
Memorandum 

To:   General Faculty  

Date:   February 22, 2017 

Regarding:  Faculty Senate agenda for February 24, 2017 in TLC 1-203 at 3 p.m. 

The agenda for the February 24, 2017 Faculty Senate meeting is as follows: 

1. Call to order

2. Roll call

3. Minutes

A) Approval of Minutes from January 27, 2017 (See Addendum I)

4. Committee Reports

Committee I: Undergraduate Programs Committee (Cale Self, Chair) 
Action Items (See Addendum II):  

A) College of Arts and Humanities

1) History Department

a) HIST 4310:  Comparative Slavery and Emancipation

Request: Add

B) College of Education

1) Communication Sciences and Professional Counseling Department

a) Bachelor of Science in Education with a Major in Speech-Language Pathology

Request: Modify

2) Sport Management, Wellness, and Physical Education Department

a) PHED 3401:  Integrating Technology into Health and Physical Education

Request: Modify

C) College of Science and Mathematics

1) Geosciences Department

a) Bachelor of Science with a Major in Geography

Request: Modify

b) GEOG 4082: Directed Problems

Request: Delete

c) GEOG 4083:  Faculty-Mentored Research

Request: Add

d) GEOG 4985:  Special Topics in Geography
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Request: Add 

2) Computer Science Department

a) Bachelor of Science with a Major in Computer Science

Request: Modify

b) CS 1302:  Computer Science II

Request: Modify

c) CS 3151:  Data Structures and Discreet Mathematics I

Request: Modify

d) CS 3152:  Data Structures and Discreet Mathematics II

Request: Modify

Information Items: 

A) College of Arts and Humanities

1) Theater Department

a) XIDS 2002:  What do you really know about: Design Software for Everyone

Request: Add

Committee II:  Graduate Programs Committee (Matt Varga, Chair) 

Action Items (See Addendum III): 

A) College of Education

1) Communication Sciences and Professional Counseling

a) SLPA 6785:  Special Topics in Speech Language Pathology

Request: Modify

b) CEPD 7185:  Special Topics in Counseling and Educational Psychology

Request: Modify

c) Higher Education Administration Doctorate in Education

Request: Add

B) College of Arts and Humanities

1) History Department

a) HIST 5310:  Comparative Slavery and Emancipation

Request: Add

C) Grade Policy Recommendation

1) Proposed Graduate Catalog Statement on Repeating Courses
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If a student is permitted to repeat a course, all grades will be calculated into the 

cumulative GPA. In order for the course to be retaken, the student and advisor must: 

• Consult program policies and handbooks to determine if course repeats

are permitted.

• Ensure course number and name are the same as the previous course.

Request: Approve 

Information Items: 

A) College of Arts and Humanities

1) Music Department

a) Post Baccalaureate Initial Non-Degree Certification in Music

Request: Modify

B) Graduate School

1) Clarification of Graduate Admission Classification in the Graduate Catalog, pg. 32

Provisional Degree (change in red)

     Does not satisfy the full admission requirements to a degree program. Some 

programs allow Provisional Degree admission for an applicant who does not meet 

one or more of the standards required for admission as a Regular student or a UWG 

undergraduate-graduating senior (as explained in the section that follows after Non-

Degree Admission).  

     Provisional Degree admission is a temporary status that makes the applicant 

eligible for admittance under conditions specified at the time of admission by the 

Department Chair or Graduate Program Director and approved by the Director of 

Graduate Studies in the College or Tanner Health System School of Nursing. 

Provisional Degree status must be removed and Regular status achieved per the 

conditions specified at the time of admission. Failure to meet the specified provisions 

shall result in dismissal from the program. 

2) Job Description Website

a) The Graduate school is rolling out a job descriptions website and wants all

positions visible for individuals along with required and preferred qualifications

Committee V:  Faculty Development Committee (David Boldt, Chair) 
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A) Revision of Section 103.06 of the Faculty Handbook on Instruments for Evaluation of

Teaching (See Addendum IV)

Request:  Approve

Committee XIII: Rules Committee (Susan Welch, Chair) 

Action Items (See Addenda V-XII below): 

A) UWG Faculty Handbook, Modification of Section 401

1) UWG Faculty Handbook

a) Section 401, Research (Addendum V)

Request: Modify

B) UWG Procedure 2.9.3, Research

1) UWG Academic Affair Policies

a) UWG Procedure 2.9.3, Research (Addendum VI)

Request: Approve

C) UWG Faculty Handbook, Modification of Section 201

1) UWG Faculty Handbook

a) Section 201, Classroom Procedures (Addendum VII)

Request: Modify

D) UWG Procedure 2.7.3, Classroom Procedures

1) UWG Academic Affair Policies

a) UWG Procedure 2.7.3 (201.01 and 201.02), Classroom Procedures (Addendum

VIII)

Request: Approve

E) UWG Procedure 2.7.3, Classroom Procedures

1) UWG Academic Affair Policies

a) UWG Procedure 2.7.3 (201.03), Classroom Procedures (Addendum IX)

Request: Approve

F) UWG Procedure 2.7.3, Classroom Procedures

1) UWG Academic Affair Policies

a) UWG Procedure 2.7.3 (201.04), Classroom Procedures (Addendum X)

Request: Approve

G) UWG Procedure 2.7.3, Classroom Procedures
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1) UWG Academic Affair Policies

a) UWG Procedure 2.7.3 (201.05), Classroom Procedures (Addendum XI)

Request: Approve

H) UWG Procedure 2.7.3, Classroom Procedures

1) UWG Academic Affair Policies

a) UWG Procedure 2.7.3 (201.06 and 201.07), Classroom Procedures (Addendum

XII)

Request: Approve

5. Old Business

6. New Business

A) Dan Williams, a Declaration of Support for International Faculty and Students

and the Value of a Global Education (See Addendum XIII)

Request:  Approve

7. Announcements

A) Molly McCullers, Wellness Committee initiatives

8. Adjournment
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University of West Georgia 

Faculty Senate Meeting 

Draft Minutes 

January 27, 2017 

 

1.  Call to order 

A) Dr. Farmer called the meeting to order at 3 p.m.  

2.  Roll call  

Present: 

Bohannon, Butler, Connell, DeFoor, Elman, Farran, Fujita, Gerhardt, Henderson, 

Hipchen, Hoang, Johnson, Lee, Lopez, Mahmoud, Mbaye, McCord (Breckling sub.), 

McGuire, McKendry-Smith, Miller, Mindrila, Neely, Ogletree, Pencoe, Remshagen, 

Roberts, Robinson, Rutledge, Schoon, Schroer, Seay, Smallwood, Stanfield, Sterling, 

Tefend (Rose sub.), Trotman-Scott, Varga, Velez-Castrillon, Webb, Welch, Williams, 

Willox, Yates, Zot, and Zamostny 

Absent: 

Blair, Boldt, McCullers, Mindrila, and Self  

3.  Minutes  

A) Approval of Minutes from December 9, 2016  

Minutes were approved unanimously via voice vote. 

4. Committee Reports 

Committee II: Undergraduate Programs Committee (Cale Self, Chair) 

Action Items: 

B) College of Arts and Humanities 

1) Music Department 

a) Bachelor of Music with a Major in Music with concentrations in Composition, 

Music Education, and Performance 

Request: Add 

Item was approved unanimously. 

C) College of Education 
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1) Communication Sciences and Professional Counseling Department 

a) Bachelor of Science in Education with a Major in Speech-Language Pathology 

Request: Modify 

Item was approved unanimously. 

D) College of Science and Mathematics 

1) Chemistry Department 

a) Bachelor of Science with a Major in Chemistry (ACS Track, Applied Chemistry 

Option) 

Request: Modify 

Item was approved unanimously. 

2) Computer Science Department 

a) Bachelor of Science with a Major in Computer Science 

      Request: Modify 

Item was tabled. 

E) College of Social Sciences 

1) Sociology Department 

a) Bachelor of Science with a Major in Social and Behavioral Health 

Request: Add 

Item was approved unanimously. 

Information Items: 

A) College of Arts and Humanities 

1) Music Department 

a) Bachelor of Music with a Major in Music Education  

Request: Deactivate 

b) Bachelor of Music with a Major in Composition  

 Request: Deactivate 

c) Bachelor of Music with a Major in Performance  

 Request: Deactivate 

B) College of Science and Mathematics 

1) Geosciences Department 

a) Bachelor of Science with a Major in Earth Science/Secondary Education 
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 Request: Terminate 

b) Bachelor of Arts with a Major in Geography 

 Request: Terminate 

c) Bachelor of Science with a Major in Environmental Studies 

 Request: Terminate 

2) Chemistry Department 

a) Bachelor of Arts with a Major in Chemistry/Secondary Education 

 Request: Terminate 

b) Bachelor of Arts with a Major in Chemistry 

 Request: Terminate 

c) Bachelor of Science with a Major in Environmental Science 

 Request: Terminate 

Committee III:  Graduate Programs Committee (Matt Varga, Chair) 

Action Items:  

A) College of Education 

1) Early Childhood through Secondary Education 

a) ECSE 7274 Introduction to Community-Based STEM Education 

Request: Add 

Item was approved unanimously. 

b) ECSE 7275 STEM Mathematics for Social Justice 

Request: Add 

Item was approved unanimously. 

c) ECSE 7276 STEM Investigations through Ecojustice 

Request: Add 

Item was approved unanimously. 

d) ECSE 7277 Designing Community-Based STEM Education 

Request: Add 

Item was approved unanimously. 

e) SEED 6265 Instructional Strategies for Business Education in Secondary Schools 

Request: Add  

Item was approved unanimously. 
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f) ECSE 7500 Diverse Classrooms in a Global Society 

Request: Add 

Item was approved unanimously. 

g) ECSE 7560 Contemporary Issues in Education 

Request: Add 

Item was approved unanimously. 

h) ECSE 7564 Content Area Literacy Instruction 

Request: Add 

Item was approved unanimously. 

i) ECSE 7566 Advanced Instructional Strategies for the 21st Century Classroom 

Request: Add 

Item was approved unanimously. 

j) ECSE 8562 Using Data to Meet the Needs of Diverse Learners 

Request: Add 

Item was approved unanimously. 

k) Master of Education with a Major in Early Childhood Education 

Request: Modify  

Item was approved unanimously. 

l) Master of Arts in Teaching with a Major in Teacher Education 

Request: Modify  

Item was approved unanimously. 

m) Specialist in Education with a Major in Early Childhood Education 

Request: Modify 

Item was approved unanimously. 

B) College of Arts and Humanities 

1) Music Department 

a) Master of Music 

Request: Add 

Item was approved unanimously. 

Information Items: 

A) College of Arts and Humanities 
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1) Music Department 

a) Master of Music with a Major in Music Education 

Request: Deactivate 

b) Master of Music with a Major in Performance 

Request: Deactivate 

Committee XII: Budget Committee (Brad Yates, Chair) 

Action Item: 
 

A) Proposal on Post-Tenure Review Incentive Program for Associate and Full Professors:  

A one-time $2,000 strategic allocation will be made to respective departments 

and earmarked for each associate and full professor who earns a stellar post-

tenure review in FY17, effective July 1, 2017, not retroactive. The allocation must 

be spent in the fiscal year (FY18) it is funded and follow all E&G (Educational 

and General) guidelines and lapsable fund policies. Additionally, the request 

beyond this implementation is that through the Faculty Senate governance 

process a review of PTR processes will begin over the next academic year.  

Request: Approve 

 Item was approved unanimously. 

5.  Old Business 

6. New Business 

7. Announcements 

A) Dr. Farmer called for nominations of chair-elect and Parliamentarian.  She asked that 

people email nominations to her or contact her via campus phone. 

B) Dr. Jenks spoke about the Education Advisory Board’s Student Success Collaborative 

Project (EAB SSC). The Provost's office and Advising Center will conduct EAB SSC 

campus training sessions for all Faculty, Deans, Department Chairs, Coordinators, and 

Program Directors. While attendance is not compulsory, it is strongly suggested that all 

attend with their program group.  The invitation has been sent, and, after Chairs and 

Deans coordinate their groups, faculty will be invited to a session that introduces the 

Institutional Reports section of their program(s). 

8. Adjournment 
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A) Dr. Farmer adjourned the meeting at 4:08 p.m.  

 

 

Respectfully Submitted, 

Dr. Angela Insenga 

Associate Professor of English 

Secretary for the General Faculty and Faculty Senate  
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103.06 Instruments for Evaluating Teaching 

  

103.06 Instruments for Evaluating Teaching  
Evaluation of a faculty member's work teaching should be continual because evaluation aids a faculty 

member in becoming more effective in the performance of his or her duties as well as offers evidence 

for promotion and/or tenure.  

Although evaluation of classroom success is necessarily somewhat subjective, two modes of 

evaluation can, to a significant degree, objectively measure teaching effectiveness: evaluation by the 

department chair[MK1] and student evaluation. Because the University of West Georgia believes that 

teaching is the most important function of a faculty member, the focus of evaluation instruments 

shall be on teaching and related duties.  

With the exception of USG ecore courses, the instruments of student evaluation is are a standard 

forms for all departments. For ecore courses, evaluations will be completed through the common 

instruments designed for that purpose, and made available by the University system for all such 

courses. In June of 1996 the Faculty Senate passed a policy of centralizing the form and procedure 

for course evaluation. As of that date, aAll faculty teaching face-to-face and hybrid courses must use 

the Scantron form titled University of West Georgia / Student Evaluation of Instruction (SEI) for any 

class that has an enrollment of five or more students.  Faculty teaching online courses must use either 

the Scantron form or online version of the University of West Georgia / Student Evaluation of 

Instruction for any class that has enrollment of 5 or more students. Courses that have fewer than five 

students must be evaluated but may use an alternative evaluation instrument, appropriate to the 

course upon approval of the department and dean of the college. All classes must be evaluated in the 

final 2 weeks of each semesterclasses. Any college, department, or  faculty member area, however, 

may add questions to the department chair's standard SEI form which makes the form apply to the 

unique qualifications of the specific area. In addition, a department or area may devise, administer, 

and tabulate the results of an evaluation form which is especially applicable to the specific area. The 

department chair shall use the results of the evaluation as a factor in determining annual merit raises 

and shall include the results of such an evaluation form in the dossier of each department member 

being considered for contract renewal, promotion, tenure, pre-tenure or post-tenure review. (In the 

case of a department chair being reviewed for promotion and/or tenure, the appropriate next highest 

supervisor shall assume responsibility for including the results of such evaluations in the dossier of 

the candidate.) In place of the standard forms, non-teaching areas may devise their own forms to 

evaluate fulfillment of duties.  

The faculty member should receive the forms shortly after mid-semester from the department chair 

prior to the final two weeks of the course. They will be sorted by class and section number, with the 

correct number of forms per section, and placed in an manila envelope and marked with an 

identifying label. The labels and proctor instructions are provided by the office of the Provost and 

Vice President for Academic Affairs. The evaluation instrument is to be delivered during the last two 

weeks of class, and it should be administered by a student or faculty proxy, not by the faculty 

member teaching the class, who should not be in the room while the evaluation is being 

administered. The instructions for the proctor are included in the envelope. Once the forms have been 

completed, the proctor shall turn them back in to the departmental office. If the class is being taught 

at a remote site, the instructor should provide the proctor with a stamped envelope addressed to the 

departmental office that the student can drop in the mail[MK2]. The completed evaluation forms are not 

to be delivered to the instructor of the class. (If the office is closed during this time, the department 

chair office and/or the instructor shall make arrangements for delivering receiving the forms.)  

At the end of the semester, these Scantron forms will be sent to Instructional Technology Services 

(ITS) for processing and returned to the department to file. Once the grades have been turned in by 
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the instructor, he or she may review the data and open-ended comments of the evaluations. The 

department chair will then file both parts of the evaluation in the departmental    
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ooffice and keep for complete records to support applications of tenure, promotion, and post-tenure 

review.  

Student evaluation forms shall be an official part of the administrative evaluation process. Other 

forms of evaluating teaching are supervisor evaluation and peer evaluation, which can be used as 

determined by the department. The department chair's evaluation in company with the published or 

unpublished student evaluations shall be in the department chair's care and the cumulative file shall 

be available only to the faculty member, his or her department chair, college dean or area supervisor, 

the provost and vice president for academic affairs, and the president except when the faculty 

member is being considered for promotion or tenure. When the faculty member is being considered 

for promotion or tenure, the entire file shall be made available to the appropriate review and/or 

advisory committee. If the department chair's evaluation is computerized, code symbols shall be used 

to ensure anonymity.  

 

A Ccopyies of the forms for student evaluation (103.0601) and the evaluation by the department 

chair (103.0602) are  is given on the next pages.  

103.0601 University of West Georgia / Student Evaluation of Instruction (SEI) Instructor/Course 

Evaluation Questionnaire (Not Available) 

 

This form will be deleted. 

P03.0602 (Revised May 27, 1983, by Faculty Senate) 
 

University of West Georgia 
EVALUATION BY DEPARTMENT CHAIR 

 
(To be completed by the department chair for each member of the department at the close of the 

Spring semester, or at the time he or she is being considered for promotion or tenure. 
 
Name of faculty member                                                                                           Date                               

Computer Code Symbol                                                                                             

CALE: 
A – To maximum degree 

practicable. B – To a significant 

degree. 
C – To some extent. 

D – No. 

E – Not applicable. 
 
ACCEPTANCE OF COLLEGE ASSIGNMENTS (department and college) 

 

 

A          B          C          D         E 
 

ATTITUDE 
 

1 He or she accepts departmental and college assignments willingly.      
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A          B          C          D         E 
 

COOPERATION 
 

 

A          B          C         D         E 
 

PERFORMANCE ON COLLEGE ASSIGNMENTS (department and college) 

 

 

A          B          C         D         E 
 

PROFESSIONAL BEHAVIOR AS IT RELATES TO HIS OR HER PROFESSIONAL 

ACTIVITIES AND THE GOALS AND NATURE OF THE INSTITUTION. (Department and 

campus) 

 

 

A          B          C         D         E 
 
[MK3] 

FACTORS RELATING TO TEACHING EFFECTIVENESS 
 

 

A          B          C         D         E 
 

 

 

Description of specific faculty assignments and services: 
 

 

 

 

Other comments 
 

Department Chair                                                                                          

PF[MK4] 

2 He or she acts in the best interests of the department and 
the college. 

     

3 He or she takes a professional attitude in human relations 

and personnel problems. 
     

4 His or her approach to problems is mature and reasonable.      
 

5 He or she assists colleagues and others with their problems.      
6 His or her suggestions and actions are constructive rather than 

destructive. 
     

 

7 He or she performs his or her assigned departmental duties.      
8 He or she performs college-wide duties (committee assignments, 

etc.) 
     

 

9 He or she acts responsibly (see “Professional Ethics,” 109.03)      
 

10 He or she displays enthusiasm which vitalizes his or her 
teaching. 

     

11 He or she displays skill and willingness to advise and consult 
with individual students. 

     

12 He or she follows the general policies of the 
department/objectives, etc. 

     

 

Page 156 of 185



Proposed Revision 

 

103.06 Evaluating Teaching 

  

103.06 Evaluating Teaching  
Evaluation of a faculty member's teaching should be continual because evaluation aids a faculty 

member in becoming more effective in the performance of his or her duties as well as offers evidence 

for promotion and/or tenure.  

With the exception of USG ecore courses, the instrument of student evaluation is a standard form for 

all departments. For ecore courses, evaluations will be completed through the common instruments 

designed for that purpose, and made available by the University system for all such courses. All 

faculty teaching face-to-face and hybrid courses must use the Scantron form titled University of West 

Georgia / Student Evaluation of Instruction (SEI) for any class that has an enrollment of five or more 

students.  Faculty teaching online courses must use either the Scantron form or online version of the 

University of West Georgia / Student Evaluation of Instruction for any class that has enrollment of 5 

or more students. Courses that have fewer than five students must be evaluated but may use an 

alternative evaluation instrument, appropriate to the course upon approval of the department and 

dean of the college. All classes must be evaluated in the final 2 weeks of classes. Any college, 

department, or faculty member may add questions to the standard SEI form which makes the form 

apply to the unique qualifications of the specific area. In addition, a department or area may devise, 

administer, and tabulate the results of an evaluation form which is especially applicable to the 

specific area. The department chair shall use the results of the evaluation as a factor in determining 

annual merit raises and shall include the results of such an evaluation form in the dossier of each 

department member being considered for contract renewal, promotion, tenure, pre-tenure or post-

tenure review. (In the case of a department chair being reviewed for promotion and/or tenure, the 

appropriate next highest supervisor shall assume responsibility for including the results of such 

evaluations in the dossier of the candidate.)  

The faculty member should receive the forms from the department chair prior to the final two weeks 

of the course. They will be sorted by class and section number, with the correct number of forms per 

section, and placed in an envelope marked with an identifying label. The labels and proctor 

instructions are provided by the office of the Provost and Vice President for Academic Affairs. The 

evaluation instrument is to be delivered during the last two weeks of class, and it should be 

administered by a student or faculty proxy, not by the faculty member teaching the class, who should 

not be in the room while the evaluation is being administered. The instructions for the proctor are 

included in the envelope. Once the forms have been completed, the proctor shall turn them back in to 

the departmental office. The completed evaluation forms are not to be delivered to the instructor of 

the class. (If the office is closed during this time, the department chair and/or the instructor shall 

make arrangements for delivering the forms.)  
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At the end of the semester, these Scantron forms will be sent to Instructional Technology Services 

(ITS) for processing and returned to the department to file. Once the grades have been turned in by 

the instructor, he or she may review the data and open-ended comments of the evaluations. The 

department chair will then file both parts of the evaluation in the departmental office and keep for 

complete records to support applications of tenure, promotion, and post-tenure review.  

Student evaluation forms shall be an official part of the administrative evaluation process. Other 

forms of evaluating teaching are supervisor evaluation and peer evaluation, which can be used as 

determined by the department.  

 

A copy of the form for student evaluation (103.0601) is given on the next page.  

103.0601 University of West Georgia / Student Evaluation of Instruction (SEI)  
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Mark Up

401 Research, Research Grants, and Sponsored Operations Projects

Research is one of the areas in which a faculty member is evaluated for promotion and tenure.
(See Sections 103.03 and 103.04 in this Handbook.) The Office of Research and Sponsored 
Projects (ORSP) provides individual support to faculty and staff who seek external funding to 
support scholarly, creative, and institutional initiatives.

Faculty who are applying for external grants that will be administered  by  the university shall 
contact the ORSP before applying for the grants. The final grant application must be submitted 
to ORSP at least five business days before the sponsor deadline. Faculty who are applying for 
internal funds should follow the instructions set by the grant administrator.  

A modest sum is allocated annually to assist faculty members in their unsponsored research
projects. Application blanks may be obtained from the Chair of the Learning Resources
Committee of the Faculty Senate. Deadlines for the submission of applications are announced.

Grants are restricted to full-time faculty members who have been employed at the University of
West Georgia for at least one year and whose research project will not be used for completion
of a degree. Grants are awarded to support bonafide research leading to a refereed publication.
Grants are given to encourage scholarship that might otherwise go unaccomplished. Such
grants may be used to help defray research expenses involving travel (transportation, food and
lodging), photo duplications, equipment purchases, supplies, and publication assistance, with
the following qualifications:

1. Any item or service which is normally funded through the grantee's department is generally
not a qualified candidate for fund-granting.
2. No more than 50 percent of the subsidy can be made to a publisher up to a maximum grant

of $1500 for this purpose. No private publications can be subsidized in which the author pays all
the publication costs.
3. At the discretion of the Committee, a project may be funded at an amount less than the
requested amount.
4. The applicant's department is expected to contribute ten (10) percent of the cost of all
reusable items to be purchased by grant funding.
5. Funds are not allocated for hiring research assistants to do typing, reading film, or performing
experiments (unless expertise is required).
6. Funds are not provided for travel expenses to conferences.

7. Sponsored Operations serves as the central clearinghouse for all proposals, contracts and
grants. This office also drafts agreements with external agencies. A representative of
Sponsored Operations should assist in the negotiation of the agreement. The office provides
assistance in the writing of proposals and approves the proposed budget.

The following are some general procedural guidelines:
1. Proposals involving faculty or facilities of the university must be approved by the appropriate

department chair and dean of the college involved. If the faculty or facilities of a college or
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department other than the one in which the proposal originates are committed, the appropriate
department chair and dean must approve the proposal.
2. If a training proposal is submitted which commits the institution to a new degree program, the

degree program must have been authorized prior to submission of the proposal.
3. New courses included in a funding proposal must have prior approval for inclusion in the
course offering of the University of West Georgia.
The routing of proposals will be:
1. Department Chair (or Chairs)
2. Dean of the appropriate college
3. Coordinator of Sponsored Operations
4. President

Requests for expenditures from funded projects should be routed through Sponsored
Operations.
Requests for budget amendments must be routed to Sponsored Operations.

Approved by Rules committee_2_9_17
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Proposed Revision

401 Research, Research Grants, and Sponsored Projects 

Research is one of the areas in which a faculty member is evaluated for promotion and tenure. 

(See Sections 103.03 and 103.04 in this Handbook.) The Office of Research and Sponsored 

Projects (ORSP) provides individual support to faculty and staff who seek external funding to 

support scholarly, creative, and institutional initiatives. 

Faculty who are applying for external grants that will be administered by the university shall 

contact the ORSP before applying for the grants. The final grant application must be submitted 

to ORSP at least five business days before the sponsor deadline. Faculty who are applying for 

internal funds should follow the instructions set by the grant administrator.  
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UWG PROCEDURE NUMBER:  UWG Procedure 2.9.3 

Authority:   UWG POLICY:  UWG Policy 2.9, Service and Professional Responsibilities 

The University of West Georgia faculty, pursuant to the authority of UWG Policy 2.9, establishes the 
following procedures for compliance with UWG Policy 2.9 on Service and Professional Responsibilities: 

Purpose of the procedure is to clearly communicate to University of West Georgia faculty the grants 
and sponsored projects procedures.  

A. Definitions.
1. Grants- funding to support scholarly, creative, or institutional initiatives.

B. Research, research grants, and sponsored operations procedure:
Faculty who are applying for external grants that will be administered by the university shall contact
the Office of Research & Sponsored Projects (ORSP) before applying for the grants. The final grant
application must be submitted to ORSP at least five business days before the sponsor deadline. Faculty
who are applying for internal funds should follow the instructions set by the grant administrator.

Pursuant to BOR Research 6.1 General Policy 

C. Compliance.
The University of West Georgia follows the Board of Regents policies on this matter, and to the
extent the language conflicts, the Board of Regents language prevails.

Issued by the [title of person charged with writing procedure], the ____ day of _______, 2017. 

_____________________________________________________ 

Signature, [ 
Reviewed by President [or VP]: __________________________________ 

Previous version dated:  N/A 

Rules committee approval_2_9_2017 
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Mark Up

201 Classroom Procedures 

201.01 Early in the semester, each faculty member should introduce each course clearly in terms 

of objectives, topics to be covered, types of learning activities, number and nature of tests and 

reports, absence policies, and the system of evaluation and grading. In general, he or she should 

cover the course content described in the catalog and syllabus. Additionally, All syllabi at the 

University of West Georgia should must include the following information: Course title, course 

objectives, course learning outcomes, course description, course number and section, term, 

number of credit hours earned for successful completion, in-class and out-of-class time 

requirements to earn course credit, method and mode of delivery (e.g., percentage online versus 

face-to-face instruction), instructor information (name, office location, contact information, and 

office hours), required reading(s), software, hardware, and other materials (if applicable), and 

the system of evaluation and grading.  

A syllabus will be made Each instructor must make the syllabus available to each student on or 

before the first day of class, and provide access to all course syllabi will be provided to the 

appropriate department office.  

Each syllabus must include a link to the online University of West Georgia document titled 

“Common Language for Course Syllabi” 

(http://www.westga.edu/assetsDept/vpaa/Common_Language_for_Course_Syllabi.pdf ). The 

following paragraph provides suggested language for insertion in all course syllabi. Faculty may 

wish to adjust the language, but the link to required information must be in each syllabus. 

Students, please carefully review the following information at this link 

[http://www.westga.edu/assetsDept/vpaa/Common_Language_for_Course_Syllabi.pdf ]. It 

contains important material pertaining to your rights and responsibilities in this class. Because 

these statements are updated as federal, state, and accreditation standards change, you should 

review the information each semester.  

201.02 Each member of the faculty who teaches a course in the Core Curriculum has the 

responsibility of explaining the objectives of the core curriculum and discussing how the course 

contributes to the attainment of the objectives. A faculty member who does not subscribe to the 

objectives should not teach a core course.  

Syllabi for courses that are part of the Core Curriculum must include a statement of the learning 

outcomes of the relevant section of the Core Curriculum, and the content in each of these 

courses must adhere to these Core Curriculum learning outcomes. 

201.03 Faculty members should define for the student their standards of proper academic 

conduct; what assistance is permissible in the preparation of reports, term or research papers, and 

outside projects, including policies for the use of materials prepared by the student for other 

courses and standards of academic honesty on tests. (See Section 207 "Cheating and 

Plagiarism.") Faculty shall include in their syllabi a link to the university’s statement on 
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academic dishonesty and the honor code: 

http://www.westga.edu/assetsDept/vpaa/Common_Language_for_Course_Syllabi.pdf.  It is the 

student’s responsibility to comply with the university guidelines on academic honesty regardless 

of whether or not an instructor reminds students of these policies in class or on a course syllabus.  

However, faculty members are encouraged to define for their students, either in a course syllabus 

or in written guidelines presented in class or in electronic form, the standards of proper academic 

conduct, and what assistance is permissible in the preparation of reports, term or research papers, 

and outside projects, including policies for the use of materials prepared by the student for other 

courses and standards of academic honesty on tests.  

201.04 Faculty members should promptly return all students’ graded academic work written tests 

and reports to students for review. In the case of final exams and other end-of-term work that 

cannot easily be returned to students,Unless final examinations are returned to students, faculty 

members should keep this work such examinations on file for at least one year semester and 

allow each student to review his or her work paper upon request, in accordance with the USG 

policy on records retention (USG Records Management and Archives policy 0472-06-012: 

http://www.usg.edu/records_management/schedules/934).   

201.05 Faculty members with instructional responsibility must allow students to evaluate the 

course and quality of instruction in the final weeks of classes. For more detail on the evaluation 

form and procedures, see Section 103.06.  

201.06 Students who will miss class while officially representing the University in sanctioned 

events or for religious holidays must consult with their instructors about anticipated absences. 

Students should be accommodated as the professor deems reasonable. Any student who will be 

absent for more than one week of class should notify the Patient Advocates in Health Services 

678-839-6452. The student should also notify the instructor or department. Regardless of the

reason for the absence, each student is responsible for the material covered in class, for

completing any assignments, and for making specific arrangements with the instructor for any

work missed. The degree to which missed work can be made up will depend upon the nature of

the work and its intended purpose. Make-up is at the discretion of the instructor. In the case of

student absences, instructors have full discretion over all makeup work assignments.

Short-term excused absences: Students who will miss class while officially representing the 

University in sanctioned events or for religious holidays must consult with their instructors about 

anticipated absences. Students shall be accommodated as the professor deems reasonable.   

Instructors must grant excused absences to students who must miss class in order to vote in a 

national, state, or local election (http://www.usg.edu/policymanual/section4/C327/).   
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Long-term absences: Students who are absent for more than a week of class must notify the 

instructor if they want to request accommodation or the opportunity for make-up work. 

Regardless of the reason for the absence, each student is responsible for the material covered in 

class, for completing any assignments, and for making specific arrangements with the instructor 

for any work missed. The degree to which missed work can be made up will depend upon the 

nature of the work and its intended purpose.   

Any student who is unable to continue attendance in class should examine available options (i.e. 

make appropriate arrangements with the instructor, drop the course (during the Drop/Add Period 

only), withdraw from the course, hardship withdrawal for the semester, or withdraw from the 

University).  

201.07 In the event of epidemic illness, natural disaster, or other such emergency situation, 

faculty are responsible for communicating with students regarding alternative means of meeting 

the learning objectives of the course. If the faculty member is absent for a prolonged period, he 

or she should provide for alternative means of delivery of course material. Such means may 

include distance learning options, make-up class periods, or electronic submission of 

assignments. In such cases, faculty should relax attendance requirements and allow students to 

make up work missed. Each student is responsible for completing any assignments, and for 

making specific arrangements with the instructor for the work missed. The degree to which 

missed work can be made up will depend upon the nature of the work and its intended purpose, 

with the methods of the make-up at the discretion of the course instructor.  

If a faculty member is absent for a prolonged period, he or she shall, with the approval of the 

department chair or dean, provide for alternative means of delivery of course material. 

In the event of emergency situations (such as weather-related closings) in which classes are 

cancelled due to university policy, faculty are responsible for communicating with students 

regarding alternative means of meeting the course learning outcomes.    
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Proposed Revision

201 Classroom Procedures 

201.01 All syllabi at the University of West Georgia must include the following information: 

Course title, course learning outcomes, course description, course number and section, term, 

number of credit hours earned for successful completion, method and mode of delivery (e.g., 

percentage online versus face-to-face instruction), instructor information (name, office location, 

contact information, and office hours), required reading(s), software, hardware, and other 

materials (if applicable), and the system of evaluation and grading.  

Each instructor must make the syllabus available to each student on or before the first day of 

class, and provide access to all course syllabi to the appropriate department office.  

Each syllabus must include a link to the online University of West Georgia document titled 

“Common Language for Course Syllabi” 

(http://www.westga.edu/assetsDept/vpaa/Common_Language_for_Course_Syllabi.pdf ). The 

following paragraph provides suggested language for insertion in all course syllabi. Faculty may 

wish to adjust the language, but the link to required information must be in each syllabus. 

Students, please carefully review the following information at this link 

[http://www.westga.edu/assetsDept/vpaa/Common_Language_for_Course_Syllabi.pdf ]. It 

contains important material pertaining to your rights and responsibilities in this class. Because 

these statements are updated as federal, state, and accreditation standards change, you should 

review the information each semester.  

201.02 Syllabi for courses that are part of the Core Curriculum must include a statement of the 

learning outcomes of the relevant section of the Core Curriculum, and the content in each of 

these courses must adhere to these Core Curriculum learning outcomes. 

 201.03 Faculty shall include in their syllabi a link to the university’s statement on academic 

dishonesty and the honor code: 

http://www.westga.edu/assetsDept/vpaa/Common_Language_for_Course_Syllabi.pdf.  It is the 

student’s responsibility to comply with the university guidelines on academic honesty regardless 

of whether or not an instructor reminds students of these policies in class or on a course syllabus.  

However, faculty members are encouraged to define for their students, either in a course syllabus 

or in written guidelines presented in class or in electronic form, the standards of proper academic 

conduct, and what assistance is permissible in the preparation of reports, term or research papers, 

and outside projects, including policies for the use of materials prepared by the student for other 

courses and standards of academic honesty on tests.  

201.04 Faculty members should promptly return all students’ graded academic work In the case 

of final exams and other end-of-term work that cannot easily be returned to students, Faculty 

members should keep this work on file for at least one semester and allow each student to review 
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his or her work upon request, in accordance with the USG policy on records retention (USG 

Records Management and Archives policy 0472-06-012: 

http://www.usg.edu/records_management/schedules/934).   

201.05 Faculty members with instructional responsibility must allow students to evaluate the 

course and quality of instruction in the final weeks of classes. For more detail on the evaluation 

form and procedures, see Section 103.06.  

201.06 In the case of student absences, instructors have full discretion over all makeup work 

assignments.  

Short-term excused absences: Students who will miss class while officially representing the 

University in sanctioned events or for religious holidays must consult with their instructors about 

anticipated absences. Students shall be accommodated, as the professor deems reasonable.   

Instructors must grant excused absences to students who must miss class in order to vote in a 

national, state, or local election (http://www.usg.edu/policymanual/section4/C327/).   

Long-term absences: Students who are absent for more than a week of class must notify the 

instructor if they want to request accommodation or the opportunity for make-up work. 

Regardless of the reason for the absence, each student is responsible for the material covered in 

class, for completing any assignments, and for making specific arrangements with the instructor 

for any work missed. The degree to which missed work can be made up will depend upon the 

nature of the work and its intended purpose.   

Any student who is unable to continue attendance in class should examine available options (i.e. 

make appropriate arrangements with the instructor, drop the course (during the Drop/Add Period 

only), withdraw from the course, hardship withdrawal for the semester, or withdraw from the 

University).  

201.07 If a faculty member is absent for a prolonged period, he or she shall, with the approval of 

the department chair or dean, provide for alternative means of delivery of course material. 

In the event of emergency situations (such as weather-related closings) in which classes are 

cancelled due to university policy, faculty are responsible for communicating with students 

regarding alternative means of meeting the course learning outcomes.    
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UWG PROCEDURE NUMBER:  2.7.3 (201.01 and 201.02)  
Authority:   UWG POLICY:  UWG Policy 2.7, Teaching Responsibilities 

The University of West Georgia faculty, pursuant to the authority of UWG Policy 2.7, establishes the 

following procedures for compliance with UWG Policy 2.7 on Teaching Responsibilities: 

Purpose: To ensure that all course syllabi at the University of West Georgia are made available to all 

students in every course and to ensure that all syllabi include all of the information that students will 

need to understand the responsibilities and obligations of both the instructor and the students in the 

course. 

A. Definitions.

1. “Syllabus” (plural: “syllabi”) – A written course description and class schedule that each course

instructor is required to give to all students enrolled in his or her course on or before the first day of

class.  The syllabus may be given to students in printed form, distributed, or posted electronically for

their access.  The syllabus describes the course content and learning outcomes for the course, and

contains all of the information required in this procedure.

B. Procedures for Course Syllabi.

1. All syllabi at the University of West Georgia must include the following information: Course

title, course learning outcomes, course description, course number and section, term, number of

credit hours earned for successful completion, method and mode of delivery (e.g., percentage

online versus face-to-face instruction), instructor information (name, office location, contact

information, and office hours), required reading(s), software, hardware, and other materials (if

applicable), and the system of evaluation and grading.

2. Each instructor must make the syllabus available to each student on or before the first day of

class, and provide access to all course syllabi to the appropriate department office.

3. Each syllabus must include a link to the online University of West Georgia document titled

“Common Language for Course Syllabi”

(http://www.westga.edu/assetsDept/vpaa/Common_Language_for_Course_Syllabi.pdf ).

4. Syllabi for courses that are part of the Core Curriculum must include a statement of the learning

outcomes of the relevant section of the Core Curriculum, and the content in each of these courses

must adhere to these Core Curriculum learning outcomes.
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Compliance [or Penalties]. 

Issued by the [title of person charged with writing procedure], the ____ day of _______, 2017. 

_____________________________________________________ 

Signature, [title of person charged with writing procedure] 

Reviewed by President [or VP]: __________________________________ 

Previous version dated:  N/A 

Page 173 of 185



Addendum IX: Rules 

Page 174 of 185



UWG PROCEDURE NUMBER:  2.7.3 (201.03)  

Authority:   UWG POLICY:  UWG Policy 2.7, Teaching Responsibilities 

The University of West Georgia faculty, pursuant to the authority of UWG Policy 2.7, establishes the 

following procedures for compliance with UWG Policy 2.7 on Teaching Responsibilities: 

Purpose: To ensure that all students are aware of their instructors’ expectations and guidelines 

regarding academic honesty, and to ensure that all students have access to their graded exams and 

assignments. 

A. Definitions. N / A

B. Procedures governing faculty responsibilities to ensure that students are aware of instructors’

policies regarding academic honesty and to ensure that they have access to graded exams and

assignments.

1. Faculty shall include in their syllabi a link to the university’s statement on academic dishonesty

and the honor code:

http://www.westga.edu/assetsDept/vpaa/Common_Language_for_Course_Syllabi.pdf.

2. It is the student’s responsibility to comply with the university guidelines on academic honesty

regardless of whether or not an instructor reminds students of these policies in class or on a

course syllabus.  However, faculty members are encouraged to define for their students, either in

a course syllabus or in written guidelines presented in class or in electronic form, the standards

of proper academic conduct, and what assistance is permissible in the preparation of reports,

term or research papers, and outside projects, including policies for the use of materials prepared

by the student for other courses and standards of academic honesty on tests.

Issued by the [title of person charged with writing procedure], the ____ day of _______, 2017. 

_____________________________________________________ 

Signature, [title of person charged with writing procedure] 

Reviewed by President [or VP]: __________________________________ 

Previous version dated:  N/A 
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UWG PROCEDURE NUMBER:  2.7.3 (201.04)  

Authority:   UWG POLICY:  UWG Policy 2.7, Teaching Responsibilities 

The University of West Georgia faculty, pursuant to the authority of UWG Policy 2.7, 

establishes the following procedures for compliance with UWG Policy 2.7 on Teaching 

Responsibilities: 

Purpose: To ensure that all students have access to their graded exams and assignments. 

A. Definitions. N / A

B. Procedures governing faculty responsibilities to ensure that students have access to

graded exams and assignments.

1. Faculty members should promptly return all students’ graded academic work.

2. In the case of final exams and other end-of-term work that cannot easily be returned to

students, faculty members should keep this work on file for at least one semester and

allow each student to review his or her work upon request, in accordance with the USG

policy on records retention (USG Records Management and Archives policy 0472-06-

012: http://www.usg.edu/records_management/schedules/934).

Issued by the [title of person charged with writing procedure], the ____ day of _______, 2017. 

_____________________________________________________ 
Signature, [title of person charged with writing procedure] 

Reviewed by President [or VP]: __________________________________ 

Previous version dated:  N/A 
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UWG PROCEDURE NUMBER:  2.7.3 (201.05)  

Authority:   UWG POLICY:  UWG Policy 2.7, Teaching Responsibilities 

The University of West Georgia faculty, pursuant to the authority of UWG Policy 2.7, establishes the 

following procedures for compliance with UWG Policy 2.7 on Teaching Responsibilities: 

Purpose: To ensure that all students have the opportunity to evaluate all of their courses and quality of 

instruction at UWG. 

A. Definitions.

1. “Instructional responsibility” – Any contractual teaching responsibility at either the

undergraduate or the graduate level, and in either face-to-face or online classes.

2. “Faculty members” – All teaching faculty (including adjunct faculty, part-time instructors,

graduate students with teaching responsibilities, and other non-tenured instructors, as well as

full-time instructors, tenure-track and tenured faculty, and administrators with teaching

responsibilities).

B. Course Evaluations

Faculty members with instructional responsibility must allow students to evaluate the course and quality 

of instruction in the final weeks of classes by using the evaluation survey(s) provided by the university. 

Issued by the [title of person charged with writing procedure], the ____ day of _______, 2017. 

_____________________________________________________ 
Signature, [title of person charged with writing procedure] 

Reviewed by President [or VP]: __________________________________ 

Previous version dated:  N/A 
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UWG PROCEDURE NUMBER:  2.7.3 (201.06 and 201.07)  

Authority:   UWG POLICY:  UWG Policy 2.7, Teaching Responsibilities 

The University of West Georgia faculty, pursuant to the authority of UWG Policy 2.7, establishes the 

following procedures for compliance with UWG Policy 2.7 on Teaching Responsibilities: 

Purpose: To ensure that students who are absent from class for approved reasons are given reasonable 

accommodations, and that faculty absences will not impede the delivery of course material in any class. 

A. Definitions. N/A

B. Procedures for faculty response to class absences.

1. In the case of student absences, instructors have full discretion over all makeup work

assignments.

2. Students who will miss class while officially representing the University in sanctioned events or

for religious holidays must consult with their instructors about anticipated absences. Students

shall be accommodated, as the professor deems reasonable.

3. Instructors must grant excused absences to students who must miss class in order to vote in a

national, state, or local election (http://www.usg.edu/policymanual/section4/C327/).

4. Students who are absent for more than a week of class must notify the instructor if they want to

request accommodation or the opportunity for make-up work. Regardless of the reason for the

absence, each student is responsible for the material covered in class, for completing any

assignments, and for making specific arrangements with the instructor for any work missed. The

degree to which missed work can be made up will depend upon the nature of the work and its

intended purpose.

5. Any student who is unable to continue attendance in class should examine available options (i.e.

make appropriate arrangements with the instructor, drop the course (during the Drop/Add Period

only), withdraw from the course, hardship withdrawal for the semester, or withdraw from the

University).

6. If a faculty member is absent for a prolonged period, he or she shall, with the approval of the

department chair or dean, provide for alternative means of delivery of course material.

7. In the event of emergency situations (such as weather-related closings) in which classes are

cancelled due to university policy, faculty are responsible for communicating with students

regarding alternative means of meeting the the course learning outcomes.

Issued by the [title of person charged with writing procedure], the ____ day of _______, 2017. 
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_____________________________________________________ 

Signature, [title of person charged with writing procedure] 

Reviewed by President [or VP]: __________________________________ 

Previous version dated:  N/A 
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Declaration of Support for International Faculty and Students 

and the Value of a Global Education 

At a time when recent political actions on immigration have imposed a barrier to the success of 

our students and the ability of the faculty to perform their educational duties, we affirm our 

commitment to uphold the University of West Georgia’s educational mission and values.  We 

stand in support of our international students and faculty and denounce any policies that unfairly 

target them for discrimination or that impede their ability to succeed in their educational mission 

at UWG.  We also assert our commitment to give all of our students a global education, with full 

access to international resources that are integral to their success. 

We realize that immigration policies are complex and that there is a wide spectrum of political 

opinion on these issues among our students and faculty.  We encourage open expression of 

diverse political opinions on these subjects, and we favor informed, respectful debate.  

Without attempting to restrict the expression of any particular political perspective, we reaffirm 

our support for the following UWG values, especially as they shape the academic success of our 

students and faculty who are affected by the current political debate over immigration and 

international travel: 

1) The UWG value of inclusiveness.  We declare that it is essential to our university’s

educational mission to have globally diverse faculty and students, and we oppose policies that

would discriminate against any of our students and faculty because of their ethnicity, religion, or

country of origin.

2) The UWG value of achievement.  As our university’s mission statement declares, we are

committed to the “academic and social success of our students, staff and faculty,” and we

therefore oppose any policies that will impede our students’ access to a global education that is

critical to their “academic and social success.”

3) The UWG value of caring.  Because we are committed to “consistent concern and regard for

our students, staff, and faculty as well as the larger communities where we live and whom we

serve,” we declare our support for all of our students and faculty, including those who are facing

discrimination because of recent immigration policies or related political debates.  We stand with

our international faculty and students, and we declare our support for all faculty who are

persisting in their efforts to give their students a global education in the midst of unprecedented

challenges.

Signed: 

[Faculty Senate – if approved] 
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Accompanying Statement to Explain the Need for this Resolution 

Why is this resolution needed? 

1) We want to declare our support for international students and faculty who may be

affected by recent political actions on immigration and international travel.

- UWG students come from 74 countries, including Iran, Sudan, and Yemen.

- Twenty-seven percent of our graduate students – a population that is rapidly growing

as UWG expands its graduate programs – are international, as are more than 300 of

our undergraduates.

- National travel bans on foreign nationals from our students’ countries of origin

impedes our students’ ability to complete their educational goals at UWG.  Likewise,

national immigration policy that affects other regions of the world will directly affect

our students, because our students come from all parts of the globe.

- At a time when we are working to insure that none of our students face any

unnecessary barriers to retention, progression, and graduation, we cannot stand by in

silence when national political debates or new policy initiatives threaten our students’

ability to complete their education at UWG.

2) We are concerned that a hostile political climate toward particular immigrant groups, or

policies directed against immigrants or travelers from particular countries, will harm all

of our students – including those born in the United States – by depriving them of the

opportunity for a truly globalized education.

- Fifteen percent of our undergraduate students participate in a study abroad program.

Our university’s Office of Education Abroad is currently facilitating study abroad

programs in Europe, Asia, South America, Central America, and Australia, and we do

not want to see any of those programs negatively impacted by barriers to international

travel and migration.

- Our faculty come from all parts of the world and represent numerous ethnic, racial,

and religious backgrounds. We believe that our students benefit from the experience

of being taught by faculty from all parts of the globe.
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