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This Faculty Manual is produced by the Office of Academic Affairs and provides an overview of policies 
and procedures specific to full-time faculty at Chestnut Hill College.  Please note that, in addition to this 
Faculty Manual, full-time faculty are also expected to adhere to all policies and procedures articulated in 
the Employee Manual.  Deans, Center Chairs, Discipline Chairs, or any other supervisory or management 
personnel do not have the authority to alter any personnel policies, benefits, or procedures as they are 
described in this Manual or to make commitments that conflict with or are at variance with this Manual.  
 
This Manual accurately reflects our current policies. Although we have tried to be comprehensive, the 
Manual cannot cover every situation that may arise. Chestnut Hill College has and reserves the right to 
adopt new procedures and policies, or modify, alter, change or cancel existing policies and procedures 
at any time.   
 
The Office of Academic Affairs 
 
Christopher Dougherty, Ph.D., Vice President for Academic Affairs and Dean of the Faculty 
doughertyc@chc.edu 
215.248.7130 
 
Susanne Harkins, Executive Assistant 
harkinss@chc.edu 
215.248.7177 
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Chestnut Hill College Mission Statement 
 
Chestnut Hill College, an inclusive Catholic community rooted in and animated by the Mission of the 
Sisters of Saint Joseph, is committed to transformative holistic education, just relationships, innovative 
thinking and responsible action toward a more unified global society and sustainable Earth. 
 
Grounded in our strong liberal arts tradition and attentive to the need for informed professional 
education, Chestnut Hill College, founded in 1924, offers academic degree programs of excellence in 
undergraduate, graduate, and continuing studies. Faithful to our Catholic heritage and intellectual 
tradition, Chestnut Hill College espouses the beliefs and values inherent in the Abrahamic faith 
traditions, and welcomes and respects the contributions made by other faiths in the development of the 
whole person. We nurture integrity, spirituality, and dedication to justice in and for all. We value and 
commit to engage in the work of diversity, equity, and inclusion. 
 
Approved by the Chestnut Hill College Board of Directors March 15, 2021. 
 
Chestnut Hill College Core Values 
 
We Value Personal and Professional Growth throughout the Community. 

We Strive To Live This Value By: 
• maintaining a lively forum for intellectual and artistic pursuits on campus;  
• promoting intellectual sharing and development through inter-disciplinary programs and the 

encouragement of mentoring relationships;  
• exploring avenues for growth and learning outside the campus boundaries.  

 
We Value Academic Excellence. 

We Strive To Live This Value By: 
• offering a rigorous and challenging academic program with a global emphasis;  
• expecting students to take active responsibility for their education;  
• fostering close student-teacher bonds;  
• on-going assessment of academic programs.  

 
We Value Ethical Principles. 

We Strive To Live This Value By: 
• including ethics across the curriculum;  
• practicing fairness to all;  
• living according to ethical standards and codes of behavior;  
• addressing appropriately breaches of ethical standards.  

 
We Value Catholic Intellectual Tradition, History, and Legacy. 

We Strive to Live This Value By: 
• keeping alive the mission and charisma of the Sisters of Saint Joseph*;  
• offering sacramental preparation through campus ministry;  
• providing opportunities to participate in Catholic liturgy;  
• inviting dialogue on issues pertaining to human dignity, social, and economic justice, and 

stewardship of the environment;  
• promoting on-going interpretations of core theological values and contemporary needs.  
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We Value Spirituality. 
We Strive To Live This Value By: 
• embracing the ideal of spiritual growth and expression;  
• exploring the spiritual domain of human existence and integrating this into the totality of our 

experience; 
• seeking to explore and to understand the world’s religious traditions.  
• *We live and work so that all people may be united with God and with one another. The mission 

of unity rests on the charism of reconciliation. 
 

We Value Service. 
We Strive To Live This Value By: 
• fostering an attitude of generosity in service;  
• providing opportunities for experiential and holistic community service on campus and in the 

broader community.  
 

We Value Concern for the Earth. 
We Strive To Live This Value By: 
• keeping informed and educated about environmental issues;  
• being mindful of the impact that we, as individuals and as a community, have on the 

environment;  
• continuing to work to preserve and enhance the natural environment of the campus;  
• accepting our responsibility as stewards of the earth and its resources.  

 
We Value Holistic Pursuit of Truth, Integrity, and Justice. 

We Strive To Live This Value By: 
• reflecting these virtues in our everyday lives;  
• applying these virtues as guides to our decision-making individually and as a community.  

 
We Value Inclusive Community. 

We Strive To Live This Value By: 
• affirming human dignity as an absolute value;  
• celebrating one another’s potential and achievements, both great and small;  
• fostering a friendly and open atmosphere, where all are welcome;  
• exhibiting respect for all members of the global community.  

 

 

 
 
 
 

  



 
 

 
Chestnut Hill College Faculty Manual (July 2022) | Page vii  

 
 

History of Chestnut Hill College 
 
Located at the northwestern edge of Philadelphia on 75 acres overlooking the Wissahickon Creek, 
Chestnut Hill College opened in 1924 as a Catholic, four-year, liberal arts college for women. Founded as 
Mount Saint Joseph College by the Sisters of Saint Joseph, the College was renamed in 1938 as Chestnut 
Hill College. 

Since its inception, the College has offered a rigorous liberal arts education that provides students with a 
broad background in the humanities, social sciences, and natural sciences. The goal of Chestnut Hill 
College has been to prepare students for life’s challenges by helping them to grow intellectually, 
spiritually, emotionally, and socially. 

In keeping with the spirit of the Sisters of Saint Joseph, the curriculum has been modified over time to 
meet the ever-changing needs of higher education and society. The College originally awarded only the 
Bachelor of Arts and Bachelor of Science degrees to young women of traditional college age. In 1972, a 
Continuing Education department extended opportunities for undergraduate study to mature women 
and men. With the addition of a coeducational graduate program in 1980, the College began to offer 
master’s degrees and, in 1997, added its first doctoral program.  

Academic changes also included expansion beyond the physical limits of the campus. As a member of 
SEPCHE (Southeastern Pennsylvania Consortium for Higher Education), Chestnut Hill pursues a 
collaborative approach to higher education with seven other local institutions. Through membership in 
the ACSSJ (Association of Colleges of Sisters of St. Joseph) Chestnut Hill is able to offer its students 
opportunities to enrich their educational experiences by studying at seven other colleges in the United 
States. Study-abroad programs further extend the reach of a Chestnut Hill education and help prepare 
students for life in a global society. 

November 2001 proved to be an historic time for Chestnut Hill College. The announcement that men 
would be admitted to the traditional-age, full-time undergraduate program in fall 2003 marked the end 
of the 78-year-old College for Women. In choosing to pursue this new direction, the College makes a 
tradition of excellence and a history of success available to a wider audience.  

On August 2, 2006, College President Carol Jean Vale, SSJ, Ph.D. announced one of the most 
transformational moments in the College’s history, the acquisition of the SugarLoaf estate from the 
Albert M. Greenfield Foundation. The purchase of SugarLoaf Hill offered the College a once-in-a-lifetime 
opportunity to nearly double the size of its campus and allow for expansion to accommodate a growing 
student body. After extensive renovations, the Lodge opened in the fall of 2008 as a residence hall.  

The $6 million renovation and restoration of the Commonwealth Chateau, formerly the Greenfield 
Mansion, was completed in 2011. The three floors of the Chateau were reconfigured to provide space 
for classes, conferences, special event and meeting facilities. Long-term, the property will provide space 
for additional residential and academic buildings thereby avoiding additional construction on the 
existing campus while preserving the remaining open space.  

In August 2007, College President Carol Jean Vale, SSJ, Ph.D., announced the College’s reclassification 
from NCAA Division III to NCAA Division II and full membership in the Central Atlantic Collegiate 
Conference (CACC). Chestnut Hill College, a member of the NCAA Division III since 1996, has enjoyed 
unprecedented success in its athletics program since going coed in 2003.  

The Chestnut Hill campus provides an atmosphere conducive to teaching, learning, and reflection for the 
entire college community. The decades of expansion in academic programs were matched by 
corresponding growth and change in the campus, which is listed on the National Register of Historic 
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Places. For many years, the main buildings were St. Joseph Hall, with its six-story Greco-Roman rotunda 
and French Gothic exterior, Fournier Hall, a jewel of Italian Romanesque architecture, and Clement Hall, 
with its classrooms and modest athletic facilities, including a swimming pool. The additions of Logue 
Library, Fontbonne Hall, and Barbara D’Iorio Martino Hall meet the needs of a growing college 
community. In the fall of 2006, Mary Jackson Fitzsimmons ’35 Hall opened as a residence hall to help 
alleviate a housing shortage on the campus. 

Each new structure was carefully designed to preserve the architectural integrity of the campus while 
addressing specific educational or student life needs. The last decade has seen an emphasis on providing 
the technology that is essential to today’s students. Renovated science facilities and computer 
laboratories helped to create a teaching/learning environment appropriate for the 21st century. 
Martino Hall includes “smart” classrooms and seminar rooms that are part of the campus-wide network. 
Visitors to the grounds have long enjoyed the grotto with its charming fountain, the House of Loretto, 
and the elegant main chapel that was inspired by Sainte Chapelle in Paris.  

On July 1, 2022, William W. Latimer, Ph.D., M.P.H. became the seventh President of Chestnut Hill 
College. In succeeding Carol Jean Vale, SSJ, Ph.D., Dr. Latimer is the first lay president in Chestnut Hill 
College’s 98-year history.  Dr. Latimer has established a distinguished career in higher education at 
institutions including the College of New Rochelle, City University of New York, Lehman College, the 
University of Florida, Johns Hopkins University, and his most recent position of Vice President of Mercy 
College, Bronx Campus. Holding a Ph.D. in Clinical Psychology from the University of Rhode Island and an 
M.P.H. in Epidemiology from the University of Minnesota, Dr. Latimer has also experienced immense 
success in other areas, including fundraising, grant writing initiatives, strategic planning, enrollment 
management, and forming and sustaining community partnerships across both civic and business 
sectors.    

More than 11,000 individuals have earned degrees from Chestnut Hill College since 1924. The list of 
accomplished graduates includes numerous representatives in medicine, law, research, education, 
business and social service workers. Alumni are also well known for their commitment to volunteerism 
in countless civic, cultural, educational, and religious organizations. Their spirit continues to animate the 
campus through the generous support of and dedication to their alma mater that they loyally 
demonstrate.  

Faithful to its rich history, Chestnut Hill College will continue to meet the challenges of a changing 
society while maintaining its commitment to values-oriented education and its Catholic heritage. Future 
graduates of the College will continue to be people who use their education to transform the world as 
they join their predecessors in dedicating themselves to the College motto of Fides, Caritas, Scientia. 
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SECTION I:  FACULTY 
POLICIES AND PROCEDURES 
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F 101.1:  The Faculty 
 
CHESTNUT HILL COLLEGE 
 
Subject: The Faculty 
 
Index: F 101.1  
 
Effective: 2002 Contact: VPAA 

The faculty consists of the teaching staff and administrators who hold academic rank.  
 
A full-time faculty member is one whose contract assigns the person to the rank of Instructor or above 
with a full teaching load or its equivalent.  
 
Full-time faculty members, the Deans of the College and other members of the administration with 
academic rank are entitled to vote on academic policy when they are engaged in teaching.  
 
Part-time faculty are employed on a semester basis, for a maximum of 10.5 semester hours.  
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F 101.2:  Contracts and Guidelines for Hiring of Full-Time Faculty 
 
CHESTNUT HILL COLLEGE 
 
Subject: Contracts and Guidelines for Hiring of Full-Time Faculty  
 
Index:  F 101.2  
 
Effective: 2002 Contact: VPAA 
 (Revised August 2012; May 2016) 

Contracts for full-time faculty are written for one year and stipulate rank, salary, and tenure/non-tenure 
status. They are issued by the Vice President for Academic Affairs and Dean of the Faculty of the College. 

All non-tenured full-time faculty are subject to annual evaluation by the Center and/or Discipline Chair, 
the appropriate Dean, and Vice President for Academic Affairs. The College has the option to offer a 
rolling additional year extended contract to full-time non-tenure-track faculty. 
 
See separate policy (F101.3) for hiring Part-time Faculty.  
 
Guidelines for Hiring of Full-time Faculty  
 
Authority to hire full-time faculty is vested in the President. The Center Chair, in consultation with 
department members including Discipline Chairs, identifies the need to fill a vacancy or to expand the 
faculty in the Center. This need is presented in writing to the appropriate Dean, who in turn discusses it 
with the other Deans and the Vice President for Academic Affairs and Dean of the Faculty. The Vice 
President for Academic Affairs and Dean of the Faculty presents the case to the President.  
 
Timeline 
 
Requests for additional faculty members must be made as soon as possible during the year preceding 
the desired hiring. If information is available regarding the resignation or retirement of a current faculty 
member, a request for approval to fill that vacancy should be made as soon as this information is 
known.  
 
The decision to hire new faculty or to fill vacancies will be made as part of the annual budget process 
and communicated to the Center Chair by the appropriate Dean.  
 
Search Process  
 
Once authorized to hire a full-time faculty member, the Center Chair reviews the search process with 
faculty. The Center Chair and/or Discipline Chair, the Vice President for Academic Affairs and Dean of 
the Faculty and the appropriate Dean(s) discuss the formation and composition of a Search Committee. 
The final membership of the Search Committee and the designated Chair must be approved by the Vice 
President for Academic Affairs and Dean of the Faculty. 
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The Search Committee (or other appropriate group) identifies the desired qualifications for the position 
and discusses the identified qualifications with the appropriate Dean and the Vice President for 
Academic Affairs and Dean of the Faculty.  Once finalized, a position description should be sent to 
Human Resources for posting.  
 
All job announcements will be placed by the Human Resources and must be consistent with College 
hiring policy and the College Mission and may include the following information as appropriate:  

• description of the College as a liberal arts college in the Catholic tradition 
• description of the position and qualifications desired 
• starting date  
• whether tenure or non-tenure track 
• request for resume and three references 
• due date for applications  

Applications are addressed to the Chair of the Search Committee and are typically submitted 
electronically through the College’s jobs@chc.edu email address. Ordinarily, three or four applicants are 
selected as candidates for the position. A telephone or videoconference conversation with the 
candidates should help to determine candidates’ interest in the position and their salary expectations.  
Candidates are often pre-screened for salary requirements in advance of this stage of the interview 
process.  The committee also requests references from candidates at this stage. 
 
When all applications have been reviewed and preliminary information gathered, the Chair of the 
Search Committee meets with the appropriate Dean to review the recommendations of the Search 
Committee to determine which applicants should be invited to campus for an onsite interview.  In 
certain circumstances, videoconferencing may be utilized as an alternative to on-site interviews. 
 
The Chair of the Search Committee notifies non-finalists as soon as possible that they are no longer 
under consideration.  
 
Campus Visits  
 
The Chair of the Search Committee makes all arrangements for the campus visit. Prior to the visit, the 
following materials are sent: Mission Statement, catalog(s), promotional materials for the 
Center/majors, and any other relevant materials. The President and Vice President for Academic Affairs 
and Dean of the Faculty should receive candidate’s dossiers at least a week prior to the interview.  
 
The on-campus interview schedule ordinarily includes an open lecture to students and faculty, and an 
interview with the Search Committee. Additional faculty, staff and administrators, as well as students, 
should have an opportunity to interact in formal or informal meetings with the candidate. 
 
The Chair of the Search Committee will arrange interviews with the Vice President of Academic Affairs 
and Dean of the Faculty, and the appropriate Dean. The President only interviews finalists for the 
position, usually only one or two candidates. These interviews may take place during the first visit to 
campus or later in the process, but before a position is offered.  A position will not be offered until an 
interview with the President, the Chief Diversity, Equity, and Inclusion Officer, and the Chief Officer for 
Mission and Ministry has taken place.  
 
 

mailto:jobs@chc.edu


 
 

 
Chestnut Hill College Faculty Manual (July 2022) | Page 5  

 
 

Decision Process  
 
As soon as possible after the conclusion of the campus visit, the Search Committee submits a 
recommendation for the position to the Vice President for Academic Affairs and Dean of the Faculty. A 
summary of strengths and weaknesses of each candidate should accompany this recommendation, 
along with reasons why a specific candidate should be offered the position. Rank and salary 
recommendation must be within existing guidelines and approved budget.  
 
The Vice President for Academic Affairs and Dean of the Faculty will discuss the information with the 
appropriate Dean and the President. The President makes the final hiring decision and communicates it 
to the Vice President for Academic Affairs and Dean of the Faculty.  
 
The Vice President for Academic Affairs and Dean of the Faculty will contact the selected candidate by 
phone or e-mail to offer them the position. The candidate must accept the position within a desired 
timeline (usually two weeks). An official letter of offer is sent to the selected candidate by the Vice 
President for Academic Affairs and Dean of the Faculty. Once a signed copy of the letter of offer is 
returned, a contract is issued by the President.  
 
After the selected candidate accepts the position, the Chair of the Search Committee informs the 
remaining candidates that the position has been filled.  
 
If no suitable candidate accepts the offer or no suitable candidate is found, the authorization to re-open 
the search must be approved by the President.  
 
At the conclusion of a search, all search materials must be delivered to the Human Resources 
Department. The Human Resources Department is responsible for maintaining complete records of the 
search, including dossiers, recommendations, and interview schedules, for a period of two years. 
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F 101.3:  Guidelines for Hiring of Part-Time Faculty 
 
01.3 CHESTNUT HILL COLLEGE 
 
Subject: Guidelines for Hiring of Part-Time Faculty  
 
Index: F 101.3  
 
Effective:  2002 Contact: VPAA 
 (Revised August 2012) 

Approval for the hiring of part-time faculty is given by the appropriate Dean. Projected needs for the 
academic year should be presented at the time of budget preparation.  
 
The Center Chair, in consultation with appropriate Discipline Chairs and other members of the Center, 
develops a position description and necessary qualifications for the position.  Human Resources will 
promote the position via local colleges and universities, the College website, and other resources. 
Resumes on file in the department office and in the appropriate Dean’s Office may also be considered. 
Two or three applicants should be considered if available.  
 
Once applicants have been identified, a telephone or videoconference conversation with the applicant 
should help to determine level of interest in the position and salary expectations.  Following a successful 
initial conversation, an on-campus interview is arranged by the Center and/or Discipline Chair, and other 
faculty familiar with the course to be taught may be included. Also, in addition to an up-to-date 
curriculum vitae, an official transcript must be provided by the candidate and the candidate must 
complete a background check. 
 
When the Center and/or Discipline Chair has identified a qualified candidate for the position, a New 
Adjunct Hire Form must be completed and the resume and official transcript must be sent to the 
appropriate Dean for approval. A meeting with the Dean is scheduled prior to issuance of the contract 
unless other arrangements are mutually agreeable.  
 
Contracts are issued to part-time faculty when enrollment for the course is sufficient. The contracts 
contain the sentence, “The College reserves the right to cancel any course for which there is insufficient 
enrollment at the time of the second class meeting.”  
 
The maximum teaching load for a part-time faculty member is a total of 10.5 credits per academic 
semester, regardless of whether the courses are taught in one, two or three of the Schools of the 
College. 
 
All new part-time faculty must be observed and evaluated by the Center Chair, Discipline Chair, or a Peer 
Evaluator during the first half of the course. 
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F 101.4:  Workload Policy 
 
CHESTNUT HILL COLLEGE 
 
Subject: Workload Policy  
 
Index:    F 101.4  
 
Effective: 1998 Contact: VPAA 
 (Revised June 2012) 

The usual teaching schedule for a full-time faculty member is 12 credit hours in the Fall and Spring 
Semesters of a traditional academic year. Faculty workload is thus defined on a semester basis, although 
with the written approval of the appropriate Dean and the Vice President for Academic Affairs and 
Dean of the Faculty, faculty members may choose to redistribute credits between two semesters and 
the summer of the same academic year, when it is advantageous to do so. Such redistribution might 
involve, for example, teaching 9 semester hours in the fall and 15 in the spring or 9 in each of the Fall 
and Spring semesters and 6 in the summer. Such redistribution should be planned in advance. Faculty 
members may not be required to teach more than 12 semester hours per semester.  
 
As part of their regular teaching load, full-time faculty members may teach day or evening classes in 
Chestnut Hill College’s School of Undergraduate Studies, School of Graduate Studies, or the School of 
Continuing & Professional Studies, according to need and expertise.  
 
Priority for the teaching services of full-time faculty is as follows:  
 
1. First priority is the teaching needs of the School of Undergraduate Studies (including both courses in 

the faculty member’s discipline and interdisciplinary courses) and the School of Graduate Studies.  

2. Teaching in the School of Continuing & Professional Studies in the Fall and Spring semesters of the 
traditional academic year may be planned as part of the regular teaching load of a full-time faculty 
member when the needs of The School of Undergraduate Studies and/or the School of Graduate 
Studies have been met.  

3. For SUS-designated faculty, summer courses offered in the School of Continuing & Professional 
Studies or the School of Graduate Studies may be included as part of the twenty-four (24) credit 
required teaching load only if prior written approval is obtained from the appropriate Dean and the 
Vice President for Academic Affairs and Dean of the Faculty.  

4. If a course scheduled as part of a full-time faculty member’s regular teaching load is canceled due to 
insufficient enrollment or if a full-time faculty member cannot fulfill her/his teaching obligations, 
there are several options. These options will be considered in consultation with the appropriate 
academic officer. The options are listed in order of priority:  

A. The full-time faculty member will replace an adjunct faculty member if she/he is qualified to 
teach the course assigned to the adjunct faculty member, provided there is sufficient time to 
prepare for that course. If ‘A’ is not possible, ‘B’ will be considered. 
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B. The full-time faculty member may teach an appropriate course that has already been scheduled 
in the School of Continuing & Professional Studies, provided there is sufficient time to prepare 
that course. If neither ‘A’ nor ‘B’ is possible, ‘C’ will be considered. 

C. The full-time faculty member may make individual mutually satisfactory arrangements with the 
Vice President for Academic Affairs and Dean of the Faculty to provide alternative service to the 
College. The service might consist, for example, of grant-writing, institutional research, 
consultation, faculty or staff development, additional academic advising, teaching a course at a 
SEPCHE institution, or extraordinary committee service. At the end of the semester, a report will 
be prepared and formally presented to the Administration. Ordinarily, a mutually agreeable 
resolution would be reached at Step ‘C.’  

If options ‘A,’ ‘B’ or ‘C’ cannot be agreed upon within three traditional academic year semesters, 
a faculty member may choose option ‘D’:  

D. To make a salary adjustment that reflects a financial reduction proportionate to the number of 
credit hours not taught, e.g., three credits equal one-eighth of the annual salary. Salary 
adjustment will be calculated on the base salary only. Fringe benefits will not be affected if a 
faculty member chooses this option. 
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F 101.5:  Termination of Contract and Dismissal 
 
CHESTNUT HILL COLLEGE 
 
Subject: Termination of Contract and Dismissal  
 
Index: F 101.5  
 
Effective: 2002 Contact: President 
 (Revised August 2012) 

A professor should give written notice as early as possible if they choose to terminate their appointment 
at the end of the academic year. However, they must give written notice to terminate their appointment 
within thirty days after receipt of contract, though extensions may be granted upon petition.  
 
Dismissal of a tenured appointee, or of a special or probationary appointee, before the end of a 
specified term may be effected by the College only for adequate cause. Adequate cause is defined in the 
contract and in the AAUP Bulletin, Winter, 1968, pp. 449–459, reproduced in AAUP Policy Documents & 
Reports, Eleventh Edition, pages 81-86 and included as an addendum to this policy. Dismissal procedures 
are given below.  
 
Permanent tenure is attained in a discipline associated with the faculty member’s appointment.  
 
Where termination of an appointment is based on financial exigency or bona fide discontinuance of a 
department, the procedures recommended in the AAUP Bulletin, 1968, p. 449, par. 4.c, apply, 
reproduced in AAUP Policy Documents & Reports, Eleventh Edition, pages 81-86 and included as an 
addendum to this policy.  
 
Termination of a tenured appointment or a non-tenured special appointment for medical reasons will be 
based on clear and convincing evidence which, if the faculty member so wishes, shall be reviewed by the 
Ad Hoc Appeals Committee referred to in paragraph 6 below.  
 
Dismissal procedures will be in accord with the recommendation Number 5, AAUP Bulletin, Winter, 
1968, pp. 449–450, reproduced in AAUP Policy Documents & Reports, Eleventh Edition, pages 91-93 and 
included as an addendum to this policy. The committee referred to in paragraphs 4 and 5, p. 92 will be 
called the Ad Hoc Appeal Committee. The Committee will consist of two full professors, and three other 
professors, all elected by the faculty on two ballots. The first ballot will be considered a nominating 
ballot; the second, an election ballot. The first four full professors and the next six faculty members with 
the most votes will make up the nominees. From these, two full professors and three other professors 
will be elected to adjudicate the issue if all other attempts have failed to solve the problem. The 
committee, in consultation with the President and faculty member, will exercise its judgment as to 
whether the hearing should be public or private. If the proceedings are to be public, two students, the 
president of the student organization and the president of the junior class will be invited to join the 
committee.  
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Termination of Non-Tenured, Tenure-Track Faculty, Non-Tenure Track Full Time Faculty and Special 
Appointment Faculty 
 
As recommended in the AAUP Policy Documents and Reports (Eleventh Edition, page 99), notice of non-
reappointment should be given in writing in accordance with the following standards: 

1. Not later than March 1 of the first or second academic year of service, if the appointment 
expires at the end of the academic year. 

2. Not later than January 30 after two or more years of service at the institution, if the 
appointment terminates at the end of the academic year. 
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F 101.6:  Governance 
 
CHESTNUT HILL COLLEGE 
 
Subject: Governance  
 
Index: F 101.6  
 
Effective: July 1994 Contact: President  

The Board of Directors exercises legal control over the College’s academic and business affairs and 
upholds its educational purposes. It is the highest authority and bears final responsibility for the well-
being of the College.  
 
Communications between the Board of Directors and the College, will be channeled through the 
President of the College, including any official of the College, any committee of the College, or any 
member of the faculty or alumni.  
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F 101.7:  Center and Discipline Chair Selection  
 
CHESTNUT HILL COLLEGE 
 
Subject: Center and Discipline Chair Selection  
 
Index: F 101.7  
 
Effective: April 23, 1998 Contact: VPAA 
 (Revised August 2021) 

Center Chairs will be appointed by the Vice President for Academic Affairs and Dean of the Faculty after 
consultation with all of the members of a Center. Center chairs should have both the professional 
managerial and leadership expertise needed to lead the Center. The chair is expected to create a 
positive, collaborative environment in the department, conducive to a high level of scholarship and 
outstanding teaching, in accordance with the expectations of the College. In most cases, the Center 
Chair will be selected from within the department.  The Administration reserves the right to search and 
appoint a Center Chair from outside the Center and/or the College. 
 
In addition to Center Chairs, other faculty members are also appointed as Discipline Chairs, charged with 
the oversight of disciplines within the Center that are, in some combination, 

a) characterized by specific faculty expertise or 
b) enrolling large numbers of students in the discipline. 

Discipline Chairs work in collaboration with Center Chairs in addition to School Deans to oversee a range 
of activities in the discipline, including but not limited to course scheduling, student advising, and 
program management activities such as student learning assessment.  
 
Chairs will ordinarily serve a five-year term, with the possibility of re-appointment.  
 
An orientation for newly appointed Chairs will be provided by the Vice President for Academic Affairs 
and Dean of the Faculty with participation of experienced chairs at the College.  
 
Because of the Chair’s workload, it is preferable that non-tenured faculty members not serve as chair, 
but because of the size of CHC faculty, this will not always be possible. If a non-tenured faculty member 
must serve as Chair, the Promotion and Tenure Committee should recognize the impact of this time 
commitment on their professional activity, teaching and service when evaluating  for tenure. 
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F 101.8:  Responsibilities of Center Chairs 
 
CHESTNUT HILL COLLEGE 
 
Subject: Responsibilities of Center Chairs 
 
Index: F 101.8 
 
Effective: August 17, 2004 Contact: VPAA 
 (Revised August 2021) 

Responsibilities of Center Chairs: 

1. Leads and manages the Center in accord with the Chestnut Hill College Mission and Core Values. 

2. Consults with the Vice President for Academic Affairs and Dean of the Faculty and the Dean(s) of 
the relevant Schools regarding the authorization to fill any new or vacated full-time faculty/non-
faculty positions within the Center. Initiates recruitment efforts for new Center faculty and non-
faculty positions and makes recommendations to the VPAA and Dean of the Faculty and the 
Dean(s) of the relevant Schools regarding the appointment. 

3. Hires, mentors, and evaluates adjunct faculty in all three Schools of the College (Undergraduate 
Studies/Continuing and Professional Studies/Graduate Studies) in accord with College procedures. 

4. Coordinates with the College Registrar Center/Discipline teaching schedules and coordinates work 
with support staff.  

5. Assists in the recruitment of students through participation at Open Houses, Information Sessions, 
and other activities as needed. 

6. In collaboration with faculty, identifies proposed strategic and annual goals, plans, and policies of 
the Center/Discipline; provides leadership in Center related conferences, speakers, programs, etc.; 
works with faculty in the formulation of Center/Discipline objectives, the development and 
improvement of curricula, and the conduct of Center/Discipline activities; reviews and maintains 
department files and reviews all course syllabi, monitors adjunct faculty, etc.; communicates the 
interests, views, and recommendations of department/program faculty to the appropriate 
Dean(s); and, where appropriate, other members of the College Administration. 

7. Coordinates Center meetings for which agendas and minutes are distributed to Center faculty and 
to the VPAA and Dean of the Faculty and the relevant School Dean(s). Copies of approved minutes 
are to be forwarded to the College Archivist. 

8. In collaboration with Discipline Chairs, develops annual evaluations of non-tenured faculty and 
recommendations for promotion of Center faculty, granting of tenure, post-tenure review and 
sabbatical leave, and submits these documents to the VPAA and Dean of the Faculty with a copy 
to the Dean(s) of the appropriate School. 
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9. Submits to the VPAA and Dean of the Faculty [copy to the appropriate School Dean(s)] a proposed 
annual Center budget including recommended new/replacement full-time positions, adjunct 
faculty, supplies and expenses, and capital equipment.  

10. Collaborates with Center faculty in the development of the requested annual budget and manages 
the approved Center and Discipline budget. 

11. Participates in teaching, service activities, and research and scholarly activities. 
 
 
  



 
 

 
Chestnut Hill College Faculty Manual (July 2022) | Page 15  

 
 

F 101.9:  Emeritus/a Status  
 
CHESTNUT HILL COLLEGE 
 
Subject: Emeritus/a Status 
 
Index: F 101.9 
 
Effective: May 1, 2004 Contact: VPAA 

At the time of retirement of any full-time faculty member who has spent at least 15 years in full-time 
service at Chestnut Hill College and has displayed a distinguished record of service, research, and 
teaching, the Vice President for Academic Affairs and Dean of the Faculty will review their record and, if 
they qualify, present their name to the President who will subsequently present the candidate’s name to 
the Board of Directors for the honor of professor emeritus/a. 
 
The Vice President for Academic Affairs and Dean of the Faculty will evaluate the candidate’s record 
with the help of the Chair of the retiree’s Center/Discipline if necessary. 
 
This honor will usually be conferred at the Honors Convocation. 
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F 101.10:  Communications  
 
CHESTNUT HILL COLLEGE 
 
Subject: Communications 
 
Index: F 101.10 
 
Effective: January 10, 2006 Contact: VPAA 
 (Revised August 2012) 

The College provides full-time faculty with a phone/voicemail and an e-mail account.  
 
Faculty are expected to answer their phone, check their voicemail, and respond to messages in a timely 
manner. 
 
Official communications to faculty are made by using e-mail addresses (@chc.edu) or information 
provided through the faculty mailboxes located in the mailroom in Fournier Hall. Faculty are expected to 
check their e-mail messages at their @chc.edu address and to check their mailboxes routinely.  
Faculty are also strongly encouraged to enroll in Chestnut Hill College’s emergency notification system. 
This can be done by following the directions on the College’s website. Enrollment will allow faculty to 
receive text, voice, and e-mail messages in the event of an emergency impacting the College campus. 
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F 101.11:  Transitional Retirement Policy 
  
CHESTNUT HILL COLLEGE 
 
Subject: Transitional Retirement Policy 
 
Index: F 101.11 
 
Effective: September 22, 2008 Contact: VPAA 
 (Revised August 2010) 
 
Purpose 

• To assist faculty in transitioning to retirement through a reduction in workload/compensation 
plan for no more than two to three years (dependent upon the agreement.) 
 

Eligibility 
• Full-time faculty (tenured and non-tenured) who are age 55 or over and who have been 

employed at Chestnut Hill College on a full-time basis for ten years or more. 
 
Description 

• Faculty will reduce their teaching load by one or two courses (or equivalent based on the 
twelve-hour requirement each semester) and a corollary reduction in service requirements. 
Those faculty receiving release time for service as chair/program director must step down from 
that responsibility at the initiation of the Transitional Retirement period. Faculty with a 
Transitional Retirement contract are not eligible for Faculty Development Release Time nor may 
they be on overloads. 

• During the Transitional Retirement period, the faculty member’s salary will be reduced in accord 
with the reduction in workload. The health insurance premium will be continued to be paid in 
full; other benefits such as the contributions to TIAA-CREF and the value of the college-paid life 
insurance will be reduced proportional to the reduction in salary. 
 

Process 
• Eligible faculty must submit a written request for a Transitional Retirement contract; the request 

must state the proposed reduction in workload/compensation and the final date of retirement 
from Chestnut Hill College. 

• The request must be submitted no later than April 1st prior to the initial year of the Transitional 
Retirement period; it should be submitted to the Vice President for Academic Affairs and Dean 
of the Faculty.  

• The Vice President for Academic Affairs and Dean of the Faculty will meet with the applicant to 
review the policy and plan by April 15th. The Vice President for Academic Affairs and Dean of 
the Faculty will submit a recommendation to the President who must approve any and all 
adjustments to contracts. If agreeable, the Vice President for Academic Affairs and Dean of the 
Faculty will provide the applicant with an adjusted contract for the subsequent academic year. 

• The Transitional Retirement agreement will be presented in a contract and is not subject to 
renegotiation — it is final.  
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F 101.12:  Staff Teaching 
 
CHESTNUT HILL COLLEGE 
 
Subject: Staff Teaching 
 
Index: F 101.12 
 
Effective: August 5, 2015 Contact: VPAA    
   
 
Policy Statement 
Many staff at Chestnut Hill College have talent and credentials that may be used more directly in 
teaching activities and would like the opportunity to teach at Chestnut Hill College. These interests and 
abilities must be balanced with their primary work responsibilities and within established teaching limits 
that foster the breadth and depth of academic quality. 
  
Purpose 
This policy describes the conditions under which staff members of Chestnut Hill College may teach by 
providing conditions, general guidelines, and limits on number of courses allowed so that the staff 
member is successful in performing his or her primary work responsibilities. 
 
To Whom this Policy Applies 
This policy applies to all full- and part-time regular staff. 
  
Responsibility 
This policy is overseen and enforced by the Human Resource Office and coordinated with Academic 
Affairs and the schools. 
  
Teaching Outside of the Responsibilities of the Primary Job Description- 
Staff may teach outside of the responsibilities on their staff job description. If staff members do teach, 
they must first and foremost fulfill their everyday work responsibilities and its schedule. Staff cannot use 
their teaching responsibilities as a reason for not meeting their normal job duties. Performance 
evaluation of the normal job will not include the teaching performed by the staff member, unless such 
teaching interferes with the performance of their job responsibilities. 
 
As a general rule, a staff member is only allowed to accept adjunct teaching assignment(s) outside of 
their regular work schedule within the limits outlined below. Any exception to this policy requires the 
review and approval of their supervisor, vice president and Human Resources. Any exception to this rule 
must involve a detailed explanation and an agreed upon schedule to ensure everyday responsibilities 
are addressed in the same work week as the additional teaching responsibilities. 
 
Compensation for teaching outside of normal work responsibilities and schedule can be in addition to 
the salary paid for the staff member’s regular position, but such compensation must be in line with the 
normal adjunct payment for courses in the program in which the member will be teaching.  
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Teaching Within the Responsibilities of the Primary Job Description 
The job description of the staff member may include a teaching responsibility. The job description must 
clearly describe the courses that will be taught, when they will be taught, and the distribution of time 
and effort allotted to teaching as compared to the other duties of the staff member. Compensation for 
teaching in this case will be included as part of the overall salary for the position (i.e., no additional 
compensation will be provided). The supervisor, chair/director, appropriate dean of the department or 
program in which the teaching will occur, and the Vice President for Academic Affairs and Dean of the 
Faculty must approve this teaching responsibility.  Compensation will be determined by the Human 
Resources Office. 
 
Human Resources will approve the entire position description of the job including the teaching 
responsibilities according to existing compensation and job approval policy and processes. 
 
Limits on Total Number of Courses 
In any circumstance, this policy prohibits a staff member from teaching more than two courses/sections 
(total six credits) per semester. For purposes of this policy, there are three semesters per year ~ fall, 
spring and summer.  If a course is taught in an accelerated format, it will count as a course taken during 
the semester in which the accelerated course occurs.  A supervisor or vice president can restrict the 
teaching to fewer courses/sections per term or per year based on the need for the staff member to 
meet his/her normal job duties. 
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F 101.13:  Vacation Leave for Faculty on Twelve-month Contracts 
 
CHESTNUT HILL COLLEGE 
 
Subject: Vacation Leave for Faculty on Twelve-month Contracts 
 
Index: F 101.13 
 
Effective: August 5, 2015 Contact: VPFA/ VPAA  

   
 
The following summarizes vacation leave guidelines for faculty members on twelve-month contracts. 
Vacation leave is provided to allow faculty on twelve-month contracts time off from work with pay for 
rest and personal convenience outside the holiday closures for the College.  
   
Nine-month faculty do not earn paid vacation or sick leave.  By virtue of the less than twelve-month 
appointment, these faculty members have opportunities for time off built into their partial year 
contract. 
 
Vacation Leave for Twelve-Month Faculty Members 

• Twelve-month faculty members are entitled to 20 days of vacation leave per contract year.  
• The scheduling of an employee’s annual leave shall be subject to the approval of his or her Chair 

and/or Dean or other individual designated by the Chair to authorize leave requests.  In the case 
of Center Chairs, the approval of the Vice President for Academic Affairs and Dean of the Faculty 
or his/her designee is required. 

• Vacation leave must be utilized during the twelve-month contract period.  No unused leave will 
be paid out at the end of the contract year or if a faculty member leaves his or her position prior 
to the end of the contract year. 
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F 201.1:  Faculty Evaluation/Post-Tenure Review 
 
CHESTNUT HILL COLLEGE 
 
Subject: Faculty Evaluation/Post-Tenure Review  
 
Index: F 201.1  
 
Effective: September 1990 Contact: VPAA  
 (Revised September 2013) 
 
TENURED FACULTY POST-TENURE REVIEW  
 
For the College, the primary purpose of the evaluative procedure is to foster and maintain quality and 
effective performance and to increase institutional accountability. For tenured faculty members, post-
tenure review provides tenured faculty members an opportunity to review their professional 
development and to see how it fits into the evolving nature of their Centers, Disciplines, and of the 
College as a whole. 

How often is post-tenure review done?  

Post-tenure review will be done for each tenured faculty member every three years. 

Who does post-tenure review?  

As is the case with tenure, the process should be a multi-level process and should include: 

• Center and/or Discipline Chair or senior member(s) of the faculty in cases where the chair is not 
tenured,  

• Dean(s) of the School(s) in which the faculty member teaches, 
• Vice President for Academic Affairs and Dean of the Faculty. 

What will be reviewed?  

Faculty members submit a self-evaluation which should include: 

• Personal Statement of Goals and Objectives,  
• A summary of student and peer course evaluations,  
• A list of scholarly accomplishments,  
• A summary of participation in College, community, regional and national activities, etc., 
• A statement of how prior review Goals and Objectives have been met. 

The Statement of Goals and Objectives is the most important document. The statement should focus on 
the faculty member’s accomplishments over the past three years and his/her plans for the next three 
years. 

How will submitted materials be reviewed?  

Post-tenure Review materials will be reviewed by the Center and/or Discipline Chair, the appropriate 
Dean(s), and the Vice President for Academic Affairs and Dean of the Faculty, who will evaluate the 
submitted materials and respond with commendations and recommendations. In case of appeal, the 
Promotion and Tenure Committee will review the faculty member’s materials and the recommendation 
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of the Administration. The Vice President for Academic Affairs and Dean of the Faculty reserves the right 
to require a review within the next one or two years and to make time and resources available to the 
faculty for remediation. 

Policy to revoke tenure for repeated failure to remediate  

The ultimate sanction for faculty who repeatedly fail to remediate deficiencies identified during the 
post-tenure process would be to revoke tenure. This is obviously a very serious step which would have 
significant legal expenses and consequences for the College. Standard AAUP guidelines for this process 
would be followed as described in Section F 101.5 of the Faculty Handbook. 
 
NON-TENURED FULL-TIME FACULTY  
 
Non-tenured and tenure-track full-time faculty will be evaluated annually prior to renewal of contract 
and according to the schedule implicit in the standards for notification of faculty reappointments. The 
evaluation will be made by the appropriate Dean(s) and departments. The general tone of the 
evaluation will be conveyed to the faculty member being evaluated. The faculty member will be given a 
copy of any material placed in his/her file and given the opportunity for written response.  
Tenure-track faculty will also be required to undergo third-year reviews as specified in  
F 201.2. 
 
NON-TENURE TRACK FULL-TIME FACULTY 
 
Non-tenure track full-time faculty will be evaluated annually prior to renewal of their contract according 
to a schedule and process similar to that used to evaluate non-tenured full-time tenure-track faculty 
described above.  
 
After seven years, non-tenure track full-time faculty will generally be evaluated every 3 years instead of 
annually. In that evaluation, faculty will reflect on all three years of their activities.  However, the 
Administration reserves the right to initiate a review at any time. 
 
The template for post-tenure reviews can be found on the Faculty portal in MyCHC 
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F 201.2:  Pre-Tenure Review Process  
 
CHESTNUT HILL COLLEGE 
 
Subject: Pre-Tenure Review Process  
 
Index: F 201.2  
 
Effective: December 2000 Contact: VPAA 
 (Revised April 2013) 
 (Revised September 2013) 
 
Rationale  
In order to monitor faculty progress during the pre-tenure period, the review process outlined below 
will be utilized. Please note that this process requires the participation and cooperation of the faculty 
member, her/his faculty colleagues, and administrators. This process provides for annual reviews in 
years one, two, four, and five and a more comprehensive review in the third year. This process does not 
in any way limit the College’s authority to terminate employment during the pre-tenure period. All 
decisions on tenure are made by the Board of Directors upon the recommendation of the President and 
the Academic Committee of the Board.  
 
Annual Reviews  
 
Tenure-track faculty members must submit a written self-evaluation annually, which addresses the 
candidate’s progress toward tenure. The period of review is defined as the previous calendar year or 
part thereof. Specifically, the evaluation must include comments on teaching, service and scholarship. 
Supporting data may include student evaluations, course syllabi, peer reviews from classroom 
visitations, and statements on innovative pedagogy, scholarly activities and service. An evaluative 
statement from the Center and/or Discipline Chair is required; a copy of this letter will be provided to 
the faculty member being reviewed. An additional copy will be placed in the faculty member’s file.  
 
The self-evaluation should be submitted to the appropriate Dean no later than January 15. The 
appropriate Dean/s will develop a written commentary and provide the commentary no later than 
March 1st. A copy of the Dean/s commentary will be provided to the faculty member being reviewed. 
The candidate will make an appointment to be interviewed by the appropriate Dean; the interview must 
take place by June 1st. Under no circumstances should the faculty member consider the annual review 
to be binding or a commitment regarding any future action by the Administration. If any problem areas 
are identified that might lead to termination or denial of tenure, the Vice President for Academic Affairs 
and Dean of the Faculty will discuss them with the President. They will determine the employment 
status of the candidate. If a faculty member is to be dismissed, he/she must be notified in accord with 
the policies specified in the Faculty Manual. 
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Third Year Review  
 
In the Spring semester of her/his third year at the college, the candidate must undergo a comprehensive 
review by faculty colleagues and administrators.  
 
The candidate will prepare a shared site (currently utilizing Microsoft Teams) containing a written self-
evaluation that addresses the issues of teaching, service and scholarship (specific guidelines for content 
are provided in both the following section (F 201.3) and in Appendix A as the third-year review should 
reflect information similar to a Promotion & Tenure application). In addition, supporting data (student 
evaluations, course syllabi, peer reviews from classroom visitations, indications of scholarly activities 
and service work) must be included on this site. (See Promotion/Tenure Guidelines in the Faculty 
Manual.) The candidate’s Center and/or Discipline Chair must be provided with access to the shared site 
containing the candidate’s written self-evaluation and supporting documents no later than January 1.  
 
The Center and/or Discipline Chair, after consultation with department faculty, will develop a written 
commentary on the candidate’s progress toward tenure no later than January 30. This commentary will 
be directed to the Vice President for Academic Affairs and Dean of the Faculty, to the appropriate 
dean/s, and to the Promotion and Tenure Committee; a copy of this document will also be provided to 
the candidate who, at this time, will upload it to the shared site.  
 
On January 30 the Vice President for Academic Affairs and Dean of the Faculty, the appropriate Dean/s, 
and members of the Promotion and Tenure Committee will be given access to the Blackboard site 
containing all of the materials listed above.  
 
The Promotion and Tenure Committee will review the Pre-Tenure Review materials and develop an 
evaluative statement by April 1; the statement will be directed to the Vice President for Academic 
Affairs and Dean of the Faculty who will provide copies to the candidate and the appropriate Dean/s.  
 
The Dean/s will review the materials and submit them with a written commentary to the Vice President 
for Academic Affairs and Dean of the Faculty no later than April 15. A copy of the commentary from the 
appropriate Dean/s will be provided to the faculty member being reviewed. The candidate will make an 
appointment to be interviewed by the Vice President for Academic Affairs and Dean of the Faculty and 
the Chair of the Promotion and Tenure Committee. That interview will take place no later than May 15.  
 

 
Schedule for Annual Reviews 

 
January 15 Submission of Self-Evaluation to appropriate Dean 
 
 
By March 1 Submission of written commentary to the faculty member from the 

appropriate Dean  
 
No later than Interview of Faculty by the appropriate Dean 
June 1  
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A written statement summarizing the interview and evaluation will be sent to the candidate by the Vice 
President for Academic Affairs and Dean of the Faculty within ten days after the interview. A copy of this 
statement will be provided to the appropriate Dean/s. Under no circumstances should the candidate 
consider the results or any of the documents gathered as part of the Third-year Review process to be a 
commitment of employment on the part of the Promotion and Tenure Committee or the administration 
of the college. If any problem areas are identified that might lead to termination or denial of tenure, the 
Vice President for Academic Affairs and Dean of the Faculty will discuss them with the President. They 
will determine the employment status of the candidate. If a faculty member is to be dismissed, he/she 
must be notified in accord with the policies specified in the Faculty Manual. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Schedule for Third Year Reviews 

 
September Candidates for third year review will be notified by September 15 of the year 

prior to submitting that they are due to submit a third year review. 
 
January 1 Electronic submission of Self-Evaluation to appropriate Chair. 
 
January 30  Center and/or Discipline Chair’s written evaluative commentary and all 

materials are submitted electronically to the Vice President for Academic 
Affairs and Dean of the Faculty, to the appropriate Dean/s, and to the 
Promotion and Tenure Committee. 

 
April 1  Promotion and Tenure Committee submits its review to the Vice President for 

Academic Affairs and Dean of the Faculty. 
 
April 15 Appropriate Dean/s submits a written commentary to the Vice President for 

Academic Affairs and Dean of the Faculty. 
 
No later than Interview with Vice President for Academic Affairs and Dean of the Faculty and 
May 15 Chair of the Promotion and Tenure Committee. 
  
No later than Vice President for Academic Affairs and Dean of the Faculty sends written  
ten days after evaluation to faculty member. 
interview   
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F 201.3:  Promotion and Tenure Policies and Guidelines  
 
CHESTNUT HILL COLLEGE 
 
Subject:  Promotion and Tenure Policies and Guidelines  
 
Index:  F 201.3  
 
Effective: April 2002 Contact: VPAA 
 (Revised May 2013) 

TENURE  

A tenured contract entitles the faculty member to renewal of his or her contract until he or she 
voluntarily retires, provided all conditions are met. Tenure provides the institution with a stable and 
confident faculty. Chestnut Hill College will strive to maintain or limit the total percentage of full-time 
faculty that are tenured or on tenure-track lines to a maximum of 80%. 
 
Permanent tenure is attained in a specific department or departments. All tenured contracts must 
indicate that permanent tenure has been attained. The services of a faculty member with tenure can be 
terminated only for adequate cause. The phrase “adequate cause” means an extraordinary financial 
emergency; changes in the educational program of the College; incompetence in teaching; grave moral 
scandal; failure to maintain a standard of personal and/or professional conduct consistent with the 
mission, philosophy, and objectives of the College; or serious willful misconduct. 
 
REQUIREMENTS FOR TENURE  
 
A faculty member must not assume that tenure is automatically granted at the expiration of seven years 
of service. Determination in this matter is by faculty recommendation through the Promotion and 
Tenure Committee to the President and the Board of Directors, who together make the final decision.  
 
The Promotion and Tenure Committee is responsible for recommendation or non-recommendation of 
tenure based on an evaluation according to the tenure criteria.  
 
TERMINAL DEGREE: Acquisition of the appropriate terminal degree or alternate agreements written into 
the terms of the candidate’s letter of appointment.  
 
YEARS at Chestnut Hill College: Seven years as a full-time faculty member are ordinarily required to the 
granting of tenure, including full-time service at the rank of instructor or higher at any accredited 
institution of higher education. In this context, service includes service, teaching experience, and 
scholarship. Years of service are determined by the number of full-year contracts.  
 
If the College decides to award tenure to a faculty member whose first full-time faculty appointment is 
at Chestnut Hill College, he/she will receive a contract marking the beginning of permanent tenure after 
seven continuous years of satisfactory service to the College. If tenure is awarded to a faculty member 
whose initial full-time faculty appointment preceded his/her appointment at Chestnut Hill College, 
he/she will receive a contract marking the beginning of permanent tenure after a number of years of 
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satisfactory service to the College sufficient to complete a total of seven years as a full-time faculty 
member.  
 
Service in administration is considered an interruption of full-time teaching. If the teaching service of a 
full-time faculty member is interrupted for a period of time, an adequate evaluation period must be 
provided before consideration for tenure. The number of years should be agreed upon in writing with 
the returning faculty member; this might increase the total number of years beyond seven. 
 
If a person with three or more years as a full-time faculty member is appointed to the faculty at 
Chestnut Hill College, it may be agreed upon in writing at the time of the appointment that the years of 
service required prior to tenure may be as many as four years at the College, even if this makes the total 
years of service exceed seven years. In cases where a faculty member’s experience prior to appointment 
at Chestnut Hill College involved significantly different responsibilities or a significantly different 
institutional setting, the written agreement at the time of the appointment may allow for more than 
four years of service at the College prior to tenure, whatever the length of service elsewhere. If, at the 
time of initial appointment, there are questions about counting service which occurred many years in 
the past or service in a distinctly different area, the Vice President for Academic Affairs and Dean of the 
Faculty will consult with the Department prior to deciding. The decision of the Vice President for 
Academic Affairs and Dean of the Faculty regarding credit for prior service will be final.  
 
In cases where professional or personal circumstances exist which could limit a faculty members’ 
academic productivity, the College will make available to faculty a one-time only option to request, in 
writing to the Vice President for Academic Affairs, an extension of the traditional tenure clock for a 
defined period of at least one (1) but not longer than three (3) years. It should be noted that this does 
not require or involve a leave of absence. This request must be made prior to the start of the tenure 
review process. (Requests for an additional extension would be considered only under extremely 
extraordinary circumstances). 
 
A faculty member who is in the process of doctoral study is not eligible for tenure consideration until 
they obtain the terminal degree. Such a faculty member who continues to meet the expectations and 
needs of the College and the academic department to which they are appointed will receive only annual 
contracts until the terminal degree has been earned. If the terminal degree is not completed by the end 
of the fifth annual contract, no further contracts will be offered. Upon completion of the degree, the 
faculty member and the Vice President for Academic Affairs and Dean of the Faculty will agree upon the 
number of years to be served before eligibility for tenure review. A written statement stipulating the 
terms of the agreement will be prepared by the Vice President for Academic Affairs and Dean of the 
Faculty, signed by both the faculty member and the Vice President for Academic Affairs and Dean of the 
Faculty, and placed in the faculty member’s file.  
 
Applications for tenure must be submitted to the Vice President for Academic Affairs and Dean of the 
Faculty by August 15 preceding the next to last year of full-time teaching required prior to tenure 
consideration (the sixth year of service for those whose initial appointment is at Chestnut Hill College). 
Decisions about tenure will be made before the end of that year, allowing a full year’s notice before the 
tenure decision becomes effective. If the faculty member is not to receive permanent tenure, then they 
will be so notified during their next to last year of service and will not be offered renewal of their 
contract.  
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TEACHING, SCHOLARSHIP, AND SERVICE: Applicants must demonstrate and document proficiency in the 
areas of teaching, scholarship, and service and provide evidence of potential for excellence in at least 
one area as described in the guidelines listed below. 
 
DUTIES: Applicants must demonstrate satisfactory fulfillment of faculty professional duties and 
responsibilities as outlined in the Faculty Manual.  
 
SERVE FUTURE COLLEGE NEEDS: An applicant must demonstrate how her/his academic background and 
interest will serve the future needs of the College. The tenure decision shall not be governed solely by 
individual qualifications. Appropriate weight shall also be given to such institutional considerations as 
the need to maintain a reasonable degree of academic flexibility.  
 
PROMOTION  
 
The opportunity to advance in rank challenges the faculty member to strive for excellence in fulfilling 
the duties of the profession, presents a scheduled structure for both summative and formative 
evaluation, and provides for public recognition of excellence. 
 
REQUIREMENTS FOR RANK/PROMOTION  
 
DEGREES:  
 

Instructor: Master’s degree required. When the terminal degree is achieved, the Instructor is 
advanced automatically to Assistant Professor at the beginning of the next academic year.  
 
Assistant Professor, Associate Professor, Professor: Terminal degree required.  

 
When unusual circumstances warrant, special agreements concerning the degree required may be 
written into the terms of the candidate’s letter of appointment at the time of hiring.  
 
YEARS OF SERVICE: Ordinarily, the attainment of permanent tenure precedes or is concurrent with 
promotion to the rank of Associate Professor.  
 
An applicant for tenure is expected to have demonstrated proficiency in teaching, scholarship, and 
service between the time of her/his faculty appointment at Chestnut Hill College and the time of the 
tenure review.  
 
For promotion from Assistant Professor to Associate Professor, a minimum of six years of full-time 
teaching experience, three of which must be full-time teaching at Chestnut Hill College as an Assistant 
Professor is required.  
 
For promotion from Associate Professor to Full Professor, a minimum of twelve years of full-time 
teaching experience, five of which must be full-time teaching at Chestnut Hill College as an Associate 
Professor, is required.  
 
TEACHING, SCHOLARSHIP, AND SERVICE: From Assistant to Associate Professor: excellence in at least 
one of the three areas and evidence of potential for excellence in at least one other area. From 
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Associate to full Professor: excellence in at least two of the three areas. These criteria are described in 
the guidelines below. All candidates for full professor must submit peer-reviewed publications as a 
demonstration of proficiency in scholarship. 
 
PROMOTION AND/OR TENURE APPLICATION PROCESS  
 
CALENDAR: Applications for tenure must be submitted by August 15 preceding the next to last year of 
service required prior to tenure. Applications for promotion must also be submitted by August 15 
preceding the last year of service required for the rank or any subsequent year. The candidate will 
prepare a shared site and make the application materials available to the members of the Promotion 
and Tenure Committee and the Vice President for Academic Affairs and Dean of the Faculty. It is the 
responsibility of the applicant for tenure and/or promotion to ensure that his or her application and all 
supporting materials are submitted on time.  
 
The Promotion and Tenure Committee is a service committee to the President and makes 
recommendations to the President concerning promotion and/or tenure decisions. In evaluating 
applications for promotion and/or tenure, the Promotion and Tenure Committee observes strict 
confidentiality. Promotion and/or tenure decisions are made by the Board of Directors, following the 
recommendation of the President.  
 
The President will meet with the Committee at the first Committee meeting each fall to discuss the 
format required for reporting promotion and tenure recommendations.  
 
The Promotion and Tenure Committee evaluates applications for promotion and/or tenure according to 
the guidelines presented in the Faculty Manual.  
 
During the deliberations of the Promotion and Tenure Committee, an applicant may receive a written 
request from the Committee for clarification of some aspect of the application. Responses to such 
requests should be presented in writing to the chair of the committee.  
 
The Vice President for Academic Affairs and Dean of the Faculty will meet with the Committee by the 
end of October to share information relevant to the evaluation of the application(s), will review the 
application materials, and will make a recommendation concerning promotion and/or tenure to the 
President by the end of the fall semester. 
 
Promotion and Tenure Committee recommendations for promotion are made by a simple majority, but 
recommendations for tenure require at least a five-to-two vote.  
 
The Committee will meet with the President to present their recommendations for promotion and 
tenure one month prior to the meeting of the Board of Directors at which promotion and tenure 
decisions are addressed. This meeting will ordinarily be either the last meeting of the Board of Directors 
in the fall semester or the first meeting in the spring semester. The exact time line will depend on the 
number of applications in a given year.  
 
The Committee will also provide a detailed written report specifying reasons for recommending a 
candidate for promotion and/or tenure and demonstrating that the candidate has met the criteria 
outlined in the Faculty Manual (see Appendix A for Criteria for Promotion and Tenure: Teaching – 
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Scholarship – Service Summary). In the event that an applicant is not recommended, the Committee will 
provide the President with two written reports, one prepared by those representing the majority 
opinion, the other by those representing the minority opinion (if any). Recommendations delineating 
areas that need to be strengthened before applying again for promotion will be prepared, submitted 
with the report, and shared with the applicant at the appropriate time. No names of Committee 
members are to be attached to the reports or recommendations. These reports from the Committee to 
the President, which may be reviewed by counsel, will become a permanent part of the Promotion and 
Tenure Committee files.  
 
Within one week following the Committee’s presentation of their recommendation(s) to the President, 
the Vice President for Academic Affairs and Dean of the Faculty will notify the applicant of the 
Committee’s recommendation in a letter to the applicant indicating that the applicant either has or has 
not been recommended by the Committee for tenure or promotion, giving no reasons for 
recommendation or refusal. In the case that the applicant has been denied promotion or tenure by a 
vote of one less than the number needed to approve, the applicant will be informed of the Committee 
vote count and the fact that the final decision rests with the Board of Directors. Under these 
circumstances, the applicant has a right to appeal.  The appeal process is delineated below.  
 
In order to provide formative as well as a summative evaluation, all applicants for promotion and/or 
tenure will receive an explanation from the Vice President for Academic Affairs and Dean of the Faculty 
and the Chair of the Promotion and Tenure Committee of how their application materials were 
evaluated. This communication will be scheduled by the Vice President for Academic Affairs and Dean of 
the Faculty as soon as possible after sending the notification letter to the candidate. The explanation 
provided will be limited to the Committee’s report to the President.  
 
If the President decides not to accept the recommendation of the Promotion and Tenure Committee, 
the President will meet with the Committee to discuss this decision prior to presenting a 
recommendation to the Board of Directors. 
 
The President will advise the candidate shortly after the first meeting of the Board of Directors in the 
spring semester as to whether or not promotion and/or tenure has been awarded.  
 
APPEAL PROCESS: An applicant who has not been recommended by the Committee for tenure and/or 
promotion has the right to appeal the Committee recommendation only if they have been denied a 
recommendation for promotion and/or tenure by a vote of one less than the number needed to 
approve. In such a case, the applicant has an automatic right of appeal if they can offer appropriate 
evidence questioning the validity or the substance of the Committee’s evaluation. Promotion and/or 
tenure decisions by the Board of Directors are final.  
 
Within one week of having received the letter, an applicant who has been denied promotion or tenure 
by a vote of one less than the number needed to approve and who wishes to appeal the 
recommendation of the Promotion and Tenure Committee must notify the President in writing of 
his/her intent to appeal. A formal written appeal must be submitted to the President within ten days of 
receiving notification from the Vice President for Academic Affairs and Dean of the Faculty. The 
President will review the appeal in light of the prescribed procedures and criteria for promotion and 
tenure. They will also review the appeal with the appropriate academic officers of the College and with 
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the applicant if necessary. Prior to the next regularly scheduled meeting of the Board of Directors, the 
President will inform the applicant in writing of the result of the appeal.  
 
CRITERIA FOR PROMOTION AND TENURE 
 
The following criteria and guidelines govern the evaluation of the qualifications of an applicant for 
promotion and/or tenure by the Promotion and Tenure Committee. The Board of Directors in 
consultation with the President makes the final decision with regard to granting tenure and/or 
promoting an applicant, after consideration of these criteria and guidelines as well as the 
recommendation of the Promotion and Tenure Committee.  
 
In addition to meeting requirements for years of service and professional degrees, the applicant must 
submit evidence of accomplishments in three areas: teaching, scholarship, and service. These criteria 
and guidelines recognize and celebrate the diversity of talents among the faculty and are structured to 
recognize creativity and excellence in a variety of scholarly enterprises.  
 
To be considered for Tenure the applicant shall demonstrate proficiency in all three areas and potential 
for excellence in at least one area.  
 
To be considered for promotion to Associate Professor the applicant shall demonstrate proficiency in all 
three areas, excellence in at least one area, and Potential for Excellence in at least one other area. To be 
considered for promotion to Professor the applicant shall demonstrate proficiency in all three areas and 
excellence in at least two areas. Faculty of Chestnut Hill College’s doctoral programs must choose 
scholarship as an area of excellence in applying for promotion to Professor. 
 
In all three areas, the Promotion and Tenure Committee will evaluate both the quantity and the quality 
of the evidence submitted by the applicant. Consideration will be given to the fit between current 
accomplishments and the evaluations and plans submitted as part of past applications.  
 
Applicants may consult with the Vice President for Academic Affairs and Dean of the Faculty in choosing 
a professional from another institution to provide an evaluation of the scholarship included in the 
application materials.   
 
GUIDELINES 
 
The following guidelines are intended both to assist the candidate for promotion and/or tenure in 
compiling application materials and to articulate the standards of evaluation to be used by the 
Committee. Evidence presented as part of a candidate’s application should be accompanied by a 
narrative explaining how the evidence meets the criteria. This narrative should explain any unique 
features of the candidate’s field or any circumstances that may affect her/his fulfillment of the criteria. 
The narrative for tenure should address the candidate’s potential contribution to the future of Chestnut 
Hill College and role in the Department to which the candidate is applying for tenure; the narrative for 
promotion should address past and present professional activities. Evidence for tenure and the first 
promotion should be new, that is, it should describe professional activities since day of hire. Evidence 
presented for subsequent academic advancement should show accomplishments since the last 
promotion or additional accomplishments since the last unsuccessful application for promotion.  
 



 
 

 
Chestnut Hill College Faculty Manual (July 2022) | Page 32  

 
 

Each application for tenure or promotion must contain a current curriculum vita. This curriculum vita 
should cover the entire academic career of the applicant. However, the applicant should separate what 
has been accomplished since coming to Chestnut Hill College (in each category—teaching, scholarship, 
service) and what had been accomplished before coming to Chestnut Hill College.  
 
The applicant is responsible to make certain that all pertinent materials are included in the application 
at the time of its submission.  
 
LETTERS OF RECOMMENDATION/EVALUATION 
 
Each applicant should request letters of recommendation/evaluation. The letters should be sent to the 
Vice President for Academic Affairs and Dean of the Faculty. Prior to the submission of the materials to 
the Promotion/Tenure Committee, the Vice President for Academic Affairs and Dean of the Faculty will 
notify the candidate of all letters received. The candidate has the prerogative to invite a variety of 
people to write letters that are to be included in the application materials. This prerogative does not 
provide opportunity for the candidate to read the letters, which are submitted in confidence. 
 
A. Types of Letters  

1. Letters of Recommendation clearly support the candidate’s application for promotion and/or 
tenure.  

2. Letters of Evaluation describe the candidate’s performance in a specific situation without 
explicitly recommending the candidate for promotion and/or tenure.  

B. Appropriate Writers  

1. Chestnut Hill College 

• Department Chair (required for promotion and/or tenure) 
• Other members of the Department. In cases of an application for tenure, letters are 

required from the tenured members of the candidate's department or the tenured 
members of the candidate's department can submit a joint statement of recommendation. 

• Chairs of Committees on which the candidate has served 
• Colleagues who have sat on committees on which the candidate has served 
• Faculty who have team taught with the candidate 
• Faculty who have collaborated with the candidate on projects or grants 
• Students, either those currently enrolled or graduates 

2. Outside of Chestnut Hill College  

• Colleagues from other academic or professional institutions 
• Editors who have worked with the candidate  
• Reviewers who have discussed the candidate’s work  
• Colleagues from professional organizations in the candidate’s discipline 
• Persons who can speak to the candidate’s service to the broader community  
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C. Special Considerations  

• If the candidate is the Department Chair, a letter from a senior member of the department, or 
from the Chair of another relevant department, would be appropriate.  

• In most cases, members of the College Administration and of the Promotion and Tenure 
Committee reviewing the application should not be asked to write on behalf of the candidate. 
Exceptions may be made on an individual basis; in these cases, a letter of evaluation would be 
appropriate.  

 
Candidates are encouraged to seek letters from as many of these sources as apply.  
 
TEACHING 
 
Since Chestnut Hill College is primarily a teaching institution, demonstrated proficiency in teaching is 
essential for tenure and continued growth in teaching is necessary for promotion. The mission 
statement challenges the faculty to provide a holistic education, to foster equality through education, to 
work to achieve academic excellence, to participate in linking the world of learning to the world of work, 
and to contribute to an atmosphere of communal respect conducive to the exploration of personal 
values and beliefs.  
 
Proficiency in Teaching is demonstrated by abilities in areas such as creating a classroom environment in 
which the faculty member can effectively and creatively impart knowledge to students, helping students 
learn from each other, motivating students to learn and think independently, presenting the latest 
thinking in their field, and encouraging students to participate, if practical, in ongoing research.  
 
Every applicant for promotion and/or tenure shall submit:  

• A statement of the candidate’s philosophy of education, articulating in some detail the 
relationship between the candidate’s teaching goals and classroom methods  

• Sample materials used in courses, including syllabi, examinations, special assignments  
• Samples of student work which demonstrate the candidate’s feedback and guidance 
• Original student evaluations, with an analysis of aggregate trends in these evaluations for a 

sufficient number of classes since the candidate’s last promotion to demonstrate teaching 
quality.  

• Peer evaluations of teaching from faculty at Chestnut Hill College and/or other institutions  
 
The applicant is advised to address the following questions: 

• How have the students used the knowledge they have gained from taking my courses? 
• How have I updated my teaching materials over the years?  
• How have I sought and used peer evaluation of my teaching?  
• How have I improved as a teacher over the past several years? 
• What experiences have been instrumental to my development as a teacher? 
• How have I fulfilled plans for improving/developing my teaching skills which were included in 

previous promotion and/or tenure applications?  
• What are my plans for improving and/or developing my teaching skills over the next five years?  
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Excellence in Teaching is demonstrated by outstanding teaching accomplishment which is recognized 
both within the College community and in the wider professional community.  
 
Evidence of Excellence in Teaching may include:  

Strongest evidence: Teaching awards  
Course materials which demonstrate continuing significant development/ 

refinement of content and methodology in light of developments in the field 
and/or changes in student profile  

Student evaluations that consistently attest to exceptional teaching Evaluations 
of teaching effectiveness by peers in the applicant’s discipline, from 
Chestnut Hill College, and from other colleges or universities 

 
Other evidence:  Invitations to present papers on teaching at regional or national conferences 

A philosophy of teaching that demonstrates a sophisticated integration of 
information from diverse sources as well as a consistent pattern of 
development of teaching methodology  

Letters from former students that indicate the effect that the applicant’s 
teaching and/or advising has had in the students’ lives  

 
SCHOLARSHIP 
 
Scholarship is an important criterion for promotion and tenure because without scholarship, teaching 
excellence is impossible. The mission statement calls for academic excellence, professional growth, and 
links to the world of work, all of which require that faculty keep abreast of and participate in current 
scholarship.  
 
Types of Scholarship: 
Scholarship has been described by the Carnegie Foundation for the Advancement of Teaching (Boyer, 
1990) in four realms: scholarship of teaching and learning, scholarship of discovery, scholarship of 
application, and scholarship of integration. 

 
Scholarship of Teaching and Learning — Developing pedagogy, advancing learning for and with 
students and educators, enticing future scholars  

• Development of new courses, especially those that extend outside one’s expertise 
• Directing/supervising student research 

 
Scholarship of Discovery—Advancing specialized, discipline-based knowledge 

• Classic discipline-specific research 
 
Scholarship of Integration—Making connections across disciplines, overcoming fragmentation, 
altering contexts in which people view knowledge, educating non-specialists; classic liberal 
learning 

• Collaboration with faculty across disciplines 
• Cross-curricular initiatives 
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• Publishing in the popular press to explain scholarly material to a new, and perhaps less 
informed audience 

 
Scholarship of Engagement (Application)—Working for and with communities to address 
problems (civic engagement, social responsibility, interaction of theory and practice) 

• Development of new programs within the college or community at large 
 

For further detail on the range of scholarship and ways of providing evidence and assessment for 
scholarship, candidates are advised to consult two publications of the Carnegie Foundation for the 
Advancement of Teaching: Ernest L. Boyer, Scholarship Reconsidered (San Francisco: Jossey-Bass, 1990) 
and Charles E. Gossick, Mary Taylor Huber, and Gene I. Maeroff, Scholarship Assessed: Evaluation of the 
Professoriate (San Francisco: Jossey-Bass, 1997). In each of these areas of scholarship, careful 
assessment of the candidate’s work is essential. To support an application for promotion and/or tenure, 
scholarship in any of these areas must relate to the intellectual/academic life of the faculty member. 
Copies of Scholarship Reconsidered and Scholarship Assessed can be found on reserve in Logue Library. 
 
PROFICIENCY in SCHOLARSHIP is demonstrated by keeping abreast of developments in one’s discipline, 
incorporating these developments in one’s teaching, and contributing to scholarship in one’s discipline 
and/or in a related field of study. All candidates for full professor must submit peer-reviewed 
publications as a demonstration of proficiency in scholarship. 
 
EXCELLENCE in SCHOLARSHIP is demonstrated by expertise in one’s academic discipline which is 
recognized both by the Chestnut Hill College community and by the wider professional community. 
Evidence of this recognition must include presentation to appropriate audiences.  
 
Every applicant for promotion and/or tenure shall submit electronically to a special shell in a shared site 
(currently utilizing Microsoft Teams): 

• A statement of the candidate’s philosophy of scholarship 
• Evidence of scholarship 
• Evaluations of scholarly potential from peers at CHC and/or from other institutions 
• Evidence of consistent involvement in the candidate’s profession 

 
Evidence of SCHOLARSHIP includes: 
 

Publications: 
Books 
Articles in peer-reviewed professional journals, including e-journals 
Book chapters 
Essays in anthologies 
Proceedings of conference 
National media 
Publications used in college libraries 
Magazine and newspaper articles 
Reviews of manuscripts, books, research proposals (one’s own and others’) 
Non-peer-reviewed publications  
Editorship of journals 
Book Reviews 
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Publication in local journals 
Fieldwork documentation 
 

Performances and Exhibits: 
Juried performances 
Non-juried performances 
Juried art exhibits 
Non-juried art exhibits 
Museum exhibits 
Commissions 
Curating 

 
Multimedia:  

Multimedia presentations (audio, video) 
Computer programs and applications 

 
Presentations: 

Peer-reviewed conferences 
Professional lectures 
Invited lectures 
Public lectures 
Colloquia 
Non-peer-reviewed presentations 
Radio and television interviews  
In-service presentations for groups of professionals in the candidate’s field 

 
Grants: 
 Funded grants 

Non-funded grants 
Grant reviews 

 
Other scholarly activities: 

Attendance at professional conferences 
Membership in professional organizations 
Professional reading 
Hosting major scholarly conferences 
Consulting/Expert witness 
Foreign professional travel 
Off-campus study programs 
 

Recognition of scholarship: 
Honors and awards 
Grant awards related to one’s scholarship  
Citations of one’s work in published work of others 
Invitations to participate in national seminars or institutes 
Positive reviews of scholarly work by members of the professional community 
Elected office in professional organizations 
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An article will be considered a publication when it has been accepted for publication and evidence of 
such is provided in the materials submitted for review. A book will be considered a publication when it 
has been published. 
 
SERVICE 
 
The mission of Chestnut Hill College is to provide a holistic education in a community of persons 
committed to service to one another, to the global community, and to the earth. SERVICE is an 
important criterion for promotion and tenure because faculty members are an influential part of the 
college community. It is crucial that they serve as role models for the kind of educated person the 
college wishes to graduate.  
 
Proficiency in Service is demonstrated by consistent active participation in activities beyond teaching and 
scholarship, which contribute to the common good of Chestnut Hill College and/or of the wider 
community. 
 
Every applicant for promotion and/or tenure shall submit:  

• A statement of the candidate’s philosophy of service  
• Details of the candidate’s contributions to the common good at Chestnut Hill beyond teaching 

and scholarship. These contributions should include consistent participation in College 
committees, in recruitment and retention activities, and in the administrative work required in 
the candidate’s department (such as moderating student professional organizations, ordering 
equipment or supplies for the department, supervising laboratories or performance space, 
assisting other department faculty with field trips associated with their courses, and the like)  

• Samples from service activities, where appropriate, such as policies written, programs and flyers 
for events, brochures designed, etc.  

• Peer and other evaluations of service activities, from members of the Chestnut Hill College 
community and/or others  

 
The applicant is advised to address the following questions:  

• How have I been involved in civic, religious, and/or community activities and/or volunteer 
activities, in harmony with the mission of Chestnut Hill College? 

• How have I fulfilled the plans for service which were included in previous applications, if 
applicable? 

• What plans have I for service during the next five years?  
 
EXCELLENCE in SERVICE is demonstrated by leadership and significant accomplishment in serving the 
common good of Chestnut Hill College and/or the wider community, other than through teaching and 
scholarship, which is recognized by the Chestnut Hill College community and/or the wider community.  
 
Evidence of EXCELLENCE in SERVICE may include:  

Leadership in the department, especially serving as department chair  

• Consistent leadership on Chestnut Hill College committees, including consistent service on 
committees and consistent service as chair and/or secretary.  
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• Leadership in major projects, such as curriculum revision, policy articulation, volunteer service 
projects, community celebrations, volunteer services to students with special needs, 
conferences, workshops, displays and exhibits, campus ministry, recruitment, fund raising, 
extracurricular student activities.  

Leadership and/or significant accomplishment in projects for the good of the community beyond 
Chestnut Hill College, which are in harmony with the mission of Chestnut Hill College and which enhance 
the reputation of the College.  
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F 201.4:  Promotion in Academic Rank of Administrators  
 
CHESTNUT HILL COLLEGE 
 
Subject: Promotion in Academic Rank of Administrators  
 
Index: F 201.4  
 
Effective: March 2013 Contact: VPAA  

Those serving in administrative positions, and who have previously held tenured faculty positions at 
Chestnut Hill College, may apply for promotion in academic rank, provided the additional work involved 
in meeting the requirements for promotion does not compromise the primary work of administration. 
Since the candidate’s last promotion, years of service in administration and/or on the faculty must meet 
or exceed the number of years required for promotion in academic rank as stipulated in the Promotion 
and Tenure Policy in The Faculty Manual. Further, the candidate must provide evidence that he/she 
meets the requirements for competency and/or excellence in teaching, service, and scholarship as 
outlined in the Promotion and Tenure Policy within the following parameters. 
 
TEACHING 
 
Administrators necessarily have limited time to assume additional responsibilities in the classroom; 
however, those applying for promotion must provide data about classes taught since leaving the full- 
time faculty to accept administrative responsibilities. These include, but are not limited to: an itemized 
list of classes and the semester in which each was taught; an analysis of course evaluations; copies of all 
course evaluations, and if possible, letters from several graduates or unsolicited letters from current 
students. Peers (administrators inside the College or professors from outside the College) must be 
invited to observe and evaluate the candidate’s teaching. Consistent participation in teaching is 
expected of one applying for promotion (i.e., minimally, one course annually). Exceptions to the one 
course annually might include the first year of transition to administrative status, the year prior to 
critical accreditations, etc. 
 
SERVICE 
 
Administrators regularly serve on committees as ex officio members; therefore, such committee 
membership is constitutive to responsibilities associated with their jobs. Administrators applying for 
promotion must demonstrate competence and/or excellence in their service on these committees. 
Administrators might also participate in the development of new programs to benefit the College or 
serve voluntarily on an ad hoc or standing committee of the College. Evaluation of such service will be 
documented by the administrator’s direct supervisor. Additional service can include, but is not limited 
to: service on the Board of Directors or as an officer of a professional organization; service on the Board 
of Directors or Advisory Committees of not-for-profit organizations; service to the City, State or Federal 
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Departments of Education; for a member of a religious congregation, a diocesan priest, or an Associate 
of a religious congregation, service on Congregational or diocesan committees and/or task force 
membership may be evaluated as service, etc., in the case of these external committees. In the case of 
these external committees, letters testifying to quality of service must be provided by the Chair or by 
fellow committee members. 
 
SCHOLARSHIP 
 
Guidelines for scholarship as they appear in the Promotion and Tenure Policy in The Faculty Manual will 
be applied to faculty and administrators. 
 
ADDITIONAL CRITERIA 
 
Those who accept an appointment as an administrator are expected to fulfill conscientiously and 
thoroughly all responsibilities as outlined in the administrator’s job description. A letter from the 
administrator’s direct supervisor and at least one other letter from a Chestnut Hill College colleague or 
supervisor affirming proficiency in executing the duties of the administrative position must be included 
in the candidate’s materials for promotion. 
 
EVALUATION PROCESS 
 
Applications for the promotion of Administrators will be reviewed by three qualified members of the 
Academic Committee of the Board of Directors as well as at least one tenured outside evaluator with the 
rank of Full or Associate Professor in the candidate’s field. This evaluator, selected with the assistance of 
the faculty Chair of the Department to which the administrator belongs and the Vice President for 
Academic Affairs, will submit a written evaluation of the candidate with his/her recommendation for 
promotion. 
 
If the membership of the Academic Committee of the Board does not include three qualified academics 
to review the materials, more than one outside evaluator will be asked to serve following the selection 
process indicated in the preceding paragraph.  
 
Members of the sub-committee will be invited to serve by the Chair of the Board of Directors in 
consultation with the President. Upon completion of the evaluation, the sub-committee will make a 
recommendation to the President. The President and the sub-committee will make a presentation to 
the full Academic Committee and the Academic Committee Chair will present the findings of the 
Committee to the Board of Directors for a vote. 
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TIMELINE 
 
The timelines for submission of materials, review by the Academic Committee of the Board of Directors, 
and presentation to the Board of Directors will follow those outlined in the Faculty Promotion and 
Tenure Policy. 
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F 301.1:  Sabbaticals  
 
CHESTNUT HILL COLLEGE 
 
Subject: Sabbaticals  
 
Index: F 301.1  
 
Effective: April 21, 1993 Contact: VPAA 
 (Revised May 2013: May 2016) 
 
Purpose 
 
Chestnut Hill College makes provisions for sabbatical leaves in order to foster professional growth. 
 
Eligibility 
 
After six years of service, a tenured faculty member is eligible to apply for a sabbatical leave. The application 
for sabbatical leave must include a detailed description of a project of research, writing, study, or other 
creative endeavors, which will enable professional growth. A statement from the applicant’s Center and/or 
Discipline  chair describing the impact on the department and the department’s plans for course coverage should 
also be included with the application. Financial information should be included (e.g., will the faculty position require 
the hiring of a full-time faculty member or adjuncts, etc.). 
 
A faculty member is eligible to apply for a sabbatical leave every seven years although exceptions may be 
recommended to the President when circumstances warrant a shorter time between sabbatical leaves. 
 
Evaluation of Applications 
Criteria which are considered during the evaluation of the application include: 

• Appropriateness of the project  
• Department needs  
• College needs 
• Financial resources  

If choices must be made among candidates who meet the above criteria, productivity of past 
sabbaticals, number of past sabbaticals, length of time since last sabbatical, years of service, and 
urgency of need of the applicant should be considered. The applicant should be informed of criteria 
applied in the disposition of the application. 
 
 
SABBATICAL 
Sabbatical leaves are granted for one year with half salary or one semester with full salary. Other 
arrangements may need to be negotiated with the President. For faculty members on sabbatical leave 
with partial compensation, the College will make benefits contributions on the basis of full 
compensation, if the faculty member will do likewise. A description of the agreement should be included 
in the proposal. 
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Obligations of The Faculty Member on Sabbatical 
 

• Faculty members are expected to return to the College for at least one year following his/her 
sabbatical leave unless other arrangements are mutually agreed upon. 

• Faculty members on sabbatical leave will not engage in full-time employment as faculty 
members at other colleges. Full time employment at another college or institution requires a 
request of a leave of absence rather than a sabbatical.  Faculty members may accept 
employment, for instance as part of grant funding or in other appropriate circumstances, but 
such cases should be described in the application for sabbatical.   

• It is understood that faculty members on sabbatical leave do not participate in academic and 
service obligations at Chestnut Hill College during the length of the leave. 

• Upon return from sabbatical, the faculty member will submit a written report describing the 
activities of the sabbatical to the Vice President for Academic Affairs and Dean of the Faculty 
within the semester of his/her return.  The faculty member will also prepare a 
colloquium/presentation for the faculty and give a presentation to the Academic Committee of 
the Board. 

 
Application Process  
 
Six months in advance of formal application date, the faculty member informs the Vice President for 
Academic Affairs and Dean of the Faculty of their intent to apply for a sabbatical. An outline of proposed 
budget, a letter from the chair of the department, and a statement indicating how the leave will benefit 
the College must be included as part of the application. 

• A formal application must be submitted to the Vice President for Academic Affairs and Dean of 
the Faculty by September 15 of the year preceding the sabbatical. The application should 
include the length of the time requested, a detailed outline of the project, a statement 
describing the significance of the project in relation to the Mission of the College, a letter from 
the department chair describing the impact on the department, if the sabbatical is granted, 
dates and short summary of last sabbatical, and an updated curriculum vitae. 

• Applications are reviewed and approved by the Academic Committee of the Board. 
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F 301.2:  Faculty Development Release Time  
 
CHESTNUT HILL COLLEGE 
 
Subject: Faculty Development Release Time  
 
Index: F 301.2  
 
Effective: December 11, 2001 Contact: VPAA 
 (Revised August 2012) 

To provide faculty time to pursue research to develop new programs of benefit to the College, prepare 
scholarly articles and manuscripts for publication, and to prepare conference papers, exhibits, recitals 
for public presentation, Chestnut Hill College will provide release time within the limits of the budget. 
Faculty Development Release Time may follow the models outlined below, depending upon the scope of 
the project to be undertaken.  
 

I. Fall or Spring — one course or two course release  
II. Fall — one course release  
 Spring — one course release 
 Summer with stipend  
III. Spring — one course release  
 Summer with stipend 
 Fall — one course release  
IV. Summer with stipend  
 Fall — two course release  
V. Spring — two course release  
 Summer with stipend  
VI. Summer only with stipend  
 (No courses may be taught during this time.)  

 
Summer and Fall/Spring or Spring or Fall Combination Only  

When release time includes the summer, it is expected that during the summer months a faculty 
member will teach no more than one course, at Chestnut Hill College or elsewhere and will not engage 
in other employment. A stipend of $2500 will be provided upon the demonstrable completion of the 
project. The faculty member will be expected to submit the article, conference paper, completed 
manuscript of a book, etc. to the Vice President for Academic Affairs and Dean of the Faculty before the 
stipend can be paid. No more than four summer stipends will be available each year.  
 
No faculty member may request stipends for consecutive summers. In the event there is a special 
circumstance and the full quota of stipends have not been awarded, a faculty member may ask to be 
considered for additional paid release time by submitting a written proposal to the Vice President for 
Academic Affairs and Dean of the Faculty.  
 
Faculty may use their annual allowance for travel and/or supplemental Faculty Development Funds as 
approved by the Faculty Development Committee to support the costs associated with their research 
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during the approved time frame. No additional institutional funds will be provided. Faculty are 
encouraged to apply for grants if summer research requires travel or the expenditure of additional 
funds.  
 
A faculty member is eligible to receive a Faculty Development Release Time grant after one year of 
teaching at Chestnut Hill College. Therefore, new faculty can apply to this program during their first year 
of service as a full-time faculty member for a grant, which would reduce their second-year course load. 
Faculty may apply as often as there are projects to develop, but priority will be given to those faculty 
who have not had release time. If the number of applications exceeds the number of releases allocated 
for the upcoming year, the Faculty Development Committee will prioritize applications from faculty (a) 
who are on the tenure track but who have not yet been granted tenure, (b) who have not recently 
received a course release, and (c) for whom the granting of a course release would not put any undue 
strain on their department.   
 
Application for Faculty Development Release Time should be made by November 1st preceding the 
fiscal year in which the faculty member is requesting Faculty Development Time. A proposal briefly 
explaining the nature, scope, duration, and anticipated outcomes of the project is to be submitted to 
the Vice President for Academic Affairs and Dean of the Faculty, who will consult with the Faculty 
Development Committee and then recommend to the President those faculty to be considered for 
Faculty Development Time. The Vice President for Academic Affairs and Dean of the Faculty will notify 
the faculty members of the decision by February 15th. 
 
Faculty who receive course releases should (at the end of their course-release period) submit a one-
page summary to the VPAA.  The VPAA can then inform the Faculty Development Committee about the 
summary.  
 
Development Time may not constitute an overload nor cause a course to become an overload. 
 
Group Course Release Time Grants for College-Initiated Projects 

A group of faculty who are working on a College-initiated project, such as development of a new major 
or new degree program, can also apply for a Group Course Release Time grant. While applications for 
these grants can be submitted at the same time as the individual Faculty Development Release Time 
grants, the Vice President for Academic Affairs and Dean of the Faculty will accept and consider 
applications for Group Course Release Time grants off-cycle, depending on the nature and time-line of 
the project on which the group of faculty are working. 
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F 301.3:  Faculty Colloquia 
 
CHESTNUT HILL COLLEGE 
 
Subject: Faculty Colloquia  
 
Index: F 301.3  
 
Effective: July 1992 Contact: VPAA 
 
The Faculty Colloquia is a series of professional gatherings presented annually through the Office of the 
Vice President for Academic Affairs and Dean of the Faculty.  Speakers are solicited from among the 
faculty and/or from the academic community. All full-time faculty are urged to attend; guests are 
welcome. Students may be invited with the approval of the speaker.   
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F 301.4:  Faculty Grievance Policy 
 
CHESTNUT HILL COLLEGE 
 
Subject: Faculty Grievance Policy 
 
Index: F 301.4 
 
Effective: May 1, 2006 Contact: VPAA 
 
PURPOSE OF THIS POLICY 
 
Chestnut Hill College is committed to providing fair and equitable treatment for all within the framework 
of College policy. This Faculty Grievance Policy seeks to provide a process for the just resolution of 
differences that is non-adversarial and private. Recognizing the rights and responsibilities of faculty, 
especially the right of self-governance and of participation in College governance, this Faculty Grievance 
Policy provides for a committee of elected faculty to address faculty grievances.  
 
SCOPE OF THIS POLICY 
 
This policy applies to all members of the Faculty Senate, all full-time and part-time faculty members. 
 
DEFINITION OF A GRIEVANCE 
 
In the context of this policy, a grievance shall ordinarily consist in the reported violation of established 
college values, policy, or practice by one faculty member to the detriment of another faculty member. 
This Policy is not intended to replace the College policy and procedures related to discrimination on the 
basis of sex, race, age, national origin, or other forms of discrimination prohibited by state or federal 
law. If the complaint involves such allegations of discrimination and/or harassment, the Faculty 
Grievance Policy shall not be used to address the complaint.  
 
A dispute consists of any disagreement or difference between faculty members that creates a work 
environment detrimental to one or both members’ effective functioning as a member of the college 
community. A dispute may not be submitted to the grievance process unless it involves the violation of 
established college values, policy, or practice. [Other disputes should be resolved by using the steps 
described below in this policy as preliminary actions.] 
 
RIGHTS AND OBLIGATIONS IN THE GRIEVANCE PROCESS 
 
This policy is not intended to limit the right of faculty members to seek legal counsel independently of 
this grievance process. Inasmuch as this process is intended to precede and avoid legal action, this 
grievance policy is [inapplicable if either party engages legal counsel] to be implemented without any of 
the parties having counsel appear for them during this process. 
 
All who participate in the grievance process at any stage are obliged to respect the confidentiality of the 
proceedings. They are authorized to discuss the grievance with only those persons who have a genuine 
need to know. This obligation of confidentiality applies to the party who submits the grievance as well as 
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others involved in the process. A breach of this duty of confidentiality may be considered by the 
Grievance Committee and addressed in its report. 
 
It is the responsibility of the party who submits a written grievance to provide objective 
documentation/evidence of policy violation. The written grievance and its supporting documentation 
shall be promptly made available to the individual against whom the grievance is filed, if by doing so, the 
Grievance Committee is not violating any federal or state law regarding the confidentiality of records. It 
is the responsibility of the Grievance Committee to review the evidence thoroughly and objectively. The 
Committee may, if necessary, request additional documentation from the party who submits the 
grievance and from other appropriate [parties] individuals. 
 
All documentation and information related to the grievance process is confidential. The Grievance 
Committee may request of the appropriate college officer relevant confidential information, and that 
officer shall decide if the request can be met lawfully. The grievance process does not entitle the party 
who submits a grievance access to any confidential information.  
 
PRELIMINARY ACTION TO RESOLVE A GRIEVANCE 
 
All private and informal methods of resolution should be exhausted before a formal grievance is 
submitted. The faculty member should first try to resolve the matter directly with the person(s) 
involved, utilizing the assistance of the Center Chair, the Dean of the Faculty, and/or others as 
appropriate. 
 
Informal resolution should be sought first at the lowest management level possessing the appropriate 
authority, and only later at higher levels of college administration. [If informal resolution is sought with 
the College President, her decision is final and no subsequent submission to the Grievance Committee is 
permitted.]  
 
If the matter is not resolved informally to the satisfaction of the faculty member, he/she is encouraged 
to submit the grievance to nonbinding mediation.  
 
If mediation does not resolve the matter to the satisfaction of the faculty member, then a formal 
grievance may be submitted in writing to the President of the Faculty Senate, according to the norms 
provided by this policy. 
 
Before any other action, the Senate President shall encourage the faculty member to submit the 
grievance to mediation, if that has not already been done, and shall inform the faculty member about 
[available] potential mediation resources. The party who submits a grievance is not required to engage 
in mediation. If the complaining faculty member decides to pursue mediation, the Senate President will 
appoint a neutral mediator who meets with the parties within 30 days. The neutral mediator is a third 
party not directly involved with the disputed issues of the grievance who is acceptable to the disputants. 
The Senate President will first try to select the mediator from a faculty or staff member of the College. 
 
If mediation results in a mutually acceptable outcome [and occurs after the submission of a formal 
grievance,] it should result in a written report of the outcome, to be signed by the parties terminating 
the Grievance process and appropriately filed.  
 



 
 

 
Chestnut Hill College Faculty Manual (July 2022) | Page 49  

 
 

COMPOSITION AND ELECTION OF THE GRIEVANCE COMMITTEE 
 
A committee shall be established to be known as the Grievance Committee. 
 
A Grievance Committee shall be constituted separately for each grievance. The President of the Faculty 
Senate, in consultation with the Executive Board of the Faculty Senate, arranges the formation of a 
committee in such a way as to maximize fairness and objectivity for both the party who submits the 
grievance and the party against whom the grievance is directed. 
 
Membership shall consist of one full-time faculty member: one member of the Faculty Senate Executive 
Board, one member of the Faculty Development Committee, one member of the School of 
Undergraduate Studies Academic Standards and Policies Committee, and one Center Chair. Each of 
these bodies shall decide on the best way to select delegates who, on the basis of his/her relationship to 
the parties involved in the grievance, can be impartial and objective. If the committee is unable to 
provide an appropriate delegate, then the Faculty Senate President may arrange for an appropriate 
delegate to be selected from a different elected faculty committee.  
 
The Chair of the Grievance Committee is elected by the members of the Grievance Committee. The chair 
should be well respected in the academic community and seen as one who acts with objectivity.  
 
THE GRIEVANCE PROCESS 
 
A. CONTENT OF THE WRITTEN GRIEVANCE STATEMENT 

The written documentation should consist of: 

• A detailed description of the grievance, including reference to the policy that appears to 
have been violated, the party against whom the grievance is directed, the remedy that is 
being sought, and documented evidence of the alleged policy violation.  

• A chronology of the steps taken to resolve the grievance thus far. 
• A statement of permission to the Grievance Committee to consult about the grievance with 

the party against whom the grievance is directed, the Dean of the Faculty, those college 
officers/faculty involved in the formation of the Grievance Committee, and other college 
officials as necessary. This statement may include specific exceptions if the complainant 
deems this necessary to safeguard objectivity.  

 
B. SUBMISSION OF THE GRIEVANCE STATEMENT 

For the Grievance Process, calendar days are counted only within the limits of the official fall and 
spring semesters. 
 
A grievance must be submitted between the beginning of the fall semester and April 1. A Grievance 
Committee shall not be obligated to sit during the period from June 1 to the beginning of the fall 
semester. Consequently, grievances submitted late are unlikely to be resolved in the current year. 
 
A grievance must be submitted within 60 calendar days of the occurrence-giving rise to the 
grievance or of the date when the party submitting the grievance learned of the occurrence. If the 
60 days expire between June 1 and the beginning of the fall semester, the grievance must be 
submitted by September 30. 
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A grievance must be submitted in sufficient time for a remedy to be enacted while the faculty 
member is employed by Chestnut Hill College. If the faculty member ceases to be employed by the 
College, the grievance shall be marked “Closed.” 
 
The grievance must be submitted in writing to the President of the Faculty Senate, who shall 
immediately inform the Vice President for Academic Affairs and Dean of the Faculty. The President 
of the Faculty shall within three days inform the party against whom the grievance is directed of the 
general nature of the grievance. The Senate President shall promptly provide the person against 
whom the grievance is directed with a copy of the grievance materials once they are received. The 
Senate President shall then oversee the formation of the Grievance Committee.  

 
The membership of the Grievance Committee shall be finalized within 30 calendar days of receipt of 
the grievance materials by the Senate President, and the Grievance Committee shall schedule its 
initial meeting at the earliest possible time thereafter.  
 
All appropriate and relevant documentation should be submitted at the time of the original 
submission of the grievance, if possible. Additional materials in support of the grievance may be 
submitted no later than 30 days after the original submission, or at any time as requested by the 
Grievance Committee. 
 

C. COMMITTEE RESPONSES/ACTIONS 

The Grievance Committee shall review the documentation supplied by the person submitting the 
grievance and may request additional information from the party who submitted the grievance 
and/or other involved parties. [The Committee may request to meet with the party who submitted 
the grievance, the party against whom the grievance is directed, and/or other appropriate persons.] 
Note: The Committee should not meet with one party if the other party is not present. 
Within 30 calendar days of the first meeting of the Grievance Committee, the Committee shall 
respond in writing to the party who submitted the grievance. The Committee’s response shall state 
the Committee’s decision regarding the disposition of the grievance. The disposition may be one of 
the following: 

• To conduct a formal hearing of the grievance. 
• To refuse further consideration of the grievance. 
• If the Committee refuses further consideration of the grievance, the Committee shall 

provide a reason for the decision. 
• To defer decision to a later date. 
• The deferral of a decision requires a reason that is recognized as compelling by both parties. 

Further scheduling of Committee action shall be determined by mutual agreement among 
the parties involved in the grievance.  

If the grievance claims “inadequate consideration” by a faculty body, the function of the Grievance 
Committee is to determine whether or not adequate consideration was given by the appropriate 
faculty body and, if not, to request reconsideration by that body. Adequate consideration should be 
evaluated on procedural rather than substantive issues. The Grievance Committee should not 
substitute its own judgment for that of the faculty body involved.  
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D. FORMAL HEARING 

If the Grievance Committee decides to conduct a formal hearing, the hearing must be scheduled 
within 30 calendar days of the communication and all parties involved will be notified in writing of 
the decision to hold a hearing.    
 
The Grievance Committee will serve as the hearing panel. If not all members can attend, the 
President of the Senate may appoint at least three members to the Committee to serve as the 
hearing panel. 
 
The party who submitted the grievance and the party against whom the grievance is directed and 
their witnesses shall attend the hearing, along with any other individuals whom the Grievance 
Committee asks to attend. The Grievance committee, in consultation with all involved parties, shall 
decide whether or not the hearing will be open to other members of the College community. The 
Grievance Committee may request anyone who has relevant information to testify. However, the 
Grievance Committee has no power to compel such testimony. Each party is required to make 
available to the other party and to members of the Grievance Committee a copy of all of the 
documentary material each party will rely upon at the hearing. The documents must be distributed 
at least 5 days before the scheduled hearing. 
 
The Chair of the Grievance Committee shall preside at the hearing, which shall be conducted 
according to the following process: 

a. The party submitting the grievance shall present her/his case. 
b. Relevant supporting testimony and documentation shall be heard and accepted.  
c. The party against whom the grievance is directed shall present her/his response. 
d. Relevant testimony supporting this response shall be heard. 
e. At the request of either party involved in the grievance, a recess shall be called to allow an 

opportunity to prepare a response. 
f. The party who submitted the grievance shall respond to the testimony of the party against 

whom the grievance is directed. 
g. The party against whom the grievance is directed shall respond to the testimony of the 

party who submitted the grievance. 
h. Opportunity shall then be provided for questions from the members of the Grievance 

Committee [and the parties involved in the grievance.] 
i. The presenters shall leave the hearing room while the Grievance Committee deliberates in 

private about what, if any, remedy to recommend. The Grievance Committee will reach a 
decision by simple majority vote. The Grievance Committee report shall be communicated in 
writing to the parties involved in the grievance within 10 calendar days.  

The deliberations of the Grievance Committee are always confidential. Other aspects of the formal 
hearing may be held in confidence at the request of either party involved in the grievance. 

 
E. COMMITTEE RECOMMENDATION/REPORT 

The report of the Grievance Committee is developed collaboratively by Grievance Committee 
members. Every effort is made to reach consensus; however, disagreement may be resolved by a 
simple majority vote. The report is submitted in writing within 10 calendar days to the parties to the 
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grievance; the President of Faculty Senate and the Vice President for Academic Affairs and Dean of 
the Faculty, who will communicate the information to the College President and to other members 
of the College administration as appropriate and/or necessary. 
 
The Grievance Committee report shall include any significant findings and recommendation(s) about 
a remedy, if appropriate. A copy of the report shall be provided to the parties as a confidential 
document, the content of which they are prohibited from disseminating to other faculty or sharing 
publicly. This report shall serve as a recommendation only and cannot be construed as an official 
decision of the College. [It is, however, final, unless overruled by the College President or the College 
Board of Directors.] It is expected that the recommendation of the Grievance Committee shall be 
given substantial weight in formulating the official decision. The report shall be forwarded promptly 
to the College President. 
 
The College President or the College Board of Directors may accept the recommendation(s) of the 
report or overrule the Grievance Committee’s report. The College President shall communicate to 
the Chair of the Grievance Committee within 21 calendar days of receipt of the Committee’s report 
either her/his acceptance of or her/his intention to [consider] over[ruling] the Committee’s report. 
The College President or the College Board of Directors may overrule the Grievance Committee 
report only after the Grievance Committee has been informed of the objection(s) to the original 
report.  The Grievance Committee shall then issue a second report including addressing the 
objections within 10 days.  The College President and/or the College Board of Directors will then 
review the second report. The final decision by the College President, if different from the decision 
reached in the original report, should include a statement addressing the original report. The second 
report of the Grievance Committee and the final decision of the College President shall each be 
promptly made available to the parties. If the recommendation of the Grievance Committee, as 
accepted by the College President, or the decision/recommendation of the College President require 
action by the College Board of Directors, then the action of the College Board of Directors shall be 
final. In all other cases, the decision of the College President shall be final. 
 
The Grievance Committee will suggest to the Faculty Senate appropriate changes in the grievance 
policy/procedure as needed, based on their experience with the policy. 

 
If there has been grievance activity, the Grievance Committee will report to the College community, 
as do all committees to which faculty are elected, at the end of the spring semester, stating the 
general nature of the grievances filed and their disposition, without identifying the parties to the 
grievances. This report can be omitted if there is no way to report the general nature of the 
grievance without violating privacy or confidentiality. 
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F 401.1:  Alternate Course Formats  
 
CHESTNUT HILL COLLEGE 
 
Subject: Alternate Course Formats  
 
Index: F 401.1  
 
Effective: February 1999 Contact: VPAA 

A. Independent Study  

A course may be offered as an independent study if one of the following apply:  

1. A student needs the course to fulfill degree requirements and it will not be offered before the 
student’s anticipated graduation;  

2. A student needs to take a required course out of sequence;  
3. A student wishes to do advanced study and/or supplementary research.  

 
Some considerations regarding independent study:  

1. The department must consider whether or not the student capable of doing independent work;  
2. Taking a course out of sequence is to be approved only in case of emergency;  
3. Faculty are not required to offer independent study as a substitute for a regular course simply 

because of low enrollment; 
4. The department agrees that the course work can be done on an independent basis; 
5. Ordinarily the student must be carrying a full course load, with only one (1) independent course 

allowed in anyone semester. 
 

A student requesting an independent study must first consult with the appropriate faculty member. 
After a mutual commitment has been reached, the student must seek approval from the 
appropriate Dean prior to registration. (A form for this purpose may be obtained in Appendix G of 
this manual and in the offices of the Deans.)  
 
The faculty member who works with a student on an independent study basis is paid 50% of the 
current per credit tuition provided the Independent Study is in addition to the full-time teaching 
load.  

 
B. Hybrid Courses 

See Appendix B for General Guidelines for Hybrid Courses at Chestnut Hill College (2018 Working 
Guidelines). 

 
C. Alternative Assessment Formats  

There are several alternate ways by which matriculated, full-time students may earn credit for courses 
at Chestnut Hill College; namely, through challenge examinations and portfolio assessment. 
Application for each of these experiences must be approved by the appropriate Dean, after 
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consultation with the department involved. The deadline for such application will be the same as the 
deadline for dropping or adding courses.   
 

The department reserves the right to designate which courses are appropriate for challenge 
examinations and portfolio assessment. In each case, an evaluation equivalent to a B is required for 
credit to be given. 
 
1. Challenge Examinations  

A matriculated, full-time student who, by virtue of academic or professional background, can 
demonstrate mastery of certain courses, may choose to challenge the course and obtain 
academic credit. A student may not challenge a course previously failed.  

 
All challenge examinations must be completed prior to registration for the final fifteen (15) 
credits required for the degree.  

 
The instructor involved:  

a. Meets with the student requesting the exam to provide guidelines;  
b. Administers and evaluates the exam;  
c. Submits the grade to the Registrar’s office;  
d. Is paid 50% of the fee.  

 
2. Portfolio Assessment  

A matriculated, full-time student may present, in a portfolio, a compilation of data organized in 
approved format to demonstrate college-level knowledge sufficient to be awarded credit for a 
course in the current college catalog.  
 
A faculty member from the appropriate department will review the student’s application to 
determine if the project fulfills the goals of the course in question.  
 
A complete description of the process involved in proposing, fulfilling, and submitting a portfolio 
may be found in the Office of Student Success.  
 

3. The faculty member who oversees a portfolio assessment is paid 50% of the fee. 
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F 401.2:  New Undergraduate Degree Program Process 
 
CHESTNUT HILL COLLEGE 
 
Subject: New Undergraduate Degree Program Process  
 
Index: F 401.2  
 
Effective:  December 1999 Contact: VPAA 
 (Revised August 2009) 

1. ORIGIN OF THE PROPOSAL 

While the idea for the new degree may originate with any member of the College community, the 
proposal is developed by an existing academic department or a group of existing academic 
departments. The faculty group developing a degree proposal should try to consult and/or include in 
their working group any faculty member with interest or relevant expertise. If the working group is 
diverse, the degree proposal must include a clear identification of the department which will house 
the new degree. See Appendix C for Checklist for Developing and Seeking Approval for a New 
Undergraduate Degree Program.  

 
2. ANNOUNCEMENT OF INTENT TO DEVELOP A PROPOSAL 

Once the appropriate group of faculty has sufficiently articulated the idea for a new degree to 
communicate it in a general way, the chair of the faculty group discusses the idea with the 
appropriate Dean, who will arrange for an initial review by the Administration. At the same time, all 
full-time faculty will be informed in writing of the intent to develop a proposal and invited to 
comment and/or participate in the development process if they have interest or relevant expertise.  

 
3. DEVELOPMENT OF THE PROPOSAL 

If the Administration and Faculty are favorable to the idea of the new degree, the faculty of the 
appropriate department(s), together with any other faculty with interest and/or relevant expertise, 
develop a detailed draft of the degree proposal, which should include:  

a. Name of the degree  
b. Rationale for the degree, including how it fits the mission of Chestnut Hill College and how it is 

distinct from already existing degree programs at Chestnut Hill College  
c. Structure of the degree requirements  
d. Documentation supporting the professional quality of the degree structure proposed  
e. Faculty needed  
f. Student interest and degree marketability  
g. Competitive programs  
h. New resources needed  
i. Impact on other programs and on resources at Chestnut Hill College  
j. Projected time line for completing the approval process  
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4. CONSULTATION OF THE FACULTY 

The proposal is distributed to all full-time faculty for comments and suggestions. The proposal is 
then revised as appropriate. 

 
5. RESPONSIBILITY FOR THE APPROVAL PROCESS 

The responsibility for evaluating the professional quality of the proposed degree rests with 
professionals in the relevant field(s), from the Chestnut Hill College faculty and/or from the broader 
community. The responsibility for evaluating the appropriateness of the proposed degree in the 
light of the mission of Chestnut Hill College, the general requirements of the curriculum, and the 
potential impact of the new degree on existing programs and resources rests with the 
Administration in consultation with the faculty. 

 
6. THE APPROVAL PROCESS 

The proposal is then presented for approval in the following sequence. Objections which arise in the 
course of this sequence must be addressed before the process can be continued. The working group 
will decide upon a presenter from among its members who will introduce the proposal at each 
stage. When the proposal is considered at a meeting, the members of the working group should be 
available to answer questions. 

 
7. By the time a proposal is presented to the Administration, to the appropriate Academic committee 

of the Faculty Senate, and to the Faculty Senate for approval, its professional quality should be well 
documented. The purpose of the Administration and the Faculty Senate in the approval process is to 
evaluate the appropriateness of the proposed degree in the light of the mission of Chestnut Hill 
College, the general requirements of the curriculum, and the potential impact of the new degree on 
existing programs and resources.  

a. ADMINISTRATION 

The working group of faculty submits the proposal to the appropriate Dean, who presents it first 
to the Vice President for Academic Affairs and then to the Administration for review.  

 
b. FACULTY 

The appropriate Dean then submits the proposal to the Academic Committee or the School of 
Continuing and Professional Studies Academic Committee (as appropriate) for review. Proposals 
which are submitted to the School of Continuing and Professional Studies Academic Committee 
are reviewed and then submitted by the chair of that committee to the Academic Committee. 
The chair of the Academic Committee then submits the proposal to the Executive Board of the 
Faculty Senate for discussion at a Faculty Senate meeting, followed by a vote. The results of the 
voting are sent to the appropriate Dean.  

 
c. BOARD OF DIRECTORS 

The appropriate Dean presents the results of the Faculty voting to the Vice President for 
Academic Affairs and to the Administration. The Vice President for Academic Affairs then 
presents the degree proposal to the Academic Committee of the Board of Directors.  
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8. IMPLEMENTATION 

Once the proposal has received full approval, the department within which it is housed arranges to 
include it in the next appropriate college catalog; to offer the courses needed in an appropriate 
sequence; to plan for any needed faculty, resources, field experiences, and the like; and in 
conjunction with the Office of Communications, to publicize the new degree.  
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F 401.3:  Syllabus Guidelines  
 
CHESTNUT HILL COLLEGE 
 
Subject: Syllabus Guidelines  
 
Index: F 401.3  
 
Effective:  1999 Contact: VPAA 
 (Revised January 2010) 

 To be used in all courses effective July 1, 2010 

Every faculty member should present to his/her students a comprehensive course syllabus for each 
course they are teaching. The syllabus is an official document of the College and a tool for resolving 
disputes that may arise between a teacher and a student or students in terms of expectations. An 
electronic version of each syllabus should be provided to the Department Chair and to the office of the 
Dean of the school in which the course is taught by the first day of class. These archived syllabi may be 
provided to other institutions upon request. Adjustments made to syllabi over the course of the 
semester must be communicated in writing to students, with copies provided to the Center and/or 
Discipline Chair and Dean [e.g. via email or Canvas LMS].  
 
Course requirements and classroom policies should be stated clearly in the syllabus. These may vary 
from course to course, but must be consistent with Chestnut Hill College Policies. *Chestnut Hill College 
Policies, found in the catalog, should be referenced for: Attendance, Academic Integrity, 
Disabilities/Special Accommodations, Final Examinations, etc.* 
 
Each syllabus should contain the following information:  
 
1. Official name and number of the course; School, Session/Semester, Year, Day and Time. 

2. Name of the instructor with academic credentials.  

3. Telephone number(s), fax numbers and the CHC e-mail address where students can reach the 
instructor. 

4. Time schedule for availability outside of the scheduled class time. Please arrange with your students 
to be available to them for consultation. 

5. Course description as found in the catalog, and goals and objectives of the course, which should 
include connections to the Mission and Core Values of the College and Chestnut Hill College Student 
Learning Outcomes. 

6. A substantial outline of the course:  

Detail content for each class meeting with dates, including in-class activities and all other 
assignments completing PDE required instructional hours.  

• List knowledge/skills students will have as a result of taking the course and how this will be 
evaluated.  Note which Student Learning Outcomes will be addressed in the course and how 
progress will be evaluated. 
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• Required use of technology [Canvas, Turnitin.com, etc.] 
• Grading policies; Explain how will you determine the final grade and how/where students may 

access their grade/status and track their progress throughout the semester. [for example, the 
grade book function in Blackboard or my.chc.edu, conversations with you, etc.] 
o Participation and how it will contribute to the final grade; this should include Electronic 

Participation if required 
o Written work including rubrics, dates and deadlines, quality, format and writing guides (e.g. 

MLA, APA)  
o Presentations, projects, etc., including rubrics, dates and deadlines 
o Examinations, tests, quizzes. * Include the date of the final exam session* 

7. Expectations of the students:  

• Attendance, Lateness, Leaving Early, etc. (be clear and specific)  
• Academic Integrity 
• Classroom Behavior (etiquette, cell phones, etc.) 

8. Name of text/s (title, author, publisher, copyright date and ISBN number) and other required 
readings 

9. List of recommended readings 
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F 401.4:  Course Scheduling Policy  
CHESTNUT HILL COLLEGE 
 
Subject: Course Scheduling Policy  
 
Index: F 401.4  
 
Effective: September 2001 Contact: VPAA 
 (Revised August 2009) 

Priority in scheduling courses will be given to the needs of the students. Full professors and faculty who 
have completed 25 years of service will have the privilege of selecting days and times when they will 
teach. All other faculty members may state their preference for teaching times. These requests will be 
honored if it is possible to do so without compromising the overall integrity of the master schedule.  
 
The College Registrar has the responsibility to prepare the master schedule and has full authority to 
make final decisions about the course scheduling (i.e., cognizant of student needs, they will decide the 
days and the times at which courses will be taught).  
 
No faculty member may change the officially scheduled time, day, or duration of a class without the 
written approval of the appropriate Dean, the Vice President for Academic Affairs and Dean of the 
Faculty, and the Registrar (in that order). Requests for changes must be made in writing and approved at 
least one week prior to the requested change.  
 
All classes must meet on the day on which the final examination is scheduled. If no examination is given, 
it is expected that the class will meet for the regularly scheduled time block, (e.g., 50 minutes for classes 
that meet 3 days a week; 75 minutes for classes that meet 2 days a week, etc.)  
 
Only those courses in which there is limited seating because of the availability of equipment (technology 
and science labs) or classroom size (science labs, art studio, etc.) will have an automatic cap on the 
number of students who may register for the course. In accordance with the availability of space and the 
nature of the course to be taught, other caps will be set by the Registrar in collaboration with the 
appropriate academic administrators.   
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F 401.5:  Grade Appeal Policy  
 
CHESTNUT HILL COLLEGE 
 
Subject: Grade Appeal Policy  
 
Index: F 401.5  
 
Effective: April 1999 Contact: VPAA and Dean  
 (Revised August 2009)  of Appropriate  
   School  

The following are the grade appeal policies for each of the three schools: 
 
SCHOOL OF UNDERGRADUATE STUDIES 
 
A student who wishes to appeal a grade should proceed with the following steps, keep a written record 
of the relevant dates, and consult the catalog of the school in which the course was taken.  
 
NOTE: In cases where the appeal decision will determine whether or not the student may register for the 
next sequential course, the process may be expedited appropriately. In such cases, the student should 
arrange the schedule of deadlines with the appropriate Dean at the time of initiating the appeal. 
 
1. The student should contact the instructor within thirty days after receiving the official grade report. 

2. The student is encouraged to try to resolve the issue through conversation with the instructor who 
has given the grade. 

3. If the issue cannot be resolved by conversation, the student may submit a written appeal to the 
instructor, along with any relevant materials (papers, tests, assignments, etc.), within ten days of the 
meeting with the faculty member. The instructor should respond within one week of receiving the 
request with a written statement to the student detailing the reasons for the grade.  If the course 
instructor is also the Center and/or Discipline Chair, a copy of the letter must also be sent to the 
Dean of the School of Undergraduate Studies. 

4. If the issue remains unresolved after written appeal to the instructor, the student may, within ten 
days of receiving the instructor’s written response, appeal in writing to the chair of the appropriate 
department, stating the reasons for the disagreement and presenting evidence in support of the 
appeal. The chair will respond in writing within two weeks of receiving the written appeal from the 
student. If the written appeal is received by the chair between June 1 and the beginning of the Fall 
semester, this deadline is postponed to September 15.  If the course instructor is also the Center 
and/or Discipline Chair the Dean of the School of Undergraduate Studies will receive the appeal.  In 
this case steps 4 and 5 are eliminated. 

5. If the issue remains unresolved by the response of the Chair, the student may, within ten days of 
receiving the chair’s response, appeal in writing to the appropriate Dean. 

6. The Dean will form an ad hoc committee to review the issue. This committee will consist of the Dean 
and three faculty members chosen in the best interest of the matter at hand (consisting of the Dean 
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and three faculty members other than the instructor or department chair/coordinator). The ad hoc 
committee will convene as soon as possible. The Dean will forward all relevant materials to the ad 
hoc committee in sufficient time for them to be reviewed prior to the meeting. The student and the 
instructor will present their arguments before the ad hoc committee in one another’s presence and 
will both answer questions from the committee. The committee will then review the evidence in 
private and reach a decision. 

7. The committee will immediately communicate its decision to the appropriate Dean, who will notify 
the student of this final decision in writing. 

 
SCHOOL OF CONTINUING AND PROFESSIONAL STUDIES 
 
A student who wishes to appeal a grade should proceed with the following steps, keep a written record 
of the relevant dates, and consult the catalog of the school in which the course was taken.  

1. A student must appeal a final course grade before the end of the session immediately following 
the session in which the grade was assigned. The student must initiate the process by first 
appealing in writing (e-mail is not acceptable) to the instructor who has given the grade, 
providing the instructor with any relevant material/evidence in support of the appeal. If 
requested by the student, the instructor should provide within one week of the request a 
written statement to the student detailing the reasons for the grade.  
 

2. If consultation with the instructor does not lead to a resolution satisfactory to the student, the 
student may, within five days of the instructor’s response, appeal in writing (e-mail is not 
acceptable) to the Chair of the appropriate department or program stating the reasons for the 
disagreement and presenting evidence in support of appeal (course syllabus, copies of 
assignments and exams, etc.). If the course instructor is also the Center and/or Discipline Chair 
the Dean of the School of Continuing and Professional Studies will receive the appeal.  In this 
case step 2 can be eliminated. 
 

3. If the decision of the Chair remains unsatisfactory to the student, the student may, within five 
days of the Chair’s written response, request that the Dean of the School of Continuing & 
Professional Studies form an ad hoc committee (consisting of the Dean and three faculty 
members other than the instructor and Center and/or Discipline Chair) to review the issue. As 
part of the request, the student must supply 4 copies of relevant supporting documentation 
arranged in chronological order. The ad hoc committee will convene as soon as possible. The 
Dean of the School of Continuing and Professional Studies will forward all relevant material to 
the ad hoc committee in sufficient time for it to be reviewed prior to the meeting. The student 
and instructor will present their arguments before the ad hoc committee in one another’s 
presence. The student and instructor will answer questions from the committee. The ad hoc 
committee, deliberating in private, will review the evidence and reach a decision.  
 

4. The Dean of the School of Continuing and Professional Studies will notify the student of the final 
decision.  
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SCHOOL OF GRADUATE STUDIES 
 
Procedure for Student, Instructor, Program Coordinator and/or Department Chair, Dean. 
 
1. The Student: A student may appeal a final course grade by February 15th for Fall Term grades, June 

15th for Spring Term grades, and September 15th for Summer Term grades. The student must 
initiate the process by appealing in writing to the instructor who had given the grade. The appeal 
must include a copy of the syllabus and any material that the student believes is relevant to the 
appeal. A copy of this letter must also be sent to the Center Chair and/or Program Director or the 
Dean of the School of Graduate Studies if the Coordinator/Chair is also the course instructor. 

2. The Instructor: Within 30 days of receipt of the student’s letter of appeal, the instructor will provide 
a written response detailing the reasons for the grade issued. A copy of this letter is sent to the 
student, Center Chair and/or Program Director. A copy of this letter must also be sent to the 
Program Coordinator and/or Department Chair or the Dean of the School of Graduate Studies if the 
Center Chair and/or Program Director is also the course instructor 

3. The Student: If written correspondence between the student and the instructor does not lead to a 
resolution satisfactory to the student, the student may within 30 days of receipt of the instructor’s 
appeal in writing to the Center Chair and/or Program Director, stating the reasons for the 
disagreement and presenting evidence in support of the appeal. If the Center Chair and/or Program 
Director is the instructor, the Dean of the School of Graduate Studies will receive the appeal. In 
this case; steps 4 and 5 are eliminated. 

4. The Center Chair and/or Program Director: Within 30 days of receipt of the student’s second letter 
of appeal, the Center Chair and/or Program Director responds to the instructor and student 
regarding the appeal. The Center Chair and/or Program Director responds in writing to the student 
and instructor, stating his/her decision to support or not support the appeal. (Note: If the written 
appeal is received by the Center Chair and/or Program Director between the end of spring term and 
the beginning of the fall term, the procedure may have to be postponed until later in the fall term.) 

5. The Student/Instructor: If the issue remains unresolved by the response of the Center Chair and/or 
Program Director, the student or instructor may appeal in writing to the Dean of the School of 
Graduate Studies within FIFTEEN DAYS of receipt of the letter from the Center Chair and/or Program 
Director. 

6. The Dean: The Dean of the School of Graduate Studies reviews the appeal, consulting with the 
instructor and the Center Chair and/or Program Director as necessary. Resolution is attempted, 
which may involve a meeting of the Dean, instructor, student and Center Chair and/or Program 
Director. 

7. If resolution is not possible, the Dean of the School of Graduate Studies notifies the student and 
instructor and an ad hoc committee will be formed. The ad hoc committee will consist of three 
faculty members chosen in the best interest of the matter at hand to review the issue (consisting of 
the Dean and three faculty members other than the instructor or Center Chair and/or Program 
Director). At least one week prior to the scheduled meeting of the ad hoc committee, the student 
must forward to the Dean five hard copies of all materials and correspondence compiled in Steps 1-
6. 
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8. The Ad Hoc Committee: The meeting of the ad hoc committee is attended by the Dean, student and 
instructor. No other parties may attend the meeting. Minutes will be kept by the Dean but a 
verbatim transcript will not be prepared. The Dean facilitates the meeting but does not participate 
in the decision of the committee. The student and the instructor present their arguments before the 
ad hoc committee in one another’s presence. The student and the instructor answer questions from 
the committee. The ad hoc committee, deliberating in private, reviews the evidence and reaches a 
decision. The Dean of the School of Graduate Studies notifies the student, instructor and Center 
Chair and/or Program Director in writing of the final decision. 
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F401.6:  Course Overload Policy for Full-Time Faculty 
 
CHESTNUT HILL COLLEGE 
 
Subject: Course Overload Policy for Full-Time Faculty  
 
Index:  F401.6  
 
Effective: September 2001   Contact: VPAA 
  Revised August 2012 
  Revised September 2013 
  
Rationale: Full time faculty members are, by virtue of their appointment and contractual obligations, 
expected to teach and advise, engage in scholarship and provide service to the College.  In recognition of 
the demands these responsibilities place on faculty member’s time and energy, the College has 
established the following policy regarding the teaching of overloads. 
 
Overloads are approved to meet curricular requirements and/or student needs. A full-time faculty 
member may not teach more than one course over the normal load during a regular semester. Any 
exceptions to the one course overload must be approved by the Center Chair and/or Program Director 
and the Dean of the School in which the overload is occurring. Requests for overloads are ordinarily 
submitted by the Center Chair and/or Program Director at the same time that courses are submitted for 
the upcoming semester. 
 

1. Payment for a course taught as an overload will be made at the end of the semester or 
accelerated session in which the overload occurs. If a faculty member has received an overload 
and then has a course canceled in the same academic year, the faculty member will need to add 
a course in the same academic year or refund the amount of the overload.  
 

2. A faculty member who has been approved to teach an overload will receive and sign a contract 
stipulating the number of credits approved, the title of the course, the semester in which it is 
being taught, and the salary.  
 

3. All course overloads must be approved in writing by the appropriate Center Chair and/or 
Program Director and Dean, that is, by the Dean in whose school the FT faculty member holds 
an appointment and the Dean in whose school the faculty member is teaching the overload. 
 

4. A full-time faculty member may not teach more than ONE course in any given semester at 
another institution. To teach at another institution or to engage in academic work outside of the 
College, a full-time faculty member must have the written approval of the President on a 
semester-by-semester basis. 
 

5. A full-time faculty member may not receive release time for faculty development, program 
development, or special projects and teach an overload in place of the course reduction. 
 

6. Release time for Chairing a Center, Program, or Discipline or for an administrative responsibility, 
such as directing an Institute or a specific project, counts as credit toward the total number of 
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contract credits that a faculty member must teach each year. For example, if a faculty member 
is teaching nine credits in a semester and is a Center Chair, Program Director, or Discipline Chair, 
the release time brings the total credit commitment to twelve.  In extraordinary circumstances, 
it may be necessary for a department chair or center director to request an overload.  Under 
such circumstances, only one overload may be taught.  

 
7. During the summer semesters, those on twelve-month contracts continue to follow the policy as 

stated above, i.e., one overload per semester. 
 

8. Full-time faculty teaching in the Doctor of Psychology program will be approved for an overload 
only with the approval of the Program/Department Chair and Dean of the School of Graduate 
Studies. Permission to teach an overload is intended to be an infrequent exception. 
 

9. Interpretations of the policy are the responsibility of the School Deans. 
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F 401.7:  Course Approval Policy 
 
CHESTNUT HILL COLLEGE 
 
Subject: Course Approval Policy 
 
Index:  F 401.7 
 
Effective: October 11, 2005    Contact: VPAA and Dean 
  (Revised August 2012)    of Appropriate School 
 
Proposals for new courses are developed by faculty (using forms provided by the Dean and sent to the 
Center Chair, Program Director, and/or Discipline Chair). In order to expedite the approval of new 
courses, proposals will be sent by the Center Chair to the Dean of the appropriate school for review and 
approval. Four criteria (budget support; unique aspect of the course, consistency with the college’s 
mission and values, appropriateness of the course in the department/program curriculum) are used in 
evaluating new course proposals. New course proposals should include a recommendation for level 
within the curriculum, which will serve as a guide for assigning a course, prefix and course number. 
Upon approval by the Dean, the proposal is sent to the appropriate curriculum or academic committee 
for approval and determination of the course’s place in the curriculum — ways of knowing, writing 
intensive, fundamental requirement, etc. It should be noted that in order to assure adequate time for 
review, revision and approval, the proposal for a new course to be offered in SUS should be submitted 
to the appropriate committee one year in advance of the semester when the course will first be taught. 



 
 

 
Chestnut Hill College Faculty Manual (July 2022) | Page 68  

 
 

F 401.8:  Class Size Policy  
 
CHESTNUT HILL COLLEGE 
 
Subject: Class Size Policy 
 
Policy: F 401.8 
 
Effective: May 15, 2008 Contact: VPAA 

Determining the number of students in a course involves a collaboration between Faculty and 
Administrators that considers: 

• Pedagogic needs; 
• Level of individualized instruction required; 
• Physical and technical requirements; and  
• Financial impact 

If a faculty member or Center Chair believes that there is a need to change the existing cap that is listed 
for a course, a rationale must be submitted to the Dean of the appropriate school at least 90 days prior 
to the beginning of the course. The Dean will review the rationale with the Center Chair and, if needed, 
consult with the VPAA/Dean of the Faculty, and develop a recommendation for consideration by the 
Vice President for Academic Affairs and Dean of the Faculty. The Vice President for Academic Affairs and 
Dean of the Faculty will inform the Department Chair and Dean of the decision; if approved the Vice 
President for Academic Affairs and Dean of the Faculty will direct the Registrar to make the necessary 
adjustments. 
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F 501.1:  Hold Harmless Agreement  
 
CHESTNUT HILL COLLEGE 
 
Subject: Hold Harmless Agreement  
 
Index: F 501.1  
 
Effective: August 1991 Contact: President 

A company cannot refuse an internship or employment to an individual who chooses not to sign a Hold 
Harmless Agreement. The company that insures the College recommends that neither a student nor a 
representative of the College should sign one. However, since all Chestnut Hill College faculty and 
students are covered by the College’s liability insurance, the insurers would issue a Certificate of Liability 
if it is demanded, but that would be done on an individual basis.  
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F 501.2:  English Fluency in Higher Education Act  
 
CHESTNUT HILL COLLEGE 
 
Subject: English Fluency in Higher Education Act  
 
Index: F 501.2  
 
Effective: August 1991 Contact: President 
 (Revised August 2009) 

The English Fluency in Higher Education Act, Act 76, of 1990 requires institutions of higher education to 
certify annually to the Department of Education that faculty members hired since September 7, 1990 
are fluent in the English language.  
 
The Act defines instructional faculty as “every member of an institution of higher education, other than 
visiting faculty but including graduate assistants, who teach one or more undergraduate courses . . . “ 
Fluency is to be determined “using varied and appropriate criteria, such as personal interviews, peer, 
alumni and student observations and evaluations, publications, professional presentations, tests or any 
other appropriate criteria which effectively evaluates such fluency.”  
 
To comply with Act 76, the Dean of the School of Undergraduate Studies, Dean of the School of 
Continuing and Professional Studies, and Dean of the School of Graduate Studies will make the 
evaluation and record the results in the personnel file of each newly hired instructional faculty member 
for whom English is not the first language. The President will verify to the Pennsylvania Department of 
Education annually that all instructional faculty are fluent in the English language.  
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F 601.1:  Logue Library  
 
CHESTNUT HILL COLLEGE 
 
Subject: Logue Library  
 
Index: F 601.1  
 
Effective: 2002 Contact: Dean of Library 
 (Revised August 2009) Information Resources 
  and Academic Computing 
Logue Library is named for Sister Maria Kostka Logue, the First Academic Dean and second President of 
the College. There is accommodation for approximately 150 people throughout the four-story building. 
Gruber Theatre, on the ground floor, seats 272.  
 
Wi-Fi access is available throughout the building for patrons who bring their own devices.  There is a PC 
lab on the first floor as well.  
 
The main library collection uses Library of Congress classification, while the Brimmer Library, a collection 
of children’s books used by education majors, is arranged according to the Dewey Decimal system. 
There are three special collections, the Morton Rare Book Collection and the Montani Collection of 
Church Music and the Irish Collection. Gruber Theater and other areas may be reserved upon requests 
sent to librarians@chc.edu.  
 
Current faculty members and Emeritus colleagues have unrestricted borrowing privileges, using their 
CHC I.D. as a library card. Librarians reserve the right to recall a book borrowed by a faculty member, if 
another patron needs to use it.  
 
Interlibrary loan service is readily available by sending requests to Ill@chc.edu or librarians@chc.edu.  
The library site is linked to most pages of the Chestnut Hill College website and to MyCHC.  Logue Link is 
an app that also offers a connection to the library collection. Off campus access to library materials 
requires signing in with one’s CHC username and password. Recommendations for acquisition of library 
materials are welcome. Such purchases are contingent on budget availability. Faculty members who 
suggest titles will be notified of availability before the book is added to the general collection.  
 
Librarians encourage faculty colleagues to request library orientation/information literacy sessions for 
classes. Doing so at least one week prior to a class meeting provides an opportunity to confer with the 
Librarian about the unique research needs of the class and allows the opportunity to prepare materials 
tailored to the students’ needs. The Librarians request that faculty members attend the session with 
their groups.  
 
All faculty members may arrange to have print materials held on reserve for their classes. Please deliver 
these to the Circulation Librarian at least three working days before students need to use them and 
inform the librarian about the length of borrowing time to be assigned, and whether they are to be used 
only in the library or may be taken out.  
 
Library hours are posted on the library website.  

mailto:librarians@chc.edu
mailto:Ill@chc.edu
mailto:librarians@chc.edu
https://library1.chc.edu/
https://www.chc.edu/
https://my.chc.edu/ics/
https://library1.chc.edu/index.php/2021/12/16/logue-link/
https://library1.chc.edu/
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F 601.2:  Study Abroad and Study Tours  
 
CHESTNUT HILL COLLEGE 
 
Subject: Study Abroad and Study Tours 
 
Index: F 601.2 
 
Effective: August 17, 2004 Contact: VPAA 
 (Revised August 2012) 

Chestnut Hill College supports Study Abroad/Study Tours opportunities as valuable learning experiences 
for its students.  
 
Study Abroad 
 
Chestnut Hill College has affiliation agreements with Regent’s College (London) and the University of 
Paris (Sorbonne) through which there are limited opportunities for students in the School of 
Undergraduate Studies to study for a semester at one of these institutions. The agreement with 
Regent’s College permits up to two Chestnut Hill College students to study for one semester at the 
London campus; the selection of the two students is competitive and is determined by the Study Abroad 
Committee. The agreement with the University of Paris (Sorbonne) does not limit the number of 
students but students who are planning to attend must be approved by the Study Abroad Committee. 
Information on the specific arrangements for each of these affiliations is available from the Vice 
President for Academic Affairs and Dean of the Faculty; information on financial aid is available from the 
Director of Financial Aid.  
 
In addition, with prior approval, students may undertake studies at institutions with which Chestnut Hill 
College does not have a formal agreement. In such instances, approval of the academic advisor, Director 
of Global Education, and the Dean of the appropriate School must be acquired at least three months 
prior to the beginning of the planned study. 
 
All students who plan to study abroad must have a clearance from the Business Office. 
 
Study Tours 
 
Definition: Study Tours are learning experiences that involve more than one day off campus; they may 
be associated with credit courses or made available on a non-credit basis. Faculty who are interested in 
leading a Study Tour program as a component in a course or as a non-credit learning experience must 
acquire approval at least six months from the start date and before announcing the Study Tours 
availability to students. 
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In the application for approval, the applicant must provide the following information: 
 
 Name of Trip: 
 Dates: 
 School/Department: 
 Organizer(s): 
 Course (if applicable): 
 Syllabus (credit or non-credit): 
 Sites to be visited: 
 Faculty: 
 Number of Students (credit and non-credit): 
 External travel agency (if any): 
 Cost charged to each participant: 
 Estimated Revenue Generated (Tuition and non-tuition): 
 Costs (Detail on all salaries and other costs incurred): 
 Additional comments (if any): 
 
Approvals: The proposed Study Tour must be approved by the Center or Discipline Chair, the 
appropriate Dean, the Vice President for Academic Affairs and Dean of the Faculty and the Vice 
President for Financial Affairs. 
 
No student (active or inactive) may register for a Study Tour if their account indicates a previous balance 
owed the College. 
 
Upon approval of a Study Tour, the Coordinator of the Tour must gather a list of all attendees including 
students, parents and any accompanying faculty members, with their home address and phone number 
along with the name, address and phone number of an emergency contact person. This list will be filed 
with the Office of Academic Affairs. A copy should also be kept with the Coordinator of the Tour while 
traveling abroad. 
 
Each of the students and their parents must sign a medical authorization form which authorizes the 
Coordinator of the Tour to make medical decisions for the students who are under the age of 18 and for 
any student over the age of 18 who is unable to make a decision. 
  
If any of the students are on prescription medication or have allergies which could cause a problem for 
them or have a medical condition which requires daily care, e.g. diabetes, they should disclose that 
information to the Coordinator of the Tour before the trip and they should provide the Coordinator with 
the name and contact information for his/her physician. 
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F 701.1:  Academic Freedom Policy  
 
CHESTNUT HILL COLLEGE 
 
Subject: Academic Freedom Policy 
 
Index: F 701.1 
 
Effective: February 19, 2013 Contact: VPAA 

Founded by the Sisters of Saint Joseph of Philadelphia, Chestnut Hill College is a Catholic Liberal Arts 
institution dedicated to providing men and women with a “holistic education in an inclusive Catholic 
community.”  
 
The College subscribes to the observations about academic freedom found in Ex Corde Ecclesiae, the 
Apostolic Constitution on Catholic Universities, and to the 1940 and 1970 statements and interpretive 
comments of the American Association of University Professors, which declare that “the common good 
depends upon the free search for truth and its free exposition.”  
 
The college’s stated mission “to uphold an atmosphere of communal respect in which all may clarify and 
articulate personal values and beliefs while exploring the ethical and moral dimensions underlying all 
relationships” is further consonant with the 1994 policy of the AAUP “to foster an atmosphere that is 
respectful of and welcoming to all persons.”  
 
Where faculty is concerned, academic freedom presupposes personal integrity and scholarly 
competence. Faculty members are entitled to freedom in research, teaching and extramural activities; 
this is not, however, a license to introduce controversial material which has no relation to the subject 
being taught or researched. While it is expected that faculty members will respect the Mission of the 
College, academic freedom protects their right to express, clarify and interpret positions within their 
discipline, including those identified as the individual viewpoints of the faculty member which may 
diverge from those of the institution.  
 
“Teaching” in this policy refers to all the ways in which faculty members discuss their subject matter so 
as to foster learning. “Teaching” is, therefore, not limited to ordinary course loads or activities which 
take place within the traditional classroom. “Teaching” includes, but is not limited to, instructional 
courses, online courses, student conferences, academic presentations to colleagues or students, clinical 
instruction, scholarly publications, supervision of internships, service learning experiences and civic-
engagement activities.  
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Faculty Senate Bylaws 
 

CHESTNUT HILL COLLEGE 
 
FACULTY SENATE  
Bylaws 
Revised December 2021 
 
PREAMBLE  
 
The faculty of Chestnut Hill College, striving to create an environment that promotes excellence in 
higher education, academic freedom, and the general welfare of the college community, form a Faculty 
Senate governed by the following Bylaws. The faculty, through the Faculty Senate, shares* with the 
administration the responsibility for developing and implementing curriculum and for reviewing and 
revising academic policies, academic standards, processes and criteria for faculty promotion, and 
identifying areas for faculty development. Faculty may originate and propose amendments to the 
Bylaws to facilitate effective accomplishment of their duties. The Faculty Senate functions at the 
pleasure of the Board of Directors. These Bylaws and subsequent amendments passed by the Senate 
must be ratified by the Board of Directors.  
 

*Faculty, Administration, and Board of Directors collaborate in the governance of the College. 
Because of their academic expertise, the faculty’s role in governance focuses most directly on 
the educational experience. The faculty has primary responsibility for curricular content, for 
methods of instruction, and for academic standards and criteria. The Administration and the 
Board of Directors have primary responsibility for the institution’s fidelity to the tradition of the 
Catholic Church and to the tradition and mission of the College, for insuring the publication of 
clear policies and procedures for the institution, for financial stability, for compliance with legal 
and professional requirements, and for appropriate personnel policies. This distribution of 
responsibility means, for example, that it is appropriate that the content and standards for new 
academic proposals be determined by the faculty, but the Board of Directors may decline to 
implement academically excellent proposals for reasons related to the mission of the College, 
established policy, finances, law, or professional regulations.  

 
ARTICLE I. PURPOSE  
The purpose of the Faculty Senate shall be to provide an opportunity for faculty self-governance, to 
serve as the official voice of the faculty as a whole, to facilitate communication among the faculty and 
from the faculty to the administration, and to provide a vehicle for handling faculty concerns.  
 
ARTICLE II. FUNCTIONS  
 
SECTION 1. The Faculty Senate shall provide input to the Administration on matters in which faculty 
have primary responsibility, for example, curriculum, academic standards, and faculty development.  
 
SECTION 2. The Faculty Senate shall serve as the channel through which the Board of Directors, the 
President of the College, any Administrative Officer or any official representative of the student body 
shall obtain a representative faculty view on any subject affecting College policy. Communication 
between the Board of Directors and the Senate will be through the President of the College.  
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SECTION 3. The Faculty Senate shall provide a forum for the formulation and expression of faculty 
opinion and for orderly and constructive comment on any matter of concern to the faculty. To 
encourage free expression and exchange of ideas, opinions expressed by faculty members at Faculty 
Senate meetings are held in strict confidentiality, except as may be otherwise required by law. Each 
faculty member is obligated to every other faculty member not to reveal opinions expressed at a Faculty 
Senate meeting to anyone who is not a member of the Faculty Senate. The communication of faculty 
opinion to the appropriate Vice President is delegated to and is the responsibility of the Senate 
President and the Executive Board.  
 
SECTION 4. The Faculty Senate shall determine the number, composition, and purpose of each Faculty 
Senate committee.  
 
SECTION 5. Should a member of a Faculty Senate committee need to be replaced, the Executive Board 
will meet with the President and the Vice-President of Academic Affairs to fill the vacancy. 
 
SECTION 6. The Faculty Senate through the Executive Board may make recommendations to the 
administration regarding issues of concern to the faculty.  
 
SECTION 7. The Faculty Senate will decide what modification of Robert’s Rules of Order will be used for 
Faculty Senate meetings.  
 
SECTION 8. Annual dues will be collected from each member of the Faculty Senate. The amount of such 
dues will be decided by the Senate.  
 
ARTICLE III. MEMBERSHIP  
 
All full-time faculty in all ranks are by virtue of their faculty status members of the Faculty Senate. All 
members can vote and be voted for in Faculty Senate elections and can vote at Faculty Senate plenary 
meetings. Administration, staff and part-time faculty may be invited to attend plenary meetings and 
submit topics for consideration, but not vote or be voted for. Regardless of faculty status, members of 
the Administration are not considered members of the Faculty Senate.  
 
ARTICLE IV. MEETINGS  
 
SECTION 1. The full Faculty Senate meets at least twice in the fall semester and twice in the spring 
semester.  
 
SECTION 2. Meetings shall be conducted according to an agreed upon modification of Robert’s Rules of 
Order.  
 
SECTION 3. 30% of the members of the Faculty Senate shall constitute a quorum. Faculty members on 
sabbatical or on leave of absence do not count toward the quorum, except through written request by 
the member to the President of the Senate. 
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ARTICLE V. VOTING  
 
SECTION 1. Issues requiring a vote must be included in the written agenda distributed to each Senate 
member prior to the Faculty Senate meeting.  
 
SECTION 2. A quorum of affirmative votes is needed to pass a resolution. 
 
ARTICLE VI. EXECUTIVE BOARD OF THE FACULTY SENATE  
 
SECTION 1. MEMBERSHIP  
 
SECTION 1a. NUMBER AND TERM The Faculty Senate has an Executive Board of six members, elected by 
all full-time faculty:  

Ideally one representative from each of the three curriculum areas:  
Humanities/Religious Studies  
Natural Sciences/Physical Education  
Social Sciences/Business/Education  

Ideally one representative from each of the following ranks:  
Full Professor  
Associate Professor  

 Assistant Professor/Instructor  
Ideally, at least one member of the following schools: 

School of Undergraduate Studies 
Graduate School. 

 
 

In the event that no person of a needed category stands for an election, that election is held at large. 
The members of the Executive Board serve three-year terms; terms expire in three-year cycles.  
 
SECTION 2a. OFFICERS Each year the entire faculty elects, from among the elected members of the 
Executive Board, a Senate Vice-President/President-Elect. The Executive Board then designates a Senate 
Secretary, a Senate Treasurer, and a Senate Tracker. The four officers of the Executive Board serve for 
one-year terms.  
 
SECTION 2. DUTIES OF THE EXECUTIVE BOARD  
 
SECTION 2b. The Executive Board serves as a channel for faculty concerns. The Executive Board will refer 
items to the appropriate committee. Items that do not fall within the jurisdiction of any existing 
committee are discussed by the Executive Board and passed on to the appropriate body for action. All 
actions of the Board are reported to the faculty in the minutes of the Board.  
 
SECTION 2c. The Executive Board determines the agenda and meeting schedule for Faculty Senate 
meetings. Agenda items may be submitted to the Executive Board by any member of the full-time 
faculty.  
 
SECTION 2d. The Faculty Senate Treasurer oversees the budget of the Faculty Senate. 
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SECTION 2e. The Executive Board coordinates the work of the various Faculty Senate committees.  
 
SECTION 2f. The Executive Board represents the Faculty Senate to the President of the College and other 
members of the College Administration, when needed. When the President of the College requests 
faculty representation to the Board of Directors, the Executive Board will determine who could best 
represent the interests of the faculty.  
 
SECTION 2g. The Executive Board collaborates with the President of the College in appointing faculty 
members to all standing committees of the College on which slots are designated for such 
appointments. In filling faculty appointment slots, consideration should be given to adequate 
representation, as well as the overall service workload of a faculty member. 
 
SECTION 3. DUTIES OF THE SENATE PRESIDENT  
 
The Senate President:  
3a. When requested, represents the faculty to the President of the College and Board of Directors. At 
times additional representation as determined by the Executive Board may be warranted.  
 
3b. The Senate President chairs meetings of the Faculty Senate and of the Executive Board.  
 
3c. The Senate President meets as needed with the Vice President for Academic Affairs to discuss 
matters of mutual concern and, when necessary, with the President of the College.  
 
3d. The Senate President presents to the faculty a yearly report of the Senate’s activities.  
 
SECTION 4. DUTIES OF THE SENATE VICE-PRESIDENT/ SENATE PRESIDENT-ELECT  
 
The Senate Vice-President/Senate President-Elect:  
4a. Assumes the responsibilities of the Senate President in the Senate President’s absence. 
 
4b.Collaborates with the Vice President for Academic Affairs to set the agenda for 
Faculty/Administration meetings. 
 
SECTION 5. DUTIES OF THE SENATE SECRETARY  
 
The Senate Secretary:  
5a. Records minutes of Faculty Senate Executive Board meetings and distributes them to all full-time 
faculty; records minutes of Faculty Senate meetings and presents them at the next Faculty Senate 
meeting.  
 
5b. Sends notices of open meetings and distributes agenda.  
 
5c. Issues notices and conducts correspondence when requested to do so by the Senate President or 
Senate Vice-President/Senate President-Elect.  
 
5d. Creates an organized annual file including all documents of the Faculty Senate and records of all 
actions of the Faculty Senate: minutes of Faculty Senate Executive Board meetings, minutes of Faculty 
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Senate meetings, minutes of Faculty Senate Committees, correspondence, ballots, decisions, vote tallies, 
and current Bylaws. Annual files are kept on the Faculty Senate Teams site. 
 
5e. Forwards copies of Faculty Senate Executive Board minutes to the Chestnut Hill College Archives at 
the end of the academic year. Minutes of Faculty Senate meetings are confidential and are not 
forwarded to the Archives.  
 
SECTION 6. DUTIES OF THE SENATE TREASURER  
 
The Senate Treasurer:   
6a. Collects annual dues from members, and provides updates to all Faculty and Senate meetings 
 
6b. Monitors monies dispersed by the Faculty Life Committee.  
 
SECTION 7. DUTIES OF THE TRACKER  

 
The Tracker keeps a record of concerns submitted by faculty members, brings them to the attention of 
the Executive Board so they may be directed to the appropriate office or person, and reports on any 
responses or actions taken to the entire Senate. 
 
SECTION 8. DUTIES OF THE SHARED SITE MANAGER 

 
The Faculty Senate shared site manager organizes the Faculty Senate site on Teams, posts documents 
and sends messages as needed, and oversees the balloting process for committee elections and for 
proposals. If deemed necessary, two faculty members may share this responsibility.  
  
 
ARTICLE VII. AMENDMENTS TO THE BYLAWS  
 
SECTION 1. Amendments may be proposed in writing by any member of the Faculty Senate to the 
Executive Board.  
 
SECTION 2. The Executive Board will forward the proposed amendment plus the section of the current 
bylaws to be amended to the membership and to the Administration through the Vice President for 
Academic Affairs.  
 
SECTION 3. At least ten days prior to the date on which ballots will be due, the Faculty Senate will meet 
and discuss the proposal. The proposal will be discussed first at a Faculty Senate meeting and then at a 
Faculty Administration meeting. Voting will take place after the Faculty Administration meeting.  
 
SECTION 4. Voting is anonymous and will take place by electronic ballot. This sentence amended 
January 2022 
 
SECTION 5. In order for an amendment to pass, a simple majority of those eligible to vote must vote in 
favor of the adoption of the proposed amendment.  
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SECTION 6. The passed amendment will be forwarded for ratification to Administration through the Vice 
President for Academic Affairs and the Board of Directors through the President of the College. 
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Faculty Senate Procedures Manual 
 
Chestnut Hill College 
FACULTY SENATE 
Procedures Manual 
 
Approved: May 2002, except as noted below. 
 
The Procedures Manual is not part of the Bylaws proper and can be changed without recourse to the 
formal Bylaws amendment process. If changes involve the college community or an area of 
Administrative jurisdiction, they must be approved by the Administration. The Manual is reviewed by 
the Executive Board each year and adjusted as needed. The Executive Board presents any proposal for 
change at a Faculty Senate meeting for approval by voice vote. 
 

Officers 

 
The President and Vice-President/President-Elect are elected by the Senate for one-year terms.  At the 
end of their one-year term, the President Elect becomes President and the faculty vote and elect a new 
President Elect for a one-year term.  The Secretary and the Treasurer are elected by the Executive Board 
for one-year terms. The Executive Board also selects one Executive Board member to be the Tracker of 
Faculty Concerns for a one-year term and two faculty members who may or may not be members of the 
Executive Board to be co-managers of the Faculty Senate site on Teams  for a term of at least two years. 
 
The Tracker keeps a record of concerns submitted by faculty members, brings them to the attention of 
the Executive Board so they may be directed to the appropriate office or person, and reports on any 
responses or actions taken to the entire Senate. 
 
The shared site co-managers organize the Faculty Senate site on Teams, post documents and send 
messages as needed, and conduct the balloting process for committee elections and for proposals. One 
of the co-managers may be designated the election manager, or the two may share that responsibility. 
 This section on OFFICERS added November 2006 
 

Procedure for Setting The Meeting Schedule 

 
FACULTY SENATE AND FACULTY/ADMINISTRATION MEETINGS  
 
Faculty Senate Meetings are ordinarily scheduled shortly before Faculty/Administration meetings. 
Senate meetings are the appropriate forum for the formulation and expression of faculty opinion, which 
may influence College policy. Faculty/Administration meetings are the appropriate forum for discussion 
prior to voting which affects college policy. At Faculty Senate meetings, faculty discuss issues among 
themselves. Discussion involving both faculty and administration takes place at Faculty/Administration 
meetings. When a topic which has been discussed previously at a Faculty Senate meeting is presented 
for consideration at a Faculty/Administration meeting, the faculty member presenting the topic will 
begin with a brief summary of the Faculty Senate discussion. 
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MEETINGS OF THE FACULTY SENATE EXECUTIVE BOARD WITH THE ADMINISTRATION 
 
The Executive Board meets with the Administration regularly, ordinarily before the 
Faculty/Administration meeting, to discuss matters of mutual interest and concern. Both the Executive 
Board and the Administration submit items for the agenda. The Executive Assistant to the Vice President 
for Academic Affairs takes minutes, submits them for review to all who were present at the meeting, 
and then distributes them to all who were present at the meeting.  Amended January 2022 
 

Procedure for Obtaining Written Response from Each Faculty Member 

 
Should the Administration ask the Senate for written comments on an issue from all faculty members, 
the Executive Board of the Faculty Senate will collect and collate those comments and summarize the 
faculty’s various points of view without attribution.  
 
Procedure for Moving an Item Through the Faculty Senate  
(see chart at the end of this section) 
 
SUBMISSION  
A faculty member or an Administrator or a Faculty Senate or Standing Committee may submit items for 
consideration by the Faculty Senate. These items should be submitted to the Faculty Senate Executive 
Board for review.  
  
ACTION OF THE FACULTY SENATE EXECUTIVE BOARD 
The Faculty Senate Executive Board will decide among the following dispositions for each item. The item 
may be: 
 
(1) referred to an appropriate person or committee for the development of a proposal. Once a 

proposal is developed, it is submitted to the Executive Board for further disposition. When there is 
no appropriate person or committee for referral, the Executive Board may retain the item and 
develop a proposal. 

 
(2) referred to a particular Administrative officer or group of the College for action. 
 
(3) put on the agenda of a Faculty Senate meeting for discussion. 

 
Care should be taken to ensure that Faculty Senate agenda items concern the formulation of a faculty 
position and not merely communication of information to the faculty. Information is appropriately 
communicated to the faculty by the Administration at Faculty/Administration meetings. 
 
Members of the Administration or their designees may be invited by the Executive Board to a Faculty 
Senate meeting to respond to questions, but may not remain during the discussion. 
 
ACTION OF THE FACULTY SENATE 
The Faculty Senate is the forum in which faculty deliberate and discuss proposals. At the end of a Faculty 
Senate discussion, a hand vote is taken to decide among five dispositions of the proposal discussed: 
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(1) to refer the proposal to the Administration to be brought to a Faculty/Administration meeting for 
discussion followed by an electronic ballot if appropriate. Amended January 2022 

 
(2) to present a summary of the discussion or some specified response to the Administrator, faculty 

member, or committee that submitted the proposal. 
 

(3) to continue the discussion at another Faculty Senate meeting. 
 

(4) to refer the proposal back to the Administrator, faculty member, or committee that developed it 
for revision. The revised proposal should be submitted to the Executive Board for further 
disposition. At any time after a second Faculty Senate discussion, the person, group, or committee 
presenting the proposal has the option to request that the proposal be referred to a 
Faculty/Administration meeting for a full faculty vote. 

 
(5) to decline to respond. The Administrator, faculty member, or committee presenting the proposal 

has the option to request that it be referred to a Faculty/Administration meeting for a full faculty 
vote. 
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Proposals from individuals, departments, 
administration, and committees

Faculty/Administration Meeting
for discussion

Appropriate committee, which will consult 
stakeholders and review or draft the policy.

Faculty Senate Meeting
for discussion and feedback

Cabinet
for discussion and feedback

If faculty approve
moving the proposal
forward

Faculty Vote

If Cabinet approves
proposal

If Cabinet has substantive
changes to proposal

If faculty approve of taking 
the proposal to a vote

(via Executive 
Board and VPAA)

Consent agenda

If faculty do not approve
moving proposal forward

If faculty do not want to
move the proposal to a vote

Academic sub-committee of the 
Board for approval

If the proposal is approved
by faculty vote and impacts 
the College financially or legally or
deals with Human Resources 
or by-laws

Feedback from cabinet 
before Faculty/Administration 
meeting

VPAA reports back
to Executive Board

Executive Board

 
*Ovals indicate decision points 
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Procedure for Ballots 

Faculty votes on significant issues are conducted anonymously through electronic balloting. At least one 
work-week (Monday through Friday) is allowed for ballot returns.         
 This paragraph amended January 2022 
 

Procedure for Committee Elections 

The process of electing faculty members to committees ordinarily begins in February to allow for the 
completion of all elections by the end of the spring semester. 
 
Balloting is conducted through Google Forms.  This paragraph amended January 2022 
 
Elections are conducted by the co-managers of the Faculty Senate resource on Google Forms.  
  This paragraph amended January 2022 
 
Self-nomination forms and ballots include a listing of continuing committee members, the number of 
openings to be filled, and the term of each opening. 
 

A simple majority vote consists of one more than half of the votes cast. 
An absolute majority vote consists of two-thirds of the votes cast. 
Abstentions are not counted in the total number of votes but must be reported. 
Procedures should specify whether the required majority is determined by comparison with the 

number of votes actually cast or the number of eligible voters. 
 
Faculty qualification for election to committees is determined by their rank and tenure in the year in 
which the election takes place.  This paragraph added Fall 2006 
 
Elections are held in two rounds.  This section amended August 2009 
 

• Round I: Promotion and Tenure, Faculty Senate Executive Board, School of Undergraduate 
Studies Curriculum Committee, ACCELERATED Curriculum Committee, Graduate Curriculum and 
Academic Policies and Standards Committee. 

• Round II: President-Elect of the Faculty Senate, Undergraduate Academic Standards and Policies 
Committee, Faculty Development Committee, Lecture Committee, School of Undergraduate 
Studies Admissions Committee, Library and Information Literacy Committee, Assessment 
Support Committee, and Pre-Professional Committee. 

 
Steps in each round of the election process: 
 

• Step 1: Self-Nomination Ballot I. All full-time faculty members are given the opportunity to self-
nominate for committees other than Promotion and Tenure. It is the responsibility of all tenured 
associate and full professors to be available for service on the Promotion and Tenure Committee 
unless personally excused by the President of the College. 

• Step 2: Self-Nomination Ballot II: Ordinarily a sufficient number of self-nominees is two 
candidates for each open committee seat. In the event of an insufficient number of self-
nominees, a second call for self-nomination will go to the faculty. Should this procedure not 
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produce a sufficient pool of nominees, the open seats will be filled from those who nominated 
themselves for election to that committee. If the number of nominees is not greater than the 
number of seats to be filled, the nominees will be considered elected. 

• Step 3: Nomination Ballot: From the list of all self-nominees, each faculty member votes for two 
individuals to stand for election for each open seat on a committee. If there is an insufficient 
number of self-nominees to permit two to be chosen for each open seat, then the Election 
Committee, in consultation with the Executive Board, will decide how to proceed. Typically, if 
the number of self-nominees is less than or equal to twice the number of open seats on a 
committee, then the nomination ballot will be skipped and all self-nominees will appear on the 
election ballot. A faculty member who receives an absolute majority of votes of those eligible to 
vote on the nomination ballot is considered elected.  

• Step 4: Election Ballot: If one or two committee seats are open, the Election Ballot will list 
between 3 and 5 nominees from Step 3 with the highest number of nominations, using any clear 
cutoff point to select the nominees. If three committee seats are open, the Election Ballot will 
list between 4 and 6 nominees from Step 3 with the highest number of nominations, using any 
clear cutoff point to select the nominees. If there is no clear cutoff point between 3 (or 4) and 5 
(or 6), then 5 (or 6) will be listed. If there are insufficient nominees to provide the requisite 
number for the Election Ballot, the Election Ballot will list all the nominees. Each faculty member 
votes for one individual to fill each open seat on a committee. Individuals who receive a relative 
majority of the votes cast will be elected to the committee.  

  This paragraph amended March 2007 
• Step 5. Run-Off Election Ballot: If a tie results from Step 4, then the tie will be broken in a run-off 

election, normally held one week following the date the election ballot is due. 
 
After elections are completed, the co-managers of the Faculty Senate shared site distribute to all 
members of the faculty and Administration a list of those who will serve on the committees for the 
following academic year. This list includes both continuing members and those newly elected, together 
with the years of their terms. If the names of committee members who are not faculty members are not 
known, appropriate placeholders are included, such as “two students from the Student Academic 
Committee.”  This paragraph amended January 2022 
 
Full-time faculty appointments to the Faculty Development, School of Undergraduate Studies 
Curriculum Committee, and Undergraduate Academic Standards and Policies Committees are made by 
consensus between the President of the College and the Executive Board of the Faculty Senate. 
Appointments are made after the elections are complete.  This paragraph amended August 2009 
 
Newly elected officers of the Faculty Senate hold their offices starting on the June 1 following their 
election. 
 
If a committee member must be replaced after being elected, the faculty member with the next highest 
number of votes in the most recent election for that committee will be asked to take the vacant 
committee seat. If that faculty member cannot do so, the faculty member with the next highest number 
of votes will be asked, and so on. If the voting list from the most recent election for the relevant 
committee does not identify a replacement, the Senate Executive Board will decide how to proceed.  
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If a faculty member withdraws her/his name from nomination after a committee election ballot has 
begun, the election will be determined on the basis of the votes for the remaining nominees. 

   Two preceding paragraphs added March 2007 

 

Procedure for Voting on Proposals 

DISTRIBUTION OF THE BALLOT 

It is the responsibility of the individual, committee, department, or program that originated the proposal 
to develop and distribute the ballot. 
 

Ballots should:  This list amended November 2005 

1. State the question in affirmative terms (e.g., “I support establishment of Program X.”). 
2. Include at least three options for the voter: Agree, Disagree, Abstain. 
3. State clearly the date on which the ballots are due. 

 
Directions for paper balloting deleted November 2005. 

PROCEDURE FOR ANNOUNCING BALLOT RESULTS 

1. Immediately after a ballot is complete, one of the co-managers of the Faculty Senate site 
(Google Forms resource) contacts the originator of the proposal and the Vice President for 
Academic Affairs and notifies them of the results of the voting. Ordinarily this is done by e-mail.  

This paragraph amended January 2022 
2. The results of the vote are announced at the next meeting of the Faculty Senate Executive Board 

and recorded in the minutes of that Executive Board meeting. The results of the vote are also 
announced at the next Faculty Senate Meeting.  

3. Ballots must be kept on file for ten years. 
4. The Faculty Senate Secretary forwards to the Archives at the end of each academic year a 

summary of the voting results for the year and one copy of each ballot. 

IMPLEMENTATION OF THE VOTE RESULTS 

1. The originator of the proposal is responsible to take whatever action is necessary to implement 
approved proposals.  

2. When a vote results in a change or addition to the Faculty Manual, the Senate President is 
responsible to work with the Vice-President for Academic Affairs to ensure that the Faculty 
Manual is duly updated and the change is communicated to the appropriate constituencies. 

 

Guidelines for Committees to Which Faculty Are Elected 

 
Approved: May 2002, except as noted below. 
 
The following guidelines govern the operation of committees to which faculty are elected. Exceptions to 
these guidelines are included in the committee description, either in the Faculty Senate Bylaws or in the 
Faculty Manual. 
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COMMITTEE ELECTIONS: The process for electing faculty members to committees is described in detail 
in the Faculty Senate Procedures Manual. 
 
APPOINTMENTS: Full-time faculty appointments to the Faculty Development, School of Undergraduate 
Studies Curriculum Committee, and School of Undergraduate Studies Academic Standards and Policies 
Committees are made by consensus between the President of the College and the Executive Board of 
the Faculty Senate. Appointments are made after the elections are complete. 

This paragraph amended August 2009 
 
TERMS: Terms are staggered so that, as far as possible, replacement of members is evenly distributed 
over time. For example, half of the two-year terms should end in the same year, while one-third of the 
three-year terms should end in the same year. When different groups are represented on a committee, 
the rotation of members of the same group should be staggered. In the case of a newly formed 
committee, the committee decides at the end of its first year which members will rotate off at the end 
of the first full term and which will continue for an additional year to establish the staggered terms. 
 
EX OFFICIO MEMBERS: Ex officio members vote, but do not hold office on committees. 
 
OFFICERS: Every committee shall have two officers: a chair and a secretary. If possible, the 
responsibilities of the officers should not rotate. 
 
CONSULTATION OF STUDENTS: Committees which do not include students among their members 
consult students when student input and perspective is relevant to the committee’s work. 
 
DECISION-MAKING: Faculty committees are not decision-making bodies. Rather, they make 
recommendations, ordinarily to the Faculty Senate and the Administration. 
 
MEETINGS: Committees meet regularly only during the contract year unless otherwise noted in the 
Faculty Manual. Faculty may be invited to attend meetings before the beginning or after the close of a 
semester. 
 
MEETING TIMES: Committee meeting times are established at the beginning of the semester and are 
published with the list of committees for the year. 
 
HANDOUTS, DRAFTS, BALLOTS, PROPOSALS, ETC.: All paperwork produced by any committee should be 
clearly marked on every page with the date, a descriptive title, and the name of the committee. 
 
AGENDA: Committees set an agenda for the year and address agenda items which emerge as the year 
progresses. The agenda for each meeting is sent to members sufficiently far in advance of the meeting 
to allow for adequate preparation. 
 
MINUTES: Minutes are kept for each meeting. Copies of minutes are forwarded to the Vice President for 
Academic Affairs, the College Archivist, and the Secretary of the Faculty Senate either on a regular basis 
or at the end of the academic year. 
 
PROGRESS REPORT: Committee chairs or secretaries submit a written report on the work of the 
committee for the year to the Secretary of the Faculty Senate at the last Faculty Senate meeting of the 
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year and give copies to the Vice President for Academic Affairs and the College Archivist before the end 
of the semester. Time permitting, these reports are also presented at the last Faculty Meeting. If 
minutes have not been forwarded regularly to the Senate Secretary, the Vice President for Academic 
Affairs, and the College Archivist, they should accompany this report. 
 
PROCEDURAL RULES: Faculty Senate meetings will be conducted according to the following procedural 
rules, which are partly adapted from Robert’s Rules of Order. Faculty Senate committees are encouraged 
to consider using these rules to the extent that their committee work makes them appropriate. 
Committee work can usually be done most effectively in a relatively informal way, and formal voting is 
not usually necessary. 
 

1. The agenda for the meeting is distributed to the members in advance of the meeting. 

2. Minutes are recorded at each meeting, approved at the following meeting, and filed. Minutes 
of Faculty Senate meetings are read at the next meeting, rather than distributed, to insure 
confidentiality. Approved minutes of Faculty Senate Executive Board meetings are distributed 
to all full-time faculty members. 

3. Time limits are established and announced in advance for all meetings. Meetings end on time 
unless the members vote to extend the meeting. 

4. Members initiate action by making motions, which must be seconded by another member to 
qualify for discussion. The chair should restate the motion to be sure that it is clear. 

5. The discussion should be addressed exclusively to the current motion. Members who speak to 
a different topic are declared out of order by the chair.  

6.  Members must wait to be recognized by the chair before speaking. 

7. The member who makes a motion is allowed to speak first. A motion may be amended only 
with the approval of the member who initiated it. A motion may be withdrawn only by the 
member who initiated it. 

8. Before anyone speaks for a second time, everyone should have a first chance to speak. 

9. Remarks should be limited to approximately one minute. 

10. Discussion is closed by calling the question. To call the question, the chair asks “are you ready 
to vote?” Adequate time should be allowed for discussion, but questions should be called in a 
timely manner. 

11. The number of affirmative votes required and the manner of voting is decided by the members 
present if it is not specified in the bylaws of the group. A simple majority is presumed sufficient 
in the absence of any proposal to the contrary. 

 
DEVELOPMENT AND EVALUATION OF PROPOSALS: When a committee develops a proposal, the 
members are responsible to do any required research, to consult members of the College community in 
areas affected by the proposal, and to develop as far as possible a proposal which has the support of the 
entire committee. The proposal is then forwarded to the Faculty Senate and the Administration.  
 
When a committee reviews a proposal submitted by a group or an individual, the primary research and 
development responsibility lies with the originator(s) of the proposal. Ordinarily, the originator(s) of 
submitted proposals is/are invited to a meeting of the committee to present the proposal and answer 
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questions for clarification. The originator(s) may also be invited to subsequent meetings, if such 
presence would facilitate the discussion of the proposal. The committee is responsible to review the 
proposal, do any research necessary to evaluate it, and make recommendations to the originator(s). 
Recommendations from the committee to the originator(s) may be: 
 

1. that the originator(s) forward the proposal as submitted, with the support of the committee, to 
the Faculty Senate and the Administration. 

2. that the originator(s) of the proposal revise it in specified ways and resubmit it to the 
committee. Note that revising the proposal is the responsibility of its originator(s). 

3. that the committee does not support the proposal and does not see a way to revise it so that it 
would have the support of the committee.  

 
Any of the above recommendations should be accompanied by the committee’s evaluation of the 
proposal, specifying strengths and weaknesses, noting connections to other proposals or structures in 
the College, and detailing the reasons for the recommendation. 
 
In cases where the originator(s) is/are not willing or able to revise a proposal so that it gains the support 
of the committee, the originator(s) is/are, of course, free to submit the proposal directly to Faculty 
Senate. 
 

Committees 

Faculty members at Chestnut Hill College may serve on various committees, including: 
 
STANDING COMMITTEES: Committees to which Faculty are Elected 
This section amended August 2014 

1. Accelerated Curriculum Committee  
2. Assessment Support Committee  
3. Faculty Development Committee  
4. Faculty Senate Executive Board 
5. Graduate Curriculum and Academic Standards and Policies Committee 
6. Library and Information Literacy Committee 
7. Promotion and Tenure Committee 
8. School of Undergraduate Studies Admissions Committee 
9. School of Undergraduate Studies Curriculum Committee  
10. Undergraduate Academic Standards and Policies Committee 
11. Faculty Technology Advisory Committee 
 

VOLUNTEER SENATE COMMITTEES 

1. Elections Committee 
2. Faculty Life Committee 
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APPOINTED OR VOLUNTEER COMMITTEES 

1. Articulation Committee  
2. Chemical Safety Committee 
3. Committee on Disabilities  
4. Data Standards Committee 
5. Institutional Review Board 
6. Prior Learning Assessment Committee 
7. Retention Committee 
8. Strategic Planning Committee 
9. Veterans Committee 

 
COMMITTEES OF VARIOUS PROGRAMS, for example: 

1. Interdisciplinary Honors Program Committee  
2. Lindback Award Committee 

 
Faculty become members of committees by election, appointment, invitation, volunteering, or ex officio, 
depending upon the membership guidelines of the committee. The Faculty Senate conducts the election 
of faculty to committees in accordance with the Bylaws and the Procedures Manual.  
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Elected and/or Appointed Committees 
 
The ACCELERATED CURRICULUM COMMITTEE reviews proposals for new Accelerated Adult Degree  
programs and proposals for all changes to existing programs and courses; these programs include 
majors, minors, the core curriculum, certificate programs, and any interdisciplinary programs.  Proposals 
for new courses are reviewed in collaboration with the Office of Academic Affairs. The Committee 
makes recommendations to the Faculty Senate and the Administration. 
 
Membership: 

• Dean of the School of Continuing and Professional Studies (SCPS), ex officio. 
• Three full-time faculty members elected by the Faculty Senate. 
• Three adjunct faculty members who have taught more than five sessions in the Accelerated 

Adult Degree Program, appointed by the Dean of the School of Continuing and Professional 
Studies. 

• One SCPS student with junior or senior status, appointed by the Dean of SCPS. 
 

Term:   Faculty serve two-year terms, staggered so that in alternate years, (1) two full-time and one 
adjunct faculty are replaced and (2) one full-time and two adjunct faculty members are replaced. 
Student representative ordinarily serves until graduation. 
 
Meetings: At least monthly. 
  
 
ASSESSMENT SUPPORT COMMITTEE coordinates assessment activities across the campus and advises 
the Administration and the College Community on matters concerning assessment. The committee is 
responsible: 

1. To promote awareness of professional assessment standards,  
2. To recommend campus assessment policies and the campus assessment calendar,  
3. To plan assessment activities as needed (surveys, interviews, evaluations, reviews, etc.), and  
4. To provide for the implementation of assessment plans, including follow-up to the results 

obtained from assessment activities.  
 
Ordinarily the Assessment Committee serves as a coordinating committee and appoints subcommittees 
consisting of some of its members and others with relevant experience and expertise to conduct 
substantive assessment projects.  
 
Membership:  

• Vice President for Academic Affairs, ex officio 
• Executive Director of Assessment and Planning, ex officio 
• Four full-time faculty members, two elected by the Faculty Senate and two appointed by 

consensus of the President of the College and the Executive Board of the Faculty Senate 
• One Student Life staff member, appointed by the Vice President for Student Life 

 
Term:  Elected and appointed members serve three-year terms 
 
Meetings: At least monthly during the academic year, and as needed. 
        This section amended August 2012 
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The FACULTY DEVELOPMENT COMMITTEE promotes the professional development of all faculty in the 
areas of teaching, service, and scholarship.  The responsibilities of the committee include: 

1. Facilitating a mentoring system in coordination with the Vice President for Academic Affairs’ 
Office, with emphasis on assisting non-tenured faculty members.  Committee members will not 
necessarily serve as mentors. 

2. Providing professional development materials to faculty.  
3. Organizing programs for faculty development. 
4. Awarding faculty development grants for travel from available committee funds.   
5. Providing consultation to the Vice President for Academic Affairs for Faculty Development 

Scholarly Credit and conducting post-release time project assessment. 
Membership: 

• Vice President for Academic Affairs, ex officio. 
• Five full-time faculty members elected by the Faculty Senate, of whom at least three must be 

tenured.  
• Two full-time faculty members appointed by consensus of the President of the College and the 

Executive Board of the Faculty Senate, of whom at least one must be tenured 
 

Term: Faculty serve two-year terms 
 
Meetings:  At least monthly 
 
 
The FACULTY SENATE EXECUTIVE BOARD serves as a channel for faculty priorities and concerns. The 
Executive Board will refer items to the appropriate committee. Items that do not fall within the 
jurisdiction of any existing committee are discussed by the Executive Board and passed on to the 
appropriate body for action. All actions of the Board are reported to the faculty in the minutes of the 
Board. 
 

1. The Executive Board determines the agenda and meeting schedule for Faculty Senate 
meetings. Agenda items may be submitted to the Executive Board by any member of the full-
time faculty. 

2. The Executive Board approves the Faculty Senate budget. 
3. The Executive Board coordinates the work of the various Faculty Senate committees. 
4. The Executive Board represents the Faculty Senate to the President of the College and other 

members of the College Administration, when needed. When the President of the College 
requests faculty representation to the Board of Directors, the Executive Board will determine 
who could best represent the interests of the faculty. 

5. The Executive Board collaborates with the President of the College in appointing faculty 
members to all standing committees of the College on which slots are designated for such 
appointments. In filling faculty appointment slots, consideration should be given to adequate 
representation as well as the overall service workload of a faculty member. 
 

Membership: 
• The Faculty Senate has an Executive Board of six members, elected by all full-time faculty: 
• One representative from each of the three curriculum areas:  

o Humanities/Religious Studies  
o Natural Sciences/Physical Education   
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o Social Sciences/Business/Education 
• One representative from each of the following ranks:  

o Full Professor 
o Associate Professor 
o Assistant Professor/Instructor 

• Ideally, at least one representative from each of the following schools:  
o o School of Undergraduate Studies  
o o Graduate School   

 
Term:  The members of the Executive Board serve three-year terms; terms expire in three-year cycles. 
Each year, the entire faculty elects from among the elected members of the Executive Board, a Senate 
President and a Senate Vice-President. The Executive Board then elects a Senate Secretary and a Senate 
Treasurer. The four officers of the Executive Board serve for one-year terms.   
 
In the event that no person of a needed category stands for an election, that election is held at large.  

This paragraph amended Spring 2009. 
 
Meetings: Executive Board meetings determined by the Executive Board. The Executive Board meets 
with the Cabinet twice a semester. 
 
 
The GRADUATE CURRICULUM AND ACADEMIC STANDARDS AND POLICIES COMMITTEE reviews 
proposals for new Graduate programs and reviews all proposed changes to existing programs and 
courses; these programs include degree programs, certificate programs, specializations, and any other 
organized offerings in the School of Graduate Studies.  Proposals for new courses are reviewed in 
collaboration with the Office of Academic Affairs. The Committee also reviews proposals affecting the 
academic standards, policies, and practices related to all Graduate programs. This Committee makes 
recommendations to the Faculty Senate and the Administration.   
This paragraph amended August, 2009. 
 
Membership: 

• Dean of the School of Graduate Studies, ex officio. 
• Directors of Graduate Programs, ex officio. 

o Clinical Psychology 
o Counseling Psychology 
o Education 
o Administration of Human Services 
o Cybersecurity 
o Organizational Leadership 

• Directors of Graduate Programs which do not have chairs, ex officio. 
o Counseling Psychology 

Two full-time faculty members elected by the Faculty Senate. Faculty members elected by 
Senate will have taught in a graduate program for a minimum of one academic year, and are 
currently teaching a minimum of three graduate courses per academic year prior to the election, 
and will continue to teach a minimum of three graduate courses per academic year during their 
two-year committee term.  

This section amended August 2012 
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Term:  Elected faculty serve two-year terms. 
 
Meetings:  At least monthly 

 
 
LIBRARY AND INFORMATION LITERACY COMMITTEE advises the Dean of the Library, Information 
Services, and Academic Computing on matters of general policy and service needs; serves as a means of 
communication between the Logue Library and the Chestnut Hill College community, and promotes and 
supports the development of information literacy in the three Schools of the College.  
 
Membership:     

• Dean for Library and Information Resources, ex officio  
• Two full-time faculty members who teach undergraduates elected by the Faculty Senate from 

those who teach undergraduates  
• One full-time faculty member elected by the Faculty Senate from those who have taught or will 

teach a graduate course in at least one semester in the academic year prior to the election or in 
one semester during the two-year committee term. 

• One adjunct faculty member in the School of Continuing and Professional Studies appointed by 
the Dean of the School of Continuing and Professional Studies 

• Three full-time faculty members appointed by consensus of the President of the College and the 
Faculty Senate Executive Board. 

 
Term: Faculty serve two-year terms 
 
Meetings:    Twice a semester.      This section amended August, 2009. 
 
 
The PROMOTION/TENURE COMMITTEE is a service committee to the President of the College. This 
committee evaluates applications for promotion and/or tenure and makes recommendations to the 
President about such applications; and reviews policy and procedure for promotion and tenure and 
proposes adjustments as needed. Issues which are not related to individual applications and which 
require faculty consultation will be brought to the Faculty Senate for discussion and recommendation. 
Because of the importance of this Committee in providing the College with qualified faculty, it is the 
responsibility of all tenured full and associate professors to be available for service on this Committee 
unless excused personally by the President. 
 
Membership: 

• Five full-time tenured faculty members elected by the Faculty Senate from the rank of full and 
associate professors, at least two of whom must be full professors. 

• Two full-time tenured faculty members appointed by the President of the College from the rank 
of full and associate professors, at least one of whom must be a full professor. 

 
Term: Elected faculty serve three-year terms 
 Appointed faculty serve two-year terms 

No Member of the committee shall be re-elected at the end of a full three-year term until one 
year shall have elapsed. 
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Meetings:  As often as needed; weekly when there are many applications to be evaluated. 
 
THE SCHOOL OF UNDERGRADUATE STUDIES ADMISSIONS COMMITTEE reviews the applications to 
Chestnut Hill College of prospective students for the School of Undergraduate Studies for whom the 
Director of Admissions requests consultation, and makes recommendations to the Director of 
Admissions regarding admission. The overall goal of the Admissions Committee is to admit to the School 
of Undergraduate Studies the most qualified applicants with potential for success in College. The 
committee’s responsibilities include: to  review admissions standards and criteria; to analyze, research, 
and revise SAT and GPA guidelines for regular and conditional admissions; to participate in the interview 
process of scholarship candidates and generate recommendations regarding scholarship distribution; to 
work in conjunction with the Director of the Action for Advancement Program to review and analyze the 
outcomes of the Summer Success program and make recommendations  for modification; to work with  
other college constituencies, including the Offices of Student Life, Financial Aid, and the Dean of the 
School of Undergraduate Studies, on issues related to recruitment and admission.    

This section amended August, 2009. 
 
Membership: 

• Director of Admissions, ex officio.  
• School of Undergraduate Studies Academic Advisor, ex officio  
• Director of Teaching and Learning Services, ex officio (Director of International Student Services, 

ex officio. 
• Three full-time faculty members elected by the Faculty Senate. 

This section amended August 2012. 
Term: Faculty serve five-year terms 
 
Meetings:  Weekly during the fall and spring semesters. As needed during the summer 
 
 
THE SCHOOL OF UNDERGRADUATE STUDIES CURRICULUM COMMITTEE reviews proposals for new 
School of Undergraduate Studies programs and proposals for all changes to existing programs and 
courses; these programs include majors, minors, the core curriculum, certificate programs, and other 
programs such as the Interdisciplinary Honors Program. Proposals for new courses are reviewed and 
approved by the Academic Dean. The Dean may choose to consult with the Curriculum Committee. This 
Committee reviews and approves courses proposed to fulfill the Writing Intensive requirement, 
according to the guidelines established by the faculty. The Curriculum Committee makes 
recommendations to the Faculty Senate and the Administration.  

This section amended November, 2013. 
 
Membership: 

• Dean of the School of Undergraduate Studies, ex officio. 
• Four full-time faculty members elected by the Faculty Senate. 
• Two full-time faculty members appointed by consensus of the President of the College and the 

Executive Board of the Faculty Senate. 
 
Term: Faculty serve two-year terms. 
 
Meetings: At least monthly 
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UNDERGRADUATE STUDIES ACADEMIC STANDARDS AND POLICIES COMMITTEE reviews proposals 
affecting academic standards, policies, and practices related to all undergraduate academic programs, 
including assessment, program review, grading standards, graduation requirements, catalog revisions, 
and the like.. The Committee makes recommendations to the Faculty Senate and the Administration.         

This section amended August, 2009. 
 
Membership: 

• Dean of the School of Undergraduate Studies, ex officio. 
• Dean of the School of Continuing and Professional Studies, ex officio. 
• Registrar, ex officio. 
• Academic Advising, ex officio, Amended Spring 2007. 
• Two full-time faculty members elected by the Faculty Senate. 
• Two full-time faculty members appointed by consensus of the President of the College and the 

Faculty Senate Executive Board. 
• One adjunct faculty member who has taught in SCPS for more than five sessions, appointed by 

the Dean of SCPS. 
 

Term: Faculty serve two year terms 
 
Meetings: At least monthly 
 
The FACULTY TECHNOLOGY ADVISORY COMMITTEE is initiated to provide advice and counsel in 3 
areas: 

• Where is the technology in teaching / learning going? 
• What is working and what is not working at Chestnut Hill College? 
• What should be the priorities going forward? 

 
 Membership: 

 Director of Information Technology, ex officio 
 Vice President for Financial Affairs, ex officio 
 Director of Online Learning, ex officio 
 Director of Administrative Software, ex officio 
 Dean for Library and Information Resources, ex officio 
 One Faculty member representing each of the Centers appointed by the Centers 

 Term:   To be determined 
 Meetings:  as needed 
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Volunteer Committees 
 
The ELECTION COMMITTEE is responsible for overseeing the election of faculty members to all 
committees requiring elected faculty representation. The committee follows the election guidelines in 
the Faculty Senate Procedures Manual. The committee reports election results and any issues that arise 
concerning elections to the Faculty Senate Executive Board. 
                                                                                        This paragraph amended November 2005. 
Membership:  

• Variable number of volunteers from among the full-time faculty. Senate Vice President/Senate 
President-Elect, serves as chair. 
 

Term: Faculty serve one year 
 
Meetings:  As needed, before, during, and after the time of faculty elections. 
 
 
The FACULTY LIFE COMMITTEE is responsible for making an official faculty response to significant 
situations and events, such as the birth of a child, death of a relative, illness of a member of the College 
community, completion of a degree, publication of a book, reception of an award, and the like. This 
committee also finds ways to promote faculty social life, such as providing refreshments at Faculty 
Senate meetings and arranging socials at the end of semesters. The Faculty Life Committee coordinates 
plans for expenditures with and accesses funds through the Senate Treasurer. 
 
Membership:  

• Variable number of volunteers from among the full-time faculty 
 
Term: Faculty serve one year 
Meetings: As needed 
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Volunteer or Appointed Committees 
  
The ARTICULATION COMMITTEE develops procedures and standards for 1) Dual Admission, 2) Core-to-
Core and 3) Program–to-Program agreements with other accredited colleges and universities. These 
agreements can address the needs of students seeking admission to the School of Undergraduate 
Studies, the School of Continuing and Professional Studies and the School of Graduate Studies; in 
addition, agreements may assist Chestnut Hill College students who are seeking to pursue Graduate 
work at another institution. The committee recommends agreements and standards to the President; 
and reviews existing standards if core and/or program curricula change. 
 Membership: 

• Vice President of Academic Affairs and Dean of the Faculty, ex officio 
• Vice President for Enrollment Management, ex officio 
• Vice President of Financial Affairs, ex officio 
• Dean, School of Undergraduate Studies, ex officio, co-chairs 
• Dean, School of Continuing and Professional Studies, ex officio, co-chairs 
• Dean of the School of Graduate Studies, ex officio 
• One representative from the Office of Academic Advising, ex officio 
• Coordinator of Transfer, ex officio 
• Director of International Admissions, ex officio 
• Three (3) faculty representing each of the Schools, ex officio 
• Others with particular expertise may be invited to participate in a meeting as 

needed, ex officio 

Term:    Three years  
Meetings:   As needed 
 

 
The CHEMICAL SAFETY COMMITTEE promotes the safe and ethical use and storage of chemicals on 
Campus.  The responsibilities of the committee include: 
 Maintaining a monitoring system, with key decision-makers from across the College community 

in order to quickly and appropriately address ongoing or emergent issues related to chemical 
safety.  

 Providing a single point of contact to the whole College community for chemical safety 
information and materials upon request.  These materials might include: information, guidelines 
or recommendations on proper acquisition, use, storage or disposal of chemicals. 

 Assisting the College community with compliance with all local, state and federal requirements 
for chemical safety. 

 Providing consultation to the Vice President for Academic Affairs and Dean of the Faculty for 
chemical safety issues 

 Membership: 
• Vice President for Academic Affairs and Dean of the Faculty, ex officio,  
• Senior Staff Members from each of the following areas, all are permanent members 

o Security 
o Housekeeping 
o Maintenance 
o Facilities 
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• One Faculty member from each of the following areas  
o Chemistry 
o Biology 
o Art 

 
 Term:   Two years 
 Meetings: At least once a semester and as needed 
     
 

The DATA STANDARDS COMMITTEE endeavors to: 
• define data elements consistently across all of the College’s data systems 
• identify the authoritative electronic sources and owners of each data element  
• determine the sensitivity of information  
• establish an electronic mechanism to move data elements from one system to another in an 

automated manner 
 Membership:  

 Vice President for Informational Technology and Chief Information Officer, ex officio 
 Dean for Library and Information Resources, ex officio 
 Dean of Student Life, ex officio 
 Manager of Administrative Software, ex officio 
 Registrar, ex officio 
 Controller, ex officio 
 Bursar, ex officio 
 Representative from Institutional Advancement, ex officio 
 Director of Human Resources, ex officio 
 Executive Director of Assessment and Planning, ex officio 
 Director of Technology for College Enrollment and Financial Aid 

Advisor, ex officio 
 Director of Financial Aid, ex officio 

 
 Term:  To be determined 
 Meetings:  As needed 
 
 
The COMMITTEE ON DISABILITIES reviews student accommodation cases on an as needed basis and 
cases involving unique requests and or diagnoses. It also suggests faculty and staff training as well as the 
development of processes that are needed on campus. It then recommends these 
suggestions/programs to the relevant department. 
 
 Membership: 

• Director of the Disabilities Resource Center chair, ex officio  
• Dean, School of Undergraduate Studies, ex officio 
• Dean, School of Continuing & Professional Studies, ex officio 
• Dean, School of Graduate Studies, ex officio 
• Associate Director, Disabilities Resource Center, ex officio 
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• Three (3) Faculty Representatives (Appointed) 
 

 Term:   To be determined 
 Meetings:  Once per month or as needed 
 
 
INSTITUTE for FORGIVENESS and RECONCILIATION PLANNING COMMITTEE 
The Planning Committee of the Institute for Forgiveness and Reconciliation (IFR) serves along with the 
Institute Director in the development, implementation and evaluation of programs and initiatives, 
designed to help achieve the goals for which the Institute exists. Through the Institute’s three 
overlapping components of 1) Research and Scholarship, 2) Formation, Education & Skill Development, 
3) Outreach and Service, the college has committed itself to work for the healing of divisions wherever 
they exist by promoting peace-building alternatives to violence and retaliation. 
 
Membership:  The IFR Planning Committee consists of interested members of the administration, 

faculty and college-wide staff with invited alums of all three schools to: 
 

• Complement the multidisciplinary and cross-curricular nature of the IFR; 
• Envision needs and design diverse ways, within and beyond the College community, to 

help promote a radical “cultural shift” from fear, grudges and violence to understanding, 
forgiveness and reconciliation; 

• Serve as collaborative, cross-disciplinary, sources of influence and expertise to assist the 
Institute Director in college-wide promotion of IFR’s mission, as central to the mission of 
Chestnut Hill College and its SSJ legacy. 
 

Term:  Members of the IFR Committee serve in a consultative and active role as long as they are able 
Meetings: three times each semester from 4:30-6:00pm to meet diverse schedules of active members 
 
 
The INSTITUTIONAL REVIEW BOARD (IRB) exists to safeguard the rights and welfare of all human beings 
(i.e. human subjects) that participate in research projects conducted under the aegis of Chestnut Hill 
College. The responsibility lies both with the College and the investigator.  The College and the 
investigator(s) have a duty to protect research participants as well as to comply with the specific 
requirements established by sponsors of research projects.  Guidelines are based on the standards 
established by the Declaration of Helsinki Recommendations Guiding Doctors in Clinical Research (1964, 
1975); U.S. Department of Health and Welfare Guidelines (1971, 1974); The Nuremberg Code (19470; 
The Belmont Report (1978); and the Ethical Principles in the Conduct of Research With Human 
Participants (American Psychological Association, 1982).  The IRB of Chestnut Hill College has the 
responsibility to review protocols and to represent the best ethical concerns for safeguarding the rights 
and welfare of all human subjects used in research protocols. 
 
Data collection and analysis may begin only after the IRB has approved the project and a copy of the 
approval has been placed in the student’s academic file.   The Chair of the IRB will receive the IRB’s 
decision and will communicate this decision to the investigator(s) as soon as possible. 
 
 Membership: The IRB consists of 8 members 

 One member is a college administrator, ex officio 
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 Seven members are voting members 
 Members are appointed by the President of the College in consultation with the 

IRB. 
 One member must be a member of the Department of Professional Psychology 
 One member must be from either biology or medicine 
 One member must be from the ethics profession (including moral theologians) 
 One member must be chosen from outside the college community 
 Of the seven voting members, two should be people not involved in scientific 

research.   
 One member may satisfy more than one of these requirements. 

 
Term:   Members of the Board will serve three years on a rotating basis. 
  Meetings: as needed 
Meetings: As needed 

 
 
The INTERNATIONAL EDUCATION COMMITTEE (IEC) serves as a college wide forum for action and 
dialogue in issues pertinent to international education and the internationalization of the College 
community.   The IEC is responsible for advancing Chestnut Hill College’s international education and 
exchange efforts. These efforts include international student outreach; support of campus activities that 
emphasize international concepts and issues; international student enrollment support; intercultural 
exchange; study abroad; supporting the internationalization of the curriculum and faculty exchange. The 
committee will review and recommend policies and procedures ensuring that the College maximizes its 
resources. The overall goal is to ensure coordinated active involvement in the College’s international 
agenda. 
 Goals: 

• Serve as a college wide forum for dialogue and action in international education 
• Discuss overseas partnerships and review curriculums and course descriptions 
• Examine requests for faculty exchange; potential study abroad scholarships 
• Advocate for the continued internationalization of the College’s curriculum 
• Insure coordinated active campus wide involvement in the College’s international 

agenda 

Representation:  
The IEC will be comprised of faculty, staff and administrators from various areas of the campus: 
Student Life, Athletics, Office of International Students Services, International Business, 
Language and Culture, Graduate Admissions, SCPS, English, Biochemistry, etc. 
 
Term: To be determined 
Meetings: As needed 

 
 
The MISSION AND LEGACY COMMITTEE assists members of our College Community in appropriating the 
mission and values of Chestnut Hill College and the Sisters of Saint Joseph by developing sound, 
cohesive, replicable programs that will provide information and education with regard to the spiritual 
heritage of our founders.  
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 Membership: 
 Include: Assistant to the President for Mission and Ministry, ex officio 
    Appointed members  
 
 Term: To be determined 
 Meetings: Monthly with additional subcommittee meetings as well 
 
 
The RETENTION COMMITTEE supports the mission of Chestnut Hill College by providing student-
centered, campus-wide leadership to advocate, develop, implement, and assess strategic retention 
efforts in order to facilitate student success.   
Committee Activities 

• Develop a student-centered strategic retention plan to establish, assess, and/or implement 
strategies that will meet the college’s retention goals. 

• Identify data needs, and oversee its collection, analysis, and maintenance for systematic use in 
the decision-making of retention initiatives.   

• Monitor best practices in retention and make recommendations for implementation of select 
initiatives as appropriate. 

• Explore, identify, and implement innovative ideas to enhance the quality of the students’ overall 
college experience. 

• Collaborate and coordinate with offices across campus to advocate and promote a student-
centered environment and policies. 

• Systematically identify and evaluate criteria for students considered to be at risk of transferring, 
and develop an early alert system to address any potential barriers to the individual student’s 
success. 

• Engage the entire College community in the retention effort by disseminating data and 
initiatives to convey the importance of retention, and an understanding that each member of 
the campus community has a significant impact on student success. 

• Recommend appropriate and achievable retention goals. 
 
Membership 

• Director of Academic Advising (chair, ex officio) 
• Vice President for Enrollment Management, ex officio 
• Dean, School of Undergraduate Studies, ex officio, co-chairs 
• Dean of Student Life, ex officio 
• Director of Financial Aid, ex officio 
• Executive Director of Assessment and Planning ex officio 
• Registrar, ex officio 
• Director of Campus Life, ex officio 
• Director of SUS Admissions, ex officio 
• Director of Enrollment Management Technology, ex officio 
• Admissions Officer, ex officio 
• One representative from the Athletics, ex officio 
• Two (2) faculty representing each of the undergraduate Schools 
• Others with particular expertise may be invited to participate in a meeting as needed 
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Term:  To be determined 
Meetings:  Bi-weekly  
 
 
The SUSTAINABILITY COMMITTEE (Green Team) assists the CHC community in living its vision of Care 
for Creation in concrete ways. 
 
Objectives:  To initiate one campaign a year to deepen that goal.  
  To hold an annual Urban Sustainability Conference. 
   To celebrate Earth Day, April 22 with concrete projects 
   To provide education and service opportunities in the area of ecological awareness. 
 
 Membership: 
  The "Green Team" consists of members of Administration, Faculty, Staff and   
  Student Body. 
  The Task Force is led by the Director of the Earth Center. 
 
 Term: No term is designated 
 Meetings: Once a month as needed 
 
 
The VETERANS COMMITTEE was established to review services and programs that are needed to assist 
veterans and their family members to successfully achieve their academic goals.  
Membership: by invitation based on background/experience or current involvement with veteran 
students. 

 Dean of the School of Continuing and Professional Studies, ex officio 
 Assistant to the Registrar (SCPS) and VA Certifying Official, ex officio 
 Director of Career Development, ex officio 
 Registrar, ex officio  
 Director of the Counseling Center, ex officio 
 Bursar, ex officio 
 2 faculty (Human Services and Psychology) 

 
Terms: as needed 
Meetings: as needed 
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Other Ad Hoc Committees 
 
The Christian R. and Mary F. Lindback Award is given every three years to a distinguished faculty 
member of Chestnut Hill College. This award is a public recognition of the academic excellence and 
teaching proficiency of this faculty member.  A distinguished teacher is one who is intellectually 
stimulating, challenging and accessible; one committed to the life of the mind and spirit, to the temporal 
and eternal well-being of students. 
 Membership: 

 Vice President for Academic Affairs and Dean of the Faculty, ex officio 
 Dean of the School of Undergraduate Studies, ex officio 
 Dean of the Graduate School, ex officio 
 The Student Government VP for Academic Affairs 
 The Student Government President 
 The four most recent Lindback award recipients 

 
 Term:   New committee every other year as the award is offered. 
 Meeting:    April of the offered year. 
 

The Interdisciplinary Honors Program Committee is composed of the Director of the Honors Program, 
one faculty member from each of the seminars currently in the Program, and a student representative 
from each of the years and each of the seminars currently in the Program. Ordinarily, faculty members 
in each seminar alternate on the Committee. The representative of the first-year class is elected some 
time during the fall semester. 

The Committee addresses matters of curriculum and policy within the Program, submits 
recommendations to the appropriate College committee or administrator when indicated, conducts 
recruitment activities, screens applicants to the Program, and considers matters of concern to the 
Program which are referred to the committee by members of the College community. The Committee 
meets as often as business warrants, at a time convenient to all the members. 

 Membership: 
 Director of IDHP, ex officio 
 4 Class Representatives: elected by peers 
 4 Seminar Representatives: elected by peers 
 4 Seminar Faculty: appointed  

 
 Term:  One year for Faculty 
   One year for seminar representatives 
   Four years for class representatives 
 Meetings:  Once or twice a year as needed 
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Committees by Type 
 

Type NAME OF COMMITTEE NOTES 

College Faculty Technology Advisory Committee Appointed 

Academic ACCELERATED Curriculum Committee 
Faculty elected and 
appointed 

Academic Articulation Committee Appointed 

Academic 
Graduate Curriculum and Academic Standards/Policies 
Committee 

Faculty elected and 
appointed 

Academic Interdisciplinary Honors Program Committee Appointed 

Academic SUS Curriculum Committee 
Faculty elected and 
appointed 

Academic Undergraduate Academic Standards 
Faculty elected and 
appointed 

Ad Hoc Autism Support Initiative Committee Appointed 

Ad Hoc Distinguish Service Committee Appointed 

Ad Hoc Lindback Award Committee Appointed 

Ad Hoc Resource Task Force Appointed 

Athletic Athletic Advisory  Committee Appointed 

Athletic Athletic Appeal Committee Appointed 

Athletic Athletic Compliance Committee Appointed 

College Admissions Review Board Appointed 

College College Appeals Board Appointed 

College Comprehensive Campaign Appointed 

College Data Standards Committee Appointed 

College International Education Committee Appointed 

College Library/Information Literacy Committee 
Faculty elected and 
appointed 

College Retention Committee Appointed 

College SLO Assessment Support Committee 
Faculty elected and 
appointed 

College Staff Council Elected 

College SUS Admissions Committee 
Faculty elected and 
appointed 



 
 

 
Chestnut Hill College Faculty Manual (July 2022) | Page 109  

 
 

College Veterans Committee 
Appointed and 
Volunteer 

College Green Sustainability Committee Appointed 

Compliance Academic Review Appointed 

Compliance Chemical Safety Committee Volunteer 

Compliance Disabilities Committee  Appointed 

Compliance Institutional Review Board Appointed 

Compliance Accessibility Committee 
Appointed and 
Volunteer 

Faculty 
Senate Faculty Development Committee 

Faculty elected and 
appointed 

Faculty 
Senate Faculty Senate Election Committee Faculty Volunteer 
Faculty 
Senate Faculty Senate Executive Board Faculty elected 
Faculty 
Senate Faculty Senate Faculty Life Committee Faculty elected 

President Legacy and Mission Appointed 

President 
Planning Committee for the Institute for Forgiveness and 
Reconciliation Appointed 

President 
Planning Committee for the Institute for Religion and 
Science Appointed 

President Promotion/Tenure Committee 
Faculty elected and 
appointed 

President Strategic Planning Committee   Appointed 

Service Green Sustainability Committee 
Appointed and 
Volunteer 

College 
Institute for Forgiveness and Reconciliation Planning 
Committee 

Appointed and/or 
Volunteer 

College International Education Committee Appointed 
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Appendix A: Criteria for Promotion and Tenure 
 
Faculty Scholarship Plan 
Developing Support for Scholarship at Chestnut Hill College 
 
I.  Presentation of the Plan 
In order to develop clarity regarding scholarship and research, each faculty member is encouraged to 
present a plan to the Dean of the appropriate School and the Department Chair when formulating a 
project. This would be particularly important for new faculty members on a tenure track. The purpose of 
the plan is to make specific the ways in which the faculty member could address the Carnegie/Boyer 
criteria for the assessment of scholarship. The plan should address these points: 
 

A. Describe your project. Your plan should include the basic purposes of your project; define 
realistic and achievable objectives and deal with a question that is important in your area of 
scholarship. 

B. Indicate your present experience in this area of scholarship, the skills that you bring, and the 
resources for carrying out this project that you have or plan to have. 

C. Indicate how and the audience to whom you expect to communicate the results of your 
scholarship. 

D.  Suggest ways that your project and outcomes could be assessed/evaluated.  
 
II. Evaluation of project by the Promotion and Tenure Committee: 

A. Does the scholar  
 identify the Carnegie/Boyer category of scholarship? 
 state the basic purposes of his or her scholarship clearly? 
 define objectives that are realistic and achievable? 
 identify important questions? 

B. Does the scholar  
 show an understanding of existing scholarship?  
 bring the necessary skills to his or her work?   
 bring together (or have a plan to bring together) the resources necessary to move the 

project forward? 
NB. This evaluation would be returned to the Dean of the appropriate school who, in consultation with 
the Promotion and Tenure committee, would use the evaluation to advise the faculty member of the 
appropriateness of the plan. 
 
Once approved, this plan can be modified as needed in consultation with the Dean of the appropriate 
School. 
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 III. PRESENTATION OF SCHOLARSHIP for Update, Feedback, and Evaluation 
At the time of pre-tenure, 3rd year, and post-tenure review or when applying for promotion or tenure, 
faculty members will report on their progress with this scholarship plan and provide evidence. The 
report should address the following: 
Describe the project that you have been involved in. This description should include the plan for your 
project (along with goals and objectives); your methods and procedures used; your results; the forums 
used for communicating your results; copies of your significant publications and/or presentations; your 
evaluation of your work. 
 
It is always helpful to share your progress with your mentors and/or peers as you continue to carry out 
your project so that they will can advise you and be ready to evaluate your progress when letters of 
recommendation are needed. 
 
IV. Evaluation of Scholarship  
The Promotion and Tenure Committee in conjunction with the Dean of the appropriate school will 
evaluate the results of the faculty member’s scholarship as presented in 3rd year review and in 
applications for tenure and promotion as follows: 

A. Does the scholar  
 use methods appropriate to the goals? 
 apply effectively the methods selected?  
 modify procedures in response to changing circumstances? 

B. Does the scholar’s project/work 
 achieve all or most of the scholar’s goals? 
 add consequentially to the field? 
 open additional areas for further exploration? 

C. Does the scholar  
 use a suitable style and effective organization to present his or her work? 
 use appropriate forums for communicating work to its intended audiences? 
 present his or her message with clarity and integrity? 

D. Does the scholar  
 critically evaluate his or her own work? 
 bring an appropriate breadth of evidence to his or her critique? 
 use evaluation to improve the quality of future work? 
 

NB. This evaluation is part of the regular Promotion and Tenure review which is presented to the 
President and forwarded to the Vice President for Academic Affairs/Dean of the Faculty. 
See Ernest L. Boyer. Scholarship Reconsidered: Priorities of the Professoriate. The Carnegie Foundation 
for the Advancement of Teaching. San Francisco: Jossey-Bass, 1990; Charles E. Glassick, Mary Taylor 
Huber, Gene I. Maeroff. Scholarship Assessed: Evaluation of the Professoriate: An Ernest L. Boyer Project 
of The Carnegie Foundation for the Advancement of Teaching. San Francisco: Jossey-Bass, 1997. 



 
 

 
Chestnut Hill College Faculty Manual (July 2022) | Page 113  

 
 

Name: _______________________________________________________________________________________  
 
CRITERIA FOR PROMOTION AND TENURE: 
TEACHING - SCHOLARSHIP - SERVICE 
 
SUMMARY 
 
 
 PROFICIENCY EXCELLENCE* POTENTIAL FOR 

EXCELLENCE 
TENURE in all 3 areas -------- in at least 1 area 

ASSOCIATE 
PROFESSOR 

in all 3 areas in at least 1 area in at least 1 additional area 

FULL 
PROFESSOR 

in all 3 areas in at least 2 areas -------- 

 
* Faculty of doctoral programs must choose scholarship as an area of excellence. 
 
Use the following pages to identify and record evidences supporting appropriate areas of proficiency and 
excellence. 
Use the space below for notes on items needing fuller discussion: 
 
 
 

PROFICIENCY IN TEACHING 
DEMONSTRATED BY ABILITY TO CREATE A CLASSROOM ENVIRONMENT  
IN WHICH THE FACULTY 
effectively and creatively impart knowledge to 
students 

 

help students learn from each other  
motivate students to learn and think independently  
present the latest thinking in her/his field  
encourage students to participate if practical in her/his 
ongoing research 

 

EVERY APPLICANT FOR PROMTION AND/OR TENURE SHALL SUBMIT 
statement of philosophy of education, articulating in 
detail relationship between teaching goals and 
classroom methods 

 

Sample materials used in courses, including syllabi, 
examinations, special assignment 

 

Samples of student work  
Original student evaluations, with analysis of 
aggregate trends for sufficient number of classes 

 l    d  h  l  
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Peer evaluations of teaching from faculty at Chestnut Hill 
College and/or other institutions 

 

 
THE APPLICANT IS ADVISED TO ADDRESS THE FOLLOWING QUESTIONS 
How have the students utilized the knowledge they 
have gained from taking my courses? 

 

How have I updated my teaching materials over the 
? 

 
How have I sought and utilized peer evaluation of my 
teaching? 

 

How have I improved as teacher over past 
several years? What experiences have been 
instrumental to my development as teacher? 
How have I fulfilled plans for improving/ 
developing teaching skills as included in 

  What plans have I for improving and/or developing 
my teaching skills over the next five years? 

 

 
 
 

EXCELLENCE IN TEACHING 
DEMONSTRATED BY OUTSTANDING TEACHING ACCOMPLISHMENT WHICH IS RECOGNIZED BOTH 
within the college community  

in the wider professional community  

STRONGEST EVIDENCE OF EXCELLENCE IN TEACHING MAY INCLUDE 
Teaching awards  
Course materials which demonstrate continuing 
significant development/refinement of content and 
methodology in light of developments in the field 
and/or changes in student profile 

 

Student evaluations that consistently attest to 
exceptional teaching 

 

Evaluations of teaching effectiveness by peers in the 
applicant’s discipline, from Chestnut Hill College or 
from other colleges or universities 

 

Other strongest evidence  

OTHER EVIDENCE OF EXCELLENCE IN TEACHING MAY INCLUDE 
PROFICIENCY IN SCHOLARSHIP 
DEMONSTRATED BY 
keeping abreast of developments in one’s 
d l  

 

     
 

 

      
       

 

        
       

 
 

    
        

    
 

      
    

    
     

    
  

 

         

           A philosophy of teaching that demonstrates a 
sophisticated integration of information from diverse 
sources as well as a consistent pattern of development 
of teaching methodology 

 

Letters from former students that indicate the effect 
that the applicant’s teaching and/or advising has had 
in the students’ lives 

 

Other evidence  
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EXCELLENCE IN SCHOLARSHIP  
IS DEMONSTRATED BY EXPERTISE IN ONE’S ACADEMIC DISCIPLINE WHICH IS RECOGNIZED BOTH 
by the Chestnut Hill College community  

by the wider professional community  

Evidence must include, but is not limited to, 
published materials and/or significant artistic 
accomplishments  

 

NOTE: An article will be considered a publication when it has been accepted for publication and evidence of 
such is provided in the materials submitted for review. A book will be considered a publication when it has 

   
 
STRONGEST EVIDENCE OF EXCELLENCE IN SCHOLARSHIP MAY INCLUDE 
 

        
Publication in peer-reviewed professional journals  

External grant awards related to one’s scholarship  

Citations of one’s work in published work of others  

Chapters in books and essays in anthologies  

Publication in proceedings of conferences  

Publication in national media (TIME, etc.)  

Publications used in college libraries  

Other strongest evidence  

OTHER EVIDENCE OF EXCELLENCE IN SCHOLARSHIP MAY INCLUDE 
Presentations at peer-reviewed conferences  

Videos, computer programs, performances, art exhibits  

Invitations to participate in national seminars or institutes  

Collaboration with faculty across disciplines  

Positive reviews of scholarly work by members of 
the professional community 

 

Development of new courses, especially when these 
courses extend beyond one’s expertise 

 

Evidence of professional activities that enhance the 
candidate’s expert knowledge of the field 

 

Directing/supervising student research  

Elected office in professional organizations  

Hosting major scholarly conferences  

Publication in local journals  

Development of new programs within the college 
or community at large 
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Publications, exhibitions, or performances which are 
not peer-reviewed 

 

In-service presentations for groups of professionals in 
the candidate’s field 

 

Other evidence  
 

EXCELLENCE IN SERVICE 

IS DEMONSTRATED BY LEADERSHIP AND SIGNIFICANT ACCOMPLISHMENT IN SERVING THE COMMON GOOD OF 
CHESTNUT HILL COLLEGE AND/OR THE WIDER COMMUNITY, OTHER THAN THROUGH TEACHING AND SCHOLARSHIP, 
WHICH IS RECOGNIZED BY BOTH 
the Chestnut Hill College community  
the wider community  

EVIDENCE OF EXCELLENCE IN SERVICE MAY INCLUDE 

Leadership in the department, especially serving as department 
chair 

 

Consistent leadership on Chestnut Hill College committees, 
including consistent election to committees and consistent 
service as chair and/or secretary 

 

Leadership in major projects, such as curriculum revision, policy 
articulation, volunteer service projects, community celebrations, 
volunteer services to students with special needs, conferences, 
workshops, displays and exhibits, campus ministry, recruitment, 
fund raising, extracurricular student activities, and the like. 

 

Leadership and/or significant accomplishment in projects for the 
good of the community beyond Chestnut Hill College, which are 
in harmony with the mission of Chestnut Hill College and which 
enhance the reputation of the College. 
 

 

Other evidence 
 

 



 
 

 
Chestnut Hill College Faculty Manual (July 2022) | Page 117  

 
 

Appendix B:  Use of Recording Devices as an Accommodation for a Disability 
 
CHESTNUT HILL COLLEGE        
 
Subject:  Use of Recording Devices as an Accommodation for a Disability 
 
Index:   G 308.2 
 
Effective:  August, 2014       Contact: VPAA 
 
In increasing numbers, students are requesting permission to record faculty lectures as an 
accommodation for a disability.  The policy and process outlined here seek to respect the rights of all 
concerned, in keeping with applicable federal and state laws: 

1. An instructor may not impose upon students with disabilities rules which have the effect of 
limiting the student’s participation in the college’s educational program.  In other words, if the 
recording of the lectures is a reasonable accommodation, then the faculty member cannot 
refuse to allow it. 

2. At the same time, it is illegal in the state of Pennsylvania to record an oral communication 
without the consent of all of the parties to the communication.  

3. In addition, faculty lectures, outlines, PowerPoint presentations, slides and other content made 
available  to students enrolled in a course  represent work product of the faculty, in which the 
College and/or the faculty may have Intellectual Property rights.  

When it is determined by the Disability Committee that a student with a qualifying disability should have 
permission to record faculty lectures as a reasonable accommodation, the instructor and the student 
must both sign a Recorded Lecture Agreement to establish conditions that respect the rights of all 
concerned.   Violation of this Agreement may subject the violator to disciplinary and/ or legal action.   

1. The Recorded Lecture Agreement stipulates that the student will be permitted to record the oral 
presentations in a course, as well as the classroom discussions, if the classroom discussions are 
necessary to an understanding of the subject matter, so long as the following conditions are met: 

a. All students in the class will be informed by the instructor at the beginning of each semester 
that permission was granted for audio recordings to be made.  The Instructor will inform 
students in the course that their classroom discussions are subject to being recorded if those 
discussions are necessary for the student’s understanding of the subject matter.  The name 
of the student making the recordings will not be revealed. 

b. The student agrees to stop recording when discussions of personal matters arise. 
c. The student must use the recordings for his/her own use and may not disseminate or share 

the recordings with others. 
d. Permission to allow the recordings is not a transfer of any copyrights in the material or 

recordings.  The recordings may not be reproduced or uploaded to publicly accessible web 
environments. 

e. The student will not exchange or distribute the lectures for commercial purposes, for 
compensation or for any purpose other than as a study aid for the student. 
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f. The student agrees to destroy the recordings at the end of the semester or when they are no 
longer attending the course. 

g. The student does not infringe the copyright in the lectures and other relevant materials. 
 

2. The Agreement will cover any recording which may consist of an audio replication recorded on 
devices which may include, but is not limited to, audio recorders, cellular phones, MP3 players, 
computers, and other handheld devices which record sound.  

3. The Agreement must be signed for each course which is to be recorded. 
4. It is the obligation of the student to take the Agreement form to the faculty member, obtain his or 

her signature, and return the fully signed Agreement to the Disability Committee, where it should 
become part of the student’s file. 

5. The student and the instructor must both sign the Agreement before the recordings can begin. 
 


	Chestnut Hill College Mission Statement
	Chestnut Hill College Core Values
	History of Chestnut Hill College
	Section I:  Faculty Policies and Procedures
	F 101.1:  The Faculty
	F 101.2:  Contracts and Guidelines for Hiring of Full-Time Faculty
	F 101.3:  Guidelines for Hiring of Part-Time Faculty
	F 101.4:  Workload Policy
	F 101.5:  Termination of Contract and Dismissal
	F 101.6:  Governance
	F 101.7:  Center and Discipline Chair Selection
	F 101.8:  Responsibilities of Center Chairs
	F 101.9:  Emeritus/a Status
	F 101.10:  Communications
	F 101.11:  Transitional Retirement Policy
	F 101.12:  Staff Teaching
	F 101.13:  Vacation Leave for Faculty on Twelve-month Contracts
	F 201.1:  Faculty Evaluation/Post-Tenure Review
	F 201.2:  Pre-Tenure Review Process
	F 201.3:  Promotion and Tenure Policies and Guidelines
	F 201.4:  Promotion in Academic Rank of Administrators
	F 301.1:  Sabbaticals
	F 301.2:  Faculty Development Release Time
	F 301.3:  Faculty Colloquia
	F 301.4:  Faculty Grievance Policy
	F 401.1:  Alternate Course Formats
	F 401.2:  New Undergraduate Degree Program Process
	F 401.3:  Syllabus Guidelines
	F 401.4:  Course Scheduling Policy
	F 401.5:  Grade Appeal Policy
	F401.6:  Course Overload Policy for Full-Time Faculty
	F 401.7:  Course Approval Policy
	F 401.8:  Class Size Policy
	F 501.1:  Hold Harmless Agreement
	F 501.2:  English Fluency in Higher Education Act
	F 601.1:  Logue Library
	F 601.2:  Study Abroad and Study Tours
	F 701.1:  Academic Freedom Policy

	Section II:  Faculty Senate
	Faculty Senate Bylaws
	Faculty Senate Procedures Manual
	Officers
	Procedure for Setting The Meeting Schedule
	Procedure for Obtaining Written Response from Each Faculty Member
	Procedure for Ballots
	Procedure for Committee Elections
	Procedure for Voting on Proposals
	Guidelines for Committees to Which Faculty Are Elected
	Committees


	Section III:  Committees
	Elected and/or Appointed Committees
	Volunteer Committees
	Volunteer or Appointed Committees
	Other Ad Hoc Committees
	Committees by Type

	Section IV:  Appendices
	Appendix A: Criteria for Promotion and Tenure
	Appendix B:  Use of Recording Devices as an Accommodation for a Disability


