ag

Kenrick-Glennon Seminary

Kenrick School of Theology

Faculty Handbook

Table of Contents

I. INTRODUCTORY MATERIAL
            Preface, Introductory Material, List of Abbreviations
1
II. THE COMPOSITION OF THE FACULTY

1. THE HIRING CRITERIA FOR FACULTY
3
2. THE HIRING PROCEDURE FOR FACULTY 
7
3. Contract and Compensation Agreement 
10
4. Terms of Compensation 
12
5. Full-time, Continuing Part-Time, and Adjunct Status 
14
6. Tenure and Term 
16

7. Academic Rank 
17

8. Retirement 
19

9. Severance 
19

10. Formal Faculty Evaluation Process
24 

11. Formal Faculty Evaluation process 
       for advancement in rank……………………………………….………….26
12. faculty evaluation: SCOPE AND PROCESURES…………………………30
13. criteria for evaluation of faculty research 
32
14. DUE PROCESS AND GRIEVANCE PROCEDURES……………………………….34

15. files………………………………………………………………………………….37
III. Institutional Function of Faculty

1. Collective Responsibilities and Rights 
38
2. COLLECTIVE COMPETENCE: DELIBERATIVE AND CONSULTATIVE 
39
3. Role in Institutional Procedures 
41
4. Committees 
42
5. Area Specialties 
46
6. Community Life among faculty 
47
7. Alcohol and Drug Use 
48
IV. Scholarly Function of Faculty

1. Freedom of Inquiry 
49

2. Faculty Accountable Plan 
51
3. Sabbaticals and Leaves
52
4. Current Faculty Activities 
53
5. Curriculum Vitae 
54
6. Summer Activity 
55
7. Coordination with Library 
56
8. Secretarial Services…………………………………………………………...57
9. The Policy regarding the photocpying of copyrighted

     materials for classroom and research use
58
V. Instructional Function of Faculty

1. Syllabus 
59
2. Textbooks 
60
3. Size of course enrollment 
61
4. Class Attendance 
62
5. Attendance at Funerals 
63
6. Scheduling of Ordination retreats 
64
7. Late arrival of professor 
65
8. student workload expectations 
66
9. Grading 
67
10. Academic integrity and plagiarism 
68
11. Composition Stylesheet 
69
12. Accountability exercises 
70
13. Course evaluations 
71
14. Assessment folder 
72
15. Faculty advisement in the Summative evaluation program 
73
16. independent and tutorial study 
74
17. GUEST INSTRUCTORS OR LECTURERs 
75
18. Academic grievance 
76
VI. Formational Function

1. Personal example and modeling 
77
2. Availability to Students 
78
3. Availability for spiritual direction
79
4. liturgical participation 
80
5. presence at student activities and functions 
81
6. PARTICIPATION IN THE STUDENT EVALUATION PROCESS…………………..82
VII. appendices

1. Policy for revising the faculty handbook 
85
2. Sample Contract and Compensation agreements 
86
3. Forms for the Formal Faculty Evaluation Process for  
     Advancement in rank……………………………………………………….…99
4. Alcohol and Drug use
101
5. Copyright policy 
105
6. Syllabus Template 
116
7. computer replacement policy 
119
             8.  FACULTY EVALUATION QUESTIONNAIRE…………….…….........................120

I. Introductory Material
PREFACE
The first draft of this Faculty Handbook, a revision of the 1980 Faculty Handbook, was commissioned by Very Reverend Ronald W. Ramson, C.M., Rector of Kenrick-Glennon Seminary, during AY87 and first appeared, in incomplete form, in 1991. It replaced the “Faculty Constitution” (1986) which was used provisionally for a number of years. Amended and published in final form in 1993, it was revised again in 1997 to accommodate changes contained in the fourth edition of the Program of Priestly Formation (1992) and the normative documents from the Holy See, as well as the transition of administration from the Congregation of the Mission to the Archdiocese of St. Louis in 1995. Another revision, primarily for purposes of posting the Handbook on the Seminary’s website, was made in 2006. The present edition, which was entrusted to the Faculty Welfare Committee, is the result of major updating done in AY2010 and AY 2011 to bring the work in line with the fifth edition of the Program of Priestly Formation (2006) and to include new material pertaining to continuing part-time faculty. 
Spring 2011
INTRODUCTION
The Role of the Faculty in the Seminary Community
Kenrick School of Theology calls on a variety of people, both within and outside the institution, in order to carry out its mission. Within the institution the faculty, composed of administrators, teachers, and formation personnel, plays a central role. Both full-time and adjunct faculty work under the leadership of the Rector, the Academic Dean and the Dean of Students. They are expected to engage in a continuing process of dialogue, mutual support, and challenge as they fulfill their respective duties and participate in the development of policies and procedures. To this end, individually and through collaborative efforts, they are to (1) promote and witness to the value and vocation of priesthood; (2) support all duly prescribed positions, programs, and regulations of the Seminary; (3) participate in Seminary functions and attend to faculty obligations as set forth in this handbook; and (4) cultivate their own personal and professional growth.
List of Abbreviations 

1. BNPF - Basic Norms for Priestly Formation 

(Sacred Congregation for Catholic Education, 1985)

2. PDV - Pastores Dabo Vobis 

(Pope John Paul II, 1992)

3. PPF - The Program of Priestly Formation, Fifth Edition 

(National Conference of Catholic Bishops, United States of America, 2006)

4. PSE - Directive Concerning the Preparation of Seminary Educators (Congregation for Catholic Education, 1994)

5. TFFP - The Theological Formation of Future Priests 

(Sacred Congregation for Catholic Education, 1976)

6. CIC - The 1983 Code of Canon Law
II. The Composition of Faculty









II.1   THE HIRING CRITERIA FOR FACULTY
Because the Seminary is a unique academic institution, the characteristics required of prospective candidates for the faculty are also unique. Responsibility to guide toward priestly maturity is a collaborative effort of the entire faculty, each giving in accord with his or her skills, talent, and competency to the overall growth and total formation of the seminarian. Faculty members are to be dedicated to the total formation of students, willing to form with them a genuine educational community. (PPF 344-357; BNPF 38)  "Not just the rector or spiritual director is responsible for the success of formation, but all the members of the educational team." (PSE 30)  Hence, no faculty member may consider that this high responsibility lies outside of his or her interest or labor. The following descriptions of characteristics are meant to be indicative, not exhaustive.
II.1.1  All Faculty 
The following criteria apply to all candidates for a faculty position (with appropriate exceptions understood for candidates who are not Roman Catholic).
Preparation:   Faculty members, as stated generically by the Second Vatican Council, are to have pastoral experience and excellent spiritual, academic, and professional preparation. (PPF 364-367; PDV 66.2)  More specifically, such preparation includes the following.
A. Doctrinal preparation. This includes a clear perception of the common doctrine of the church, in conformity with the teachings of the Magisterium and the consequent discernment of the limits of theological pluralism; deep and motivated convictions regarding the importance of a sound philosophical and theological formation against the tendencies toward a superficial pragmatism and pastoral "immediatism"; a deeply assimilated theological culture in contact with life, which enables one to be apt for dialogue with the students in order to deepen their doctrinal patrimony and prepare them for their future pastoral duties; suitable updating in the sacred disciplines so as to maintain a fruitful dialogue with professors and an exchange of ideas regarding the formational problems of the students; a lively ecclesial sense joined with a consciousness of the nature and mission of the various states of life within the church; special missionary and ecumenical sensitivity with regard to the problems of life in the church, the challenges of evangelization, and the proper ways of inculturation of the faith; clarity of ideas about the priesthood, its ministry and the conditions of life that it requires; good knowledge of historical, theological, and pastoral problems. (PSE 53,54)
B. Spiritual preparation. This includes a true liberty of spirit which renders the educator sensitive and attentive to the movements of grace in order to be able to discern the signs of the divine will in the life of students; a spirituality free from every exaggerated subjectivism and rooted in the tradition of the Church, not confusing subjective preferences and criteria with the essential demands of the plan of God; proper concern for the deepening of the diocesan spirituality and the unity of the presbyterate; a healthy openness of spirit, capable of harmonizing the classical forms of priestly spirituality with the new demands and nuances of the spiritual currents of our time; sound knowledge of spiritual theology, of the laws of the development of the Christian interior life, of the rules of discernment and of the dynamics of the relationship between the spiritual director and the seminarian, drawing upon the classics of the Western and Eastern tradition and also dedicating an adequate attention to modern and contemporary authors; love for the liturgy and an understanding of its role in spiritual and ecclesial formation; assiduous and meditative reading of the encyclicals, the documents of the Holy See, and of the local church regarding the priesthood and priestly vocation. (PSE 55)
C. Pastoral preparation. This includes an ability to present the theoretical and practical needs of the various fields of pastoral life in harmony and dialogue with the teaching staff and in particular with the teachers of pastoral subjects; effective attention to the formation of a proper equilibrium between evangelization and human and social promotion; integration into the living pastoral tradition of the particular church and openness to the missionary dimension of ecclesial life. (PSE 56)
D. Pedagogical preparation. This includes constant reference to an overall and complete vision of man, offered by a sound theological anthropology; particular attention to the various magisterial pronouncements regarding specific moral problems, including a respect for the intimacy and non-violability of the human conscience; good didactic and pedagogical qualities; capacity to animate group work and stimulate the active participation of students; ability to establish links between teaching on the one hand and piety, life and pastoral problems on the other; serious preparation in those human sciences (psychology especially) which relate to one's office. (PSE 59, 62; PDV 66.3)
In addition to preparation, faculty members are to manifest the following personal characteristics mindful that faculty members teach by the quality of their lives, exemplifying the Gospel in their own lives. (PPF 358-363)
E. Spirit of faith. This includes a sound, well-motivated, convinced and profoundly lived faith which shows in all one's words and actions; faith animated by charity; a clearly evident appreciation of the priesthood and love for the Church and for the Eucharist as a source and sign of unity within the Seminary program. (PPF 365; PSE 26)
F. Spirit of communion. This includes a particularly balanced personality who is gifted in regard to the capacity for collaboration and a sense of communion; skill for human relations and leadership; the ability and willingness as an individual faculty member to contribute to a certain corporate milieu which is characterized by harmony in spirit and action, maintaining a frank and genuine communion, thus offering students a significant example and practical introduction to ecclesial communion and presenting together with the students the genuine image of one family; prompt and fraternal capacity to collaborate, especially seen in a close relationship with the rector; mutual working together and a willingness to consider the common objectives and criteria of discernment given by the Church and the bishop as normative and as prevailing over personal points of view; a spirit of collaboration among teachers of different disciplines; good harmony between theological teaching and the formational policy of the Seminary. (PPF 367; BNPF 38; PSE 24, 29-32; PDV 66.1)

G. Human maturity and psychological equilibrium. This includes a capacity to create and maintain a serene atmosphere; to keep friendly relationships which express understanding and affability; to possess constant self-control; wisdom, that is, right consciousness of oneself, of one's own value, and of one's own limits, honestly recognized and serenely accepted; good critical detachment from self, open to learn, knowing how to accept criticisms and observations, ready and willing to correct self; a good and constant predisposition to wise, balanced decisions and to patience; intelligence united with prudence and wisdom. (PSE 24, 33, 34; PDV 66.2)
H. Clear and mature capacity to love. This includes free and stable possession of one's own affective world; the capacity to love and to allow oneself to do so in a right and purified way; a self-giving attention to the other person, an intimate understanding of the other's problems, and a clear perception of the other's real good; appreciation of the gratitude, respect and affection of others without exacting these or making them the condition of one's willingness to serve; an ability to form in others a self-giving affectivity, concentrated on God and referred to God; possession of an authentic pedagogical sense, that is, an attitude of spiritual paternity expressed in an attentive, while at the same time respectful and discreet, accompaniment of the growth of the person, united to a healthy capacity for self-reflection, lived in a climate of reciprocal trust and esteem. (PSE 35, 36)
I. Listening, dialogue, and the capacity for communication. This includes normal perspicacity; fundamental capacities in the human sciences of interpersonal communication and the dynamics of human decision; capable of presenting clearly the values and notions which are the object of formation, adapted to the receptivity of the students; able to create a climate of communication that would train students to engage in frequent interpersonal and group dialogue, to be attentive to correctness of language, clearness of exposition and logical argumentation; knowledge of the methodological principles that rule the organization and the smooth operation of a complex network of relationships and responsibilities. (PSE 39, 40)
J. Positive and critical attention to modern culture. This includes broad knowledge of contemporary culture; healthy openness of spirit, sensitive to the problems of the persons and social groups of the whole church; magnanimity, that is, a widespread vision permitting one to understand events and their causes, their complexity and their social and religious implications, properly distancing oneself from any attitude which is superficially emotional and linked to the ephemeral and the transitory; an awareness of the significance of questions of peace, justice, and respect for life. (PPF 355-357; PSE 41, 42)
II.1.2  Teaching Faculty
In addition to the above criteria which apply to all faculty candidates, the following criteria apply to candidates for a teaching faculty position.
A. Teaching faculty are to have advanced, preferably terminal, degrees in their teaching areas. (PPF 346)
B. Teaching faculty in the sacred sciences are ordinarily to possess a doctorate or licentiate from a university or institution recognized by the Holy See. (PPF 347; Code of Canon Law 253)
C. Teaching faculty are to be genuinely expert, each in his or her own subject, with a reasonable knowledge of kindred subjects. (BNPF 34)
D. Teaching faculty are to master the art of teaching and be trained in active teaching methods. (BNPF 35)
E. Teaching faculty are to have a firm foundation in the teaching of the Church and be able and ready to distinguish between their own insights and other theological developments or opinions on the one hand and Catholic doctrine on the other. (PPF 348; PDV 67.2)
F. Teaching faculty are to be men and women of faith, who are full of love for the Church, who have a richly developed pastoral sense, and a total fidelity to the Magisterium. (PDV 67.4)
II.1.3   Priest Faculty 
While all faculty members contribute to the growth of a seminarian toward priesthood, priests on the faculty give witness in a unique way by their own ministry, because they are the most immediate source of identification with the priesthood. Role modeling is a profound force for formation and growth. Hence, the following characteristics are looked for in priest faculty.
A. Priest faculty members are to be exemplary priests. This includes being role models worthy of imitation; having an active priestly and pastoral consciousness; stability in one's vocation; witnessing to a truly evangelical way of life and total dedication to the Church; sincere adherence to the moral and spiritual values of priesthood; careful preparation for priestly celibacy. (PPF 351; PSE 24, 26, 54; PDV 66.2, 66.3)
B. Priest faculty members are to have appropriate experience in pastoral ministry, living a coherent priestly life animated by apostolic zeal and by lively missionary sense. (PPF 353, 357; TFFP 127; BNPF 37; PSE 27)
C. Priest faculty members are to manifest a love for prayer, including silence, the liturgy, Eucharistic worship, and Marian devotion; they are to be masters of prayer and exemplary liturgical celebration. (PSE 27)
II.2
THE HIRING PROCEDURE FOR FACULTY

II.2.1     Procedure for Full-Time Members
This hiring procedure applies exclusively to full-time teaching and formational faculty members. Administrative personnel are hired according to a separate procedure.
A. Resource Pools
The usual order of appointment to faculty positions at Kenrick School of Theology is to draw applicants from the priests of the Archdiocese of St. Louis as the primary resource pool and then from among other priests, religious brothers or sisters, and laity, in that order (PPF 347-348). 

Every effort is made to ensure the heterogeneity of the faculty so that students benefit from diverse viewpoints and models of ministry. The Archbishop of St. Louis, however, maintains final responsibility in determining faculty positions from the personnel pools.
B. Position Openings
A proposal for filling an open or creating a new faculty position can be initiated by a) the Archbishop, b) the Rector, c) the Academic Dean, and/or the appropriate ad hoc committee. All such proposals are made to the Rector. A proposal made by the Archbishop or by the administration is called a targeted search. Another form for a targeted search is a proposal to promote an adjunct or continuing part-time faculty member to a full-time status.  

Ordinarily, before making an initial contact concerning a candidate for the faculty, or at least in the initial phases of the dialogue with the potential candidate, the Rector will consult the Academic Dean and/or the Dean of Students and two other full-time faculty as appropriate for the position to be filled.

As an alternative, the Rector, in consultation with other members of the administration, may invite suggestions from the faculty about the possible candidates.

In the event of a position opening in which the potential candidates are not drawn from the primary resource pool, the position opening is ordinarily advertised in nationally recognized listing services, appropriate to teaching and formational work in a seminary. 

In this latter event, a Search Committee, appointed and headed by the Academic Dean, handles the advertising, including the appropriate information. The Search Committee reviews all applications and determines which applicants to invite for an interview. The work of this Search Committee is advisory to the Rector and is conducted in a confidential manner. 

In the case of a targeted search, the Academic Dean assembles all requisite documentation and organizes an interview process as described below.
C.    Interview Process
All faculty candidates selected from the pool of applicants are interviewed. In the case of those who have been proposed from the primary resource pool or selected from a targeted search, an ad hoc Interview Committee, chaired by the Academic Dean or his designate, conducts the interview. In the case of those who have been invited by a Search Committee, that same committee conducts the interview.

The Kenrick Faculty participates formally in the selection of new faculty members through appropriate committees, consultations, and recommendations made to the Rector as described in this hiring procedure.

The purpose of this interview is two-fold. One purpose is to allow the institution to determine if potential faculty possess the qualities that contribute to promoting Kenrick's mission (see the Statement of Purpose in the online or print version of Kenrick Catalog). Interviews with various administrators, committees, and students are also intended to determine whether or not candidates possess professional, spiritual and personal qualities in accord with Kenrick's hiring criteria (see “Conditions of Service,” PPF 344-357 and “The Hiring Criteria for Faculty,” Faculty Handbook, Section II.1).
The second purpose of this interview is to allow the candidate an interchange in which he or she can ask specific questions and acquire some familiarity with the Seminary, its personnel and its procedures. It would be appropriate in this interview initially to discuss mutual expectations regarding conditions of employment.
1. The ad hoc Interview Committee coordinates the interview process and establishes the protocol for the information to be exchanged between the candidate and the Seminary.
2. Kenrick School of Theology pays for the travel expenses.
3. During the interview process, lasting one to two days, the candidates are interviewed by 1) the Rector, 2) the Academic Dean, 3) the Dean of Students, 4) appropriate committees whose membership includes full-time teaching faculty, 5) a select group of students.
4. The interview will address the terms of compensation.
5. In the case of candidates for a teaching position, each candidate delivers a colloquy on a topic of the candidate's choice.
6. The interview process concludes with an exit interview with the Academic Dean in which the timetable and process for making the decision is addressed
D. The Decision-Making Process

1. The Interview Committee (or the Search Committee, as the case may be) receives reports from all those who were part of the interview process. Committees submit written reports.
2. The Committee, through the Academic Dean as its chair, informs the Rector of its recommendations, which are made in confidence. The Committee’s work is consultative, not determinative.

3. On the basis of all information available to him, the Rector accepts the recommendation of the committee or makes an alternative recommendation for the appointment, forwarding the final recommendation to the Archbishop.

E. Appointment
1. The Archbishop decides whether to make the appointment and informs the Rector.
2. After the appointment is made, the Rector informs the Interview Committee (or the Search Committee, as the case may be) and notifies the candidate of the appointment and of any conditions that may apply. Other applicants are also notified and are thanked for their work.
3. The hiring process is finalized by the signing of the contract by the Rector and the new faculty member. The contract stipulates status, length of appointment, rank, responsibilities, terms of compensation, and other conditions that apply.

II.2.2    Procedure for Adjunct Faculty
Adjunct faculty are hired on an ad hoc basis at the initiation of the Academic Dean in consultation with the Rector. The Seminary gives no assurance that the same adjunct faculty member will be rehired to teach should the same course be repeated. Adjunct faculty are attached to the Seminary only while their course is in progress.
II.3
CONTRACT AND COMPENSATION AGREEMENT
II.3.1   Contract and Compensation Agreements in General
A. Each faculty member of Kenrick School of Theology, full-time, continuing part-time, and adjunct, is to have a Contract and Compensation Agreement signed by the Rector, the faculty member and other parties to the agreement. The originals are held by the parties to the agreement (the Rector's original being held by the Academic Dean's office), and a photocopy is held by the Business Manager.
This agreement is to cover, among other things, the following items:
1. Status of faculty (See Full-time, Continuing Part-Time, and Adjunct Status, Faculty Handbook, Section II.5)
2. Length of contract (one semester or one year)
Ordinarily, full-time faculty are offered a contract for one academic year. Adjunct faculty are offered a contract for the pertinent semester; such a contract is no assurance that the same person will be rehired to teach should the same course be repeated. (See also Severance, II.9)
3. Rank (See Academic Rank, II.7)
4. Detail of teaching and other responsibilities
5. Terms of compensation (see Terms of Compensation, II.4)
6. Reminder of policies and collective responsibilities and rights of faculty (see Collective Responsibilities and Rights, III.1)
B. A separate memorandum, Contract and Compensation Modification, is to be attached to the Contract and Compensation Agreement for a faculty member under contract who wishes to modify some aspect of the contract for a specific academic year or semester (e.g., sabbatical, temporary change in load, other responsibilities). Signed by all the parties to the Contract and Compensation Agreement, this memorandum is to be attached to the agreement in force. Originals are held by the parties to the memorandum, and a photocopy is held by the Business Manager.  
II.3.2    Particular Contracts
The types of Contract and Compensation Agreements at Kenrick School of Theology vary according to the distinct personnel pools. Details and procedures may be adjusted as the Archbishop of St. Louis and the Rector of the seminary see fit. [Sample Contract and Compensation Agreements are included in Appendix II.]
A. St. Louis Archdiocesan Priests
Each individual St. Louis Archdiocesan priest is to have a signed Contract and Compensation Agreement specifying the items mentioned in I.A. above. If necessary, a Contract and Compensation Modification memorandum is attached to the agreement. 
B.  All Others
All other faculty members are to have a signed Contract and Compensation Agreement specifying the items mentioned in I.A. above. If necessary, a Contract and Compensation Modification memorandum is attached to the agreement.
II.3.3   Initial Agreements and Renewal of Agreements
A. Initial Contract and Compensation Agreements:  Initial contracting is detailed in “The Hiring Procedure for Faculty,” II.2.
B. Renewal of Contract and Compensation Agreements:  On or before December 15 of the academic year in which a full-time faculty member's contract will expire, the Rector sends a Letter of Intent to the faculty member indicating whether the seminary intends to renew the contract. In the case of a renewal offer, the individual faculty member must respond by February 1. If the faculty member expresses a desire to continue, negotiations concerning the content of the Contract and Compensation Agreement and, if applicable, a modification memorandum are conducted during February and March and completed by April 30. Ordinarily the negotiations are conducted between the Rector and the faculty member. The new Contract and Compensation Agreement is signed by the Rector, faculty member, and other parties to the agreement in April.
The Academic Dean initiates the renewal of adjunct Contract and Compensation Agreements on an individual basis following a procedure similar to the one above. Such negotiations should ordinarily be completed by mid-spring for fall appointments and by mid-fall for spring appointments. 
II.3.4    Severance
See “Severance,” II.9.
II.4
TERMS OF COMPENSATION
II. 4.1   Compensation in General
The determination of compensation (salary and benefits) varies according to the faculty member's belonging to one of the resource pools (see The Hiring Procedure for Faculty, II.2). The particular compensation for any given academic year is rendered according to “Lay Faculty Guidelines” for the year in question. This compensation scale, issued by February 1st for the following academic year, includes the compensation scale for full-time lay faculty. The scale is kept on file in the offices of the Rector, Academic Dean, Business Manager, and Faculty Welfare Committee. 
The terms of compensation are a part of the Contract and Compensation Agreement negotiations (see Contract and Compensation Agreement, II.3). 
The following description of compensation does not include benefits covered by professional expenses (see Professional Expenses, IV.2); nor does it indicate room and board for resident faculty.
II.4.2   Compensation for Full-time Faculty
A. St. Louis Archdiocesan Priests
Compensation for full-time Archdiocesan priests is covered by the Archdiocesan salary scale for priests. (See “Salary and Benefits," April 10, 1989, in Archdiocesan Policies and Procedures for Priests, an Archdiocesan publication of April 25, 1990)  The "salary" paid Archdiocesan priests teaching at Kenrick School of Theology represents a stipend, not a teacher's full salary. Although individual Archdiocesan priests are covered by the terms of this policy, still, each individual Archdiocesan priest is also to have an individual Contract and Compensation Agreement, specifying, among other items, the "salary" actually paid, medical insurance, retirement, transportation, continuing education, and any other compensation items included in the total compensation.  
The individual agreement is also to indicate the contributed services of the Archdiocesan priest. Contributed services is the difference between the total paid stipend and the dollar amount indicated on the appropriate step of the compensation scale.
Since the individual Archdiocesan priest does not contract his compensation, his signature constitutes an acknowledgment and acceptance of the compensation terms. 
Annual review and adjustment of the terms of compensation is a part of the Contract and Compensation Agreement negotiations initiated by the Rector for full-time Archdiocesan priests.
B. All Other Full-time Faculty
All other full-time faculty are to have a Contract and Compensation Agreement.  Terms of compensation are to specify, among other things, medical insurance, retirement, transportation (as applicable), and any other compensation or benefits given the faculty member. Compensation for lay professors is calculated on the basis of the Salary Guidelines as determined by the ad hoc Salary Committee and approved by the administration. These Salary Guidelines, based on data collected by the Association of Theological Schools, are subject to review every three years. A copy of the Salary Guidelines is kept on file by the Academic Dean and the Faculty Welfare Committee.  
The agreement also indicates contributed services, as applicable.  
II. 4. 3   Compensation for Continuing Part-Time and Adjunct Faculty
Any negotiations regarding compensation are made with the President-Rector at the time of hiring or renewal.
II.5
FULL-TIME, CONTINUING PART-TIME AND ADJUNCT STATUS
A. Determination of Status
Full-time, continuing part-time, and adjunct status are determined according to three factors:  1) individual teaching load per semester; 2) administrative and formation duties; and 3) other intra-seminary work, such as spiritual direction, committee work, etc.  There is no set formula for deciding status; each case is weighed separately.  There may be some full-time faculty who do not teach at all.  Assignment of status is made by the Rector at the time of hiring and is written into the contract, according to the norms for hiring procedures.
One's status ordinarily remains unchanged.  Should the administration or faculty member judge that a change in status is called for, the matter is discussed in conjunction with the evaluation process.
B. Full-time Status:  Benefits, Rights and Responsibilities
The benefits attached to full-time status are listed in their appropriate sections:  health and retirement (see Retirement, II.8); provisions for professional growth by way of workshops/conventions and of book allowances (see Faculty Accountability Plan, IV.2); sabbaticals and leaves (see Sabbaticals and Leaves, IV.3).
The rights and responsibilities of the full-time faculty member are to be found in the sections listing hiring criteria for faculty; the institutional function of the faculty; and the scholarly, instructional, and formational functions of the faculty.
In justice to their obligations to the institution, full-time faculty should weigh the impact of their accepting obligations outside the Seminary during the academic year.  If teaching at other academic institutions or engaging in some non-academic project impinges on Seminary duties, the faculty member should consult with the Rector.  In the summer, the faculty member is free of any institutional obligations.
C. Continuing Part-time Status: Benefits, Rights and Responsibilities

Continuing part-time status generally involves approximately half the workload of full-time status with a corresponding reduction in salary and benefits. A sabbatical is available every tenth semester. An accountable plan is made available for sabbatical expenses, funded at half the level of that for full-time faculty.
The rights and responsibilities of the continuing part-time faculty member are to be found in the sections listing hiring criteria for faculty; the institutional function of the faculty; and the scholarly, instructional and formational functions of the faculty.
D. Adjunct Status
Adjunct status (designated Lecturer, Visiting Teacher, Emeritus, etc.) is assigned to one whose teaching load and/or other professional services to the institution are limited.  This person has no other institutional obligations and does not enjoy any benefits.
According to the hiring policy, there is no assurance that the same person will be rehired to teach should the same course be repeated.  Adjunct faculty are attached to the Seminary only while their course is in progress.
II.6
TENURE AND TERM
Kenrick School of Theology does not offer tenure.
On the one hand, the hiring policy of the Seminary does aim to assure, where possible and feasible, extended faculty engagement so as to maintain continuity, commitment and stability within its teaching staff.
On the other hand, a faculty member's continued engagement for additional terms is determined by several factors:  One is based on the periodic evaluations that are directed toward judging suitability for renewal of contract and/or promotion in rank, according to the norms of the relevant sections in the Faculty Handbook. Other determinations are made according to the institutional need for offering a given course or according to the academic need for the person if the course is not offered.
II.7
ACADEMIC RANK
II.7.1   Appointment to Rank
The Archbishop of St. Louis approves faculty members to an academic rank. He does so in consultation with the Rector, Academic Dean and Programs & Policies Committee who jointly serve as a consultation committee for questions regarding academic rank. Upon consultation with this committee, the Rector may waive qualifications in the appointment to rank.

The following qualifications for the various ranks apply to full-time teaching faculty.
A.  Professor
1. An earned doctor's degree.
2. Ten years of full-time teaching in an institution of higher learning; including three years in a rank of Associate Professor.
3. Four years of full-time teaching at Kenrick School of Theology.
4. Such an individual possesses those qualities which are expected of the previous rank but in such a degree as to merit the recognition of external colleagues in his or her academic field. This involves an established reputation as a teacher, marked contribution to research and publication or to original creativity in his or her field of endeavor, superior professional contribution to the life of the School and to the life of the Church and its ministry.
B.  Associate Professor
1. An earned doctor's degree or licentiate or 30 semester hours of graduate work beyond the master's degree toward a doctorate in one's teaching field.
2. Five years of full-time teaching in an institution of higher learning or five years of professional experience in a special field; including three years in a rank of Assistant Professor for those with a doctorate and five years in rank of Assistant Professor for those without a doctorate.
3. Two years of full-time teaching at Kenrick School of Theology.
4. Such an individual gives evidence of demonstrably superior teaching ability as evidenced by actual accomplishment in teaching ability, original academic research, or original creativity appropriate to the field, service to the academic life of the School, contributions to the life of the Church and its ministry, and the potential to progress toward the rank of professor according to the ordinary norms.
C.  Assistant Professor 
1. A completed master's degree.
2. Full-time status at Kenrick School of Theology.
3. Such an individual gives evidence of satisfactory teaching ability, original academic research, or original creativity appropriate to the field, service to the academic life of the School, contributions to the life of the Church and its ministry, and the potential to progress toward the rank of associate professor according to the ordinary norms.
D.  Instructor
1. Master's degree or 30 semester hours of graduate work toward a master's degree.
2. Full-time status at Kenrick School of Theology.
E. Continuing Part-Time Faculty

1. Usually hired at the rank of their previous appointment. If they did not have rank, they are hired at the rank of instructor. 
2. Promotion in rank does not apply for continuing part-time faculty.
F. Adjunct Faculty

Those who are neither full-time nor continuing part-time. The following norms apply to adjunct faculty:
Lecturer: Lecturers are hired part-time on a course or hourly basis.
Visiting Teachers: Visiting teachers from other institutions retain the rank they enjoy at the institutions from    which they come. These are indicated as Visiting Professor and so on.
Emeritus: The rank of emeritus is conferred at the discretion of the Board of Directors.
II.8
RETIREMENT
Provision for financial payment towards retirement is part of the contract negotiated by each faculty member. It is the obligation of the Seminary to see that the annual negotiated arrangement is fulfilled.
II.9
SEVERANCE
At times, Kenrick School of Theology or an individual faculty member may find it necessary to sever the contractual agreement. To protect the interests of both parties, categories of severance are here defined, and policies and procedures for each category are set forth.
11.9.1   Resignation by the Faculty Member 
Resignation is a severance action by which a faculty member voluntarily chooses not to renew a contract or seeks to be released from a contract with the seminary. Because of the hardship caused the seminary by untimely resignation, faculty are asked to provide the earliest possible written notice of a desire to resign. Ordinarily, notice is to be given by February 1 if the faculty member intends to resign at the end of the year. In other circumstances, the faculty member would give at least a two-month notice, if possible.
II.9.2    Non-Renewal by the Seminary
If the seminary does not intend to renew the contract of a faculty member, written notice of such is to be given by December 15 of the year in which the contract expires. This notice is given in the Letter of Intent issued by the Rector. (See “Sample Contract and Compensation Agreements,” Appendix II)  No reason need be given for non-renewal of contract.
II.9.3     Dismissal for Cause or Suspension by the Seminary 
A. Dismissal for Cause
Dismissal for cause is a severance action by which Kenrick School of Theology terminates its contract with the faculty member for just cause. Any teaching contract is subject to action under this section. 
Dismissal will not be used to restrain a faculty member's academic freedom (see “Freedom of Inquiry,” IV.1).
B. Grounds for Dismissal

Faculty members who are Catholic priests and faculty members who are employed as agents

of religious institutes may be dismissed for lack of good standing and in consultation with

their superiors.
1. Dismissal proceedings may also be instituted on the following grounds among others: Public proclamation of positions contrary to the Catholic Church’s teaching;
2. Personal or public actions which are inconsistent with Catholic morality which cause scandal or compromise one’s ability to witness Catholic teaching;
3. Professional incompetence;
4. Continued neglect of academic duties in spite of oral and written warnings;
5. Serious personal misconduct;
6. Deliberate and serious violation of the rights and freedom of fellow faculty, administrators, staff, or students;
7. Conviction of a crime directly related to the faculty member's fitness to practice his or her profession;
8. Serious failure to follow the canons and professional ethics of one's discipline;
9. Falsification of credentials and experience;
10. Failure to follow standards of the seminary in respect to the policies within the Faculty Handbook after oral and written warnings; 

11. Resignation, suspension, loss of faculties, or dismissal from the active priesthood; 
12. Resignation or dismissal from religious life; 
13. Entering an invalid marriage;  
14. Any other activity which could seriously compromise the integrity of the Seminary.
C. Agents of Dismissal

Ordinarily, it is the duty of the Rector to dismiss a faculty member. The Archbishop of St. 
Louis retains the right to dismiss any faculty member.
D. Procedures for Dismissal

The burden of proof that just cause exists for dismissal shall be on the Seminary. The proof shall be by clear and convincing evidence in the record as described by the process below.
Ordinarily, dismissal for cause should be preceded by a written admonition by the appropriate administrative officer (the Academic Dean or the Dean of Formation, as the case may require) describing the alleged problem and warning that the faculty member's contract status is in jeopardy. The warning must also stipulate a period of time within which correction of the alleged problem is expected.
The faculty member has the right to defense, including the right to know the source and full nature of the allegations. The faculty member has the right to challenge the allegations for the purpose of clearing his or her record. If the faculty member does not contest the allegations and fulfills his or her duties, the matter is settled. 
If the faculty member fails to correct the negligence, the appropriate administrative officer gives the faculty member written notice that a recommendation for dismissal for cause will be made to the Rector. Such notice contains a statement of the grounds upon which the recommendation is to be made, a brief summary of information supporting such grounds, and a brief history of previous admonitions.
Before the recommendation is made, a reasonable opportunity is to be provided for the faculty member to meet with the appropriate administrative officer to present his or her defense to the dismissal recommendation.
If the Rector accepts the dismissal recommendation, a reasonable opportunity is to be provided for the faculty member to meet with the Rector to present his or her defense to the dismissal recommendation.
The Faculty Welfare Committee shall be available to act in an advisory capacity to the Rector on such matters. 
The Rector determines his recommendation regarding dismissal and forwards his recommendations to the Archbishop.
The Rector's decision may be the basis of a grievance for which the faculty member requests the initiation of due process (see “Due Process,” II.14).  
E. Suspension
In view of the past merits of the faculty member, final action by the Rector may take the milder form of temporary suspension rather than dismissal. Such suspension may not last beyond a full year but may entail the total or partial discontinuance of all salaries and benefits, the suspension of all promotion and salary increments, and the temporary suspension or withdrawal of all faculty privileges.
Again, the Faculty Welfare Committee shall be available to act in an advisory capacity to the Rector on such matters.
Again, the Rector's decision may be the basis of a grievance for which the faculty member requests the initiation of due process (see “Due Process,” II.14).
II.9.4   Termination 
Termination is a severance action by which the Seminary discontinues the service of a faculty member or members, irrespective of the nature of contract or contracts, without prejudice to performance for, among other causes:
A. Financial exigency on the part of the Seminary;
B. Prolonged mental or physical illness on the part of the faculty member;
C. Changes in the education program at the Seminary;
D. Redundancy, lack of enrollment, or no further need for the course or field;
E. In the case of diocesan priests and religious, personnel changes initiated by the competent superior.
II.10
FOrmal  FACULTY  EVALUATION  PROCESS
II.10.1    Purpose of Faculty Evaluations
The purpose of periodic review and evaluation is to provide regular occasions for the peers of faculty members to offer counsel on ways to improve their work; to note strengths and limitations; to lend encouragement and support; and to identify any serious deficiencies that exist or may develop.  The goal of the faculty evaluation process is continual improvement of student learning. This process is also used by the administration to evaluate faculty performance and participation in the Seminary program.
II.10.2    Standards for Faculty Evaluation (Based on PPF, 5th Ed.)

A. Professor’s Teaching Skills

1. The faculty member possesses diverse pedagogical skills.
2. The faculty member incorporates the three seminary goals within their course work: that is, an abiding priestly identity, a cooperative priestly ministry, and an integrated priestly spirituality.
B. Academic Competence & Scholarly Development  

1. Faculty members with primary responsibility of teaching “should have advanced preferably terminal, degrees in their teaching area” (PPF 346). If the teaching area is one of the Sacred Sciences, the professor has completed a Pontifical Degree or its equivalent.
2. The faculty member engages in academic development within his or her field of expertise (PPF, 346.362.363) Instructors make available the results of their research above all in their teaching, but also through scholarly publications, through participation in learned societies, through their informed contributions to the intellectual or pastoral life of the Church, or to society at large.
II.10.3
    Manner of Life

A.  Faculty Member demonstrates genuine stability, temperance and maturity.
B. Faculty member promotes unity within the faculty, interacting with other faculty members on professional and social basis.
C. Faculty member possess Christian virtues in true commitment to the Church striving to live the values of the Gospel within the seminary community (PPF, 353, 359).

II.10.4    Dedication to the Goals of Priestly Formation
A. Faculty member discharges administrative responsibilities as assigned.
B. Faculty member participates with the rest of the faculty in formulating and implementing and evaluating the goals of the seminary (PPF, 361).
C. Faculty member demonstrates interest in the students and availability to the staff and students for spiritual and or academic consultation (PPF, 357).
D. Faculty member takes appropriate interest in the implementation of all areas of the formation program (PPF, 351).
E. Faculty member participates in the Seminary prayer life, especially the Eucharist, to the extent possible (PPF, 352).
II.10.5   Commitment to the Church
A. Faculty member demonstrates firm foundation in teaching of the Magisterium (PPF, 359). 
B. Faculty member offers services to the larger Church and community (PPF 357).
II.11   Formal Faculty  Evaluation  Process  for  
advancement  iN  RANK

II.11.1  Advancement is the process whereby a faculty member is raised in rank.
A. The applicant must notify the Rector in writing of his or her intention to apply for advancement. 
In special circumstances individuals may be invited by the President-Rector, with appropriate consultation, to apply for advancement. 

B. The Formal Faculty Evaluation Process
1. The Written Report. Once the Academic Dean initiates the formal evaluation process for a full-time faculty member, that faculty member prepares and submits to the Academic Dean a written self-evaluation report according to the criteria included on the Faculty Evaluation Questionnaire. (See Appendix VIII)  Items on this questionnaire are taken mainly from the hiring procedures and criteria for Kenrick School of Theology.  The faculty member also submits updated curriculum vitae.
2. The Evaluation Committee. The Academic Dean selects two faculty members to serve with him on the evaluation committee. In the case of faculty members who are also administrative officers, the Academic Dean may appoint another person for the committee, even persons outside the Seminary staff in order to assure a competent review of performance in the specific area of the administrator’s concern.  The evaluation committee reviews the faculty member’s self-evaluation report, class evaluation summaries for the past three years, input reports from the local community, and any other material the faculty member may wish to submit for evaluation. Each member of the evaluation committee prepares a brief written report on the person under review.  This report is based on the Faculty Evaluation Questionnaire. Ordinarily, the Academic Dean chairs the evaluation committee.  It is the responsibility of the chairperson to collect relevant material, receive the self-evaluation report, distribute these materials to the committee, convene the evaluation interview and present the final report to the Rector.  All information generated in the evaluation process is to be treated with complete confidence.
3. Input From the Community. The evaluation committee chairperson notifies the community that a particular faculty member is under review.  All faculty, students, staff, secretaries, etc. are invited (but not required) to provide input into the evaluation process.  Any person who wishes to bring an issue to the attention of the evaluation committee is encouraged to present a brief, written report to the evaluation committee chairperson by the announced date.  This written input is to be signed by the person who submits the comments and is to be shown to the faculty member under review.  The committee may choose to interview individuals in its process of gathering data. Persons from outside the Seminary community who have experience with the faculty member in a professional or ministerial context also may be invited to submit written and signed input.

4. The Interview. The evaluation committee meets with the faculty member under review to discuss the self-evaluation and other materials.  The Academic Dean chairs this interview.  Committee members are encouraged to emphasize the faculty member’s strengths as well as the contribution he/she has made to the Seminary.  If there are any significant areas of concern, these should be brought to his/her attention.  Any recommendations are made to the faculty member during the interview.  Committee discussion concludes at the completion of the interview.  The interview results in a written report.

5.  Final Recommendations and Commendations. The Academic Dean prepares a final written report emphasizing the faculty member’s major strengths as well as any significant areas for growth.  After approval by the other committee members, the report is presented to the Rector and the faculty member under review.  This report is to be submitted within three working days of the interview.  The faculty member under review may also submit any written comments to the Rector.  These reports are used as resources for future evaluations or other related administrative processes.

6. Interview with the Rector. The Rector initiates the final interview with the faculty member within six working days of the interview with the evaluation committee.  In order to be considered for advancement in rank, the applicant must assemble the following materials by December 15:
a. A complete resume and copies of scholarly material, published and unpublished, and/or papers presented at professional conferences over the previous five-year period; 
b. The recommendations of two full-time faculty members, one of equal rank, at least, and one of higher rank if possible. 
c. The recommendations of at least two Catholic academic colleagues from other graduate level programs, not members of the KST faculty, whom he or she judges to be competent to render reliable judgment on his or her contribution to the field;
d. The applicant submits the assembled materials to the Academic Dean. The Dean presents the materials to the Rector with his own recommendation;

e. The Rector informs the faculty member of the decision of the committee.  If the faculty member is unsatisfied with the decision of the Rector and committee, he or she has recourse to the Appeals Process below. 

f. The Rector submits the decision as to the granting of advancement in rank to the Archbishop of St. Louis for approval. 

g. A faculty member may withdraw an application for advancement at any time in the process without prejudice; and
h. If the advancement decision is negative, the faculty member may reapply after the completion of two full semesters, without prejudice.

C. Criteria for Advancement
The criteria employed in making recommendations about advancement recognize the ministerial nature of the School and the importance of faculty commitment to the education of students for priestly ministry in the Church. Recommendations are based on an evaluation of the faculty member in three areas: 
1. Learning and Teaching. This includes professional competence in the field of specialization, effective pedagogical methods, and sensitivity to the pastoral and ministerial dimension of theological education.
2. Research.  This includes the quality of research, publication, and involvement and leadership in professional associations both Catholic and non-Catholic. Evaluation in this area is based upon published materials, research in progress, and presentations of papers at professional conferences and workshops always with reference to the distinctive mission of the school. For priest faculty this evaluation may include, but should not be limited exclusively to, ministerial leadership.
3. Service. This may include service to the School (involvement in the personal and ministerial development of students, committee work, faculty leadership); service to the Church (local and national Churches and Church-related bodies). Reference should be made to the hiring criteria for faculty as mentioned in II.1, I-II. 
D. Appeals Process  

If the faculty member is unsatisfied with the results of the formal faculty evaluation process, an appeals process is available.

1 First Level Appeal.  If the faculty member is unsatisfied with the final written report prepared by the Academic Dean, he or she may appeal directly to the Rector in conjunction with the interview with the Rector.
If the faculty member is unsatisfied with the interview with the Rector, he or she may appeal directly to the full Administrative Council.  This appeal must take place within 10 working days of the interview with the Rector.  The Vice-Rector receives the appeal made to the full administrative Council and chairs the investigation.  For this appeal, the Administrative Council has a deliberative vote.

Once an appeal has been made, the appropriate individual or body must investigate the appeal and report its judgment to the appealing faculty member within 20 working days of the filing of the appeal.
2 Final Level Appeal.  If the faculty member remains unsatisfied with the judgment of the Administrative Council, he or she may directly appeal to the chair of the academic committee of the Board of Trustees.  This appeal must take place within 10 working days of the judgment of the Administrative Council.
The matter will be placed on the committee’s agenda for its next regularly scheduled meeting.  The chair will investigate the appeal and report to the committee at its meeting.

The committee will give its judgment at its meeting and report it to the appealing faculty member.  This will end the Appeals Process.   

In all instances of grievance and appeal, faculty have access to the Due Process policy 

E.   Disposition of Files Concerning Advancement
The files developed by the procedure for advancement will be stored in accordance with the policy on files.
II.12   FACULTY EVALUATIONS: scope and procedures

11.12.1  Annual Evaluation
 Each year each faculty member, full-time, continuing part-time or adjunct, meets with the Rector and also with the Academic Dean for an interview to assess his or her performance and participation in the Seminary program. 
In preparation for the meeting with academic dean the faculty member will complete the following

1. Adjunct
i. Updated curriculum vitae (Standards 2, 5)

ii. Brief summary and response to student course evaluations (Standard 1)
iii. Self Evaluation with review of previous goals and identification of future goals (Standards 1-5)

2.  Full and Continuing Part-Time 

i. Updated curriculum vitae highlighting professional development and service activities (Standards 2, 5)

ii. Brief summary and response to student course evaluations (Standard 1)

iii. Self Evaluation with review of previous goals and identification of future goals (Standards 1-5)

iv. Peer Faculty Teaching Reviews (Standard 1)

· Classroom Observation.  Completed every other year.  (Each even Academic year)

· Course materials.  Completed on Assessment Day every other year.  (Each odd Academic year)

v. Vocational Dimension (Online Survey on Assessment Day) (Standards 3- 4) 

Non-classroom teaching faculty may substitute comparable materials for evaluation. For example, workshop or other materials might be substituted for course materials; relevant student survey results or other student feedback might be substituted for course evaluations. As a follow up to those meetings, it is suggested that faculty consider reporting the results of the process in a format such as follows: A thank you to the community, a short description of what the faculty member learned, and corresponding professional goals.
II.12.2   Faculty Evaluation Timeline

Fall Semester 

· Faculty meets with Rector.

· October-November (even  academic years)

Class observation: Submit report to Academic Dean by end of semester

Spring Semester

· February 

· Academic Office randomly selects peer and student evaluators for online vocational dimension assessment. On odd Academic years, sends faculty instructions on course materials to prepare for Assessment day.

· March Assessment Day

· Online Vocational Dimension Survey to be completed on Assessment day.  Results of the survey are reported to the Academic Dean.

· On odd academic years, faculty will meet in groups of 2-3 to present and evaluate course materials. The brief report form will be due to the Academic dean 1 week later.
· Faculty submit updated curriculum vitae, response to student course evaluations, and brief self evaluation and goals to Academic Dean by March 31.

· April

· Faculty meet with dean during the month of April.

II.12.3  Evaluation for Advancement in Rank. 
When applying for advancement in rank each full-time faculty member is evaluated according to this formal evaluation process outlined in II.10. (For examples of forms used in faculty evaluation, see Appendix 3)

II.12.4    Responsible Agents 

The Academic Dean organizes the evaluation schedule for each academic year and is responsible for seeing that the processes are carried out. The Academic Dean initiates all review procedures for faculty. The Board of Directors is responsible for review of the Rector. The Rector is responsible for review of the Administration.
II.13  CRITERIA  FOR  EVALUATION  OF  FACULTY  RESEARCH
Research is an essential component of theological scholarship and should be evident in the work of all instructors at Kenrick School of Theology.  By its nature, such research is both individual and communal in character, and is properly undertaken in a constructive relationship with the larger academic community, with the Church itself, and with the general public (see ATS 3.1.3.1).  For the purposes of this statement, “research” is defined as the process by which instructors assemble sources of information, discover new information, integrate that information with established understandings, or construct new patterns of understanding (see ATS 3.1.3.2).  

Instructors make available the results of their research above all in their teaching, but also through scholarly publications, through participation in learned societies, through their informed contributions to the intellectual or pastoral life of the Church, or to society at large (see ATS 6.4.4). Such results may take the form of popularizations of more complex material, and publication may include online methods making use of the Internet.  Kenrick School of Theology specifically includes the topic of pedagogy itself as a worthy subject for research, and encourages its instructors to pursue such research on an ongoing basis.  

In the evaluation of the work of full-time instructors at Kenrick School of Theology, the following two categories of criteria for research apply:

A. Outreach Projects

· instructors may present a paper or project to their academic guilds, at either the national or the regional level;

· instructors may publish books, for either a scholarly or a popular audience;

· instructors may publish formal papers in peer-reviewed journals;

· instructors may anonymously prepare written texts for delivery by Church officials;

· instructors may prepare materials with a theological content for popular journals or diocesan newspapers; 

· instructors may deliver papers or make presentations at the popular level in parishes, religious or diocesan institutes, or the like; 

· instructors may present material online in the form of web logs, video and audio

· instructors may make video and audio presentation in other venues

B.  Instruction

· Instructors should include an up-to-date bibliography with each syllabus, including at least some sources no more than five years old; 

· Instructors should include consideration of contemporary authors, sources, or applications as a part of every course.  

Instructors should attend to research in both of the above categories. They should report their research in accordance with the provisions of the faculty evaluation process, on an annual or triennial basis as the case may be. For the formal five-year faculty evaluation, the following applies: in those cases where peer-review of research has not already taken place, the evaluation panel is itself to make provision for such a review. In any case in which research has been published anonymously for a Church official, the panel is to verify the source, respecting confidentiality.

II.14     DUE PROCESS AND GRIEVANCE PROCEDURES 
11.14. 1
Due Process

Situations may occur where a faculty member, staff member, employee or student of Kenrick-Glennon seminary believes that a policy affecting him or her has not been fairly and consistently followed.  In such case he or she shall be afforded the opportunity for review of the matter according to the procedures set forth in this policy on grievances.  No one shall be subjected to adverse treatment for initiating or participating in a grievance procedure.

When a member of the Kenrick-Glennon community judges that his or her rights under the policies of Kenrick-Glennon Seminary have been denied, that individual may ask that the situation be examined and a procedure be initiated to remedy the grievance.

11.14. 2
Grievances

“Grievance” as used herein means a claim that the seminary has violated a published policy in the manner in which a faculty member, staff member, employee or student has been treated.  The term shall also apply to situations arising concerning the institution’s ongoing ability to meet the criteria for accreditation according to the Handbook of Accreditation for the North Central Association: Higher Learning Commission, or the Standards of Accreditation of the Association of Theological Schools.  However, the term does not refer to claims initiated against another individual for harassment or sexual harassment.  All such claims should follow the procedure in the policy on harassment.  

Disputes over salary grades or rate of pay, or disputes over a supervisor’s judgment regarding job performance or competence should be discussed with the President-Rector.

11.14. 3
Procedures

The grievance procedure has three steps.  The steps are: 1-Informal, 2-Formal and 3-Appeal.  Confidentiality will be observed through any of the steps.  

A. Time Limits

The following time limits shall apply to this procedure:

1. Informal.  The grievance must be filed within 7 days of the event(s) that is the cause of the grievance.

2. Formal.  The grievance must be filed within 14 days of the rendering of a response in writing in Step 1.

3. Appeal.  The grievance must be filed within 14 days of the written decision in Step 2.

B. Steps

Step 1
Informal

In many cases, disputes can be resolved through communication directly between the aggrieved person and the person who has caused the alleged grievance.  Therefore, the first step in the grievance process is a discussion between the faculty member and dean, between the staff member or employee and department head, or between the student and faculty member, as the case may be.  The aggrieved person should promptly bring the policy violation to the attention of the one against whom he or she has the grievance, explaining the nature of the problem and the relief sought.  The person to whom the grievance is brought should respond within three business days, if possible.  A written record of the response should be prepared.

If the Informal Procedure fails to resolve the grievance, and the aggrieved person wishes to pursue the matter, he or she must begin the procedures of the Formal Step 2.

Step 2
 Formal

The aggrieved person may proceed to Step 2 by submitting a written statement to the appropriate supervisor.  In this case, “supervisor” shall mean
1. the Academic Dean, if the matter involves grading or other academic matters; the judgment of the Academic Dean on a matter involving a grade is not subject to appeal;
2. the Dean of Students, if the matter involves a student disciplinary matter or other issue related to some area of human, spiritual or pastoral formation;
3. the department head, in matters involving employees within that department;
4. the Rector, if the aggrieved person is a faculty member and the alleged grievance is against a Vice-Rector or Dean, or if the aggrieved person is a member of the staff and the alleged grievance is against the department head;
5. the Chairman of the Board of Directors, if the alleged grievance is against the President-Rector. Decisions by the Chairman of the Board are final and cannot be appealed administratively.
Upon receipt of the written statement of the aggrieved person, the appropriate supervisor will: 

1. Advise the person against whom the grievance has been lodged and determine if Step 1 has been observed.  If not, the aggrieved person will be referred back to Step 1 unless the appropriate supervisor deems that such a referral is not likely to resolve the matter.
2. Schedule a meeting with the aggrieved person and the person against whom the grievance has been filed.  The meeting will be held promptly, at least within two weeks, if possible.
3. Hear both sides of the dispute, render a written decision following the hearing, and provide the parties with copies of the judgment within 14 days.

Step 3
Appeal

If the aggrieved person is unsatisfied with the response rendered in Step 2 and the situation is one in which there is a right to appeal, the aggrieved may proceed to Step 3 by filing a written request to the President-Rector.  

The President-Rector will, as applicable:

1. Contact the appropriate supervisor to determine if the preceding steps have been observed.  If not, the aggrieved person will be referred back to the appropriate step, unless the President-Rector deems that such a referral is not likely to resolve the matter.
2. Review the report of the supervisor.
3. Make any additional inquiries and meet with the parties, as necessary.
4. Render a written decision and provide the parties with a copy of the judgment within 14 days after the last inquiry or meeting. 
If, however, either of the parties requests it, he will convene a panel to review the matter before rendering a decision.  The panel will consist of three persons, one selected by each of the parties and a third person selected by the President-Rector.  The panel will review the matter and make a recommendation to the President-Rector which will be communicated in writing to each of the parties, and the President-Rector will, thereafter render his decision.  Once convened, the panel will have 14 days to complete its work.  After the panel communicates its recommendation in writing to the President-Rector, he shall have 14 days to render his written decision and provide the parties with a copy of the judgment.

The decision of the President-Rector, on appeal, is final.  

C. Resolution and Remedies

At each step in the process, the individual representing the Seminary may resolve the matter in a way that is within his or her competence.  If the Seminary determines that as a result of the failure to follow policy the aggrieved person suffered financial loss, the Seminary may provide compensation to the aggrieved person for the loss if he or she signs an appropriate release which concludes the dispute.
II.15
FILES
A. Kinds of Files 
Kenrick School of Theology keeps two sets of files that hold material related to faculty in the Academic Office and in the Business Office.
B. Contents of Files
Files in the Academic Office contain the member's resume, transcripts, and current and cumulative Seminary teaching assignments, the Rector's original signed Contract and Compensation Agreement and any modification memorandum, the student evaluations of the member's courses, the Faculty Evaluation report, and the member's severance documents as applicable. Those in the office of the Business Manager contain a photocopy of the signed Contract and Compensation Agreement and any modification memorandum.
C. Access to Files  
The Rector and the Academic Dean have access to the two sets of files. The Business Manager has access only to those sets proper to their respective offices. The faculty member has access to his/her own files at all times. Following standard procedure, faculty files become inactive upon the separation of the faculty member from the Seminary.
III.   Institutional Function of the Faculty
III.1   COLLECTIVE  RESPONSIBILITIES  AND  RIGHTS
As a segment of the Seminary community, with the Administration and the student body, the faculty has, in general, the following functions:
A. It is the primary agent for the design, development, implementation, and evaluation of the formational and instructional programs of the Seminary.
B. In addition to these tasks, members of the faculty are responsible for presenting a wholesome example of ministry in the Seminary community.
C. In accordance with the Program of Priestly Formation, resident priests are responsible for presenting an example of a specifically priestly ministry.
D. The faculty has immediate responsibility for the degree and certificate programs of the Seminary and for the curriculum of studies, supervised field experiences, and formation reflection-sessions through which these programs are realized.
E. The faculty approves the final form of the annual calendar, as first prepared by the Dean of Students.

In order to keep these policies and programs current, the faculty will attend to occasional examination and revision of them as warranted.
[See "A Statement on the Generation of Policy at Kenrick-Glennon Seminary" in the Administrative Handbook, 6, 1]
III.2
 COLLECTIVE COMPETENCE: DELIBERATIVE AND  

CONSULTATIVE
In addition to its collective responsibilities and rights (as described in III.1 above), the faculty articulates practices or suggests policies, either in association with the Administration or in light of review and/or approval by the Board of Trustees. Policy originates in faculty committees, is forwarded to the faculty and/or Administration, and then to the respective committee of the Board of Trustees.
A. The Administration
1. The Administration and faculty are responsible for determining the work load and the institutional responsibilities of their members.
2. In accordance with the terms of the Seminary hiring policy, the Administration and the faculty are consulted, at least through representatives, on the actual appointment of new members to either group.
B. The Board of Trustees
The Board of Trustees reviews or approves the following:
1. The determination of the Seminary mission statement and the inception of degree or certificate programs that follow from this mission.
2. The formulation by the faculty of the curriculum of studies, supervised field experiences, and formation reflection-sessions through which these programs are realized.
3. The formulation by the faculty of admissions standards, educational standards, and grading policy for the institution.
4. The formulation of library policy and the assistance in developing the library collection.
5. The formulation of criteria and procedures for the appointment of new faculty members, for compensation and benefits, for the creation of new faculty positions, for establishment and promotion in faculty rank, for dismissal or resignation, for sabbatical or leaves, and for due-process resolution of grievances.
6. The formulation of criteria and procedures for professional development and performance review of faculty.
7. The formulation of the goals and procedures of the formation program, a program which includes spiritual direction and student evaluation. In formulating student disciplinary guidelines, however, the Seminary must also have the approval of the Archbishop.
8. The formulation of the goals and procedures of the supervised ministry program.
In all of the matters for which it has formulated policy, procedures, or criteria, the faculty is also responsible for overseeing, periodically reviewing, and revising, as warranted--subject to the same conditions of approval or review by the Board of Trustees.
[See "A Statement on the Generation of Policy at Kenrick-Glennon Seminary" in the Administrative Handbook, 6.1].
III.3    ROLE IN INSTITUTIONAL PROCEDURES
III. 3.1 
Faculty Meetings
A. All full-time and continuing part-time faculty are expected to attend faculty meetings. Adjunct faculty are invited but not required to attend. The Rector is to be notified when an absence is anticipated. The minutes of the faculty meetings, in reporting attendance, will distinguish those who are excused from those who are absent.
B. All faculty have the right to make proposals and to participate in the discussions.
C. All faculty present have voting rights.  The Rector is always free to take the consultation of all faculty present.
D. No faculty vote is taken unless a quorum (two-thirds of the full-time and continuing part-time faculty and administration) is present. A simple majority of those voting carries a proposal.
III. 3.2

Structures for Consultation with Students
In areas which pertain to student concerns or which affect their lives, the faculty will be mindful of soliciting student ideas or sentiments. This process might be initiated by the Administrative Council, the faculty itself, or one of the faculty committees. The inquiry might be directed to the Student Government as a body or to one or other of its separate committees for gathering student comment.

In the other direction, the faculty should be attentive to student-initiated concerns brought before this body for consideration, either by way of the Student Government or one of the student committees.

In all cases, for procedural directions and for responses and requests, the matter should be put in writing.
III.4    COMMITTEES
III.4.1

Membership on Committees

All full-time and continuing part-time faculty members are expected to serve on standing committees and ad-hoc committees as appointed by the Rector and/or as elected by the faculty. A faculty member has the right to decline service on a specific committee but may not decline all committee work. No faculty member may serve on more than two standing committees. Adjunct faculty members are encouraged and invited to membership on committees as the need arises.
III.4.2

Committee Guidelines
A. All committees are to meet regularly according to a scheduled set by the committee at the beginning of each semester.
B. Each committee should draw up a plan of action for each semester and, if necessary, assign particular members to particular tasks with projected completion dates.
C. The chair is responsible to produce an agenda for each meeting at least one working day in advance of the meeting. If a meeting is to be canceled, the chair will notify members in sufficient time, giving a reason as well.
D. The chair is responsible to keep the minutes of the meeting unless the committee has agreed to other arrangements.
E. The chair is responsible to produce transmittal memos referring committee business to other committees, to the Administrative Council, or to the faculty at its meeting.
F. A copy of the meeting's agenda, any handouts issued before or during the meeting, any transmittal memos, and a copy of the minutes of the meeting are to be kept with the Registrar and posted in a password-protected online directory [http://www.kenrickparish.com/minutes].
G. All meetings are to include a review of any outstanding old business, even if there is no further progress to report on a particular item. In this way, it is hoped that no item will be lost to view.
H. Committees will normally report to the faculty at each faculty meeting. This report is a summary of the committee's activity and is distinct from any particular item which the committee may propose for action at another point during the faculty meeting.
I. At the end of the year, each committee will produce a summary of its activities during the year, citing any unfinished business and making recommendations for the following year. This material will normally be included in the minutes of the end-of-the-year faculty meeting.

III.4.3

Committee Structure 
The following document enumerates and describes the permanent administrative bodies and standing committees of Kenrick School of Theology. Note that additional bodies or committees of an ad hoc nature, not enumerated here, may be generated as needed. All information included below is updated and published annually in August. 

A. Administrative Bodies

Administrative bodies provide a forum for communication, facilitation, cooperation, evaluation, and feedback among administrators, without prejudice to the responsibility of each administrator to implement policy in his or her area of the seminary program. 

1.  Kenrick-Glennon Administrative Council

This body functions as a clearinghouse for the overall administration of the seminary in all aspects of both the Kenrick and the Glennon programs. It has the principal responsibility for initiating and updating a process of strategic planning. It serves in an advisory capacity to the President-Rector. 

• Ex officio members:
President-Rector, Rector of Cardinal Glennon College, Vice-Rector(s), Academic Dean, Dean of Students, Associate Academic Dean(s), Associate Dean of Students; 

• Elected member: one Kenrick faculty member, at large, for a one-year term. 

2.  Kenrick Academic Office

This body functions as a clearinghouse for the administration of the Intellectual Formation Program, the degree programs, and the assessment program; 

• Ex officio members:
Academic Dean, Associate Academic Deans, Director of Assessment, Director of the Library, Coordinator of Summative Evaluation, Coordinator of Instructional Technology, Registrar, Academic Office Administrative Assistant. 

B. Kenrick Human, Spiritual, and Pastoral (HSP) Formation Office

This body functions as a clearinghouse for the administration of the HSP Program; it cooperates in the implementation of the assessment program;

• Ex officio members:
Dean of Students, Associate Dean of Students, Director of Spiritual Formation, Associate Director of Spiritual Formation, Director of Human Formation, Coordinator of Human Formation Services, Director of Pre-Theology, Associate Director of Pre-Theology, Director of Worship, Class Formation Advisors, the Spiritual Director, and the Associate Spiritual Director. 
C.  Standing Committees of the Kenrick Faculty

All committees function within specific areas of competence by reporting initiatives, evaluating data, and making recommendations to the Faculty for further action. Some committees also possess a limited administrative function. Committees meet once a month, at least three times a semester. In general, committees are chaired by faculty members other than the relevant administrator in each area. The function of the chair is to schedule meeting times, generate the agenda, chair meetings, cast a tie-breaking vote, supervise the writing of minutes, report to the faculty, oversee the evaluation of the committee’s work, and update the committee’s description of function. The term of office for elected committee members and chairs, unless specified otherwise, is two years. 
1. Kenrick Admissions Committee
This committee initiates and evaluates all matters concerning admission to the Ordination-M.Div. Program and the M.A. Program. Members of the committee take part in the admission interview process, as organized by the Director of Admissions, and make recommendations for admission. 

· Ex officio members:
President-Rector, Vice-Rector(s), Academic Dean, Dean of Students, Director of Admissions, Director of Spiritual Formation, Coordinator of Human Formation Services; 

· Appointed member: one faculty member, at large. Other faculty may be called upon to assist with admissions interviews.
2. Programs and Policies Committee

This committee initiates and evaluates all matters concerning the policies, programs, and curriculum of the integrated holistic formation program of Kenrick School of Theology; the committee also initiates and evaluates all matters concerning assessment components and makes recommendations to the faculty concerning the use of assessment results;

· Ex officio members:
Academic Dean, Dean of Students, Director of Assessment, Coordinator of Instructional Technology, Registrar;
· Appointed members: two faculty members, at large, and one student representative, at large. 
3. Faculty Welfare Committee

This committee initiates and evaluates all matters concerning faculty personnel policy, faculty development, and the faculty handbook;
· Appointed members: four faculty members, at large;

· The academic dean attends the sessions of the Faculty Welfare Committee upon the invitation of the committee.

4. Library Committee

This committee initiates and evaluates all matters concerning the Souvay Library and library-related information services. 

· Ex Officio members: Director of the Library; Technical Services Librarian; 
· Appointed members: two members of the theology faculty and one member of the philosophy faculty, at large, and one student representative, at large.
5. Lectures and Workshops Committee

This committee administrates the Peter Richard Kenrick speaker program; it plans and implements a regular cycle of student workshops; and it acts as a clearinghouse for other presentations at the seminary. 

· Appointed members: four faculty members, at large, and one student representative, at large. 

· The Dean of Students attends the sessions of the Lectures and Workshops Committee upon the invitation of the committee.
D. Ad Hoc Groups

Ad hoc groups are constituted by an appropriate administrator for a specific purpose and for a limited amount of time. Both of these factors are defined at the time any such group comes into being. The group itself is responsible for drawing up a plan, including its execution and assessment methods, for the task for which it was mandated. This plan is to be approved by the appropriate administrator. 
III.5
Area  Specialties

Because of the small size of its faculty, Kenrick School of Theology does not have separate departments. Certain specialty areas, nonetheless, among the disciplines are recognized; namely, Dogma, Scripture, Spiritual Theology, Moral Theology, Sacramental-Liturgical Theology, History, and Pastoral Studies. Occasionally, the Academic Office will have reason to ask the teaching faculty to meet according to these divisions; e.g., when reviewing course offerings for a given semester.
III.6
 COMMUNITY LIFE AMONG FACULTY
Because Kenrick School of Theology is dedicated to intellectual, human, spiritual, and pastoral formation as well as academic development, faculty are expected to contribute in building a strong Christian community life.
A. Faculty Cohesiveness:  Faculty have a special opportunity to model a genuine spirit of cohesiveness and cooperation among themselves. (See “The Hiring Criteria for Faculty, II.1) of this handbook for a detailed description of the qualities expected in a Kenrick faculty member.
B.  Community Presence and Participation:  Faculty should make every effort to be present at and to participate in the colloquies, faculty dinners, parties, and other special events throughout the year which are planned in order to encourage community life among the faculty.
C. Relations with Staff:  The faculty is expected to relate in a professional and courteous manner with the staff.
D. Presence at Institutional Affairs and Functions: All full-time and continuing part-time faculty are urged to attend institutionally sponsored (or co-sponsored) affairs and functions, whether they be liturgical, academic, social, or formational. The Rector is to be notified in the event of an absence. Adjunct faculty are encouraged to attend such affairs and functions.
III.7   Alcohol and Drug UsE
The dignity of the human person necessitates that one expresses oneself freely and with full responsibility. The faculty are not only promoters of the dignity of the human person but also model it. The use of any controlled substance which interferes with that freedom and responsibility is dehumanizing, self-defeating behavior and will not be tolerated. The Kenrick School of Theology policy on alcohol and drug use can be found in Appendix IV.
IV.    Scholarly Function of Faculty

IV.1   FREEDOM OF INQUIRY
God's Revelation is the foundation and real scope of the formation of a priest since the students must become its devoted and trustworthy ministers. Therefore, the professors and students of Kenrick School of Theology are dedicated to faithful adherence to the written and unwritten Word of God. The Seminary community promotes a love for it, makes it their careful study, and in it find their spiritual nourishment (BNPF 86).
The role of a professor at Kenrick is particularly important in the Seminary situation because it is she/he who demonstrates the continuity of faith, tradition and the life of the Church. It is she/he who assures, in the present pluralistic climate, lasting assent to fundamental truths as well as critical judgment and balanced assessment of a situation (TFFP 121).
Thus, the professors of the ecclesiastical sciences recognize the honorable position they hold in the Church, but also gladly shoulder the great responsibility which this entails:  they teach, not in their own, but in the Church's name, since it is from the Church that they have received their commission. It is their intent to ever manifest a spirit of respect and submission to the Church's Magisterium (BNPF 87).
In their work, professors take into account present trends and state of doctrine. They are devoted to using their rightful freedom of inquiry and to speaking their minds, but, as true cooperators of the truth, they attempt to approach new questions with the prudence and seriousness which the weight of their office and the truths of Revelation demand (BNPF 88.1).
In their teaching, the professors demonstrate knowledge of the most recent contributions of theological research and prove themselves capable of expounding and evaluating them. (TFFP 124.4)  Theology today has become a collaboration between the disciplines. The Seminary teachers are committed to addressing and exchanging their views among themselves, their peers, their students, and the local Church. In this way, they seek to foster research and teaching in their various disciplines in a professional manner through publishing and lectures (TFFP 125).
In view of the fact that there exist different degrees of theological certainty, professors should make it clear in their teaching what is proven doctrine of faith and what so is by the consent of theologians. Only when doctrine has been fully expounded should they turn their attention to an exposition of what is probable or novel or their own personal theories (BNPF 88.2).
Thus, in the faculty's academic work, appropriate freedom has been granted to them as professionals. This freedom is understood in the context of the purpose of the Seminary and balanced by the rights of the students, the institution and the concerns of the Church. "The freedom of expression required by the exigencies of theological science should be respected as well as the ability to do the research required for its progress.198 Seminary statutes should provide for appropriate freedom of inquiry that allows and encourages study and reflection in teaching and publishing. This freedom must be understood in the context of the purpose of the seminary and balanced by the rights of the students, the institution, and the Church. ‘The freedom proper to theological research is exercised within the Church’s faith. . . . In theology this freedom of inquiry is the hallmark of a rational discipline whose object is given by revelation, handed on and interpreted in the Church under the authority of the Magisterium, and received by faith’” (PPF 365).
IV.2  Faculty  Accountable  Plan
The following guidelines concerning professional expenses apply to full-time and continuing part-time teaching faculty. Business-related expenses for adjunct faculty are handled by the Academic Office on an ad hoc basis.
Professional expenses are part of the academic budget of the Seminary and, as such, they are administered by the Academic Office. Unless otherwise noted, notices of expenditures, permissions for expenditures and reimbursement requests are handed into the Business Office, which keeps a record of all such faculty expenses. 

The Seminary reimburses all authorized, documented, and business-related expenditures per fiscal year (July 1 to June 30) up to the amount stated in the Annual Memorandum of Understanding on Salaries. Exceeding the annual allowance requires the prior approval of the Academic Dean.
A. Conventions and Meetings
Faculty are encouraged to attend and participate in the meetings and conventions of learned societies and organizations pertaining to their discipline.  Faculty are to inform the Academic Dean of the choice of meeting or convention prior to attending it. Afterwards, faculty are urged to share with the faculty at large the principal points discussed at the meeting.
B. Memberships
Faculty are encouraged to belong to learned societies and organizations representing their discipline. 
C. Books and Periodicals
When faculty purchase directly, the reimbursement form and receipts are handed into the Business Office.  When faculty purchase through the Seminary library, the library forwards a copy of the bill to the Business Office. 
D. Supplies
The Seminary pays reasonable expenses for supplies used in teaching or research, including computer software. Faculty are to check first with the Seminary receptionist since a certain amount of supplies are kept in stock. Reimbursement requests for general supplies are submitted directly to the Business Office.
E.  Teaching Equipment
The Seminary pays for reasonable repairs and for service contracts on equipment privately owned by faculty but primarily used in connection with teaching (e.g. printers, computers). Individual arrangements in this matter are made with the Academic Dean.
IV.3    SABBATICALS  AND  LEAVES   
A. Sabbatical leave is granted to full-time faculty according to these alternatives: a) for one year after each six-year segment of service to the institution, computed from the first full-time contract with the Seminary; b) for six months after each three-year segment.
The purpose of the leave is to provide time for additional study, research, writing, or any other activity that contributes to professional or spiritual enrichment. For this reason, the sabbatical activity should take place away from the institution.
The procedure for applying is the following:

1. The request should be made at least one academic year before the sabbatical is planned.
2. Within two months of this request, the faculty member should submit to the Academic Dean or the Rector a description of the project or the activity planned, the time-span chosen, the location of the activity, and any other special conditions attending the request.
B. Compensation for a one-semester leave is a semester's full salary and its accompanying benefits. All full-time faculty can spend up to $3,000 for approved sabbatical projects. All continuing part-time faculty can spend up to $1,500 for approved sabbatical projects. If additional funds are needed, proper adjustments will be made by the one who approves the project.
C. A leave of absence for a guest teaching assignment at another institution or for any other reasonable cause can be arranged with the Academic Dean or the Rector, according to length of time or other contingencies. No compensation is made by the institution for such leaves.
However, in cases of even faculty exchanges, the compensation is paid by the professor's own institution.
D. Normal academic practice is for the individual to submit a follow-up report of the sabbatical activities and to return to the institution for at least one year after the sabbatical leave.
IV.4
 CURRENT  FACULTY  ACTIVITIES
Faculty members are to give evidence of ongoing development in their area of teaching/discipline, such as participation in scholarly societies and/or workshops or institutes; familiarity with current literature and recent research.
They are likewise encouraged to publish and/or engage themselves in professional outreach.
IV.5 
Curriculum Vitae
Each faculty member should have a copy of his or her curriculum vitae on file in the Academic Office. This resume covers educational background (degrees, certification, continuing education and/or formation); teaching experience; ministerial experience; professional memberships; offices held; publications (books, articles, book reviews, audios and videos, papers); sermons, addresses, workshops and conference talks; works in process.
IV.6
SUMMER ACTIVITY
After the completion of the spring semester and until the opening of the fall semester, faculty members are free of obligation to the Seminary unless their contract specifies otherwise and/or because of an ad hoc responsibility. 
Faculty members are encouraged to pursue summer programs to enhance their professional expertise. 
IV.7   COORDINATION  WITH  LIBRARY
Faculty Members are expected to participate in developing the library's collection of print and non-print materials within their teaching/research discipline by recommending new materials for purchase as well as older material for withdrawal from the collection. Faculty are encouraged to provide the library with an initial list of materials for course reserves at least two weeks before the first class meeting.
IV.8   SECRETARIAL  SERVICES

Secretarial services offered the faculty are the free use of a copy machine and paper; occasional copying and typing assistance for Seminary work.
IV.9  
The  Policy  Regarding  the  PHOTOCOPYING 

OF COPYRIGHTED  MATERIALS  FOR  CLASSROOM  and 


RESEARCH USE. 

(See “Copyright Policy,” Appendix 5)
V. Instructional Function of the Faculty





V.1   SYLLABUS 

At the beginning of each course, the professor will submit a Course Syllabus with information on objectives, procedures, bibliography, textbooks, assignments, class attendance, grading, and exams. A copy is maintained in the Academic Office for five years.

Course Syllabi from the previous years are available for inspection upon request. A Syllabus Template is located in Appendix VI.
V.2   TEXTBOOKS
The acquisition of textbooks is handled through the student bookstore. Before registration takes place, a representative of the student bookstore shall email faculty members to indicate any textbooks they wish to be ordered for their respective courses.
V.3 
SIZE  OF  COURSE  ENROLLMENT
If fewer than four students register for any non-recurring course, the faculty member has the option of not teaching it. The maximum number of students for any course is thirty. Exceptions may be negotiated with the Academic Dean.
V.4
CLASS  ATTENDANCE
It is the general policy of the Seminary that regular attendance at class is expected of Kenrick students. Ordinarily, when a student expects to be absent from class, he is to request prior permission from the professor. A professor may require that work missed be completed. The professor is under no obligation to reschedule a missed examination of any type. 
In particular cases, the individual professor may decide that a student could substitute regular class attendance with some other arrangement (e.g., tutorial sessions, private study, etc.). This policy allows the professor and student to determine the most suitable form of taking a particular course.  In addition, a professor may decide to require attendance for some specific class meetings.
In all cases, to avoid misunderstandings, professors are asked to notify the members of the class in writing at the beginning of the course about their policy of class attendance. Even if this is not done, it is presumed that the general policy is in effect.
V.5
ATTENDANCE  AT  FUNERALS
In order to have a common understanding of Seminary scheduling arrangements at times of a wake or a funeral, the following guidelines are proposed.
In the event of the death of a member of the Seminary community, respectful efforts will be made to adapt the Seminary schedule to honor the memory of the deceased and to allow the Seminary community to respond in an appropriate manner.

In the event of the death of a close relative of a member of the Seminary community, the member's peers are to be free to attend the wake or funeral. If class is not canceled or rescheduled, students are not to be penalized for attending the funeral; however, they are responsible for any work that must be completed.
Generally, for funerals out of town, the Seminary will send a representative of the peer group.
V.6
SCHEDULING  OF  ORDINATION  RETREATS
Kenrick does not customarily permit ordination retreats to take precedence of regularly scheduled class days. Ordinands in fall ceremonies will be expected to schedule their retreats in August, before classes begin. Ordinands in spring ceremonies will be expected to schedule their retreats in January before classes begin.
V.7
LATE  ARRIVAL  OF  PROFESSOR
Kenrick’s general policy regarding the late arrival of a professor is that students should wait ten minutes before leaving the classroom. If a professor knows that he or she may be late, he or she should send word by someone to the class.
V.8
STUDENT   WORKLOAD   EXPECTATIONS
The Seminary student is a full-time student and is therefore committed to full participation in the Seminary program. This is his first priority, and the academic curriculum of the Seminary should occupy a full "work week," that is, 40 hours.
As a guide, it is expected that a student should spend between one and one-half to two hours of preparation for each class hour carried. This time includes study, requisite research, and the writing of assigned papers.
As a guide, there should be one major accountability exercise per credit hour of work. The work load expected of a student for a two-hour course should be one-third less than that of a three-hour course. 
V.9
GRADING
An explanation of both the system and policies of grading can be found in both the online [http://www.kenrick.edu] and printed versions of the Kenrick School of Theology Catalog.
V.10
ACADEMIC  INTEGRITY  AND  PLAGIARISM
The Church looks for integrity from the students even when the consequences are inconvenient. The five fundamental values that characterize Academic Integrity at Kenrick School of Theology are as follows: 
Honesty: The quest for truth and knowledge requires intellectual and personal honesty in learning, teaching, research and service.
Trust: All faculty members should foster a climate of mutual trust in order to stimulate the free exchange of ideas.
Fairness: All interactions among students, faculty and administrators should be grounded in clear standards, practices and procedures. 
Respect: Learning is acknowledged as a participatory process, and a wide range of opinions and ideas is respected.
Responsibility: A thriving community demands personal accountability on the part of all members and depends upon action in the face of wrongdoing.

Plagiarism is a failure of these commitments, and it is taken most seriously by the administration and faculty of the Seminary. It is both a crime against property and a crime against academic integrity, which makes it a serious academic offense. To avoid even accidental plagiarism, students are responsible for educating themselves about it.
By definition, plagiarism is a form of dishonesty that occurs when a person passes off someone else's work as his or her own.  This can range from failing to cite an author for ideas incorporated into a student's paper to cutting and pasting paragraphs from different websites to handing in a paper downloaded from the Internet. 

Students, in their attitudes and activities, are expected to exhibit due respect for matters of faith and morals, for civil and Church authority, and for the rights and dignity of others. A student’s life must manifest personal integrity and discipline. For this reason, students are expected to work under an honor system in taking examinations and in preparing papers, reports, or other class assignments.

The Seminary reserves the right to take appropriate action regarding students whose conduct is not in accord with expected levels of integrity or is detrimental to the students’ or the Seminary’s best interests. Violation of the honor system is, consequently, considered a serious offense that may result in loss of academic credit and dismissal.

V.11
COMPOSITION    STYLESHEET
Kenrick School of Theology does prescribe a uniform style sheet for student papers. Professors will adopt for course usage The Kenrick School of Theology Style Sheet for Papers, Comprehensive Exams, and Theses posted under “Writing Center” on kenrickparish.com 

V.12
Accountability   exercises
Students are held accountable for all work in all courses. The accountability exercise is left to the discretion of the professor. It may be an examination (quiz or test, oral, written, or online), a paper, a classroom presentation, a website, or a project of some other nature. For all accountability exercises, the instructor should prepare a scoring rubric that can be reviewed by the academic dean or by a peer evaluator. 
V.13
COURSE   EVALUATIONS
Course evaluations are an important way for students to help improve the courses and teachers of Kenrick School of Theology. These written evaluations are not the only way students can have input into the program. They are always free to directly approach the Academic Dean with their input. In addition, once a year there is a formal interview with the Academic Dean at which time they can share their comments.  Of course, students can always go to the student representative on the Academic Committee in order to make their contributions. 
The written evaluations, however, structure an opportunity for offering constructive criticism concerning both the courses and the teachers. This positive approach, whereby courses and teachers are constantly being improved, is the primary purpose of the written evaluations. In addition, these materials are also included in the data reviewed by the institution when individual faculty members are formally evaluated.
Course evaluations are conducted online in the final two weeks of the semester. Faculty are required to release students for ten minutes of class time to enable the completion of the evaluation form. Course evaluations are compiled by the Academic Office and released to faculty members after the final submission of grades. 

Course evaluations are signed by the students, but this information is available only to the Academic Office, not to the instructors. If an instructor takes exception to a particular comment, he or she may ask the Academic Dean to follow up on the comment with the student involved. If the instructor is the Academic Dean, he or she may ask the Rector to follow up.
V.14
Assessment  Folder
An assessment folder is to be assembled for each course offered at the Seminary each time it is offered. This folder, which is kept in the Academic Office, should contain the following: a complete syllabus with goal statements, accountability exercises, detailed calendar, bibliography, and required readings.

V.15
FACULTY  ADVISEMENT  IN  THE  Summative  Evaluation 
PROGRAM
Full-time faculty members are expected to be available to serve as research or examination advisors for M.A. students.  Continuing part-time faculty are expected to be available to serve as research or examination advisors as well, although for fewer students. Specific duties of advisors are available in the Summative Evaluation Handbook [cf. “Academic Office” on kenrickparish.com].  Final semester registration approval lies with the Director of the Summative Evaluation Program. The details and protocols of this exercise are available in the Summative Evaluation Handbook, online or print versions.  
[http://www.kenrickparish.com/academicoffice/seh.pdf] Panelists are asked to be diligent about observing the timelines of the process.
V.16   INDEPENDENT  AND  TUTORIAL  STUDY
A. Independent Study

One or more students may independently pursue areas of study on topics which are not offered in the seminary curriculum or more thoroughly engage the subjects which are offered.  Independent study courses do not substitute for introductory or required courses in the M.Div. curriculum.  Normally no one should take more than two independent study courses during his academic program and not more than one with the same professor.

To register for an independent study, a student must first request an instructor to direct the project. If the instructor agrees, the student must construct a syllabus, with the instructor, in accordance with guidelines furnished by the academic dean, obtain the necessary signatures and take the contract to the academic dean for approval.  If the signed contract is received by the registrar within the first two weeks of the semester, the student may register for the course. Independent study contracts may not be dropped after the first meeting date. These contracts are subject to approval by the academic dean.
B. Tutorials

Occasionally students may for extenuating circumstances ask for a required course to be taught as a tutorial in which the instructor and student meet for approximately the same amount of time as for an ordinary course. Courses should only be taught as tutorials if the course is required and has either been cancelled or does not appear in the schedule. A qualified instructor may agree to teach a tutorial with permission from the academic dean.  To register for a tutorial, a student must construct a contract (including the rationale as to why it must be taught in this format) in accordance with guidelines given by the academic dean, obtain the necessary signatures and take the contract to the academic dean within the first two weeks of the semester.
V.17
GUEST  INSTRUCTORS   OR   LECTURERS
The professor may invite an outside guest speaker to his or her course. Faculty members are encouraged to invite their counterparts from other St. Louis theological schools, and to be available if asked in return by the other schools. Remittance forms for honoraria are available in the Academic Office and should be approved by the Academic Dean prior to the date the guest speaker is scheduled. The Rector and the Academic Dean should be informed no later than seven days prior to the class about outside guest speakers, even those who do not receive a stipend. This policy includes guest instructors or lecturers who are present via electronic means.
V.18
   ACADEMIC  GRIEVANCE

Any student who, for serious reasons, finds an academic decision unfair may appeal it according to the following procedure.
The student should first try to resolve the grievance personally with the professor involved. If the student does not believe the matter to have been satisfactorily resolved after having discussed it with the professor, he may submit his grievance in writing to the Academic Dean. The Academic Dean has 10 working days in which to decide a course of action. If the Academic Dean determines that the grievance is credible, he will inform both parties of his decision and will appoint a faculty member acceptable to both parties. This faculty member will investigate the grievance, consult with both parties, and submit a written report to the Academic Dean. The Academic Dean will then give a judgment on the validity of the grievance and will communicate it in writing to the faculty member and the two parties involved. The investigation and judgment will be completed within 20 working days of the decision to entertain the grievance. This will end the grievance procedure.
In the case of course grades, this procedure may be pursued for “F”s. In exceptional cases, the Academic Dean may consider grievances for non-failing grades. A student contesting a grade has 20 working days from the posting of grades to file his grievance. The Academic Dean, upon receiving the grievance, is to notify the faculty member that a grievance has been filed. The Academic Dean has 10 working days in which to decide whether to entertain the grievance. He is to inform both parties of his decision. The investigation and judgment will be completed within 20 working days of the decision to entertain the grievance. 
In all instances of grievance, academic or otherwise, students have access to the Due Process policy (see “Due Process,” II.14).
VI. Formational Function







VI.1   FACULTY
A. Broad Responsibilities

According to the Program of Priestly Formation (5th ed., 2006) the faculty has the following broad responsibilities in the human, spiritual, and pastoral formation of students:

· 351. All faculty members should be dedicated to the total formation of the students, willing to form with them a genuine educational community. Faculty teach first by the quality of their lives. Faculty members — priests, religious, and laity— alike [sic] must therefore witness to the Gospel in their own lives.

· 352. Every faculty member influences seminarians’ growth in priestly maturity. Love for the Eucharist as a source and sign of unity within the seminary program must be clearly evident in the life and attitude of each member of the faculty. Therefore, regular participation in seminary liturgies is encouraged.

· 353. Some of the seminary faculty share responsibility in all areas of the priestly formation program, including the spiritual and the pastoral formation of candidates. Full-time priest faculty, who also serve as spiritual directors and formation mentors/advisors, as a rule, should reside in the seminary (insofar as this is possible).

· 356. In order to inculcate in seminarians sensitivity for issues of social justice, the seminary faculty first must possess an awareness of the significance of questions of peace, justice, and respect for life.

· 357. Because of the importance of a pastoral orientation in seminary programs, some involvement by faculty in parish ministry or in other apostolic activities complements their work in the seminary. Likewise, seminary faculty are often called upon to help with diocesan projects and responsibilities. In this way, the seminary faculty contribute to the local church or religious institute or society they serve. However, the demands of the seminary are to be given priority.

B. Personal Example and Modeling

The hiring criteria indicate the kind of example and modeling expected of faculty. They are to be warm, generous, and spiritually mature. They are to take a deep personal interest in the human, spiritual, intellectual, and pastoral formation of students. As applicable, they are to evidence a personal love for the Eucharist in their lives. They are to establish effective rapport with students and manifest genuine stability with regard to temperament, psychological health, and maturity. By their working with and communicating among themselves in a collaborative style, they are to give a sign of faculty unity.
 
In addition, priest faculty members by their own ministry are to be priestly models worthy of imitation.
VI.2
AVAILABILITY  TO  STUDENTS
Faculty are to be available to students for consultation outside the classroom time.
VI.3
AVAILABILITY  FOR  SPIRITUAL  DIRECTION
Priest faculty approached by the Director of Spiritual Formation to serve as spiritual directors to students should respond generously within their realistic limits of time and availability.
VI.4
 LITURGICAL  PARTICIPATION
To the extent reasonably possible and duly respecting their other responsibilities, all full-time faculty members are encouraged to participate in the liturgical life of the Seminary. Priests are encouraged to volunteer to preside as their schedule allows and to otherwise concelebrate at the student Mass.  
VI.5
PRESENCE  AT  STUDENT  ACTIVITIES  AND  FUNCTIONS
To the extent reasonably possible, all faculty are encouraged to attend student affairs and functions (e.g., social activities, days of recollection, formation conferences, etc.) to which the faculty have been invited.
VI.6 
Participation  in  the Student  Evaluation  Process
Full-time faculty are required to participate in the cohort meetings each semester. All faculty are expected to submit input on students (either in writing or in person); this input is made to the proper formation team member or other appropriate Seminary authority. Doing so is not restricted to just evaluation time; faculty are encouraged at any time in the year to bring forward concerns about individual students. 
vi.6.1    Student Evaluations: Faculty Voting

A. Student Formation and Evaluation
All information about the students of Kenrick seminary is confidential information that should be guarded prudently, according to Seminary policy. At the same time, appropriate information must be shared among the faculty about each student in order to provide a thorough and effective assessment of the student's readiness for advancement to Holy Orders.

Different types of interaction among students and Seminary personnel affect the meaning of judgments made about each student’s suitability. Those such as the Rector, Deans, Directors and Formation Advisors have a different kind knowledge about the students than do the students’ confessors and spiritual directors whose knowledge pertains to the internal forum. Similarly, professors whose primary interaction with each student occurs through classroom activities receive their data about each student first through that interaction. Justice requires that the Seminary protect the reputation of each student from unjust judgment, judgment by usurpation, suspicion and rash judgment.
B. Faculty Role in Formation and Faculty Consultation
 SEQ CHAPTER \h \r 1All members of the faculty of Kenrick School of Theology have an important role in the evaluation of each student.  As part of their responsibility full-time and continuing part-time faculty are expected to attend the cohort group meetings and complete related surveys in anticipation of those meetings.

Cohort faculty members offer their observations to the Rector concerning each student’s advancement.  Students who do not demonstrate positive evidence of suitability for Orders should not be recommended to the Rector for advancement.

The faculty’s opinion is consultative and may be included in the Rector’s report to the arch/diocesan bishop or religious superior.  The Rector’s report will indicate the number of affirmative and negative opinions as well as the number of abstentions for each student.  Negative opinions and abstentions must be explained.  A positive opinion for a student on the part of an individual faculty member does not constitute a guarantee of the student’s character or suitability.  In addition, faculty members who are priests vote for advancement to Orders.

The results of the faculty evaluation will be given to the Rector along with the recommendation of the Dean of Students and the student’s formation advisor.

C. Information Sharing and Voting
All members of the faculty, including the Rector and the Dean of Students, have an obligation to share disqualifying information about a given student, known in the external forum, with all those members of the faculty who are expected to vote or make a recommendation on the question of a student’s advancement.  The information in question pertains to those characteristics which are canonical requirements for promotion to Orders: integral faith, right intention, requisite knowledge, good reputation, integral morals and proven virtues, and the requisite physical and psychological health.  In addition, information in the external forum which could affect one’s judgment of the seminarian’s aptitude for priestly life and ministry as well as an estimation of his capacity to lead a chaste, celibate life should be shared.

All information about a student must be handled prudently with discretion in order to protect the reputation of the student and to ensure the welfare of the people of God.  Only information that is relevant concerning details of a student’s character or behavior should be communicated to members of the faculty.  On the other hand, if disqualifying information known to a member of the Seminary administration is withheld from a priest faculty member required to vote on the student, the onus of responsibility lies with the Seminary administration and not with the priest.

The responsibility of protecting the integrity of the evaluation process belongs to the Seminary officers and administration.  Every faculty member has the right to express an opinion on the worthiness of a seminarian to proceed to Holy Orders.  The opinion of the faculty member must be rooted in justice and in charity.  Only ordained members of the faculty are to cast a vote on the advancement of a candidate to Holy Orders. 

The question about advancement will be worded in this way:

Based upon all the information known to you at this time, do you recommend this student (or[name]) for promotion for:
(check) □ Continuation in the program

              □ Lector or acolyte

              □ Diaconate

              □ Priesthood

1. Yes

2. No 

(Explanation)
3. Abstain
(Explanation)

VI.6.2  Policy on Sharing of Information between Administrators and Faculty Members 

Voting for Student Advancement in the Cohort Meetings
A.
Those faculty members consulted for the advancement of students in the seminary program should have access to all pertinent external forum information, consistent with the File Policy found in the Student Handbook.

B.
In accordance with the Policy on Student Behaviors, this information should specifically include, but not be limited to, anything of an inappropriate sexual nature, either alone or with someone else, in or outside of the building, any illegal behaviors or incidents, and any other information regarding the student that could objectively call into question the worthiness of a student for retention in the seminary or advancement to Orders.  It is important to remember that the benefit of any doubt is always given to the concerns of the Church, and, in this light, students need to be able to demonstrate the positive ability to live the priestly life, not just the ability to avoid sin and scandal.

C.
The Dean of Students and the Rector have due discretion regarding the specific details of student information. For the sake of the integrity of the evaluation process, they are obliged to communicate with faculty members the substance of any issues or behaviors that may impact a retention or advancement in the seminary.

D. In situations where a faculty member shares information with a fellow participant in the faculty cohort meetings, that faculty member must also share that information directly with the Dean of Students and/or the formation advisor.
VII.  Appendices
APPENDIX   I
Policy for Revising the Faculty Handbook
Every three years the Faculty Welfare Committee in the fall initiates a review of the Faculty Handbook, inviting the suggestions and comments of all the faculty.
Additions and/or amendments approved by the faculty will be inserted in the text by the Faculty Welfare Committee at its next meeting 
The Faculty Welfare Committee marks those sections requiring further attention by December 15. The pertinent sections are addressed during the second semester in such fashion that they can be approved by the end-of-the-year faculty meeting.

When the faculty of Kenrick School of Theology seeks to revise the current Faculty Handbook, said Handbook policy is to remain in effect until such time as it is approved by the faculty and the Board of Trustees.
The revised Faculty Handbook is issued the following fall.
Appendix II
Sample Contract and Compensation Agreements
St. Louis Roman Catholic Theological Seminary
Kenrick-Glennon Seminary
Kenrick School of Theology
CONTRACT AND COMPENSATION AGREEMENT FOR
ADJUNCT INDIVIDUAL LAY MEMBERS OF THE FACULTY
THIS CONTRACT AND COMPENSATION AGREEMENT, by and between the St. Louis Roman Catholic Theological Seminary (hereinafter "the Seminary") and _________________________________ (hereinafter "faculty member"), witnesses that:
WHEREAS the Seminary is desirous of obtaining the services of _________________________ [faculty member] in the position of an adjunct member of the faculty for the period of time from ___________________ through ____________________ [dates]; and
WHEREAS said faculty member is desirous of offering his/her services to the Seminary; and 
WHEREAS the Seminary has established its policy on compensation as declared in its policies Terms of Compensation and Compensation Scale:
 
IT IS AGREED by and between the parties in consideration of the mutual agreements herein:
1. That this appointment is to the theology faculty in an adjunct position;
2. That said faculty member has the teaching and other responsibilities herein outlined:
3. That the Seminary shall pay _______________ [faculty member] as salary for services for said period of time _______________ [amount] in installments of _______________ [amount] per _______________ [time period];
4. That the Seminary shall also pay _______________ [faculty member] the following (kind, amount, and distribution specified):
5. That all parties to this agreement acknowledge the policies, obligations and rights as described in the Faculty Handbook and as applicable to adjunct faculty members;
6. That all parties to this agreement acknowledge that this agreement is no assurance that the same faculty member will be rehired to teach should the same course be repeated;
7. That this agreement shall be terminable in accordance with the Seminary policy on Severance;
8. That this agreement is executed in duplicate with originals held by the parties of this contract and compensation agreement and a photocopy held by the Business Manager.
IN WITNESS WHEREOF, the parties have set their hands hereunto.
1. St. Louis Roman Catholic Theological Seminary
by ______________________________
Academic Dean
____________________
Date

2.  Faculty Member
by _______________________________
Faculty Member
____________________
Date
St. Louis Roman Catholic Theological Seminary
Kenrick-Glennon Seminary
Kenrick School of Theology
CONTRACT AND COMPENSATION AGREEMENTFOR 
FULL-TIME INDIVIDUAL LAY MEMBERS OF THE FACULTY
THIS CONTRACT AND COMPENSATION AGREEMENT, by and between the St. Louis Roman Catholic Theological Seminary (hereinafter "the Seminary") and _________________________________  (hereinafter "faculty member"), witnesses that:
WHEREAS the Seminary is desirous of obtaining the services of _________________________ [faculty member] in the position of a full-time member of the faculty for the period of time from ___________________ through ____________________ [dates]; and
WHEREAS said faculty member is desirous of offering his/her services to the Seminary; and 
WHEREAS the Seminary has established its policy on compensation as declared in its policies Terms of Compensation and Compensation Scale:
IT IS AGREED by and between the parties in consideration of the mutual agreements herein:
1. That this appointment is to the theology faculty in a full-time position with the rank of ________________________ [rank];
2. That said faculty member has the teaching and other responsibilities herein outlined:
3. That the Seminary shall pay _______________ [faculty member] as salary for services for said period of time _______________ [amount] in installments of _______________ [amount] per _______________ [time period];
4. That the Seminary shall pay on behalf of _______________ [faculty member] the following:
a) for medical insurance:  _______________ [amount] in installments of _______________ [amount] per _______________ [time period], payable to Christian Brothers Employee Benefit Trust;
b) for retirement:  _______________ [amount] in installments of _______________ [amount] per _______________ [time period], payable to The Equitable Life Assurance Society of the United States;
c) for transportation (as applicable):  _______________ [amount] in installments of _______________ [amount] per _______________ [time period], payable directly to the faculty member;
d) other (kind, amount and distribution specified):
5. That, as applicable, the contributed services of said faculty member, computed according to the formula in the policy for Compensation, shall be figured as _______________ [amount];
6. That all parties to this agreement acknowledge the policies, obligations and rights as described in the Faculty Handbook;
7. That all parties to this agreement acknowledge the existence of separate memoranda herein listed and hereto attached:
8. That this agreement shall be terminable in accordance with the Seminary policy on Severance;
9. That this agreement shall be effective as of _____________ [date];
10. That this agreement is executed in duplicate with originals held by the parties of this contract

      and compensation agreement and a photocopy held by the Business Manager.
IN WITNESS WHEREOF, the parties have set their hands hereunto.
1. St. Louis Roman Catholic Theological Seminary
By: ______________________________
President-Rector
____________________
Date
2.  Faculty Member
By: ____________________________________
Faculty Member
____________________
Date
St. Louis Roman Catholic Theological Seminary
Kenrick-Glennon Seminary
Kenrick School of Theology
CONTRACT AND COMPENSATION AGREEMENT FOR ADJUNCT
INDIVIDUAL MEMBERS OF A RELIGIOUS ORDER OR CONGREGATION
THIS CONTRACT AND COMPENSATION AGREEMENT, by and between the St. Louis Roman Catholic Theological Seminary (hereinafter "the Seminary") and ________________________________________ (religious order or congregation, hereinafter "the Congregation"), and ____________________ (individual member of the Congregation, hereinafter "individual" or "faculty member") witnesses that:
WHEREAS the Seminary is desirous of obtaining the services of _________________________ [individual] of the Congregation in the position of an adjunct member of the faculty for the period of time from ___________________ through  ____________________ [dates]; and
WHEREAS the Congregation and same individual are desirous of offering said services to the Seminary; and
WHEREAS the Seminary has established its policy on compensation as declared in its policies Terms of Compensation and Compensation Scale: 
IT IS AGREED by and between the parties in consideration of the mutual agreements herein:
1. That the Congregation shall appoint ______________________ [individual] to perform services in fulfillment of his/her mission for the Seminary;
2. That this appointment is to the theology faculty in an adjunct position;
3. That said faculty member has the teaching and other responsibilities herein outlined:
4. That the Seminary shall pay the Congregation as salary for the services of said faculty member for said period of time _______________ [amount] in installments of _______________ [amount] per _______________ [time period];
5. That the Seminary shall pay the Congregation the following for said faculty member (kind, amount, and distribution specified):
6. That all parties to this agreement acknowledge the policies, obligations and rights as described in the Faculty Handbook and as applicable to adjunct faculty members;
7. That all parties to this agreement acknowledge that this agreement is no assurance that the same faculty member will be rehired to teach should the same course be repeated;
8. That this agreement shall be terminable in accordance with the Seminary policy on Severance;
9. That this agreement is executed in triplicate with originals held by the parties of this contract and compensation agreement and a photocopy held by the Business Manager.
IN WITNESS WHEREOF, the parties have set their hands hereunto.
1. St. Louis Roman Catholic Theological Seminary
By: ___________________________________
President-Rector
____________________

Date
2. ___________________________________  [Congregation]
By: ___________________________________
Major Superior
____________________
Date
3.  Faculty Member
by ____________________________________
Faculty Member
____________________
Date
St. Louis Roman Catholic Theological Seminary

Kenrick-Glennon Seminary
Kenrick School of Theology
 
CONTRACT AND COMPENSATION AGREEMENT FOR FULL-TIME
INDIVIDUAL MEMBERS OF A RELIGIOUS ORDER OR CONGREGATION
THIS CONTRACT AND COMPENSATION AGREEMENT, by and between the St. Louis Roman Catholic Theological Seminary (hereinafter "the Seminary") and ________________________________________ (religious order or congregation, hereinafter "the Congregation"), and ____________________ (individual member of the Congregation, hereinafter "individual" or "faculty member") witnesses that:
WHEREAS the Seminary is desirous of obtaining the services of _________________________ [individual] of the Congregation in the position of a full-time member of the faculty for the period of time from ___________________ through  ____________________ [dates]; and
WHEREAS the Congregation and same individual are desirous of offering said services to the Seminary; and
WHEREAS the Seminary has established its policy on compensation as declared in its policies Terms of Compensation and Compensation Scale: 
IT IS AGREED by and between the parties in consideration of the mutual agreements herein:
1. That the Congregation shall appoint ______________________ [individual] to perform services in fulfillment of his/her mission for the Seminary;
2. That this appointment is to the theology faculty in a full-time position with the rank of ________________________ [rank];
3. That said faculty member has the teaching and other responsibilities herein outlined:
4. That the Seminary shall pay the Congregation as salary for the services of said faculty member for said period of time _______________ [amount] in installments of _______________ [amount] per _______________ [time period];
5. That the Seminary shall pay the Congregation the following for said faculty member:
a) for medical insurance: _______________ [amount] in installments of _______________ [amount] per _______________ [time period];
b) for retirement: _______________ [amount] in installments of _______________ [amount] per _______________ [time period];
c) for transportation (as applicable): _______________ [amount] in installments of _______________ [amount] per _______________ [time period];
d) other (kind, amount and distribution specified):
6. That the contributed services of said faculty member, computed according to the formula in the policy for Compensation, shall be figured as _______________ [amount];
7. That all parties to this agreement acknowledge the policies, obligations and rights as described in the Faculty Handbook;
8. That all parties to this agreement acknowledge the existence of separate memoranda herein listed and hereto attached:
9. That this agreement shall be terminable in accordance with the Seminary policy on Severance;
10. That this agreement shall be effective as of _____________ [date];
11. That this agreement is executed in triplicate with originals held by the parties of this contract and compensation agreement and a photocopy held by the Business Manager.
IN WITNESS WHEREOF, the parties have set their hands hereunto.
1. St. Louis Roman Catholic Theological Seminary
By: ___________________________________
President-Rector
____________________
Date
2. __________________________________ [Congregation]
By: __________________________________
Major Superior 
____________________
Date
3.  Faculty Member
By: ___________________________________
Faculty Member
____________________
Date
St. Louis Roman Catholic Theological Seminary
Kenrick-Glennon Seminary
Kenrick School of Theology
CONTRACT AND COMPENSATION AGREEMENT FOR ADJUNCT INDIVIDUAL PRIEST FACULTY MEMBERS OF THE ARCHDIOCESE OF ST. LOUIS
THIS CONTRACT AND COMPENSATION AGREEMENT, by and between the St. Louis Roman Catholic Theological Seminary (hereinafter "the Seminary") and the Archbishop of St. Louis for the Archdiocese of St. Louis (hereinafter "the Archbishop"), and ________________ (individual priest of the Archdiocese of St. Louis, hereinafter "individual Archdiocesan priest" or "faculty member"), witnesses that:
WHEREAS the Seminary is desirous of obtaining the services of ________________ [individual Archdiocesan priest] of the Archdiocese in the position of an adjunct member of the faculty for the period of time from _____________ through ___________ [dates]; and 
WHEREAS the Archbishop and the same individual Archdiocesan priest are desirous of offering said services to the Seminary; and
WHEREAS the Seminary has established its policy on compensation as declared in its policies Terms of Compensation and Compensation Scale:
IT IS AGREED by and between the parties in consideration of the mutual agreements herein: 
1. That the Archbishop shall appoint ___________________ [individual Archdiocesan priest] to perform services in fulfillment of his mission for the Seminary;
2. That this appointment is to the theology faculty in an adjunct position;
3. That the said faculty member has the teaching and other responsibilities herein outlined:
4. That the Seminary shall pay ______________ [faculty member] as salary for services for said period of time ________[amount] in installments of _________[amount] per _________[time period];
5. That the Seminary shall also pay ______________________ [faculty member] the following (kind, amount, and distribution specified):
6. That all parties to this agreement acknowledge the policies, obligations, and rights as described in the Faculty Handbook and as applicable to adjunct faculty members;
7. That all parties to this agreement acknowledge that this agreement is no assurance that the same faculty member will be rehired to teach should the same course be repeated;
8. That this agreement shall be terminable in accordance with the Seminary policy on Severance;
9. That this agreement is executed in triplicate with the originals held by the parties of this contract and compensation agreement and a photocopy held by the Business Manager.
IN WITNESS WHEREOF, the parties have set their hands hereunto.
1. Archbishop of St. Louis
By: _________________________________________
Archbishop of St. Louis

____________________________
Date
2. St. Louis Roman Catholic Theological Seminary
By: _________________________________________
Academic Dean

_____________________________
Date
3. Faculty Member
By: ________________________________________

Individual Archdiocesan Priest

_____________________________

Date
St. Louis Roman Catholic Theological Seminary
Kenrick-Glennon Seminary
Kenrick School of Theology
 
 
CONTRACT AND COMPENSATION AGREEMENT FOR FULL-TIME
INDIVIDUAL PRIESTS OF THE ARCHDIOCESE OF ST. LOUIS
 
THIS CONTRACT AND COMPENSATION AGREEMENT, by and between the St. Louis Roman Catholic Theological Seminary (hereinafter "the Seminary") and the Archbishop of St. Louis for the Archdiocese of St. Louis (hereinafter "the Archbishop"), and __________________ (individual priest of the Archdiocese of St. Louis, hereinafter "individual Archdiocesan priest" or "faculty member"), witnesses that:
 
WHEREAS the Seminary is desirous of obtaining the services of ___________________________ [individual Archdiocesan priest] of the Archdiocese in the position of full-time member of the faculty for the period of time from _____________________ through __________________ [dates]; and
 
WHEREAS the Archbishop and same individual Archdiocesan priest are desirous of offering said services to the Seminary; and
 
WHEREAS the Archbishop is willing to release the same individual Archdiocesan priest for offering those said services to the Seminary; and
 
WHEREAS the Archdiocese of St. Louis has established its policy of compensating its priests engaged in full-time employment in the Seminary, the same policy as referenced in the Seminary policy on Terms of Compensation: 
IT IS AGREED by and between the parties in consideration of the mutual agreements herein:
1. That the Archbishop shall appoint ___________________ [individual Archdiocesan priest] to perform services in fulfillment of his mission for the Seminary;
2. That this appointment is to the theology faculty in a full-time position with the rank of __________________________ [rank];
 
3. That said faculty member has the teaching and other responsibilities herein outlined:
4. That the Seminary shall pay ___________________ [faculty member] as salary for services for said period of time _______________ [amount] in installments of _______________ [amount] per _______________ [time period];
5. That the Seminary shall pay on behalf of ____________________ [faculty member] the following:
a. for medical insurance:  _______________ [amount] in installments of _______________ [amount] per _______________ [time period], payable to Priests' Mutual Benefit Society;
b. for retirement:  _______________ [amount] in installments of _______________ [amount] per _______________ [time period], payable to Priests' Mutual Benefit Society;
c. for transportation (as applicable):  _______________ [amount] in installments of _______________ [amount] per _______________ [time period], payable directly to the faculty member;
d. continuing education:  _______________ [amount] in installments of _______________ [amount] per _______________ [time period], payable to the Continuing Formation of Priests;
e. other (kind, amount and distribution specified):
6. That the contributed services of said faculty member, computed according to the formula in the policy on Compensation, shall be figured as _______________ [amount];
7. That all parties to this agreement acknowledge the policies, obligations and rights as described in the Faculty Handbook;
8. That all parties to this agreement acknowledge the existence of separate memoranda herein listed and hereto attached:
9. That this agreement shall be terminable in accordance with the Seminary policy on Severance;
10. That this agreement shall be effective as of ________ [date];
11. That this agreement is executed in triplicate with originals held by the parties of this contract and compensation agreement and a photocopy held by the Business Manager.
IN WITNESS WHEREOF, the parties have set their hands hereunto.
1. Archbishop of St. Louis
by ______________________________
Archbishop of St. Louis
____________________
Date
2. St. Louis Roman Catholic Theological Seminary
By:  ___________________________________
President-Rector
____________________
Date

3.  Faculty Member

By: ___________________________________
Individual Archdiocesan Priest
____________________
Date
APPENDIX III
Forms for the Formal Faculty Evaluation Process for Advancement in Rank
Kenrick-Glennon Seminary
Peer Faculty Review: Classroom Observation 
(Completed each even academic year)
Course: _______________________________

Class Date _____________________________
Class Topic ____________________________
Instructor: _____________________________
Peer Reviewer: __________________________
I commend you for the following: (Continue on back if necessary) 

I suggest the following: (Continue on back if necessary) 

Instructor’s Response to Reviewer (After verbal discussion)

Kenrick-Glennon Seminary
Peer Faculty Review: Course Materials 

(Completed each odd academic year)

On Assessment Day, faculty will meet in pairs to review one another’s materials for one course (syllabus, assessment exercises, handouts, grading rubrics, web pages etc.) and after discussion provide this brief written report.


Course: ______________________________
Date: ________________________________
Instructor: ___________________________
Peer Reviewer: ________________________
I commend you for the following: (Continue on back if necessary) 

I suggest the following: (Continue on back if necessary) 

Instructor’s Response to Reviewer (After verbal discussion)

Kenrick-Glennon Seminary
Peer Faculty Review: Vocational Dimension 

On Assessment Day, each faculty member will fill out an online survey on three faculty peers, chosen randomly, and submit to the Academic Dean. Randomly selected students will also evaluate each faculty member. The dean will discuss the results in his annual review meeting with each faculty member.
Course: __________       Instructor: ___________________________     Date: __________ 

Peer Reviewer: ___________________________
	Circle your responses to each of the questions and then add comments below the table. 


	Strongly Disagree
	Disagree 
	Slightly disagree
	Slightly Agree 
	Agree 
	Strongly Agree

	Faculty Member demonstrates genuine stability, temperance and maturity
	1 
	2 
	3 
	4 
	5 
	6

	Faculty member promotes unity within the faculty, interacting with other faculty members on professional and social basis.
	1 
	2 
	3 
	4 
	5 
	6

	Faculty member possess Christian virtues in true commitment to the Church striving to live the values of the Gospel within the seminary community
	1 
	2 
	3 
	4 
	5 
	6

	Faculty member discharges administrative responsibilities as assigned.
	1 
	2 
	3 
	4 
	5 
	6

	Faculty member participates with the rest of the faculty in formulating and implementing and evaluating the goals of the seminary
	1 
	2 
	3 
	4 
	5 
	6

	Faculty member demonstrates interest in the students and availability to the staff and students for spiritual and or academic consultation
	1 
	2 
	3 
	4 
	5 
	6

	Faculty member takes appropriate interest in the implementation of all areas of the formation program
	1 
	2 
	3 
	4 
	5 
	6

	Faculty member participates in the Seminary prayer life, especially the Eucharist, to the extent possible
	1 
	2 
	3 
	4 
	5 
	6

	Faculty member demonstrates love for the Church and willingness to cooperate in the mission of the Church, local and universal.
	1 
	2 
	3 
	4 
	5 
	6


I commend this faculty member for the following:  

I suggest the following:
APPENDIX IV 
Alcohol and Drug Use
1.  ALCOHOL
Because of the very nature of Kenrick as a Seminary preparing men for priesthood (a ministry of service) and desiring to foster growth in holiness and wholeness, the use of alcoholic beverages must be approached within the sound principles of Christian asceticism. Total abstinence from alcohol is certainly laudatory, especially when spiritually motivated. Also praiseworthy is the moderation in the use of alcohol in any form. Such ascetical practices are means toward conversion in one's life.
Accordingly, faculty are to develop a sound spirituality and well-reasoned philosophy on the use of alcoholic beverages. Faculty are encouraged to consider all the implications of drinking and to arrive at a conscientious decision about how they will make personal use of alcohol.
Faculty are to support the Seminary in its sponsoring programs and developing guidelines which will help community members understand the advantages of a healthy lifestyle, the consequences of use and abuse of alcohol, the moral implications of alcohol use, and the importance of personal and communal responsibility.
Faculty are also expected to support the Seminary policy on alcohol. That policy states in part that the Seminary disapproves of drinking that infringes on the rights of others, misconduct due to drinking, or drinking by anyone under 21 years of age. The Seminary does not condone any drinking patterns that lead to behaviors that are detrimental to the health and welfare of the individual, faculty or student groups, or Seminary community life.
While recognizing the legitimate need for social activities, these activities should have a clear purpose other than the consumption of alcoholic beverages. The Seminary encourages moderation in the use of alcohol for those of legal age who choose to drink, and the Seminary asserts that choosing not to drink is as socially acceptable as choosing to drink.
The attention of the faculty is called to the law of the state of Missouri:  "Any person under the age of twenty-one who purchases or attempts to purchase, or has in his possession any intoxicating liquor...is guilty of a misdemeanor."  Further, anyone guilty of a misdemeanor "shall, upon conviction, be punished by a fine of not less than fifty dollars, nor more than one thousand dollars, or by imprisonment in the County jail for a term not exceeding one year, or by both such fine or jail sentence."
When the Seminary is concerned about a faculty member's possible abuse of alcohol, the appropriate administrator will intervene and, if necessary, arrange for an initial assessment for the faculty member.
2.  DRUGS
Possession, use and distribution of stimulants, depressants, narcotics or hallucinogenic drugs and other agents having potential for abuse, except on a physician's or dentist's prescription, is forbidden by state and/or federal law and not permitted on Seminary property.  The selling, bartering, exchanging or giving away of such drugs to any person not intended to possess them is illegal and prohibited.
Criminal sanctions for violations of state and federal laws prohibiting the unlawful possession and distribution of illegal drugs are serious.  The severity of the sanctions for unlawful possession and distribution varies depending on the quantity of drugs, prior convictions and whether death or serious injury occurred, and may be increased for offenses which involve distribution to minors or occur on or near the Seminary. In addition, other federal laws require or permit termination of federal benefits, including financial aid, as a result of drug conviction.
Because of the serious nature of these activities, the continuance of a faculty member engaging in the above activities will be seriously questioned. Such a faculty member will also be fully responsible for the civil and/or criminal consequences of his/her behavior.
APPENDIX V
Copyright Policy
It is the policy of the Seminary to comply with and to assure that the faculty and staff comply with the Copyright Law of 1976, the Digital Millennium Copyright Act of 1998, the Technology, Education, and Copyright Harmonization Act of 2002, and the Section 1201 Rulemaking Decision of 2010 by providing that all photocopying of copyrighted materials shall be done with the permission of the copyright owner unless such photocopying is fair use as defined in Section 107 of such Act. In furtherance thereof, the Seminary hereby adopts this amended and restated policy statement on Photocopying of Copyrighted Materials for online and face-to-face Classroom and Research Use.
POLICY STATEMENT
The test for determining "fair use" set forth in Section 107 of the Copyright Law of 1976 shall be used in conjunction with the "Guidelines" to determine whether the prior approval of the copyright owner is required before photocopying copyrighted materials. The Guidelines are as follows:
I. Single Copying for Teachers
A single copy may be made of any of the following by or for a teacher at his or her individual request for his or her scholarly research or use in teaching or preparation to teach a class:  
A. A chapter from a book;
B. An article from a periodical or newspaper;
C. A short story, short essay or short poem, whether or not from a collective work;
D. A chart, graph, diagram, drawing, cartoon or picture from a book, periodical, or newspaper.
II. Multiple Copies for Classroom Use
Multiple copies (not to exceed in any event more than one copy per pupil in a course) may be made by or for the teacher giving the course for classroom use or discussion; provided that:

A. The copying meets the tests of brevity and spontaneity as defined below; and 
B. Meets the cumulative effect test as defined below; and 
C. Each copy includes a notice of copyright.
Definitions
BREVITY
(i)  Poetry:  (a) A complete poem if less than 250 words and if printed on not more than two pages or, (b) from a longer poem, an excerpt of not more than 250 words.
(ii)  Prose:  (a) Either a complete article, story or essay of less than 2,500 words, or (b) an excerpt from any prose work of not more than 1,000 words or 10% of the work, whichever is less, but in any event a minimum of 500 words.
[Each of the numerical limits stated in "i" and "ii" above may be expanded to permit the completion of an unfinished line of a poem or of an unfinished prose paragraph.]
(iii)  Illustration:  One chart, graph, diagram, drawing, cartoon or picture per book or per periodical issue.
 
(iv) "Special" works: Certain works in poetry, prose or in "poetic prose" which often combine language with illustrations and which are intended sometimes for children and at other times for a more general audience fall short of 2,500 words in their entirety. Paragraph (iii) above notwithstanding such "special works" may not be reproduced in their entirety; however, an excerpt comprising not more than two of the published pages of such special work and containing not more than 10% of the words found in the text thereof, may be reproduced.
SPONTANEITY 
(i)  The copying is at the instance and inspiration of the individual teacher, and
 
(ii)  The inspiration and decision to use the work and the moment of its use for maximum teaching effectiveness are so close in time that it would be unreasonable to expect a timely reply to a request for permission.
CUMULATIVE EFFECT
(i) The copying of the material is for one only course in the school in which the copies are made.
(ii) Not more than one short poem, article, story, essay of two excerpts may be copied from the same author, nor more than three from the same collective work or periodical volume during one class term.
(iii) There shall not be more than nine instances of such multiple copying for one course during one class term.
[The limitations stated in "ii" and "iii" above shall not apply to current news periodicals and newspapers and current news sections of other periodicals.]
III. Prohibitions as to I and II Above
Notwithstanding any of the above, the following shall be prohibited:
(A)Copying shall not be used to create or to replace or substitute for anthologies, compilations or collective works. Such replacement or substitution may occur whether copies of various works or excerpts there from are accumulated or reproduced and used separately.
(B)There shall be no copying of or from works intended to be "consumable" in the course of study or of teaching. These include workbooks, exercises, standardized tests and test booklets and answer sheets and like consumable material.
C)  Copying shall not:

a. substitute for the purchase of books, publishers' reprints or periodicals;
b. be directed by higher authority;
c. be repeated with respect to the same item by the same teacher from term to term.
(D)  No charge shall be made to the student beyond the actual cost of the photocopying.
Further, it is the policy of the Seminary that the responsibility for making this determination shall rest with the individual faculty member. In the event of uncertainty, the faculty member shall request a review of the matter by General Counsel of the Archdiocese. If upon review the General Counsel determines that some or all of the proposed photocopying is permitted by Section 107, the General Counsel will so advise the faculty member. In that event, should any such photocopying by the faculty member give rise to a claim of copyright infringement, the Seminary will defend and indemnify the faculty member against such claim in accordance with the provisions of the Board of Trustees policy on Legal Protection of Faculty then in effect.
In the event that the faculty member engages in the photocopying of copyrighted materials, without the advice of the General Counsel or the consent of the copyright owner, and such photocopying gives rise to a claim for infringement, the Seminary shall have no duty to defend or indemnify such faculty member. 
MEMORANDUM IN SUPPORT OF POLICY STATEMENT
THE COPYRIGHT LAW OF 1976
The issue of whether photocopying copyrighted works for class discussion and research use is violative of the Copyright Law of 1976 (the "Act") has resulted in considerable questioning of past practices by educators and administrators.
The Act codifies the constitutional mandate that Congress promote the progress of the arts and sciences by securing for limited times to authors the exclusive right to exploit their writings. In furtherance thereof, Section 102 of the Act vests in the author copyright protection for his original works which are fixed in any tangible medium of expression. The Act further provides that the copyright owner has, among other rights, the exclusive right to (i) reproduce and/or authorize the reproduction of the copyrighted work and (ii) prepare and/or authorize the preparation of derivative works based on the copyrighted work. Thus the photocopying of copyrighted works for class discussion and research use is seemingly at odds with the proprietary rights afforded a copyright owner under the Act.
FAIR USE: AN EXCEPTION TO COPYRIGHT INFRINGEMENT
Prior to the passage of the Act, courts recognized certain defenses to the claim of copyright infringement, the most important of which is the fair use doctrine.  The fair use doctrine is an equitable defense which seeks to balance the proprietary rights of the copyright owner with the public interest in the dissemination of information.  Like the courts, Congress noted the potential for conflict between the exclusive rights of the copyright owner and the legitimate use of copyrighted works for scholarly purposes.  Section 107 of the Act codifies the fair use doctrine by providing that, notwithstanding the exclusive rights granted to a copyright owner under the Act, the fair use of a copyrighted work for purposes of teaching, scholarship or research is not an infringement of copyright.
Congress recognized that the courts were unable to define "fair use."  Congress relied on judicial precedent to enunciate the criteria by which fair use is to be determined. The Act provides that the following factors should be weighed in making a fair determination of fair use:
1. Whether the purpose and character of the use is for commercial or non-profit education purposes;
2. The nature of the copyrighted work;
3. The amount and substantiality of the portion of the work used in relation to the copyrighted work as a whole; and
4. The effect of the use upon the potential market for or value of the copyrighted work.
Since Section 107 is an equitable defense to a claim of infringement, each of the foregoing factors must be applied to determine whether the proposed photocopying of copyrighted materials would constitute infringement if the permission of the copyright owner is not obtained. Section 107 clearly states that use can be fair for purposes, such as criticism, comments, news reporting, teaching (including multiple copies for classroom use), scholarship or research. The legislative history of Section 107 quotes the Register of copyright's 1961 Report approvingly:
The examples enumerated at page 24 of the Register's 1961 Report, while by no means exhaustive, give some idea of the sort of activities the courts might regard as fair use under the circumstances:  "quotation of excerpts in a review or criticism for purposes of illustration or comment; quotation of short passages in a scholarly or technical work, for illustration or clarification of the author's observations;...reproduction by a teacher or student of a small part of a work to illustrate a lesson..."
The court in Basic Books, Inc. v. Kinko's Graphics Corp., 758 F. Supp. 1522 (S.D.N.Y. 1991) noted that courts and commentators disagree on the interpretation and application of the four factors set forth in Section 107. Each of the four factors will be discussed in light of the Kinko's decision:
I. Purpose and Character of the Use. The Supreme Court has held that the commercial use of copyrighted material is presumptively an unfair exploitation of the proprietary rights accorded the copyright owner under the Act. Sony Corp. v. Universal City Studios, Inc., 464 U.S. 417 (1984). However, the converse of the Sony holding is not necessarily true; that the non-profit educational use of copyrighted materials is fair. The Supreme Court clarified the Sony decision by finding that the question is not whether the exploitation results in monetary gain, but whether the user will profit from exploiting the copyrighted work by not paying royalties for the use of such work. Harper & Row v. National Enterprises, 471 U.S. 539 (1985).
Recent court decisions indicate that in order to pass this first prong of the test the use of the quoted portion of the copyrighted work must be in a different manner or for a different purpose than the original. "A quotation of copyrighted material that merely repackages or republishes the original is unlikely to pass the test."  Kinko's, quoting Leval, Toward a Fair Use Standard, 103, Har. L. Rev. 1105, 1111 (1990).
II. The Nature of the Copyrighted Work. Courts generally hold that the scope of fair use is greater with respect to factual than non-factual works, because factual works are believed to have greater social value.
III. The Amount and Substantiality of the Portion Used. Courts have on more than one occasion stated that "there are no absolute rules as to how much of a copyrighted work may be copied and still be considered fair use."  Kinko's quoting Maxtone-Graham v. Burtchaell, 803 F. 2nd 1253 (2d Cir.) cert. denied, 481 U. S. 1059 (1987). For example, a short piece which is the heart of a work may not be fair use and a longer piece which is pedestrian in nature may be fair use.
In making the "substantiality" determination, the availability of the copyrighted work must be determined. Presumably, longer portions of a work may be copied without obtaining the permission of the copyright owner if such work is out of print. However, the Kinko's court was impressed with the argument that "damage to out-of-print works may in fact be greater since permission fees may be the only income for authors and copyright owners."
IV. The Effect of the Use. The Supreme Court has stated that this is the most important of the four factors. Harper & Row. To negate fair use, a copyright owner must demonstrate only that if the use in question should become widespread, it would adversely affect the potential market for the copyrighted work.
CLASSROOM PHOTOCOPYING GUIDELINES.
Congress also approvingly cited the guidelines for classroom copying in not-for-profit educational institutions of books and periodicals prepared by representatives of the Ad Hoc Committee of Educational Institutions and Organizations on Copyright Law Revision, and of the Authors League of America, Inc., and the Association of American Publishers (the "Guidelines"). It is important to note that although the Guidelines are part of the legislative history of Section 107, they do not carry the weight of statutory authority. Nevertheless, the Guidelines are respected and utilized by the courts in conjunction with the four factors to determine fair use and should, therefore, provide a margin of comfort to the Seminary in determining fair use. The Guidelines are as printed at the beginning of this policy statement
Section 1201 Rulemaking Decision - http://www.copyright.gov/1201/2010/Librarian-of-Congress-1201-Statement.html 

The Digital Millennium Copyright Act of 1998

Reprinted below from the UCLA Online Institute for Cyberspace Law and Policy is a summary of the general highlights of the DMCA. 

On October 12, 1998, the U.S. Congress passed the Digital Millennium Copyright Act, ending many months of turbulent negotiations regarding its provisions. Two weeks later, on October 28th, President Clinton signed the Act into law.

The Act is designed to implement the treaties signed in December 1996 at the World Intellectual Property Organization (WIPO) Geneva conference, but also contains additional provisions addressing related matters. 

As was the case with the 'No Electronic Theft' Act (1997), the bill was originally supported by the software and entertainment industries, and opposed by scientists, librarians, and academics. 

Highlights Generally:
· Makes it a crime to circumvent anti-piracy measures built into most commercial software.

· Outlaws the manufacture, sale, or distribution of code-cracking devices used to illegally copy software.

· Does permit the cracking of copyright protection devices, however, to conduct encryption research, assess product interoperability, and test computer security systems.

· Provides exemptions from anti-circumvention provisions for nonprofit libraries, archives, and educational institutions under certain circumstances.

· In general, limits Internet service providers from copyright infringement liability for simply transmitting information over the Internet.

· Service providers, however, are expected to remove material from users' web sites that appears to constitute copyright infringement.

· Limits liability of nonprofit institutions of higher education -- when they serve as online service providers and under certain circumstances -- for copyright infringement by faculty members or graduate students.

· Requires that "webcasters" pay licensing fees to record companies.

· Requires that the Register of Copyrights, after consultation with relevant parties, submit to Congress recommendations regarding how to promote distance education through digital technologies while "maintaining an appropriate balance between the rights of copyright owners and the needs of users."

· States explicitly that "[n]othing in this section shall affect rights, remedies, limitations, or defenses to copyright infringement, including fair use..."

The TEACH Act of 2002

The Technology, Education and Copyright Harmonization (TEACH) Act of 2002 updates copyright law to broaden instructors' legal use of copyrighted materials in online instruction at accredited nonprofit educational institutions. Copyrighted materials affected by this law include, but are not limited to, print, still images, audio recordings, video recordings, diagrams, charts, and graphs. 

· The law permits instructors to use certain copyrighted materials during online instruction without obtaining permission from or paying royalties to the copyright owners. 

· The law requires instructors to comply with specific and rigorous limitations when displaying or performing copyrighted works during online instruction. 

Note: The law does not equate the use of copyrighted materials in online instruction to the use legally permitted for instruction in a physical classroom; therefore, instructors and institutions should not simply apply copyright law and fair use guidelines prescribed for classroom instruction to online instruction. 

Summary of the TEACH Act of 2002 

Reprinted below from the American Council on Education is a summary of the requirements that an instructor and an institution must satisfy when exercising the liberties made available under the TEACH Act of 2002. 

The TEACH Act amends Sections 110(2) and 112 of the Copyright Act of 1976 to give instructors at accredited nonprofit educational institutions greater flexibility to use third party copyrighted works in online course delivery. The bill permits the display and performance of virtually all types of works during online instruction without the consent of the copyright owner, provided that: 

· the online instruction at an eligible institution is mediated by an instructor; the transmission of the material is intended only for receipt by students enrolled in the course, regardless of where the students are physically located; 

· the institution must employ measures to prevent "retention of the work in accessible form by recipients of the transmission…for longer than the class session;" and 

· the institution employs measures that limit the transmission of the material to students enrolled in the particular course and precludes unauthorized student retention and/or downstream redistribution "to the extent technologically feasible." 

These parameters are not broad enough to allow for entire hard copy textbooks to be digitized, nor will the new law apply to materials that are produced by the copyright owner for online instructional sales. But it does give institutions limited rights to retain the information and provide limited student access for review purposes. The TEACH Act also grants a limited right to digitize portions of an analog work for use in an online course if a digital version is not available. 

Institutions that want to take advantage of the TEACH Act must have copyright policies in place and must provide faculty, students, and staff members with information that "describes, and promotes compliance with, the laws of United States relating to copyright." The institution also must provide students with a notice that materials may be subject to copyright protection. 

Reprinted below from the Florida State University Center for Teaching & Learning is a summary of allowances and restrictions of the TEACH Act.

The TEACH Act permits an instructor to… 

· Digitize portions of copyrighted materials for use during online instruction Materials may be digitized provided they are not already in digital format—otherwise the existing digital version must be used. 

· Store digitized copyrighted materials on a secure server for the duration of the instructional activity 

Note: Digitization is the process of converting information (text, sound, images) into a format that can be stored, retrieved, and manipulated on a computer. 

The TEACH Act requires an instructor to… 
• Inform students that: 

• the materials are copyrighted 

• they may not save such materials to their computers 

• they may not revise the materials 

• they may not copy or distribute the materials Instructors may comply with this requirement by placing a prominent announcement on their course websites: 

Copyright Notice: This course website may contain copyrighted materials that are used in compliance with U.S. Copyright Law. Under that law, materials may not be saved to your computer, revised, copied, or distributed without permission. They are to be used in support of instructional activity as part of this course only and shall be limited to the duration of the course, unless otherwise specified by the instructor or owner of the material. You may only download or print materials at the direction of your instructor, who knows which materials are copyrighted and which are not. For more information, see the Kenrick Copyright Guidelines.
· Take reasonable actions to ensure that copyrighted materials covered by the TEACH Act are accessed only by enrolled students Only the instructor, enrolled students, mentors, TAs, and administrators may be given access to a course website that contains copyrighted materials. 

· Insist that students use a login and password to access online instructional materials Using Blackboard will ensure that this requirement is met, as students must use their Kenrick login and password to enter Blackboard course websites. 

The TEACH Act prohibits an instructor from… 
· Using copyrighted digitized materials developed and marketed specifically for instructional activities Permission, clearance, purchase, or licensing must be obtained prior to the use of such materials. 

· Digitizing materials that are already available in digital format Guidelines for determining if specific analog materials are obtainable in digital format are being developed. 

Statement of the Librarian of Congress Relating to Section 1201 Rulemaking

Section 1201(a)(1) of the copyright law requires that every three years I am to determine whether there are any classes of works that will be subject to exemptions from the statute’s prohibition against circumvention of technology that effectively controls access to a copyrighted work.  I make that determination at the conclusion of a rulemaking proceeding conducted by the Register of Copyrights, who makes a recommendation to me.  Based on that proceeding and the Register’s recommendation, I am to determine whether the prohibition on circumvention of technological measures that control access to copyrighted works is causing or is likely to cause adverse effects on the ability of users of any particular classes of copyrighted works to make non-infringing uses of those works. The classes of works that I designated in the previous proceeding expire at the end of the current proceeding unless proponents of a class prove their case once again. 

This is the fourth time that I have made such a determination. Today I have designated six classes of works. Persons who circumvent access controls in order to engage in non-infringing uses of works in these six classes will not be subject to the statutory prohibition against circumvention.

As I have noted at the conclusion of past proceedings, it is important to understand the purposes of this rulemaking, as stated in the law, and the role I have in it. This is not a broad evaluation of the successes or failures of the DMCA. The purpose of the proceeding is to determine whether current technologies that control access to copyrighted works are diminishing the ability of individuals to use works in lawful, non-infringing ways. The DMCA does not forbid the act of circumventing copy controls, and therefore this rulemaking proceeding is not about technologies that control copying. Nor is this rulemaking about the ability to make or distribute products or services used for purposes of circumventing access controls, which are governed by a different part of section 1201.

In this rulemaking, the Register of Copyrights received 19 initial submissions proposing 25 classes of works, many of them duplicative in subject matter, which the Register organized into 11 groups and published in a notice of proposed rulemaking seeking comments on the proposed classes.  Fifty-six comments were submitted.  Thirty-seven witnesses appeared during the four days of public hearings in Washington and in Palo Alto, California. Transcripts of the hearings, copies of all of the comments, and copies of other information received by the Register have been posted on the Copyright Office's website.

The six classes of works are:

(1)  Motion pictures on DVDs that are lawfully made and acquired and that are protected by the Content Scrambling System when circumvention is accomplished solely in order to accomplish the incorporation of short portions of motion pictures into new works for the purpose of criticism or comment, and where the person engaging in circumvention believes and has reasonable grounds for believing that circumvention is necessary to fulfill the purpose of the use in the following instances:

i. Educational uses by college and university professors and by college and university film and    media studies students;

ii. Documentary filmmaking;
iii. Noncommercial videos
(2) Computer programs that enable wireless telephone handsets to execute software applications, where circumvention is accomplished for the sole purpose of enabling interoperability of such applications, when they have been lawfully obtained, with computer programs on the telephone handset.

(3) Computer programs, in the form of firmware or software, that enable used wireless telephone handsets to connect to a wireless telecommunications network, when circumvention is initiated by the owner of the copy of the computer program solely in order to connect to a wireless telecommunications network and access to the network is authorized by the operator of the network. 

(4) Video games accessible on personal computers and protected by technological protection measures that control access to lawfully obtained works, when circumvention is accomplished solely for the purpose of good faith testing for, investigating, or correcting security flaws or vulnerabilities, if:

i. The information derived from the security testing is used primarily to promote the security of the owner or operator of a computer, computer system, or computer network;  and
ii. The information derived from the security testing is used or maintained in a manner that does not facilitate copyright infringement or a violation of applicable law.

(5) Computer programs protected by dongles that prevent access due to malfunction or damage and which are obsolete.  A dongle shall be considered obsolete if it is no longer manufactured or if a replacement or repair is no longer reasonably available in the commercial marketplace; and

(6) Literary works distributed in ebook format when all existing eBook editions of the work (including digital text editions made available by authorized entities) contain access controls that prevent the enabling either of the book’s read-aloud function or of screen readers that render the text into a specialized format.

All of these classes of works find their origins in classes that I designated at the conclusion of the previous rulemaking proceeding, but some of the classes have changed due to differences in the facts and arguments presented in the current proceeding.  For example, in the previous proceeding I designated a class that enable film and media studies professors to engage in the non-infringing activity of making compilations of film clips for classroom instruction. In the current proceeding, the record supported an expansion of that class to enable the incorporation of short portions of motion pictures into documentary films and noncommercial videos for the purpose of criticism or comment, when the person engaging in circumvention reasonably believes that it is necessary to fulfill that purpose.  I agree with the Register that the record demonstrates that it is sometimes necessary to circumvent access controls on DVDs in order to make these kinds of fair uses of short portions of motion pictures.

James H. Billington
Librarian of Congress
July 26, 2010

APPENDIX VI

Syllabus Template

(Approved by the faculty on March 1, 2005)
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Course Number: Course Title
Course Instructor’s Name:  # of Credit Hours
Class time: 
Office Hours: 

Course Description

Program Interface Goals: 
Priestly Identity – Students will 

Spiritual Identity – Students will 

Ministerial Identity – Students will 

Global Vision Goals:

Evangelization/inculturation – Students will 

Ecumenism/unity – Students will 

Interfaith Dialogue – Students will 

Authentic Human Development – Students will 

 Envisioned Outcomes

1)

2) 

3) 

Course Requirements and Percentage Weight

Grading Scale – See Catalog

Classroom Procedures

Plagiarism Policy: Plagiarism means repeating the words or ideas of another without acknowledgment of the author, thereby representing his/her work as your own. Three types of plagiarism include but are not limited to the following: 
1) the deliberate word-for-word copying of someone else’s work as your own; 

2)  the rewording or rearranging of another’s work, which is either a deliberate or an unintentional display of inexperience in research; 

3) the use of an aid or tutor who does so much of the student’s work that the student can no longer call the work his own. 

To address this issue, students 

· should identify the title, author, page number/webpage address, and publication date of works when directly quoting small portions of texts, articles, interviews, or websites;

· should not copy more than two paragraphs from any source as a major component of papers or projects;

· should appropriately identify the source of information when paraphrasing (restating) ideas from texts, interviews, articles, or websites; and

· should not overly-rely on the assistance or tutoring of another member of the academic community in the completion of his coursework.

Plagiarism is an inherently unethical activity because it involves the use of another person or persons merely as means to one’s own ends rather than as a response, as Karol Wojtyla explains in Love and Responsibility, to another person or persons through love. 
Required Texts

Calendar of the Course



Rubrics (optional for inclusion)
	1 (F)
	2 (C)
	3 (C+)
	4 (B)
	5 (B+)
	6 (A)

	WRITING & EXPRESSION

	Incomplete writing

Paper is only partially written or completely misses the topic
	Writing difficult to understand, serious improvement needed 

Paper fails to address the topic; confusing organization or development; little elaboration of position; insufficient control of sentence structure and vocabulary; unacceptable number of errors in grammar, mechanics, and usage
	Episodic writing, a mix of strengths and weaknesses.

Paper noticeably neglects or misinterprets the topic; simplistic or repetitive treatment, only partially-internalized; weak organization and development, some meandering;  simple sentences, below-level diction; distracting errors in grammar, mechanics, and usage
	Acceptable writing, but could use some sharpening of skill

Paper is an uneven response to parts of the topic; somewhat conventional treatment;  satis-factory organization, but more develop-ment needed; adequate syntax and diction, but could use more vigor; overall control of grammar, mechanics, and usage, but some errors 
	Solid writing, with something interesting to say.

Paper is an adequate response to the topic; some depth and com-plexity in treatment; persuasive organization and development, with suitable reasons and examples;  level-appropriate syntax and diction;  mastery of grammar, mechanics, and usage, with hardly any error
	Command-level writing, making a clear impression

Paper is a thorough response to the topic; thoughtful and insightful examination of issues; compelling organization and development ; superior syntax and diction; error-free grammar, mechanics, and usage 

	CONTENT

	Absence of understanding

Paper shows no awareness of the discipline or its methodologies as the relate to the topic
	Lack of understanding


Paper seems to misunderstand some basic concepts of the discipline or lacks ability to articulate them. 
	Inadequate understanding

Paper is sometimes unclear in understanding or articulating concepts of the discipline. 
	Adequate understanding

Paper demonstrates an understanding of basic concepts of the discipline but could express them with greater clarity. 
	Solid understanding


Paper demonstrates a clear understanding and articulation of concepts with some sense of their wider implications.
	Insightful understanding

Paper clearly demonstrates an understanding and articulation of  concepts of the discipline as they relate to the topic; highlights connections to other concepts; integrates concepts into wider contexts.

	Research

	Missing Research

Paper shows no evidence of research: citation of sources missing.
	Inadequate research and/or documentation

Over-reliance on few sources; spotty documentation of facts in text; pattern of citation errors.
	Weak research and/or documentation

Inadequate number or quality of sources; many facts not referenced; several errors in citation format.
	Adequate research and documentation but needs improvement

Good choice of sources but could be improved with some additions or better selection; did not always cite sources; too many citation errors.
	Solid research and documentation

A number of relevant scholarly sources revealing solid research; sources appropriately referenced in paper; only a few minor citation errors
	Excellent critical research and documentation

Critically selected and relevant scholarly sources demonstrating extensive, in-depth research; sources skillfully incorporated into paper at all necessary points; all citations follow standard bibliographic format


APPENDIX VII
Computer Replacement Policy

The faculty, classroom, staff, and student lab computers at Kenrick-Glennon Seminary will be placed on a 3-year replacement cycle with 1/3 of the computers being replaced each year. Any faculty or staff member can purchase his or her 3-year-old computer for the nominal fee of $50.

The Coordinator of the OIT will decide upon the final disposition of all old computers after they have been wiped clean if no members of the faculty or staff express an interest in purchasing them and where student lab and classroom computers are concerned.

References:

The Higher Learning Commission, North Central Association.  Handbook of Accreditation, Third Edition. 13 Oct. 2009 <http://www.ncahlc.org>.

The Commission on Accrediting, Association of Theological Schools Handbook of Accreditation. 13 Oct. 2009 <http://www.ats.edu/Accrediting/Pages/HandbookofAccreditation.aspx>.

Dartmouth College. “Basic Grievance Policy” in Employment Policies and Procedures Manual. 13 Oct. 2009 http://www.dartmouth.edu/~hrs/pdfs/Basic_Grievance_Policy.pdf>.
APPENDIX VIII

Faculty Evaluation Questionnaire

Professional/Academic

A. Teaching faculty should possess the art of teaching. 
1. To what extent does the faculty member consider his or her pedagogy to be successful?

2. What is the data from student evaluations concerning the faculty member’s course?

3. What conclusion does the faculty member draw from the data on student evaluations?

B. Teaching faculty should be genuinely expert, each in his or her own subject, with a reasonable knowledge of kindred subjects.
1. Does the faculty member evidence ongoing development in his/her area of teaching?  Comment on participation in scholarly societies, familiarity with current literature, recent research, etc.

2. List achievements in publishing, public speaking, workshops, retreats, etc.

3. List achievements in professional outreach to the larger community: conferences, community service, etc.

4. Are the areas of administrative concern run effectively?

5. How does the faculty member participate in the formulation and implementation of goals and policies of the Seminary?  Include comments concerning the faculty member’s participation in Seminary committees. 

Personal

A. Seminary faculty members are to be warm, generous, and spiritually mature persons.
1. Does the faculty member demonstrate a personal interest in students?

2. Does the faculty member demonstrate genuine stability with regard to temperament, psychological health, and maturity?

B. Every faculty member must constantly strive to promote the students’ growth in priestly maturity.
C. Faculty members must be able to work with each other and communicate among themselves (in a collaborative style), giving a sign of faculty unity.
1. How does the faculty member interact with other faculty on a professional and social basis?

D. To what extent does the faculty member fulfill any unique elements of his or her contract?

Ministerial Witness

A. Faculty members must be willing and able to influence seminarians by way of example, dedication, and personal life in true Christian friendship, taking a deep personal interest in the intellectual, pastoral, and spiritual development of students.

1. What qualities of ministry does a faculty member model for students?

B. Faculty members must evidence . . . . a willingness to engage in this form of the apostolate . . . . .
1. How does the faculty member demonstrate a willingness and desire to minister at Kenrick?

C. A personal love for the Eucharist must be clearly evident in the life and attitude of each member of the faculty.
1. Does the faculty member regularly participate in the Seminary Eucharist to the extent possible?

2. Does the faculty member regularly participate in the Seminary prayer life to the extent possible?
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