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Foreword

This handbook was developed to provide members of the faculty, staff, and
administration with essential information concerning the work and organization of
Missouri Baptist University. The basic purpose of this handbook is to identify the
policies, processes and procedures pertaining to personnel to implement the
Universityd mission.

The personnel procedures listed have been developed over a period of years
extensively involving many individuals. Knowledge of the contents of this handbook
by each faculty and staff member will facilitate the work of the institution as faculty,
staff, and administration cooperate in providing better services for the primary
functions of Missouri Baptist University. This document is to be considered a living
document and is subject to change. Improvement in future editions will come as
those who use it as a guide continue to offer suggestions. If there are discrepancies
between the personnel procedures and University Policy, University Policy will be
followed.
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[. HISTORICAL HIGHLIGHTS
1.0 HISTORY OF MISSOURI BAPTIST UNIVERSITY

American higher education has deep religious roots. In the nations 6arlyedevelopment it was
religious denominations and churches that led in establishing and maintaining the first colleges.
Missouri Baptist University, a direct product of that history, is founded on Baptist tradition based
on Biblical principles and the conviction that individuals have freedom of conscience before
God and humankind. This freedom, absent from many traditions, affirms each person $ability
to read and understand Scripture without the mediation of other human beings. This emphasis
ultimately led Baptists to champion higher education as a means of gaining even greater
access to and understanding of Scripture. Based on the belief that God is the source of all
knowledge, Baptist colleges and universities committed to scholarly endeavor under God have
blossomed around the world.

Missouri Baptist University is an independent church related, co-educational liberal arts
institution that had its beginnings in the mid 1950& when pastors and laypersons in the St.
Louis area committed themselves to realizing their vision of a local evangelical Christian
institution. Missouri Baptist College became Missouri Baptist University in May, 2002.

Two educational projects served as foundations for the University® beginnings: an extension
program of Midwestern Baptist Theological Seminary taught theological courses, and an
extension program in St. Louis of Hannibal-LaGrange College - a private, two-year Baptist
institution in Northeast Missouri T offered liberal arts courses. Classes met in the activity
building of Tower Grove Baptist Church.

In the early 1960 ) the idea of a new structure began to emerge that emphasized the
development of two campuses of equal status. The school operated for a time as Missouri
Baptist College, a two year institution with campuses in Hannibal and St. Louis. Missouri
Baptist College in St. Louis was chartered as a single institution in 1964, and in the fall of 1968
classes opened for the first time at the school sresent Creve Coeur location. In 1971, the
College was granted status as a single T campus, four year institution by the Coordinating
Board for Higher Education of the State of Missouri and began the process leading to
accreditation as a four year institution. The first baccalaureate graduation was held in 1973
awarding degrees to 29 students. The College was granted accreditation in 1978 and has had
four comprehensive reviews since that time.

Since its beginning, the College/University has had seven presidents. The current president,
Dr. Keith L. Ross, was appointed at the beginning of the spring semester in 2018.

Others include Dr. L.A. Foster (1964-1970); Dr. Frank B. Kellogg (1970-1974); Dr. Robert

S. Southerland (1974-1982); Dr. Patrick O. Copley (1982-1990); and Dr. J. Edwin

Hewlett (1990-1991). Dr. Thomas S. Field served as Interim President (1991-1995), and Dr. R.
Alton Lacey (1995-2018).

Each president has faced financial and other challenges. Due to financial difficulties, the
College even closed for a brief time in the early 70 © Despite that, headcount enroliment grew
steadily from a few hundred to over 5,000 today. Along the way facilities were added and in
1980 the college became a residential campus with the addition of Pillsbury-Huff Hall.
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Beginning in 1995, Dr. Lacey led the University in the development of an ongoing strategic
plan originally entitled the fSpirit of Excellenc ewhich emphasizes quality within the student
body, academic programs, and faculty. The University under Dr. Lacey® leadership, also
experienced its largest enroliment, record giving, and the strongest financial position in the
University®& history. The signature Pillsbury Chapel and Dale Williams Fine Arts Building was
completed in 2003. Other improvements include the addition of North Residence Hall and
renovation of the Field Building, Academic Building, and Library. A new Sports and
Recreation Facility and Spartan Village student housing opened in fall 2011. Under his
leadership the University added a Master& and Doctoral programs, humerous online
programs and achieved university status in 2002. Missouri Baptist University has grown and
expanded off campus as well. Several Regional Learning Centers (Troy-Wentzville, Jefferson
College, Arnold, Farmington, Lewis and Clark, Logan College) are also in operation.

In 2017 the Higher Learning Commission recommended and the University was granted
continuing accreditation with no focus visit for a ten-year period as well as a stronger
statement of affiliation.

1.1 PROFILE OF THE STUDENT BODY

Admission to the University is based on a moderately selective admission policy as
defined by the Coordinating Board of Education for the State of Missouri. The
University is open to all academically qualified students regardless of national origin,
race, religious beliefs, gender, age, or qualified disability. The Missouri Baptist
University student is widely diverse in areas of religion, ethnic background, age, and
fields of study.

In 2017, there was a total headcount enrollment including EXCEL (a dual credit
program for high school students) of 5488 and a full time equivalent of 2839. A large
majority of the Unive r s ifull-finge students are on the main campus with more than
half of them in the 18 to 21-age range. Sixty-one percent of the students are women
and 39 percent are men.

Although Missouri Baptist University is primarily a commuter campus there are
approximately 400 students living in campus residences. While most of the students
attending the University reside in the greater St. Louis area, students from many
different states are enrolled. Twenty-eight foreign countries are also represented.
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[I. UNIVERSITY MISSION, GOVERNANCE, AND STRUCTURE
2.0 UNIVERSITY MISSION STATEMENT

Missouri Baptist University is an evangelical Christian, liberal arts institution of higher
learning whose purpose is to offer programs of study leading to professional certificates,
undergraduate degrees, and graduate degrees in an environment of academic excellence
from a Biblically based Christian perspective. The University is committed to enriching
students fives spiritually, intellectually, and professionally, and to preparing students to
serve in a global and culturally diverse society.

Core Purpose
To teach, empower, and inspire students for service and life long learning.

Core Values

We are serious and intentional about our Christian faith.

We freely and responsibly search for truth.

We strive for excellence.

We believe in the importance and cultivation of character.
We believe in social change through service and leadership.

2.1 STATEMENT OF PURPOSE

Missouri Baptist University faculty and students work together toward the following purposes
in the lives of the students:

1. To develop a personal philosophy of life and an ethical and spiritual commitment which
is based upon an awareness of alternatives and which is examined in the light of
Biblical revelation.

2. To grow in an understanding of themselves as well as others, and to cultivate an ability
to employ this knowledge for self-development, mental and physical health, and
enhancement of social and family relationships.

3. To prepare for living in harmony with the physical environment by becoming aware of
its basic principles and of the means for intelligent use and conservation of its
resources.

4. To develop effectiveness in the use and understanding of communication, both spoken
and written, employing analytical and logical thinking in the process.

5. To become contributors to society in a manner consistent with Christian principles,
participating responsibly in church, school, community, and world affairs employing
insights derived from a broad range of studies.

6. To grow in understanding, appreciation, enjoyment of literature and the arts, and to
become participants in creative and aesthetic activities in the community.

7. To prepare for continuing study to becoming acquainted with electronic technology
resources and methods of scholarly research.

Missouri Baptist /£
SHINE ON

Personnel Handbook, 3



2.2 ACCREDITATION

Missouri Baptist University is accredited by the Higher Learning Commission, 30 North
LaSalle Street, Suite 2400, Chicago, lllinois 60602-2504, (312) 263-0456; (800) 621-7440;
Fax (312) 263-7462; internet address: Info@ncacihe.org.

The University is approved by the Missouri Department of Elementary and Secondary
Education, Jefferson City, Missouri, for the requirements in general education and
certification for elementary and secondary teachers; the training of veterans under Public
Laws 550 and 894 of the 82nd Congress; and for the training of sons and daughters of
deceased veterans under the War Orphans Educational Assistance Act.

Missouri Baptist University is In compliance with federal law, including provisions of Title IX
of the Education Amendments of 1972 and Section 504 of the Rehabilitation Act of 1973.
Missouri Baptist University does not illegally discriminate on the basis of race, gender, color,
national or ethnic origin, age disability, or military service in admissions or in the
administration of its educational policies, programs or activities. Inquiries or complaints
should be directed to the Provost/Senior Vice President for Academic Affairs.

2.3 INSTITUTIONAL MEMBERSHIPS
Missouri Baptist University holds memberships in the following organizations:

Adult Education Council of Greater St. Louis

American Association of Colleges for Teacher Education

American Association of Collegiate Registrars and Admissions Officers
American Association of Independent Colleges and University Presidents
American Association of School Administrators

American Library Association

Association for Supervision and Curriculum Development

Association of Christians in Student Development

Association of Collegiate Business Schools and Programs

Association of Independent Liberal Arts Colleges of Teacher Education
Association of Southern Baptist Admissions Personnel

Association of Teacher Educators

Association of Veterans Education Certifying Officials

Association of Higher Education and Disability

Baptist Public Relations Association,

Central Association of College and University Business Officers
Consortium for Global Education

Council for Adult and Experiential Learning

Council of Independent Colleges

Council for Christian Colleges and Universities

Gateway Career Services Association

Independent Colleges and Universities of Missouri

International Association of Baptist Colleges and Universities
International Association of Campus Law Enforcement Administrators
International Educations Council of Missouri and lllinois

International Reading Association

Mid-American Association for Institutional Research
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Midwest Association of Colleges and Employers

Midwest Association of Student Financial Aid Administrators
Missouri Academy of Science

Missouri Association of Academic Deans

Missouri Association of Campus Law Enforcement Administrators
Missouri Association of Colleges of Teacher Education

Missouri Association of Collegiate Registrars and Admissions Officers
Missouri Association of Student Financial Aid Personnel

Missouri Association of School Administrators

Missouri Association of School Librarians

Missouri Association of Higher Education and Disability

Missouri Baptist Historical Society

Missouri Colleges Fund

Missouri Consortium of Dual Credit Providers

Missouri Historical Society

Missouri Library Association

Missouri Professors of Educational Administration

Missouri School College Relations Commission

NAFSA: Association of International Educators

National Alliance of Concurrent Enrollment Partnerships

National Association of Colleges and Employers

National Association of College and University Business Officers
National Association of Collegiate Directors of Athletics

National Association of Independent Colleges and Universities
National Association of Intercollegiate Athletics

National Association of Presidential Assistant in Higher Education
National Association of Student Financial Aid Administrators
National College Learning Center Association

National Collegiate Honors Council

National Council for Accreditation of Teacher Education

National Council of Teachers of English

National Council of Teachers of Math

National Professors of Educational Administration

National Resource Center for First-Year Experience and Students in Transition
National Society of Fundraising Executives

Society for Human Resource Management

St. Louis Regional Library Network

State Historical Society of Missouri

Study Missouri Consortium

2.4 ORGANIZATIONAL STRUCTURE
A Board of Trustees that is self-electing governs the University.
2.4.1 TRUSTEES
The Board of Trustees elects the President of the University, determines the general

policies, and assists in fund raising activities. Typically, one-third of the Board members
are ministers and two-thirds are laypersons.
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The Board of Trustees of Missouri Baptist University consists of 27 members. At least
seventy-five percent of the trustees shall be members of Baptist churches located in
Missouri. A Trustee may serve three full or partial successive terms and can be re-
elected after rotating off of the Board for one year.

The Trustees are organized into the following standing committees: Executive,
Academic, Athletic, Business & Audit, Development, and Student. The current roster of
the Board is given in the fDirectoriesosection of the current edition of the University
catalog.

2.4.2 ADMINISTRATIVE COUNCILS AND COMMITTEES

The University has clear lines of authority and administrative relationships as depicted in
the organizational chart found in Appendix A. Much of the important policy development
and work of the University is accomplished through its councils and committees. A
complete listing of councils and committees can be found in the University® Committee
Handbook supplied by the Presiden t Office.

2.4.2.1 President& Cabinet

The Presiden t Gabinet is an advisory group to the President and is made up of the
primary administrative officers of the University including the following: President,
Provost/Senior Vice President for Academic Affairs, Vice President for Enrollment
Marketing and University Communications, Senior Vice President for Business
Affairs, and the Senior Vice President for Student Development.

2.4.2.2 President® Administrative Council

The Presiden t Administrative Council meets bi-weekly. Its essential function is
communication to ensure coordination among the administrative units of the

University and smooth day-to-day operations. The President chairs the Presiden t 0 s
Administrative Council.

2.4.2.3 Dean& Council

The Dean& Council meets weekly and functions to communicate and coordinate the
administrative components of the academic program of the University. The
Provost/Senior Vice President for Academic Affairs chairs the Dean& Council.

2.4.3 ACADEMIC DIVISIONS

The basic academic unit at Missouri Baptist University is either a division or school. At
this time, the University has five divisions (Humanities, Fine Arts, Natural Sciences,
Health and Sport Sciences and Social and Behavioral Sciences) and three schools
(Business, Education and Nursing). A chair who is considered an administrator with
faculty rank leads each division. A dean who is considered an administrator with faculty
rank leads each school. Division Chairs and Deans report directly to the Provost/Senior
Vice President of Academic Affairs.
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2.4.4 COUNCILS AND STANDING COMMITTEES

A listing and description of the roles, functions, and memberships of all the standing
committees/councils of the University is found in the Committee Handbook. The
following is a brief description of some of the principal committees/councils involved in
the administration of the academic program.

2.4.4.1 Faculty Executive Committee

The committee is composed of faculty members who have no administrative
responsibilities. The Faculty Executive Committee takes initiative in dealing with
faculty concerns and in reviewing policies and procedures relating to the faculty. The
Committee submits recommendations to the President of the University. The chair is
a faculty member who is selected yearly.

2.4.4.2 Academic Affairs Committee

The Academic Affairs Committee considers curriculum proposals from faculty
approved by the appropriate Division Chair as well as all proposed changes in
academic policies. After approval of the appropriate Division Chair, the Committee
brings the recommendations to the faculty for approval. The Committee serves as
an advisor to the Provost/Senior Vice President for Academic Affairs in interpreting
and implementing academic policies and also reviews the records of students
admitted on academic probation to determine their continuation or withdrawal from
the University. The President appoints the chair on a yearly basis.

2.4.4.3 Assessment Committee

The Assessment Committee develops and coordinates the University& assessment of
student academic achievement program. The Committee is also responsible for
review and interpretation of assessment program results. The Vice President for
Graduate Studies and Academic Program Review has responsibility for campus-wide
assessment. The chair is a faculty member who serves a one-year term.

2.4.4.4 General Education Committee

The responsibility of the General Education Committee is to review and evaluate the
general education program on a regular basis. The President designates the chair
on a yearly basis.

2.4.4.5 Teacher Education Council

The Teacher Education Council is concerned with procedures, policies and
requirements necessary to maintain state certification, the education curriculum, and
program and degree requirements in the education field. The Council also approves
students seeking admission to the education program and throughout the certification
process. The School of Education Dean serves as the chair of the

Teacher Education Council.
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2.4.4.6 Graduate Affairs Council

The Graduate Affairs Council is the primary governing body that recommends
policies, procedures, new programs, and curriculum for the Graduate Studies
Program. The Council also evaluates grade appeals and is the final arbiter for
student grievances. The Graduate Council has its own authority separate from the
undergraduate program. The Associate Vice President for Graduate Affairs serves
as the chair of the Graduate Affairs Council.

[ll. DRUG-FREE WORKPLACE/SEXUAL HARASSMENT

3.0 Drug-Free Workplace (Refer to Policy 1.001)

Missouri Baptist University, as a recipient of federal grants and contracts (student financial
aid through campus based federal funds), is required to adhere to the provisions of the
Drug-Free Workplace Act of 1968 and the Drug-Free Schools and Communities Act
Amendments of 1989. Additionally, as a concerned employer, the University is committed to
the good health and well-being of all of its employees and is concerned about the personal
problems of any employee that could arise from the illegal use of any controlled substance.

3.0.1 Annual Distribution

In compliance with this federal requirement, Missouri Baptist University has established
the Drug/Alcohol Prevention Policy described herein. This policy program will be
distributed at least annually to each employee of the University, and to each student who
is taking one or more classes for any type of academic credit.

3.0.2 Standards of Conduct

1. The following is the University® official statement of the standards of conduct
expected of its students and employees and the Unive r s i tmmitnsent topand
action toward, ensuring a drug-free and alcohol abuse-free school and campus.

2. The possession and use of alcohol by persons less than twenty-one (21) years of
age is, according to Missouri law, unlawful. University policies generally prohibit the
use of alcohol by students and employees on campus and during working hours.
Students and employees are prohibited from unlawfully manufacturing, distributing,
selling, possessing, or using any illicit drugs or alcohol in the workplace.

3. All students and employees of Missouri Baptist University are required, as a condition
of admission to, or of enrollment or employment to comply with these rules. The
University will impose disciplinary sanctions on employees violating this policy
consistent with local, state, and federal law up to and including termination of
employment and referral for prosecution.

4. Employees, as a condition of continued employment, must notify the Payroll and
Benefits Administrator of the University of any criminal drug status conviction
occurring in the workplace no later than five (5) days after such conviction. A felony
drug conviction resulting from work place activity will result in immediate termination.
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5. All employees convicted under a criminal drug statute must refer themselves to an
approved drug abuse assistance or rehabilitation program. Notifications of the date
of entry and the date of successful completion of such program should be made to
the appropriate Area Head. Any employee failing to voluntarily undergo professional
counseling will be subject to corrective action, which could include suspension and/or
dismissal.

6. Employees who are experiencing difficulties related to substance abuse may avail
themselves of on/off campus counseling; off campus self-help groups, or residential
treatment centers. Contact the Senior Vice President for Student Development for
further information or referral.

3.0.3 Disciplinary Sanctions

Violations of the standards of conduct will be dealt with on a case-by-case basis with the
imposition of discipline being appropriate to the severity of the violation. For each group
comprising the University community, there are certain common sanctions that could be
applied in an appropriate case. These common sanctions include letters of reprimand,
probation, and severance of ties with the University, through expulsion or termination.
Normally, opportunity for referral to an appropriate rehabilitation program occurs and is
usually associated with a first offense. Referral for prosecution may occur.

3.1 Sexual Harassment

Missouri Baptist University is committed to excellence in education that is based on
Christian values and standards. The University believes this goal can be achieved only in an
environment free of sexual harassment. Sexual harassment undermines the mission of the
University, and is prohibited by state and federal law, and will not be tolerated or condoned.
The intent of Missouri Baptist University is to provide an environment for students,
employees, and faculty that is free of sexual harassment. At no time should an employee
allow themselves to be in a position of power or authority over someone they are dating or
with who they are in a relationship with.

3.1.1 Definition

Sexual harassment is the use of personal power or authority to intimidate or attempt to
intimidate or coerce a person of the opposite sex (or same sex) into unwanted sexual
activity or to create a hostile or offensive academic or work environment. Sexual
harassment is distinguished from consensual relationships by the introduction of the
element of coercion; threat; unwelcome sexual advances; request for sexual favors;
sexually explicit or suggestive material in written, verbal or visual form; or other
unwelcome verbal or physical conduct of a sexual nature where:

1. Submission to such conduct is made either explicitly or implicitly a term or condition
of an individual s@mployment or academic performance.

2. Submission to or rejection of such conduct by an individual is used as the basis for
academic or employment decisions affecting the individual; or
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3. such conduct has the purpose or effect of substantially interfering with a student& or
employee $academic or work performance, or creating an intimidating, hostile or
offensive academic or work environment.

3.1.2 Examples of Prohibited Behavior

Prohibited behavior may take various forms. Examples of conduct that may constitute
sexual harassment include, but are not limited to:

1. Unwelcome sexual advances or requests for sexual favors.

2. Sexually explicit language, jokes, and/or innuendo.

3. Repeated sexual propositions, date invitations, solicitations and flirtations, known to
be unwelcome.

4. Inappropriate and/or offensive touching, fondling or bodily contact.

5. Sexually suggestive objects, pictures, videotapes, audio recordings or literature
presented or displayed in the classroom, faculty office, staff office, athletic area, or
other common areas.

6. Threats of insinuations that may affect a person®& employment, wages, promotional
opportunities, grades, evaluations, and other academic or employment performance.

7. Sexual assault or attempted sexual assault.

3.1.3 Intent

The fact that a person did not intend to sexually harass an individual is not considered a
defense to a complaint of sexual harassment.

3.1.4 Implementation

To support this policy, Missouri Baptist University will conduct periodic orientation and
educational programs for faculty, students, and staff concerning sexual harassment in
order to insure a campus environment free from sexual harassment. This orientation
and educational process will be administered by the Provost.

3.1.5 Retaliation

Retaliation against anyone reporting or thought to have reported sexual harassment
behavior is prohibited. Such retaliation shall be considered as a serious violation of the
policy and shall be considered independent of whether informal or formal complaint of
sexual harassment is substantiated. Encouraging others to retaliate shall constitute a
violation of the policy.

Examples of conduct that may constitute retaliation include, but are not limited to:

Unfair grading.

Unfair evaluation.

Unfair assignments.

Having information withheld or made difficult to obtain in a timely manner such as
class information, recommendations or grades.
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Not being informed about important events, such as meetings or changes in policies.
Ridicule (public or private).

Verbal or written threats or bribes.

Refusal to meet with the person even though that person has a right to do so.
Name-calling.

10. Further harassment.

© NG

3.1.6 Sexual Harassment Procedure and Educational Program
3.1.6.1 Informal Complaint:

1. Atthe complainan t @son, @ complaint that one or more provisions of this policy
have been violated shall be brought in the case of an alleged student violator, to
the Senior Vice President for Student Development, or the Dean of the Extension
Site and, in the case of an alleged staff or faculty violator, to the Provost/Senior
Vice President for Academic Affairs.

2. The administrator, Dean or Provost/Senior Vice President for Academic Affairs,
to whom the complaint is made will counsel the complainant as to the options
available under this policy and, at the complainan t @cuest, may intervene on
the complainan t 6 salf th attempt to resolve the complaint informally through
discussions with the person alleged to have violated the policy.

3. The person to whom the informal complaint is made will not inform the accused
of the complaint without the consent of the complainant.

3.1.6.2 Investigation Prior to Formal Action

1. A complainant wishing to make a formal complaint should file a written complaint
with the Senior Vice President for Student Development or Provost/Senior Vice
President for Academic Affairs, as the case may be, who will determine the
method by which the investigation will be conducted.

2. The purpose of the investigation is to establish whether there is a reasonable
basis for believing that the alleged violation of this policy has occurred. In
conducting the investigation, the appropriate administrator or his/her designee
may interview the complainant, the accused, and other persons believed to have
pertinent factual knowledge. At all times the administrator responsible for the
investigation will take appropriate steps to insure the confidentiality of the
investigation.

3. The investigation will afford the accused a full opportunity to respond to the
complainan t dlegatian (s).

4. Possible outcomes of the investigation are:
a. A judgment that the allegations are not warranted.
b. Mutually acceptable resolution of the complaint.

c. Commencement of formal disciplinary action, described in succeeding
sections.
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3.1.6.3 Process for Taking Formal Action

If, after the investigation is complete, the responsible administrator to whom the
complaint is made concludes that there is a reasonable basis for believing that an
alleged violation of this policy has occurred and a mutually acceptable resolution of
the matter cannot be achieved, formal action may be taken.

The decision to take formal action will be made by the Provost/Senior Vice President
for Academic Affairs, when a faculty member, other instructional personnel, or staff
member has been charged. The Senior Vice President for Student Development will
make the decision in the case of a student having been charged.

3.1.6.4 Formal Action

Except as specifically modified by other provisions of this policy, formal action
involving allegations of:

1. Violations of this policy by faculty and staff will be governed by the grievance
policy and procedure outlined in the personnel procedures handbook; and

2. Violations of this policy by students will be governed by the Judicial Procedure for
alleged Violations of Code of Student Life. Both the Code of Student Life and the
Judicial Procedure are published and distributed to students annually in the
University Student Handbook.

3.1.6.5 Permissible Sanctions for Violation of Policy

The sanction for violation of this policy include, but are not limited to, censure,
suspension or termination of employees, faculty and staff of the University, and
censure, suspension or expulsion of students.

3.1.6.6 Protection of Complainant and Others

Normally, the person against whom the informal complaint is made will be notified of
the complaint in order to facilitate a resolution of the complaint. The complainant will
be kept reasonably apprised of the status of the investigation. All reasonable actions
taken to insure that the complainant and those testifying on behalf of the complainant
will suffer no retaliation as the result of their participation in the complaint,
investigation or hearing process. Steps to avoid retaliation may include:

1. Lateral transfer of one or more of the parties to a different employment setting or
a comparable move to a different classroom setting.

2. Arrangements that academic and/or employment evaluations concerning the
complainant or others be made by an appropriate individual other than the
accused.

3. In extraordinary circumstances, the Provost/Senior Vice President for Academic
Affairs may, at any time during or after an investigation of a sexual harassment
complaint, suspend from teaching responsibilities any faculty member or
instructional person accused of sexual harassment pending a final hearing. If
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after reviewing the allegations and interviewing of the accused, the complainant,
and if appropriate, other persons having knowledge of the matter, the
Provost/Senior Vice President for Academic Affairs finds that it is reasonably
certain that the alleged sexual harassment has occurred and serious immediate
irreparable harm will occur if the person continues to teach the class. In the
same manner, the Senior Vice President for Student Development may suspend
any student alleged to have violated the policy from attending classes and/or
otherwise enjoin from attending classes on campus pending a formal hearing on
the charges.

3.1.6.7 Protection of the Accused

At the time the investigation commences, the accused will be informed of the nature
of the allegations, the identity of the complainant, and the facts surrounding the
allegations. A complainant found to have been intentionally dishonest in making the
allegations or to have made them maliciously is subject to disciplinary action. False
charges or complaints of sexual harassment will be treated as a serious offense,
which is damaging to the total campus community.

3.1.6.8 Protecting Both Parties

To the extent possible, the proceedings will be conducted in a way calculated to
protect the confidentiality of both the complainant and the accused. The parties will
be informed promptly about the outcome of the proceedings.

3.1.6.9 Education as a Key Element of this Policy

Educational efforts are essential to the establishment of a Campus environment that
is as free as possible of sexual harassment.

There are at least four (4) goals to be achieved through education:

1. Insuring that all faculty members, students and employees are aware of their
right to be free from sexual harassment;

2. Reasonably informing individuals of conduct that is proscribed by the policy;

3. Insuring that administrators properly respond to complaints of violations of this
policy; and

4. Helping to sensitize students, employees, faculty members and administrators to
the issue of sexual harassment on campus.

3.1.6.10 Preparation and Dissemination of Information

The office of the Provost/Senior Vice President for Academic Affairs is charged with
distributing copies of this policy and procedures to all current members of the
University community and to all those who join the community in the future. An
annual letter from the office of the Provost/Senior Vice President for Academic
Affairs will be sent to all faculty and staff to remind them of the contents of the Sexual
Harassment Policy. A copy of the Sexual Harassment Policy will be included in
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student orientation materials. Copies of this policy and procedures will be
continuously available at appropriate University centers and offices.

The office of the Provost/Senior Vice President for Academic Affairs will develop a
series of training sessions for those persons who are likely to receive complaints that
the policy has been violated. Including but not limited to, such persons as residence
hall assistants, academic advisors, Division Chairs and faculty.

The Senior Vice President for Student Development will develop a course designed
to inform and educate students to the issue of sexual harassment, the conduct
prohibited on campus by this policy and the appropriateness of sanctions for
violations of this policy. A mandated program for those students determined to have
violated the policy and will be imposed as a component of any complaint resolved
through conciliation.

3.1.6.11 False Charges

False charges or complaints of sexual harassment will be treated as a serious
offense, which is damaging to the total campus community.

IV. GENERAL PROCEDURES APPLICABLE TO ALL PERSONNEL

The following procedures are applicable to all personnel working for Missouri Baptist
University. The Assistant to the President maintains a complete compilation of all current
policies and procedures. The procedures listed are meant to acquaint faculty and staff with
pertinent procedures and to highlight items of special interest. Any revisions should be
submitted to the Presiden t OabineCfor consideration.

To access the policies of Missouri Baptist University go to the University Website at:
https://portal.mobap.edu/faculty/files/PPM.pdf A complete copy of the University& Policies
and Procedures can be found in the offices of the members of the Presiden t 6abineC
extension deans, and other key administrative offices.

4.1 Outside Employment

Faculty and staff members desiring to undertake additional part-time employment must
submit a written request to their supervisor.

4.2 Personal Gifts from Donors (Refer to Policy 6.012)

Under no circumstances should any Missouri Baptist University faculty or staff member
accept or receive from a donor or likely donor any monetary gifts in any form (cash,
check, money order, securities, etc.) for himself or herself. Receiving these kinds of gifts
from individuals or organizations is a conflict of interest on the part of the employee that
could potentially subject the University to embarrassment, unfavorable publicity, and/or
legal action.
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4.3 Church and Community Activities

Each employee, as a part of his or her personal review, should keep a record of all extra-
curricular lectures and other public service activities. This record should include the
event, the date, the location, and an estimate of the number of people in attendance. Any
radio and/or television appearances, public concerts, consultation services, etc., should
be included in the record when such activities do not fall within the purview of regular
University duties.

4.4 Employment of Relatives
No employee may be under the direct supervision of a relative.
4.5 Equal Opportunity

In compliance with federal and state law, including the provisions of Title IX of the
Education Amendments of 1972 and Section 504 of the Rehabilitation Act of 1973,
Missouri Baptist University does not illegally discriminate on the basis of race, gender,
color, national or ethnic origin, age, disability, or military service in employment. The
University does not tolerate discrimination based on race, gender, color, national or
ethnic origin, disability or military service.

This policy applies to, but is not limited to, recruitment, hiring, training, promotion, and all
terms and conditions of employment. All personnel actions or programs such as
compensation, benefits, transfers, layoffs, recalls, training, education and discipline will
be administered without discrimination. Equal employment opportunity is the
responsibility of all employees.

Consistent with our policy of equal employment opportunity, harassment in the work
place based upon a person $race, gender, color, national or ethnic origin, age, disability,
or military service will not be tolerated. In addition, please review the Sexual
Harassment Policy, set forth in this handbook at Section 3.1. This policy applies equally
to employees and applicants for employment. The complaint procedure set forth in
Section 3.1 should be used for any complaint of harassment, whether based upon race,
gender, color, national or ethnic origin, age, disability, or military service, or any other
legally protected status.

Questions should be directed to the Provost/Senior Vice President for Academic Affairs.
4.6 Fringe Benefits
4.6.1 Life Insurance
The University provides full-time employees with life insurance equivalent to four
times the annual salary base plus $10,000, with a maximum limit of $400,000. The
Internal Revenue Service considers premiums for group term life insurance
protection in excess of $50,000 as taxable income. Employee& year-end W-2 form

will indicate the total taxable premiums paid on the employee $behalf. Additional
information is available in the Business Office.
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4.6.2 Health Insurance

The University provides, at no cost to the full-time employee, medical and dental
insurance. Dependent coverage is available at the employee's expense. To the
extent that the University is covered by the Health Insurance Portability and
Accountability Act of 1996 ( HIPAAQ, the University, and its business associates as
defined by HIPAA, will not use or disclose protected health information except as
permitted by H1 P A gridacy regulations. For guestions or concerns regarding
HIPAA, please contact the University& privacy officer, the Payroll and Benefits
Administrator.

Upon leaving the employment of the University, whether voluntarily or involuntarily,
employees may elect to continue University group plan coverage at their own
expense for up to 18 months. This is an employee® right under the Consolidated
Omnibus Budget Reconciliation Act of 1985 (COBRA). Additional information is
available in the Business Office.

4.6.3 Section 125 Flex Pay Plan of the Internal Revenue Service

The University offers the IRS Section 125 Flex Pay Plan to full-time employees. This
plan allows full-time employees to budget for un-reimbursed medical expenses and
dependent care costs. The employee must complete the annual election forms
provided by the Business Office. The amount elected by the employee is withheld
from the employee& paycheck on a pre-tax basis. This process is in lieu of claiming
these expenses as itemized deductions when the employee files their income tax
return.

4.6.4 Long-Term Disability Insurance

The University provides full-time employees coverage that will provide 60 percent of
one& basic monthly earnings after the first three months of a disability. A full-time
employee who has accumulated the maximum number of 60 unused sick days will be
covered until the long-term disability payments begin. The maximum payment period
for this benefit is five years at age 60, and continues to decline to one year at age 69
or over.

Long-Term Care Insurance

The University provides full-time employees a base plan of Long-term Care (LTC)
insurance. This policy will provide a monthly benefit of $2,000 for up to three years
beginning in the fourth month of an employee® required stay in a LTC facility. The
policy also provides for 50% of professional home care up to $1,000 / month or 60%
of the cost of an Assisted Living Facility up to $1,200 / month with a maximum
lifetime combined (home, assisted and LTC) benefit of $72,000. Employees may, at
their expense, increase the monthly benefit, the number of benefit years, the lifetime
maximum and add other options including extended family coverage. The employee
must complete their enroliment during their first 30 days of employment in order to be
guaranteed coverage. All subsequent employee enroliments, additional coverage
and enrollment of relatives are subject to medical underwriting.
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4.6.5 Retirement Benefits

The University participates in the retirement program with GuideStone Financial.
Employee eligibility requirements for 10% of base compensation employer matching
contributions are stated below:

Full-time Employees i

1. Must be at least age 25.

2. Completed one year of full-time service at MBU or with another CCCU School or
with a Southern Baptist church.

3. Employee contributions of at least 5% of their pre-tax base compensation through
a salary reduction agreement.

Part-time Employees (excluding student employees and adjunct professors) i

1. Must be at least 25.

2. Normally work at least 20 hours per week.

3. Completed 1000 hours of service over the prior 12 month period.

4. Employee contributions of at least 5% of their pre-tax base compensation
through a salary reduction agreement.

Student employees and adjunct professors are not eligible to participate in the
GuideStone retirement plan. All other employees, including those under the age of
25 or with less than one year of service, or those who cannot afford the 5% threshold
for an employer contribution, are encouraged to begin saving for retirement through
a salary reduction agreement. This early participation can make it less challenging
to meet the 5% threshold once other eligibility requirements have been met.

Participants are immediately vested in all deposits to their account. Employee
contributions above the five percent level are eligible for hardship withdrawal but are
subject to severe tax penalties. Upon termination of employment all funds may be
withdrawn, transferred to a similar investment account, or left on deposit with
GuideStone Financial. Withdrawn accounts not complying with federal regulations
are subject to severe tax penalties.

4.6.6 Insurance for Retired Personnel Hired Before October 1, 1989
Employees of the University hired prior to October 1, 1989, and having attained the
age of 60 years prior to July 1, 2012, qualify for a continued major medical and
hospitalization insurance benefit supplemental to their Medicare insurance under
the following terms and conditions:

1. Retirement must be on or after the age of 65, and the employee must be and
remain enrolled in the federal Medicare insurance program.

2. The employee must have been employed by the University in a full-time
capacity for at least seven consecutive years immediately prior to retirement.

3. The University will reimburse the employee for three-fourths of the annual
premium for insurance supplemental to Medicare insurance upon submission
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of proof of payment by the retiree, up to a maximum of fifteen hundred dollars
($1,500) per year.

4. The University reserves the right to amend the terms or conditions or terminate
this supplemental insurance benefit at any time, upon at least 3 months
advance notice to any retiree receiving the benefit.

4.6.7 Insurance for Retired Personnel Hired After October 1, 1989

Employees hired after October 1, 1989 will not receive the insurance benefits
described in section 4.6.6.

4.6.8 Social Security

Federal law requires the University to pay social security taxes on all employees,
except part-time student employees. Licensed or ordained ministers do not have
social security taxes withheld. One-half of this tax is withheld from the non-ordained
employee, and the University pays the other one-half as required by law. For all
such employees, the University sends the payment to the Social Security agency.

Licensed ministers may elect to file their taxes as either a self-employed individual or
as a University employee. If a licensed minister files as self-employed, the University
will include the employe r 6 gionpfahe FCIA tax as additional taxable income on the
employee ©March paycheck. Such employees may also further shelter their incomes
by designating a portion of their salaries as housing allowances within IRS guidelines.
The University limits this allocation to a maximum of 33 (33%) percent of the base
salary. The University does not seek to offer legal or tax advice. Employees are
encouraged to seek professional counsel before making an election regarding self-
employment or housing allowance decisions.

4.6.9 Family and Medical Leave Act - FMLA (Refer to Policy 5.014)
Eligibility for Leave

Employees may be eligible for unpaid medical and family leave if such employee has
worked for the University for at least 12 months and has worked at least 1,250 hours
in the previous 12 months.

Reason for Leave
Leave is available for the following reasons:

a. For the birth of a child, care of a child after birth, the adoption of a child, or the
foster placement of a child,;

b. If the employee has a serious health condition that makes the employee unable to
perform the functions of his/her job;

c. To provide care for the employee $spouse, parent or child who has a serious
health condition;

d. Care for a family member injured in the line of active military service (fimilitary
caregiver leave ) or
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e. Leave needed as a result of a fqualified exigencyd  ang from a family member®
active military duty or call to active duty (factive duty leave p

For purposes of this policy, a serious health condition means an iliness, injury,
impairment, or physical or mental condition that involves:

A Any period of incapacity or treatment connected with inpatient care (i.e. an

overnight stay) in a hospital, hospice, or residential medical care facility; or

A A period of incapacity requiring absence of more than three calendar days from
work, school, or other regular daily activities that also involves continuing treatment by
(or under the supervision of) a health care provider; or

A Any period of incapacity due to pregnancy, or for prenatal care; or

A Any period of incapacity (or treatment therefore) due to a chronic serious health
condition (e.g., asthma, diabetes, epilepsy, etc.); or

A A period of incapacity that is permanent or long-term due to a condition for which
treat ment may not be effective (e.g. Al zhei m
A Any absences to receive multiple treatments (including any period of recovery there
from) by, or on referral by, a health care provider for a condition that likely would result
in incapacity of more than three consecutive days if left untreated (e.g.,

chemotherapy, physical therapy, dialysis, etc.)

Duration of Leave

The University provides 12 weeks of FMLA leave for the birth or placement of an
employee $child, the employee& own serious health condition, or to care for an
employee $spouse, parent or child who has a serious health condition. The
University will grant leave for these purposes, only if the employee has not used 12
weeks of leave during the 12 months preceding the date the employee requests
leave to begin. In the case of leave for a child& birth or placement, the leave must
conclude within 12 weeks of the birth or placement.

Military Caregiver Leave

An feligible employee who is the spouse, son, daughter, parent, or next of kin @f a
covered service member may take 26 workweeks of leave during a single 12-month
period to care for the service member.

A frovered service memberois defined as a member of the Armed Forces fwho is
undergoing medical treatment, recuperation, or therapy, is otherwise in outpatient
status, or is otherwise on the temporary disability retired list, for a serious injury or
illness.0 The serious injury or illness must have occurred in the line of duty and
render the service member medically unfit to perform the duties of his or her office,
grade, rank or rating.

Eligible employees may take no more than 26 weeks of military caregiver leave in a
12-month period for all FMLA-qualifying reasons. In other words, if an employee
takes the full 26 weeks of military caregiver leave in a 12-month period, the
employee is not entitled to any additional FMLA leave for another qualifying reason
(such as his or her own serious health condition) during the same 12-month period.
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Substitution of Paid Leave

The University may require employees to substitute any paid accrued leave for
unpaid leave, as permitted by the Family and Medical Leave Act. This includes
vacation days, personal days, paid medical leave, and sick leave. Paid time used for
an FMLA qualifying purpose will be counted toward an employee $total leave
allotment. When an employee has exhausted accumulated paid leave, the remaining
time off taken under this policy will be unpaid. Employees may not substitute paid
leave while receiving worke r sofpensation benefits.

As in the past, requests for additional unpaid time off will be handled on a case-by-
case basis

4.6.9.1 Intermittent or Reduced Schedule Leave

Employees may take leave on an intermittent or reduced leave schedule, if medically
necessary for a serious health condition of an employee or an employee $spouse,
child or parent.

The University may temporarily transfer an employee who takes intermittent or
reduced schedule leave to an alternate position better suited to the employee $
schedule. This position will have equivalent pay and benefits as the employee $
regular position, and the University will return the employee to his or her original
position following the period of leave.

4.6.9.2 Notification

If the need for leave is foreseeable, employees must provide the University with not
less than 30 days advance notice. These requests should be submitted in writing to
the employee Hsupervisor.

In cases where leave is not foreseeable, employees should give notice as soon as
practicable (ordinarily within 1 or 2 working days of the event creating the need for
leave). Failure to provide the required notification may result in delay of an
employee Sleave for up to 30 days from the date the employee actually gives the
University notice.

If an employee is requesting leave (including intermittent and reduced schedule
leave) for planned medical treatments, the employee must make a reasonable effort,
subject to the approval of his/her health care provider, to schedule treatments so that
they are not unduly disruptive to the University.

4.6.9.3 Certification and Status Reports

All employees must provide appropriate medical certification if requesting leave for
the serious health condition of the employee, family member, or covered service
member, as defined above. This certification usually must be provided to the
employee $supervisor 15 calendar days after the employee provides notice of the
request for leave. Medical certification forms will be provided for this purpose.
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If the University has reason to doubt the validity of the certification, a second opinion
may be required at the Unive r s i xpgn8esanddn the event of a difference between
the two opinions; a third opinion (also paid for by the University) is binding.
Employees are entitled to copies of the second and third opinions on request. The
University may require recertification at reasonable intervals, but usually not more
than every 30 days, unless there are changed circumstances, reason to doubt the
reason for leave, or the employee is requesting an extension.

Finally, the University may require employees to provide appropriate medical
certification of his/her ability to return to work at the end of the leave with regard to
the condition causing the leave. Failure to provide any of the certifications required
may result in denial of leave or of reinstatement.

4.6.9.4 Insurance Benefits

During any unpaid leave of absence, the University will maintain an employee $
participation in the University& group health insurance plan(s), and will continue to
pay its percentage of the premiums. However, the employee must arrange to pay
his/her share of the premiums, including dependent coverage, while on leave, and
must also pay the premiums for any non-health benefits the employee has elected to
receive.

An employee $failure to pay his/her share of the premiums may result in loss of
coverage. If an employee chooses not to return to work at the end of a leave of
absence, he or she may be required to reimburse the University for the premiums
paid by the University during the period of the employee® leave of absence. While
on leave, employees retain all accrued benefits.

4.6.9.5 Reinstatement

Upon return from leave, an employee will be returned to the same or equivalent
position with the same pay, benefits and working conditions the employee had when
he/she left.

However, if an employee is unable to perform an essential function of his/her
previous position because of a physical or mental condition, including the
continuation of a serious health condition, the University has no obligation to
reinstate the employee and his/her employment may be terminated.

4.6.10 Educational Opportunities for Employees/Families
4.6.10.1 Employees Taking University Undergraduate/Graduate Studies

Employees who have completed one year of full-time service may enroll in
University coursework tuition free for undergraduate courses and will be eligible
for 50% tuition concession for graduate courses. The following conditions will be
observed: (a) the coursework is taken outside of scheduled working hours or with
an adjusted working schedule of equivalent hours; (b) staff enrollees do not
displace regular students in a course.
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The employee must: meet the Admissions requirements, file a Financial Aid
Application, and file a Free Application for Federal Student Aid (FAFSA). The
employee undergraduate tuition concession is limited to the difference between
federal/state grants and enrollment costs. This concession shall not exceed
tuition charges of the Main Campus Comprehensive Tuition. The graduate
concession is limited to 50% of Masters and Education Specialist programs and
25% of Doctorate programs. The graduate concession is not available to
employee dependents.

The employee shall return to the financial aid office a completed faculty staff
concession form signed by the Department Head.

Should an employee's affiliation with the University be terminated, the staff
benefits concession would be adjusted back to the individual's account on a
prorated basis following the Business Office refund schedule as published in the
University catalog.

4.6.10.2 Undergraduate Tuition Remission for Eligible Dependents of
Qualifying Employees

Dependents of employees who have completed one year of full-time service are
eligible for full remission of undergraduate tuition. Individuals eligible for this
benefit must apply for admission through established admission procedures and
are subject to current admissions criteria. Furthermore, the applicant will file the
Free Application for Federal Student Aid (FAFSA). Upon admission to study, the
dependent and the employee through whom the benefit accrues will initiate the
application for tuition remission with the Office of Financial Aid. Administration of
the benefit will adhere to the following guidelines.

a. Recipients of the tuition remission benefit are not exempted from the
payment of student fees and other non-tuition charges normally
associated with study at the University.

b. The tuition remission benefit cannot be extended to employee children who
have observed their 25th birthday, or have married prior to the official
registration for the next semester.

c. The tuition remission benefit extends throughout the regular academic year
for which it is originally granted. Recipients are required to complete the
Application for Tuition Remission form for each academic semester the
benefit is requested.

d. Should the individual drop all or part of the class load, the tuition remission
will be adjusted on the student's account in the Business Office using the
published refund schedule located in the University catalog.

e. Acceptance of the tuition remission benefit precludes eligibility for any other
form of institutional aid.
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4.6.10.3 Tuition Exchange Program for Undergraduate Study at Other
Institutions

For a list of participating colleges and universities along with the requirements for
participation, log on to the faculty/staff portal.

4.6.10.4 Tuition for Graduate Study at Other Institutions

As it applies to Faculty-

The university will reimburse faculty up to 50 percent of the tuition (up to $2500
per year) for graduate study in programs approved in advance by the
Provost/Senior Vice President for Academic Affairs. Faculty who receive tuition
assistance are expected to remain with the University after completion of
coursework for one full semester for each semester of tuition reimbursement
received. If a faculty member leaves before fulfilling this commitment, they are
obligated to repay the University an amount equal to the tuition reimbursement
received.

As it applies to Professional Staff-

On rare occasions the University may assist professional staff with tuition. Such
study must be approved by the President or the appropriate Senior Vice
President. Professional staff who receive tuition assistance are expected to
remain with the University after completion of coursework for one full semester
for each semester of tuition reimbursement received. If a staff member leaves
before fulfilling this commitment, they are obligated to repay the University an
amount equal to the reimbursement received.

4.7 Salary Checks

Payroll is distributed semi-monthly on the 10" and 25th of each month. If these pay
dates falls on a day the offices of the University are closed, then the payroll will be
distributed on the last banking day prior to when the offices are closed. Adjunct
employees and overload contracts for classes are only paid on the 25" of the month.
For faculty employed on a nine-month basis, salary payments will be distributed in
twelve monthly payments.

Payroll will not be issued until personnel files are complete. All required documents, or
changes to documents, must be in the payroll office within 3 working days prior to hire.
For faculty, this requires that the following be on file: an application, a résumég three
letters of recommendation, official copies of undergraduate and graduate transcripts
from all institutions attended, federal and state W-4 forms, a city declaration form, the
drug-free statement form, direct deposit information and Form 1-9 with accompanying
documentation.

For staff/administrative personnel, the following must be on file: an application, federal

and state W-4 forms, a city declaration form, the drug-free statement form, and Form -9
with accompanying documentation.
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All full-time employees, both academic and staff, must have the proper insurance forms
on file in the Business Office. It is the employee $responsibility to secure, complete,
and file the appropriate paperwork before the 30th day after appointment.

4.7.1 Payroll Deductions

The University is required by law to withhold federal and state tax in amounts
determined by the number of dependents claimed by the employee on their W-4
form.

W-4 forms must be filed with the original appointment papers in the Payroll
Department and amended as the employee $personal situation changes.
Deductions for both state and federal taxes may be increased with the filing of a
supplementary tax deduction form with the Payroll Department.

4.8 Military Reserve/National Guard Service

University employees who have entered into the military service of the United States are
entitled to the continuation of certain employee benefits and the restoration to
employment in accordance with the federal Uniformed Services Employment and
Reemployment Act (USERRA). Participants in the Army, Navy, Marine Corps, Air Force,
Coast Guard, Public Health Service commissioned corps, reserve components of each
of these services, and Army and Air National Guards are eligible under USERRA. The
University supports USERRA and will follow the mandates of USERRA with respect to
eligible employees.

The University recognizes that employees who receive notice to report for military duty
may not be given the discretion as to when they must report. Therefore, application for
military leave from the University under USERRA must be made in advance, as soon as
practicable after the employee becomes aware of the obligation to report for duty. The
employee shall thereafter provide the University with a copy of the official orders.
Emergency mobilization orders shall be dealt with on an individual basis. In addition,
whenever a faculty member has a choice as to when to report for military duty (such as
reserve drills) the faculty member must make an effort to arrange the duty during non-
instructional time.

University employees who are engaged in military service shall not be paid by the
University during their absences. However, administrative personnel may use their
accrued vacation for periods of military service. Employee benefits, such as the
continuation of health insurance, shall be maintained in accordance with the directives of
USERRA.

4.9 Leave of Absence with Pay

4.9.1 Bereavement

Absence from work because of death in the immediate family may be excused
without loss of pay up to a maximum of three days if local and five days out of town
per occurrence. The immediate family includes the employee $spouse, child,
spouse Dchild, parent, grandparent, brother, sister, mother-in-law, father-in-law, son-
in-law, daughter-in-law, and grandchild.
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4.9.2 Jury Duty

An employee may be allowed leave with pay for jury duty or other legal duty when
subpoenaed for such service.

4.10 Job-Related Incidents

Employees of the University who suffer an injury or iliness caused by an accident or
occupational disease arising out of and in the course of their employment ( aiwork-
related injuryd will receive appropriate medical care and a managed return to work, in
accordance with the Workers Gompensation Law of the State of Missouri (fite Lawo.)

4.10.1 Worker sGompensation Benefits Payable

Employees who suffer a work-related injury will receive benefits paid by the
University according to the Law.

If an injury is deemed compensable, the employee will receive, subject to all
provisions of the Law:

1. Medical treatment approved by the University.

2. Temporary total disability (ATTDJ benefits from the University® insurer, if the
employee is absent from work for more than three working days. TTD benefits
are equal to two-thirds of the employee $faverage weekly wage . The faverage
weekly wage d@s calculated by the University as the average of the employee ©$
wages for the thirteen weeks preceding the work-related injury.

3. If an employee is absent from work due to a work-related injury for only three
working days or less, the employee will not receive TTD benefits; however, the
employee may elect to use any accumulated sick leave days or vacation for
any missed time from work.

4. If an employee is absent from work for more than fourteen (14) working days, the
employee may elect to apply any accumulated sick leave or vacation to make up
the difference between the employee regular wage and the TTD benefits paid
by the University® insurer. The total received from both sources shall not exceed
the employee regular wage. fRegular wageois the fixed salary, or the regular
hourly wage, excluding any overtime, of the employee, computed on a daily or
weekly basis.

5. An employee $available Family and Medical Leave Act (FMLA) absence
allowance may be drawn down concurrent with absences due to a work-related
injury, if the absence qualifies as a serious health condition under FMLA.

4.10.2 Direction of Medical Care

In Missouri, the University is afforded the right to select the medical care provider(s)
for employee work-related injuries. The Payroll and Benefits Administrator will direct
the employee to an approved medical provider. The employee however maintains
the right to use a provider of the employee $choice, but any expenses associated
with that use will be borne solely by the employee.
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4.10.3 Continuation of Employee Benefits While Off Work Due to Compensable Injury

If an employee is not able to work due to a compensable injury, and as long as the
injured person remains an employee of the University, all regular employee benefits
may continue. However, since the employee will receive wage benefit checks
directly from the University& insurer and not through the University& regular payroll
system, the employee $portion of the cost for those benefits cannot automatically be
deducted from the employee Hpayroll check. Therefore, the employee is responsible
for making separate payment arrangements with the University& Business Office.

4.10.4 Compliance with Physician& Orders

An employee with a compensable injury must strictly follow any and all instructions of
the treating physician. This compliance includes, but is not limited to: prescription
use, therapy, rest, following activity restrictions, and returning for follow-up visits.
Compliance with medical instructions is mandatory on and off the job. Failure to
comply with the treating physicians instructions may result in the denial of benefits
under the Law.

4.10.5 Notice Requirements

A work-related injury or illness must be reported in writing by the injured employee to
his or her supervisor immediately and to the Business Office.

4.10.6 Drug and/or Alcohol Use

Under the Law, workers éompensation benefits can be denied if an employee is
found to be using alcohol and/or non-prescribed controlled drugs in the workplace
and the use is the proximate cause of the injury. If the employee is found to be using
alcohol/drugs and the use is not the proximate cause of the injury, a 15% penalty can
be levied against otherwise payable benefits.

4.10.7 Rule Violation or Willful Failure to Use Safety Devices

If an employee violates a rule of the University or willfully fails to use a required
safety device, that employee $workers 6omjgensation benefits may be reduced by
15%.

4.10.8 Failure to Return to Work after Physician Release

An employee, who fails to return to work after receiving a release from their treating
physician to do so, will be considered absent from their job without authorization.
The University considers two (2) days of unauthorized absences without notice to be
a voluntary resignation.

4.10.9 Penalties for Fraud

In accordance with the Law, any employee who submits a fraudulent workers 6
compensation claim and/or misrepresents facts can be found guilty of a Class A
misdemeanor and may be subject to substantial criminal fines.
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4.10.10 Policy Compliance

Employees are expected to comply with these policies as a condition of their
employment. This includes, but is not limited to, the expectation that employees
shall:

1. Comply with physician $orders, Workers @ompensation guidelines, and
guidelines for modified duty.

2. Immediately notify supervisor and the Business Office of work-related injury or
illness.

3. Refrain from the use of drugs and/or alcohol in violation of the University®
policies.

4. Comply with safety standards.
5. Return to work under release of physician.
6. Be absolutely truthful and accurate in all claims and reports.

Failure to comply with this policy may result in University discipline up to and
including discharge.

411 Travel

Faculty, staff, and administration will be reimbursed for University directed travel
expenses as follows:

1.

2.

3.

Travel and other related expenses must be authorized in advance.
Mileage will be reimbursed at a rate in accordance with policy 5.017.
Other reasonable and necessary expenses will be reimbursed.

The supervisor will review and approve all requests for reimbursement. No
reimbursement will be made without proper documentation for hotel, meal, phone,
and transportation costs.

Travel expenses for athletic and other groups representing the University shall be
governed by the foregoing. The President upon recommendation of the Senior Vice
President for Business Affairs will establish meal allowances per day. Athletic
coaches must present proper documentation for meal, travel, hotel, transportation,
etc., expenses for themselves and students.

The Senior Vice President for Business Affairs may reduce any request for
reimbursement by amounts that are not properly documented.

Necessary guest(s) meal expenses will be documented including the name(s) and
the purpose of the meeting.
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4.12 Cash Advance

The Business Office may provide cash advances for University directed travel upon
authorization of the appropriate supervisor.

4.13 Use of University Vehicles
The following regulations govern the use of vehicles owned/leased by the University:

1. The vehicle is to be assigned by the Public Safety Department to approved faculty
and staff persons who will be responsible for its safe use. The vehicle may only be
used for legitimate University purposes.

2. Only the person assigned a vehicle can drive the vehicle unless prior permission is
received.

3. Each driver will be responsible for infractions of state and local laws.
4. Each driver must be insurable by the University& insurance company.

5. Each driver is responsible for reporting all moving violations to the director of public
safety.

4.14 Annual Evaluation/Salary Adjustment of Personnel (Refer to Policy 1.009)

Staff personnel will be evaluated by the end of each fiscal year. This evaluation will
include both a written self-evaluation and a supervis o r gakiati@n. A supervisor may
make other evaluations when deemed necessary. Staff salary adjustment, if any, will be
made at the beginning of the new fiscal year.

4.15 Business Operations
4.15.1 Requisitions/ Purchase Orders

University policy requires that purchases in the name of the University be made only
by requisition to the Business Office and that a purchase order approved by the
Senior Vice President for Business Affairs or Controller be issued before a purchase
is made. Payment will not be authorized for goods and services procured outside of
this procedure.

As an authorized 501 (c) (3) not-for profit corporation, the University is exempt from
sales and use taxes. A state tax-exempt letter that denotes the University tax
identification number is available in the Business Office for distribution to vendors.
University employees are required to give the tax identification number to any and all
vendors on behalf of the University. University personnel are prohibited from
purchasing products or services through the University for personal use for purpose
of tax abatement.
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4.15.2 C.0.D. Parcels

The University cannot accept personal C.O.D. deliveries unless arrangements,
including the provision of money for payment of charges, are made in advance with
the Business Office.

4.15.3 Check Cashing

For the convenience of faculty and staff members small personal checks may be
cashed in the Business Office. Third party checks cannot be cashed.

4.15.4 Loan Fund

A small loan fund has been set up in the Business Office as a service to full time
personnel at Missouri Baptist University. Available funds are distributed on a first-
come, first-served basis, with maximum funds on loan to any single employee not to
exceed $1,000.

The following guidelines apply to all loans:

1. The fund is available to any full time faculty or staff member of Missouri Baptist
University who is not currently under disciplinary action.

2. Loan application must be filed with the Senior Vice President for Business
Affairs. If approval is granted, the applicant must finalize the necessary papers in
the Business Office.

3. Aninterest rate of twelve percent, compounded annually, shall be charged on all
loans.

4. All balances shall be paid in full within a twelve month period from the original
date of the loan.

5. Inthe event that a person& affiliation with the University is terminated, any
amount due on a loan, including accrued interest, is due immediately. The
University has the right to withhold the final paycheck until any such debt is
cleared.

6. Loan applicants must sign a note indicating acceptance of the above stated
terms.

7. Any exceptions to the above must have the approval in writing from the
President.

4.15.5 Name/Address Change

Employees should notify their supervisors and the Business Office immediately of
changes in name, address, or telephone number. Changes in marital status, number
of dependents, or address require a new W -4 withholding tax form be completed.
Changes in beneficiary require that new insurance forms be filed. Employees should
see the Business Office to make any necessary changes.
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4.15.6 Employment Eligibility Verification

The Immigration Reform and Control Act of 1986 require that the University verify
employment eligibility of anyone hired after November 6, 1986 and that the
University retains a completed Form I-9 of any such employee.

New employees must complete a Form -9 along with federal and state W-4 forms
within three business days of the date of hire. Failure to provide appropriate 1-9
documentation within three (3) business days of the date of hire will result in
termination.

4.15.7 Moving Expenses

In accordance with IRS regulations (publication 521), Missouri Baptist University will
cover reasonable moving expenses associated with moving household and personal
goods for eligible newly hired full time faculty, administrators, and staff. Please refer
to the full Policy 5.021 to determine eligibility and reimbursable expenses.

4.16 Chapel/Convocation

Every faculty and staff member is expected to encourage chapel/convocation and other
University sponsored activities by an attitude of positive interest and attendance when
possible. The library, cafeteria, and offices are closed during chapel and convocation.
The switchboard will remain open.

4.17 Formal Academic Ceremonies

Faculty and eligible staff members are expected to participate in formal academic
ceremonies of the University and other special ceremonies to which they are invited as
representatives of the University.

4.18 Press Releases and Announcements (Refer to Policy 6.015)

Only the President or the Director of University Communications, or another
spokesperson explicitly designated by the President is authorized to respond to the
media on matters of University policies, procedures, practices, or regarding events of
University-wide significance.

Faculty may discuss topics related to their academic disciplines and research with the
media. However, contacts with the media should be coordinated through the Office of
University Communications.

Each area administrator and division or department head will inform the Director of
University Communications of potentially newsworthy activities.

All department heads are responsible for notifying the Office of University
Communications of new programs, events, or other newsworthy items. Extension
Deans are authorized to release news from their centers once University
Communications has approved the material.

The Sports Information Director (SID) is authorized to release all scores and promotional
news and feature articles to all news agencies. The SID is not authorized to respond to
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press inquiries related to issues of conflict or crisis relating to any athletic program. Any
inquiries of this nature should be directed to the Office of University Communications.

Promotional advertisements are the responsibility of the sponsoring department, but
should be proofed by the Office of University Communications.

Each area administrator, and division or department head will inform the President and
the Provost/Senior Vice President for Academic Affairs in a timely manner of potentially
sensitive issues.

The Provost/Senior Vice President for Academic Affairs or designee will review and
exercise final approval of all University publications for accuracy of content and
consistency as related to University policy regulations, listing of and reports related to
the academic programs, and compliance with accreditation requirements.

4.19 Graphic Standards and Publication Procedures (Refer to Policy 6.020)

The Graphic Standard Manual is available on line at: http://www.mobap.edu/pr/gsm/. All
documents intended for mass distribution and/or off-campus constituencies need to be
approved by the Director of University Communications prior to publication. All print and
web communications should be clearly identified as emanating from Missouri Baptist
University through the use of the proper graphic logo and Logo Type. Any division,
department, or other logos should remain secondary to the University& graphic
elements. The words fMissouri Baptist Unive r s mustappear on the cover of every
printed piece (See Logo Type). All print communications must include MBU 6 web
address: www.mobap.edu. All radio and TV commercials must clearly identify their
association with Missouri Baptist University, and provide phone and online contact
information.

For further information about any of the guidelines, please contact the Office of
University Communications.

4.20 Proofing of Promotional Materials (Refer to Policy 6.030)

The Director of University Communications is to do the final proofing of all promotional

materials. The listed guidelines should be followed. Each department head is

responsible for seeing that their department adheres to the policy.

1. Primary responsibility for content and design is the responsibility of the department
head although suggestions and approval from the Office of University
Communications should be sought.

2. The first proofreading should be done by the department head followed by two others
in the department proofreading the material.

3. The last proof is to be done by the Director of University Communications within five
days of submission of the material. If considerable changes are made, another final
in-house proof may be required.

4. All proofreaders need to initial and date the materials.
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6. Itis the responsibility of the department head to see that corrections are made.
7. Standard proofreader® marks should be used when possible.

8. Please give adequate time for proofreading 1 especially in light of other production
schedules.

9. Do not confirm your final press schedule before the in-house proofs have been
made.

10. Consult the Graphic Standards Manual for MBU i specific style; The Chicago
Manual of Style is the foundation for the University& guidelines.

4.21 Use of Rooms and Equipment

The schedule of classroom assignments is maintained in the Records Office. No
assignment of rooms for classes or meetings should be changed without approval of the
Provost/Senior Vice President for Academic Affairs. Equipment should not be removed
from the campus without the approval of either the Provost/Senior Vice President for
Academic Affairs or the Senior Vice President for Business Affairs.

4.22 Computer Use/Electronic Data Storage Rights and Responsibilities (Refer to
Policies 1.020, 1.021, and 1.022)

Campus computing is intended to support the mission of Missouri Baptist University. All
users are expected to follow the University® policy on computer use and electronic data
storage. A User Account will be established for each new student, faculty, or staff
member.

1. The Technology Committee will approve disk space limitations after consideration of
input from the Dean®& Council and the Administrative Council. Efforts will be made to
attempt to accommodate individual needs beyond those limitations via alternative
storage methods. Users will be given thirty days 6otice of the intent to delete
perceived obsolete files that meet certain criteria.

2. The President or the Provost/Senior Vice President for Academic Affairs must give
written approval to the Information Technology Staff to proceed with an investigation
involving a review of a faculty or staff member& files or computer activities. Violation
of the policy will result in disciplinary and/or legal action.

Questions regarding policy guidelines or allegations of harassment or other irresponsible
use of technology resources should be directed to the Provost/Senior Vice President for
Academic Affairs.

E-mail, text messaging and voice mail are available for use by employees for business
purposes. The use of e-mail, text messaging or voice mail to communicate
inappropriate or offensive messages is prohibited. Any unauthorized use of e-mail, text
messaging or voice mail may result in disciplinary action, up to and including
termination.
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4.23 Master Calendar of Events and Facilities (Refer to Policy 1.005)

The Master Administrative Work Calendar of campus events is maintained by the
Director of Special Events. These calendars should be consulted before scheduling
any meeting, social affair, or other event in which members of the faculty, staff, or
student body will participate.

1.

The Provost/Senior Vice President for Academic Affairs will project the Academic
Calendar over a five-year period. By October of each year, in conjunction with the
Director of Records, the Provost/Senior Vice President for Academic Affairs will
confirm all dates for the academic year to come. These dates will indicate the
opening and closing dates for each semester, all holidays, registration and
examination dates.

By November of each year, the Director of Special Events will identify those major
early events that are scheduled on a formula basis (Homecoming, Board
Meetings, etc.) and any major events already on the calendar (MBU events, major
productions and concerts). These dates will be made available to University
departments for use in planning schedules such as athletic schedules and student
recitals.

All athletic schedules established by the Conference Commissioner will be provided
to the Director of Special Events by mid-February.

By mid-March, the Director of Special Events will circulate the above information to all
departments and areas of the University, student organizations, and the
Administrative Council. Additional dates may be requested at this time.

The priority for use of facilities is the academic program. Scheduling the use of
facilities must be placed on the campus calendar and appropriate corresponding
facilities reserved as follows:

A A-A2-_2-5_9_9_9_92_°2_2_2_-2-

=

Audio/Visual Equipment i Director of Special Events

Bywaters Lounge i Director of Special Events (Student Development)
Classrooms/Any Room for Academic Reasons i Assistant Director of Records (Provost)
Residence Halls i Director of Residence Life

Sports Fields 1 Director of Special Events (Outdoor Varsity Coaches)

Library Reference Room- Reference Librarian/Circulation Desk

Mabee Great Hall 1 Director of Special Events

Dining Hall i Director of Special Events (Student Development)

Pillsbury Chapel i Director of Special Events

Performance Hall i Director of Special Events (Fine Arts Division Chair)

Presidents 8oardroom & Kitchen - Assistant to the President (President)

Field Academic Hall Conference Room i Administrative Assistant to the Provost
Vehicles, Trailers, Hitches, Grill (anything with wheels and/or a motor) i Public Safety
(Athletics, Fine Arts Groups, Academic Groups, Student Development)

Muncy Gym- Director of Special Events (Varsity Wrestling Coach, Student Development)
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i Petty Sports & Rec. Complex and Lacey Gymnasium- Director of Special Events
1 Lacey Gym- (Varsity Indoor Coaches)
9 Spartan Hall i (Director of Special Events)
1 Fitness Center and Group Fitness i (Fitness Manager)
 SRC Conference Room i (Director of Special Events)

These areas will furnish complete updated facilities information to the Director of
Special Events for inclusion on the MBU Administrative Work Calendar.

6. Activities that are potentially of campus-wide interest and target a majority of the
University population will not be scheduled in conflict with each other. Community-
sponsored events that do not target students or events that target student groups of
limited numbers (i.e., scrimmage games, play rehearsals, departmental meetings) are
not viewed as being in conflict with events scheduled for large campus audiences.
Events of limited scope will not be included on the University calendar.

7. If a conflict is unavoidable, it may be acceptable if mutually agreed upon by the
sponsors of both events; otherwise priority is given to the event with the earliest date
of request. The Director of Special Events will assist in identifying alternative dates
or facilities for those events that cannot be scheduled as per the initial request.

8. By the end of May all major University events will be scheduled and approved. The
Director of Special Events will present a final draft of the calendar for approval by
designated administrative personal. The administrative calendar is available for
viewing through the public folders on the University& Microsoft Outlook.

9. Any changes in the calendar must be coordinated with the Director of
Special Events. Due to ongoing changes, the most up to date version of the calendar
may be found in the University& Microsoft Outlook program.

4.24 Mail Delivery and Services

Only authorized members of the staff may sort and distribute mail to faculty, staff, and
students.

Outgoing University mail is to be brought to the Switchboard Operator/Receptionist or to
the Business Office for sorting. Personnel within the Business Office will meter mark
each piece of mail with the appropriate postage and cross charge the cost of mailing to
the sending office. Bulk mailings should be coordinated through the Business Office, as
the University does not have the necessary automated equipment.

Stamped personal mail may be left with the Receptionist for pickup by the U. S. Postal
Service. A postal scale is available in the Business Office.

4.25 Solicitors on Campus
Except for authorized solicitors, such as the annual United Way Campaign, solicitation of
employees on University premises by or on behalf of any club, society, political party, or

similar association is prohibited. This prohibition applies to all sales or solicitation in any
form whether for membership, subscription, or financial contributions.
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4.26 Nametags/Photo Identification Cards (Refer to Policy 6.022)

All faculty and staff are required to have a current nametag/photo identification card for
use during special events and campus emergencies. A photo identification card is
necessary to check out items from the library and use the exercise facilities in the SRC.
These identification cards may be obtained from Public Safety.

4.27 Emergency Alerts

The University has prepared a comprehensive Emergency Management Plan, which
was developed to enhance the protection of lives and property through effective use of
campus community resources. The procedures for classroom medical emergency, fire,
tornado, earthquake, explosion, and bomb threat are listed in the Emergency
Management Plan.

4.28 Campus Services
4.28.1 Telephone

Phones have been placed in offices and various other areas of the University for the
convenience of the faculty and staff. All long distance calls must be made with a
long distance code issued by the Information Technology department.

A directory of faculty and staff is published each fall that lists campus and home
addresses, telephone numbers, and e-mail addresses. This directory is not to be
used for outside distribution. The most updated version is available through the
University® Microsoft Outlook. Printed copies are available in the Provost Office.

4.28.2 Maintenance Requests

All requests for repairs, as well as complaints concerning maintenance and
cleanliness of rooms should be called in to the Campus Services Office at (2373).

4.28.3 Building Keys

Keys to offices and buildings may be secured from the Director of Public Safety or
the Campus Services Office. These keys are issued to members of the faculty and
staff only. The keys shall not be lent out or duplicated. Requests for keys must be
made by the department supervisor.

4.28.4 After Hours

Any person entering or leaving a University building after normal campus hours (7:00
a.m. i 11:00 p.m.), must contact the public safety officer on duty. Public Safety can
be contacted on their mobile phone at 314- 882-1601.

4.28.5 Parking Regulations

All parking lots are available for parking on a first-come, first-served basis.
Faculty/Staff must affix parking tags, obtained from the Public Safety Office, to their
vehicles and must follow the campus traffic and parking regulations. Faculty/Staff
tags are available only to full time personal and non-student part time employees.
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4.29 Library

The Jung-Kellogg library is available to all matriculating students, faculty and staff. This
library is equipped with a computer network that is linked with the off-campus sites. A
photo identification card is required to check out library materials. The library is open
Monday through Saturday.

4.30 Gymnasium and Fitness Center (Refer to Policies 3.002, 3.003, 3.005, 3.008)

Use of the Sports and Recreation Center, any MBU Gymnasium or Fitness Center
facilities is open only to students, faculty, and staff who are presently enrolled or
employed at the University. The SRC Director must approve any exceptions.

4.31 University Observed Holidays

The University is normally closed for observance of the following holidays: New Year®,
Martin Luther King, Jr. Day, Easter, Memorial Day, July Fourth, Labor Day, Thanksgiving
and the Friday after, and Christmas Day. Campuses may deviate from this listing
depending upon the scheduling of classes.

4.32 Cancellation of Classes

In the event of inclement or severe weather, the Provost/Senior Vice President for
Academic Affairs will notify the Office of University Communications to make the
necessary announcement(s).

4.33 Closing of the University

The President and Provost/Senior Vice President for Academic Affairs will make the
determination to close the University because of inclement weather or other emergency
situations. Announcement of a decision to close the University will be made by the
Office of University Communications who will display the announcement on the
University website, place information on the voice mail system, and notify other news
media services.

4.34 Sex Crimes Prevention Act
In compliance with the Sex Crimes Prevention Act, Missouri Baptist University will make
available a list of known sex offenders within the area served by the University through

the Department of Public Safety Office.

V. PROCEDURES APPLICABLE TO FACULTY

5.1 Commitment to Christian Faith and Conduct

The charter of the University declares that, il he faculty members shall be actively committed to
individual Christian faith and conduct, openly accepting Jesus Christ as Lord and Savior and the
New Testament as their rule of faith and conduct.o

5.2 Process for Securing Faculty, Supervisory, and Professional Staff (Refer to Policy 1.008)

1. This policy shall apply to all full-time employees, staff members who direct or supervise an
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area, department or office, and staff members whose positions require a professional
degree. Each area head (member of Presiden t ©abinet) shall be responsible for
determining which employees under his or her supervision are covered by these guidelines.

2. Before the search begins:

A. A written position description including basic functions, responsibilities and
authority, relationships and performance measurement criteria, the desired and
minimal qualifications, and salary/benefits must be written or updated by the
supervisor or area head and approved by the area head and the President.

B. Proposed salary/benefits should be reviewed by the Senior Vice President for
Business Affairs to determine whether budget funds are available and whether
proposed salary/benefits are in line with similar positions within the institution.

C. Officially-adopted institutional priorities must be taken into account.

D. The search should be as thorough as possible with the goal of securing within
the limits of available resources the best employee. Every search represents an
opportunity to improve the quality of a department and of the University.
Advertising in venues such as CCCU, IABCU, MBU website, listservs,
professional journals, newspapers, and letters to colleagues is encouraged.

3. The search is to be conducted by the supervisor or the area head. In the case of faculty or
professional staff, a search committee may be used. It should consist of 3-7 members made
up of full-time faculty or professional staff who have knowledge of or who relate to some
aspect of the position being filled. Search committees must be approved by the area Senior
Vice- President and appointed by the President. In some cases a student may be asked to
be on the committee either as a voting member or a non-voting ex officio member.
Confidentiality will be stressed to search committee members and anyone who violates the
confidentiality of the committee may be removed by the chair, Senior Vice-President, or
President. If written minutes of search committee meetings are taken they will be copied to
the area Senior Vice-President and President.

4. Before personnel interviews are scheduled:

A. The Senior Vice President will present to the President the resume' of the top two or
three candidates, and will recommend one or two for bringing to the campus for
interviewing.

B. The area head responsible for the search process will review with the Senior Vice
President for Business Affairs the anticipated expense connected with the
interview(s).

C. Prior to an interview, the candidate will complete an MBU Employment Application.

When approved, an interview should be scheduled at a time when all appropriate
participants (President, Senior Vice President, department head; department
colleagues, students, etc.) can meet and evaluate the prospect. Reasonable
expenses will be paid for one interviewing trip per candidate. Video interviewing is
encouraged as an initial screening tool.
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5. The candidates should be evaluated on the basis of the criteria established in the position
description/qualifications. Interviewing is considered essential and evaluation by testing is
encouraged where appropriate.

6. References will be contacted; for faculty, teaching demonstrations are encouraged; and
appropriate background checks conducted.

7. The search committee will indicate approval or disapproval of a candidate and provide the
information to the Senior Vice President. The President will review the recommendation,
and in the case of faculty, interview and determine whether or not to advance the candidate
for recommendation to the Board of Trustees.

8. According to the Bylaws of the University the President shall recommend the employment of
the faculty and fill such vacancies as occur, subject to final approval of the Board of
Trustees.

9. Offering of a contract or letter of employment to a candidate must be approved by the Senior
Vice President, and in the cases of full-time faculty, supervisory and professional level staff
members, the President. A copy of each signed contract or letter of employment should go
to the President, Senior Vice President for Business Affairs and employee.

10. Persons shall be sought to fill faculty, supervisory and professional staff positions who possess
these characteristics and qualifications:

A. Training and/or experience for the position.
B. Demonstrable competence to perform satisfactorily in the position.
C. A committed Christian, currently active as a church member, and reflecting a stable

family situation.

D. A caring attitude toward other people.
E. Dedicated to quality of performance in his/her work.
F. Understands and can work cooperatively to help fuffill both the Christian and

educational purposes of Missouri Baptist University.
5.3 Definition of Faculty
Faculty members shall consist of the President, deans, and officers of instruction appointed by the
Board of Trustees on the recommendation of the President of the University. The officers of
instruction consist of full-time and part-time faculty.
5.3.1 Full-Time Faculty
The full-time faculty ranks are as follows: Instructor, Assistant Professor, Associate

Professor, Professor, Special Lecturer, Distinguished Scholar, Distinguished Professor,
and Professor Emeritus.
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5.3.1.1 Nine Month Faculty

A full-time faculty member on a nine-month contract will teach 27 undergraduate credit hour
courses or carry an equivalent load as designated by the appropriate Division Chair with
approval of the Provost/Senior Vice President for Academic Affairs. Normally full-time
faculty teaching load will be twelve hours in the fall and spring terms and 3 hours in the May
term.

Full-time faculty teaching graduate level courses will have their teaching load adjusted to
nine hours in a semester if teaching a graduate course.

A full-time faculty member is expected to perform other usual responsibilities such as
student advisement and committee work.

Faculty members who have not fulfilled their 27-hour obligation due to unforeseen
circumstances approved by their Division Chair will complete the obligation by teaching
during the summer term.

5.3.1.2 Twelve Month Faculty

All faculty members on a twelve-month contract with administrative responsibilities will have
their teaching load adjusted commensurate with their responsibilities.

A Division Chair will normally carry a teaching load of 21 (9+9+3) credit hours.
An extension Dean will normally carry a teaching load of nine credit hours.
5.3.1.3 Mid-year Separation and IRS Deferred Compensation Plan

All full time faculty members shall be paid one-twelfth of their compensation for each
academic year each month commencing in September regardless of the number of
classes they teach during each term. Full-time faculty shall teach a total of 27 class
credit hours each academic year, with class assignments during the fall, spring and May
terms as determined by the administration.

In the event of a separation of employment of the faculty member from the University
prior to the end of the academic year, the faculty member shall be entitled to payment on
the next regular payday of any deferred compensation. Appropriate payments of
deferred compensation for faculty members taking leave under the Family and Medical
Leave Act, if any, shall be calculated and paid at the end of any such leave.

fSeparation of employmentois defined as the end of employment of a faculty member by
the University due to the death or disability of the faculty member, involuntary termination
of the faculty member by the University, or the voluntary termination or resignation of the
faculty member provided that such voluntary termination or resignation is approved by
the University.

fDeferred compensationois defined as any shortage between the total amount of
compensation received prior to separation of employment for the current academic year
and the amount of services performed prior to separation. Services performed prior to
separation shall be calculated on the basis of the number of class credit hours the
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faculty member has completed teaching plus the fractional amount of class credit hours
the faculty member was in the midst of teaching at the time of separation, if any. For
example, if a faculty member was half-way through teaching 12 credit hours, the faculty
member would be credited with having taught 6 credit hours (one-half of twelve). As
further example, if a faculty member had completed 12 of 27 class credit hours at the
time of separation, and had received four months of compensation for the academic
year (four-twelfth 60§ annual compensation), the amount of deferred compensation
owing to the faculty member upon separation of employment would be the fraction of
annual compensation representing the difference between twelve-twenty-sevenths
(12/27) and four-twelfths (4/12), i.e. 11.11% of annual compensation.

5.3.2 Part-Time Faculty

Part-time faculty members are appointed based upon the recommendation of the Division
Chair and the Provost/Senior Vice President for Academic Affairs. The qualifications for part-
time faculty are the same as for full-time faculty.

A part-time faculty member may have a teaching load of up to nine hours of undergraduate
courses per semester of specified courses with no other responsibilities. In some cases,
particularly in off-campus programs, part-time faculty who are sufficiently familiar with the
curriculum, policies, and procedures of the University may be asked to assume some
advisement responsibilities in exchange for additional compensation.

1. Part-time faculty will teach course(s) and be available to meet with students relevant to
those course(s).

2. Part-time faculty may be involved in student advisement, in which case they will receive
additional compensation.

3. Part-time faculty may serve on appropriate committees on an ad hoc basis.
4. Part-time faculty will be expected to follow general requirements of full-time faculty.

5 Part-time faculty will complete annual mid-year activity summaries and undergo regular
faculty evaluations.

5.3.3 Contracted Music Instructors

To provide instrumental instruction for music students the University may contract with
professional music instructors on a billing-per-lesson basis. The instructor is reimbursed at the
same rate as a part-time instructor and will provide a bill for their service(s).

5.4 Faculty Contract

Faculty members will receive teaching position employment contracts after recommendation of
or by the Search Committee, Division Chair, Provost/Senior Vice President for Academic Affairs,
and the President of the University and approval by the Board of Trustees. A faculty member&
relationship to the University with respect to salary, rank, full-time or part-time, nine months or
twelve months service, and any other pertinent terms of an appointment shall be clearly stated in
writing. Generally, contracts for the academic year are for nine months, including the May
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Term, with the option of teaching in summer school, as needed, and as agreed to by the faculty
member and the University.

The normal teaching load is 12 semester hours per semester and three semester hours in the
May term. Any reduction of the teaching load must be approved by the Provost/Senior Vice
President for Academic Affairs. Faculty members asked to teach additional hours beyond the
normal course load shall be paid on the same basis as part-time faculty for the additional credit
hours. Any such agreement shall be in writing and signed by both the faculty member and the
University. The overload for any single semester is normally limited to one class. Further
overload will be only with the approval of the Provost/Senior Vice President for Academic
Affairs.

5.5 Reappointment

Following approval at the February Board of Trustees meeting the President sends notices of
reappointment to the faculty. Contracts will be issued after the budget is adopted (normally in
May). To be valid, contracts shall be properly signed and copies returned to the President within
ten days after receipt. Faculty who are not being recommended for reappointment will be notified
in January prior to the February Board of Trustees meeting.

5.6 General Faculty Qualifications

5.6.1 General Requirements

Appointment or academic promotion at any level requires:

Evidence of interest in commitment to the goals of the University.

Evidence of effectiveness, of interest in classroom teaching and of excellence in teaching.
Evidence of continuing scholarship in the respective field and other evidence of scholarly

achievement.
4. Evidence of the integration of faith and learning

wN e

5.6.2 Specific Requirements

The following criteria are minimum requirements and do not necessarily represent automatic
promotion standards. The ranks of Assistant Professor and Associate Professor may be held
indefinitely without any implied criticism. The vast majority of the faculty will hold these ranks.
Rank is never awarded automatically. It represents a high level of professional capability,
service, and leadership.

1. INSTRUCTOR: minimal requirements for appointment as the rank of instructor require
that the individual hold at least an earned master's degree in the discipline. In rare
instances*, an individual without the earned maste r Gegreedbut with professional and
scholarly accomplishments deemed exemplary and sufficient, may be appointed to the
rank of instructor. No prior teaching at the higher education level is required.

2. ASSISTANT PROFESSOR: minimal requirements for the appointment to rank of
assistant professor require that the individual hold a doctorate in the discipline. In rare
instances*, an individual who does not hold a doctorate but with professional and
scholarly accomplishments deemed exemplary and sufficient, or an individual who has
completed all requirements for the doctorate, and who has an approved dissertation
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topic, may be appointed to the rank of assistant professor. No prior teaching experience
at the higher educational level is required, but is preferred.

ASSOCIATE PROFESSOR: minimal requirements for appointment or promotion to the
rank of associate professor require an earned doctorate in the discipline, evidence of
substantially above average teaching accomplishments at the higher education level,
other evidences of scholarly accomplishments and leadership in the profession, and at
least five years experience as a full time assistant professor at the college level,
including three years as a full time faculty member at Missouri Baptist University.
RARELY*, an individual may be appointed or promoted to the rank of associate
professor who does not have the earned doctorate but whose overall academic record,
scholarly work, and professional leadership is deemed to be exemplary and sufficient.

FULL PROFESSOR: minimal requirements for appointment or promotion to the rank of
professor require an earned doctorate in the discipline, evidence of outstanding teaching
accomplishments at the higher education level, other evidences of superior scholarly
accomplishments and leadership in the profession, and at least ten years of experience
as a full time faculty member at the collegiate level, including five years as an associate
professor at Missouri Baptist University.

(Current year of employment can be counted toward the requirement for years employed.)

*Exemplary and Sufficient Designation

Individuals not holding traditional academic credentials may qualify for appointment at any one
of the faculty rank levels on the following basis:

=A =4 =4 =

Outstanding academic achievement in the field to be taught.

Outstanding research in the field to be taught.

Outstanding non-academic but professional experience in the field to be taught.
Demonstration of outstanding teaching achievement and dedication to the standards and
principles of the University.

SPECIAL APPOINTMENTS:

1. SPECIAL LECTURER: a person who is a recognized authority in the field of the lectureship.

Recognition in an academic field shall be demonstrated by degrees earned, papers

published, and lectures given. A record of success in business, industry, politics, or religious
leadership shall establish recognition in professional areas. The Special Lectureship is a
contract position with full-time or part-time faculty responsibility.

DISTINGUISHED SCHOLAR: an individual who has demonstrated outstanding

accomplishment(s) in research, instruction and/or service in the appropriate field.

PROFESSOR EMERITUS: a retired individual recognized for outstanding contributions to

the University and the community, who has been with the University for at least ten years,
and who has held the rank of Professor.
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5.7 Faculty Development

Missouri Baptist University believes that faculty members should continually seek to grow
professionally. The University encourages the faculty to participate in professional growth
opportunities such as individual research; attendance at conferences, workshops, and
seminars; and completion of additional coursework.

Sabbatical leaves may be granted for study toward an advanced degree or other approved
purposes. Sabbatical leaves may be arranged by individual faculty upon recommendation of the
Division Chair, the Provost/Senior Vice President for Academic Affairs, and the President and
with the approval of the Board of Trustees. A faculty member must have at least five years of
satisfactory service at Missouri Baptist University for a one-semester leave and at least six years
for a two-semester leave before being eligible for a sabbatical leave. Faculty members who avalil
themselves of sabbatical leave are expected to return to the University for at least one year.

Requests for funding for the activities listed above must be in written form and approved by the
Division Chair and the Provost/Senior Vice President for Academic Affairs prior to making a
commitment.

5.8 Promotion Procedures

When a faculty member desires to apply for promotion, the written application should be
forwarded to the Division Chair along with a copy of a current résumé. The application should
include responses to each of the requirements: degrees, length of service, justification of
equivalencies if any, documentation in evidence of good teaching, documentation of the
integration of faith and learning, service to the institution, service to the profession and scholarly
productivity. (See Section 5.8.1 Promotions Process and Section 5.8.2 Promotions Timeline)

The Division Chair will present the application to the Promotions Committee with a
recommendation of acceptance and an evaluation of the faculty member under consideration.

If the Division Chair is unable to recommend the individual to the Promotions Committee, the
faculty member and Division Chair will discuss the reasons related to that decision. The faculty
member may choose to appeal the decision to the Provost/Senior Vice President for Academic
Affairs by scheduling a meeting with the Provost/Senior Vice President for Academic Affairs at
least two weeks prior to the deadline date for the submission of materials. The Provost/Senior
Vice President for Academic Affairs will make a decision whether or not the faculty member may
submit the promotion application for consideration by the Promotions Committee.

If a Division Chair is seeking a promotion, the Chair will submit his/her application directly to the
Provost/Senior Vice President for Academic Affairs who will submit the application to the
Promotions Committee for action.

The Promotions Committee will be chaired by the Provost/Senior Vice President for Academic
Affairs. The Committee will consist of seven faculty members including three of the seven
Division Chairs (Business, Education, Fine Arts, Health and Sports Sciences, Humanities,
Natural Sciences, Social/Behavioral Sciences) and four faculty members elected from the pool
of full professors who have at least two years service at MBU. The seven Division Chairs will
establish a rotating schedule to identify the three Division Chairs who will serve on the
committee for a two-year period. No Division Chair who would be seeking promotion would be

Missouri Baptist /£
SHINE ON

Personnel Handbook, 43



eligible to serve on the Promotions Committee during that particular year. All full-time faculty
members will vote to elect the four additional members of the committee in August. (For the first
committee established using these guidelines, two members will be elected for three years and
two members will be elected for two years. At the beginning of the third year and thereafter, an
election will be held yearly to elect two members to serve on the committee for two years.)

The Promotions Committee will meet according to the MBU promotions timeline. A majority vote
is needed for promotion. The Provost/Senior Vice President for Academic Affairs will
communicate the result of the committee $deliberations to the President along with his or her
recommendation and justification for that recommendation.

The President will present his/her recommendation to the Personnel Committee of the Board of
Trustees for consideration. The Personnel Committee of the Board, if accepting the
recommendation, will forward that decision and present the promotion recommendation to the
full Board of Trustees at its February meeting.

The President will inform the Provost/Senior Vice President of Academic Affairs and the Division
Chairs of the promotions. The Division Chairs will inform faculty members within 48 hours of the
promotion. The President will inform the University community of the promotion after faculty
members have been notified by their respective Division Chairs. In the event of denial, the
President will communicate the decision to the Provost/Senior Vice President for Academic
Affairs who will inform the Division Chair and the applicant.

Promotions will become effective with the next contract year unless otherwise stipulated by
Board of Trustees action.

5.8.1 Promotions Process
MISSOURI BAPTIST UNIVERSITY PROMOTIONS PROCESS

Qualifications Assistant Associate Full Professor
Professor Professor

Earned doctorate | Yes (some Yes (with rare Yes
exceptions) exceptions)

Higher education | Not required At least 5 years | At least 10 years or more
teaching but preferred | as a full time as a full time faculty
experience assistant member with at least five
professor with | years full time as an

at least 3 years | associate professor at

full time at MBU

MBU
Teaching; Evidence Evidence Evidence of the integration
integration of needed for all | needed for all of faith and learning;
faith and areas areas evidence of superior
learning; service accomplishments in
to the institution; teaching; service to the
service to the institution; and outstanding
profession and accomplishments in
scholarly service to the profession
productivity and scholarly productivity
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STEPS FOR PROMOTION
Secure the approval of the Division Chair by submitting a written application.

The written application should be submitted in a three-ring binder. There should be eight tabbed
sections in the binder with the following labels: Letters, Résumé, Evaluation, Length of Service,
Evidence of Good Teaching, Faith and Learning, Service to the Institution, Service to the
Profession and Scholarly Productivity. (An electronic copy of the promotion materials will be
made available to the Promotions Committee by the Provo s toffice.)

Letters: There should be two letters included: the applicant& letter to the Division Chair and the
Division Chair® letter of recommendation for acceptance.

The letter of application to the Division Chair should express the desire to be considered for
promotion. If any of the qualifications listed above are not met, the applicant should justify the
request with an explanation of any equivalent experiences or circumstances that would be
relevant to the promotion request. The letter should offer a brief overview of what is included in
the binder, including the length of service in higher education and here at MBU. A brief
description of the contents related to the documentation that is being offered in the areas of
evidence of good teaching, faith and learning, service to the institution, service to the
profession, and scholarly productivity should also be included. After the Division Chair
approves the request for promotion, he/she will write a letter of support. Both letters must be
included in the first section of the notebook.

Resume: Current résumé or vita

Evaluation: The most current performance evaluation and the faculty me mb e madstgecent
Faculty Activity Summary Report

Length of Service: A brief statement describing the number of years the faculty member has
taught at the higher education level should be included in this section. MBU service should be
specified if a faculty member has taught at other institutions. If the number of years of service is
not what is required according to the promotion guidelines, an explanation needs to be included.

Evidence of Good Teaching: The faculty member should include a narrative describing his/her
teaching, giving specific examples of how instructional methods are used to foster student
learning. The statement should indicate an understanding of the mission statement of MBU and
how the faculty member emphasizes excellence and maintains a biblically based Christian
perspective in his/her teaching. In addition, this section should include a description of how
technology is used to support instruction, and how the faculty member recognizes and supports
the individual needs of a diverse student population.

Other items that should be included in this section are the student evaluations from courses
recently taught, any letters or other communication from students regarding the faculty
member®& teaching, and any awards received related to teaching ability. Sample syllabi and a
listing of all courses taught in the last three years should also be included.

Faith and Learning: This section should include a 1,000-2,000 word narrative statement

describing how the faculty member integrates faith and learning and maintains a Biblically
based Christian perspective in the particular field he/she is teaching, providing evidence of
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reading and research in this area. The narrative should indicate a depth of understanding and a
significant commitment to the integration of faith and learning in the faculty me mb er 6 s
professional practice. The narrative statement is not meant to be a doctrinal statement, but
rather a clear communication explaining how the faculty member integrates faith into his/her
professional practice. Faculty members have great flexibility in expressing their faith in this
section.

Service to the Institution: This section should include a narrative statement providing
documentation that the faculty member has provided service to Missouri Baptist University. This
narrative should describe all service activities which may include advising, recruiting,
fundraising, working on various on-going committees, serving on or chairing taskforces,
participating in university functions, creating programs, or any other activities that would indicate
a high level of service to the institution. The narrative should include evidence of substantial
involvement in campus life including participation in the many MBU activities, events, and
productions. (Examples include attendance at chapel, athletic and fine arts performances, Finals
Feast, Homecoming, new student orientations, Welcome Weekend etc.)

Service to the Profession and Scholarly Productivity: This section should include a narrative
providing documentation that the faculty member has provided service to the profession and has
been involved in scholarly work, specifically related to his/her field of expertise (mathematics,
business, education, counseling, fine arts, etc.). This narrative may include a description of
professional memberships and leadership positions held, awards and honors received, work
being done in the larger community or at the state, national or global level. The faculty member
must also provide evidence of scholarly work including: (1) post-doctoral education, (2) evidence
of extensive reading in the field,(3) publication of books, articles, or creative works, (4)
performances, (5) papers presented at professional meetings, and/or (6) the encouragement and
supervision of student research.

5.8.2 Promotions Timeline

August Provost& Office sends email to all full-time faculty members reminding them of
the promotions process and timeline. Attachments to the email include this
timeline document and the process document.

September Faculty members eligible for promotion should meet with Division Chairs during
the month of September to discuss the promotions process.

October 1 Provost® Office sends reminder email to all full- time faculty members that the
deadline for all promotion materials to be turned in to Division Chairs for
submission to the Provost& Office is November 1.

November 1 All promotion materials must be submitted to the Division Chairs.
November 15 Division Chairs submit all promotion materials to the Provost& Office.
November 16 Email sent to Promotions Committee Members requesting them to review the

submitted materials prior to Christmas break. Committee members will receive
the evaluation form via email so they can take notes when they review the

materials.
December 15 All Promotions Committee Members have reviewed all submitted materials.
January Spring Faculty Conference Day: Promotions Committee meets and each member

is prepared to vote using the evaluation forms they received earlier.

January Provost communicates committee deliberations and his/her recommendation to
the President.
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January President communicates his/her recommendation to the Personnel Committee of
the Board of Trustees.

February Personnel Committee submits recommendation to Board of Trustees who will
vote at the February meeting.

Next Contract Year Promotions become effective.

Should the dates above fall on a weekend or holiday, the next business day is the deadline.
5.9 Academic Personnel Evaluations (Refer to Policy 2.013)

Annual performance evaluation of individual full-time faculty members will take place each
December or the following January. Evaluations will normally be made by the Division
Chair and will be presented in written form as well as through personal consultation with the
faculty member being evaluated. The faculty member will receive a copy of the written
review.

At the request of either the faculty member or the Division Chair, the Provost/Senior Vice
President for Academic Affairs will participate in the personal consultation with the
faculty member.

Full-time faculty members in their first year of employment will be evaluated in a personal
consultation involving both their Division Chair and the Provost/Senior Vice President for
Academic Affairs.

5.10 Faculty Sick Leave

Full-time faculty members of the University are entitled to paid sick leave in accordance
with the terms of this policy. Paid sick leave may only be used for illness of the
employee or the employee $immediate family, including a spouse, parent, grandparent,
child, sibling, daughter-in-law, son-in-law, grandchild, or non-family member who resides
in the employee $home.

Part-time faculty members are not entitled to paid sick leave.

Full-time faculty are granted twelve paid sick days at the beginning of each school year.
An employee who does not use all of the paid sick leave days earned during a school
year or school years may accumulate such days from year to year up to a cumulative,
maximum total of 60 days. A faculty member shall not accrue sick leave while in a non-
pay status. Employees who leave the University, voluntarily or involuntary, are not
entitled to reimbursement for any unused sick days.

The faculty member is required to have his or her Department Chair informed as soon as
possible prior to missing any scheduled class, office hours, or meeting.

An Absentee Request form is to be completed by the employee upon their return to

work. This form is to be signed by the employee, their supervisor and submitted to the
Payroll Office.
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In addition, to ensure the health and safety of the employee, students, and other
personnel with whom the employee will come into contact at the University, the
Provost/Senior Vice President for Academic Affairs or designee may also require a
physician® statement that the employee is cleared to return to work. An employee who
fails to provide such a statement upon request will not be permitted to return to work.

An employee may take up to two days of sick leave per year as personal leave without
the prior approval of the Division Chair and the Provost/Senior Vice President for
Academic Affairs.

Employees may also be entitled to receive unpaid medical and/or family leave under the
Unive r s i t y OtesFamilg gné Medical Leave Policy and as prescribed by federal law.

The Payroll and Benefits Administrator in the Business Office maintains sick leave
accumulation records.

5.11 Academic Freedom and Responsibility

Faculty members are citizens, members of learned professions, and officers of an
educational institution. When speaking or writing as citizens, they should be free from
institutional censorship or discipline, but their special position in the community imposes
special obligations. As people of learning and as educational officers, they should
remember that the public may judge their professions and their institution by their
statements. They should exercise appropriate restraint, show respect for the opinions of
others, and make every effort to indicate when they are speaking or writing as private
citizens, and not as institutional representatives. Faculty members are entitled to freedom
of inquiry and discussion of their disciplines in the classroom and in the conducting of
research in their discipline.

As colleagues, faculty members have obligations that derive from common membership in
the community of scholars. They respect and defend the free inquiry of their associates
and students. In the exchange of criticism and ideas they show due respect for the
opinions of others. They acknowledge their academic debts and strive to be objective in
their professional judgment of colleagues. They accept their share of faculty
responsibilities for the governance of their institution.

As members of their institution, faculty members seek above all to be effective teachers
and scholars. Although they observe the stated regulations of the institution, provided
these do not contravene academic freedom, they maintain their right to criticize and seek
revision. They determine the amount and character of the work they do outside the
institution with due regard to their paramount responsibilities within it. When considering
the interruption or termination of their service they recognize the effect of such a decision
upon the program of the institution and give due notice of their intentions.

As a member of their community, faculty members have the rights and obligations of any
citizen. They measure the urgency of these obligations in the light of their responsibilities to
their subjects, students, professions, and institution. When speaking or acting as private
persons they avoid creating the impression that they speak or act for their institution. As
citizens engaged in a profession that depends upon freedom for its health and integrity,
faculty members have a particular obligation to promote conditions of free inquiry and to
further public understanding of academic freedom.

Missouri Baptist /£
SHINE ON

Personnel Handbook, 48



5.12 Faculty Grievance Procedure (Refer to Policy 1.011)

A fgrievanc ei®a complaint by a faculty member of alleged unfair treatment by his/her employer
or a fellow employee. If any faculty member believes that he/she has been unfairly treated
through the misapplication of the provisions of the faculty personnel policies and procedures, any
University rules or regulations, administrative action or through the actions of another employee
which adversely affects the faculty member® status, he/she should thoroughly discuss the issue
with his or her Division Chair within five working days after the grievable event. If the matter is
not resolved informally with the Division Chair, or if the grievance concerns the faculty member&
Division Chair, the faculty member should continue with the following procedure:

Within five working days after the conclusion of the matter with the Division Chair, (or within five
working days after the grievable event if the grievance concerns the faculty me mb e Divis®n
Chair), submit the grievance in writing to the Provost/Senior Vice President for Academic
Affairs. If the action taken by the Provost/Senior Vice President for Academic Affairs is not
satisfactory to all parties involved, the aggrieved party may submit the grievance in writing to a
Faculty Promotions Committee member within five working days of the Provost/Senior
Academic Dean $action.

The Faculty Promotions Committee will initiate an investigation of the grievance within ten
working days, or as soon as reasonably possible after receiving the complaint. Committee
members who are also members of the grievant& department will excuse themselves from the
investigation and deliberations. This investigation will attempt to explore both sides of the
grievance. Committee members, together or separately, may interview any concerned parties.
The Committee will deliberate and report its findings, opinions, and recommendations to the
University President and to the Provost/Senior Vice President for Academic Affairs. This report
will be submitted within five working days following the conclusion of the investigation, or as
soon as reasonably possible.

The Faculty Promotions Committee, while representing faculty opinion, does not have judicial
power and thus cannot enforce binding decisions. Upon consideration of the Faculty
Promotions Committee $report, the President will provide a decision within ten working days, or
as soon as reasonably possible, of having received the Committee $report. Copies of the
Presiden t 6 sisiod wilicbe sent via certified mail to the faculty member, and via inter-office malil
to his/her Division Chair, and to the Provost/Senior Vice President for Academic Affairs.

Within five working days after the certified receipt of mailing to the employee of the final
determination of the President, the aggrieved party may appeal further by delivering via certified
mail a written appeal to be forwarded to the Chair of the Executive Committee of the University&
Board of Trustees. The Chairman shall appoint a sub-committee of three Executive Committee
members who will review the written appeal and may investigate further as they deem
appropriate. The sub-committee has the sole discretion as to whether to seek additional
evidence and/or conduct a hearing on the matter. The decision of this sub-committee will
conclude the appeal process. Copies of the sub-committee $decision will be sent to the faculty
member, his or her Division Chair, the Provost/Senior Vice President for Academic Affairs and
the President.

For this procedure to be valid, the faculty member with a grievance must not attempt to bypass

or circumvent any of the steps of the procedure. If at any time during the appeal process the
terminated employee fails to meet the deadline for written notice of appeal or fails to appear at
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any appeal hearing, the appeal process shall be considered terminated, and the employee will
have exhausted his or her remedy under this appeal process.

5.13 Faculty Academic Obligations
In addition to teaching, faculty classroom duties include the following:
1. Keeping records of student attendance and performance.

2. Depositing copies of the roll books with the Provost/Senior Vice President for Academic
Affairs at the end of each academic year.

3. Attending faculty meetings.

4. Meeting every class regularly and promptly at the scheduled time. Approval from the
Division Chair and the Provost/Senior Vice President for Academic Affairs are required
to be absent from a regularly scheduled class, and satisfactory provision must be made
for the class missed. A faculty member who desires to rearrange his or her schedule
must have the approval of the Division Chair and the Provost/Senior Vice President for
Academic Affairs.

5. Posting scheduled daily office hours for private consultation with students.
6. Providing an opportunity for student evaluation of instruction in every course taught.
7. Assisting in registration and pre-registration periods as assigned by the Division Chair.
8. Advising students on a continuing basis.
5.13.1 Course Syllabus

Each instructor must prepare a syllabus for each course he/she teaches at the
University. The division may have a prepared syllabus that requires the instructor to
only enter personal information and to make adjustment(s) to the schedule and
sequence of the topics to be taught. The completed syllabus, including the Excel
program high schools dyllabi that is comparable to the equivalent MBU course, must
be reviewed by the Division Chair and filed with the Provost/Senior Vice President for
Academic Affairs office before the first class of the course and any modification must
be submitted to the same office. The information course syllabus entries must
conform to the outline content below. These syllabi are subject to examination by
accrediting agencies of the university, and instructors are expected to keep them up-

to-date.

SYLLABUS
INSTRUCTOR: DIVISION:
TERM: CAMPUS:
SECTION:

1. COURSE NUMBER AND TITLE:

2. TEXT(S):
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3. COURSE DESCRIPTION: (The description must be identical and include
prerequisites and credit hours that can be found in the college catalog.)

4. OBJECTIVES OF THE COURSE: (Measurable by assessment methods listed in the
syllabus.)

5. RELATED ACADEMIC STANDARDS: (Division® applicable accrediting standards,
such as MOSTEP Standards for the Education Division.)

6. SCOPE AND SEQUENCE: (May be posted or distributed separately. Test dates
must be announced within a reasonable time.)

7. ASSIGNMENTS, PROJECTS, OR ACTIVITIES:
8. EVALUATION PROCEDURES: (Including grading policy.)

9. COURSE POLICIES: (Must include attendance policy, class participation, missed
exams/assignments, academic dishonesty. Reference student handbook for policy.)

10. UNIVERSITY POLICIES: (Must include special needs access, student email use,
diversity statement, along with the following statement): All students are responsible for
the knowledge of and compliance with all university policies as stated in the university
catalog, graduate bulletin, and student handbook including but not limited to grade
appeal, computer use, copyright laws, and academic honesty and integrity.

Diversity: Missouri Baptist University is committed to maintaining a community that
recognizes and values the inherent worth and dignity of every person. Missouri Baptist
University affirms that an important part of the integration of faith and learning is the
recoghnition that all people are created in the image of God and worthy of respect and
dignity. We seek to ensure that all students have full access to the educational, social,
and spiritual growth opportunities that the University provides to ensure that students
understand and appreciate one of the University& core values which is fi acial change
through service and leadership.o

Through its curricula and classroom experiences, the university seeks to develop and
nurture diversity because it strengthens the organization, promotes creative problem
solving, and enriches us all.

The goal is to present materials and activities that are respectful of diverse groups
including, but not limited to, race, gender, color, national or ethnic origin, age, qualified
disability, military service, learning differences, or socioeconomic status.

Special Needs Access: Missouri Baptist University, in accordance with the Americans
with Disabilities Act of 1990, will provide reasonable accommodations for eligible
students with disabilities (e.g. attention, health, hearing, learning, mobility, physical,
psychiatric, or vision). If you have a disability that may have some impact on your work
in this class and for which you may require accommodations, please inform me
immediately so that your learning needs may be appropriately met. Students with a
disability must register with the Special Needs Access Office for disability verification
and for determination of reasonable academic accommodations. You are responsible
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for initiating arrangements for accommodations for tests and other assignments in
collaboration with the Special Needs Access Office and the faculty.

The Special Needs Access Office is located on the main campus in Field Academic
Hall. The Special Needs Access Coordinator, can be reached at 314-392-2364.

Student Use of Email: In accordance with Missouri Baptist University (MBU) policy,
every student is required to have and to maintain an official MBU e-mail address. Some
students may elect to forward their e-mail to an address different from their official MBU
email account. Any student who elects to forward MBU e-mail to a different e-mail
address assumes full responsibility for reading e-mail at the forwarded location.
Students are expected to check their University e-mail account, or the account to which
their University e-mail is forwarded, at least twice a week.

11. BIBLIOGRAPHY: (Includes appropriate and up to date material.)

5.13.2 Channels of Communication

Individual members of an educational institution must follow certain procedures to
ensure the smooth functioning of the University. For example, when a faculty
member requires assistance with work, has questions regarding operational
procedures, or seeks to register a grievance pursuant to the provisions of Section
5.12, he/she should first contact the Division Chair. Most matters affecting the
division will be resolved at the division level. If for some reason, a non-grievance-
related matter cannot be resolved at the division level, the Division Chair should
consult with the Provost/Senior Vice President for Academic Affairs. In the event
that a grievance cannot be resolved at the division level, the faculty member
registering the grievance should follow the procedures set forth in Section 5.12.

5.13.3 Academic Advising
Members of the faculty assist in advisement by:
1. Helping assigned students in planning their academic programs.

2. Assisting in the preparation, approval, and registration for each semester's
schedule.

3. Assisting students in choosing a graduate school.
4. Helping the student develop a degree plan on an ongoing basis that shows all work
yet to be completed and a prospectus for completing it. The advisor should refer

the student to the Records Office in the first semester of the student® junior year to
file a notice of intent to graduate, and complete a graduation check.
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5. In order to carry out their advisement duties, it is necessary for faculty members to
know:

a. The catalog.

b. Departmental requirements, offerings, and schedules.

c. General requirements for graduation.

d. Printed schedule of classes, including changes.
5.13.4 Book Orders

Faculty shall select textbooks that are compatible with the mission of the University
without undue influence or pressure by any specific religious or sectarian source. Text
adoption deadlines are set and distributed by the Provost/Senior Vice President for
Academic Affairs upon advisement of the Bookstore Manager during June for the
following academic year. This schedule will also be posted in the University master
calendar.

5.13.5 Class Records and Grade Books

Class record books may be obtained from the office of the Provost/Senior Vice
President for Academic Affairs. Faculty members must keep records of student
attendance and performance in compliance with federal regulations. These records
will be retained by the University for a minimum of five years in the Provost/Senior
Vice President for Academic Affairs office to be in compliance with federal
regulations.

In the event that an instructor's relationship with the University is terminated, the record
books must be turned in to the Provost/Senior Vice President for Academic Affairs to
be placed on permanent file with the University. Record books may be turned in to the
Provost/Senior Vice President for Academic Affairs on a yearly basis if the instructor so
desires.

5.13.6 Make-Up Examinations

Faculty members are expected to provide opportunities for students to make up tests or
other evaluative experiences when the student's absence is unavoidable. The testing
center is available to assist in the administration of make up examinations. Each faculty
member is expected to develop his/her own policy regarding when make-up tests or
work is available.

5.13.7 Final Examinations
Examinations are scheduled at the end of the semester. In order to prevent conflicts,
the final examination schedule is planned by the Provost/Senior Vice President for

Academic Affairs. Any deviation from this schedule should have the approval of the
Provost/Senior Vice President for Academic Affairs.
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5.13.8 Grading and Grade Reports

Grades are expected to reflect the faculty member's appraisal of a student's mastery of
facts and their ability to think about the meaning of the facts. "A" is the grade given to
the student who has mastered the facts in a course, who knows the significance and
implications of the facts, and who has otherwise demonstrated outstanding
performance. "B" is the grade given to a student who thinks soundly but is not
completely fortified with facts. "C" is the grade given for average familiarity with the
facts and average comprehension of their meaning. "D" is given to a student whose
mastery of facts and powers of thinking on the facts are barely acceptable. "F" is given
for performance below this level. "IP" - In Progress; applies to research or problem
courses spanning more than one grade-report period. "W" is given to the student who
officially drops a course or withdraws from the University by the official drop date. "XF"
is given when the student discontinues attending but fails to withdraw officially. "IN" is
given when the student, for an unavoidable reason in the nature of an emergency, is
unable to complete the requirements of the course before the end of the semester.
This explanation is also included in the Student Handbook and the University Catalog.
All final grades must be submitted in written form to the Records Office by the date
established on the Administrative Work Calendar.

5.13.9 Grade Appeals

When the student thinks that a final grade has been recorded unfairly for a course,
the student has the right to the following appeal process:

1. The student must complete a Grade Appeal Form and submit it to the faculty
member no later than thirty calendar days after the first day of the following
semester (Fall or Spring). The faculty member will then review, within fifteen
days of receipt of the Grade Appeal Form, all of the student® records for that
course, explaining the rationale for the grade. If the faculty member determines
that the grade should be changed, he/she will file a change of grade form in the
Records Office. If the faculty member is no longer at the institution, the Division
Chair will conduct the appeal process.

2. If the instructor determines that the grade should not be changed, and if the
student is dissatisfied with the decision, he/she may appeal to the Division Chair
in writing within fifteen days. That written appeal should include justification for
appeal beyond the faculty member. The Division Chair will then review with the
faculty member and the student the points of disagreement and render judgment
as to whether the grade that has been assigned is the proper grade. In the event
the student is appealing the grade decision of a faculty member who also serves
as a Division Chair, the Provost/Senior Vice President for Academic Affairs will
assume the role of the Division Chair in the appeal process. The decision of the
Division Chair will be the final determination of the grade. A student should not
assume that an appeal will be successful. The instructor is the most qualified
individual for assessing a student® level of performance in a course and is given
the widest range of latitude in setting course standards. No grade will be
changed by the Division Chair without clear evidence of some degree of
unfairness, bias or violation of professional, ethical or legal standards on the part
of the instructor.
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5.13.10 Changing Grades

On rare occasions it may be necessary to correct a final letter grade that has been
reported incorrectly to the Director of Records. In such cases, the instructor is to obtain
the signature of their immediate supervisor and forward the completed change of grade
form to the Director of Records.

5.13.11 Reporting Grades to Students

When reporting grades, faculty members should be cognizant of each student® right
to confidentiality under the Family Educational Rights and Privacy Act (FERPAO.)
Faculty comments on student educational records should be confined to matters
related to student performance. Further, disclosure of information from a student®
educational records shall be made only with the written consent of the student,
unless an exception under FERPA applies. If a faculty member has questions
concerning the release of educational records, the faculty member should consult the
Provost/Senior Vice President for Academic Affairs.

5.13.12 Student Withdrawal

An enrolled student can withdraw from a class ONLY through the Records Office.
Forms for dropping a class are provided in the Records Office. Students withdrawing
from the University must begin the process with the Director of Retention. Faculty
members should be familiar with these processes and advise students accordingly.

5.13.13 Field Trips
Educational field trips, athletic events, choir tours, and other activities that may require
students to be absent from classes should be planned in consultation with the Division

Chair and announced well in advance.

All faculty members are expected to cooperate in minimizing conflicts with classes and
hardships upon students by observing the following guidelines:

1. Make certain the school calendar will permit the proposed absence on the part of
the particular students involved.

2. Obtain approval from the Division Chair for the proposed absence.

3. Make certain that an absence, once planned, is entered on the school calendar.

4. Announce the planned absence well in advance and in writing to students and
faculty.

5. Give faculty members a list of students who are to be absent.

6. Inthe case of authorized absence, faculty members are expected to hold students

responsible for full academic performance but not to attach any penalty for the
absence.
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5.13.14 Committee Service

All full-time faculty and most full-time staff members are expected to serve on one or
more University committees. The President announces the committee membership
after consultation with the faculty and staff members.

5.13.15 Curriculum Development

Proposed substantive changes in the current undergraduate catalog listing or new
courses and programs must be presented for official approval as outlined below. Non-
substantive changes require only the approval of the Division Chair and the
Provost/Senior Vice President for Academic Affairs. Substantive and non-substantive
curricular changes are defined as follows:

Nature of Change
Course addition*

Course deletion

Change in course number

Change in course description
(a) Clarity

(b) Content

Change in credit hours

Change in student contact hours

Change in Prerequisite

Change in course title

Change in periodicity

Definition

Substantive

Substantive if required on a program. Non-
substantive if not required on a program.

Substantive if level of course is changed.

Non-substantive if level of course is not
changed.

Non-substantive
Substantive
Substantive
Substantive

Substantive if change has any effect on
another program

Non-substantive

Substantive if change has any effect on
another program

10. All program changes (major, Substantive
minor, degree)
11. All Changes in general education  Substantive

requirements

After study, a substantive proposal will be considered by the Division Chair, the General
Education Committee if either general education or degree requirements would be
affected, the Academic Affairs Committee, the faculty, the Provost/Senior Vice
President for Academic Affairs, and the President. Action may be taken by the
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Academic Affairs Committee of the Board of Trustees and by the Board of Trustees for
new or discontinued programs.

*A new course may be offered once as an experimental course, which only requires
the approval of the faculty member, the Division Chair, and the Provost/Senior Vice
President for Academic Affairs. Before the course can be offered a second time, the
approval process outlined above must be followed.

The Graduate Affairs Council must approve all curricular proposals related to the
graduate program.

5.13.16 Sponsoring of Student Activities

Faculty and staff members are expected to serve as needed as sponsors for the
various social, religious, and professional student groups. The student organizations
need adult sponsors, and the University encourages faculty and staff members to
participate in this phase of student life. Faculty members must decide individually how
much time they can give to the sponsoring of student organizations.

5.14 Faculty Load

Faculty loads are determined by the number of hours assigned to the class -- one hour of
class credit equals one hour of faculty load. For example, ENGL 113 would receive three
hours faculty load (the final digit of the class number indicates the hours designated for the
class). One faculty load credit is equivalent to meeting one hour per week for 16 weeks.
Exceptions to this guideline include athletic coaches, specified music classes, music and
theatre ensembles, and private music lessons, which are determined by clock hours.
Athletic coaches receive six hours of load per team coached. Faculty for specified music
classes and touring ensembles receive load credit equal to the number of clock hours per
week. Non-touring ensembles and private music lessons faculty loads use a 3:2 ratio; three
hours of clock time equals two hours of faculty load. The Provost and Senior Vice
President for Academic Affairs may also authorize faculty load for special projects.

5.15 Removal of Faculty Member

Removal shall not occur except for just cause and after due process. Just cause shall include:
incompetence, neglect or refusal to perform duties, dishonesty, drunkenness or drug abuse,
immoral or unprofessional conduct, or violation of the Board of Trustees regulations published in
the Personnel Handbook. The following procedures will be confidential and protect the rights of
the individual and Missouri Baptist University.

1. The Provost/Senior Vice President for Academic Affairs will inform the faculty member via
certified mail of the nature and cause of the complaint against him/her.

2. If the faculty member contests the action he/she must within two working days after
notification notify the Provost/Senior Vice President for Academic Affairs via certified mail that
he/she contests the action and request a hearing before the Promotions Committee.

3. Following the faculty member®& notification to the Provost/Senior Vice President for
Academic Affairs that he/she wishes to contest the action, the faculty member shall then
have ten working days to prepare for said hearing. The date for the hearing shall be set by
the Promotions Committee.

4. The faculty member shall be entitled to face and question administration witnesses, and to
bring witnesses in his/her defense.
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