College of the Atlantic
Faculty Manual



College of the Atlantic Faculty Manual

Table of Contents

2.1.
2.1.1.

2.2.
2.3.
2.3.1.
23.2.
2.3.3.
2.34.
2.4.
2.5.
2.6.
2.7.
2.8.
2.9.

3.1.
3.2.

4.1.
4.2.

4.3.
4.4.
4.4.1.
4.4.2.
4.5.
4.6.
4.7.
4.8.
4.9.
4.10.
4.11.
4.12.

5.1.
5.2.
5.3.
5.4.
5.5.
5.6.
5.7.

Manual Purpose
Faculty Appointments

Full-Time Faculty

Shared Faculty Appointments Accepted by

the Board of Trustees, April 13, 1996
Pro-Rata Faculty

Lectureships

Guiding Principles

Creation of Lectureships
Responsibilities of Lecturers
Length of Contracts and Reviews
Visiting Faculty

Adjunct Faculty

Faculty Associates

Research Associates

Teaching Associates
Guidelines for Promotion to Fulltime

Types of Contracts

Term Contracts

Regular Faculty Contract Schedules
Search, Appointment, and Orientation
Policies

Search Policy

Equal Opportunity Policy and Non-

discrimination Statement

Affirmative Action Statement
Search Procedure

Abrogation
Conflict of Interest re Employment

Offer of Employvment

Appointment Letters

Orientation
Personnel Records

Faculty Workload Policies
Evaluations of Student Work

Faculty Office Hours
Curriculum Approval

Faculty Evaluation

Notice of Review

Review Team Formation
Development of a Timetable

Categories for FEvaluation
Evidence for Evaluation

The Contract Review Team Report
Personnel Committee Action

5.8.

6.

6.1.
6.2.
6.3.

6.3.1.

6.4.

6.4.1.
6.4.2.
6.4.3.
6.4.4.

6.5.

6.5.1.
6.5.2.
6.5.3.

6.0.

6.0.1.
6.6.2.

6.7.
7.
7.1.
7.2.
7.3.
7.4.
7.5.
8.
8.1.
8.2.
8.2.1
8.3.
8.4.
8.5.
8.5.1
8.5.2
8.6.
8.7.
9.
9.1.
9.2.
10.
10.1.
10.2.
10.3.

Extended Guidelines for Review

Procedures

Separation
Resignation
Retirement

Non-reappointment
Notice of Non-Reappointment

Layoff
Prolonged Mental or Physical Illness
Financial Exigency

Financial or Enrollment Emergency
Ad Hoc Committee on Enrollment and

Financial Emeroency and Exigency

General Procedures Regarding Layoff
Appeals of Lavoff

Severance Arrangements Under Layoff
Severance Payment Provision

Dismissal for Cause

Dismissal Procedures

Action Short of Dismissal
Disciplinary Warning

Faculty Rights and Responsibilities

Academic Freedom

Faculty Ethics Statement

Human Subjects in Research

Animal Subjects in Research
Deadlines

Leaves

Vacation

Personal/Sick I.eave
Maine Earned Time Leave
Civil Duty Ieave

Unpaid Leave

Family I.eave

Parental Leave

Bereavement Policy

Military I.eave

Fringe Benefits During Unpaid Ieaves
Compensation Policies

Faculty

Part-time Visiting Instructors

Benefits

Worker's Compensation

Unemployment Compensation
Social Security

(Updated November, 09, 2022)



College of the Atlantic Faculty Manual

10.4.  College Sponsored Benefits 15.5.  Outside Activities
10.4.1. lnsurance Programs 15.5.1. DPolitical Activity
10.4.2. Health Insurance-Continuation Coverage 15.5.2. Outside Consulting Policy
(COBRA) 15.6.  Sale of Employee Created Materials to
10.5.  Retirement Plan. TTAA-CREF Policy College Students
Provisions 15.7. Drug-Fr rkplace Program an
10.5.1. Eligibility Regulations
10.5.2. Participation & Enrollment 15.8.  Facilities and Hquipment
10.5.3. Contributions 15.9.  Institutional Liability Insurance
10.5.4. Contracts 15.10. Creative Works
10.5.5. Amendment 15.11. Finances and Budgets
10.6.  Tuition Remission 15.12.  Travel Policy and Vouchers
10.7.  Academic Regalia 15.13.  Family Educational Rights and Privacy Act
10.8.  Emeritus Faculty 15.14. mpus Servi n her Resour
11. Faculty Development 15.15. Entertainment Policy
11.1.  Sabbatical Policy for Faculty 15.16. Children in the Workplace
11.2. Sabbatical Timing and Eligibility 15.17. Zero-Coutrse Term
11.3. Pt ures for Requestin ical 16. Academic Policies and Procedutes of
Leaves Interest to the Faculty
11.4.  Returning to Campus from a 16.1.  Visiting Courses
Sabbatical Ieave 16.2.  Evaluation of Visiting Faculty
11.5.  Professional Conferences
12. Grievance Procedure Appendices
13. Drug-Free Workplace Program and A. Guidelines for Staff and Administrative
i — Appointments
13.1. &f% + Harassment Policy B. Personnel Committee dee of Ethics
13.2.  Procedures for Resolution of Complaints C. Sexual Hurwsiment Policy,

of Discrimination or Sexual Harassment

14. Civil Rights Complaints

141. In igation Pr ur D. Current Sabbatical Policy
15. Other Policies Relevant to Faculty E. Drug-Free Workplace
Members F. Policy for Annual Raises and Salary
15.1.  Campus Closure Schedules
15.2. QprrighL Law ggm]glian;;‘ G. Title IX Policy

15.3.  Conflict of Interest
15.4.  Hazardous Waste Disposal

3 (Updated November, 09, 2022)



College of the Atlantic Faculty Manual

1. Manual Purpose

This document contains basic policies and procedures, which govern employment practices, outline legal
obligations and provide guidelines for personnel decisions at College of the Atlantic. The document is not, and is
not part of, an employment contract and its provisions may be amended at any time. Procedures may be
amended at any time by the Board of Trustees and policy changes recommended by the Personnel Committee
will be added to the Manual upon the approval of the President of the College and, if appropriate, the Board of
Trustees.

2. Faculty Appointments

2.1. Full-Time Faculty

A full-time faculty member:

a. ordinarily has full-time teaching duties or has teaching and other duties (e.g., academic administration,
advising, research, equivalent to a full-time teaching load).

b. fulfills the normal duties and responsibilities of a faculty member (see 4.10 through 4.13.).

c. may be issued a term contract and may be referred to in this document as a contract employee.

2.1.1. Shared Faculty Appointments Accepted by the Board of Trustees, April 13, 1996

Definition

A shared appointment involves a single, full time, regular faculty position held by two people who divide the
duties of a full time faculty member between them. Each faculty member must have the academic qualifications
and experience necessary to discharge all the duties of the position.

Salary
The salary rates are based on a full time rate. Each person will get 50% of the full time salary rate, which their

ualifications and experience merit, according to the college's usual policy.
q p g g polcy.

Workload
One faculty member in a shared position will teach 3 courses in a year while the other teaches at least 2 courses.
On the alternate year, they will reverse their teaching load.

The other obligations of a full time faculty member such as serving advisees, serving on committees, sponsoring
independent and senior projects, etc., will be shared equally throughout the academic year. In order to propetly
fulfill committee assignments, advisees, and independent and senior projects, a presence on campus with posted
office hours for all three terms will be required. (This will also fulfill the requirement for sabbatical eligibility). In
each term, the workload equivalent for each faculty member should be equal to half of the required duties.

At the time of the initial contract or contract renewal, the full pattern of courses and committee assignments will
be agreed upon for the duration of the contract. (See 4.10 through 4.13).

Evaluation and Reappointment

Procedures regarding contract reviews, evaluations and contract renewal outlined in the faculty policy manual will
be followed.

Each person will be reviewed individually. At each contract review stage, it will also be appropriate for the review
committee to evaluate the value of the team and make a recommendation on the continuation of the shared
appointment.
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If one of the two faculty members should not be reappointed, while the other receives reappointment, or if the
shared appointment should end by mutual agreement, or as a result of one patty's resignation, death or disability,
the college will have the option of renegotiating the contract with the remaining member.

Sabbatical Eligibility

Sabbatical eligibility will follow the same college guidelines (currently, eligible for one term paid leave for every 9
terms of full-time teaching) with both members of the shared position taking the sabbatical during the same
term.

Insurance, Health and Retirement Benefits

Each faculty member in a shared appointment arrangement will be eligible for retirement benefits under
TIAA/CREE If eligible, each faculty member will receive a pro-rated share of the health benefit and other
insurance. Married persons would be eligible for the family health policy. Under the college's current health
insurance policy, an unmarried pair would not be eligible for coverage as half time college employees are not
eligible for coverage.

1l uppor
A shared position appointment will share at minimum a single faculty office and other resources and equipment
equivalent to that of a full time faculty member. If space or other equipment, such as a computer, were available,
another office arrangement and equipment may be supplied.

Requests to the President, or his/her designee, for college support for research or professional travel and
conferences will be considered on the merits through the process applicable for such requests. In apportionment
of resources, the principle that benefits accruing to the two individuals shall be the benefits of one position shall
be observed.

Changes
Any change to a shared appointment agreement must be mutually agreed upon by the Board of Trustees or their

designee, usually the President of the College, and the affected individuals. This appointment would not imply
that either faculty member in a shared appointment position could increase their contract portion without a new
search for an open position.

2.2. Pro-Rata Faculty

Pro-Rata faculty are faculty members who are given an appointment less than that of a full-time faculty member.
Current appointments are for two-thirds time, defined as teaching 4 courses, half -time, defined as teaching three
courses. Such pro-rata time faculty have contractual rights to pro-rata sabbatical leave, if eligible, and fringe
benefits as provided in the Policy Handbook. To be eligible for sabbaticals, faculty must teach in all three terms.
They are full voting members of the Faculty and have, on a pro-rata basis, responsibilities for advising, service on
committees and other responsibilities of full time faculty members as detailed in the Manual.

Pro-rata faculty receive contracts of the same length and have the same pro-rated benefits and responsibilities,
time and need permitting, as do full-time faculty. They are reviewed in the same way and with the same
performance expectations as are full-time faculty. They fill curricular needs that require fewer than six courses a
year and which the college might not otherwise be able to offer.
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At times, a need may arise which can be filled most effectively and appropriately by promotion of an existing
pro-rata faculty member to full-time status. In the same way, faculty members may request to reduce their time
from full-time to part-time on a temporary basis without jeopardizing their status. All such adjustments must be
made in consultation first with the Academic Affairs Committee and then by Personnel Committee, with formal
contract approval by the President and the Board of Trustees.

A pro-rata appointment less than one half time (half-time is defined as three courses) may be made subject to
certain reservations regarding fringe benefits. See the Business office for benefit details as applicable to such an
appointment.

2.3. Lectureships

2.3.1 Guiding Principles

The category of lecturer must be used sensibly and sparingly. COA is committed to having most of our classes
taught by regular faculty. Furthermore, COA is committed to having regular faculty perform the majority of
non-teaching responsibilities of faculty at the college, including advising and committee work.

2.3.2. Creation of Lectureships
Specific procedures for identifying the need for a lectureship are as follows:

Lectureships, when granted, must arise from recognized and long-term programmatic needs identified by
resource or other curricular areas and proposed to Academic Affairs. A Dean, President, Resource area,
Program Area, or any group of 3 or more faculty can request that AAC consider the curricular need for a
lectureship.

Academic Affairs will consider overall curricular need, determine the number or range of courses needed, and
develop a job description for the lectureship.

Academic Affairs will forward its recommendation to Faculty Personnel Committee and through them to the
Personnel Committee for their approval. Personnel Committee will determine in consultation with College
administrators if there are sufficient resources to support the position at this time.

Once the lectureship has been approved and it is determined that there are sufficient resources to support the
position, then the lectureship can be filled in two ways:

A. In most instances, Academic Affairs will recommend to the Personnel Committee that the lectureship be filled
using the College's Opportunistic Hiring policy. Procedures under that policy will then guide the process of
evaluating and hiring a person to fill the lectureship.

B. In some instances, a full search may be conducted similar to that used for regular contracted faculty.
Personnel Committee will form a search committee to oversee the search for an appropriate person to fill the
lectureship.

2.3.3. Responsibilities of Lecturers
Lectureships will be solely part-time teaching appointments. They must be constrained around specific needs
determined by Academic Affairs and very clearly articulated teaching duties related to those needs.

A. Teaching
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1. There will be a maximum of a three course annual teaching load associated with any lectureship (with the
exception of non-English language courses which can have smaller class sizes and multiple sections of varying
levels).

2. At the time of the lecturer’s appointment, AAC, in consultation with the lecturer, will appoint a regular faculty
member or members to serve as the liaison(s) for the lecturer. In the case of a group of liaisons, per any one term
the group will internally appoint a point person that serves to represent the group, so that the lecturer need only
consult with one individual.

3. In seeking the approval of AAC for her or his courses and course numbers, the lecturer must work with their
liaison(s) in conjunction with the relevant resource areas or other faculty groups relevant to the subject of the
lectureship.

4. Lecturers may also undertake independent studies and senior project supervision. Such activities are
compensated at the same rate as part-time faculty in a non-teaching term. Lecturers may not offer more than a
total of 6 independent studies, residencies or senior projects in a year without prior permission of the Academic
Dean.

B. Administrative responsibilities

Lecturers do not have administrative responsibilities. A lecturer that is additionally hired as part-time staff will,
however, have administrative responsibilities as part of their role as staff. In such cases, the lecturer will be
annually evaluated on their administrative role as any other staff member.

1. In order to ensure full integration of their teaching activities into their respective resource area and the
curriculum in general, lecturers are welcome at faculty meetings, faculty retreats, and resource area meetings as
non-voting members.

2. In special cases, usually because of supporting qualifications, lecturers may be asked to sit on anad hoc
committee (e.g, a search committee). This request will be made by the Academic Dean in consultation with the
lecturer’s liaison(s). This service is uncompensated and is not intended to relieve regular faculty from their
committee responsibilities.

3. Lecturers are not assigned advisees. However, they can accept up to a maximum of 6 advisees if the lecturer
and the student mutually agree that the lecturer serve as their advisor.

2.3.4. Length of Contracts and Reviews

A. Lectureships will be given 3-year contracts. Lecturers will be subject to the continuing review process,
conducted by Personnel Committee in consultation with Academic Affairs. Lectureships will be renewable for
additional 3-year terms, depending on performance, but only if the curricular need remains. If at the time of a
review AAC determines that the Academic need no longer remains or determines that the need should be met in
another way, AAC may extinguish the lectureship.

B. The specific number of classes that a lecturer will teach in a given academic year (up to the maximum set
forth when the lectureship was created) will be determined annually by AAC in consultation with the lecturer and

her liaison(s).

C. Lecturers will be subject to a modified review process that focuses on teaching and any other specific
responsibilities set out in their job description.

D. The lectureships line, like that of other faculty salaries, will be part of the Academic budget.
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E. Lecturers are employees of the College but are not normally eligible for benefits from the college unless they
have other staff responsibilities that, when combined with their teaching duties, constitutes a sufficient number
of hours to be benefit-eligible pursuant to ERISA regulations.

F. A salary scale will be maintained that is similar to the regular faculty scale, but with its own monetary levels
and appropriate benefits (as noted above). As part of that scale, lecturers’ salary can increase as a result of years
of service as a lecturer.

G. Lectureships will not lead to a regular faculty position. Should they wish, lecturers may apply for an
appropriate regular faculty position if one becomes available. In this case, lecturers are subject to the same hiring
process as dictated for faculty hires.

2.4. Visiting Faculty

Visiting Faculty are appointed under limited term contracts. They are selected by Academic Affairs Committee
from applicants interested in the college mission, through periodic advertisements for such faculty and through
regional or national contacts. They must have appropriate academic background, which may be an appropriate
background degtee in an academic field and/or equivalent professional achievement. They are not eligible for
benefits.

Non-teaching responsibilities will be appropriate to their term of appointment and will be so indicated in the
letter of appointment.

2.5. Adjunct Faculty

The adjunct faculty consists of individuals who may be contracted to teach from time to time without advertised
searches owing to their prior successful teaching experience at the college. Criteria for selection of Adjunct
Faculty will include academic need, proven excellence in teaching at the college, and willingness to serve. They
are not eligible for benefits.

Individuals may be invited to become adjunct faculty only after having taught successfully at the college in at least
two courses. Adjunct faculty members may be contracted to teach up to four courses per academic year to fill
particular curriculum needs as defined by Academic Affairs Committee, but normal yearly commitments should
not exceed two courses.

Appointment as adjunct does not guarantee continuing employment and is a term appointment. Adjunct faculty
members are contracted to teach only, but encouraged to participate in college activities such as the all college
meeting, staff meetings, and committees during terms that they teach. They may receive separate contracts to
perform services for the college other than teaching. An individual is appointed to be an Adjunct Member by the
President with the approval of the Board of Trustees for a period of three academic years after nomination by
Academic Affairs Committee, and approval of Personnel Committee. The appointment is subject to review every
three years at a joint meeting of Personnel and Academic Affairs Committees.

2.6. Faculty Associates

Faculty Associates are nominated by the President and approved by the Board of Trustees. They may use College
facilities on a space-available basis as determined by the President and Campus Planning and Building
Committee. Faculty Associates are invited to participate in all college activities. They cannot be paid to teach
courses or perform administrative duties unless satisfying Academic Affairs Committee requirements for a
visiting position, an adjunct position, or a full or part-time permanent position unless hired by Personnel through
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a normal EEO/AA seatrch procedure. They can be hired by the College as a paid temporary consultant for no
morte than one yeat. Faculty Associates cannot be simultaneously a paid employee, except that she/he may be
paid for, or reimbursed for, such limited services and incidental expenses as representing the College at
conferences, etc., as approved by Personnel Committee. They are not eligible for benefits.

2.7. Research Associates

The college may establish formal relations with appropriately qualified persons involved in research activities that
support the College's educational and social goals. Upon the recommendation of a faculty member, such a
person may be appointed as a Research Associate by the Personnel Committee, subject to approval by the
President. The appointment may be for a period of up to three years and may be renewed as appropriate.
Research Associates are encouraged to take part in the academic life of the College through involvement in
research projects; by sponsoring workshops, independent studies and/or senior projects; by offering lectures in
courses or to the general community; or by attending committees, staff meetings or All College Meeting, as
appropriate. Research Associates are not remunerated unless specifically contracted through research contracts or
grants to the College, nor can the College accept liability for any activities of a Research Associate. Research
Associates have access to College facilities as space is available and subject to supervision of a faculty member or
the Campus Planning and Building Committee. They are not eligible for benefits.

2.8. Teaching Associates

A qualified student, who has been at the college for at least one year, may be recommended for appointment by
the Personnel Committee, subject to the approval of the President and Board of Trustees, to be a Teaching
Associate. The Teaching Associate will assist a faculty member in teaching a course or offer a course under the
supervision of a faculty member. Qualifications of a potential Teaching Associate must be endorsed by the
faculty member with whom the Associate will work and the proposed coursework must be approved by the
Academic Affairs Committee. The appointment is for a one-year period and may be renewed. Remuneration will
conform to the salary scale established by the Personnel Committee. A Teaching Associate may not receive pay
for teaching activities for which he or she also receives academic credit.

2.9. Guidelines for Promotion to Fulltime

Under these guidelines, qualified pro rata personnel may be eligible for promotion to full-time status. A pro rata

hiring without a limited search may not be transferred to full-time without a search, unless two or more years in

service at the College has elapsed. The criteria and requirements for such a promotion are the same as for any

full-time appointment to the faculty:

a. An established curricular need in the faculty member's area, of high priority in the curriculum at large, as
determined by the Academic Affairs Committee, financial conditions permitting,

b. Demonstrated excellence in teaching and related activities as determined by a comprehensive review.

d. Appropriate academic background for full-time faculty employment. This means the most advanced degree
usually earned in an academic field and/or equivalent professional experience or achievement.

c.  Approval by the Affirmative Action Officer, the President and the Board of Trustees is necessary.

3. Types of Contracts

3.1. Term Contracts

Term contracts at College of the Atlantic are given to Special Appointment and regular faculty members and are
limited to the term of employment outlined in the letter of appointment. Term contracts do not confer upon a
faculty member any entitlement to continued employment after the term specified in the letter of appointment
expires.

9 (Updated November, 09, 2022)



College of the Atlantic Faculty Manual

3.2. Regular Faculty Contract Schedules
The initial employment contract is for three years, with a guidance review at the end of the first year, usually
during the third term of the year. A full contract review will be completed before the end of the second year.

If the contract is renewed, the second contract may be for three years terminating at the end of the sixth year of
service. The next contract review will be at the end of the fifth year of service.

If a contract is to be renewed, the third and subsequent contracts are usually for five years. The contract review
for renewal normally takes place during the year prior to the final year of the contract.

Should the Personnel Committee be unable to complete a contract review, the existing contract will be extended
for one year.

For the purpose of contract schedules, the Director of the Library is considered to be a member of the faculty.
4. Search, Appointment and Orientation Policies

4.1. Search Policy

Authorization for recruiting faculty and professional staff comes from the Board of Trustees and is usually
transmitted to the Personnel Committee by the President. No action or representation is to be made without this
authorization.

All vacant positions must be budgeted and approved prior to recruitment and appointment.

4.2. Equal Opportunity Policy and Non-discrimination Statement

No person shall on the basis of race, ethnicity, color, gender, sexual orientation, disability, age, veteran status,
national origin, or religion, be excluded from participation in, be denied the benefits of, or be subjected to
discrimination in employment, or recruitment, consideration, or selection therefore, whether full-time or
part-time.

4.3. Affirmative Action Statement

The College of the Atlantic will not engage in unlawful discrimination in employment against any person because
of race, ethnicity, color, religion, gender, sexual orientation, national origin, age, disability or veteran status. The
College will take affirmative action to ensure that minority applicants are recruited and fairly considered in all
search processes, and that employees are treated during employment without regard to their race, ethnicity, color,
religion, gender, sexual orientation, national origin, age, disability or veteran status, in accordance with the laws of
the United States and the State of Maine. Such action shall include, but not be limited to, affirmative efforts with
respect to employment, recruitment, or advertising; contractual changes, including layoff, retirement, or
termination; rates of pay or other forms of compensation including professional development opportunities.
Furthermore, the College of the Atlantic shall post in conspicuous places, notices setting forth the provisions of
this non-discrimination policy.

The College of the Atlantic has an Affirmative Action Officer to whom questions on equal opportunity or
affirmative action should be directed. The college defines Affirmative Action, following the American
Association of University Professors, as “a set of specific and result-oriented procedures to which a contractor
commits itself to apply every good faith effort. The objective of those procedures plus such efforts is equal

10 (Updated November, 09, 2022)



College of the Atlantic Faculty Manual

employment opportunity.” The college commits to ensure that draw from the largest possible marketplace of
human resources in staffing its faculty and provides oversight during the search process to be certain that
recruitment and consideration of candidates complies with these principles. The administrative officers and
committee members of the College are responsible for ensuring that all personnel decisions are made in accord
with the principles and requirements of equal employment opportunity.

4.4. Search Procedure

Academic Affairs is responsible, with input from college community and faculty members, for reviewing
curricular needs and establishing faculty hiring priorities. The Board of Trustees authorizes searches based on
budgetary considerations and curricular need. The Chair of the Personnel Committee is responsible for oversight
of the personnel budget. This oversight includes: approval of search related expenditures and the determination
of new faculty salaries based on the Guidelines set by the Compensation Committees.

The Academic Affairs Committee, with college community input and faculty consultation, defines the position,
prepares a job description, an advertisement, and a tentative list of courses the faculty member will teach. Both
the advertisement and job description must contain flexibility to allow the Search Committee to find the best
person for the college, while remaining faithful to the Academic Affairs Committee’s original intent.

In all cases, the college must seek candidates who are highly qualified academically, show exceptional promise as
teachers and who fulfill the curricular need. The importance of collegiality and shared vision in contributing to
good working relationships must be balanced by the long term interest of the College to maintain intellectual,
social and cultural diversity as well as intellectual freedom.

The search will follow the legal requirements of affirmative action and equal opportunity employment. The
Personnel Committee and/or the Affirmative Action Officer will brief the search committee on these matters
early in the search process; criteria related to these requirements must be determined before review of the
candidates begins.

The Personnel Committee’s role in searches includes supervision of the search process, reviewing the job
description and advertisement, selecting a qualified, representative search committee and chair, (with the
President), monitoring the Search Committee to ensure proper procedures, documenting and maintaining search
records, ensuring equitable treatment of candidates and evaluating the process.

The Personnel Committee must designate the final composition of the Search committee and qualifications for
membership before the review of candidates begins. The Search Committee should include a faculty member as
chair, two additional faculty members, and two students. On committee member must be from the Personnel
Committee. Faculty members should be regularly contracted employees of the College. Student members must
be in good academic standing and have matriculated at least one year at the college. Students interested in serving
will apply to the Personnel Committee, which, with the consultation of the Search Chair, will select the student
members from the pool of volunteers. In selecting Search committee members, the Personnel Committee should
include a representative of the relevant resource area as well as members representing broader interests of the
college community. The Personnel or Search committee may ask outside persons with expertise in a field to serve
as consultants to the Search Committee.

The Chair of the Search Committee, and/or the entite Search Committee, should meet with the President and
the Academic Dean to seek their opinions on the preliminary list of candidates who may be selected for campus

visits.
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Normally several candidates are invited to the college. In addition to the research-based presentation normally
given, each candidate should lead a class or seminar in a setting typical of a College of the Atlantic classroom.

At the conclusion of each visit, the Search Committee will solicit broad community input emphasizing the
candidates strengths and weaknesses, rather than mere numerical ranking or designations such as "acceptable” or
"unacceptable”.

At the conclusion of candidate visits, the Search Committee will meet with the President of review the strengths
and weaknesses of each candidate. Following that meeting, the Search Committee will try to reach consensus in
selecting a finalist. If consensus cannot be reached, the Chair of the Search Committee must ask the President’s
permission to make a decision by majority vote. After selection, the Committee will then meet with the President
to summarize the outcome and make their recommendation.

Following the Search Committee’s recommendation, the President may: 1. Accept the decision and carry the
recommendation the board of Trustees for their final decision. Ot 2. Direct the Search Committee to seeck
additional counsel or gather more information. Or 3. Direct the Search Committee to continue the search. Or 4.

Disband the Committee and establish a new Search Committee.

In all cases, the Search Committee Chair will give the Personnel Committee a written report summarizing the
search and turn over all of the search materials and applications.

This was accepted by the Board of Trustees on January 7, 1994.
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4.4.1. Abrogation

The search procedure may be abrogated in the following instances:

1. When an individual of unusual personal qualifications is to handle a task of finite duration for the College.
This is to be considered as a consulting assignment and must be approved by the President and chair of
Personnel Committee. If the assignment exceeds one year, the entire Personnel Committee must approve this
extension. This recognizes the need for qualified assistance of specific projects, and is not intended as a
"back doot" to permanent employment.

2. When an employee of the College is unable to fulfill the immediate term of employment, because of death,
disability, or personal reasons, or dismissal or where a search fails to find a qualified candidate, the President
and chair of Personnel Committee may approve a replacement. This is a temporary or interim status and the
visitor may choose to apply or not for a continuing position if advertised at a later point.

4.4.2. Conflict of Interest re Employment

It is the policy of College of the Atlantic to seek for its faculty, administrative and support staff the best qualified
persons regardless of their relation to other College employees. In accordance with this policy, close relatives or
associates may be employed in the same or different areas of the College.

The fact that an employee is a close relative or associate of another employee shall not be used as a basis for
denying to the employee the rights, privileges or benefits of regular appointment or job status, nor shall these
relations be used as the basis for making such appointment or status.

In order to avoid possible conflict of interest, or consideration based upon any criteria but merit, no college
employee shall participate in any institutional decisions or evaluations involving a close relative or business or
professional associate. Such decisions include, but shall not be limited to: initial appointment, retention,
promotion, salary, and leaves of absence. In case of uncertainty about the propriety of one's role in any such
decision, please consult with the Personnel Committee chair or the Affirmative Action Officer.

4.5. Offer of Employment

Unofficial offers of employment for faculty positions may be made by the President or his/her designee,
however, no offer of a contract of employment is valid and binding on the college unless written and until signed
by the President or his/her duly authorized designee. No oral commitments or representations shall be binding
on the College.

Actions regarding faculty contracts may be recommendations by the Personnel and/or Search Committees.
These recommendations are normally presented to the President for approval and submission to the Board of
Trustees of the College. All faculty contracts must be approved by the Board of Trustees.

4.6. Appointment Letters
All appointments shall be documented in contract letters approved by the College. Any terms or conditions of
employment contrary to the general provisions of this Chapter must be specified in writing in the contract letter.

4.7. Otientation

It shall be the duty of the Academic Dean to orient each new faculty member to the policies, regulations and
procedures of the College and the job duties and responsibilities of the faculty position. Such otientation shall be
sufficient if the faculty member is provided a copy of or given computer access to this College of the Atlantic
Personnel Manual and the position description for the position, which the employee has been hired to perform.

13 (Updated November, 09, 2022)



College of the Atlantic Faculty Manual

Thereafter, it shall be the obligation of the faculty member to inform the Academic Dean if further orientation is
necessary or desired.

4.8. Personnel Records
An official personnel file shall be maintained on each employee at a central location designated by the President.
Business records concerning each employee shall be maintained in the institutional business office.

All employees shall have access to their personnel and business record files, exclusive of confidential
pre-employment placement credentials, during normal business hours and may request copies, at their own cost,
of any material contained therein. Employees may not remove their files from the room in which they are
housed.

Employees may enter statements in their files, which they feel clarify correct or refute material therein and such
statements will be attached to the applicable documents in the files.

Employee's personnel files are confidential and access shall be restricted to the employee, the employee's
authorized agent, and administrators authorized by the President and the Personnel Committee.

4.9. Faculty Workload Policies

Preamble: College of the Atlantic seeks to ensure that all members of its Faculty develop productive and
rewarding work lives and succeed at meeting the workload specifications below. The College further recognizes
that faculty success requires commitment and dedication from both the individual faculty member and the
institution as a whole. College of the Atlantic therefore intends that at all times Faculty will know what is
expected of them as well as what support is provided by the College. This mutual respect and responsibility will
likely require periodic review and perhaps revision of the guidelines that follow. Mutual respect and responsibility
also underlie the work of the President, Faculty Personnel Committee, and Associate Dean for Faculty (along
with all the Academic Deans), although all recognize they are also charged with accountability for personnel
actions and sometimes must confront challenging and complex situations. The College finally recognizes and
appreciates that Faculty at College of the Atlantic have historically taken on a wide range of activities in support
of teaching and learning, as well as administrative responsibilities for the College. In order to maintain the highest
possible standards of preparation for and engagement in teaching, the College asks that Faculty remain mindful
of the central nature of their teaching and advising functions.

Components of Faculty Workload:

Course Load: 5 courses per year with major committee work OR 6 per year with no major committee service for
full-time faculty; other faculty as contracted. Courses should range from introductory to advanced. Faculty
members are encouraged to consider and utilize a variety of instructional approaches, such as laboratory, studio,
writing-focused, conference, and field-based classes. Narrative evaluations and grades will be turned in by the
deadline set by the Registrar. A faculty member’s courses will carry a strong pattern of enrollment, when averaged
over the faculty member’s course offerings. Faculty will frequently teach some smaller and some larger classes.
However, a consistent pattern of especially small or especially large classes may be cause for conversation and
possible remediation with the Faculty Dean.

Curricular Responsibilities: In order to maintain both coherence and innovation, courses taught should remain
within the broad range of areas specified in a faculty member’s job description.
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For the sum total of tutorials, senior projects, and independent studies: 1-3 per term with a 9 per year upper limit
except in special cases.

Faculty should be routinely supporting intermediate to advanced student work and the development of
individualized student programs in Human Ecology. Most often this occurs with the sponsoring of tutorials,
senior projects, residencies, and/or independent studies. Student demand for such sponsorship varies widely
among disciplines and programmatic areas. The College recognizes such variations as well as differences in the
demands associated with sponsoring particular independent studies, tutorials, etc., which depend on student and
faculty preparedness as well as on the nature of the academic endeavor. Faculty are not required to configure
their teaching toward independent studies and/or tutorials but rather asked to remain open to students seeking
their support through these curricular options and to take on appropriate sponsorship when asked. In addition,
faculty members who wish to conduct more than 9 total independent studies, tutorials, and senior projects during
the academic year must seek prior approval from the Faculty Dean. The Dean’s decisions may be appealed to
Personnel Committee.

Human Ecology Essays:

An additional means of supporting advanced student work is the taking on of responsibility for reading Human
Ecology Essays. Faculty will read the Human Ecology Essays of each of their senior advisees and are also asked
to remember that a perfect distribution of workload would mean each faculty member read two Human Ecology
Essays per year. Since the Human Ecology Essay reader will be designated by the student, however, the
recommendation of these guidelines is simply that, as a general rule, faculty should feel free to limit their reading
of Human Ecology Essays when their commitment exceeds 5 Human Ecology Essays in a given year.

Advising: 7-15 advisees for full-time faculty, with advisees seen on a regular (at least twice per term) basis. If a
full-time faculty member has fewer than 5 advisees, a pattern of losing and not regaining advisees, or consistent
difficulties in carrying out advising functions such as completing letters of recommendation, reviewing
transcripts, assisting students in development of their human ecology degree, or following through on special
needs, that shall be cause for concern. Alternate responsibilities for those with an extra-small advising load will
be arranged with the Faculty Dean and documented in the faculty member’s personnel file. Faculty who are
teeling overburdened with advisees or unable to meet the needs of a large number of advisees should seek relief
in consultation with the Faculty Dean.

Availability on-campus: Faculty availability is crucial for the success of teaching and advising functions. At the
same time, faculty find professional enrichment and renewal in activities off campus, especially those that provide
opportunity for professional development (writing, reading, attending conferences, developing new courses,
conducting research, etc.). The general expectation is that faculty will be on campus full-time during the 10 weeks
of a term in which they are contracted to be present full-time. Faculty may develop a work week schedule that
includes a regular time for professional activity. Such activity could include writing, research, travel to investigate
field sites, or other professional development. This activity will be evaluated during the faculty member’s review
to ensure that effective use has been made of the time away from campus and that the College is sufficiently
aware of the benefits of the faculty member’s professional development. Should it be necessary to be away from
campus, faculty must make arrangements to make up their classes or have them covered by a colleague who will
add to and enrich the students’ experience of the course. Faculty should also notify the Faculty Dean, cleatly
explaining their professional plans, in advance of absences of more than 3-4 days from classes and/or campus
during the academic term. Such absences should be reserved for unique professional opportunities and/or family
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emergencies, since they have a strong negative impact on the continuity of classes. Faculty are asked to notify the
Faculty Assistant if they will be away from campus during term-time and provide adequate contact information.

Committee work and support of administrative offices: Faculty make valuable contributions to the administration
of the college. All full-time faculty teaching 5+ courses per year must attend Faculty Meeting and serve on one
major committee per year — usually a standing committee as defined by and through the College’s operating
model — or its documented equivalent. Faculty members will consider, where appropriate, rotating their service
among major committees, aiming as a general principle for 3-5 year terms of service except where special
expertise may warrant longer continued contributions. Faculty should not serve on more than one major
committee per year (with the exception of the expectation to participate in Faculty Meeting), but will ideally serve
on several smaller committees and/or working groups in addition to their major committee. The College
encourages faculty to allocate such commitments to collaborations that enhance their own and colleagues’
academic work. In addition to the two formal committee obligations (major committee and Faculty Meeting),
encouragement to devote additional administrative work to faculty collaborations, and strong encouragement to
regularly attend the All College Meeting, faculty are expected to provide support to both Admission and
Development events. Full-time faculty should finally plan to serve on a faculty search committee or the
equivalent at least once every few years. Although faculty may participate in and benefit professionally from a
wide range of collaborations, faculty should aim to limit minor committees to 3 per year and attend no more than
3 permanent committee meetings per week. Faculty bearing too much of an administrative burden reduce the
teaching effectiveness of the institution. Faculty should support their colleagues in focusing their committee
service and empowering administrators to complete those tasks within their power. Similarly, faculty members
not contributing to committee work will be exhorted to do so by their peers and the Faculty Dean. A reasonable
number of Admission, Development, and Public Relations events or activities per year may be best gauged by the
length and commitments involved in the event, but faculty should contribute to each of these areas at least a
couple of times per year.

Professional Work — Course Development, Publications, Community Outreach, Conference Presentations,
Performances, Shows, etc.: Such work should be part of a faculty member’s evidence of regular professional
development and as such add to and enhance the faculty member’s ability to perform her contractual duties of
teaching and advising. The Faculty Dean will, as one of her duties, work with each faculty member individually to
ensure effective use of sabbatical periods, support of faculty professional development, and the balancing of
professional development and teaching activities.

4.10. Evaluations of Student Work

An important subordinate task of the faculty is the evaluation of student work. Written evaluations must be
submitted to the registrar not later than three weeks after the final day of classes of each term. Experience with
late evaluations has shown both serious impact on the operation of the registrat's office and equally serious
impact on academic standards. The Registrar may request the business office to escrow the paychecks of regular
faculty members with late evaluations after 30 days; escrowed paychecks are released upon notice by the Registrar
of completed evaluations. Final paychecks for visiting faculty may be escrowed until evaluations are submitted to
the Registrar.

4.11. Faculty Office Hours

Faculty ate also expected to maintain regular weekly office houts adequate to ensure availability to students and
to keep the receptionist, faculty secretary and Academic Dean informed of unusual absences from campus or
changes from customary working hours.
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4.12. Curriculum Approval

Faculty members must work with the Academic Affairs Committee, which is responsible for maintaining a
two-year projection of course, offerings and annually solicits course commitments from faculty. This two-year
plan is an important aspect of the college's long-term planning and also helps students and their advisot's plan
students' individual programs.

As the curriculum evolves and as personnel change, alterations of the two-year projection are inevitable; still,
some degree of stability in the advertised course schedule is important.

In general, faculty are expected to follow through with their teaching plans for a full academic year, notifying
Academic Affairs Committee in writing of any proposed changes in the succeeding yeat's schedule. In
exceptional situations, changes may be justifiable within a given academic year. Such changes should be discussed
among faculty members in the appropriate resource area or by the entire faculty and endorsed by them before
presentation of the plan as a written proposal to Academic Affairs Committee, at least a full term before the
change is to take effect. Faculty members should catry out the following term's teaching commitments as
announced at the time preregistration materials are published.

Faculty involved in the development of new courses should discuss their plans within the resource area, complete
a course proposal form for each course and submit it for approval to the Academic Affairs Committee; this form
should include a catalogue course description, course prerequisites, level (introductory, intermediate, advanced,)
and the frequency of its being offered. A record of all courses taught at the college is maintained by the registrar
and includes terms each course had been taught as well as its enrollment history. Faculty should notify Academic
Affairs Committee if courses are deleted from their repertory.

5. Faculty Evaluation

The policy of the college is to conduct an evaluative performance review of faculty members before a new
contract is recommended to the President and Board of Trustees. Procedures may be changed as needed by the
Personnel Committee.

The purpose of evaluation at the College of the Atlantic is both formative, and summative. Formative evaluation
is helpful to the faculty in job related professional development and performance. Summative evaluation is
necessary to make a judgment as to the performance of the faculty member before a recommendation regarding
a contract is made.

The contract review is a formal process, which carefully considers all aspects of an employee's relations with the
College. It is conducted by a Review Committee appointed by the Personnel Committee.

A guidance review process is provided for new faculty near the end of their first year of teaching. This process
will be formative in nature.

5.1. Notice of Review
Faculty members are normally reviewed one year before the expiration of their contract.

Notice of the review is to be given by the Personnel Committee during the term prior to the review. The meeting
must be advertised throughout the community and the individual must be notified in writing, During the
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advertising period, any member of the community with evaluative comments about an individual may contact the
Personnel Committee in writing,

5.2. Review Team Formation

The first step for the review is the formation of a small team of peers and a chair selected by the Personnel
Committee. At minimum, the contract review team will consist of one faculty member from the Personnel
Committee or a designee in case a member is not available; a faculty member appointed by the Personnel
Committee; and a student appointed by the Personnel Committee from a list of nominees or volunteers. A
second student may be added to the team on the request of the review committee chair with the approval of the
Personnel Committee. The President or the Personnel Committee may also designate an additional member of
the team from either inside or outside the College.

In reviews for faculty who are beyond their first five-year contract, two or three faculty members of the
Personnel Committee may serve as the review team. If substantive issues arise that indicate problems, the team
may be expanded.

5.3. Development of a Timetable

A timetable may be available for the completion of the review. When the Contract Review Team has been

formed, the Team, the person being reviewed, and the Personnel Committee chair shall have, in writing:

1. The date for the Review Team report to the Personnel Committee.

2. The date that the reviewed is to submit a self-evaluation of performance and future plans to the Personnel
Committee and the review team. The self-evaluation is to include a description of the ways in which the
individual's work fits into the overall mission of the College as well as addressing the categories for
evaluation.

3. The projected dates of meetings between the Review Team and the reviewed.

5.4. Categories for Evaluation

The categories to be examined ate:

1. Teaching
Teaching refers to the provision of educational experiences for the primary benefit of students in classrooms,
offices, labs, and the field, in formal classes, tutorials and independent studies. Teaching is the primary
function of the College. It is mandatory that all faculty members demonstrate teaching excellence, offer
courses suitable for the curriculum and teach a sufficient number of students.

2. Advising
Advising students as to their program development, academic performance and course planning is an
important part of a faculty membert's work. Availability for office hours and accessibility 