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NEW FACULTY GUIDEBOOK

This guidebook is designed to provide new faculty with an introduction and some basic information about

VWU, the campus, procedures, and support services. Faculty should consult the Faculty Haawkutadke
online, for more complete information.

Virginia Wesleyan University Mission Statement
An inclusive community dedicated to scholarship and service grounded in the liberal arts and sciences, Virgi
Wesleyan University inspires students to build meaningful lives through engagement in Coastal Virginia's

dynamic metropolitan region, the nation, and the world.
July 1, 2018

To Members of the Virginia Wesleyan University Community:
This edition of the Virginia Wesleyan New Faculty Guidebook contains interpretations of University policy an
other information that will be of service to new faculty. Questions raised by the document and suggestions fc
future editions should be addressed to the Provost. Please see the faculty handbook and University catalog
additional information.

Updated July 1, 2023
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https://www.vwu.edu/about/campus-offices/human-resources/pdfs/faculty-handbook/faculty-handbook-22-23.pdf

WELCOME!

Welcome to Virginia Wesleyan! We are excited to have you join our campus comnaigre a closénit

community that is deeply invested in our educational mission. We are not a campus where people come in, teach, anc
leave. All of us work together to serve and support the larger campus community. Teaching is our top priority, but we
are also active scholars, community members, and mentors. We are proud of the liberal arts and sciences educationa
experience in which we immerse our students. We look forward to you joining our ranks and community. Again,
welcome!

Sincerely,

gm_

Susan Larkin
Provost and Vice President for Academic Affairs
Professor of English
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OFFICE OF ACADEMIC AFFAIRS LEADERSHIP
Susan LarkinProvost and Vice President for Academic Affairs

Loren Loving MarqueZzAssociate Vice Presidentr fAcademic Affairs

Victor Townsend Dean of the Joan P. Brock School of Mathematics and Natural Sciences
Benjamin Dobrin Dean of the D. Henry Watts School of Professional Studies

Antje SchwennickeDean of the Birdsong School of Social Sciences

Steven EmmanuelDean of the Susan S. Goode School of Arts and Humanities

Deirdre GonsalvedacksonDean of VWU Global Campus

Travis Malone Dean of the Batten Honors College

ACADEMIC AFFAIRS KEY STAFF
Marina Maye Assistant to the Provost and Vice President for Academic Affairs

Courtney KnudsenRegistrar

Crit Muniz Executive Director for Academic Support Services
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GETTING SITUATED

HUMAN RESOURCES
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mailto:copycenter@vwu.edu
https://www.vwu.edu/campus-security/
http://www.vwu.edu/
http://www.vwu.edu/

TEXTBOOK ORDERS, THE LIBRARY, AND TECHNOLOGY SUPPORT
AKADEMOS

Textbook orders are handled through Akademos, our online bookstore platform. You will receive information via email
from Akademos about submitting textbook orders. If you have any questions, comtaictiepartment chair or Dean.

It is recommended that firsime faculty members will discuss text choices and other elements of a course with

Department Chairs before submitting text orders and completing syllabi. For information on Open Educational
Resaurces, contact Hofheimer Library.

LIBRARY AND INFORMATION SERVICES
A full range of library resources and services is provided for faculty, students, and staff. Explore the library web pages
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https://www.vwu.edu/library/
http://www.vwc.edu/library/
https://guides.vwu.edu/ill
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ACADEMICS
CORE EXPECTATIONS FOR FACULTY
There is more specific detail about these expectations irFtitalty Handbook. If you have additional questions, ask
your Department Chair or School Dean.
Prepare syllabi that meet the VWU syllabus guidelines and provide these to students on the first day &ytiialsis.
should also be provided to your department chair
Take attendance and keep records.
Submit an academic alert if a student misses 2 classes in a row, 3 out of 4 classes, or whose work indicates that th
need additional academic support. This could include not handing in assignments, failing assignnoghéswise
not meeting the course expectations.
Post your syllabus, contact information, final course grades, and course evaluation link, at a minimum, to
Blackboard. We strongly urge all faculty to take full advantage of Blackboard for course inforaratisupport.
If teaching a fac¢o-face course, all class meetings, including the final exam period, should take place as
scheduled.If you need to cancel a class, refer to the guidelines in this handbook.
Be on time and prepared for all class session
Grade, provide feedback, and return assignments within a reasonable time p&wukrally, one week for shorter
assignments and two weeks for longer assignments or those that require more feedback.
Hold regular office hours.
Answer emails within a reasonable time period, typicali48ours.
Inform your department chair if you change class meetings in any way, i.e. go on field trips, nezah pifs, or
cancel a class.
Submit midterm reports, final grades, and @ports per guidelines provatl by the University Registrar.
Remind students to complete course evaluations.
Comply with FERPA regulations.
Be familiar with and adhere to the University Honor Code.
Communicate with your Department Chair at rsieimester, end of semester, and as needed.
Coordinate with Disability Services when student presents documentation from the Learning Center.
Direct students to Learning Center, Counseling Center, and other University resources as needed.
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ENDOFTHECOURSE EVALUATIONS

At the end of each semester, all students will be asked to evaluate both the course and the instructor for all classes in
online system called SmartEvals. Instructors are notified when the evaluations are available on SmartEvals to verify th:
all of their classes are listed and to allow faculty enough time to add any additional questions to the evaluation. We
begin this process approximately one month before the end of the semester. Instructors will receiveagrfrem

Robin Takacs, the administrator, requesting that you log on and verify your evaluations. This will also allow advance
warning that the evaluation process is about to begin. Instructors are asked to remind students to open the SmartEvals
email and follow the hyperlink to complete theimurse and instructor evaluations before the beginning of final exams.

It is the responsibility of the instructor to encourage student feedback through the SmartEvals system. Results are first
available to instructors AFTER end of semester grades have been turned in for ALL classes. Evaluation results and
cumulative reports as well as student comments are collected online and are available for download by the instructor
for your permanent records. All SmartEvals results are then released to Departmentvt@maise asked to review your
course evaluations and prepare a written evaluation of adjunct faculty members instructors each semester. Course anc
Instructor evaluations are retained on file electronically by SmartEvals.com and the University.

COURSE GRABPPEAL PROCEBBIlished in the Catalogand Faculty Handbook, revised July 2019)
A student who believes that he or she has received an unjust course grade may appeal the grade. The burden of
proof of injustice rests with the student. A student pursuing an appeal must follow these steps:

First, the student must review the course syllabus for the grading policy and calculate a legitimate grade,
based on all tests, papers, and other work graded by the faculty member during the semester.

If the student stilbelieves the grade is in error, then no later than the end of the second week of the
subsequent semester, summer not counting as a semester, the student must confer directly with the
faculty member who assigned the grade, bringing to the meeting all dradek that was required for

the course.

If after this meeting the student is still not satisfied with the faculty member’s decision, then no later
than the end of the fifth week of the same semester, the student must prepare and send to the Vice
President for Academic Affairs a written appeal with all supporting evidence. At the same time, the
student must send copies of all materials to the faculty member. After consultation with both the
student and the faculty member, the Vice President fordsraic Affairs, if she or he believes the case
so warrants, calls together the members of the department in which the course was taken. This
process is intended to ensure fairness and to ensure that all supporting materials are seen by neutral
parties. Afte this consultation with the Vice President for Academic Affairs and the other members of
the department, the faculty makes the final determination.

FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (FERPA)
All education records of students enrolled at Virginia Wesleyan University are maintained in accordance with the
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major field of study,

dates of attendance,

degrees, awards and honors received (including dates),
photographic view or electronic images, and

most recent previous educational agency or institution attended.

All other information not specifically listed, including grades, courses, days and times of course meetings, withdrawals,
age and birthdate cannot be disclosed without the student's written consent.

A student who desires to have directory information about them withheld must submit a request in writing to the Office
of the Registrar by September 5 for each academic year. Students may obtain a copy of VWU's policy concerning acce
to educatonal records from the Office of the Registrar.

To learn more about FERPA and to view recent policy changes, visit its website at
https://www?2.ed.gov/policy/gen/quid/fpo/ferpa/index.html
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Online ID Image Upload

You are strongly encouraged to upload a photo for your campus ID, the campus directory and any possible PR purpos
This photo will be used for your Marlin ID. If you download an acceptable photo (using the criteria listed below), your I
will be mailed to you. Please send your photo to security@vwu.edu.

VWU reserves the right to reject any image that is deemed unacceptable.
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Learning Center Testing Procedures for Faculty
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Common VWU Acronyms

AEC Academic Effectiveness Committee

BHC Batten Honors College

BOT Board of Trustees

CAB Community Arbitration Board (deals with student misconduct)

CAC Committee on Academic Computing

CAT Committee on Advancement and Tenure

cicv Council of Independent Colleges in Virginia

CLEP College Level Examination Program

CRB Community Reviewoard (reviews decisions about student misconduct made by the CAB)
DEIC
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Where to go with questions about . . .

Travel arrangements

Mike Pettry(Finance office or x3230)

Signage questions

Mike Pettry (Finance office or x3230)

Computer questions + classroom projector
training + printing issues

Help Desk (x5900 or helpdesk@vwu.edu)

Office keys

Security office (emaibcksmith@vwu.ed)

Overload approvals

Your School Dean:

Birdsong School of Social Scierdntje Schwennicke

D. Henry Watts School of Professional StudiBerjamin Dobrin

Joan P. Brock School of Mathematics and Natural ScierdiesorTownsend,
Jr.

Susan S. Goode School of Arts and Humanitgisven Emmanuel

Online or VWU Global program questions

Deirdre Gonsalvedackson (x3265 or GESC 225)

Advising questions

Nancy Rechkeméx 2127 or Clarke Learning Center 225)

Faculty funding requests

this linkon the Academic Affairs webpage and questions to your Dean

Learning Center questions

Crit Muniz (x8898 or Clarke 230)

Student grievances

Loren Lovig Marquez (x3338 or Clarke 205)

Student waivers or other concerns

Nancy Rechkemer (x 2127 or Clarke Learning Center 225)

Scheduling a room

Ginny Videll for campus spaces (x3274)
Stephen Leidior any library spaces (x3254)

Submit a Facilities work order

WebAdvisor othis link

VWU Van Usage

Catering

Heathe Beatty(x3281) otthis link
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- 3 Webcams
- Mobile Hotspot
- External CD/DVD Drive [USB]

Benefits, health insurance, 403b, etc. Gina BarlettalumanResourcesr x3316)

BeBetter Health Initiative (discount on health Gina Barletta (Human Resources or x3316)

insurance)
Gym benefits for employee and family Steve Riegler (x3105)
Prerequisite questions, add/drop, etc Registrar’s office (x3358)

Library book purchase request
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