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SECTION I. GENERAL OPERATINGINFORMATION

Section 1.01 Philosophy

The College of Health Professigr@s an academic unit of Grand Valley State University
supports thenission of theuniversityin educating students to shape their lives, their professions,
and their societies. In alignment witketimiversity,the College of Health Professions

contributes to the enrichment of society through excellent teaching, active scholarship, and
public service. The curricula provide educational experiences which encourage social
construction of knowledge aniatellectual achievement, development of critical thinking and
selfexpression, while maintaining emphasis on the importance of human values and cultures.
The College of Health Professiomstiates and maintains relationships with the global
community toshare resources and knowledge in approaches to health care. The role of the
faculty is to educate health professionals who will be involved in actual or potential health
problems, and to contribute to the scholarship and dissemination of-redatdd inairy.

In response to the changing needs of society, the faculty subscribe to the following beliefs about
humanity, environment, webeing, and clinical professional education

Humanity. The faculty believe in the innate worth and dignitynafividuals. Individuals have a
uniqueness, which is the result of a dynamic interaction with the environment and integrated
physiologically, psychologically, socially, culturally, and spiritually. The family and community
are primary social systems essainfor the fulfillment of basic needs and personal goals. Social
systems provide the framework for human interaction by defining relationships and establishing
rules for behavior and modes of action.

Environment. Life occurs in the context of dynamic indéetions with the environment.
Individual direction and development are determined by the environment, which develops
through circumstance and choice. Environmental factors are evaluated according to the
psychological and intellectual balance within theéividual.

Well-being. Well-being is the individu@ understanding dheir ability to meet needs within the
standards of human capacity. Human capacity is defined within the contexts of life stages,
cultural and social roles, and is qualified by heredighavioral choicesliseaseand the
environment.

Clinical Professional Education.Clinical Professional education is based on the belief that
learning is a social and |Heng process. The aim of clinical professional education is to
facilitate the acgsition of knowledge, attitudes, values, skills, and the development of
independence, critical thinking, creativity, and leadership, all of which are necessary in the
practice of clinical health professionals.

Professional ConductHealth care professiorsabccept responsibility for management of care
and exhibit a high degree of accountability as they provide assessments and interventions to
individuals, families, groups, and communities in a variety of settings. Behavior patterns of all
health care profssonals grow from an innate belief by each individual in the respect due to
every human being. Accordingly, the role of the health care professional includes the
components of health care delivery and management, collaboration, leadership, teaching,
reseach utilization, evaluation, and advancement of the profession. Additional responsibilities



include professional behavior in all interactions in the community, on campus, and additional
time commitments in academic work and professional activities.

Health are professionals uphold certain obligations that include:
1. the obligation to maintain professiortE@meanor.
2. the obligation to know and accept a professidnatie ofethicsd, and
3.the obligation to maintain an patienttfiistb ude of
Health care pfessionals are expected to demonstrate consetelcburteous behavior in
all interactions with peers, faculty, staff, patiematsd public audiences.
Section 1.02Mission,Vision, andCore Values
Mission

To prepare exceptional professionals who will impact the health anebeiely of the larger
community.

Vision
Our vision is to create an environment that is recognized for excellence in teaching, scholarship

and service to the community, our professionsl, e constituents we serve.

We will be recognized for our collegiality, collaboration, eviderbaded practice, and
development of lifdong learners.

Core Values
We are educators in the health professions with a common set of core values.

Professiona&nd ethical behavior

Respect and appreciation of differences
Life-long learning

Excellence in teaching, scholarship, and practice
Appreciation of personal webleing
Collegiality/collaboration and social responsibility

O¢ O¢ O¢ O¢ O¢ O«

Section 1.03Commitment to Inclusion andquity and Equal Opportunity

The College of Health Professions is committed to inclusion and equity, and strives to establish a
climate that welcomes and affirms the contributions of all students, faculty and staff based on
University Policies Commitment to Inclusion and Equity and Equal Opportunity/Affirmative

Action



https://www.gvsu.edu/policies/policy.htm?policyId=4A85B7A6-C931-1AF7-9B2F35FC5E78EE31&search=
https://www.gvsu.edu/policies/policy.htm?policyId=4A85B7A6-C931-1AF7-9B2F35FC5E78EE31&search=
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Section 1.05Position Descriptions
A. Deanbés Office
Dean of the College of Health Professions
The primary responsibilities and duties of the dean include:

Report directly to th@rovost

Develop community relations and build partnerships
Secure funds and grants for the College of Heiltlfessions
Develop alumni relations

Facilitate program development

Build relationships within theariouscolleges in thauniversity

Assist with recruitment of faculty and students

=4 =4 A4 4 A4 -4 -5 -2

Represent the Collegé Health Professionsn internationalpational,and regional
professional organizations and committees

Perform teaching responsibilities as assigned byribvost
Maintain a program of scholarship

Assist with faculty evaluations

Develop and administer tlieepartment/programoudget
Communicate program née and desires to thpeovost

Communicate and interprahiversity decisions to the faculty

= =4 A4 A4 A4 A -

Maintain open lines of communication among disciplines within the Cotiege
Health Professionand encourage appropriate balance

1 Cooperate with othesolleges and units in the accomplishment of their tasks
1 Facilitate and encourage grants and contracts from extramural sources

1 Chairmeetings for the College of Health Professions
AssociatéAssistantDean for Academics

Theassociatéassistantlean foracademics provides leadershgection,and guidance for
academic activities of the CollegéHealth Professiond his position accords the faculty
member reassigned time accounting for up tpé&isentof a full-time appointment (9 dt2
months). Thessociatéassistantdean foracademics reports directly to tdean and works
closely withtheunit head of the College of Health Professions.

The primary responsibilities and duties of #ssociatedssistantlean foracademics include:

1 Supervise development of new programs, majors, minors, and other major curricular
changes
1 Supervise and evaluate tstedentservicesprogramdirector

Serve as exfficio member of Faculty Council and College Curriculum committees
10



1 Serve orspecific search committees as requested by dean

Use signature power as needed for ongoing efficiency of any/all busines
College of Health Professions

Fulfill all duties and responsibilities of the deartheir absence
Participate in committees, dlaforces, and meetings as requested by dean

Work with the Office of Inclusion and Equity and tGellege of Health Professions
inclusionassessmertfficer to oversee implementation and assessment coliege
of Health Professionsiclusionimplementabn plan

1 Liaison withGrand Valley vice president for academiegarding program
assessments @hVAssessthe Collegeof Health Professionslepartmengirogram
strategic plans, and program accreditations

Associate Dean for Research

The College of Health Professioassociatalean forresearch provides leadershirection,and
guidance for the research activities of the Collegdealth Professionaith the goal to grow
scholarly excellence and develop extramural funding oppokgnithis position accords the
faculty member reassigned time accounting for upbtpercentof a full-time appointment (9 or
12 montls). Theassociatalean forresearch reports directly to tdean and works closely with
theunit head of the College oflealth Professionshe associatedssistantdean foracademics
and thedean of the Graduate School.

Theprimaryresponsibilities and duties of thssociatalean forresearch include:

1 Serve as consultant for faculty seeking assistance with research, grant application,
and publications

1 Participate with thelean to arrange faculty seminars and/or forums that focus on
issues related to faculty development and responsibilities

1 Act as an adocate forCollege of Health Professiofaculty with assistance from
university resources, in matters concerning excellence in research, and publication

Facilitate scholarly productivity of faculty and students

Communicate opportunities for professiodalvelopment

Supervise student research and graduate assistants

Participate as a member of tGellege of Health Professiodgiministrative Council
Maintain a program of scholarship
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Assist in the coordination and implemtation of research within tlnealth
professions programs

Participate in development and administratiothefoudget

Coordinate collaborative research projects betwealege of Health Professions
faculty and the community

1 Assist faculty with grant writing

11



B. Student Services Office
Student Services Director

Thestudentservicesdirector is responsible for student recruitment, advising, and public relation
activities. They report to thelean and work closely withnit head andprogramcoordinators.
This is a fulttime staffposition and includes the followingrimary responsibilities

1 Establish a program of student recruitment opportunities in coordinatiommith
head and pogramcoordinators
1 Assist with alumni relations

Representhe College of Health Professioascongrences, job fairs, recruitment
events, etc.

1 Participate in advising new and transfer studen@altege of Health Professions
prograns

1 Build relationships with community colleges, health care agencies, and other transfer
eligible programs

Coordinate andisseminate&ollege of Health Professiossholarship information

Update equivalencies sheets from the various community colleges and universities
which incorporate the new general education requirements

1 Communicate with admissions on a regular basissoe accurate information is
provided to students

1 Communicate witlthe College of Health Professiodse a n 6 stoeadure i c e
appropriate responses to student inquiries

1 ManageCollege of Health Professions studdatabases, including followp phone
callsand letters

1 Develop calendar of recruiientevents
1 Develop newsletters for arealleges
AcademicProgramAdvisors

Theacademicprogramadvisors in thestudent Services Offiomill assist thestudentservices
director in the fulfillment ottheir job responsibilities. Individuals in this position report directly
to thestudentservicesdirector.

Admissions Coordinator

Theadmissionscoordinator works with the departments and programs in the College of Health
Professions which have a secondary admission process for acceptance into the designated
academic progranThey alsaassist thestudentservicesdirector in the fulfilment otheirjob
responsibilities.
C. Departments and Program Faculty and Staff
Unit heads and Program Coordinators

The primary responsibilities and duties of thet head and program coordinators include:
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1 Unit head report directly to thdean angrogramcoordinatos report to the
respectivaunit head

Perform teaching responsibilities as assigned

Coordinate and evaluate departmamtlprogramdevelopment

Build relations within theniversity and theommunity

Maintain a program of scholarship

Assign facultyto clasgs laboratories, studios, and other responsibilities
Conduct faculty evaluations

Assist in development of international relationships

Oversee maintenance of clinical contracts

Develop and administer departmamnid progranbudget
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Direct clinical @lucation in conjunction with departmearidprogram clinical
coordinators

Adjudicate student problems

Develop class schedules

Implement curriculum revisions and maintain the curriculum
Recommend faculty tdean for partime teaching assignments

Recruit an advise students

= =2 =2 4 A -2

Ensure the preparation of catalog information and schedules of class offerings in
accordance with deadlines

1 Report undesirable or potentially hazardous conditions with respect to the physical
plant

1 Assure that specific policies and prouegb relating to the professional programs are
met

1 Coordinate all activity relating to accreditation for the professional programs

Oversee and provide for assessment activities of students within the deparithent
program

D. Office Operations andProfessional Support Staff

Professionasupportstaff (PSS) also referred to as tl@eademiadepartmentoordinatorwithin
the College of Health Professions will be described based on the association with ther 6 s
office and based on affiliation with thrdepartments angrograms.

E. Professional SupportSt af f wi t hin the Deands Office
Administrative Assistan(C-5)
1 Coadinate building room scheduling

1 Maintains and reconcilgbe College of Health Professiobsdget
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Facilitate ajunct and visitingaculty contracts
Coordinate hing of new faculty

Coordinate and superviseademiadepartmentoordinatos

= =2 A =

Hire, aordinate and supervise student workers
Office Assistant (G4)

Theoffice assistanworks with theadministrativeassistant tdulfill the daily operations required
by thed e a n 0 s In adflitfon, thesffice assistanworks with departments and programs on
classscheduling.

StudentReceptionist

Thestudentreceptionist in thel e a n 6 sis respohsible fer the following:

Recei\e visitors in the office

Answer general department phone lines

Maintainoffice and kitchersupplies

Coordinate and distribute mail/fax/FedEx and UPS packages

= =4 A4 A4 A -2

Copy work for faculty
M Shred documents as needed

In addition, thestudentreceptionist will work with thedministrativeassistantandoffice
assistanto fulfill duties required inthelea® s o f f i c e .

F. Professional SupportStaff Affiliated with the Units and Programs
Academic Department Coordinator

Eachdepartmenaind pogram withinthe College of Health Professionas aracademic
departmentoordinatorwho is thedesignategupport staffTheir primaryresponsibilities
include
1 Provide @ministrativesupportfor unit headandprogramcoordinator
1 Assist faculty withAV equipment, suppliesandunlocking doors

9 Assist faculty with work orders

1 Order/maintain office supplies

1 Maintain all meeting minutes

1 Assist with the managing of temporary parking permitdmaps

1 Coordinate department funds

1 Generate @urse evaluations

1 Assist with admissions for their affiliatet:partmenandprogram

1

Facilitate graduation audits
14



Maintaindepartmenaind pogram website

Maintain alumni contacts

Coordinate catering servicaadroom reservations for nemcademic use
Maintain and reconcile departmeamdprogram budget
Procesgquipmentequestaindpurchases

Request guipment repaianddisposal

= =4 4 A4 A4 A -

Process travedndexpenseeimbursements
Student Workers

The student workers are the first line of contactlfier College of Health Professioatthe
reception deskin both theHealth Campus buildings @ook-DeVos Center for Health Sciences
(CHS)and Raleigh JFinkelsteinHall (RFH). They are responsible fanswering department
andprogram phones and handlimguiries requesting program informatiorhey will
disseminatehe appropriate informatioand direcinquiries b the Student Services Office to
meet with an advisoithey will runerrandswithin theHealth Campus buildingslo mail runs,
and assisthe academiodepartmentoordinatorsvith miscellaneous tasks aseded.

Section 1.06 Health Campus Operations

A. Audio Visual for Classrooms

All classroom=n the health campwase equipped with a computer, VCR/DVD player, LCD
projector mounted in the ceiling, and audio system.

Overhead projectors, camcorders and slide projectorBe reserveat Information Technology
(IT) IT HelpDesk Self Service

B. Building Access/Hours

TheCHS, DCIH, and RFHbuildings have restricted access and cacdess is required for many
of theclassoomsand labs. All faculty, staff, and visitors are required to have Iteitification
Cardwhile in the buildings. sitors are required toeport to the front desk upon arrival.
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https://gvsu.cherwellondemand.com/CherwellPortal/IT#0
https://www.gvsu.edu/policies/policy.htm?policyId=E6970EEA-AD5D-FCE6-9820BEAA6C1C7D33
https://www.gvsu.edu/policies/policy.htm?policyId=E6970EEA-AD5D-FCE6-9820BEAA6C1C7D33

GRAND RAPIDS -
HEALTH CAMPUS

RUM
CHS BUILDING RALEIGH 1. GS:SEStSHUARE/D
DCIH BUILDING FINKELSTEIN HALL
RAMP
NOTE: NOTE:
CHS CHS/DCIH e RFH
DCIH Doors lock Doors lock
at 5:30p, at 5:30p,
7:00a - 6:30p Students 7:00a - 6:30p Students 7:00a - 10:00p
7:00a-6:30p | allowed to 7:00a-6:30p |Gllowedto| 7:00a-10:00p
7:00a-630p |ZOVIN0HEa[ 5 0na_g30p |FOYI12198| 5002 10:00p
ungil 10p / ungl 20p /
7:00a - 6:30p Tiob 7:00a - 6:30p Tios | 7:00a-10:00p
7:00a-5:00p |MOU=EM-Th|  7.005-5:00p% |MOUr=M-Th( 7.00a - 5:00p
7:30a - 12:00p* Closed* 7:30a - 12:00p*
Closed Closed Closed
7:00a - 5:00p 7:00a - 5:00p 7:00a - 10:00p
7:00a - 5:00p 7:00a - 5:00p 7:00a - 10:00p
7:00a - 5:00p 7:00z - 5:00p 7:00a - 10:00p
7:00a - 5:00p 7:00a - 5:00p 7:00a - 10:00p
7:00a - 5:00p 7:00a - 5:00p 7:00a - 5:00p*
Closed Closed 7:30a - 12:00p*
Closed Closed Closed

CHS Bus Schedule

You can find thébus schedulat GVSU Transportation Services

Food Service¢CHS only

MondayThursday 7 am.-2 p.m.
Lobby DesCHS
MondayThursday 7 am.-6:30p.m.
Friday 7 am.-5 pm.
Saturday 7:30 am.-5:00 pm.
Sunday Closed
Lab Hours

Labsare unlocked during scheduled démes. All other access will be by card access
only.

C. Classroom Reservations
All classroom reservations are made throughetia@lemicdepartmentoordinator of the
designated departmeandprogram.

D. CourseReserve at the Library

To place materials on closedursereserve athelibrary, you must sign intoniversity

Libraries Course Reservewebsite.This is a sekdirected site which faculty can use to reserve
materials for classes. If you have any questions regacdimgereservanaterialsyou can
contact the library representative for yali@partment angrogram.
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https://www.gvsu.edu/bus/bus-routes-and-schedules-52.htm
https://gvsu.ares.atlas-sys.com/ares/
https://gvsu.ares.atlas-sys.com/ares/

E. Coffee, Microwave, andRefrigerator/Freezer

These are available for youruseinthe an 6 s o 400 CHS}and sha RRHm@it head

suites Individuals are responsible foleaning their dishesnicrowave spillsandtheir
refrigeraeditems. Label items in the refrigerat@ith your name. At the end of each month the
refrigerator will be cleaned’here is aoffee maker and Keurig machiteeated inthel e a n 6 s
office suite kitchen aredoth faculty and staff share the responsibility of makiofjee and
keeping the area de.

F. Communication

Faculty are expected fovide the aademicdepartmentoordinator,unit head andprogram
coordinatorwith their semester schedulEhis will assist student workeasdstaffin

locating/contacting faculty when necessary. In addition, any absences should be approved by the
unit headandprogram coordinator through completing fheculty AbsenceForm (Appendix

C). Faculty and staff aralsoexpected to respond to voicemail and emails within a reasonable

time frame.

G. Custodial Requestsand Maintenance Issues

Custodial serviceat Grand Valleyinclude housekeeping operations, waste removal, recycling,
movement oboxes andnaterials and special events support. To request assistance of any of
these areas, please submitark Order Reqguest or call Facilities Services aextensionl-

3100.If you find an issue with room temperature, bathrooms, light pbaltithere is a
complaint, contadtacilities Servicedor assistance.

H. Forms

A supply of many various forms used by thellege of Health Professioasid theuniversity are
stored on thé& Drive.

I.  Locking/Re-locking Doors

Please lock your office throughout the day as you leave it and at the end of the day. This includes
the main office if you have unlocked it after the office staff has left for the daynmpisriant

that you adhere to the building protocol for keeping lab doors closed and locked throughout the
day. If you need to place an order for keys, plesseyour aademiadepartmentoordinator for
assistance.

J. Mail/Mailboxes

Outgoing mail is taken bstudent worker or other office personteethe CHS mailroom at
approximately 10.a. and 2 pm. Monday through FridayGrand Valleymail needs the
appropriate program charge caalRich is to be placenh the top left corner aéachpiece of
mail. If you have personal mail, please use your own stamps. Each faodéitaff membehas
a mailbox intheirdepartmend r  d effxesbite.

The mail arrives twice a day and is distributed to mailboxes lddatine mairoffice; packages
from the loading dock are delivered to the main office each day in the afternoon.
K. Master Key

Thed e a offitessuite and eactiepartmenbffice suitehave a master key which can be signed
out as needed.he master key needs be returned immediately after use.
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file://///office.ads.gvsu.edu/dfs/SHP-Data/FORMS/ABSENCE%20FORM.doc
https://www.gvsu.edu/facilitiesservices/grandrapids/work-orders-64.htm
https://www.gvsu.edu/facilitiesservices/grandrapids/energy-heating-cooling-13.htm

L. Network Access

All faculty have access to student records through Banner. Please ch&extension 12101
for instructions or assistanéer usewith Banner.

M. Parking

Designated arking at CHSDCIH, andRFH are forfaculty, staff,tenantsand authorized
visitors. Students are not allowed to park at the buikiiomgnustuse other modes of
transportationBelow are the visitor parking instructions for CHS or DCIH:

VISITOR PARKING DIRECTIONS
DEVOS CENTER FOR INTERPROFESSIONAL HEALTH (DCIH)

Access to the visitor parking area in the DCIH parking garage is off Michigan Street at Prospect
Ave NE (enter onto Prospect Ave NE off of Michigan-there is a light at Prospect by the Laker Line
bus stop).

Follow the signs for guest/visitor parking (Prospect is the drive that is used to enter the
Spectrum Health/GV parking ramp as well as GVSU visitor parking).

Make a left turn into the visitor parking lot just prior to the ramp entrance.

The booth attendant is available to help with any questions. If arrangements were made for
pass at booth, provide your name and event information, or if you were mailed a parking
permit, place parking permit on dashboard.

Park in the first part of the parking lot where you will enter the DCIH building on the “M” level.

Take the elevator/or stairs to first floor.

Room 104 is to the left as you exit the elevators or right from the stairwell.
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N. Supplies

All office suppliesfor faculty and staff are stored ihe department officsuites. Theacademic
departmentoordinator can place special orders if needed.

O. Textbook Orders

Faculty must requesteir book orders through theVSU Laker Store. Theacademic
departmentoordinator can assist if needé€tlirrent textbook requisition due dates can be found
on theFaculty Accesgpageand are also as follows:

Spring/Summer. . . ... February B
Fall. ................ March®
Winter.............. October®?

P. Work Requests

Faculty shouldasktheir academiodepartmentoordinator forassistance witlwork requestand
not give work directly to student workers

SECTION Il. CAMPUSSAFETY, GVSUEMERGENCY, AND CYBER
SAFETY

Section 2.01 Campus Sfety

Security officers are on duty 24 hours/day every day of the year. Closed circuit TV monitors are
used for surveillance of parking lots and the surroundmgersity propertyThe following links
provide importantampus safetinformation:

Campus Security & Regional Centers

Campus Safety Information & Resources

Grand Valley Police Department

il
T
T
il

Identification Card Policy

Section 2.02GVSU Emergency

GVSU has a&Comprehensive Emergency Managementl&n. Please review the following links
to familiarize yourselfn the event of an emergenafile on campus:

Calling 911
Active shooter/hostile intruder

Medical emergency
GVSUAlert!

Utility emergency

= =/ =4 = A

Fire
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http://lakerstore.gvsu.edu/
https://secure6.sequoiars.com/ePOS?this_category=540&store=437&form=shared3%2fgm%2fmain%2ehtml&design=mobile&__session_info__=gcHPmXaCZ3WdhE%2bXnH%2f0yHNaUWanC3YcB3HYS9tOSJztiqkGybO%2bqAgOdu12FG6xrW20K81HyeCDZE8dRnpghKxqcrHt%2bdUpuPtyu5PEKhAnd3m7c%2ftn15h%2f0fx0FclsWRvjXD5AJVbLe7nGC0Umk8zKDhOoO1sGAHYx%2fr6MdQtPZwixQlz%2bg3eekTLxTam5y0U%2bUO%2bNV2Q%3d
https://www.gvsu.edu/gvpd/
https://www.gvsu.edu/gvpd/
https://www.gvsu.edu/gvpd/
https://www.gvsu.edu/policies/policy.htm?policyId=E6970EEA-AD5D-FCE6-9820BEAA6C1C7D33
https://www.gvsu.edu/cms4/asset/45587EC7-FE4C-BB4F-80A05E76DBCD3970/cemp_-_comprehensive_emergency_management_plan_feb_2017.pdf
https://www.gvsu.edu/emergency/calling-911-25.htm
https://www.gvsu.edu/emergency/active-shooter-hostile-intruder-23.htm
https://www.gvsu.edu/emergency/medical-emergency-15.htm
https://eis.gvsu.edu/authenticationendpoint/login.do?commonAuthCallerPath=%252Fauth%252Flogin&forceAuth=false&passiveAuth=false&tenantDomain=carbon.super&sessionDataKey=43e4abda-2abe-45fb-b6ed-5301e1e530dd&relyingParty=www.getrave.com&type=cassso&sp=www.getrave.com&isSaaSApp=false&authenticators=BasicAuthenticator:LOCAL
https://www.gvsu.edu/emergency/utility-emergency-17.htm
https://www.gvsu.edu/emergency/fire-18.htm

Evacuation

Weather emergency

Assault/sexual assault

Bomb threat

Psychological emergency

Suspicious letters and packages
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Automobile/injury accident

Section 2.03Cyber Safety

The goal ofCyber Safetyat GVSU is to educate facultgtaff, and students to reduce the risk of
cybercrime in the workplace as well as our personal lives. The Cyber Safety website provides
information on GVSU best practices, current cyberciissaes, personal tips for home, family
and travel as well as providing annual online emppotraining against cybercrinfelease
review the folowing links tofamiliarize yourself withcybersafety at G/SU:

91 Phishing and Ransomware

1 Password Security

1 Data Security

1 Duo Security

1 Cyber Security Traimg

Cyber Security training is mandatory fal GVSU employees upon employment
Employees are also required to complete the annual training and will receive notice by
email. You can complete or review yolryber Security Training at any time.

SECTION Ill. FACULTY RESOURCES

Section 3.01Information Technology

GV S U mfermation Technology Department (IT) providesinformation andsupport for all
faculty and staff information technology neeual procedures:or assistanceith computeror
technologyissues]T can be reached mail athelpdesk@qgvsu.edu or extensic2101.

Click on the links below for help with the following:

IT Services, SupporResources

IT Technology Supply Policy

Phone/Data Services

Technology Lending

1
1
1 eLearning and Emerging Technologies
1
1
1

Lab Hours and Locations
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https://www.gvsu.edu/emergency/evacuation-6.htm
https://www.gvsu.edu/emergency/weather-emergency-8.htm
https://www.gvsu.edu/emergency/assault-sexual-assault-19.htm
https://www.gvsu.edu/emergency/bomb-threat-22.htm
https://www.gvsu.edu/emergency/psychological-emergency-20.htm
https://www.gvsu.edu/emergency/suspicious-letters-and-packages-21.htm
https://www.gvsu.edu/emergency/automobile-injury-accident-16.htm
https://www.gvsu.edu/cybersafety/
https://www.gvsu.edu/cybersafety/phishing-and-ransomware-3.htm
https://www.gvsu.edu/cybersafety/password-security-2.htm
https://www.gvsu.edu/cybersafety/gvsu-data-security-4.htm
https://www.gvsu.edu/cybersafety/duo-security-17.htm
https://www.gvsu.edu/cybersafety/duo-security-17.htm
https://access.sans.org/go/gvsu
https://www.gvsu.edu/it/
mailto:helpdesk@gvsu.edu%20or%20extension%201-2101.
https://www.gvsu.edu/it/
https://www.gvsu.edu/cms4/asset/28A47A19-09BB-D297-22DAB69E2686844F/it_technology_supply_policy.pdf
https://www.gvsu.edu/elearn/
https://www.gvsu.edu/it/telco/
https://www.gvsu.edu/it/technology-lending-24.htm
https://www.gvsu.edu/it/lab-hours-and-locations-66.htm

M Getting Connected

Section 3.02Fax ScanandCopy Machines

Facultycansend and receive faxesthe CHS andRFH unit office suites. Faculty can also scan,
makecopies and print to theopy machine in thd e a rffidessuite and RFHinit office suites
Printing orders can be placed online at@&ésU Copy Cerier. If you are printing a quiz,
please ask your academic department coordinator for assistance itoond@ntain
confidentiality and limit visibility to student workers.

Copier maintenance charges are the respoitgibflthe department that utilizes the machines.
No programming changes are allowed onycopfax machines without approval bfformation
Technology: All repairs andservice for faxandcopy machines are to be relayed todbademic
department coordinator

Section 3.03GVSU Laker Store

The GVSU Laker Store is auniversitybookstorgor GVSU studentsfaculty, andstaff. In
addition to texbooksand equipment, tlyecarly clothing, notebooks, giftgndcards, etc.

AllendaleHours
MondayThursday 8 am. to 6 p.m.
Friday, 8 am. to 5p.m.
Saturdayl0a.m.to 5p.m.

Grand Rapids Hours
MondayThursday 8 am. to 6 p.m.
Friday, 8 am. to 5p.m.

Saturday8 am. to 2p.m.

(both locations are closed on Sunjlay

Textbook Requests

TheGVSU Laker Storeets specific deadlines ftextbookrequestsThe dates can be fouatl
GVSU Laker Store-Faculty Access

Section 3.04Business Cards

Academiadepartmentoordinators cawrder business cards onlitteoughProcurement
Service$ Business Card®rocurement Servicesaimtains a standard format for busineasls
in compliance withGrand Valley State University Identity Standards

Section 3.05Recycling

The GVSU Recycling Programwas created to allow our campus the opportunity to
recycle many commonly used disposable itedvbat do we recycle?The Collegeof
Health Professiongrovides recyclingontainers which are located thghout theHealth
CampusPlease recycle!
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https://www.gvsu.edu/it/getting-connected-40.htm
http://copycenter.gvsu.edu/PSP/app/PSP_Start.asp
https://www.gvsu.edu/it/
https://www.gvsu.edu/it/
http://lakerstore.gvsu.edu/
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https://www.gvsu.edu/purchasing/business-cards-27.htm
https://www.gvsu.edu/purchasing/business-cards-27.htm
https://www.gvsu.edu/identity/
https://www.gvsu.edu/facilitiesservices/allendale/gvsu-recycling-program-18.htm
https://www.gvsu.edu/facilitiesservices/allendale/what-do-we-recycle-25.htm

Section 3.06Frey Foundation Learning Center

The Frey Foundation Learning Center (located in the Daniel and Pamella DeVos Center
for Interprofessional Health (DClikoom 2095, the Frey Foundation Learning Commons,
also known as the health sciences library, serves the Kirkhof College of Nursing and
College of Health Professions programs

Library Cards

A library card, or a sticker affixed to yo@VSU ID, can be obtained at theaulation desk.
Library card numbers are necessary for obtaining interlibrary loan and document delivery items
online, and for checking out books.

About the Library

The Frey Foundation Learning Cenpeovides omputers for database searching. Several health
sciences databases can be searched and are linked to maet falticles and-@urnals.

Search results can be savedidriveor to N drive or can be emailed. Searchers desiring print
outs of their sarch results can use computer lab€HS 191 or CHS 189 he Frey Library also
houses thélealthScienceJournal, reference and circulating collectiom90CHSand 490

CHSThe collection consists of t he efmensabookse cent
from the R6s and some of the Qb6s, and the mos
vol umes in the RO6s and earl i er Madldéma®aws o f Ci

Library Learning and Information Commons_at theAllendalecampusand can be ordered on
document delivery tbe sent tahe FreyLibrary drculationdesk. G/SU health science theses
arealsolocated at th Mary IdemaPew Librarybut can also be viewed online from a figkt
database.

Course reserve materials are available at the [Hbegry drculation desk for use during the
week. Physical reserves may becgld at multiple locations so that students may access them
duringtheevening and weekend. Fiéixt online journal articles are available creserve.

Reference service is available morning and afternoon throughout theneekaterials can be
borrowed from other Michigan libraries.

SECTION IV. UNIVERSITY SPECIFIC POLICIES

Section 4.01 Anti-Harassment Policgnd Procedures

The College of Health ProfessioaBides byJniversity Policied Anti-Harassment Policy and
Procedures

Section 4.02 Alcohol andOtherDrugs Policy

The College of Health Professioakides byJniversity Policies Alcohol and Other Drugs
Policy.

Section 4.03Smoking (and Vaping) Policy
The College of Health Professioakides byJniversity Policies Smoking (and Vaping) Policy

Section 4.04Employee Honestgnd Professional Ethics

The llege of Health Professiomdbides byJniversity Policies Professioal Ethics
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Section 4.050utsideEmployment / Conflict of Interest

TheCollege of Health Professions abidesUyiversity Policies Outside Employmerdnd
University Policied Conflict of Interest

SECTION V. UNIVERSITY POLICIES FOR FACULTY DEVELOPMENT
AND EVALUATION

Section 5.01 Standards for Faculty at each Rank

The College of Health Professions abidesJoyersity Policies Reqular Faculty Rdn
(Chapter 4, Section 2.5)

Section 5.02Scholarship, Service, and Teaching Criteria

The College of Health Professions abidedJoyersity Policies Areas of Evaluation for
Renewal of Probationary Appointments, Promotion, Tenure, and Periodic PerformancesReview
(Chapter 4, 8ction 2.9)

Based orUniversity Policies the College of Health Professions has established general criteria
for the areas dieachingscholarshipand servicavhich can be found ifectionlV. This
includesspecific quantitative evaluation and instruct@eria in addition to antractrenewal,
tenure, angoromotion

A. Professional Achievements in the Area of Scholarship

The following is a list of scholarly development activities. The classifications are meant to be
examples. It is the responsibility of the person being evaluated to convince the unit that his or her
activities fit within a given category. The College of Health Professions has developed a point
system to quantify various activitiagich can be found ifection8.01. The following items

are gendal categories, which have been identifiead ranking activities are implied in the

ordering):

Activities expected of all faculty each year

9 Continued learning in the field or in new fields, related to each individual
professional area, which can include, but is not limited to, reading journal articles and
books, professional development through workshopsyandcoursesstudying the
pedagogial aspects of a new development in the field, clinical practice, and work
toward a doctorate, if required.

T Participation in unit retreats and other
activities. Active support of scholarly activities includes, butlimited to, reviewing
colleagues' papers or grant proposals, consulting with colleagues about existing or
new courses, and consulting with colleagues on problems in an area of specialty.

Additional desirable activities for scholarly development

1 Presentabns of workshops or seminars at regiomaktjonal,or international
professional conferences

1 Invited presentations at such conferences
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1 Scholarly work (research or other activities) reflective of significant growth within
your professional area (greatapth and quality required to distinguisbm
category 1)and arriculum design and development, including philosophical basis
and course design

Curriculum assessment, including redesign of existing courses
Involvement in research with students

Authorshp and publication of an article in a peewiewed journal

Service as an editor of a paewviewed publication

Authorship of a textbook published by a recognized publishing company
Peer review of journal and conference submissions

Presentation of a papdraprofessional meeting

Receipt of a state or national award from a professional association
Provision of a departmental or unit seminar

Consultation in your professional area

= =4 =42 4 A4 A4 -5 -5 - -5 -2

Elected or appointed official in a professional organization asttiteor national
level with documentation of official status

Active contribution to a committee of a state or national association
Service on a student thesis, research project, or case study
Peer review of a textbook

Principle investigator or emvestigator on &unded grant

= =2 4 A -

Paid community service
1 Authorship of &unded or unfundedrant
B. Professional Achievements in the Area of Service

Service activities should be related to each individbkualea of study. It is understood that

activities for whichpayment is received at a rate commensurate witts@wademic salary or
marketconsulting feearein this category. Some services for which token honoraria or expenses
are received do qualify.

Activities expected of all faculty
1 Participating in unit meetgs,committeesand task forces
1 Committee membership, voluntary or elected ¥SG, or other comparable activities

1 Involvement in unit and/or university activities (serving at advising sessions,
presiding at activities hosted by the unit, participatimthe activities of the
programmatic clubs, graduation, ¢tc.

1 Participation in the unit personnel process

Contributions toward unit goals
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Additional desirable activities (examples)

1 Chairing a committee &VSU

1 Participation on division and university ld\wa®mmittees

1 Contributions to studentlated activities (Science Olympiad, etc.)
1

Activities such as, but not limited to, memberslipiarticipation,and leadership in
community organizations

1 Contributions to communitgvia workshops, seminarg-services, etg.
1 Active professional interaction with other schools
1 Active interaction with businesmdustry,or nonprofit organization

Note: Individual programs may need to establish criteria for items in the area of scholarship and
service. Should such a need occur,uh#&program must bring that item to Faculty Council with
justification of value in the area designated.

C. ProfessionalAchievements in the Area of Teaching

The categories listed iBection9.04 describe traits that we believe are common to all
professional teachers. Distinctions are made between characsevfstiffective and those of
excellent teaching in each category. In addition to the descriptions in each category, there are
some characteristics of excellent teaching that are common to all cate§paesically,

excellent teaching is dynamionovative, reflective, and constantly evolving.

We realize that to be an effective or excellent teacher it is not necessary to meet all listed criteria
at the highest level. In fact, it is an unrealistic expectation for any one individual to do so.
Howeve, the categoriem Section9.04 describe characteristics to which faculty should all

aspire.

D. Student Evaluation of Teaching Performance

Evaluation of teaching will occur at the end of eaemester with the use of theker

Impressions of Faculty Teaching (LIFT)systema universitywide, online system for

collecting feedback about courses andringors.Faculty will be asked to determine the

importance of each evaluation item in the Li&aluation, and the LIFT system will determine

an overall score based on the importance of each criteria and the student response. The scores in
the LIFT systenwill be utilized in the annual merit review, contract renewaiure and

promotion reviews. Forms to be used in the LIFT system include peer evaluation of teaching
performancéAppendix A), unit headevaluation of teaching performance, and administrative
release evaluation of teaching performaffgependix B). Each departmémmay also include

other evaluation tools.

Section 5.03Annual Review of Scholarship, Service, and Teaching
A. Faculty

Each faculty is required to complete an annual review form, which quantifies achievements in
the area of teaching, scholarship, and service. The @atielgealth Professions has adopted a
guantitative system for annual review, which is preseBgiction9.01. This evaluation is

utilized for annual merit. In addition, these forms will be utilized in the process of contract
renewal, tenure, and promotion.
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B. Staff

Theunit headwill rate staff memberbased onob related criteria and will review the ratings

with individual staff members. Notes from the discussion may be added or appended on an
additional sheet of paper, and staff members will be asked to sign the form acknowledging it has
been discussed.

Section 5.04 Faculty Evaluation for Contract Renewal, Tenure, and Priomot

The College of Health Professions Personnel Committee oversees the process and decisions of
contract renewal, tenure, and promotion. Therefore, a brief review of the composition and
procedures of the committee will be summarized.

A. Personnel Committee Cmposition

The College of Health Professions abidesJoyversity Policied College/Library Personnel
Committees CompositiorChapterd, Section2.10.2)in the establishment of ifgersonnel
committee for review of faculty

College of Health ProfessionsThe personnecommittee shall be composed of one (1)
tenured faculty member from each department. The faculty members fraolldye

will be elected by the College of Health Profesésdiaculty from a slate provided by the
dean of thecollege from appropriate departnte. Facultycouncil of thecollege, in
consultation with thelean, may select an additional faculty member to serve as a
diversity advocate, who serves-efticio and without the right to vote. The voting
members for any personnel action are the membleosane not from the department of
the faculty member being considered. If a department does not have a faculty member
meeting the qualifications for tlwllegepersonnetcommittee, eligible faculty will be
determined by the provost in consultation wita dean of thecollege and then elected by
acollege vote. No member shall serve more than two (2) consecutiveytraeterms

(six years).

B. Personnel Procedures

The College of Health Professions abidesJoyversity Policied Unit Personnel Actions
(Chapterd, Section2.10.7)in regard to the personnel processHiring, retentions, tenure, and
promotion Each individual unit shall conduct its personnel actions according tmikersity
policies and procedures outlined below

University Policied Unit Personnel Actiongdhapter, Section2.10.7B.)

Conflict of Interest

University Policied Individual Unit ProcedurefChapter 4, SectioR.106) and Unit
Personnel Actions (Chapter 4, Section 2.10.7

C. Personnel Actions

The College of Health Professions alsibg University Policies Unit Personnel Actions
(Chapter 4, Section 2.10.7
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Section 5.05Tenure and Promimin Standards and Procedures
A. Requirements for Tenure and Promotion

In addition to the criteria for tenure and promotion outlined belbgevQollege of Health

Professions has established a quantitative evaluation, which reflects the definition of tehure, an
promotion(Section9.02) and abides byniversity Policies Procedures for Tenure and

Promotion (Chapter 4, Section 2)H3 follows:

Tenure
University Policies(Chapter 4, Section &)

University Policies(Chapter 4, Section 2.13.ahd(Chapter 4, Section 2.15)

University Policied Reqgular Faculty Rank (Chapter 4, Section 2.5)

Promotion to Associate Professor
University Policies Reqgular Faculty Rank (Chapter 4, Section 2.5)

Promotion to Professor
University Policies Reqgular Faculty Rank (Chapter 4, Section 2.5)

B. Procedure for Tenureand Promotion

The College of Health Professions utilize®sd abides bthe criteria established loniversity
PoliciesProcedures Tenure and Promotion (Chapter 4, Section.drl&ddition, the
College of Health Professions has established its own quantitative evaluatemuie and
promotion, which can be found 8ection9.01 In accor@ncewith theuniversitypolicies, the
following items will ke addressed in theollegepersonnekctions:

1 The standards and procedures in this document are designed to evaluate data
submitted by individuals who desire to be considered for tenure or promotion.
Standardgor tenure and promotion have been established based on criteria identified
in theUniversity PoliciesAdditional criteria have been included based on the values
of the College of Health Professions

1 To be considered for tenure or promotion, individuals must meet minimal standards
in each of the three criteria (effective teaching performance, scholarship, and service),
the strength of the recommendation will be based on exceeding minimum standards.

1 A portfolio will be required of individuals wishing to be considered for tenure and
promotion. The portfolio will present information that supports each of the categories
for each of the three criteria. Individuals may submit additional evidence not listed
within the categories that they consider would be supportive of their tenure or
promaotion.

1 Eligibility for promotion is based on criteria established ByS® and specified in
the University Policies Faculty on sabbatical leave or leave of absence of tW&R)e
months or less, shall be considered eligible for promotion.
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1 The following College of Health Professions standards are intended to complement
University Policiescriteria. They relate to thgrocess by which members of the
college shall be recommended for promotion.

o0 Those who may be considered for promotionparsonnel who hold tenured or
tenuretrackappointmentstothen i ver si t yés faculty withirt
Professions.

o Members who have served t{®) years or more in theollege, which includes
the present year, in their present rank. Those granted a leave of absence or
sabbatical, which does not exceed twell/2) months during the thrg8) years,
shall ke considered eligible for promotion.

Unit Personnel Actions
University Policies(Chapter 4, Section 2.10.4)

1) Review of Candidate Materials and Preparation of Unit Discussion Agenda

University Policies(Chapter 4, Section 2)9

2) Unit Meeting and Unit Vote
University Policies(Chapter4, Section 21)

University Policies(Chapter 4, Section 2)7

3) Unit Recommendation
University Policies(Chapter 4, Section 9)

C. Affiliate Faculty Review and Promotion to Saior Affiliate Faculty Procedure
Review Procedures
All affiliate faculty in the College of Health Professions will be evaluated using the Annual

Review Form Point Documen) . A maj or ity of the coll egebds a
than instructofi.e.,lab coordinator, clinical coordinator). Therefore, documents used in the
affiliate faculty memberds review process may

respective unit. Documents used in the Annual Review Form may include but are teat toni

91 LIFT Scores

1 LICEF Scores

1 Peer Teaching Evaluation

1 Administrative Assessment (completedUiyit HeadProgram Director)

As describedintheol | ege6s Annual Review Process, the a
evaluation criteria in their Annual Review Form with evidence of their activities stoi2igital

Measures Once the Annual Review Form is completed by the affiliate faculty ftiata

faculty member will submit the form to their Unit Head. The Unit Head may choose to meet with

the affiliate faculty for clarification or discussion of items in the form. The Unit Head is able to

make comments on the Annual Review Form priortedetmi ni ng a per for mance
than satisfactory performanceo, fisatisfactory
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influence the affiliate faculty member 6és annu
signed by the Unit Head and suitted to the Dean, who in turn, will determine a performance

rating and report all performance ratings to the Provarste the review process is completed by

the Dean, the Unit Head will meet with the faculty member and review the Annual Review Form
andthe performance rating from the Dean.

Promotion to Senior Affiliate Faculty Procedure

After successfully completingevensuccessive years at Grand Valley State University as an
affiliate, an affiliate faculty member is eligible to apply for appointmerd &enior Affiliate.
Faculty should refer to theniversity Guidelinesi Affiliate Review Guidelines Senior Affiliate
Faculty Promotn.

To apply for appointment as a Senior Affiliate in the College of Health Professions, the
following steps must be followed:

1. The candidate communicates in writing to the Dean of the College of Hrraféssions
by September 15, who in turn will notify the Unit Head of the request by October 1.

2. The candidate will develop a portfolio in Blackboard that will be reviewed by the
department in which the affiliate faculty member residé® portfolio must entain the
following documents:

Updated vitae

PeerlUnit headteaching evaluations (if applicable)
Administrative evaluations (if applicable)

Student evaluations (LIFT and/or LICEF)
Seltevaluation of teaching and/or administrative work
Course outlines (idpplicable)

Other workrelated materials

@ ~ooo0oTp

w

The portfolio will be made available the first day of classes of Winter semester

The candidateds department must review the
recommendation to the Dean by March 1.

5. The Dean will notify the candidate and Unit Head by April 1. Per University Policy, the
decision of the Dean is final and cannot be alguea

»

6. Per University policy, fAPromotions are eff
year appointment, but not before the beginning of the ninth year, and include an
additional$0 00 added to the Senior Affiliate Fac

Section 5.06 Procedue for Hiring Faculty
When a fulitime position becomes available and a search is approved tgahgthe following
procedure for the selection of new faculty will prevail:

1 Theprogram will define the position vacancy, justify the need, and determine the
necessary qualifications to fill the vacancy. This shall be done in consultation with the
collegedean.

1 A searchcommittee will be established followingiversity protocol.
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1 A job position vacancy notice, along with the qualifications desired adppicant,
will be disseminated to appropriate places.

9 All credentials will be forwarded to thehair of thesearchcommittee.

1 Thesearchcommittee will screen the applicants to identify the most qualified
candidates.

1 Whenever possible, personal interviest®uld take place with the likely top
candidates. In addition to tlvellegedean,programdirector, and theearch
committee, other members of tbellege and faculty, if appropriate and available,
should be invited to participate in the interview. la #bsence of theollegedean, an
interview may occur between the candidate and faculty members specified by the
collegedean.

1 The ranking of candidates for the position should be completed according to the
criteria set up by the committee.

1 Upon completiorof ranking candidates by the committee, ¢cbkkegedean should be
ready to negotiate with all appropriate parties concerned to secure the best person
from among those previously approved by sharchcommittee.

Under extenuating circumstances, deviaitmom the above standa@perating procedures may
occur. However, the above procedures will be followed as closely as possible. Selection
temporaryfaculty will be exempt from the above policy.

Section 5.07 Employment Policy

GVSU is an equal opportunity employer and complies with its legal requirements withgagard
all aspects of faculty and staff recruitment, hiring and all other terms and conditions of
employment. &SU does not discriminate illegallyased omace, color, agaeligion, sex,

national origin, sexual orientation, or marital status or mental or physical disability, in its
educational programs, admissions, activities or employment policies as required by applicable
federal and state equal opportunity laws.

Section 5.08 Employee Orientation

Upon employment, eaalmit headwill acquaint new faculty with the requirements and

objectives of the position including what is expected of you in terms of work. For example, this
may include a discussion of the job description or a revietive specific tasks that will be

expected to be performed. A member of Human Resources may review specifics regarding other
employment requirements with you and arrange for any forms to be completed in the Human
Resourcesffice. A tour of theuniversity may be included. Every effort will be made to answer
questions about the job.

Section 5.09Job Responsibilities
A. Faculty

Faculty responsibilities may similarly be changed from time to time in compliance with the
University Policies
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B. Staff

Position descriptions mayelprepared which outline jobs as they exist at the time of

employment. G\BU, and specifically the College of Health Professions, position descriptions
explain essential and required knowledge and skill level for the position. Jobs may be changed
over timeand, at the discretion of tliean, when it is considered appropriate. For example, staff
members can expect changes in specific tasks as the responsibilities of a department are changed
as thecollege deems necessary. In some cases, a position desampiydre altered to account

for the need for other or additional skills or functions as the job may evolve

Section 5.10Working Hours

A. Faculty

For faculty members, your program directouait headwill establish working hours that are
appropriate for your teaching@d research load and any administrative duties that may be
assigned. It is the responsibility of the program directorsuarnchead to schedule faculty to
assure coverage of program operations during all business hours.

B. Staff

Thedean will normally estdish office staff and student worker schedules. Breaks, including

lunch, will normally be set by thecademic department coordinatl@signated as the
administrativeassistantinthele an6s of fi ce, and wil |l be schedul
interrupt the workflow of the department or of an important activity.

Section 5.11 Complaintand Grievanc@rocedure

The College of Health Professions abidesJoyersity Policies Complant Procedure (Chapter
4.2.18)

A. Appeal to the Dean

STEP 1: Appeal to the Dean of the College of Health Professions
B. Appeal tothe Provost/Vice President for Academic Affairs
STEP 2: Appeal to the Provost/Vice President for Academic Affairs

The College of Health Professions abidesJoyersity Policies Grievance Procedure (Chapter
4, Section 2.16)

Section 5.12Disciplinary Action

The College of Health Professions abidesJoyersity Policied Termination Processesd
Disciplinary Actian (Chapter 4, Section 2.13)

SECTION VI. COLLEGE SPECIFIC POLICIES

Section 6.01Absence Policy

It is important thatnit head and theleard effice be made aware when a faculty member will

not be at work due to illness, conferences, vacations, etc. especially when students would be

i mpacted by the faculty memberds absence from
unit head and thedeard sffice to know of a faculty absence in case of an emergency witain
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College of Health Profession&ccording to university policy, thenit headanddeanmust be
notified of absence due to illness and must approve anticipated absawmds, areequired
submit an absence form three weeks in advahe@ absence that may impact claskeshe
case obnlineor hybrid classes, faculty are still required to complete an absence faratitp
their absence from the university. If a faculty mentkam teaches amidll miss a class, they
are still required to complete an absence form. An absence form is not requirashif/érsity
is closed due tonclementweather or emergencies.

Section 6.02 DepartmenandCollege Faculty Meetings

Unit andcollege facultymeeting are deemed mandatocceptable easons for missing unit

or collegefaculty meeting ard thefaculty memberis in class, has aemergencydsick child is
notanemergency taking child to the emergency room for broken arm is an emergency),
attendance at a conference, or a death in the immediate family. Faculty who are in clinic
supervisingGVSU studentswil b e cons i deor eFda cfuilnt yc lwehsos ar e i n
considered working for that agency will not be excused absEacalty are required to notify
theunit headandd e a n 0 sin adviarfce oinability to attenda meeting.

Section 6.03Office Hours Policy

Faculty are expected to maintain adequate office hafuasleastone hour per three credits of

class with a minimum of four (4) hours per week.Nore than two thirds of office hours may

be virtual/online. Office hours must be posted/our syllabusand beposted on your office door.

If you are unable to maintain your office hours, students must be notified in the change of hours.
Departmentganincrease the number of offit@ursrequired forfaculty, butthe hourscannot

be less than those established forGodegeof Health Professions

Section 6.04 Curriculum Development and Revision

Curriculum development and revision includes many facets (prograspgctus, program

proposals, new courses, course revision, making a course a general education course or
supplemental writing skills to name a few). As these proposals make their way through the
curriculum process to the University Curriculum Commifld€C), it is imperative that the
curriculum that leaves theollegeis well-written (context, grammar, punctuation, faet.).To
ensure this, all curriculum (regardless of how big or small), must first be reviewed and edited by
one of the assistant/assata deans before it can be submitted in SAIL to start its journey to the
College Curriculum Committe@CC). Should you fail to have trde a roffice review prior to
submission, it will be returned to you from the CCC for review and edits by one of the
assistant/associate deans before being reviewed by CCC. Reviews and edits by the
assistant/associate deans prior to SAIL submission, allows the CCC to work more effectively and
efficiently to move curricular items out of ti@ollege of Health Professions

Prior to any curricular work, it would be beneficial to the faculty member to meet first with the
respective assistant/associate dean for a discussion on the curriculum proposals. This allows the
faculty member to ask questions, seek examples of similacwum proposals, understand
supporting documents, catalog copic and allows the assistant/associate deans to know what

the CCC workload is going to be for that academic year. Undergraduate curriculum questions
and reviews should be directed to #ssistantdean forundergraduatstudies and graduate

curriculum questions and reviews should be directed tes$eciatedean forgraduatestudies.
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Section 6.05Catalog Copy

Updating catalog copy is an annual process, which may require minor edits as well as major
revisions. All curriculum proposals, course changes, etc. in SAIL will require the submission of

an updated catalog copy. These catalog copy revisions need to be reviewed and approved by the
College of Health Professioistudent Services Office prior to tBAIL submission.

Certain changes to catalog copy will require it to be reviewed by UCC even if there are no
accompanying program or course changes. All changes, however, must be reviewed by the
Student Services Office. Please check with the respectistaadtassociate dean to determine
what type of review your catalog copy requires.

Section 6.06 Human ResearchIRB Proposal Development and Submission

The College of Health Professions follows preposal development and submissiwacedures
established by thstitutional Review Board (IRB). The associate dean for research is the
authorizing official (AO) for the College of Health Professions. The IRB willregiew
proposed research until all required AO signatures have been recaadelty Ere encouraged
to meetwith theassociatedean forresearch prior to the development of the IRB proptmsal
ensure the proposal submission folgi®WB Policies, Procedures, and Guidelines

Section 6.07 External Grant Submission

All applications for external funding, whether federal, state, lacptigate (including

foundation grants)MUST be reviewed and approved by tesociatedean forresearch prior to
submission. Faculty are to contact Hssociatedean forresearch of their intent to submit a grant

at the earliest time possible based on the grant notificatioresEoeiatedean forresearch will

assist in the connection between @iéice of Sponsored Programs (OSPo assure the process

for grant submission follows the OSP procedures. The final grant application materials must be
submitted to thessociatalean forresearch for review at least t€k0) working days prior to
submiting the grant materials for internal routing.

Section 6.08 AccreditationPolicy
A. Program Accreditation

Program accreditatiois anongoing process of external reviagdmnistered primarily by
nongovernmental, voluntary organizations that grant recognition to ifstgutr specialized
programs of study that meet established qualifications and educational staRdadsn
accreditation involves an initial sedtudy, responses to the accreditation review committee
concerns/questionannual reports, and reaccreditation-s#lidies. Each of these documents
have a different level of complexity, amount of information/data to report, and length of
document. Thus, each type of accreditation document requires a different amount of tiese need
for review at the college and provost level. To adequately accommodate the differing time
frames for review, thanit heador program director, must meet with tbeniorassociatedean to
determine the timeline for completion of the document based tiyediype of accreditatioat a
minimum of six (6) months prior to a report needing to be submittedFor example, a

complete sefstudy with all appendices will need a minimum of a six (6) week review process
(perhaps longer), while an annual report docurtieat is digital and two pages, may need only a
two-week review process. The timeline will be a collaborative decision involvinggther
associatalean, thalean of the College of Health Professions along withuthehead
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After the timeline has beasstablished, the following procedure will be used to promote a
thorough review of the document:

1 Once the document is ready for review, timé& headandprogramcoordinatomwill
send a clean edited copy to gemiorassociatalean and thelean

1 Theseniorassociatedean will send the edited copy back to tim& heador changes

1 Once the changes are made to the satisfaction sétherassociatedean, thaunit
headwill send the document to tlassistantwice president for Academic Affairand
copy theseniorassociatedean andlean

1 Once the changes are made to the satisfaction es#igant/ice president for
Academic Affairstheunit headwill send the final document to tldean, copying the
assistantvice president for Academic Affairand theseniorassociatedean, for
approval prior to sending the document to the accreditation agency

No document may be sent to an accreditation agencytiwoutthede andés wr i t.ten app

B. Program Advisory Board Requirements

Every accredited program must have someone from administration on their advisory board (if an
advisory board is an accreditation standaftie unit headmay serve as thepresentative from

the college administration if they are not the program direléttire unit heads also serving as

the program director, amssociategssistantiean will serve as the representative from the college
administration.

The college administration representative who is on the board, is responsible for:

1 identifying how often the advisory board is required to meet annually and make
certain that the required meetings take placel

1 identifying what assessment data needs to be collected, when it is collected, and
making certain it is collected

Section 6.09Funding Pocy
A. Travel and Expense Reimbursement

Update from the Provostos Cabinet 3/12/ 19:

Most travel and expense reimbursemeateived by theffice of theprovostfall within the

university guidelines. Howevethere are a number of requetttat exceed theniversity per

diem allowance. Due to recent budget reductioospled vith the factthatthe majority of the

uni versitybés revenue i s de officevobtdeprbvosowill st udent t
implement theeguidelines for meal reimbursements when utilizing a general fund account

The following guidelinesirefor over per diem meals on travel and expense reimbursements
whentaking special guests out for meélsese guidelines do not applyunit/college meetings

91 For special occasions, the maximum reimbursement exceeding the per diem will be
doublethani ver sitydés all owance (ex. maxi mum di
1 The number of participants cannot exceed four indivijuadsuding the speal guest
(this includes employment searchspecial guests invited to thaiversity, colloquium,
etc.)
1 Itemized receipts must be submitted with the reimbursement request
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1 Names of participants and the business reason should be clearly notedraveilaad
expense reimbursemeiiorm

Deanséppointingofficers may wish to support additional reimbursement with a designated
accountPrior approval is required foxeeptions to this practicend must be accompaniedth
justification from thedeanAppointingofficer.

Travel and Expense reimbursement can be made following the guidelinesBursihess and
Finance University Travel

Faculty and staff of the university will be reimbursed for reasonable expenses while traveling for
university related purposes. Completealel andexpensevoucher forms with alDRIGINAL
supporting receiptsattachedare to be submitted to your supervisor for signature within thirty

(30) days of the completion of the travel, then forwarded t&€tiikege of Health Professions

d e a n 6 sfor prdcéssing.e

Section 6.10Supplemental Professional Development Fund
A. Funding Policy
Purpose

The purpose of the CHP Supplemental Professional Development Fund is to support faculty
activities in the area of professional development.

Policy

To outline priorities that will guide decision making, this document explains the funding policy
and ajplication process for the CHP Supplemental Professional Development Fund. It is
important to know that while making the decision for funding, the CHP Faculty Scholarship
Committee supports the values of the college which include:

ADissemination of scholarly outcome

A External grant possibilities (to supplem
A Accreditation requirements

A Conferences related to professional deve
A Benefits to students and classroom actiyv
A C o mtynangagement and GVSU visibility

A Coll aborative projects

Note: the dean atheir representative retains the freedom and flexibility to fund requests at their
discretion.

Eligibility
All tenured and tenurerack faculty members, and affiliates areydie to apply for the CHP
Supplemental Professional Development Fund.

Funding Requirements

Faculty professional development expenses are primarily the responsibility of faculty through
their professional development funds from their academic departf®@t:for tenure and
tenuretrack faculty, and $900 for affiliate faculty (per fiscal year). Additional support from the

35


https://www.gvsu.edu/busfin/gvsu-travel-expense-reimbursement-32.htm
https://www.gvsu.edu/busfin/gvsu-travel-expense-reimbursement-32.htm

col |

professional development fund, the universipplemental funds (CSCE, FTLC, OURS, or

other funding), and the CHP Supplemental Professional Development Fund, the remainder of the

expenses is the responsibility of the faculty member.

CHP Supplemental Professional Development Fund Requirements

T

Faculty must show evidence that they sought supplemental funding through available
university resources (e.€SCE,FTLC, OURS). If faculty does not attempt to seek
supplemental university funding, their request for CHP funding through the
Supplemental Pfessional Development Fund will be denied.

The fiscal year budget extendisly 1 through June 3@nd prior to the new fiscal
year, the deands office wildl deter mi ne
faculty in the college. An example of budgetedatination would be limited up to
$900/per tenurgrack and affiliate faculty per fiscal year.

Faculty must submit a CHP Supplemental Professional Development Fund
Application according to the procedures outlined below. All funding applications
require thesignature of both the respectiveit headand associate dean for research
before theyarereviewed.

After funding i s approved, t haenitidrahenos
approved amount.

Reimbursement Requirements

Al l

required to submit travelndexpense reimbursement forms, receipts, invoicess Rx. to the
unit office coordinator. They will help you with any forms or accoumtiequirements that must

be met.

B. Funding Procedure

Application Submission Request Procedure

1.

Complete the CHBupplemental Professional Development Fund Application
(located under Faculty Resources on the College of Health Professions Jwebsite

Applicationwill be submitted to thenit headénit heador approval

CHP Faculty Scholarship Committee will review the request and make a
recommendation for funding

Request for funding will be forwarded to the associate dean for research who will
review and sign dfon the funds

Approved funding requests wil/l be sent
administrative assistant in charge of the college budget

ege is therefore supplementary. When expe

t

expense rei mbursements ar euitplacuityare sed t hr o

of f

(0

The deandds office administrative assistan

appropriate unit
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Funding Submission Timelines

Submission timelines have been established based on the deadlines for CSCE and FTLC grant
applications. The timeline will allow for faculty to submit requests to CSCE and FTLC prior to
applying for the CHP Supplemental Professional Development Fund.

Application deadline Eventtime period
November 25 January * March 31
February 25 April 1 - June 30

May 25 July 1- September 30
August 25 October 1- December 31

Section 6.11 Faculty Performance Development Plan (PDP) for Teaching Policy

TheCollege of Health Professions valuesellent teachingral follows the standards set by

University PoliciedBoard of TrusteePoliciesAreas of Evaluation for Renewal of

Probationary Appointments, Promotion, Tenure, and Periodic Performance Reviews
(ChapterBOT 4.2.9 andUniversity Policiesd Boar d of Tr uAcaden®dcs 0 Pol i c
Tenure(ChapterBOT 4.2.8) As a means of assisting teadr tenurdrack, and affiliate

faculty to maintain a level or excellence in teaching, the College of Health Professions will be
instituting the following Performance Development Plan (PDP) for Teaching Policy.

The faculty PDP will be developed in conjuinct with theunit head of the unit where the
faculty member reside#. courses identified in the PDP reside outside of the faculty members
unit, bothunit heads will sign the PDP.

A. Reasons for PDP
The reasons for PDP could be one or more offaiwing:

1 Received a less than acceptable teaching score from students on a LIFT/LICEF Course
Evaluation (<3.5) for a course that has been tatvglhtonsecutive semesters by that
individual and as part of curriculum housed in the College of Health Brofss

1 Received a less than acceptable overall teaching score from LIFT/LICEF on the CHP
Annual Review Document (<3.5) in two consecutive years (excluding administrative
assessment, advising assessment, peer teaching evaluatianitdrehdeaching
evalwation scores)

1 Have an area of concern expressed byddan orunit head (for example: consistent
student comments regarding classroom management and professionalism)

B. PDP Process

PDP willbeawoy ear pl an that <cl ear |l y oithdirteacinmgs t he f &
effectiveness. The plan should include:

9 Participation in at least tweew Faculty Teaching and Learning CenterETLC)
seminars/teaching improvement activities each semester over the next two years

1 Following each seminar/teaching improvement activity, the faculty will develop a
teaching plan of how to integrate what was learned into courses taught

1 Mid-semeter evaluations of course/courses identified in the PDP during the progression
of the tweyear plan
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91 Unit headand peer review of teaching in the course/courses identified in the PDP at least
once per semester over the tyear period (peer reviewers must be approved buyritie
head andlean)

C. PDP Timeline
By first day ofwinter semestemotification byunit head to faculty member

f By beginning of 8 week ofwvinter semesterfaculty will submit a draft PDP to respective
unit head(s)

1 By February 1faculty andunit head meet with respectiassociatedean to discuss PDP

By February 8submit finalized PDP tanit head by the deadline for the CHP Annual
Review Document. PDP must be added tcatireualreviewdocument anédded tahe
facultyds FAP

1 By May 15 submit first updated timeline to respectiagsociatadean showing current
progress and noting any successes or challengesrftar

1 By September: submit second updated timeline to respects®ociatadean showing
current progress and noting any sucesss challenges fapring/summer

1 By January 15submit third updated timeline to respectassociatedean showing
current progress and noting any successes or challended for

1 By May 15 of the second yeanbmit fourth updated timeline to respectagsociate
dean showing current progress and noting any successes or challervgeseior

1 By September 1 of the second ysabmit fifth updated timeline to respectiassociate
dean showing current progress and noting any successes or challerspasdésummer

1 By January 15 of the second yesubmit sixth updated timeline to respectagsociate
dean showing current progress and noting any successes or challerigis for

D. PDP and Annual Review

The College of Health Professioasnual reviews$ollow the standardsescribed irJniversity
Policied Faculty Handbook-Faculty Evaluation Procedures (Chapter B85 B) The signed
PDP will be attached to tramnualreviewdocumentand will beused in conjunction with the
annualreviewdocument for personnel action decisions and during the salary adjustment period.

Failure to show significant effort for improvement of teaching will result in a second consecutive
PDP for the same course/courses and a reduction of 50 points on the annual review document,
resulting in a less than satisfactory classification and no meréase for the duration of the

second PDP. Failure to show significant progress towards improvement in teaching at the
completion of a second consecutive PDP for the same course/courses can result in the initiation
of disciplinary or termination procetks as described ldniversity PoliciegBoard of
TrusteedPoliciesTermination Processes and Disciplinary Action (ChaB@r 4.2.13)

Among actions available to tliean is a review of the faculty PDP by the College Personnel
Committee for recommendation to ttiean regarding continued employment.

Section 6.12Faculty Mentorship Policy
The CHP FacultyMentorship Policy can be found &ppendix D.
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The mentorship policy of the Collegé Health Professions aligns with Shared Governance
Policy SG 3.01.E. Each unit may determine the process for meeting these expectations and may
identify additional elements.

Faculty mentorship must be provided to new tenure track faculty members. Aaldytian
individualized mentorship plan should be tailored to the needs of all other faculty, upon request
to theirunit head

Section 6.13SabbatichProcedures

The College of Health ProfessioaBides bythe policies and established timeline fariversity
Policied Procedures foBabbatical LeaveMore information can be found on thefice of the
Provost Sabbaticalwebsite.In addition to thes n i v e tineling thedCsllege of Health
Professiongaculty must notify thessociatedean forresearch ofheirintent to submit a
sabbatical proposal byiay 1andgenerate a draft sabbatical proposalbyust Ifor review.

** |nability to consistently uphold departmental and college policies, couldtrasa reduction of points
in a faculty member 6 snitheadand/arithedeanvi ew by either the

Sabbatical Policy Changes

Changes to the sabbatical poli&dT 4.2.25 were approved at the July 2019 Board of Trustees
meeting.The process language for formattagd review of sabbatical proposals was removed

from the Board policies and now resides on the Office of the Provost Sabbatical website
(www.gvsu.edu/sabbatidall h e ficthraancgke 0 v er si on of tHamltypol i cy
Governance websiender t he AUAS Recommendatilbisis & Prov
important to note that thepplication review procedms changed; there is no longeodege

level review of sabbatical proposai®ecommendations from the unit willave directly to the
university-wide sabbatical review committee.

The deadline for faculty submission of sabbatical leave proposals is Septembeihe web
based sabbatical system allowst heads to share a common login and password with faculty so
they can review proposals prior to the tleitel discussionYou will want to share the following
instructions with your unit faculty:

Unit login instructions

1. Open a web browser
2. Go to the websitevww.gvsu.edu/csce/grants/departm@aculty must use this link to
review unit sabbatical proposals)
3. Log into the system using this information:
GVSU username: XXXXXX

Password: XXXXXX

4. Unit faculty mayview the proposal as submitted through the electronic sabbatical
system Faculty members will not have the ability to make changes or comments at this
site. This is simply a way to review a posal in an easio-access format before the
unit-level discussion and vote.

nit Head responsibilities
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As a faculty member submits a sabbatical proposal, an automated email that indicates a proposal
is ready for unit review is sent to the department eataibunt (or your personal email if a
department address does not exisis theresponsibility as thanit head to ensure that for each
sabbatical proposal there is:

1 aunitlevel discussion
1 aunitvote
1 aunit recommendation submitted to Habbatical system

Theunithead must provide a summary of the unitéos
uni t 6 s r e cmecmmeendieeomimeancwitlf reservatiodp not recommend)n your
summary, provide a | i thsandweakeetsesdrantaunitgdiscigire)s al 0 s
perspective as this will assist subsequent levels of reviewers in their recommendation
deliberationsVote results, as well as verification that any requested amendments have been

made, should also be included.

Refer toUnit Head Responsibilitiefor additional informationincluding how to return a faculty
member 6s sabbati cali thesedoquroessareavdilable onahmabimatcate n t
website

Unit Head instructions for submitting the Unit recommendation

1. Go to the websitenttp://www.gvsu.edu/csce/gran(®nit Heads must use this link to
submit the unit recommendation).

2. Log into the system using your own login and password.

3. Click the Appicatbresd amd | € el & dhis wil Geadvakea tistof a |l 6 .
all Sabbatical applications from the unit.

4. UnderActiohs®@ Wutt on, sel ect 6Deci si onb.

5. L o c a t SubnmitiReconimendatiodboxtoenterh e uni t 6s recommendat
discussion summanA PDF document may be uploaded.

6. Click O6All ow author to see this commento i
recommendation and comments.

Additional information

Here are links that may be helptalyou and your unit:

1 Sabbatical website

M Application Review Process

M Timetable for Review Process
1
1

Unit Head Reponsibilities
Board of Trustees PolicidsBOT 4.2.251 Procedures for thawarding ofsabbatical
leave
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SECTION VII. STUDENT RELATIONS

Section 7.01 Student Services Office

TheCollege of Health Professiofgudent Services Officdacilitates and supports academic
program development through marketing strategies, recruitment, admissions, public relations,
advising and many other areas. For students already in the professional programs, the Student
Serviceffice will focus on student development and student learning.

This center is headed by ttigector ofstudentservices. Thiglirector reports to thdean of the
College of Health Professions and acts as a catalyst for student supporttveithéaalth
Campus

Section 7.02Career Center

1 All students in the College of Health Professions will be encouraged to work closely with
theGVSU Career Centerto be prepared for the job search while getting ready for
graduation.

1 Alljob postings received by the College of Health Professions may be forwarded to the
Career Center for them to make available on the online career search instrument that is
coordinaed through the Career Center.

1 The Career Center will provide services for students both in the Center for Health
Sciences and at their Allendale officexludingresume writing, job search strategies,
andmock interviewing, etc.

Section 7.03Student Records
A. Academtc Records

All student academic records will be kept in confidential student files withidekignated
office of the studei@ program.

B. Student Health Information

- Immunizationghysicalexam
- CPR
- Healthinsurance

The student health informationnsanaged by the Health Compliance office. Information
regardingcompliance can be found on thealth Compliancewebsite.

1 General undgraduate and graduate student performance and expectations are
identified in theGrand Valley State University Undergraduate and Graduate
Catalog. The university determines undergraduate degree policies, and all programs
shall adhere to these stated policies.

1 The graduate policies are identified as university minimum requirements. Any
program that has expectations that exceed the university minmaacto make these
explicit, in writing, in individual program handbooks, and these requirements will
take precedence over the university minimum.
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1 Academicreview policies for the university can be found in @mand Valley catalog.
In addition, individualprograms may include interim steps and/or specific activities
for students in danger of dismissal. These policies must be made explicit, in writing,
in individual program handbooks.

Section 7.04 Student Conduct
Students will be required to adhere to policies anag@dares set in the\VSU Student Code

A. Academic Honesty

1 All programs will adhere to the academic honesty policy of the university, as stated in
the GVSU catalog.

1 Behavior that is deemed a flagrant violation of the plagiarism policy may result in
dismissal from the university.

B. Professional Ethics

1 Health care professions students should be willing to accept responsibilities that
include professional behavior @il interactions in the classroom, the community, on
campus, and all other commitments in academic work and preprofessional activities.

1 Future health care professions students should uphold certain traditions that include
sustaining a professional demeagramcepting a professiontode ofethics o and
maintaining an attitude of compassion.

1 Healthcare professions students are expected to demonstrate consistent courteous
behavior in all interactions with peers, faculty, staff, patieartd public audiense

Section 7.05Student Probation and Dismissal
A. Unsatisfactory Student Performance

1 Students must adhere to atliversity academic policies and regulations. Students
who are placed on probation by their respective program due to inadequate
performance will beequired to do specific activities based on program specific
guidelines.

1 Each program will establish guidelines for remediation, probation, or dismissal.
head are responsible for overseeing situations that involve academic situations.

B. Procedures

1 Procedures and guidelines regarding unsatisfactory student performance in any
program are delineated by individual programs.

1 Each program wiltlecidewhether a student is in danger of probation and/or dismissal
from a program.

1 The program will review allnformation available on the student and determine if the
student meets the criteria for dismissal.

C. Student Grievance

1 Student grievance procedures are identified ifa&U catalog. All students are
expected to adhere to this procedure.
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1 Students admittetb graduate programs in the College of Health Professions who
seek exception to the institutional degree requirements must present their rationale to
theunit headdean,and theprovost. These individuals will determine any exceptions
to degree requirements only, as peiversity policy.

Section 7.06 Outstanding Student Achievement

1 For those students who demonstrate outstanding academa&vementthe
university will honor performance imeir professional programs in the final year of
their respective programs.

1 The program, as appropriate, will address other distinctions that may exist for
outstanding academic performance within individual professions.

Section 7.07 Student Organizations
A. Student Interdisciplinary Council
(See council constitution and bylaws for more information)
1 The student council fahe Health Campugrovides a voice for all students who have
been accepted to one of the programs oftbalth Campus

1 Representation to this council will b®vo (2) representatives from each program that
is offered tathe Health Campustudents.

1 Thechair of this council will also serve as representative tatkeutive committee
for the College of Health Professions.

B. Program Organizations
There are multiple student organizasaelated to the health professi@m can be found at
LAKERLINK .
Class Organizations

Individual program and student representatives organize all class organiz8pectfic student
classes will determine the procedures which will be folloreggrdingstudent organization
formation, election procedures, etc.

Therapeutic Recreatiorstudent Associatin (TRSA) Club

The TRSA Club will be advised by a faculty representative from the Recre@tierapy
program. Elected student officers will determine the procedures which will be followed
regardingstudent organization formation, election procedures, etc.

Preprofessional Clubs

Preprofessional clubs such as:-#redical Imaging, Preccupational Therapy, Pqghysical
Therapy,andPrephysician Assistanwill be advised by a facultsnemberfrom the
representativerogramor anotherepresentative frorthe College of Health Professioidected
student officers will determine the procedures which will be follovegrdingstudent
organization formation, election procedures, etc.
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SECTION VIII. COLLEGE OF HEALTH PROFESSIONADVISING

Section 8.01Undergraduat&raduate Programs

Each program in the College of Health Professions will assign advisors for each accepted

student. These advisors will maintain information on each advisee either in a centralized file

located in the College of Health Professions file ramrtocated within the individual faculty

member 6s office depending on departmental pol
of meetings with advisees to make sure that nothing that is stated is left undocumented.

Section 8.02Preprofessional College ofddlth Professions

Each program in the College of Health Professions will maintain current information regarding
the prerequisites and other important information that should be provided to academic advisors
and potential applicants to the undergraduategaaduate prograswithin the College of

Health Préessions.

All preprofessional advising will be coordinated throughdinector of Student Servic&3ffice

for the College of Health Professiofis individual will work with both faculty and staff to
disseminate information to students as well as keeping a running record of students interested in
College of Health Professions programs.

Section 8.03 Student Handbooks

Eachdepartment and prograwithin the llege of Health Professions will be responsible for
compiling and distributing a student handbook to each student that is accepted into their
program. The handbook will include specific program requirements, standards, expectations and
any policies and jcedures that differ from those listed in tB€SU Student Code

Section 8.04 Graduate Research Handbooks

The departmentandprograms have developed their own handbaeitecting each discipliri
scholarship requirements. Theill update the research handbook on an annual basis. The
information in the handbook will help guide the student through the research project/thesis
requirement.

SECTION IX. COLLEGE OF HEALTH PROFESSIONSNNUAL
REVIEW AND EXPECTATIONS

Section 9.01 Participation in the Point System

All tenured tenuretrack and affiliate faculty will use the point systdar annual reviewsThe
point system issoused for contract renewals, tenure, and promotions feeralrel and
tenuretrack faculty
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Section 9.02Point Expectations and Portfolio Requirements for Contract

Renewals, Tenure, and Promotion

A. Reflective Statements

Portfolios must contain a reflective statememietng the following standar&eflective
statements are to be a maximum of eight pages, dgphleed, with the following guiding

guestions for composition:

91 Describe teaching strengths and weaknesses including reflections on student, peer

and/orunit headevaluations and plans for further development

1 Describe strengths and weaknesseseiviceincluding reflections on your

experiences and plans foontinued improvement

1 Describe scholarship strengths and weaknesses including examples of current or

completed projects and plans for future efforts in scholarship

Discuss the relationship between your service, scholarship, and teaching

Discuss collegiality as it relates to your service, scholarship, and teaching

B. Teaching Expectations

Function ¢eview perod - time frame of data to include in determining points) Elssggtri]gns
Total IDEA/LIFT
. Average Raw
Points Score
BASED ON SYSTEM OF TWO REVIEWS, DURING YEARS& 4, PRIOR TO
TENURE:
1 Firstreview (from initial term ortenuretrackto last completed term prior to 70 32
review) .
1 Secondeview (from term ofirst review to last completed term priorsecond 75 35
review) .
BASED ON SYSTEM OF A SINGLE REVIEW, DURING YEAR 3, PRIOEENORE:
1 Single review (from initial term otenuretrack to last completed term prior to 75 35
review) .
THE FOLLOWING IS THE SAME FOR BOTH REVIEW SYSTEMS:
Tenure (from initial term otenuretrackto last completed term prior to tenure review) 75 3.5
Promotion taassociategrofessor(from initial term ontenuretrackto last completed term 75 35
prior to review for promotion) '
Promotion tdfull professoi(from term of last promotion to last completed term prior to 80 37
review for promotion) '
Annualreview (prior calendar year) n/a n/a

C. Required Portfolio Documentation
Documentation of teaching quality

1 All student evaluations, including studemmments, for courses occurring during the

designated time frame are required

1 BASED ON SYSTEM OF TWO REVIEWS, DURING YEARS 2 & 4, PRIOR TO

TENURE:
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- Peer evaluationis two required for first reviewtwo more required for second
review, none required afterghbut may be included

- Unit headevaluations (using peer evaluation forimgnerequired for first review,

onemore required for second review, none required after that but may be included

1 BASED ON SYSTEM OF A SINGLE REVIEW, DURING YEAR 3, PRIOR TO
TENURE:

- Peer evaluationis four required prior to review, none required after that but may

be included

- Unit headevaluations (using peer evaluation forirtyvo required prior to review,
none required after that but may be included

Documentation of administrativeluties quality

1 Administrativeassessmergvaluationsi required if any time is reassigned to
administrative tasks

Documentation of advising quality

f Advisingevaluationsl if scores are included as part of calculations

D. Scholarship Expectations

ScholarlyExpectations focontractrenewal tenure,andpromotionfor 24 or 30credit
loadfaculty with < 10total hours ofreassignment fascholarship

Decision Total Minimum points required | Maximum points allowed| Written, peer reviewed
Points| from peer reviewed, writter] from nonpeer categories artifacts required
(% of total pointgequired) | (% of total points required]
Istrenewal
. 10 - - -
during year 2
nd
2 .renewal 40 ) i )
during year 4
Single renewal
4 30 - - -
during year 3
11+ 44
Tenure 110 (10%) (40%) -
Associate Prof 145 30* 42 )
(21%) (29%)
Full Prof 125 30* 42 One first and onsecond
(24%) (34%) author manuscript

*Increases 10 points at lfours of reassignment and for every 6 hours beyond that; this category is designated as

P/W in the document that follows. Other column totals do NOT change.

Review Periods (time frame of data to include in accumulating points)

1 For renewalstenure,and promotion t@ssociate professdine review period is from the
initial term ontenuretrackto the last completed term prior to review

1 For promotion tdull professor the review period is from the term of last promotion to the

last completed term pnido review

Required Documentation to be included in Portfolio

Evidence of scholarship is to be documented in Digital Measures consisting of uploads
such as page of the program where the faculty name is listed as a presenter, first page of
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an article, orthank you email. Individualnits may develop more stringent standards. If
clarification is needed, additional evidence may be requested.

E. Service Expectations

Function ¢eviewperiod time frame of data to include in accumulating points) E Ser‘"c?
xpectations
from
To_tal College/
Points ; ;
University
BASED ON SYSTEM OF TWO REVIEWS, DURING YEARS 2 & 4, PRIOR TC
TENURE:
9 Firstreview (from initial term orienuretrackto last completed term prior t 20 0
review)
1 Secondeview (from initial term orienuretrackto last completed term prig 50 0
to secondeview)
BASED ON SYSTEM OF A SINGLE REVIEW, DURING YEAR 3, PRIOR TO
TENURE:
1 Single review (from initial term otenuretrackto last completed term prion 50 0
to review)
THE FOLLOWING IS THE SAME FOR BOTH REVIEW SYSTEMS:
Tenure (from initial term otenuretrackto last completed term prior to tenure 100* 0
review)
Promotion taassociaterofessoifrom initial term ontenuretrackto last completed 100* 40
term prior to review for promotion)
Promotion tdfull professoifrom term of last promotion to last completed term pr 100* 50
to review for promotion)
Annualreview (prior calendar year) n/a n/a

" Increases 10 points at 10 hours of reassigned time during the given time frame and for every
additional 6 hours ofeassigned time beyond 10 hours.

Required Documentation to be included in Portfolio

Documentation of service will be based on-sefforting and no external evidence will be
required.Individual departments may develop more stringent standaariffcation is
needed, additional evidence may be requested.

Section 9.03Timeline of Changes to the Annual Review Process and
Expectations for Contract Renewal, Tenure, and Promotion

A. Approved Actions Regarding Faculty Evaluation
Approved 12/5/2012

1 All student comrents are to be included for both annual review and for
tenurepromotiontontractrenewal, emphasizing evaluation of the overall trends of
comments providing, as opposed to simply the extremes.

1 Reflective statements shall be a maximum of eight desiideedages.
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Approvedd/30/2022

1 The following was approved regarding the system for processing the points for the
fiot her o FacultygxQowndl tvi be the governing body for such issues. The
proposed process:.is

Procedure: The procedure fareviewing the point value of scholarship items
which are not included in the Annual Review Document is as follows:

1. By September 15hechair of the CHP Research and Development committee
receives written requests for determination of scholarship poinspecific
scholarship activities that fal/l under
Document.

2. By October 15thechair of the CHP Research and Development committee will
forward the CHP Research and Devel opmen
regardng the category (written/nenritten, peer/notpeer reviewed) and point
value of t he 0chairokeFacalty @aurcii. vi ty to the

3. Faculty Council affirms or revises the CHP Research and Development
commi tteebdbs recommendati on.

4. The existing framework dhe point system is used as a guide by the CHP
Research and Development committee and the Faculty Council for making a
determination and as interpretations are made, they will be used as a
precedent for future determinations.

5. By November 15, the recommended category and point value will be sent to the
faculty member who made the initial request.

6. Both thechairs of the CHP Faculty Council and Research and Development
Committee will keep a record of the scholarship activityeeed as well as the
category and point value.

7. Trends or patterns in requests for the
Annual Review Document. Recommendations for changes may be made by the
CHP Research and Development committee and approviedduty Council.

Such changes will be reflected in Faculty Council minutes.

Procedure: The procedure for reviewing the point value of service items
which are not included in the Annual Review Document is as follows:

1. By September 13hechair of Facity Council receives written requests for
determination of service points for specific service activities that fall under the
Aot hero category of the Annual Review D
2. The existing framework of the point system is used as a guide by Faculty Council
for making a determination and as interpretations are made, they will be used as a
precedent for future determinations.
3. By November 15, the recommended category and point value will be sent to the
faculty member who made the initial request.
4. The chair of Rculty Council will keep a record of the service activity reviewed as
well as the category and point value.
5. Trends or patterns in requests for the
Annual Review Document. Recommendations for changes may belyade
Faculty Council. Such changes will be reflected in Faculty Council minutes.
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Evidence of service at the college level will be based orrggtirting and no external
evidence will be required. Individual departments may develop more stringent standards.
If clarification is needed, additional evidence may be requested.

Evidence of scholarship is to be documented in Digital Measures consisting of uploads
such as page of the program where the faculty name is listed as a presenter, first page of
an articleor thank you email. Individual departments may develop more stringent
standards. If clarification is needed, additional evidence may be requested. Faculty
Council will determine a minimal point value in which sedporting is sufficient.

All documents usgin the calculation of teaching scores must be included in personnel
decisions.

Approved 12/8/2011

Wei ghting of scores using the point system
workload and used for annual review.

Weighting of annual review points based on workload will be the followeaghing 50
percentscholarship 1(percent andservice 10percentFive percendf the points are to
be added to a category for each credit hour of reassigned time.

Scholarship pimt expectations for contract renewal is set at the followkirgt review is
10 pointssecondeview is 40 points, anithird review (tenure)s 110 points.

Approved 4/14/2011
Annual reviews will represent materials collected between Januarg Decemér 31.
Secondary authors are to receivep@scentof the points that the primary author is given.

The set point threshold for reviewsscholarship assessment are as folldviist review
(2 years) 0 pointsecondeview (at 4 years) 50 points, (110 ipisi for tenure)

Approved 4/21/2010
An updated peer observation of teaching checklist was appréyeeiidix A).

Affiliate faculty members will have their annual reviews completed withdg0ent
weighting on the teaching document.

Approved 11/9/2009

Faculty with years towartknurepromotion prior to January, 2010,will be evaluated
for tenure and/opromotion based on a prated system representing the number of
annual reviews in and out of the point system.

Implementation of the new point system of faculty evaluatiegan inJanuary 2010.
ApprovedOctober 6, 2008

Implemerntation of the point system officigl began in Fall 2011(December 9, 2010).
Approved 10/25/2012

Annual merit review ranking fdiaculty at Gand Valleyless than one calendar year.
Faculty that have been here more than one sembestdess than one calendar year will
receive mediunsatisfactory ranking for annual review, unléssy haveearned a higher
classification. If faculty have been here forsiélsan one semester, a rating for medium
satisfactory performance will be given.
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Approved 12/5/2012

1 There is no minimal point value for which se#fporting is sufficient, and therefore all
forms of scholarship evidence shall be documented. If documenistimavailable, the
faculty member shall follow the approved infrastructure, which includes meeting with the
unit headand bringing the issue to Faculty Council for approval.

Section 9.04Peer Review Checklist
The CHP Peer Review Checklist Form can be foundppendix A.

Section 9.05Administrative Reassignment Assessment
A. Overview

1T The Coll ege of Health Professiondés Admini
(Appendix B) is to be used for measuring and documenting the performancet of
head, programcoordinators, and faculty with administrative responsibilities
including laboratry, clinical, fieldwork, and internship coordinators.

1 An evaluation will be performed for each area the person has designated
administrative reassigned time.

1 The performance evaluation will be completed by
1) the administrator beingvaluated

2) those facultyand staff, including clinical and fieldwork faculty, reporting to
that administrator or coordinatand

3) the positiondéds I mmediate supervisor

1 The evaluation will be completed 1x/year by each party identified above as part of the
annual review procesBnit head and those with administrative responsibilities are
eval uat e dA aTkasewmgth cpnaal, fieldWwork, and internship coordinator

responsibilities are evaluated using part
responsibilities are evaleatd u s i n gThgseawith respo@sibility for managing
projects wild/ b e 0(paxt @ driterea todaldewelsped) g part @D

SECTION X. APPENDIXES
Click on the link below to be directed to thgpendixes.

Appendix A: Peer Review Checklist

Appendix B: Administrative Reassignment Assessment Form

Appendix C: Faculty Absence Form

Appendix D: Faculty Mentorship Policy
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Peer Review Checklist

Course: Instructor: Date:

Circle your response to each of the questions and then add comments below the table.

* = p = =

c 2] - (2] (2]

o c %] c c Q

= i) 5 2 20

B g IS T o S » g3

g3 80 | 88 28 | 89

s58 | g8 |28 |¢28 |25

- 3 v g s 9 v o €

O = 0w n 0 = ) 0 =

8= |32 |38 |3g |32

g @ 0 = o o o g o = <

= =T | = E =3 | =2 | Z

5 4 3 2 1 N/A

1-was well prepared for class 3 3 3 3 3 3
2- was knowledgeable about the subject matter | 5 3 3 3 3 3
3- was enthusiastic about the subject matter 8 3 5 5 ] 5
4- spoke clearly, audibly, and confidently 3 3 3 3 ] 5
5- used a variety of relevant illustrations/ examp| & 3 5 5 ] 5
6- made effective use of the boadd/or visual 5 3 3 3 3 3
aids
7- asked stimulating and challenging questions 8 3 3 3 3 3
8effectively held cla| 3 3 5 5 ] 5
9- achieved active student involvement 8 3 5 3 ] 5
10- treated students with respect 5 3 5 5 ] 5

What worked well in the classAContinue on back if necessary)

What could have been improvedZContinue on back if necessary)

Rater(s):

Used with Permission: Proceedings of the 2004 American Society for Engineering Education Annual Conference & Expositigitt. 206dy American Society for
Engineering Educatio (Richard M. Fender)

Administrative Reassignment Assessmerorm
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Time Period Covered:

Overview

1. The Coll ege of Health Professionb6s Admini
is to be used for measuring and documenting the performarnicét blead, program
coordinators, and faculty with administrative responsibilities incluthbgratory,
clinical, fieldwork, and internship coordinators.

2. An evaluation will be performed for each area the person has designated
administrative reassigned time.

3. The performance evaluation will be completed by:
a. the administrator being evaluated
b. those faculty and staff, including clinical and fieldwork faculty, reporting to
that administrator or coordinat@nd
c.the positionds I mmediate supervisor

4. The evaluation will be completed 1x/year by each party identified above as part of the
annual revew process

Directions

1 unitheadand those with administrative respon:
Those with clinical, fieldwork, and internship coordinator responsibilities are
evaluated using part @ABO. Tnhiwligdesaravi t h | abo
eval uat ed ulbosewmith regsponstbilityif@ thanaging projects will be
eval uat ed (psriDnhcgterip ta betdev@dped)

Please rate the administrator named below using the scalegutoRdtings of 1 or 2 require a
written explanation on theommentsheet. Use the sixth {§ column for not applicable answers
as they will not be counted in totals.

1 - Unacceptable, totally ineffective

2 - Unsatisfactory, needs improvement
3 - Satisfactory, adequate

4 - Very good, above average

5 - Excellent, superior

NA - No points assigned, not applicable or no basis for rating
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COMPLETE SECTION BELOW AND PARTS A, B AND/OR C AS REQUIRED

Name of Administrator Being Evaluated:

Evaluation Date: Evaluation Perifoom to

Administrative Position (Check all those that apply)

a.__ Departmeaitunit head

b.__ Programcoordinator

c. —— Noracademiddirector (Student Services, étc

d. —— Coordinatocircle Clinical, Internship, Fieldwork, Laboratory)
e. Othe

Reassigned Time

a.____ Fultime (no academic responsibilities

b.  Quartdimerelease (25% reduction in academic/teaching responsibilities)
C. _____ Haltimerelease (50% release from academic/teaching responsibilities)
d.__ Threguartertimerelease (75% release from academic/teachingnsspilities)
e. _ Othe(____ % release from academic/teaching responsibilities)
Description:
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PART A
|. COMMUNICATION

NA

Performance being evaluated

1. Demonstrates effective speaking skills

2. Demonstrates effective writing skills

3. Communicates in a timely manner

4. Clearly communicates expectations

Comments:

[I. PLANNING AND ORGANIZATION

NA

5. Plans and organizes thoroughly and in advance

6. Delegates responsibility and authority, when appropriate

7. Encourages innovation and cooperative planning

8. Considers other departments, the College of Health

Professions, and theniversity in planning and organizing

Comments:

[ll. INTERPERSONAL RELATIONS

NA

9. Works effectively with others

10. Is accessible to faculty, staff, and students on a regular ba

11. Demonstrates active listening

12. Respects the confidentiality of others

Comments:

IV. DECISION-MAKING/PROBLEM SOLVING
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NA

13. Encourages appropriate participation in decisiaking
and problem solving

14. Interprets and applies policies consistently with all
personnel and in all situations

15. Appraises situations and problems objectively

16. Makes sound and timely decisions based on thorough
analysis of the situation

Comments:

V. LEADERSHIP

NA

17.Promotes professional growth of self and supervisees

18. Recognizes staff proficiencies and accomplishments,
commends exemplary actions

19. Exerts positive influence on others, promotes
professionalism and optimism

Comments:

VI. GOALS AND OBJECTIVES

NA

with the needs of thdepartmentcollege anduniversity

20. Ensures that program goals and objectives are consistent

21. Makessatisfactory progress in achieving goals and
objectives

goals and objectives

22. Assists faculty and staff in developing appropriate persong

Comments:

VII. ATTITUDINAL CONSIDERATIONS
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23. Accepts responsibility for own actions and those of
program faculty and staff
24. Accepts criticism, advice, suggestions

25. Functions well under pressure and in awkward situations

Comments:

ADDITIONAL COMMENTS

VII. CALCULATE OVERALL AVERAGE SCORE

Sum of scores divided by # of scores recor de

VIIl. ATTACH APPROPRIATE SIGNATURE SHEET

1 If evaluation is completed by supervisor, attach Signature Sheet #1
1 If evaluatian is completed by supervisee, attach Signature Sheet #2
1 If evaluation is completed by self, please sign below

Signature: Date:
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PART B

|.  CLINICAL/INTERNSHIP PROGRAM MANAGEMENT AND COORDINATION

112|3[4|5|NA

1. Creates a network with entities in the community to furt]
the clinical/internship opportunities for students in the
academiodepartment

2. Builds and strengthens relationships betweertdhiege,
its academic departments aclohical/internship sites

3. Facilitates academic faculty involvement in
clinical/internship education

4. Maintains upto-date records, affiliation agreements, anc
other documents necessary for clinical/internship
collaborations

5. Maintains adherence with all relevant policies and
procedures required for clinical/internship sites

6. Adheres to relevant policies and procedures regarding
student eligibility and professionalism during
clinical/internship experiences

7. Assures compliance with IRB requirements if necessan

8. Is an advocate for the value of clinical/internship
experiences within the academic program(s) involved

9. Facilitates the use of technology to enhance the
clinical/internship experience for students

Comments:
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Il. DEVELOPMENT AND ASSESSMENT OF CLINICAL/INTERNSHIP
EDUCATION PROGRAM

10. Conducts continuous reviews of relevant clinical education
and/or related academic policies and procedures

11.Assesses and develops a plan to respond to the needs of §
based on feedback received

12.Provides timely data and recommendations taittiechead
programcoordinator and/or faculty based on feedback rece

13. Grade<linical/internship student work in a timely manner g
provides feedback

Comments:

II. DEVELOPS CLINICAL/INTERNSHIP EDUCATION FACULTY

14. Evaluates clinical supervisopgriodically and provides 12|34
feedback

15. Provides training and mentoring for new and returning fact
assigned to clinical//internship supervision

16.Acts as a liaison between the clinical/internship site and thi
academidepartment and faculty when problems arise

Comments:

V. DEVELOPS STUDENT CLINICAL/INTERNSHIP EDUCATION
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