommendations to ASGE. 

·  The chair will provide the Academic Senate with annual summary statistics of student 
admissions, readmissions, probations, suspensions, and dismissals at the last Senate of 
the year. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Reports to:   
 Academic Senate. 

Membership: 
 Ex Officio: Vice President for Academic Administration or designee (chair), Director of 
Enrollment or designee, Admission-Retention Adviser, Registrar or designee, Director of the 
Teaching and Learning Center, Director of Student Financial Services or designee.  
 Elected: Three teaching faculty. The Committee may invite others (non-voting), as needed.  

Term: Four years. 

Frequency of Meetings: Bi-weekly or as needed. 

ADMISSIONS  
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