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Preface This Faculty and Academic Policy Handbook is not a contract but only 
a statement of University policy regarding such things as employment 

of faculty and administrators, faculty rights and responsibilities, faculty 

development, University organizational structure, student admission 

and registration and other academic policies. This handbook represents 

the official position of the University on any policy or procedure that it 

addresses. No person at the University now has, or in the past has had, 

the authority to make any binding promises, assurances or 

representations regarding employment status or security different from 

those defined in this handbook. 

 
Policies and procedures in this Faculty and Academic Policy Handbook 

are effective immediately. They are under continuous review and 

subject to modification upon reasonable notice. If you have questions 

regarding current academic and administrative policies, contact the 

Dean of Academics. For a statement of current personnel policies and 

employee benefits, consult the Employee Handbook. 

 
In advising students, you should refer to the current academic catalog 

for academic policies relating to students. All academic policies 

relating to students appear in the Catalog; non-academic policies 

appear in the current Student Handbook. You may point students to 

these documents when they need answers to specific policies. 
 

 
 

Ki Wook Min 
Director of Academic Affairs 
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The university 
 

 
Founding 

Philosophy 

 

Oikos University was established to provide one of the highest 

standard educations with evangelical Christian doctrine background. It 

endeavors to provide degree programs that meet the specific vocational 

needs of immigrant students in order to fill the needs of the rapidly 

expanding communities.  It is our firm belief that upon the completion 

of their programs, students will be able to practice and refine their 

social, moral and spiritual values based on Christian heritage and 

enrich their life goal and serve their communities with their profession 

and skills. 
 

Mission Statement 

 

The mission of Oikos University is to educate men and women to be 
the leaders to serve the church, local communities, and the world by 
using their learned skills and professions. 

 

Values 

 

Oikos University upholds the doctrines of evangelical churches and 

has identified three specific core values that define our institution: 

 
• We value evangelical mission and discipleship of all people and 

focus especially on members of the immigrant communities. 

• We value academic excellence and professional skills within the 

context of Christian faith engaging individual and corporate 

relationship with Jesus Christ, and 

• We strive to demonstrate these values throughout the church, local 

community and the world. 

 

Vision 

 

The vision of Oikos University is to educate emerging Christian 

leaders to transform and bless the world at every level – from the 

church and local community levels to the realm of world entire. The 

fulfillment of this vision inspires, motivates, drives and defines the 

work of Oikos University. 

 

institutional goals 

 

Undergraduate 

 
The Oikos University’s undergraduate program seeks to produce 

graduates who are able to demonstrate the key undergraduate 

competencies in the outcome areas of: 

Critical Thinking & Problem Solving as evidenced by the student’s 

ability to: 

• Outcome 1: Think critically, creatively and holistically to make 

informed judgment. 

• Outcome 2: Apply mathematical skills in problem solving. 

Effective Communication & Common Sense for Living as evidenced 

by the student’s ability to: 

• Outcome 3: Communicate effectively & apply the concepts and 

methods of the Natural and Physical Sciences. 
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• Outcome 4: Demonstrate a survey level knowledge of the 

humanities areas. 
Social and Cultural Engagement and Lifelong Learning as evidenced 

by the student’s ability to: 

• Outcome 5: Demonstrate insights into the personal and group 

behaviors. 

• Outcome 6: Understand the Social Science & World History and 

learning as life-long endeavor. 

Professional Knowledge as evidenced by the student’s ability to: 

• Outcome 7: Demonstrate professional knowledge, theory, & 

skills. 

• Outcome 8: Use appropriate advanced technology in one’s major 

field. 

Christian Commitment as evidenced by the student’s ability to: 

• Outcome 9: Engage in a devout walk in the Lord through 

personal relationship with God. 

• Outcome 10: Share talents and spiritual maturity in service to 

others. 
Graduate 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Institutional 

objectives 

The Oikos University’s graduate program seeks to produce graduates 

who are able to demonstrate the key undergraduate competencies in the 

outcome areas of: 

Professional Knowledge as evidenced by the student’s ability to: 

• Outcome 1: Develop research skills and carry out independent 

research. 

• Outcome 2: Defend professional work in presentation form. 

• Outcome 3: Demonstrate advanced scholarship and master of 

one’s major field. 
Christian Commitment as evidenced by the student’s ability to: 

• Outcome 4: Function as a Christian professionals in one’s chosen 

discipline 
1. To demonstrate a comprehensive knowledge of the Bible and an 

understanding of Christian doctrine 

2. To instill a desire for lifelong commitment to personal spiritual 

growth through daily Bible study and prayer. 

3. To develop attitudes of service and commitment to the local church 

and world missions. 

4. To equip students with learning skills that access knowledge for 

vocational success and enable students to manifest their 
perspectives 

5. To provide students with competitive knowledge, skills and attitude 

for success in their profession. 

6. To prepare students for Christian service and vocation in the 

Church and society. 
7. To instill a missionary vision to word-wide outreach and increase 

ethical standards in personal lifestyle. 
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Doctrinal 

Statement 

1. The Bible 

We believe that the Bible is made by the unique divine inspiration given 

for the faith of the believing community. It is infallibly and uniquely 
authoritative and free from error of any sort in all matters. 

 
2. The Trinity 

We believe in the one true and living God who is eternal, transcendent, 

omnipotent, personal God possessing three eternal, personal distinctions 
which are revealed to us as Father, Son and Holy Spirit equal in every 

divine perfection, yet executing distinct but harmonious offices. 

 
3. The Father 

We believe in God the Father, the first person of the Divine Trinity, 

perfect in holiness, wisdom, power and love. We believe in God the 

father, an infinite Spirit-sovereign, eternal, and unchangeable in all His 

attributes. He is worthy of honor, adoration, and obedience. 

 
4. The Son 

We believe that the Son is the Perfect, sinless humanity and the 

absolute, full deity of the Lord Jesus Christ, indissolubly united in one 

divine-human person since His unique incarnation by miraculous 

conception and virgin birth. 

 
5. Holy Spirit 

We believe that the Holy Spirit is the third person of the Triune 

Godhead. He as been and will continue to be active throughout eternity. 

He convicts, regenerates, indwells, seals all believers in Christ, and fills 

those who yield to Him. The Holy Spirit gives spiritual gifts to all 

believers; however, the manifestation of any particular gift is not 

required as evidence of salvation. 

 
6. Historicity 

We believe the full historicity and perspicuity of the biblical record of 

the primeval history, including the literal existence of Adam and Eve as 

the progenitors of all people, the literal fall and resultant divine curse on 

the creation, the worldwide cataclysmic deluge, and the origin of nations 

and languages at the tower of Babel. We believe the realities of heaven 

and hell. 

 
7. Redemption 

We believe the redemptive grace of God though the substitutionary 

work of Jesus Christ who paid the full redemptive price for the sin of 

the world, through His literal physical death, burial, and resurrection, 

followed by His bodily ascension into heaven. 

 
8. Salvation 

We believe the personal salvation from the eternal penalty of sin 

provided solely by the grace of God on the basis of the atoning death 

and resurrection of Christ. We believe that salvation is only 

appropriated by a person placing his faith in the finished work of Christ. 
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9. Last Things 

We believe in the personal and visible return of the Lord Jesus Christ to 

earth and the establishment of His kingdom. We believe in the 

resurrection of the body, the final judgment, the eternal felicity of the 

righteous and the fulfillment of His purposes in the works of creation 

and redemption with eternal rewards and punishments. 

 
10. Biblical Creation 

We believe biblical account of creation as a historical and theological 

record of God's creation. And we believe that the universe with all that 
is in it was created by God. God's creation includes and is not limited to 

the existing space-time universe and all its basic systems and kinds of 

organisms in the six literal days of the creation week. 

 
11. Satan 

We believe the existence of a personal, malevolent being called Satan 

who acts as tempter and accuser, for whom the place of eternal 
punishment was prepared, where all who die outside of Christ shall be 

confined in conscious torment for eternity. He can be resisted by the 

believer through faith and reliance on the power of the Holy Spirit. 
 

Standard of 

Personal Conduct 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Board of Directors 

Oikos University encourages a close and edifying relationship between 

faculty and students, one that will deepen the spiritual growth of each and 

stimulate a vigorous intellectual life in the University community. In 

order to accomplish these aims, it is imperative that Oikos University 

faculty, staff and students conduct themselves in a Christ-like and 

professional manner and maintain an exemplary and involved lifestyle. 

Regular church attendance and participation in the activities of the Oikos 

University community are encouraged for students and expected for 

faculty and staff. 

 
Oikos University requires members of the University community— 

faculty, staff and students—to refrain from the illegal use of drugs and 

the abuse of addictive substances controlled by law. 

 
Oikos University also forbids the use of alcohol, illicit drugs and 

tobacco on campus and prohibits the abuse of these substances by the 

Oakland community. The Apostle Paul exhorted the body of Christ that, 

if they truly loved their fellow man, they would set aside their personal 

freedom by refraining from behavior that might be a stumbling block to 

their weaker brother. Oikos University encourages members of the 

University community to exercise their personal responsibility and, 

guided by Paul’s admonition, appropriately set aside their personal 

freedom and refrain from the use of alcohol, illicit drugs and tobacco. 

 
The entire voting power, except as provided within the Articles of 

Incorporation, is vested in the Board of Directors of Oikos University. 

The Executive Committee, comprised of up to four directors, exercises 
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the power of the Board in the management of the business and affairs of 

the University between Board meetings, to the extent permitted by law 

(Bylaws, Art. 20). 

 
The President is the principal liaison between the Board of Directors 

and Oikos University. As such, he consults with the Board of Directors 

on such matters as the mission of the University, its scope and its 

direction. He gives guidance on fiscal expenditures and general  

resource development and coordinates such matters with the Board of 

Directors. His primary responsibility, however, shall be to work with 

the Board of Directors to ensure that the University faithfully adheres to 

the founding purposes delineated in the Articles of Incorporation. He is 

a member of the Board of Directors and the Executive Committee 

thereof (Bylaws, Art. 33). 

 
The Board of Directors consists of up to 15 members, the number of 

which is determined by the Board, to be nominated and elected in 

accordance with the provisions of the Bylaws. The term of office for the 

directors is three years (Bylaws, Art. 7). 

 
The Board is governed by the following officers elected solely from 

among their membership: a chairman, a vice chairman, a secretary, a 

director of communications, two internal auditors, and other officers as 

the Board may, from time to time, deem necessary. All officers are 

elected at the Spring board meeting with each serving for two years or 

until his or her successor is elected and qualified (Bylaws, Art. 15). 

 
The Board of Directors meets twice annually, with other meetings held 

during the calendar year as deemed necessary. A majority of the 

members constitutes a quorum for the purpose of transacting business. 

 
The Executive Committee retains all power of the Board in the intervals 

between meetings except in the election of the members of the 

Executive Committee, the power to amend the University Constitution 

and Bylaws, and the power to rescind or alter previous actions of the 

Board. The membership of the Executive Committee includes the 

chairman, the University president, and two members elected from the 

Board of Directors (Bylaws, Art. 20). 

 
As recommended by the chairman and elected by the Board, the 

following standing committees are currently operative: Executive 

Committee, Finance Committee, Academic Policies, Development 

Committee. 
 
 

Administrative 

Officers 

PRESIDENT 

The president is the chief executive officer of Oikos University. His or 

her main duty is to provide focus and direction for the institution and to 

recommend appropriate policies to the Board of Directors. He or she 

serves as a member of both the Board and its Executive Committee and 
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submits an annual report to the Board concerning the work, condition 

and needs of the University and any other matters pertinent to the 

institution or to the cause of higher education. 

 
Further, the president recruits and develops a first-rate administrative 

team with whom he or she works to establish a strong, cohesive 

community within the University. The president represents the 

institution and interprets its mission and purposes to its various 

constituencies, as well as providing leadership in developing the 

resources and assuring the fiscal viability of the University. 

 
In his or her relationship with the faculty, the president attends meetings 

of the faculty and makes sure that the regulations and policies of the 

directors affecting the administration and work of the University are 

observed. The president recommends the appointment of all members  

of the faculty to the board and, except as otherwise provided for in the 

Bylaws, appoints all committees thereof, maintaining veto power of any 

action of any faculty, or committee, or agency of the faculty. 

 
DEAN OF ACADEMICS 

The Dean of Academics is the chief academic officer of the University 

and acts in place of the president in his absence. The Director is a 
member of the faculty. He or she promotes and leads in the 

development of academic programs and schools and maintains primary 

responsibility for the development of academic and related 

administrative policy. The Director is responsible for the 

implementation and support of the distance education programs of the 

University. He or she chairs the Academic Council and supervises the 

faculty. 

 
CHIEF FINANCIAL OFFICER 

The Chief Financial Officer (CFO) acts as the University treasurer and 

oversees all primary financial responsibilities related to the institution. 

He or she develops University-wide administrative policies and 

procedures, maintains all personnel functions, and develops institutional 

budgets. The CFO serves as the University’s representative to federal 

and state governments and University-wide associations, and acts as 

liaison to the Board of Directors for fiscal and administrative matters. 

He or she supervises the business administrator. 

 
DEAN OF STUDENTS 

The Dean of Students oversees student services, student life and all 

facilities. He or she is responsible for ensuring that resident students 
have a safe and wholesome living environment. 

Equipment 

 
HEAD LIBRARIAN 

The head librarian is responsible for the overall management of all 

library functions. He or she plans for and authorizes the acquisition of 
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all library materials, equipment, and supplies and recommends policies 

to facilitate their use. The head librarian is a member of the faculty. 
 
 

Administrative 

Bodies 

PRESIDENT’S ADMINISTRATIVE COUNCIL 

The President’s Administrative Council is composed of the president, 

the Dean of Academics, the Dean of Students, the chief financial 
officer, and the chief development officer. The Administrative Council 

usually meets weekly or as determined by the president, who serves as 

chairman. The Administrative Council provides counsel to the president 

on the affairs of the University and serves as the primary planning 

committee for the University. The president ensures that minutes of the 

Administrative Council are maintained. 

 
FACULTY SENATE 

The Faculty Senate exercises overall supervision of the academic affairs 

of the University. It recommends to the president the adoption of the 

academic policies that govern the University. The Dean of Academics 

serves as chairperson. The Faculty Senate is composed of the Dean of 

Academics and all full-time faculty members. The Senate meets at least 

twice a year during the fall and spring semesters and as often as deemed 

necessary by the chairman. Part-time and adjunct faculties are invited to 

participate. 

 
FACULTY 

The faculty is composed of the Dean of Academics, such officers 

designated by the president to be primarily responsible for instruction, 

all full-time individuals of the rank of full instructor or above who are 

engaged in work from which recognized University degrees are 

awarded, all part-time and adjunct instructors, and faculty emeriti. 

 
In cooperation with the president, the Dean of Academics and officers 

of the University, the faculty is responsible for the conduct of 

instruction. Each faculty member, with the consent of the Dean of 

Academics, recommends such regulations to the president as he or she 

deems necessary to carry on instruction, promote faculty and student 

welfare, advance the standard of work and otherwise further the aims of 

each academic unit within the University. The faculty collectively also 

recommends such persons as it determines fit to receive degrees or 

other marks of distinction and may, from time to time, recommend new 

degrees or diplomas. 

 
Each faculty member may request information relating to the affairs of 

the University that is found necessary for the exercise of his or her 

function as a faculty member. Subject to the power of the directors and 

the president, any faculty member may recommend policies to which all 
faculty members are expected to conform. The Dean of Academics 

through the president is normally the liaison between the faculty and the 

Board of Directors or its committees. 
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Regular meetings of the University faculty are scheduled during the fall 

and spring semesters. The Dean of Academics may call any other 

meeting as deemed necessary. At the first meeting of each academic 

year the University faculty receives from the president the report on the 

state of the University. 

 
SCHOOL GOVERNANCE 

Each faculty member participates with the Dean of Academics in the 

governance of the University. The Dean of Academics organizes the 

faculty as a committee of the whole, or as necessary, into standing or ad 

hoc committees. The faculty is actively involved in the academic and 

student affairs of the University. 
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   _ 

Faculty Employment 

 

Academic 

Freedom 

We regard academic freedom as a sacred trust and God-given responsibility 

that encourages the scholarly pursuit of truth in each academic discipline to 

which God has called us. The foundation of academic freedom is the belief 

that God is the author of all truth. All faculty members are encouraged to 

seek wisdom and understanding, acquire knowledge and teach others. 

Therefore, faculty need not fear where their pursuit of knowledge and 

wisdom may lead, but rather be guided by the fear of the Lord. 

 
Academic freedom is entrusted to every full-time and part-time faculty 

member, and teacher at Oikos University. Academic freedom is always 

exercised within a context of standards or norms. Oikos University defines 

academic freedom within the following context of standards or norms for 

its faculty members: 

 
1. God is the source of all truth. The Scriptures are the written 

expression of truth and the revealed will of God. There is also 

natural revelation. Both types of revelation contribute to our 

understanding of truth. 

 
2. Academic freedom functions within Oikos University’s mission 

statement and statement of faith. Specifically, within the mission 

statement, the faculty member takes the role of being a Christian 

leader in order to model Christian leadership to students. Academic 

freedom serves to make the University a leading center of Christian 

thought and action. Oikos University’s mission educating students 

to “serve as Christian leaders . . . ” can be achieved only if faculty 

members demonstrate Christian principles of life and living in the 

classroom. 

 
3. “The teacher is a citizen, a member of a learned profession and an 

officer of an educational institution” (“Academic Freedom and 

Tenure, 1940 Statement of Principles and Interpretive Comments,” 

American Association of University Professors). What faculty say 

or do as private citizens outside their own area of professional 

competence cannot be justified on the grounds of academic 

freedom. The public will judge the University by the faculty’s 

utterances. Consequently, accuracy, proper restraint and respect for 

the rights of others to express their opinions shall be exercised by 

faculty speaking in public as private citizens. These considerations 

are not meant to restrict the faculty’s ability to make public 

utterances on topics outside of their discipline, but to encourage 

faculty to speak the truth in love in accordance with scriptural 

principles. 
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4. The University does not restrict faculty as private citizens from 

speaking out politically, or from addressing the wrongs in society. 

Faculty members are free to hold public office so long as holding 

that office does not interfere with fulfillment of contractual duties. 

 
5. Exercising academic freedom requires responsibility and propriety 

in the pursuit of truth, as well as complete honesty and loyalty to 

the University’s mission statement and statement of faith. 

 
6. Academic freedom at Oikos University is framed by the context of 

the University’s mission statement and statement of faith and is 

consistent with the standards and norms stated in the academic 

freedom policy. Faculty members are free to pursue truth within 

their discipline by research, discussion and other forms of inquiry. 

This freedom carries a responsibility to truth, to scholarly integrity, 

and to one’s students. 
 

 
 

Section 2. Academic Rights of Faculty Members 

A. Faculty members have the legal rights and privileges of citizens. They 

may not be subject to punishment or reprisal for the exercise of such rights 
and privileges. 

B. Faculty members have the right to academic freedom and the right to 

examine and communicate ideas by any lawful means even should such 

activities generate hostility or pressures against the faculty member or the 

university. Their constitutionally protected exercise of freedom of 

association, assembly, and expression, including participation in political 

activities, does not constitute a violation of duties to the university, to their 

profession, or to students. 

C. Where their rank and status are appropriate, faculty members have the 

right to vote on faculty appointments, promotions, and tenure, and to vote 

for representatives to college and university legislative bodies. 

D. Faculty members have a right to due process and peer judgment in any 

disciplinary matter involving the possibility of substantial sanctions. This 

includes a right to be heard, a right to decision and review by impartial 

persons or bodies, and a right to adequate notice. The Consolidated Hearing 

Committee is the appropriate body to hear charges of a violation of this 

Code of Faculty Responsibility, unless some other hearing body is specified 

in this Code. 

E. Faculty members have a right to support and assistance from the 

university in maintaining a climate suitable for scholarship, research, and 
effective teaching and learning. Faculty members are entitled to an 

academic environment free from violence or systematic disruption, and to a 

teaching environment adequately equipped for meeting the teaching 

mission of the university. 

F. Consistent with state law, faculty members have a right to university 

support in professional activities inside and outside the classroom, both on 
and off campus, both in defense of academic freedom, and in defense of 

any resulting litigation, including funds for legal assistance. Professional 
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activities are those described or required by each Department's RPT and/or 

financial compensation criteria. 

G. Faculty members have a right to assistance from the university in 

improving their skills and developing their talents as teachers and scholars. 
H. Faculty members have a right to fair and equitable financial 

remuneration commensurate with their rank, duties, performance, and 

professional stature. 

I. The above list of rights is not exhaustive. Other rights, such as the 

faculty's right to a meaningful role in the governance of the university, 

including primary responsibility for course content and materials, degree 

requirements, and curriculum, are found in the Policies and Procedures 

Manual. 

 
Faculty members may not use their position or classroom as a platform to 

demand adherence by students to a personal theological viewpoint, political 

preference, or social agenda. If an individual believes that a faculty member 

has violated the University’s mission statement and/or statement of faith, he 

or she should confront that faculty member with the charges. If the issue is 

not resolved, these two individuals should meet with the Dean of 

Academics. At this point documentary evidence must be presented. 

 
The Dean of Academics may dismiss the matter or refer it to the standing 

faculty Hearing Committee if he or she determines that there may be a 

violation of academic freedom. The committee conducts their hearing 

consistent with policies outlined in the Contract Termination policy and 

makes a recommendation regarding the disposition of the matter to the 

president. The president makes a final decision. 

 
This statement is consistent with the recommendations of the American 

Association of University Professors (AAUP) in general 

(http://www.aaup.org/AAUP/issuesed/AF/) and with the AAUP’s 1940 

Statement of Principles on Academic Freedom and Tenure 

(http://www.aaup.org/AAUP/pubsres/policydocs/1940statement.htm). Note 

that Oakland does not intend, by adopting this policy, to institute a tenure 

system. 
 
 

Job Description 

for Teaching 

Faculty 

The professor, associate professor, assistant professor and instructor faculty 

positions include the following professional requirements:  teach assigned 

courses; advise students; direct students’ academic activities; participate in 

student development activities; serve on University and College 

committees; and participate in University, community and professional 

service. As the rank increases, an increasing degree of quality is expected. 

All activities are to be consistent with the institution’s mission and purpose 

statements. 

http://www.aaup.org/AAUP/issuesed/AF/
http://www.aaup.org/AAUP/pubsres/policydocs/1940statement.htm
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RESPONSIBILITIES1
 

Implicit to each of the basic criteria should be evidence of an ongoing and 

growing spiritual vitality both personally and professionally as 

demonstrated by the integration of Christian principles and behavior in 
every aspect of the academic process as well as personal lifestyle. Faculty 

members report directly to the Dean of Academics. 
 

Teaching and Mentoring 

Teaching assigned courses, developing standardized course syllabi and 

course materials, communicating relevant content, setting clear course 
outcomes and fostering student learning. Continually evaluate effectiveness 

of teaching style, content and student learning, making appropriate 

modifications to maximize instructional effectiveness. Provide students 
appropriate academic, spiritual and pastoral advising. Supervise students’ 

culminating experiences to successful and timely completion. 

 
Research, Scholarship and/or Creative Works 

Although Oikos University is not a research institution, faculty members 

are encouraged to conduct research that advances the mission of the 
University, reflects commitment to a biblical worldview and expands the 

knowledge base in the faculty member’s field of endeavor. Communicate 

research findings in professionally relevant media. Actively participate in 

professional organizations that promote scholarship. Engage in professional 

development activities that will enhance scholarly and professional 

competence. 

 
University Administration and Community and Professional Service 

Serve the University through committee assignments, recruiting activities, 

public relations events and other extracurricular activities. Initiate activities 

that enhance institutional goals and promote institutional unity. 

Demonstrate a willingness to be of service and to work cooperatively with 

others in the University. Apply professional and personal talents to the 

community outside of the University. 

 
QUALIFICATIONS 

Education. Generally, an earned master’s degree or its equivalent from an 

accredited university or evidence of outstanding accomplishments in the 
field related to teaching assignments. An earned doctorate is preferred. 

 
Experience. Several years of professional experience, preferably mixing 

teaching and non-teaching leadership roles and experience in ministerial 

service. 

Scholarship. Demonstrated scholarly productivity in publications and 

participation on scholarly programs at appropriate professional meetings. 
 

Personal. A lifestyle consistent with the standards of Oikos University. 

Present a personal appearance and appropriate attire for the role of a faculty 

member at a Christian university. 
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Job Description 

for Library 

Faculty 

The head librarian, associate librarian and assistant librarian faculty 

positions include the following professional requirements:  provide 

accessible academic resources, interpret these collections; provide 

instruction in the use of research materials; conduct research; serve on 

library and University committees; and participate in University, 

community and professional service. As the rank increases, an increasing 

degree of quality is expected. All activities are to be consistent with the 
institution’s mission and purpose statements. Members of the library staff 

report to the head librarian. The head librarian reports to the Dean of 

Academics. 

 
RESPONSIBILITIES2

 

Implicit to each of the basic criteria should be evidence of an ongoing and 

growing spiritual vitality both personally and professionally as 
demonstrated by the integration of Christian principles and behavior in 
every aspect of the academic process as well as personal lifestyle. 

 
Professional Librarianship 

Assist patrons with specific reference questions, provide guidance in the 

use of the collections and teach electronic resources. Develop collections 
and collection policies in specific disciplines and serve as a liaison to a 

school or manage the library support functions. Teach required research 

courses and workshops; and provide specialized seminars and 
demonstrations. Advise students and teaching faculty regarding specific 

research project resources. 

 
Research, Scholarship and/or Creative Works 

Although Oikos University is not a research institution, librarians are 

encouraged to conduct research and scholarly or creative activity that 
advances the mission of the University, reflects commitment to a biblical 

worldview and expands the knowledge base in librarianship. Communicate 

research findings in professionally relevant media. Participate actively in 

professional organizations that promote scholarship. Engage in professional 

development activities that will enhance scholarly and professional 
competence. 

 
University Administration and Community and Professional Service 

Serve the University body through committee assignments, public relations 

events and other extracurricular activities. Initiate activities that enhance 

institutional goals and promote institutional unity. Demonstrate a 

willingness to be of service and to work cooperatively with others in the 

University. Apply professional and personal talents in the community 

outside of the University. 
 
 
 
 
 
 

1 Priority of responsibilities may vary depending on the gifts of the faculty member and the need of the University. 
2 Priority of responsibilities may vary depending on the gifts o the librarian and the need of the library. 
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QUALIFICATIONS 

Education. A master’s degree in library science (MLS) from an ALA- 

accredited school. A second graduate degree is recommended. 

 
Experience. Several years of appropriate academic library experience or 

equivalent with demonstrated competence in reference or collection 

services. 

 
Scholarship. Demonstrated scholarly productivity and/or creative activity 

and participation on scholarly programs at appropriate professional 

meetings. 

 
Personal. A lifestyle consistent with the standards of Oikos University. 

Present a personal appearance and appropriate attire for the role of a faculty 

member at a Christian University. 
 
 

Worldview and 

hermeneutics 

Understanding 

PROSPECTIVE FACULTY 

It is desirable that all prospective faculty members be proficient in 

effectively integrating their faith and learning. However, because of the 
nature of academic training, it is often true that while individuals may be 

eminently qualified in their chosen field, they are not as well qualified in 

terms of hermeneutics and worldview understanding. Oikos University 
recognizes this fact and has established a process allowing faculty members 

to achieve such proficiency. 

 
The Dean of Academics determines if new faculty are proficient in the 

integration of faith and learning. Faculty members who are not proficient 

shall include in their professional development plan, a plan to achieve 

proficiency within a three-year period. The plan should have appropriate 

timelines and expectations and shall include one or more of the following 

activities: 

1. Attend a basic course in Christian doctrine and/or hermeneutics 

offered by a member of the theology faculty. 

2. Complete a prescribed reading list on doctrine, hermeneutics and 

integration. 

3. Attend a lecture and discussion series offered by the University. 

 
No later than by the end of the third year of appointment, these faculty 

members submit—as part of their annual performance review— 

documentation that demonstrates proficiency. Faculty members may 

demonstrate proficiency by submitting a paper of an integrative nature or 

developing course materials that demonstrate appropriate integrative skills 

and understanding. The Dean of Academics will review these materials. 

 
EMPLOYED FACULTY 

As part of the annual performance review, it is the Dean of Academics’s 

responsibility to ensure that employed faculty members continue to 

demonstrate−through their teaching and writing−an ability to effectively 
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integrate their faith and practice at a level of sophistication consistent with 

the quality standards of Oikos University. The Dean of Academics should 

periodically select examples of quality integration papers or classroom 

materials that should be placed in a special section of the library to be used 

by new and current faculty 

 
Faculty 

Recruitment 

 
Upon the approval of a new faculty position, or in the event of a vacancy on 

the faculty, the Dean of Academics—or other University official who has 

direct administrative responsibility for that position (or in the case of 

administrative officers who hold faculty rank, the president)—recruits 

candidates to fill the new position or vacancy. Advertisements in the 

appropriate media may be used. 

 
Upon receipt of an inquiry concerning employment for a position currently 

available, the Dean of Academics affords all apparently qualified 

prospective faculty members an opportunity to submit a written resume, 

references and a completed Faculty Application Form. 

 
After the Dean of Academics reviews the application materials, he or she 

determines if an on-campus interview is appropriate. As part of the 

interview process, prospective faculty members will make a scholarly 

presentation. This process gives selected faculty, students, and 

administrators the opportunity to evaluate the candidate’s teaching and 

presentation skills. 

 
The Dean of Academics, a representative member of the faculty, and the 

president interview all candidates for employment. The Dean of Academics 

sends a copy of the Faculty Application Form to each interviewer before 

the scheduled interview. 
 
After the interviews, the Dean of Academics obtains a report from each 

interviewer and assimilates relevant information for submission to the 

president. 

 
Upon the Dean of Academics’s recommendation, the president determines 

whether to recommend appointment to the Board of Directors in 

accordance with the University bylaws and the policies of the Board of 

Directors. 

 
Appointment and 

Promotion in 

Rank 

 
Academic ranks for teaching faculty are:  professor, associate professor, 

assistant professor, and instructor. Equivalent academic ranks for library 

professional staff are: librarian, associate librarian, assistant librarian, and 

affiliate librarian. 

 
The Dean of Academics has sole authority to make initial recommendations 

concerning initial appointment in academic rank. Ordinarily, the Dean of 

Academics initiates considerations for promotion. However, the eligible 

faculty member may initiate such consideration. 
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Initial appointment or promotion in rank is based on the following criteria: 

professional experience; teaching and advising; scholarship; and 

University, community, ministry and professional service. Once an 

appointment has been made, the Dean of Academics gives the faculty 

member a contract and a copy of this Faculty and Academic Policy 

Handbook. 

 
TEACHING FACULTY 

Following are the basic criteria for the various ranks. Implicit to each of the 

basic criteria should be evidence of an integration of Christian principles in 

personal behavior and professional scholarship. 
 

Professor 
Professional Experience:  Faculty members should have a minimum of six 

years of full-time teaching experience at the college level or an equivalent 

outstanding professional record. They should demonstrate a significant 

degree of leadership qualities (professional maturity) by being role models 

to students, staff and other faculty and actively participating in professional 

and ministerial organizations in an effort to keep abreast of current  

practices and to influence the way individuals in the organization think (i.e., 

presenting at meetings, holding office). 

 
Teaching and Mentoring: Faculty should demonstrate a significant degree 

of excellence in teaching effectiveness and advising. Evidence of 

excellence may include: consistently receiving high overall ratings by their 

students and by peer review; updating their course syllabi as changes in 

their discipline and/or increased understanding of a biblical perspective 

warrant; updating their teaching skills (i.e., keeping abreast of current best 

teaching practices in their disciplines); developing supplementary material 

for class; developing curricula; stimulating students toward scholarly 

activities through academic advising; and demonstrating an exemplary 

Christian witness while teaching and advising. 

 
Scholarship and/or Creative Works:  Faculty members should have an 

earned doctorate degree or its academic equivalent or evidence of 

outstanding contributions in their discipline. They should demonstrate 

significant productive scholarly pursuits or creative activity that reflects the 

University’s mission or goals. Evidence of productivity may include but is 

not limited to: receiving awards of excellence for teaching, ministry, or 

community service; submitting original contributions in professional 

journals; contributing research that is presented in professional conferences 

or seminars; authoring or coauthoring published books; and submitting 

other forms of research and scholarly or creative activity for professional 

presentation or distribution. 

 
University Administration, Community, Ministry, and Professional Service: 

Faculty members should make significant contributions to the University 

by:  serving actively and effectively on school and University committees; 

seeking opportunities to represent the University in community service 
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based on their expertise; and assuming leadership roles in professional 

and/or ministerial organizations. 
 

Associate Professor 
Professional Experience: Faculty members should have a minimum of 

three years of full-time teaching experience at the college level or an 

equivalent outstanding professional record. They should demonstrate 
leadership qualities by being role models to students, staff and other faculty 

and by participating in professional and ministerial organizations (i.e., 

attending meetings in an effort to keep abreast of current practices in their 

disciplines). 

 
Teaching and Mentoring: Faculty members should demonstrate excellence 

in teaching effectiveness and advising. Evidence of this may include: 

consistently receiving moderate to high overall ratings by their students and 

by peer review; updating their course syllabi as changes in their discipline 

and/or increased understanding of a biblical perspective warrant; updating 

their teaching skills (i.e., keeping abreast of current best teaching practices 

in their disciplines); developing supplementary material for class; 

developing curricula; stimulating students toward scholarly activities 

through academic advising; and demonstrating an exemplary Christian 

witness while teaching and advising. 

 
Research, Scholarship and/or Creative Works:  Faculty members should 

have an earned doctorate or its academic equivalent or evidence of 

outstanding contributions in their discipline. They should demonstrate 

productive scholarly pursuits or creative activity that reflects the 

University’s mission or goals. Evidence of productivity may include but are 

not limited to: receiving awards of excellence for teaching, ministry, or 

community service; submitting original contributions in professional 

journals; contributing research that is presented in professional conferences 

or seminars; authoring or coauthoring published books; and submitting 

other forms of research and scholarly or creative activity for professional 

presentation or distribution. 

 
University Administration and Community and Professional Service: 

Faculty should make contributions to the University by:  serving actively 

and effectively on school and University committees; seeking opportunities 

to represent the University in community service based on their expertise; 

and assuming leadership roles in professional and/or ministerial 

organizations. 
 

Assistant Professor 
Professional Experience:  Faculty members should have potential success 

as a teacher. They should demonstrate growing leadership qualities by 

being role models to students and staff and by belonging to professional 

and ministerial organizations in an effort to keep abreast of current 

practices in their disciplines. 
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Teaching and Mentoring: Faculty members should demonstrate growing 

excellence in teaching effectiveness. Evidence of this may include: 

consistently receiving at least moderate overall ratings by their students and 

by peer reviews; updating their course syllabi as changes in their discipline 

and/or increased understanding of a biblical perspective warrant; updating 

their teaching skills (i.e., keeping abreast of current best teaching practices 

in their disciplines); developing supplementary materials for class; 

developing curricula; and stimulating students toward scholarly activities 

through academic advising. 

 
Research, Scholarship and/or Creative Works:  Faculty members should be 

pursuing an earned master’s degree or its academic equivalent or evidence 

of outstanding contributions in their discipline. A terminal degree, 

especially a doctorate, is preferred. They should demonstrate potential for 

productive scholarly pursuits or creative activity that reflects the 

University’s mission or goals. Evidence of productivity may include but are 

not limited to: consideration for awards of excellence for teaching,  

ministry, or community service; submitting original contributions in 

professional journals; contributing research that is presented in professional 

conferences or seminars; authoring or coauthoring published books; and 

submitting other forms of research and scholarly or creative activity for 

professional presentation or distribution. 

 
University Administration and Community and Professional Service: 

Faculty members should begin to contribute to the University by: serving 

actively and effectively on school and University committees; seeking 

opportunities to represent the University in community service based on 

their expertise; and assuming leadership roles in professional and/or 

ministerial organizations. 
 

Instructor 
 

Professional Experience:  Faculty members should demonstrate potential 

for professional success. 

 
Teaching and Mentoring: Faculty members should demonstrate a 

significant aptitude for teaching. 

 
Research, Scholarship and/or Creative Works:  Faculty members should 

have an earned master’s degree and promise of scholarship in their 

discipline. 

 
University Administration and Community and Professional Service: 

Faculty members should contribute to the University by:  serving actively 

and effectively on school and University committees; seeking opportunities 

to represent the University in community service based on their expertise; 

and assuming leadership roles in professional organizations. 
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LIBRARY FACULTY 

Following are the basic criteria for the various ranks. Implicit to each of the 

basic criteria should be evidence of an integration of Christian principles in 

personal behavior and professional scholarship. 
 

Librarian 
Professional Experience: Library professionals should have a minimum of 

six years of full-time library experience at the Bible College or seminary 

level or an equivalent outstanding professional record. They should 

demonstrate a significant degree of leadership qualities by being role 

models to students and staff and by actively participating in professional 

and/or ministerial organizations in an effort to keep abreast of current 

practices and to influence the way individuals in the organization think (i.e., 

presenting at meetings, holding office, etc.). 

 
Professional Librarianship: Library professionals should demonstrate a 

significant degree of excellence in the performance of their duties. 

Evidence of this excellence will be consistently high overall ratings on an 

evaluation instrument determined by the Dean of Academics. 

 
Research, Scholarship and/or Creative Works:  Library professionals 

should have an earned doctoral degree or a master’s degree in library 

science (MLS) and a second master’s degree in an approved subject field, 

or the MLS and evidence of library contributions of unusual merit. They 

should demonstrate significant productivity in scholarly or creative activity, 

evidence of which may include: receiving awards for excellence in library 

sciences; submitting original contributions in professional journals; 

contributing research that is presented in professional conferences or 

seminars; authoring or coauthoring published books; and submitting other 

forms of research and scholarly or creative activity for professional 

presentation or distribution. 

 
University Administration and Community and Professional Service: 

Library professionals should significantly contribute to the University by: 

serving actively and effectively on library and University committees; 

seeking opportunities to represent the University in community service 

based on their expertise; and assuming leadership roles in professional 

and/or ministerial organizations. 
 

Associate Librarian 
Professional Experience: Library professionals should have a minimum of 

three years of full-time library experience at the Bible University or 

seminary level or its equivalent. They should demonstrate maturity by 
being role models to students and staff and by participating in professional 

and/or ministerial organizations in an effort to keep abreast of current 

practices in their discipline. 

 
Professional Librarianship: Library professionals should demonstrate 

excellence in the performance of their duties. Evidence of this will be 
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consistently moderate to high overall ratings on an evaluation instrument 

determined by the Dean of Academics. 

 
Research, Scholarship and/or Creative Works:  Library professionals 

should have an earned master’s degree in library science (MLS). They 

should demonstrate productivity in scholarly or creative activity, evidence 

of which may include:  consideration for awards in library sciences; 

submitting original contributions in professional journals; contributing 

research that is presented in professional conferences or seminars; 

authoring or coauthoring published books; and submitting other forms of 

research and scholarly or creative activity for professional presentation or 

distribution. 

 
University Administration and Community and Professional Service: 

Library professionals should contribute to the University by:  serving 

actively and effectively on library and University committees; seeking 

opportunities to represent the University in community service based on 

their expertise; and assuming leadership roles in professional and/or 

ministerial organizations. 
 

Assistant Librarian 
Professional Experience: Library professionals should have two years of 

successful library experience at the College-level or its equivalent. 

Experience in a Bible University or seminary is a plus. They should 
demonstrate growing maturity in their profession by being role models to 

students and staff and by belonging to professional organizations in an 

effort to keep abreast of current practices in their discipline. 

 
Professional Librarianship: Library professionals should demonstrate 

growing excellence in the performance of their duties. Evidence of this will 

be consistently moderate ratings on an evaluation instrument determined by 

the Dean of Academics. 

 
Research, Scholarship and/or Creative Works:  Library professionals 

should have an earned master’s degree in library science (MLS). They 

should demonstrate growing productivity in scholarly or creative activity, 

evidence of which may include:  submitting original contributions in 

professional journals; contributing research that is presented in professional 

conferences or seminars; authoring or coauthoring published books; and 

submitting other forms of research and scholarly or creative activity for 

professional presentation or distribution. 

 
University Administration and Community and Professional Service: 

Library professionals should increasingly contribute to the University by: 

serving actively and effectively on library and University committees; 

seeking opportunities to represent the University in community service 

based on their expertise; and assuming leadership roles in professional 

organizations. 
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Affiliate Librarian 
Professional Experience: Library professionals should demonstrate 
potential for professional success. 

 
Professional Librarianship: Library professionals should demonstrate 

increasing skill in assuming librarian responsibilities. 

 
Scholarship and/or Creative Works:  Library professionals should have an 

earned master’s degree in library science (MLS) and promise of scholarship 

in their discipline. 

 
University Administration and Community and Professional Service: 

Library professionals should increasingly contribute to the University by: 

serving actively and effectively on library and University committees; 

seeking opportunities to represent the University in community service 

based on their expertise; and assuming leadership roles in professional 

and/or ministerial organizations. 

 
PROMOTION 

The Board of Directors, in approving this statement of promotion policy, 

does so in good faith with the intent to comply fully with it. It must, 

however, reserve the right to deviate from these terms if conditions beyond 

its control—such as abrupt declines in enrollment, drastic loss of income or 

conditions that result in drastic curtailment or abandonment of programs or 

activities—make it necessary to do so. 

 
The purpose of promotion is to recognize excellence in teaching and 

associated academic pursuits with the best interests of the University in 

mind. The decision to promote a faculty member is based on the merit of 

the individual faculty member and the long-term needs and mission of the 

University. Promotion shall be selectively considered for professors who 

are superior teachers and are considered by the University to be 

instructional leaders and excellent scholars, also for others who are 

nationally distinguished and considered excellent teachers. Those 

professors who have valuable skills and talents essential to the University, 

but who would not meet the criteria of being nationally distinguished or 

excellent teachers, may be still considered for multiyear regular contracts 

but not necessarily promotion. 
 

Promotion Review Timetable and Process 
In the case of an ordinary promotion review, the general timetable is as 
follows: 

1. By the beginning of the semester preceding the academic year in which 

the faculty member is to be reviewed for promotion, the Dean of 

Academics will give the faculty member guidelines for compiling his 

or her section of the dossier and a complete timetable for the review 

process. 

 
2. By November 1, the promotion candidate submits his or her dossier to 

the Dean of Academics. 
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3. The regular faculty of the school shall select a promotion review 

committee. The committee: 
a. Examines the candidate’s dossier. 

b. Meets to discuss the candidate’s qualifications and contribution in 

relation to the mission of the school. 
c. Determines whether the candidate demonstrates the level of 

distinction and potential expected by the University. 

d. May solicit additional evaluations from individuals outside the 

University who are acknowledged authorities in the field relevant 

to the candidate’s academic specialty. 

e. By December 15, makes a recommendation to the Dean of 

Academics on whether or not to award promotion. The 

recommendation contains the substance of their discussions and 

the reasons for the recommendation. 

 
4. By February 1, the Dean of Academics makes a recommendation to the 

president regarding the award of promotion, including a summary 

report of his or her deliberations and the reasons for the 

recommendation, as well as the recommendation of the Promotion 

Review Committee. 

 
5. By February 15, the president reviews the recommendations of the 

Dean of Academics and the Promotion Review Committee and makes a 

recommendation to the president regarding the award of promotion. 

 
6. By March 1, the president notifies the candidate of his or her 

recommendation. If the recommendation is positive, it is forwarded to 

the Board of Directors. If the recommendation is negative, the reasons 

must be stated in a written letter to the candidate. The candidate may 

request a meeting with the president to review the decision to deny 

promotion. 
 

7. Generally, by May 30th, the Board of Directors makes a decision on the 

matter at their spring meeting. Their decision is final. 
 

The candidate may withdraw his or her promotion application at any stage 

of the process. 

 
OUTLINE FOR FACULTY PROMOTION DOSSIER 

When applying for promotion, complete your dossier using the outline 

below. This outline is based on the Performance Planning, Review and 

Development policy, which explains the three areas of: Teaching and 

Mentoring, Professional Librarianship; Scholarship and/or Creative Works; 

and University Administration and Community, Ministry, and Professional 

Services. Supplementary material may be included as it relates to meeting 

University/school-specific criteria. 

 
1. Introduction 

a. Current vita. 
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b. Copy of University criteria for promotion. 

c. Copy of University/school-specific criteria for promotion. 

d. Promotion Committee’s recommendation. 
e. Dean of Academics’s recommendation. 

 
2. Teaching and Mentoring, Professional Librarianship 

a. Teaching materials. 

b. Classroom visits from evaluators. 
c. Student evaluations of instruction and advising 

d. Summary of performance - courses taught, programs or courses 

developed, student advising, Dean of Academics’s evaluation, peer 
reviews, summary of course evaluations for previous two years, 

summary of subsequent course modifications. 

e. Description of innovative practices or procedures related to area of 

responsibility. 

f. Significant evidence that courses are presented from biblical 

perspectives. 

g. Summary of ongoing professional development activities, which 

have led to direct improvement of scholarship and teaching and 

other evidence of professional development. 

 
For Librarians 

a. Collection development and management. 
b. Teaching. 

c. Information services. 

 
3. Scholarship and/or Creative Works 

a. Research and publication in the individual’s discipline. 

b. Professional participation and performance in the individual’s 

discipline. 
c. Education attainment and continuous study in the individual’s 

field. 

d. Grant to support research, preferably as project director or 

principal investigator. 

e. Peer recognition exemplified by awards or other honors. 

 
4. University Administration and Community, Ministry, and Professional 

Service 
a. University administration. 

b. Community service. 
c. Ministry service. 

d. Professional service. 

e. Consulting activities. 
f. Commendations by colleagues and other appropriate individuals. 

 
5. Conclusion 

a. A 1,000-word statement describing your philosophy and practice in 

establishing a unity of faith and learning. 
b. Summary of Christian activities/spiritual vitality, which includes 

such things as frequency of church/cell attendance, participation in 
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staff devotions, home Bible studies, church activity and other 

involvement in areas demonstrating spiritual vitality. 

c. A description of activities or events demonstrating a significant 

degree of leadership including moral leadership and activities 

where there was substantive initiative shown. 

 
Contract 

 
All appointments of full-time faculty are on an annual contract, renewable 

at the discretion of the University. The new contract supersedes the 

previous contract. In some cases, appointments for a period of less than one 

academic year may be made as in the case of initial appointments at 

midyear or emergency one-semester appointments. In accordance with the 
University bylaws, faculty members with three or more years at Oakland 

may, at the University’s discretion, be allowed to continue to serve without 

contract. 

 
Dismissal and 

Termination 

 
Any faculty member is subject to immediate suspension by the Executive 

Committee of the University and then eventual dismissal and termination of 

the University’s contract obligation upon a finding of breach of the contract 

in accordance with due process under the Contract Termination policy. 

 
Breach of contract means violation of professional ethics, insubordination, 

failure to perform reasonable assigned duties, immoral behavior contrary to 

biblical standards, incompetence, failure to perform at a level 

commensurate with the rank held as specified in the University standards or 

action inimical to the best interests of the University as determined by the 

University’s governing board. 

 
Administrative 

Faculty 

 
Faculty members with administrative responsibilities are classified as 

faculty. Directors and executive administrators who hold faculty rank are 

classified as administrative faculty. In addition to their faculty status, 

administrative faculty shall be offered three-year contracts renewable 

annually. Salary and benefits packages are considered annually. 

 
Upon initial appointment, administrative faculty who do not already hold 

academic rank at Oikos University may be awarded rank upon 

recommendation of the Dean of Academics and approval of the president. 

 
Administrative faculty must be considered for promotion under the same 

procedures as those governing promotion generally. In the evaluation 

process, it is appropriate that the president—if the Dean of Academics is  

the candidate—take into consideration the fact that administrative faculty 

cannot have performed the quantity of teaching and service that would be 

expected of a full-time member of the teaching faculty of the school. On the 

other hand, it should be expected that administrative faculty would hold 

credentials such that if they were being appointed initially to an 

administrative post, the president would be willing to grant the rank to 

which promotion is proposed. 
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TERMINATION 

Administrative faculty may be terminated at any time during their contract 

period provided the conditions of the contract are met. Dismissal from the 
University can only occur under the policies and procedures for dismissal 

of faculty members. 

 
Administrative faculty returning to a teaching position will receive their 

faculty salary plus the administrative stipend they had been receiving until 

the end of their administrative contract period after which time they will 

receive their faculty salary minus the administrative stipend. No 

administrator has the right of continuance in any specific administrative 

assignment and any persons holding an administrative assignment may be 

reassigned to different responsibilities at any time provided the conditions 

of the contract are met. 

 
DEVELOPMENT LEAVE 

The need to retool and catch up with one’s discipline is recognized by 

providing leave to the administrative faculty member who is returning to a 

teaching position. The leave is fully paid and may be for a period of one 

semester and not for more than one year. The Board of Directors will 

determine the need for such leave and the duration. 

 
Part-time and 

Adjunct faculty 

 
Part-time faculty members are those employed to function as faculty 

members for a percentage of a permanent full-time faculty member load 

(usually not to exceed 75%). 

 
Adjunct faculty members are employed to teach one or more specific 

courses. They should be available a minimum of one hour per course per 

week outside of class time for course-related advising. Adjuncts should 

receive compensation for each course contingent upon achieving the target 

enrollment for that course. If fewer than the targeted number of students is 

enrolled, compensation may be prorated on the basis of a specific amount 

per student credit hour or the adjunct faculty member may choose to be 

relieved of his or her obligation to teach the course. 

 
Both part-time faculty and adjunct faculty may be asked to teach courses, 

advise students, plan curriculum or perform other faculty-type 

responsibilities 

 
Procedure for 

Employment 

 
The Dean of Academics makes a recommendation to the president 

regarding the appointment and salary of the individual. The appointment 

category should depend heavily upon the number of graduate credit hours 

the individual has taken in the given field to be taught. 

 
The president approves the appointment and authorizes the Dean of 

Academics to prepare the contract and provide the faculty member with a 

copy of the most recent Faculty and Academic Policy Handbook. Contracts 
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should be issued at the beginning of the contracted period and include the 

terms and conditions of the appointment. Any special understandings or 

conditions incumbent on either party should be explicitly stated. The 

president, Dean of Academics and faculty member sign contracts for full- 

time, part-time and adjunct faculty members. 

 
Part-time or adjunct faculty members are not eligible for promotion. 

However, they may be eligible for fringe benefits depending on the 

conditions of the contract. 
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Performance Planning, review and development 

 

One of Oikos University’s goals is to develop and maintain a faculty of 

distinction. The three-part process of performance planning, performance 

review and performance development ensure that end. It also provides an 

opportunity for faculty to receive full credit and reward for their 

contributions to the University and their discipline. 
 
 

Performance 

Planning, Review 

and Development 

The Dean of Academics is responsible for leading the faculty performance 

planning, review and development process. This process is conducted 

according to the following timeframe: 

 
1. April - August - The Dean of Academics and faculty member conduct 

faculty performance planning and write a Faculty Performance Plan. 

2. September - March – The Dean of Academics conducts ongoing 

faculty performance reviews 
3. April - August - The Dean of Academics and faculty member write a 

Faculty Development Plan. 

4. August 15 - The Dean of Academics submits the Faculty Performance 

and Development Plans to the president for his or her review. 

 
Performance and Development Plans for regular faculty may be done every 

two years based on the discretion of the Dean of Academics. 

 
Regular faculty receive a comprehensive review every five years to help 

them assess their accomplishments in relation to the expectations of their 

rank and to help them set appropriate goals for the future. (See Promotion 

policy.) 

 
FACULTY PERFORMANCE PLAN 

Based on the Strategic Plan and other planning documents, the Dean of 

Academics establishes specific duties and responsibilities for full-time 

faculty members for the coming year. The Dean of Academics, in 

consultation with the faculty member, also formulates unit criteria and 

standards to be used in the faculty review process. These criteria should be 

clearly communicated to the faculty and be both qualitative and 

quantitative. 

 
A normal workload is presumed to be 10 work units per academic year, 

equitably distributed among the three basic activity areas of: 1) teaching 

and mentoring, professional librarianship; 2) scholarship, and/or creative 

works; 3) University administration and community and professional 

service. A maximum workload is presumed to be 12 work units per 

academic year. 
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For purposes of determining faculty load, an acceptable measure for a 

work unit would be equivalent to one individual teaching one three- 

semester hour on-campus course with an enrollment consistent with the 

average class sizes of that discipline. 

 
The Dean of Academics is responsible for determining when an overload 

situation exists and when overload pay should be considered. If a person 

exceeds the normal workload in one semester, their load should be adjusted 

the following semester. However, the Dean of Academics may exercise his 

or her professional judgment in determining when overload exists and 

when extra pay is appropriate. As a general rule, an overload occurs when  

a person exceeds the maximum number of work units. Adjustment as 

described below may trigger exceptions to the general rule. Courses taught 

for extra pay should not be included in workload calculations. 

 
Workloads may vary among individuals and programs, as long as the needs 

of the University are being met. In determining workload, the Dean of 

Academics may choose to include concise adjustments (i.e., weighted 

credit hours per FTE course loads) for appropriate institutional activities 

such as: studio and performance courses; development of new  

instructional methods; development of new courses; practicum courses and 

services; special tutorial activities; supervision of directed studies; training 

and supervision of teaching assistants; instructional teaming; and  

internship supervision. 

 
Between April and August, the Dean of Academics and each faculty 

member agree upon, write and sign a Faculty Performance Plan. The 

Performance Plan formalizes the proportional workload distribution, 

provides for goal setting and outcome planning and becomes the reference 

point for performance expectations for the year. During the year, the Dean 

of Academics is expected to discuss progress and development. In general 

terms, a year comprises the academic year. 

 
Following are guidelines for writing the Faculty Performance Plan: 

1. The focus of each faculty member’s workload is to be directed by the 

Strategic Plan. 
2. The Faculty Performance Plan should take into account the workload 

requirements of the academic program and include workload 

distribution among the following three traditional activity areas for 

full-time teaching faculty and library faculty:  Teaching and 

Mentoring, Professional Librarianship; Scholarship, and/or Creative 

Works; and University Administration and Community, Ministry and 

Professional Service. All full-time faculty members are expected to 

devote time and energy in fulfilling duties in each of these three areas. 

It is expected that most faculty will seek to excel in at least one of 

these areas. Thus, workloads will not be equal across the three areas. 

However, none of these areas should be ignored. 

3. It should be written in terms of outcomes and the measurements that 

will be used to evaluate performance. 



P
ag

e3
7

 

 

4. It should show a commitment to and link between instructional quality, 

faculty workloads and productivity in the context of the mission of the 

University and the academic program. 

 
FACULTY PERFORMANCE REVIEW 

Each program must establish standard criteria for faculty performance for 

each rank. These criteria should be explicit, permitting fair and consistent 
evaluation and must be approved by the Dean of Academics. Self- 

evaluation should be included among the evaluation components. 
 

The criteria should cover three basic areas:  1) teaching and mentoring; 2) 

scholarship and/or creative works; and 3) University administration and 

community, ministry and professional service. It is expected that each 

performance review will include a general review of all areas as well as an 

in-depth evaluation of at least one of the three basic areas. 

 
In addition—because of the unique mission of Oikos University—it is 

expected that faculty members will exhibit spiritual vitality through their 

Christian witness, both personally and professionally. 
 

Teaching and Mentoring 
The teaching process is at the heart of the University’s mission. We expect 

all our professors to be excellent teachers. Since teaching and advising are 

multifaceted activities, both quality and quantity should be evaluated. 

 
1. Teaching Materials. While the specifics may vary from discipline to 

discipline, all reviews must include course content; course objectives; 

grading policies; course examinations; course organization; quality of 

student achievement; and innovative teaching methods or materials. 

2. Classroom Visits from Evaluators. Before visiting a class, the 

evaluator(s) should gather the following information from the faculty 

member: course objectives and objectives for the day of the visit. 

 
During the visit to a class, the evaluator(s) should assess: 

a. Structure and goals for the course: mode of presentation (e.g., 

lecture, discussion,), visual aids, instructional technology, and 

utilization of class time. 

b. Presentation skills:  e.g., eye contact, speaking rate and intensity, 

use of language, distracting mannerisms. 

c. Rapport with students:  equitableness, student receptiveness, 

respectful. 

d. Mastery of content: e.g., adequate, current, content sequencing. 

e. Strengths and weaknesses in teaching performance. 

f. Proficiency in integrating faith and practice. 

g. Achievement of day’s objectives. 

 
After visiting a class, the evaluator(s) must: 

a. Meet with the faculty member to report on his or her 

observations. 
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b. Give the faculty member an opportunity to comment on the 

observations and other aspects of the visit that might reasonably 

have impacted the instruction that day. 

c. Prepare a written report summarizing the observation in the 

context of the instructor’s objectives, comments made at the 

meeting following the observation and any other relevant 

material. 

d. Distribute copies of his or her report to the others participating in 

the peer review after they have conducted their classroom visit. 

 
Note that “visits” may be made to online courses by reviewing the 

course content, to include threaded discussions. While certain 

adaptations must be made, the guidelines given for classroom visits 

should be used to the extent practicable. In online courses, the 

evaluator should look for evidence that the instructor is stimulating 

discussion and, therefore, constructivist learning. For example, the 

instructor should be visibly present in the online classroom at least 

every other working day. Daily online presence is preferred. 
 

3. Student Evaluations of Instruction and Advising: Student comments 

are to be included as part of the student evaluation submitted. At least 

75% of the students in each class must complete the form in order for 

it to be used. Student ratings over several semesters/years are used 

from a range of courses. Performance in the area of advising is to be 

evaluated with respect to responsibilities such as demonstration of an 

exemplary Christian witness, timeliness, accuracy, availability, 

monitoring advisee’s progress, reviewing academic interests with 

advisee, and examining career interests with the advisee. 
 

Scholarship and/or Creative Works 
Both the quality and quantity of a faculty member’s achievement should be 

examined but quality will be primary. Quality is defined largely in terms of 

the work’s importance in redefining or making progress in a field or 

discipline, establishing relationships among disciplines, improving 

practitioner performance or—in terms of creativity—of the thought and 

methods behind it. Original achievements in conceptual frameworks, 

conclusions, and so on should be regarded more highly than minor 

varieties in familiar themes. 

 
There are many ways to demonstrate satisfaction consistent with the 

expectations of the professional rank. General categories of activity in this 

area are identified in this section. Guidelines must outline what types of 

activities are appropriate as well as the level of importance assigned to 

each type. 

 
1. Publication in the faculty member’s discipline 

Items may include (but are not limited to):  published articles and 

books, grant proposals and reports, monographs, musical scores, films, 
videos, interactive communication and other creative works. Projects 

may also include those that are accepted following a competitive peer 
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review process, those that are not accepted following a competitive 

peer review process and those that are not submitted for competitive 

peer review. 

 
Normally, projects that are accepted following a competitive peer 

review process should not require significant additional scrutiny from 

peers. 

 
Projects that are not accepted following a competitive peer review 

process warrant scrutiny from the faculty member’s colleagues when 

they are submitted by the faculty member as part of the file. For the 

purpose of making a decision, a project that is rejected for funding 

should be judged on its merits (according to criteria agreed to by the 

University) and not simply on the fact that it was not accepted in the 

competitive process. Of course, critiques from reviewers shall also be 

available for examination by the peer reviewers. 

 
Projects included in the materials presented by the faculty member that 

have not been submitted for peer review in a competitive process must 

be examined by the faculty member’s colleagues, using the approved 

criteria, and be found to make a contribution to the field in order for 

them to be used as evidence contributing to a positive decision. In 

instances where colleagues believe they do not have the expertise to 

evaluate a faculty member’s project, arrangements should be made to 

have colleagues from another institution conduct a review of the 

project while making clear the purpose of the review. 

 
2. Professional participation and performance in the faculty member’s 

discipline 

a. Present papers at professional meetings. 

b. Serve as editor or referee of submitted articles/presentations. 

c. Have a creative work included in a refereed show. 

d. Serve as a referee of submitted creative work. 

e. Serve as an invited site visitor for evaluating a professional 

program or service. 
f. Have a public performance of a created work or an existing 

classical work in the field of performing arts. 

g. Serve on a regional or national committee involved directly 

with the discipline (e.g., serve on a committee to set 

professional standards is professional participation). 

 
As with the area of publication, professional participation and 

performance is refereed in some cases and not in others. 

Involvement in such refereed activities is evidence that normally 

contributes to a positive decision. It is the faculty member’s non- 

refereed involvement in this area that requires critical review 

(according to the approved criteria) by the individual’s peers. The 

purpose of that review is to assure that the activity makes a worthy 

contribution to the individual’s discipline. It is reasonable to 

assume that the criteria for evaluating these non-refereed activities 
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will be similar to those that are used by referees in the faculty 

member’s discipline. 

 
3. Education attainment and continuous study in one’s field 

a. Earn professionally appropriate credits. 

b. Earn professionally appropriate continuing education units. 
c. Attend professional meetings. 

d. Participate in professional improvement workshops both on and 

off campus. 
e. Give a report to colleagues after being a participant in 

professional improvement activities both on and off campus. 

f. Provide evidence of how the information learned has been 

effective in one’s professional growth. 
g. Publish in refereed journals. 

 
University Administration and Community, Ministry and 
Professional Service 

1. University Administration 

University administration covers a wide range of activities. It should 

be evaluated by colleagues familiar with the faculty member’s 
performance in the given activity over a period that normally spans at 

least one semester. 

 
Activities include, but are not limited to, the following: 

a. Serve on University committees. Special committee 

responsibilities such as serving as committee or subcommittee 

chair should be given added significance beyond committee 

membership. 
b. Participate in student recruitment activities. 

c. Conduct student Bible study/fellowship groups and regularly 

attend chapel. 

 
2. Community Service 

When possible, the faculty member’s performance in this area should 

also be evaluated by those familiar with his or her performance. This 
area is normally evaluated by examining the faculty member’s vita. 

Performance is displayed in a variety of ways including speaking to 

community groups and applying professional expertise to community 

concerns. 

 
3. Ministry Service 

Faculties are expected to make themselves available in various 

ministry capacities within their local church, para-church 

organization, or for short-term outreach opportunities. Faculty and 

ministers knowledgeable about the ministry venture should evaluate 

this area. It is not enough just to participate but to participate with 

excellence, leadership, and passion. Examination of the fruit of these 

ministry assignments should be considered in the evaluation process. 

 
4. Professional Service 



P
ag

e4
1

 

 

Faculties are expected to make their professional knowledge and 

skills broadly available to society. They should develop skillful, 

knowledgeable and practical applications and extensions of their 

academic fields and specialties, and then use these skills to make a 

positive impact on society. Public service should be grounded firmly 

in University programs. 

 
Professional responsibilities outside the classroom may also include 

involvement in a professional organization within the faculty 

member’s discipline in ways that are not directly related to the 

knowledge base of the discipline. Examples include:  hold a major 

office or participate in a professional organization, chair or serve as a 

member of a committee, consult, etc. In order for activities like these 

to be considered in a personnel review, there must be some system for 

documenting performance. For retention and promotion 

considerations, the documentation of these activities may take a 

variety of forms including letters of recommendation from informed 

colleagues or a list of accomplishments while serving in a given 

capacity. 

 
FACULTY DEVELOPMENT PLAN 

After the performance review, the Dean of Academics and faculty member 

write a Faculty Development Plan for the next academic year, taking into 

account the past year’s performance. The Development Plan is based on 

the Performance Review and is written by the Dean of Academics and 

faculty member. It should list specific things the faculty member should do 

to improve and develop performance (i.e., attend workshops or other 
faculty development opportunities, be mentored by a qualified/approved 

faculty member)—anything that will promote and enhance the faculty 

members’ skills and talents. 

 
Faculty members should have proficiency in the areas noted in Appendix 

G (Professional Development Opportunities for Faculty). This proficiency 

should be considered when writing the Development Plan. 

 
The plan should identify areas for improvement and development and 

should include, but not be limited to, the following: 

 
1. Specific actions and timelines to enhance and develop the faculty 

member’s competence and remedy any areas of weakness. (Attend 

professional meetings; attend instructional seminars and workshops, 

both on and off campus; develop self-study programs approved by the 

Dean of Academics; and/or participate in any activities that will 

enhance his or her professional expertise and bring the faculty member 

to the highest level of distinction possible.) 

2. Specific actions and timelines to advance the school toward the 

achievement of its mission. 
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Librarian 

Performance 

Review 

Oikos University library faculty members who hold rank as assistant 

librarian, or associate librarian will be considered for promotion consistent 

with the promotion policy. This policy provides for faculty to be judged on 

the basis of 1) professional librarianship; 2) scholarship and/or creative 

works; and 3) University administration and community, ministry, and 

professional service. Librarianship replaces the teaching and advising 

criterion in the evaluation of library faculty as a more inclusive term of the 

unique responsibilities professional librarians have in the academic 

endeavor. 

 
The performance review criteria for librarians are a modification of the 

criteria for faculty and it reflects the Model Statement of Criteria and 

Procedures for Faculty Status adopted by the Association of University and 

Research Libraries of the American Library Association. In accordance 

with these national standards, Oakland recognizes the master’s degree in 

library science from a program accredited by the American Library 

Association as the terminal degree. 

 
Oikos University Library evaluates its faculty by the following criteria. In 

addition, because of the unique mission of the University and library, it is 

expected that librarians will exhibit spiritual vitality through their Christian 

witness, both personally and professionally. 

 
PROFESSIONAL LIBRARIANSHIP 

 
 

SCHOLARSHIP AND/OR CREATIVE WORKS 

Research in librarianship is scholarly investigation conducted to expand 

the knowledge base of library and information science. Areas subject to 

investigation include the study of library methods for the acquisition, 

control, retrieval and dissemination of information as well as the broader 

processes by which information is created, stored and communicated. 

Evidence of a coherent research design demonstrated by concentration on 

one aspect or related aspects of librarianship will be expected. Scholarly 

activities may include but are not limited to items on this list. 

 
1. Publication, or acceptance for publication, of the following: articles, 

preferably in refereed journals; monographs or chapters in books; book 

reviews; and other publications (e.g., annotated bibliographies, 

bibliographic essays, indexes, technical reports, electronic databases, 

automated reference guides). Publications that are not disseminated 

beyond the campus are to be evaluated as components of librarianship. 

 
2. Professional participation and performance in the library faculty 

member’s areas of expertise:  presenting papers at professional 

meetings; serving as referee of submitted articles/presentations; and 

serving on a regional or national committee involved directly with 

librarianship (e.g., serving on a committee to set professional standards 

is professional participation). 
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3. Education attainment and continuous study in one’s field of 

librarianship. Examples include the following: earning professionally 

appropriate credits; earning professionally appropriate continuing 

education units; attending professional meetings. 

 
4. Participating in professional improvement workshops both on and off 

campus; giving a report to colleagues after being a participant in 

professional improvement activities both on and off campus; and 

providing evidence of how the information learned has been effective 

in their professional growth. 

 
5. Grant to support research, preferably as project director or principal 

investigator. 
 

6. Peer recognition exemplified by awards or other honors. 

 
UNIVERSITY ADMINISTRATION AND COMMUNITY, MINISTRY AND 

PROFESSIONAL SERVICE 

Service is involvement in University, professional and community 

activities related to the mission and public services objectives of Oikos 
University, the University Library and the library profession. Quality of 

performance and substance of contributions must be demonstrated and 

verifiable. 

 
1. University Administration 

This service includes:  Serve on library and University committees; 

conduct student Bible study/fellowship groups and regularly attend 

chapel; conduct on-campus advisory or consulting activities; and 

conduct on-campus speaking engagements. 

 
2. Community Service 

When possible, the library faculty member’s performance in this area 

should apply professional expertise to some community concern such 

as: membership, participation, office or committees in organizations; 

invited presentations; workshop or conference participation; and radio 

and television appearances. 

 
3. Ministry Service 

Library faculty are expected to make themselves available in various 

ministry capacities within their local church, para-church organization, 
or for short-term outreach opportunities. Faculty and ministers 

knowledgeable about the ministry venture should evaluate this area. It 

is not enough just to participate but to participate with excellence, 

leadership, and passion. Examination of the fruit of these ministry 

assignments should be considered in the evaluation process. 

 
4. Professional Service 

Examples include: membership, participation, office or committees in 

relevant professional organizations; editorships; and consulting for 

libraries and organizations. 
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This policy shall not be read to abridge the requirements of a University’s 

accrediting agency guidelines. 
 
 

Regular Faculty 

Review and 

Faculty 

Development 

Procedure 

1. Every five years, each regular faculty member will be evaluated 

for the purpose of general review, development, recognition and 

merit and for continuation of employment. This process will 

include evaluating how past individual-based and school-based 

performance objectives have been met, as well as how the faculty 

member has maintained a level of overall performance 

commensurate with the level and proficiency required for the rank 

that faculty member holds. 

 
2. The regular faculty shall select a Review Committee. 

 
3. The Review Committee shall conduct a review and give a written 

recommendation to the Dean of Academics. The recommendation 

shall: 
a. Describe the faculty member’s strengths and weaknesses. 

b. Assess the faculty member’s performance over the past five 

years in relation to the rank(s) held. 

c. State whether or not the faculty member performed at a level 

commensurate with his or her rank. 

d. Include suggestions for improvement as appropriate. 

 
4. The Dean of Academics reviews the recommendation of the 

Review Committee and makes his or her own assessment. The 

Dean of Academics meets with the faculty member to discuss the 

findings. Unless the faculty member is found not to have 

maintained a level of overall performance commensurate with the 

level and proficiency required for the rank that faculty member 

holds, the Dean of Academics will recommend that the faculty 

member be given a new contract with a five-year review period. If 

the Dean of Academics determines that the faculty member has not 

maintained a level of overall performance commensurate with the 

level and proficiency required for the faculty member’s rank, one 

of the following actions will be recommended: 

a. That the faculty member be given a new contract with a review 

period of no more than two years, with a faculty development 
plan covering the same number of years. The Dean of 

Academics and the faculty member will create a proposed 

faculty development plan. The faculty development plan 
should include specific action plans and timelines consistent 

with plans required in the Performance Planning, Review and 

Development policy. 

b. If the Dean of Academics determines that there is not a 

reasonable likelihood that the faculty member could, in 

conjunction with a faculty development plan, achieve a level 

of overall performance commensurate with the level and 
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proficiency required for the rank that faculty member holds, 

the Dean of Academics will recommend that the faculty 

member’s employment be terminated, and that the faculty 

member be appointed to a terminal year. 

c. Under extenuating circumstances, as an alternative to the 

appointing of a faculty member to a terminal year upon 
termination, the Dean of Academics may recommend that the 

faculty member be denied a contract. 
 

The Dean of Academics shall provide his or her recommendation and, if 

appropriate, the faculty development plan to the president for final 

approval. Termination of employment shall require consultation with and 

approval by the president. 
 
 

 

Sabbatical Leave 

(not applicable) 

Sabbatical leave is available for full-time faculty and administrators 

holding faculty rank. A sabbatical is for research, study, writing or other 

creative work contributing to the upgrading of degree status, or to the 

professional development and effectiveness of the recipient. Sabbaticals 

are not for reasons of health, rest or general travel, except as these may 

serve the main purpose. 

 
A sabbatical shall not be granted primarily for the purpose of augmenting 

income. Ordinarily, the faculty member or administrator may not accept a 

salaried position while on sabbatical. However, approval of a salaried 

position may be granted if such an experience is expected to contribute 

significantly to professional growth and development. 

 
ELIGIBILITY AND APPROVAL 

Any leave of absence with pay, including a sabbatical, is considered a 

privilege. To be eligible for a sabbatical, a faculty member or administrator 

must meet the following requirements: 

1. A minimum of full six-year service as a faculty member and/or 

administrator of Oikos University for each leave requested; 

however, the six years need not be consecutive. 

2. If the administration requests a faculty member or administrator to 

postpone his sabbatical, the accrual of time toward his next leave 

shall follow the same schedule as if he had taken leave when 

eligible. 

3. If a faculty member or administrator elects to postpone his 

sabbatical for personal reasons, the accrual of time toward his next 
leave shall begin with his return from the leave. 

4. The faculty applicant must submit the completed Sabbatical 

Request Form (see Appendix A) to the Dean of Academics by 

March 1 of the year preceding the academic year for which the 

leave is requested, stipulating how he will use the leave. The Dean 

of Academics and the president approve the request. 

5. The administrator submits his request to the Dean of Academics 

prior to the beginning of the academic year for which the leave is 
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requested. The request stipulates how he will use the leave and 

how his responsibilities will be met during his absence. The 

request is approved by the Dean of Academics and the president. 

 
COMPENSATION 

Compensation for a sabbatical is not delayed salary for services already 

rendered, but is an investment in the future improvement of the University. 
A faculty member who is granted leave shall receive one of the following 

salary arrangements: 

1. For one semester of leave, the salary will be 100% of the 

contractual salary. 

2. For two semesters of leave, the salary will be 50% to 100% of the 

full contractual salary. 

 
For a two semester faculty sabbatical, the determination of percent of 

salary (50% - 100%) will follow these guidelines: 

1. A faculty member will receive full salary if he provides evidence 

in the proposal that he and the University will receive maximum 

benefits from the outcomes of the experience. Outcomes could 

include reasonable promise of receiving grants, publishing books 

and articles, or major presentations. The greater the benefit of 

these outcomes to all concerned, the greater the salary percentage. 

2. The Dean of Academics and the president must approve the salary 

decision. 

 
Sabbatical compensation for administrators will be individually negotiated 

and paid at a level commensurate with the amount of leave. 

 
During a sabbatical, the University and the employee shall continue their 

portions of payments toward insurance and retirement. Health and life 

insurance coverage shall remain at a level based on the full nine-month 

contractual salary for faculty members and the full yearly salary for 

administrators. 

 
When leave is granted, it is expected that the University will be benefited; 

therefore, the faculty member or administrator is expected to return to the 

University for one regular academic year following the sabbatical. Failure 

to do so obligates him or her to refund the portion of the compensation 

received from the University while on leave, unless otherwise provided. 

 
REPORTING 

A faculty member returning from a sabbatical shall submit a full written 

report of his sabbatical activities to the Dean of Academics within 30 days 

of his return. An administrator returning from a sabbatical shall submit a 

full written report of his sabbatical activities to the Dean of Academics and 

the president within 30 days of his return. 

 
The sabbatical report should include both a summary and evidence of the 

leave accomplishments in relation to the sabbatical application. The 

appropriate administrator shall review the report as part of the prescribed 
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evaluation process. The summary report and administrative assessment 

shall be placed in the employee’s file and shall be used as an evaluation 

tool for promotion and sabbatical request leaves in the future. 

 

Salary Increases 

 

Salary increments for faculty members are determined primarily by the 

individual criteria established for the evaluation of performance in 

teaching, scholarship and service and to maintain a competitive salary level 

with comparable institutions. The president determines, based upon salary 

remuneration formula and faculty evaluations, the salary for each faculty 

member within the total salary budget assigned to the University. 

 
Releasing 

Faculty from 

Contract 

 
The obligation to give due notice of termination of employment is 

reciprocal. Faculty members, as part of their responsibility to the 

University and their profession, should make every effort to give the 

administration adequate time to find a replacement if and when they desire 

to leave Oikos University. 

 
Faculty contracts are to be regarded as mutually binding and the signed 

acceptance of such contracts by the members of the faculty is always to be 

done in good faith. This statement implies that the individual faculty 

member will promptly terminate any other contract negotiations, which 

may be in progress, and will not initiate any new negotiations for the 

coming year. 

 
The University will grant a release from a signed contract only in 

exceptional cases, normally involving circumstances beyond the 

individual’s control. In the case of faculty members who have signed their 

reappointment contract, release from contract to take another position will 

be considered if: 

1. The offer of or the invitation to apply for another position did not 

come as a result of any solicitation or encouragement by the 

faculty member, or 

2. The position in question represents an opportunity for significant 

professional advancement. 
3. Final judgment as to whether the foregoing conditions have been 

met is to be made by the Dean of Academics. 

 
Contract 

Termination 

 
DEFINITION OF DISMISSAL 

Dismissal, as used in this policy, means the termination of a regular faculty 

member or the termination of a non-regular faculty member prior to the 

end of a term appointment to which that faculty member would otherwise 

be entitled, based on the policies of the University, but does not include the 

termination of faculty member due to University-wide financial exigency 

or extensive curtailment in or discontinuance of a program of study or 

department of instruction. Only the president, operating under the authority 

of the Board of Directors, has the authority to dismiss a faculty member. 
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PREDISMISSAL 

Normally, dismissal should only be instigated as a last resort—after all 

appropriate measures for reconciliation and/or correction have been 

attempted. When a reason arises to consider dismissal of a faculty member, 

the Dean of Academics shall arrange a personal conference or conferences. 

The Dean of Academics will invite the faculty member and any other 

appropriate individuals to discuss the reason(s) for considering the 

dismissal of the faculty member. At this point, the matter may be resolved 

by mutual consent. The University may propose the use of mediation as 

one means of achieving reconciliation if both parties are agreeable. 

Mediation will be conducted in accordance with the University’s 

Mediation Agreement (see Appendix B.). 

 
REASONS FOR DISMISSAL 

The dismissal of a faculty member shall only be for just cause. Such cause 

must be related to the faculty member’s performance of professional duties 

or responsibilities. Just cause means gross misconduct such as: violation 

of professional ethics, insubordination, and refusal to perform reasonable 

assigned duties, immoral behavior contrary to biblical standards, 

incompetence, and failure to perform at a level commensurate with the 

rank held as specified in the University standards or actions inimical to the 

best interests of the University as determined by the University governing 

board. Dismissal shall not be used to restrain faculty members in the 

exercise of academic freedom. 

 
PROCEDURE 

1. The Dean of Academics will determine those cases in which 

proceedings to dismiss a faculty member might be appropriate. 
2. The faculty member may be immediately relieved from any and all 

academic duties at the discretion of the Dean of Academics when 

reason arises to consider dismissal of the faculty member. Such 
suspension of duties shall be without loss of compensation. 

3. If the matter has not been resolved after the pre-dismissal 

conference(s) with the faculty member, the Dean of Academics 

may initiate formal proceedings to dismiss the faculty member by 

writing up a statement to that effect. This statement shall contain: 
a. The reason for dismissal. 

b. The names of witnesses—if known—who will testify in 

support of the specific reasons stated. 
c. The nature of the testimony likely to be presented by each of 

the witnesses. 

4. A copy of this statement shall be given to the faculty member in 

person or sent by certified mail to the faculty member’s address of 
record. 

5. The faculty member may submit to the Dean of Academics an 

answer to the statement within 15 calendar days. If the faculty 
member fails to answer within 15 calendar days of receipt of the 

statement, the Dean of Academics may recommend to the 
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president that the faculty member be dismissed. Any such 

dismissal by the president shall be final. 

6. If the faculty member answers the Dean of Academics in 15 

calendar days disagreeing with the statement, and the Dean of 

Academics decides to proceed with dismissal, the Dean of 

Academics or the Dean of Academics’s designee shall so notify 

the faculty member in writing within 15 calendar days and shall 

have such notice given to the faculty member in person or sent by 

certified mail. Such notice shall inform the faculty member of the 

reasons for dismissal and afford him or her opportunity to be heard 

by the Hearing Committee. 

7. Within 15 calendar days of receipt of notification from the Dean of 

Academics, the faculty member shall notify the Dean of 

Academics of his or her decision to have a hearing. If the faculty 

member fails to respond within 15 calendar days of receipt of 

notification, the Dean of Academics may recommend to the 

president that the faculty member be dismissed. Any such 

dismissal by the president shall be final. 

8. Within 30 days, if the faculty member has, in a timely manner, 

requested a hearing, the standing Hearing Committee shall proceed 

as follows: 

a. The Hearing Committee shall consist of five (5) members. 

Four (4) members shall be selected from regular faculty 

members by the Dean of Academics in consultation with the 

president at the beginning of each academic year. One member 

shall be selected from the President’s Administrative Council 

who holds faculty rank. The Hearing Committee shall elect the 

chairperson from its membership by majority vote. 

b. The Dean of Academics or his or her designee shall inquire of 

each of the selected Hearing Committee members whether 
there is any reason he or she would be unable to hear the case 

fairly and impartially and render a fair and impartial decision. 

9. From this point, the Hearing Committee shall be in charge of all 

subsequent stages in the hearing process until the Hearing 

Committee has forwarded its report and recommendations to the 

president. 

10. The Hearing Committee chairperson shall set a time and place for 

the hearing and shall notify the other committee members and the 
faculty member. The chairperson shall be in full charge of the 

hearing, which shall be conducted according to established 

procedures and include representation, examination and cross- 

examination of witnesses and timeliness of process. The hearing 

shall be closed. At the request of the faculty member, a 

stenographic record of the proceedings will be made at the expense 

of the University. 

11. The Hearing Committee chairperson shall submit a final report that 

shall contain findings of fact and recommendations to the 
president. The final report shall be submitted to the president 

within 15 calendar days of the conclusion of the hearing and a 

copy delivered to the faculty member. Additionally, members of 
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the committee may submit individual reports to the president and 

send a copy to the faculty member. 

12. Upon consideration of the committee’s report(s), the decision 

concerning dismissal shall be at the sole discretion of the 

institution as represented by the directors acting through the 

president, which decision shall be final. 
 

Retirement The Bible teaches that a person is to keep active in the service of the Lord 

as long as health and mental capacity continue. Therefore, retirement must 

not be considered a cessation of activity, but an opportunity to cultivate 

more fully divinely bestowed gifts, which other obligations may have 

hindered previously. Unfortunately, in our society the biblical view of the 

aging process has given way to the acceptance of retirement as a social 

expectation or an economic necessity. With that acceptance, retirement 

becomes a forced option rather than a voluntary action, and chronological 

age rather than competency becomes the determining factor in retirement. 

Such a worldly view must not dictate the retirement policy of Oikos 

University. While faculty members who perform at a sub-standard level 

should be dismissed, an age ceiling should not be a factor. 

 
Therefore, in accord with biblical principles concerning work, the 

University encourages faculty members to continue in their positions as 

long as they are able to perform their responsibilities satisfactorily. 

However, recognizing that certain benefits become available at age 65, the 

University grants the following options to faculty members upon and after 

reaching that age: 

1. Continuance as a full-time faculty member under contract, with the 

continuance of the same benefits previously received. 
2. Continuance in a limited role. The teaching load, salary, medical 

benefits and responsibilities such as student advising and 

committee work will be negotiable and defined in an annual 

contract. 

3. Full retirement. Retired faculty will receive library privileges. 

They are invited, indeed encouraged, to continue to participate in 

the life of the University community. 
 

When a faculty member determines his personal retirement plans, he 

should consult with the Dean of Academics. 

 
EMERITUS STATUS 

 

Policy 
Faculty members may be granted emeritus status by action of the president 

and by ratification of the Board of Directors. The title “emeritus” may be 

conferred upon persons who have honorably served Oikos University until 
normal retirement age of 65 and have held faculty and/or administrative 

rank status for a minimum of 10 years. The title conferred shall be that of 

the highest position and/or rank plus the term “emeritus,” which the person 

held for at least 10 consecutive years. The title may be conferred while the 
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person is employed if the person is holding a different position from the 

one that will reflect the emeritus designation. 

 
Persons accepting this title are indicating their concern for and their 

commitment to Oikos University. Oikos University would grant the 

following privileges to these faculty members: library privileges; office 

and laboratory facilities as space permits; secretarial service as personnel 

are available; participation in convocations and academic processions; and 

listing in the Catalog. 
 

Procedure 
1. The immediate supervisor of a faculty member approaching 

retirement, or the president in the case of a member of the 

President’s Administrative Council, is responsible for reviewing 

the individual for possible emeritus status and making a 

recommendation. 

2. The supervisor makes a written recommendation to the next higher 

level of supervision and shall submit it concurrently to the Dean of 

Academics and the chief financial officer. Recommendations shall 

include rationale that explains the expected benefits to the 

University of granting emeritus status. 

3. The chief financial officer shall forward his comments and 

recommendation for approval/disapproval to the Dean of 

Academics. 

4. The Dean of Academics shall forward his comments and 

recommendation, together with those from the chief financial 
officer, to the president for approval/disapproval. 

5. The president shall submit recommended approvals to the Board of 

Directors for ratification. 
6. Upon ratification by the Board, the chief financial officer shall 

notify the individual in writing that emeritus status has been 

conferred by the University and shall notify the individual of the 

privileges associated with emeritus status. 
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Faculty Operations 

 

Office of the 

Dean of 

Academics 

Oikos University’s goal is to equip faculty with the knowledge, skills and 

faith integration perspectives necessary to train leaders who will influence 

their world from a Christian belief system. Faculty development and 

curriculum design/development are two of the primary functions of the 

Office of the Dean of Academics. These functions are described below. 

 
FACULTY DEVELOPMENT 

Effective faculty development promotes academic achievement as well as 

faith-related goals. An in-depth review of pertinent literature identified 

specific characteristics of well-planned faculty development programs, 

which the Director plan incorporates. These elements include: 

1. Opportunities for instructional and personal development aligned 

with the organization’s mission and purpose (e.g., quality 
instruction to train leaders, integrating faith perspectives into 

course content). 

2. Necessary institutional supports and incentives for improvement. 
3. Faculty involvement in planning and assessing programs. 

4. Institutional support to encourage instructional collaboration. 
5. An array of activities linked to stages of faculty careers. 

 
Based on the above information, the Director conducts the following 

activities: 

1. Faculty Workshops and Other Training Opportunities: The Office 

of the Dean of Academics offers a full array of support services 

tailored to the needs of faculty members. These include distance 

education and technology-oriented training sessions to assist 

instructional staff in developing necessary skills for use in face-to- 

face and online courses. 

2. New Full-time Faculty: 

a. Orientation - Under the direction of the Dean of Academics, 

Oakland provides an orientation program for all new full-time 

faculty members. This program offers a daylong introduction to 

the various support departments, library resources and some 

hands-on experience with Oikos University’s e-mail and 

Internet resources. 

b. Mentoring Resources - A new faculty member may team with a 

mentor (certified by the Master Instructor Program) to 

complete a series of interviews and observations centered on 

the application of key skills, reflect on personal teaching styles 

and collaboration to improve instructional expertise. Training 

sessions in the collaborative coaching model will be offered 

prior to beginning the process, and participant assessments of 

the total orientation experience will complete the yearlong 

program. 



P
ag

e5
3

 

 

c. Online Faculty Development Resources - All faculty will be 

introduced to and encouraged to take advantage of the 

University’s online training module for faculty development 

theories and resources. Each new faculty member is also 

encouraged to participate in the faculty training sessions 

developed by the school. 

3. Adjuncts and Teaching Assistants (TAs): The Dean of Academics 

is responsible for providing appropriate orientation and training 
opportunities for all adjuncts and teaching assistants employed by 

the University. Adjuncts and TAs may participate in the 

development activities offered by the Office of the Dean of 
Academics. 

4. Master Instructor Program (MIP):  The MIP is an instructional 

mentor-training course. The Dean of Academics recommends 

faculty members to participate in the year-long program. Necessary 

qualifications include: 
a. Demonstrated instructional effectiveness. 

b. At least three years of prior instructional experience at the 

College-level. 
c. An expressed desire to assist colleagues in the instructional 

improvement process. 

d. A commitment to participate in two two-hour training sessions 

per month during the academic year. 

 
Master Instruction Program (MIP) participants receive training in the areas 

of collaborative coaching, instructional design, adult learning theories, 

instructional technology and faith and learning integration. A stipend is 

awarded to those who participate in the course and successfully complete 

the certification process. Certified faculty will serve as instructional 

mentors and/or trainers, and will receive stipends for participation in these 

activities. Periodic recertification will be required for ongoing development 

of the faculty mentor. The number of MIP training positions may vary from 

year to year, and participation is limited to available openings. 

 
A certified mentor may be asked by the Dean of Academics to coach a 

faculty member who volunteers or needs to go through at least one cycle of 

collaborative coaching. Under these circumstances, results of the process 

between the faculty protégé and the mentor shall be confidential. 

 
The MIP process is subject to ongoing evaluation and refinement—based 

on faculty and administrative input—to ensure alignment of program goals 

with the University’s mission and purpose. Assessment data may be 

collected through surveys, focus groups, one-on-one interviews and other 

appropriate measures. Documentation of evaluation activities and 

improvement plans will be kept as evidence for the strategic planning and 

assessment process. 

 
CURRICULUM DEVELOPMENT/DESIGN 

The Dean of Academics devotes time to curriculum development and 

design in an effort to meet the University’s objective to have an improved 
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average faculty instructional quality. The Director’s curriculum 

development and design services include the following activities: 

1. Faculty Consultations: The Director meets regularly with faculty 

and instructional team members to review course design and assist 

with curriculum development. 

2. Faculty Workshops and MIP: The faculty development workshops 

and the MIP provide knowledge and experience with curriculum 

development and instructional activities. 

3. Course Review Process:  The Director manages a review process 

for the effective design and delivery of all distance education 

courses. 

 
OFFICE HOURS 

The primary objective of Oikos University is to teach students—II Timothy 

2:2. Therefore, each faculty member shall make it his or her highest priority 

to be available to students for instructional, counseling and related 

purposes. Each faculty member, whether full or part-time, shall maintain 

sufficient office hours to provide ample opportunity for contact with 

students. A minimum of six hours per week shall be required for full-time 

faculty, except as approved by the Dean of Academics. The Dean of 
Academics shall review and approve faculty member office hours each 

term. For part-time and adjunct faculty members, the office hours may be 

conducted by phone, e-mail, or by mutual agreement. 

 
CONSULTING AND EXTERNAL WORK 

Oikos University encourages faculty to be involved in off-campus projects. 

This enhances the reputation of the University, promotes good public 

relations, contributes to professional development and provides a service to 

external publics. 

 
Any faculty doing consulting or other external work for remuneration must 

complete the Consulting or External Work Request Form (see Appendix C) 

and obtain the Dean of Academics’s approval. The external work should 

not exceed an average of more than one day a week nor more than 15 days 

per semester during the academic year. Should a faculty member have a 

need to exceed the number of days allowed, it will be necessary to take any 

additional time as an unpaid leave of absence unless otherwise approved by 

the Director of Academic Affairs. 

 
The Director of Academic Affairs will maintain a log of consulting, 

external work approvals and will review these with the president 

periodically to ensure consistency of application throughout the University. 

 
Consulting or external work should not interfere with a faculty member’s 

teaching schedule or other University responsibilities, which are the 

primary role of a professor. It is important that outside consulting/work 

activities should not place an unusual burden or expectation on other staff. 

Consulting also should not hinder or replace a faculty’s responsibility to 

produce scholarship. No financial or secretarial support is provided for 

these outside activities unless the Dean of Academics determines there is a 
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legitimate reason for the University to cover such support because of 

unusual benefit to the University. 

 
CURRICULUM DEVELOPMENT 

The president is responsible to the Board of Directors for the curricular 

affairs of the University. At the president’s request, the Dean of Academics 

may represent the University in curricular matters that come before the 

Board of Directors or its Academic Affairs Committee. 

 
The Dean of Academics and faculty shall formulate curricular policy and 

develop, implement, review and revise the University’s curriculum. 

Normally, this process takes place within a formalized committee structure 

with the Dean of Academics chairing a faculty curriculum committee. This 

committee should have the primary responsibility for recommending to the 

president curricular policy, planning, evaluation and major changes. 

 
As a general rule, curricular changes will not be implemented without the 

approval of the Dean of Academics and the president. Examples of 

curricular changes include creation and deletion of emphasis areas, policies 

or changes that go beyond the University minimum or substantial revisions 

in curriculum. 

 
All curriculum changes will be fully documented and will be submitted to 

the president by the Dean of Academics. At a minimum, the documentation 

will include a full description of the change rationale and implementation 

process, which will include a plan for notification of students and a 

timetable. Changes will be effective at the beginning of the next academic 

year. All changes made in preparation for a new catalog publication year 

must be made prior to the time of the final catalog submission date. No 

further revisions will be permitted past that date for the ensuing year. 
 

Curricula Review 
The curricula shall be congruent with the mission of the University as 

stated in the mission statements. The faculty curriculum committee shall 

conduct regular, ongoing evaluation of their curricula in preparation for 
publishing the next Catalog or an addendum to the Catalog. The faculty 

curriculum committee shall coordinate their work with the president’s 

strategic plan in order to show evidence of planning and use of evaluations 

to improve educational results-student outcomes, stated goals and 

objectives. The reason for course changes should be documented. Courses 

that remain in the Catalog, but are offered less frequently than annually, 

should be so designated in the Catalog. 

 
By December 1 of every odd-numbered year (e.g.,. 2007, 2009), the Dean 

of Academics shall submit a curricula effectiveness report to the president. 

 
The report should include data and information (including faculty and 

student evaluation of courses and programs) necessary to assess the 

curricula in relation to University standards:  University mission, goals and 
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objectives; University mission, goals and objectives; student outcomes; and 

support by financial and instructional resources. 

 
The Dean of Academics shall submit the reports to the Academic Council. 

The Academic Council shall review the reports to determine if the policies, 

courses, and programs meet the University curricula standards. 
 

Degree Program Additions 
All proposals for new programs should follow the Outline for Proposals for 

New Programs. Upon recommendation, the Academic Council shall review 

all proposed new degree programs, as well as existing programs 

undergoing major modification. The proposal should include planning and 

evaluation procedures. 

 
Upon recommendation of the Academic Council, the president shall submit 

new degree program proposals to the Board of Directors for approval. After 

Board approval, the Dean of Academics and faculty, in consultation with 

the president, shall develop curricular policies and courses for the degree 

program and submit them to Academic Council for approval prior to 

implementation. 

 
Note that the addition of a degree program will typically constitute a major 

substantive change and should be reviewed and approved by the school’s 

accrediting bodies (if any) and by the State (e.g., California’s Bureau for 

Private Postsecondary and Vocational Education). 
 

Degree Program Deletions 
The University may not delete any degree program that has been approved 

by the Board of Directors without prior approval by the Academic Council. 

The Academic Council must approve proposals for deletion no later than 
January 15 of the calendar year before the academic year in which the 

program is no longer offered. Steps shall be taken to enable students who 

previously have been enrolled in a discontinued degree program to 

complete that program and to be awarded an appropriate degree. Note that 

the deletion of a degree program will typically constitute a major 

substantive change and should be reviewed and approved by the school’s 

accrediting bodies (if any) and by the State (e.g., California’s Bureau for 

Private Postsecondary and Vocational Education). 
 

Degree Program Changes 
Minor changes to degree programs, including course additions, changes in 

course content or deletions, shall be approved by the faculty curriculum 

committee and the Dean of Academics. If cross-listed with other programs 
in the University, the respective faculty teaching such courses should 

review such course changes. 

 
All course changes should then be submitted to the Dean of Academics, 

who then may submit them to the faculty curriculum committee, which will 

review for course duplication and/or conflicts. Upon the committee’s 

approval, changes will be communicated to the Registrar’s Office and the 
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change initiated. If there is course duplication or conflict, the faculty 

curriculum committee should notify the Dean of Academics for resolution 

of the matter. 

 
Requests for changes in courses must be submitted and approved two 

weeks prior to the time when course schedules for fall are due, of the year 

they are to become effective. 
 

Course Additions 
The University may offer a course not listed in the current Catalog by 

submitting a description of the course in writing to the Registrar’s Office as 

part of the semester course schedule. If approved by the Dean of 
Academics, the new course shall be offered as a seminar or special topic 

course. If the new course is to be offered for more than one semester it may 

be added as a permanent course listing in the next published Catalog and 

will be assigned a regular course number. 
 

Non-English Programs 
Faculty members desiring to offer courses in languages other than English 

must adhere to the following procedures and receive final approval from 

the Dean of Academics and president. 
1. Confer with the Dean of Academics as to the expected 

course/program competencies and the method of evaluation that to 

be used to measure such competencies. The Director must approve 

the faculty member’s proposal as being consistent with University 

standards, standards of the accrediting bodies, standards of the state 

authority (e.g., California’s BPPVE), and the appropriate 

contextual content. 

2. Upon the Director’s approval, the course/program must be offered 

at least once in the cultural context so that the reliability of the 
competencies and method of evaluation may be confirmed, as well 

as the fidelity of the course content and translation. This 

confirmation would be submitted in writing to the faculty member 

and the faculty curriculum committee. 

3. Sufficient quality control language specialists must be engaged for 

each language to ensure that the programs are delivered and 

understood at a comparable level. 

4. Programs offered in a foreign language will be evaluated in the 

same manner as courses offered in English and must maintain 

comparability with courses offered in English. 

5. The Dean of Academics will conduct program evaluation of non- 

English programs on an annual basis. 
 

Concentrated Course 
All courses offered in a concentrated format must be structured to ensure 

that competencies and outcomes are comparable with full-time programs. 

The Dean of Academics will assist faculty members in the design for such 

programs and in determining the comparability and effectiveness of such 

programs. Curriculum evaluation should adhere to timelines described in 

the curriculum review section of this policy. 
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GRIEVANCE 

This policy supplements the administrative and academic procedures of 

Oikos University and provides a grievance procedure that ensures a just 
and reasonable process and fair treatment for faculty members. It is 

expected that the grievance procedure will only be initiated if a dispute 

cannot be resolved through the normal process of reasoned discussion 
consistent with the principles of Scripture. 

 
We believe that God is a God of reconciliation who desires that people be 

reconciled both with God (II Cor. 5:16-21) and with each other (Eph. 2:14- 

18) in an atmosphere of peace and reconciliation. It is within this spirit of 

peace and reconciliation that we structure the current grievance procedures. 

We are guided by the biblical principle that reconciliation be sought at the 

lowest possible level of conflict, involving the fewest number of people. 

 
As used in this policy, a grievance is any material dispute between a faculty 

member and an administrator that cannot be resolved by the parties. This 

policy may not be used to grieve any action—such as termination, sexual 

harassment or other action—covered by another policy containing a due 

process procedure. 
 

Mediation 
The opportunity for mediation shall be available at any stage of this process 

in lieu of any further proceedings herein. There shall be two mediators, 

both experienced and competent in mediation, selected from persons 

employed by Oikos University. 

 
The mediators shall not charge for their services. The mediation procedure 

shall be governed by the code of ethics and standard of practice of the 

Society for Professionals in Dispute Resolution (SPIDR). Legal counsel 

shall not be admitted to any of the mediation meetings that occur as part of 

this process of grievance resolution. 

 
If both parties elect mediation, then mediation will proceed for up to a 

period of 30 days. If agreement is reached within that time, then the hearing 

process is stayed. If agreement is not reached then the hearing process is 

resumed. 
 

Procedure 
When a faculty member has a grievance that is not covered in another 

policy regarding a decision that he or she believes adversely affects his or 

her academic career at Oikos University, the faculty member should 
arrange a meeting with the individual(s) responsible for the decision. At 

that meeting, the faculty member should bring a written Statement of 

Grievance, which includes: 
1. A description of events leading to the action, which the faculty 

member is grieving. 
2. A description of the grievance. 
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3. The grounds upon which the faculty member is grieving the action 

and any applicable policies or procedures, if any. 

4. A statement of the remedy sought by the faculty member. 

5. Other supporting documents. 

 
The administrator must respond in writing to the faculty member within 21 

calendar days. If the matter is not satisfied, then the faculty member may 

appeal to the Dean of Academics, submitting the original Statement of 

Grievance, supporting documents, if any, and the administrator’s written 

response. The Dean of Academics shall review the appeal within 15 

calendar days. If the Dean of Academics determines that the appeal 

warrants review, it will be referred to the standing Hearing Committee. If 

the administrator named in the grievance is the Dean of Academics, the 

faculty member may appeal to the President, who will follow this same 

procedure. 
 

Review by Standing Hearing Committee 
The Dean of Academics shall arrange for the standing Hearing Committee 

to hold a hearing on the faculty member’s grievance within 30 days of its 

receipt by the Dean of Academics. The Hearing Committee shall proceed 

as follows: 

 
1. The Hearing Committee shall consist of five members and two 

alternates. At the beginning of each academic year, the Dean of 

Academics shall select, in consultation with the president, four 

members from the regular faculty and one member from the 

President’s administrative council who holds faculty rank. The 

Hearing Committee shall elect the chairperson from its membership 

by majority vote. 

2. The Dean of Academics or his or her designee shall inquire of each 

of the selected Hearing Committee members whether there is any 
reason he or she would be unable to hear the case fairly and 

impartially and render a fair and impartial decision. If any member 

of the committee cannot serve, then an alternate shall be appointed 
to serve. 

3. If the chairperson cannot impartially serve on a particular hearing, 

then an alternate should be appointed, and the group shall elect a 

chairperson for the particular hearing. 

 
From this point, the Hearing Committee shall be in charge of all subsequent 

stages in the hearing process until the Hearing Committee has forwarded its 

report and recommendations to the president. 

 
The Hearing Committee chairperson shall set a time and place for the 

hearing and shall notify the other committee members and the faculty 

member. The chairperson shall be in full charge of the hearing, which shall 

be conducted according to procedures as established and may include 

representation. The hearing shall be closed to all except the persons who 

have the advance approval of the Dean of Academics. 
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The Hearing Committee chairperson shall conduct the hearing and prepare 

a final report that shall contain findings of fact and recommendations to the 

president of the University. The final report shall be submitted to the 

president within 21 calendar days of the conclusion of the hearing and a 

copy delivered to the faculty member. Additionally, members of the 

committee may submit individual reports to the president and send a copy 

to the faculty member. Upon consideration of the committee’s report(s), the 

decision concerning the grievance shall be at the sole discretion of the 

institution as represented by the directors acting through the president, 

whose decision shall be final. 

 
SPONSORED FACULTY RESEARCH 

Oikos University recognizes the importance of sponsored research in 

developing the faculty academically. Sponsored research is any research 
conducted under the auspices of Oikos University, which is funded wholly 

or in part by an external agency or organization. 

 
The Dean of Academics is the University’s principal research officer. The 

president is the official University signatory for all research and sponsored 

programs. The chief development officer oversees the submission and 

acceptance of grants, and the establishment and enforcement of 

administrative procedures necessary to assure compliance with regulations 

of funding agencies for the operation of sponsored projects. 

 
Since the guidelines are intended to facilitate the research endeavors of the 

faculty, while protecting the interests of both the faculty and the institution, 

exceptions to the procedures should be rare and must have the Dean of 

Academics’s written approval. 
 

Guidelines 
The University supports the right of and encourages faculty members to 

engage in any sponsored research, as long as that research does not 

compromise the instructional and educational objectives established by the 

academic unit and the institution. The president, Dean of Academics, chief 

development officer, Director and/or director review each proposal to 

determine its appropriateness and weigh its cost against benefit. Emphasis 

is given to research that supports the University’s mission. 

 
Normally, sponsored research is not accepted when the terms restrict 

disclosure of the sponsor or the existence of the contract, adequate review 

of suitability to the academic program of the University or a faculty 

member’s academic freedom. 

 
In cooperation with the principal investigator and his or her academic unit, 

the University pledges to minimize publication restrictions imposed by 

accepted research contracts. Except under special circumstances, all 

research grants and contracts are submitted through, and administered by, 

Oikos University. Sponsored programs that require matching funds by the 

University (i.e., equipment) will normally be submitted by the University 

and fiscally administered by the Business Office. 
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Academic-year salary supplements, summer salaries and consultation 

service fees to faculty paid from grants and contract funds will be 

negotiated with the faculty members and approved by the Dean of 

Academics and the chief financial officer. All grants and projects should 

provide for appropriate University overhead expenses. 
 

Procedure 
We encourage preliminary discussions between faculty members and 

potential sponsors. These discussions often precede the preparation of a 

formal proposal. The chief development officer and his or her designee are 

available for discussion at any stage in the preparation of proposals. 

1. The faculty member interested in submitting a proposal should 

consult with the Dean of Academics to determine whether or not 
the proposed project is desirable to the goals of the unit. 

2. The faculty member should consult with the chief development 

officer or his or her designee regarding application and proposal 
development guidelines. 

3. The faculty member submits a proposal to the chief development 

officer. 
4. The chief development officer submits the proposal to the Dean of 

Academics for review and approval based on University priorities 

and any specific requirements or conditions existing at that time. 

5. The chief development officer obtains the president’s signature on 

the final copy. 

6. If a proposal is not approved for submission, the faculty member 

may appeal the decision to the president for reconsideration and 

decision. The president’s decision is final. 

7. If the proposed project involves special requirements (i.e., human 

subjects), the principal investigator is responsible for notifying the 

appropriate review board and providing all required justification 

for University and sponsor approval. 
8. All financial reports and statements, property and equipment 

reports, inventions reports, interim and final technical reports and 

close-out reports should be submitted through the Business Office, 

where copies are filed in accordance with grant or contract 

requirements. 
 

Research Time 
Research, publication and other scholarly activities are secondary to 

teaching at Oikos University. However, the University is committed to the 

concept of research time for faculty to pursue individual intellectual 
inquiry, to publish and to engage in creative activities designed to improve 

the educational experience of students. 

 
The awarding of time for research is not a routine matter. It is based on an 

assessment of the benefit of significant intellectual activities to the 

University and the academic unit and provides for regular and periodic 

review of accomplishments. 
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1. Purchased and contributed faculty time for funded research - 

Wherever possible, the cost of faculty time during the contract year 

should be reimbursed to the University from grant or contract 

funds. When required, faculty time may be contributed, especially 

when the funded research has provision for financial support for 

equipment. When the University agrees to such cost sharing of 

faculty time, the contributed time will be planned in the schedule of 

the faculty member. 

2. Faculty time for unfunded research - External funding is not always 

available to support the research activities of the faculty. To 

encourage creative activities, particularly in certain disciplines, 

time for academic research is provided by the academic unit’s 

budget. This time is awarded on the basis of a well-developed 

activity that has the Dean of Academics’s approval. It is essential 
that such time be based on an activity that is both scholarly and of 

benefit to the University, the unit and the faculty member. 

3. Faculty may engage in externally funded research not subject to 

University review and administrative control during periods of time 
when they are not covered by contract or as part of their consulting 

or external relationships described in the Consulting and External 

Work policy. 
4. It is essential to demonstrate, through regular and periodic 

evaluation of the benefits derived from research, that this money is 

being spent wisely. It is recognized that, while in certain areas the 

results of scholarly activities come to fruition only after a period of 

two or more years, more frequent evaluation of research time is 

necessary. Publication in a scholarly journal is certainly clear 

evidence, although not the only evidence, that the research is 

producing desirable results. Research in teaching and curriculum 

development may be more difficult to evaluate, but it is essential 

that an assessment be made. In extraordinary cases, outside expert 

review may be solicited in order to properly evaluate the research. 

 
PROTECTION OF HUMAN SUBJECTS IN RESEARCH 

From the beginning, mankind has been uniquely created as the image- 

bearer of God (Genesis 2:27). The Old Testament is very explicit on the 
requirement to respect and protect man as God’s image-bearer. Penalties 

for violations were usually severe and exacting. The New Testament tells 

us that we are to love one another as ourselves (Matthew 22:39), and even 
secretly held anger against one another is a sin against God (Matthew 

5:22). Biblical admonitions such as these tell us that biblical wisdom is 

needed when involving humans as objects of study. 

 
Since the National Research Act (P.L. 93-348) became law in July 1974, 

the Department of Health and Human Services (formerly DHEW) has 

issued and revised guidelines for the use of human subjects in research. 

Current guidelines are published in the Code of Federal Regulations 

(45CFR46, March 8, 1983) and specify the ethical principles that must be 

followed to ensure that research subjects are treated humanely, that their 

dignity is maintained and that their rights are preserved. 
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Ultimately, research efforts must be guided by three sources of criteria: the 

Holy Bible, civil laws and statutes and the mission of Oikos University. 

 
The aim of this policy is to establish ethical procedures, communication  

and standards that will ensure adequate safeguards in the conduct of 

research to protect the rights and well-being of the subjects of that research. 
 

Definitions 
University Review Board - A committee set up by the University to enforce 

this policy and review all human subjects research. May be organized as a 

School Review Board (SRB) or College Review Board (CRB). 

 
Principal Investigator - The person who has responsibility for such research 

will henceforth be called the principal investigator. For student-conducted 

research, the supervising faculty member is the principal investigator. 

 
Research - In this document the term research means the purposeful 

investigation of human behavior. 

 
Subject - An individual living person about whom a researcher obtains 

data, either directly through interaction or indirectly through observation. 
 

Jurisdiction 
The policies and practices contained herein apply to all research on human 

subjects conducted by personnel attending or employed by Oikos 

University. The University Review Board will have responsibility to assure 

adherence to these regulations. 
 

University Review Board 
The University Review Board is composed of a minimum of three faculty 

members. Each member must have the qualifications necessary to conduct 

an adequate and complete review of the research activities typically 

conducted at the University. The committee elects the chairman. 

 
The University, with the proviso that membership should be overlapping, 

shall determine the appointment and duration of membership. The Dean of 

Academics will identify and make available a consultant who will: 

1. Advise the University on current issues in the field of human 

subjects research. 
2. Provide, upon request of Review Board, or at the direction of the 

Dean of Academics, oversight review for proposals, particularly 

those that are potentially controversial. 

3. Provide expertise as needed in regard to specific proposals. 

 
The Review Board has the authority to review, approve, require 

modifications and disapprove all aspects of human subject research (as 

defined earlier) of the University that relate to the use of human subjects in 

research. Approval by a majority of the members is required for all official 

actions. 
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The Review Board must approve initial research proposals before the 

research may begin. The Review Board must review annually during the 

anniversary month, research projects lasting more than 12 months. 

 
Review Board records should include: 

1. Copies of all proposals reviewed with decision status. 
2. Minutes of Review Board meetings. 

3. Review Board membership list. 

 
The University must maintain records for at least three years after the final 

action of a research project. 
 

Research Exempt from this Policy 
The Review Board determines exemption status. The following research is 
exempt from this policy: 

1. Studies conducted in established educational settings involving 

research on regular and ongoing instructional events. 
2. Studies where the focus is on using educational tests and where the 

subject is unidentified. 
3. The research is a survey or observation of human behavior except: 

a. If responses are recorded in a way that subjects can be identified. 

b. If responses would place subject at risk of criminal liability or 

damage to finances, employability or dignity. 

c. If research deals with “nonpublic” behavior. 

4. Research involving existing public data. 
 

Overview of Review Board Approval Process 
The principal investigator bears primary responsibility to determine if his 

research is subject to the human subject’s policy and to submit that research 

to the Review Board approval process. When an investigator’s research 
qualifies for exemption according to the criteria above, only a summary 

statement of the research intention and exemption reason is forwarded to 

the Review Board for review prior to actually beginning the research. The 

Review Board has the final determination as to whether the research is 

exempted. The exempted research investigator still may request a full 

review of the research to document that adequate safeguards are in place. 

 
All persons conducting research on human subjects should avail themselves 

of the general ethical responsibilities delineated in relevant legal 

documents. There are discipline-related codes governing the conduct of 

research. The individual researcher should avail himself of the counsel and 

guidance of the codes, which apply to his disciplinary area. The researcher 

must initiate or coordinate the compilation of a research proposal as 

outlined in the format attached to this policy. 

 
The Review Board conducts the primary review of proposals according to 

the published criteria. The chairman is responsible for returning to the 

principal investigator information either on needed changes in the project, 

approval or disapproval. 
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When another individual within another institution is assuming 

responsibility for functioning as principal investigator over a project, the 

project has gone through its human subjects review board and the  

institution has final responsibility for ensuring the rights of the subjects, the 

research proposal does not have to go through Oikos University’s School or 

University Review Board. In these cases, informed consent form 

modifications will be made in conjunction with Oikos University’s policies 

on a case-by-case basis to help clarify project responsibility and liability. 
 

Criteria for Review Board Approval of Research 
For research approval, the following requirements must be satisfied: 

1. Involvement of subjects in the research project is consistent with 

biblical principles. 
2. Risks to subjects should be minimized. Minimal risk exists when 

the risks of harm anticipated in the proposed research are not 

greater, considering probability and magnitude, than those 

ordinarily encountered in daily life or during the performance of 

routine physical or psychological examinations or tests. 
3. Description of the process for selection of subjects. 

4. Informed consent is necessary and should be appropriately 

documented. 
5. Provision is made for monitoring the research process to ensure 

safety of subjects. 

6. Safeguards are used to protect the privacy of the subjects and to 

maintain confidentiality of data. 
 

General Requirement for Informed Consent 
Following are the basic elements of informed consent: 

1. Statements of: research procedures; general purposes; and 

expected duration of subject’s participation. 

2. Description of any foreseeable risks or discomforts. 

3. Description of any potential benefits to subjects or others. 

4. Statement of extent of confidentiality of records. 

5. If more than minimal risk, an explanation of whether compensation 

or medical help will be made available. 

6. Explanation of who to contact for questions of research or injuries. 

7. Provision at any time for participant to withdraw immediately from 

study. 
8. When appropriate, statement that procedure may involve 

unforeseeable risks. 

9. Because of unforeseen circumstances, subject’s participation may 

be terminated without regard to subject’s consent. 

10. Any financial additional costs to subject that may result from 

participation in the research. 
11. Consequences and procedures of subject’s decision to withdraw 

from research. 

12. Where appropriate, statement of where results of research are to be 

published or where available for viewing. 
13. The approximate number of subjects involved in the study. 
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The Review Board may approve proposals which do not include or alter 

some or all elements of those mentioned above or waive the requirements 

because: 

A. The research involves no risk to subjects or the institution. 

B. Waiver or alteration will not adversely affect rights of subjects. 

C. Research could not be practically done without waiver or 

alteration. 
 

Human Subjects Review Board Research Proposal Format 
Each proposal must be preceded by a one-page abstract and should contain 

at least the following information. 

1. Name of principal investigator. 
2. Purpose of study. 

3. Methodology. 
4. Nature of human subjects. 

5. Duration of project (with inclusive dates). 

6. Statement of any possible risk to subjects. 

7. Whether study should be exempt from full review by the Review 

Board. 
8. Expected outcome of study. 

9. Funding source(s). 

 
Attach the Human Subjects Review Board Proposal Approval Form (see 

Appendix D) to the front of the proposal. 

 
SYLLABI 

There shall be on file in the office of the Dean of Academics, a syllabus of 

each course taught for each time the course is taught. The syllabi shall 

follow the format established by the University and shall reflect the format 

guidelines which may from time to time be issued by the faculty curriculum 

committee. 

 
The syllabi shall include but not be limited to: 

1. Brief course description. 

2. Course purposes and competencies. 

3. Course procedures (a summary statement of the means of 

accomplishing course objectives). 
4. Method of evaluating student performance indicating weights of 

the various required course activities and the grading scale/criteria 

for grading. 
5. The required texts. 

6. Any recommended texts. 
7. A current bibliography listing works relevant to the course subject. 

8. A schedule of course activities and readings with required dates for 

completion of papers, exercises, reports, examinations, and other 
activities 

9. A statement of policy regarding academic honesty. 

10. An indication of the method by which instruction in the course will 

be evaluated. 

11. A statement of policy regarding incomplete grades. 
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12. A statement of penalties for late assignments. 

13. A description of how the Christian faith and the Bible will be 

incorporated into the course. 
14. Professor’s office hours, location, e-mail address, and phone 

number, as applicable. 

 
Syllabi shall be developed in acceptable format and submitted to the Dean 

of Academics’s office on or before the first day of registration for the 

semester in which the course is offered. A course syllabus shall be provided 

to each student on or before the first scheduled meeting of the class. The 

syllabus should not be altered after the first-class period. If a professor 

wishes to alter it, he or she should consult the Dean of Academics and 

obtain his approval. 
 

STUDENT ATTENDANCE REQUIREMENTS 

Oikos places great importance upon class participation because of the 

nature of the material being taught, the value of in-class interaction, and the 

need for students to develop habits of diligence and reliability. 

 
You should be present and punctual for all class sessions except in the case 

of rare extenuating circumstances. You are expected to complete your 

assignments before the class session, so that you are prepared to answer 

questions and enter into the discussion. For details of how your 

participation grade is computed, see the course syllabus. 

 
When your total number of absences exceeds 10 percent of the number of 

class sessions in the semester, you are dropped from the course with a W/F 

unless the professor specifically asks the Registrar to retain you in the 

course. The 10 percent allowance is to provide for serious illness, serious 

injury, serious illness in the family, death in the family, and unforeseen 

emergency. Note that failure to enter the classroom and be seated at the 

beginning of class may result in your being counted absent. 

 
In addition to the 10 percent policy, individual professors may impose 

additional attendance and participation requirements that have the potential 

of impacting your course grade. See your course syllabus for details. 

 
It is important that you keep an accurate record of any absences from class, 

including dates and reasons. This information could prove essential in the 

event of a discrepancy and/or an appeal. You should not rely upon 

professors or the Registrar to supply tallies, warnings, or notifications. 

 
TELECOMMUTING FACULTY 

Oikos University recognizes the growing availability of technology and the 

opportunities it provides for new and exciting instructional delivery 

models. Part of the new opportunities is the ability of professors to work 

from sites other than the main campus. 

 
Oikos University desires to allow selected professors to telecommute— 

teach from sites other than the main campus. Telecommuting is defined as 
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a work agreement between a professor and Oikos University, enacted 

through the Dean of Academics that allows professors to perform part or all 

of the assigned duties from a work site other than the Oikos University 

campus in Los Angeles, California or a satellite location. 

 
Telecommuting is an optional work arrangement determined by the 

University and is not an employee right or benefit. Work conditions for 

U.S. workers must conform to all appropriate state and federal regulations 

regarding employment. For a guide to telecommuting see 

http://www.uth.tmc.edu/family/telecommutingguide.html. 
 

The Dean of Academics must ensure that on-campus programs remain 

viable and that critical academic on-campus operations are supported by the 

necessary faculty. Generally, no more than 15% of full-time faculty should 

be telecommuters. The Dean of Academics makes the final decision on 

ratios based on the unique requirements of each academic unit. 
 

Eligibility 
The Dean of Academics determines if a faculty member is ready to 

telecommute. The Dean of Academics should be comfortable with the 

faculty member’s ability to function well in a telecommuting environment. 

This arrangement may require that an individual teach on campus for 

several years prior to being allowed to telecommute. Faculty being 

considered for telecommuting should: be able to work independently with 

minimal supervision; demonstrate the initiative to contact people when 

information is needed; possess good organizational skills; be able to 

maintain performance without close oversight; have a strong sense of Oikos 

University’s mission and vision; and have good collaboration skills. 
 

Responsibilities 
Telecommuting faculty should have comparable responsibilities to on- 

campus faculty and be expected to participate in the four areas of emphasis 

required of faculty: 1) teaching; 2) research and writing; 3) community, 

and ministry service; and 4) advising. Telecommuters should, as part of 

their community service, be expected to represent Oikos University at any 

regional event near their residence. 

 
Telecommuting faculty should participate in faculty meetings via electronic 

means—either live or delayed, depending on time zone differences. They 

should be on campus (or at a satellite campus, as determined by the Dean  

of Academics) for:  1) commencement; 2) annual faculty retreat; 3)  

required residencies/seminars; and 4) other meetings as required by the 

Dean of Academics. The academic unit will pay for these trips, to include 

travel, lodging and meals. Any trips the faculty member makes that are not 

authorized by the Dean of Academics will be made at the faculty member’s 

expense. 
 

Equipment 
Telecommuting professors will be allowed to purchase and maintain, at the 

academic unit’s expense, the equipment and software approved by the 

http://www.uth.tmc.edu/family/telecommutingguide.html
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Dean of Academics that allows for the most seamless interaction, 

effectiveness and efficiency. Equipment may include, but is not limited to: 

computers, faxes and telephone lines. Oikos University will not maintain or 

repair personal computers or other electronic equipment. Personal 

computers and equipment used in lieu of University equipment may be 

purchased at the discretion of the Dean of Academics and maintained by 

the University by special agreement. 

 
PROCEDURES FOR THE PROCUREMENT OF EQUIPMENT AND 

SUPPLIES 

The acquisition of all equipment and supplies for academic performance 
should be processed by the approval of DOA. Faculty who needs supports 

from the school may submit the form of request for equipment and supplies 

to the office of Administration and the request will be followed by the 

approval of DOA, or by the agreement of CFO or the Board of Directors. 

 
STUDENT ADMISSION AND REGISTRATION 

The Dean of Academics is responsible for ensuring that all faculty and staff 

involved with admissions are informed of our admissions policy and 

position, understand it and agree to abide by it. This policy is provided in 

the Academic Catalog and is incorporated into this Handbook by reference. 

The admissions process for international students includes several 

additional steps compared to the admission of U.S. students; a document 

describing this process is available in the Registrar’s office. 

 
ENROLLMENT STATUS CLASSIFICATION 

 

Regular (Degree-seeking) Students 
Applicants who intend to obtain a degree from Oikos University are 

defined as regular students. All regular students are eligible for all forms of 

financial aid, unless otherwise specified below, and contingent upon 

successfully meeting other eligibility criteria of the individual financial aid 

programs. Upon acceptance, some students may be subclassified as 

provisional or conditional, if they have not met all admission requirements. 
 

Provisional 
If the admissions committee believes that the applicant has the potential for 

success in the degree program to which admission is sought, they may 

accept the applicant into the degree program on a provisional basis. 

Students accepted on a provisional basis may be considered for need-based 

assistance grants and student employment but will not be considered for 

scholarships until the provisional designation is removed. The student on 

provisional enrollment basis must meet the following requirements to no 

longer be classified as provisional. 

 
Degree Programs:  Students accepted on a provisional enrollment basis in 

all degree programs are limited to a maximum of 12 credits the first 

semester of enrollment. Each school may establish specific course 

requirements for the provisional students’ first term of enrollment. After 
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completing a minimum of nine credits with a 2.00 or better grade point 

average (3.00 for graduate students) and meeting the course requirements 

set by the school, the provisional designation will be removed. Students 

entering Oikos University on a provisional basis, who do not achieve the 

required minimum grade point average for the first term of enrollment are 

subject to immediate dismissal. All provisions of the Academic Probation 

and Dismissal policy will then apply. 
 

Conditional 
Applicants who have submitted all application material except test results, 

an official transcript or a letter of reference may be admitted on a 

conditional enrollment status. Those on conditional status have one 
semester to submit all of the required admissions material. The student will 

not be eligible to register for a second term until the school removes the 

conditional designation. Any request for an exception to this registration 

block must be submitted to the Dean of Academics through an academic 

petition. 

 
Non-degree Students 

Applicants desiring to enroll in courses who do not intend to obtain a 
degree may be accepted on non-degree status. 

 
FULL TIME CLASSIFICATION 

 

Undergraduate Students 

To be classified as full time for enrollment certification purposes, a 

undergraduate student must satisfy one of the following conditions: 
1. Be enrolled for a minimum of twelve (12) credit hours per regular 

academic semester or six (6) credit hours during the summer 

session(s). This definition will be used for enrollment reporting 

purposes. 

2. Be enrolled for at least one credit hour in the last semester of 

enrollment necessary for completing the degree. 

3. If program design does not allow for at least 12 credit hours per 

session, full time classification will be considered the maximum 

number of credit hours offered per session in that program. 

 
Graduate Students 

To be classified as full time for enrollment certification purposes, a 

graduate student must satisfy one of the following conditions: 

1. Be enrolled for a minimum of nine (9) credit hours per regular 

academic semester or four (4) credit hours during the summer 
session(s). This definition will be used for enrollment reporting 

purposes. 

2. Be enrolled for at least one credit hour in the last semester of 

enrollment necessary for completing the degree. 
3. If program design does not allow for at least nine credit hours per 

session, full time classification will be considered the maximum 

number of credit hours offered per session in that program. 
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INDEPENDENT STUDY 

An independent study is a learning experience that allows a student to 

research and evaluate subject matter or to conduct other comparable 

academic activities with minimum faculty guidance. Independent studies 

are available to students as faculty expertise, time and resources permit. An 

independent study may be chosen for one of the following reasons: 

1. The subject matter or academic activity is not included in regular 

course offerings and is pertinent to student’s degree interests. 

2. The subject matter or academic activity is significantly beyond the 

scope of scheduled course offerings. 

 
An independent study shall constitute a contract between student and 

teacher and, as such, shall contain specific goals, expectations and 

evaluation criteria in written form. The quality and effort of the study shall 

be equivalent to that expected in the classroom. 

 
An independent study course shall be subject to the same academic policies 

as a regular course except that incomplete work shall be subject to the In 

Progress (IP) grade policy. The value of the independent study shall vary 

from one to four semester hours. Each school may establish limits to the 

total number of independent study credits that may be applied toward 

degree requirements. 

1. The student and advisor shall assess the need for an independent 

study by reviewing the student’s academic goals, the content of 
regular course offerings and the student’s progress toward degree 

requirements. 

2. The student shall complete an Individual Study form and obtain the 

approval signatures of the advisor and the independent study 

director. 

3. The student shall submit the approved Individual Study form to the 

school registration representative and register for the independent 
study during the registration period for the term in which the 

student intends to begin the study. 

4. The school shall distribute a copy of the Individual Study form to 

the Dean of Academics, advisor, independent study director and the 

student. 

5. The student and director shall make periodic contact during the 

course of study with a system of mutual accountability established. 

6. The study director shall perform the final evaluation and shall 

assign a final letter grade. 

 
INTERNSHIP 

An internship provides an opportunity for a student to apply classroom 

learning to actual work situations in the student’s major academic area of 

concentration. It shall be a new and educationally rewarding experience for 

the student rather than a repeat of previous work experience. 

 
The internship shall be supervised by a faculty director and by a 

professional practitioner in the student’s field of concentration. A student 

may receive compensation for an internship subject to approval by his 
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advisor and Dean of Academics. Internship credit shall be variable with 90 

hours of experience generally equaling one semester credit. Grading 

policies for the internship shall be established by the Dean of Academics. 

An internship is normally pursued near the completion of a student’s 

degree program. To be eligible to register for an internship, a student shall 

have completed one-third of the total number of hours required in his or her 

degree program. Each school may establish other guidelines for the pursuit 

of internship credit. 

1. The Dean of Academics’s office shall provide the student with a 

suggested internship agreement format and detailed directions for 

obtaining an internship agreement contract. 

2. The student shall, in cooperation with his advisor and internship 

director, obtain an internship agreement. 

3. The student shall then complete an Individual Study form and 

obtain the approval signature of the faculty internship director. 

4. The student shall submit the approved Individual Study form to the 

school registration representative and register for the internship 

during the registration period for the term in which the student 

intends to begin the internship. 
5. The school shall distribute a copy of the approved form to the 

advisor, faculty internship director and student. 

6. The faculty internship director shall determine the form and 

frequency of student contact and reporting during the internship. 
7. The student shall request a formal performance evaluation letter 

from his professional supervisor to be sent to his faculty internship 

director. 
The faculty internship director shall perform the final evaluation and shall 

assign a final grade. 

 
PRACTICUM 

A practicum is a field-based project that provides an opportunity for a 

student to gain practical experience in a particular field of study. Approval 

for a practicum shall only be given if there is evidence of significant 

learning opportunities related to the student’s major area of study. A 

practicum shall constitute a contract between student and teacher and, as 

such, shall contain specific goals, expectations and evaluation criteria in 

written form. The quality and effort of the practicum shall be equivalent to 

that expected in the classroom. 

 
Practicum credit shall be variable with 90 hours of experience equal to one 

semester credit. Grading policies for the practicum shall be established by 

the Dean of Academics. Each department/division may establish limits to 

the total number of practicum credits that may be applied toward degree 

requirements. To be eligible to register for a practicum, a student shall have 

completed 12 credit hours (9 for graduate students), shall have a 2.00 

cumulative GPA (3.00 for graduate students) and shall have obtained 

approval from the faculty practicum director. 

1. The student and advisor shall assess the need for the practicum by 

reviewing the student’s progress toward degree requirements and 
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determine how the practicum will meet the student’s educational 

goals. 

2. The student shall complete an Individual Study form and obtain the 

approval signatures of the faculty practicum director. 
3. The student shall submit the approved Individual Study form to the 

registration representative and register for the practicum during the 

registration period for the term in which the student intends to 

begin the study. 

4. The school shall distribute a copy of the approved Individual Study 

form to the Dean of Academics, the advisor, the practicum director 

and the student. 

5. The student and faculty director shall make periodic contact during 

the course of study with a system of mutual accountability 
established. 

6. The faculty practicum director shall perform the final evaluation 

and shall assign a final grade. 
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Student Operations 

 
 

Academic 

Integrity 

 

The Oikos University community of teachers and scholars affirms that the 

biblical principles of truth and honesty are absolutely essential. Indeed, the 

Bible contains numerous admonitions against false witness, dishonesty and 

cheating. Upholding the standard of academic integrity with its reliance on 

honesty is a responsibility of both faculty and students. Conduct that 

violates academic integrity includes: 

1. Dishonesty. This is lack of integrity exhibited through lying, 

cheating, defrauding or deceiving. Examples of dishonesty 
include:  copying from the examination paper of another, allowing 

one’s own examination paper to be copied, reading without the 

instructor’s consent a copy of the examination prior to the date it is 
given, giving or receiving unauthorized aid on a take-home 

examination; use of unauthorized aids; submitting the same work 

product in more than one course without the express permission of 

the instructor(s); or disclosing or accepting information if one 

takes a test at a different time than other students in the same 

course. 

2. Plagiarism. This is stealing or using the ideas or writings of 

another as one’s own. It involves failure to acknowledge material 

copied from others or failure to acknowledge one’s indebtedness 

to another for the gist of important thoughts in a formal statement, 

written or oral. 

 
Charges of violating academic integrity shall be handled according to 

established student discipline procedures published in the Catalog and the 

Student Handbook. 

 
Academic 

Probation and 

dismissal 

 
Students who do not maintain adequate progress toward graduation may 

be placed on academic probation, academic alert, or dismissed, in 

accordance with the policies stated in the Academic Catalog. 

 
Advising 

 
The Registrar’s Office assigns an advisor to students to help them plan 

degree programs and to give career and personal guidance during their 

undergraduate program. It is the students’ responsibility to meet the 

requirements of the degree as established by the faculty, administration, 

Board of Directors, and as defined in the student’s approved degree 

program. 

 
Advisors assist students during the registration process and throughout the 

year. Advising students shall be regarded as a central and integral part of 

the instructional responsibility of faculty members. To the degree possible, 

advisors shall be matched with the areas of the student’s specific interests. 
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PROCEDURES 

1. At the time of formal admission, the University informs new 

students in writing of the name of their assigned advisor and enters 

the advisor assignment in each student’s record. 

2. At the beginning of each academic term, the University provides 

each professor a list of all advisees who are enrolled for that term. 

3. Students are responsible for taking the initiative to obtain 

advisement. 

4. Faculty or students may request a change of advisors through the 

Dean of Academics’s office. The Dean of Academics approves all 

advisor changes. 

5. Advisors approve the schedule and course load of all advisees for 

each academic term and meet with advisees each term as 

appropriate. 

6. Students obtain their advisor’s written approval on the Add/Drop 

Request form to drop or add a course during the authorized 

add/drop period. Courses may be dropped after the authorized date 

only for unusual reasons and with the Dean of Academics’s 

approval. 

7. Students need the approval of their advisor and Dean of 

Academics on the Individual Study form for the following 

academic experiences:  practicum; independent study; internship; 

and tutorial. 

8. Students may request a printout of their approved degree program 

from the Registrar. Changes to the approved degree programs 

require approval on an Academic Petition form, which is available 

in the Dean of Academics’s office. 
9. Students voluntarily withdrawing from the University during a 

term must complete a Withdrawal form and get approval from the 

appropriate advisor and the Dean of Academics. 

 
Class Attendance 

 
Class attendance is essential for satisfactory academic achievement. 

Students are responsible for knowing and meeting all course requirements 

including tests, assignments and class participation. Regular attendance at 

classes and laboratories is expected. Faculty members evaluate each 

student’s record of attendance in arriving at a final grade. For more 

information on class attendance requirements, see the Academic Catalog. 

 
Degree Program 

Audit 

 
In order to graduate, students must complete all the degree requirements 

published in the catalog for the degree program in which they are enrolled. 

Requirements will be maintained by the Registrar’s Office. Students may 

obtain information concerning their progress from the Registrar. 

 
Financial Holds 

on Academic 

Records 

 
The Business Office will place a financial hold on the academic records of 

present and former students who have an outstanding account with the 

University. Such individuals will not be allowed to register for classes nor 
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will any academic documentation or information (i.e., grades, transcripts, 

and diplomas) be released to them until the Business Office receives 

payment. Once the account is settled, the Business Office will notify the 

Registrar’s Office that the financial hold has been removed. The 

Registrar’s Office will then release any requested academic documentation 

or information to the individual. For more details on financial holds, see 

the Academic Catalog. 
 
 

Grading System To remain in good academic standing a graduate student must maintain a 

3.00 grade point average, and an undergraduate student must maintain a 
2.00 GPA. The Academic Catalog contains the Oakland grading scale. 

 
The instructor determines all grades. The basis for evaluation and grade 

calculation shall be published in the course syllabus available at the first 

formal class meeting or online before the first-class participation date. 

Formative grade assessment may utilize systems different than the 

required system for final grading, as long as the system allows for 

equitable conversion. 

 
The grade point average (GPA) is obtained by dividing the total number of 

quality points earned by the total number of hours attempted exclusive of 

P/NP, Audit and courses in which an Incomplete or In Progress is 

assigned. Grades of F, WP, WF or Audit may not be used to meet 

minimum hour requirements. Professional development courses such as an 

internship and a practicum will be graded on a P/NP basis. 
 

Withdrawal from Course Grades 
A grade of WP or WF is given to a student who withdraws from a course 

after the authorized add/drop period up to the end of the semester 

registered. The designation WF is counted as an F in the computation of 
the GPA; the designation of WP is not counted in the computation of the 

GPA. Any student who seeks to complete a course to which a WP or WF 

grade has been posted must register in a subsequent term and pay the full 
current tuition for the course. 

 
Incomplete Grades 
An incomplete grade will be given in a regular course only for legitimate 

deficiencies due to illness, emergencies or other extraordinary reasons 

acceptable to the professor, including equipment breakdown or shortages, 
and not because of neglect on the student’s part. A regular grade will be 

given by the instructor if all requirements for the course are submitted by 

the end of the following semester. If all work is not submitted by the end 

of the following semester, a grade of F will be posted automatically and 

counted in the computation of the GPA. 
 

In Progress Grades 
In progress grades are given when work is not completed by the end of the 

semester for the following academic work: independent studies, 

internships, and practicum. An IP is also an appropriate grade for courses 
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in which the completion of course requirements for all students extends 

beyond the semester in which the course is offered. An IP may be 

continued for a maximum of two semesters. If the requirements for 

removal of the IP grade are not completed by the end of these two 

semesters, an NP grade will be assigned. Any student desiring 

reinstatement to the course after an NP has been posted must register for 

the course in a subsequent term and pay the full current tuition for the 

course. 

 
Graduation 

Requirements 

 
Oikos University graduates those students who are in good standing upon 

the satisfactory completion of all degree requirements. Note: To graduate 

is to be granted an academic degree or diploma. 

 
Students are subject to the degree requirements listed in the catalog for the 

year during which the student first enrolls. A student may petition the 

Dean of Academics to use a subsequent catalog. 

 
For more details on graduation requirements, see the current Academic 

Catalog. 

 
Student Appeals 

 
An appeal is defined as a request to a higher authority to change a decision 

that was made, typically a decision that the student believes adversely 

affects his or her academic career. Details of the appeals process are given 

in the Academic Catalog. 

 
Course 

Evaluations 

 
Course evaluations offer students a means to provide input for assessing 

and improving course design and teaching performance. Students assess 

their instructors in  course competencies; content and instructional 

methodology; faculty mentoring; and biblical perspectives and 

advisement. 

 
Course evaluations for each course taught are a part of the school’s 

systematic evaluation of instructional performance. Individual instructors 

may use other instruments to gain additional information. 

 
The results of the course evaluations are not made public. They are 

available to the instructor, the Dean of Academics and those involved in 

personnel decisions. They may also be made available to evaluators for 

accreditation and approval purposes. 

1. Course evaluations are collected by the Dean of Academics’s 

designee and delivered to the Dean of Academics’s office during 

or immediately following the last class of the semester in which 

the course is offered or after the last exam. 

2. After grades have been submitted, the evaluations are made 

available to the instructor. 
3. The instructor reviews the evaluations and provides a written 

response on how he or she intends to modify or improve the course 
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based on the ratings received. The instructor will also have an 

opportunity to comment on the rating received. These comments 

are taken into account by the persons or groups responsible for 

making or advising on personnel decisions. 
4. The instructor returns the evaluations, a written response and 

written plans for revising the syllabus, if appropriate, to the Dean 

of Academics. 

5. The Dean of Academics retains the evaluation information for 

three years. 
6. Summaries of the information from course evaluations may be 

used for statistical purposes as long as the information does not 

reveal the identity of the faculty member. 

 
Student 

Discipline 

 
Policies on student discipline are given in the Student Handbook, which is 

incorporated into this Handbook by reference. 

 
Student 

Evaluation 

 
Each faculty member, in consultation with the Dean of Academics, 

determines the evaluation policies governing student performance 

necessary to complete his or her course. The method for evaluating student 

performance in each course is stated in the syllabus. Degree completion 

requirements are stated in the catalog. 

1. All examinations are taken at the time announced by the instructor. 

If students miss any examination, it is their responsibility to make 

arrangements with the instructor to take a make-up examination. 
2. Alternatives such as a written paper or creative project may be 

adopted in lieu of final examinations at the discretion of the 

individual instructor. 

3. Faculty submit term grades by the date set by the Registrar’s 

Office so that grades can be sent to students in a timely manner. 

 
Student 

Grievances 

 
The student grievance policy is given in the Student Handbook, which is 

incorporated into this Handbook by reference. 

 
Student Records 

Confidentiality 

 
Access to student records is controlled by Federal law and regulations. 

Details of the students’ rights to access and confidentiality are given in the 

Academic Catalog. 

 
Transcripts 

 
TRANSCRIPT INFORMATION 

The Registrar’s Office maintains a permanent, complete record of each 

student’s educational progress. Printed transcripts include the following 

information: 

1. Name and address of the institution. 

2. Name and ID number of students 

3. Previous undergraduate and graduate degree(s) and name of 

institution granting each degree. 
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4. Oikos University school in which student is enrolled. 

5. Major area of concentration. 

6. Dates of attendance. 
7. Course identification and credit hours. 

8. Grades and grade points. 

9. Statement of transfer credits where applicable. 
10. Statement of academic probation and dismissal where applicable. 

11. Identification of degree and date granted. 
12. Identification of calendar system. 

13. Explanation of grading system. 

14. Applicable accreditations. 

15. Transcripts of degree programs conducted and assessed in a 

language other than English will include the following statement: 
“Degree requirements completed in the language.” 

 
Authentication of transcripts includes the University’s official seal, the 

date of release and the signature and title of the certifying officer. 

Transcripts issued directly to the student are conspicuously marked 

“Issued to Student.” 

 
All requests for transcripts must be made in writing to the Registrar’s 

Office. Transcript copies are subject to a handling fee. Transcripts will not 

be released for current or former students who have not paid their financial 

debts to the University (i.e., bursar hold or library hold). Three copies of a 

transcript will be issued to students without charge upon the completion of 

graduation requirements. 

 
TRANSCRIPT SECURITY 

Oikos University faculty and administration protect the confidentiality of 

each student’s academic record. Only those Oikos University officials with 

authority to act in the students’ academic interest are allowed access to 

student academic records. All official and unofficial copies of the 

permanent transcript are provided by the Registrar’s Office, although 

faculty members may print unofficial copies for advising purposes. These 

copies should be kept in a limited access area in the Dean of 

Academics’s/advisor’s office. All other offices are prohibited from 

reproducing copies. 
 
 

Transfer Credits The policies and procedures used for awarding transfer credits are given in 

the Academic Catalog, which is incorporated into this Handbook by 

reference. 
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General Academic and University Policies 

 
 
 

Archives 

 
 
The University Archives serve as a repository of official records and other 
University related materials. The Archives are housed in the University 

Library and directed by the librarian under the supervision of the Dean of 

Academics. 

 
The standing Library Advisory Committee includes Archives as one of the 

library functions about which it will offer advice. Advice is given regarding 

identification, retention, preservation, and use of archival records and 

manuscripts. 

 
The University administration, including Directors and department heads, 

aid in identification and collection of the official University records that 

should be retained and preserved in the Archives and shall follow the 

procedure outlined below: 

1. Collect and preserve historical and current publications and reports 

of the University. 

2. Assess space needs for retention and preservation of University 

records. 

3. Use a classification system most suitable to the access of University 

archival materials. 
4. Establish guidelines for University staff maintaining files to 

determine the length of record retention, and those to be either 

destroyed, transferred to intermediate storage or to the archives. 

5. Provide preservation, conservation and repair of records when 

necessary to ensure their longevity and future use. 
6. Publicize the collection and provide reference service to University 

students and staff, as well as other researchers. 
7. Develop communication with other Christian archival collections. 

 
Commencement 

Participation of 

Staff 

 
All exempt employees are eligible to participate in the commencement 

procession. However, exempt employees other than full-time members of the 

teaching faculty and senior administration staff may choose not to participate 

in the procession. If exempt employees wish to participate, it is their 

responsibility to notify the Registrar’s Office of their desire to do so. 

 
The official commencement procession includes the following: president, 

other administrators, full-time teaching and professional library faculty, 

adjunct faculty and full-time exempt employees choosing to participate. The 

president determines the procession for the platform. 

 
Copyright 

 
Oikos University affirms that its educational mission includes the 

encouragement of its faculty, administrators and other employees, as well as 

its students, to originate and to publish scholarly and creative works in a 

variety of media of expression. The University copyright policy is designed 
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to promote such scholarly and creative work by affording opportunities and 

assurances to the individual scholar or artist to secure appropriate rights to 

such work and at the same time to secure to the University appropriate rights 

to a work, the creation of which has received substantial University support. 

 
DEFINITIONS 

For the purpose of this policy, terminology is defined as follows: 

1. “Author” means the originator of any Work. The term may be used 

in singular form, although several co-originators exist. 
2. “Coursework” means Work originated by a Student Author to fulfill 

workshop, seminar, course or graduation requirements at the 

University. 
3. “Employee” means any staff member, administrator, faculty 

member, graduate assistant or any and all other employees receiving 

a salary or other compensation from the University, whether full- 

time or part-time. Anyone on a leave of absence who is not drawing 

compensation during such time is not an Employee for purposes of 

this policy during such leave of absence. A consultant, or other 

person under contract to perform a designated service for the 

University, shall be deemed an Employee for the purposes of this 

policy during the performance of such designated service as to any 

Work arising out of the performance of such designated service, 

unless his contract for services provides otherwise. 

4. “Faculty” means any member of the faculty as defined by Article 8 

of the Bylaws of the University. 

5. “Student” means any individual currently enrolled, or completing 

workshop, seminar, course or other graduation requirements at the 
University. 

6. “Student Employee” means any student who voluntarily, with or 

without compensation, provides any service or makes any 

contribution to any Work supported by University Funds or 

University Facilities whether or not such Work is Coursework. 

7. “University Facilities” means its laboratories, supplies, equipment 

and other physical facilities; audiovisual recording, reproduction and 
playback facilities; computer equipment, whether owned or leased, 

including computer software; graduate assistant and employee time, 

including secretarial or clerical work. University Facilities does not 

include use of the Oikos University Library or its resources generally 

available to the academic community without charge. In addition, 

University Facilities does not include Employee use of assigned 

offices and office furnishings and equipment or Student use of 

computer labs for Coursework. Photocopying equipment is also not 

included provided that all costs to the University are reimbursed to 

actual expense. 

8. “University Funds” means those funds, regardless of the source, that 

are administered as part of the regular University budget and under 
the control, responsibility and authority of the University. 

9. “Work” means any original work of authorship fixed in a tangible 

medium of expression including, but not limited to:  literary works, 
such as books, journals, articles, manuals, study guides, 
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advertisements, lectures, syllabi, handouts, seminar materials, 

computer programs; musical works, including any accompanying 

words; dramatic works, including any accompanying music; 

pantomimes and choreographic works; pictorial, graphic and 

sculptural works; motion pictures and other audiovisual works; and 

sound recordings. 

10. “Work Made for Hire” means a Work prepared by an Employee or 

Student Employee within the scope of employment. Any Work 
produced by Faculty pursuant to his regular teaching assignments 

under his annual employment contract, or pursuant to the 

University’s expectations for research and writing for promotion and 
tenure or in response to a professional development plan or by use of 

University Facilities or University Funds within the regular budget 

for such facilities or funds shall be deemed not to be within the 

scope of employment. 

 
DETERMINATION OF OWNERSHIP 

 

Employees 
An Employee Author of a Work is free to claim the copyright in such a 

Work; publish it; register the copyright and receive the resultant royalties if 

the Work was not produced as Work Made for Hire. 
 

Students 
A Student Author of a Work is free to claim the copyright in such Work, 

publish it, register the copyright, and receive the resulting royalties if: 

1. The Work was not Coursework, was produced on his own volition 

and on his own time without utilizing University Funds or Facilities; 
or 

2. The Work was Coursework unless the Coursework was a Work 

Made for Hire. 
 

University 
The copyright in Work Made for Hire shall be the property of the University. 

The Author of the Work places the proper copyright notice on all copies and 

phonorecords of the Work showing the copyright to be in the name of Oikos 

University. 

 
If the Work produced is a Work Made For Hire within the definition of 

Work Made for Hire, the copyright may be the property of the Employee or 

Student Employee if a written agreement between the appropriate Director 

or other supervisor and the Author specifically provides for such copyright 

ownership status. Such an agreement may be appropriate when utilization of 

University Funds or of University Facilities is not significantly beyond the 

regular University budget, e.g., provision of additional graduate research or 

secretarial support. 
 

Other 
Work financed in whole or in part with funds from an outside sponsor shall 

be governed by the sponsorship agreement provisions covering copyrights. 
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The University reserves the right to make and/or approve such agreements 

with sponsors and to include therein such provisions regarding the 

ownership and disposition of rights to the Works as it deems to be in the 

interest of the University. In the absence of agreement provisions covering 

copyrights, the copyright in sponsored Works shall be treated as Employee 

or Student-owned unless the Work is a Work Made for Hire. 

 
If the Work produced is Work Made For Hire within the definition of Work 

Made for Hire, the copyright may be the property of the Employee or 

Student Employee if a written agreement between the appropriate Director 
or other supervisor and the Author specifically provides for such copyright 

ownership status. Such an agreement may be appropriate when utilization of 

University Funds or of University Facilities is not significantly beyond the 

regular University budget, e.g., provision of additional graduate research or 

secretarial support. 

 
DETERMINATION OF EQUITIES 

 

Employee/Student-Owned Works 
In those cases where an Employee or Student has full ownership of the rights 

in the Work, the University may use the Work only if the University and the 

Employee or Student agree to such use by a separate written agreement, 

except, in the case of Coursework, the Author is deemed to have given the 

University permission to utilize it without payment of royalties provided 

such use is limited to presentations for University instruction, curriculum 

planning, student recruitment, University advancement or other like 

University functions. 
 

University-Owned Works 
In cases where the University owns the copyright to a Work: 

1. The Author may obtain from the University, at his expense, one 

copy of the Work for his personal use; provided, however, that no 

such copy shall be made available to the Author until the Author has 

obtained and submitted in writing to the University for its retention 

all releases, clearances and waivers which the University may 

believe necessary for release from liability with respect to the Work. 

2. If the University determines not to commercially develop the Work, 

the University may allow the Student or Employee Author to do so. 
Under these circumstances the Author and the University enter into a 

separate written contract detailing the terms of their agreement. 

 
COPYRIGHT POLICY ADMINISTRATION 

This policy is intended to cover the normal Author-University relationships. 

The Dean of Academics may appoint a University copyright committee to 
review the operation of this policy or recommend the resolution of unusual 

copyright problems. The Dean of Academics may grant deviations from this 

policy to provide an equitable resolution of any copyright-related question. 

 
This policy is promulgated and is to be interpreted under the provisions of, 

and in conformity with, the copyright laws of the United States, specifically 
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Title 17 USC, sections 101 through 810 (Academic Council, Approved 

February 1990). 

 
Course and 

Classroom 

Scheduling 

 
The Dean of Academics determines the courses to be offered in each 

academic term and makes the necessary teaching assignments for each 

course. In accordance with the procedures of the Registrar’s Office, the 

Director recommends to the Registrar’s Office the appropriate time and  

place for each course. The assignment of class time and classroom is made 

by the Registrar’s Office consistent with the Director’s recommendations 

whenever possible and as required by appropriate accrediting agencies. Once 

the course schedule is submitted to the Registrar’s Office, any changes in 

teaching assignments, courses offered and time offered must be authorized 

by the Dean of Academics. Any changes in classroom assignment, including 

class times, must be authorized by the Registrar’s Office. Changes made 

after the first week of classes should be avoided. 

 
Campus rooms for classroom instruction are scheduled at the beginning of 

each semester. These rooms should not be scheduled for any other events or 

classes during the semester unless such a change has been approved by the 

registrar and the Dean of Academics. 

 
Degree Programs 

 
Degree programs offered by Oikos University must be approved by the 

University’s Board of Directors. The programs are listed and described in 

the Academic Catalog. 

 
Honorary 

Degrees 

 
Oikos University confers honorary degrees for the purpose of recognizing 

selected individuals whose life and work have exemplified, in outstanding 

fashion, the values and ideals that the community espouses. Recognition of 

outstanding scholars, authors, artists and leaders—regionally, national and 

international—should be primarily considered. 

 
QUALITIES OF THE NOMINEE 

1. The nominee should have achieved some distinction that can 

command widespread admiration. Most nominations go to 

individuals who have achieved extraordinary levels of success and 

visibility, and through these accomplishments have contributed to 

the assembling of God’s kingdom. 

2. The candidate’s life and qualities should exemplify the spiritual and 

intellectual goals of the institution. 
3. The candidate should be clearly outstanding, distinguished and 

recognized by the discipline and University community for 

accomplishments and service in the public good. Formal academic 

achievement is a desired, but not a necessary qualification. 

4. The accomplishments for which an individual is awarded an 

honorary degree may be in any of several dimensions, but they 

should exemplify one or more of the University’s values. 
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POLICY 

1. Candidates should be nominated by the president, a member of the 

Board of Directors or a faculty member. Students and those outside 

the University community may suggest candidates to a faculty 

member. Honorary degrees should not be considered for a current 

faculty member, current student, an employee of the University or 

any person on compensated service in the University. 

2. Candidates nominated by the president or a member of the Board of 

Directors will be automatically considered by the Board of Directors 
for final decision. 

3. A candidate nominated by someone other than the president or a 

member of the Board of Directors should be evaluated by the 
Academic Council. The Council will make a recommendation to the 

president. The president will evaluate the candidate and offer a 

recommendation to the Board of Directors. 
4. The nominator should provide supporting documentation to the 

Academic Council, who will evaluate the candidate and offer a 

recommendation to the president, who will then determine whether 

to submit the recommendation to the Board of Directors for final 

approval. 

5. Ordinarily, no more than one honorary degree should be granted in 

any one academic year. 
6. The honorary degree to be awarded any candidate will be entitled 

the Doctor of Arts, Doctor of Science, Doctor of Laws, Doctor of 

Divinity, Doctor of Humane Letters or Doctor of Humanities. The 

University will follow the guidelines established by the Bureau for 

Private Postsecondary and Vocational Education (BPPVE) with 

respect to the names of honorary degrees. 

 
PROCEDURE 

1. Nominations can be submitted at any time during the year and 

should be sent to the chairperson of the Academic Policies 
Committee of the faculty. Ordinarily, all names should be submitted 

to the chairperson one month prior to the fall meeting of the Board 

of Directors for degrees that are to be awarded at the subsequent 
spring graduation. 

2. The nominator should submit the following supporting 

documentation: 
a. A letter of nomination from the president, a Board of Directors 

member or a member of the faculty. This letter should address 

those specific contributions that distinguish the candidate as an 

individual worthy of an honorary degree. 

b. Curriculum vitae, including the candidate’s educational 

background, a list of publications or creative efforts, a list of 

positions held, honors received. 

c. A short (one-page maximum) narrative that includes an 

abbreviated version of the material requested in a. and b. above, 
which will be submitted to the faculty for review. 

d. Two letters of recommendation or support from within the 

University from senior professors, distinguished scholars and/or 
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administrators, who have knowledge of the individual or who 

have reviewed the candidate’s record and have determined if the 

candidate’s achievements are consistent with the University 

mission and are worthy of consideration for an honorary 

doctorate. 

e. Two letters of recommendation from distinguished scholars, 

artists or leaders from outside the University who can speak to 

the significance of the candidate’s work or contribution. 

f. Any other materials that the nominator would like to bring to the 

attention of the faculty. 

Note:  It is important for all involved that strict confidentiality be 

observed at each step to avoid embarrassment until the entire 

process is completed and the nominee has formally agreed to accept 

the honor. 
3. The Academic Policies Committee of the faculty will then conduct a 

formal evaluation of the documentation and submit findings to the 

president who will determine whether to make a recommendation to 

the Board of Directors. 

4. Upon approval of the Board of Directors, the nominee becomes an 

official candidate for an honorary degree. After approval, the 

president will contact the candidate to offer the honorary doctorate. 

5. If the candidate accepts, the doctorate will be conferred, in person, at 

the time of commencement ceremony, or in a rare instance, at 
another special occasion, within two years following approval by the 

directors. No honorary degrees will be awarded in absentia. 
 
 

Internet/Web 

Publishing and 

Access 

Oikos University owns and maintains a Web server to publish the Oikos 

University website—www.oikos.edu. The server/network administrator 

maintains the Web server and upgrades the server, meeting normal demands 

for drive space and system performance. 

 
Faculty members who need to publish large amounts of files (for example, 

multimedia files) must negotiate drive space in advance with the server 

administrator. 

 
UNIVERSITY WEBMASTER, WEB SUPERVISORS AND WEB 

PUBLISHERS 

This policy clarifies the role of the University Webmaster, department Web 

supervisors and Web publishers. The policy is designed to ensure that all 
Oikos University Web pages are generated with consistent style, quality and 

proper HTML coding. 

1. The term Webmaster is only used in the job title of the University 

Webmaster. The University Webmaster designs and maintains the 

University Web site. He or she assists and trains all department Web 

publishers in maintaining their Web sites. 

2. From time to time, the University may assign the role of Web 

supervisor and Web publisher to an existing staff member, faculty 

member or a student hired specifically for that purpose. The Web 

http://www.oikos.edu/
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supervisor and Web publisher might be the same person. A student 

may not be a Web supervisor. 

3. The Web supervisor is responsible for the overall content of his or 

her unit’s Web site. He or she oversees the work of the Web 

publisher and ensures that the Web publisher attends all offered Web 

training. Web supervisors meet quarterly with the University 

Webmaster. 

4. The Web publishers develop, update and upload Web pages. Web 

publishers must attend the once-a-semester Web training sessions 

with the Webmaster on dates to be announced. These workshops 

teach various Web authoring and graphic design software, present 

the Oikos University look and style, answer questions and provide 

networking with other Web publishers 

5. All unit Web sites need to reflect the approved University design and 

layout (template). The approval process includes the University 

Webmaster, Web supervisors and Web publishers. The University 

Webmaster works with the Director of Communication regarding the 

overall design of the template. All Web sites should reflect graphics 

and fonts developed by the Director of Communication in brochures 

and other types of printed advertisements. 

 
STUDENTS, STAFF, AND FACULTY HOME PAGES 

All members of the Oikos University community may publish and maintain 

their own personal Web pages. The University is not responsible for the 
content and claims made on home pages. In addition, the University reserves 

the right to revoke the privilege of home page publishing to anyone. This 

would occur only when a person publishes content that would be considered 

offensive and contrary to the nature and vision of Oikos University. 

Technical assistance relating to personal home pages is generally not 

available from the University Webmaster. 
 
 

Sexual 

Harassment 

POLICY 

It is Oikos University’s policy to provide students and employees with an 

environment for learning and working that is free of sexual harassment 
whether by members of the same sex or opposite sex. University 

administrators and supervisors are responsible for assuring that effective 

measures are taken to implement this policy’s procedures. 

 
It is a violation of this policy for any member of the University community 

to seek gain, advancement or consideration in return for sexual favors, or to 

make an intentionally false accusation of sexual harassment. It is a violation 

of this policy for any member of the University to engage in verbal or 

physical sexual harassment. 

 
Any person who feels offended by the behavior of any other person in the 

Oikos University community is encouraged to resolve the problem 

informally before filing a complaint according to the enforcement 

procedures below. 
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Any person who has been accused of sexual harassment pursuant to the 

terms of this policy, who retaliates against his or her accuser in any manner, 

shall be charged with violating this policy. Any member of this University 

community who is found in violation of this policy will be subject to 

appropriate sanctions, which may include discharge, expulsion or probation. 

 
DEFINITIONS 

“Work,” for the purposes of this policy, means employment-related activities 

carried out by University employees and University-sponsored activities 
carried out by volunteers. 

 
“Member of the University community,” means student or employee, or an 

alumnus or volunteer involved in any University-sponsored activity. 

 
“Sexual harassment” is defined as unwelcomed and unsolicited conduct of a 

sexual nature, physical or verbal, by a member of the University community 

of the opposite sex or same sex. 

 
PROCEDURE 

1. Any member of the University community who believes that he or 

she has experienced sexual harassment as defined in this policy 

should immediately notify his or her immediate supervisor, Director 

or department head, the Dean of Students or the director of human 

resources. 

2. Complaints of sexual harassment must be filed with the Dean of 

Students or the director of human resources within 180 days from 

the date the alleged harassment occurred. The complainant shall 

explain, in writing, the nature of the harassment and indicate what 

remedy he or she seeks. 

3. The Director/director shall forward a copy of the complaint and a 

copy of this policy to the accused member of the University 

community and the appropriate supervisor/administrator advising 

them that an investigation of charges will be conducted. 
4. If the supervisor/administrator is involved in the charge, the Dean of 

Students/director of human resources should choose another 

appropriate supervisor/administrator. 

5. The supervisor/administrator, working with the Director/director, 

shall promptly and confidentially investigate the complaint. In 

determining whether the alleged conduct constitutes sexual 

harassment, the supervisor/administrator will look at the record as a 

whole and at the totality of the circumstances, such as the nature of 

the sexual conduct, the context in which the conduct occurred and 

the history of the relationship between the parties. 
6. During the investigation, the individual accused of sexual 

harassment must be given an opportunity to respond, either orally or 

in writing, to the complaint. 

7. After the investigation of the complaint, the supervisor/administrator 

may propose mediation in order to secure a written agreement that 

satisfies all parties to the complaint. (See Mediation Agreement in 

Appendix B.) A resolution by agreement of the parties may include 
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the imposition of a sanction upon the accused individual, which the 

accused individual agrees to accept as a sanction. 

8. If such an agreement is reached, a copy of the agreement shall be 

provided to each of the parties involved and the Dean of Students or 

director of human resources. 

9. If, within 30 days of the supervisor/administrator’s receipt of a 

complaint, the complaint is not resolved, the Dean of Students or 

director of human resources shall notify the parties, in writing, that 

the matter cannot be resolved and shall advise the complainant of his 

or her right to proceed with the charge. 

10. If the complainant desires to proceed with the charge, the record of 

the complaint shall be provided to a committee appointed by the 

Dean of Academics in consultation with the director of human 

resources. The committee will be composed of two Directors and 
three representatives from the University community of faculty, staff 

or students, depending on the individuals involved. 

11. The committee shall hear testimony and evidence from both parties 

and shall make a finding regarding the truthfulness of the charge(s). 
a. If the charge is proven true, the committee shall make a 

recommendation regarding sanctions, if appropriate. The 

imposition of sanctions shall occur in accordance with 
applicable University disciplinary and sanction procedures. The 

sanctions that may be imposed by the committee shall include, 

but not be limited to:  censure/reprimand, demotion, suspension 

without pay or recommendation for termination. 

b. If the charge is proven false, all references to the charge shall be 

expunged from the accused’s records. 

c. If the charge is found to be false and malicious, the matter 

should be referred to the Dean of Academics for further action. 

12. The final decision rests with the president acting on behalf of the 

Board of Directors. (Academic Council, Revision Approved October 

2006). 
 
 

Speakers on 

Campus 

POLICY 

Oikos University is a private Christian University that values the sharing of 

knowledge, the search for truth and the social intellectual and spiritual 

development of students. Free inquiry and free expression are essential to 

learning. An atmosphere in which one can ask questions and evaluate 

divergent points of view is promoted. The University is committed to an 

open expression of views that challenge us to more effectively fulfill our 

Christian responsibilities in society. 

 
The University reserves the right to authorize to speak on campus only those 

speakers who, in some way, will contribute to the mission and vision of the 

University, and who agree in advance to conduct themselves in a manner 

consistent with traditional Christian values. This includes avoiding profane 

language, potentially slanderous statements, advocacy of violent change or 

overthrow of the government. 
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PROCEDURE 

1. Any University-recognized group may invite and sponsor speakers 

to appear before its group with the approval of the advisor. 

Recognized student organizations are not authorized to present 

programs to all-University audiences unless they receive specific 

approval from the Dean of Students. Exceptions to this policy must 

be approved by the Dean of Students. 

2. The Dean of Students may prescribe conditions for the conduct of a 

speaker if there is reason to believe that such person or persons may 
behave in a manner inconsistent with the Christian tenets of the 

institution. 

3. An event open to an all-University audience shall generally be 

defined as one that is promoted as being open to persons who are not 

members of the sponsoring organizations. 

4. The Dean of Students should be contacted if there are questions 

about the advisability of inviting a speaker to campus. 

5. The arrangements for a speaker, the conduct of the speaker on 

campus and the appropriateness of the activity are the concern of 

both the inviting group and the University. The privilege to invite 

speakers carries with it important responsibilities to ensure that the 

proper objectives of the University are not compromised. 

6. The University reserves the right to cancel any event it deems likely 

to cause an interruption in the University’s orderly activities. The 

president or his duly authorized representative may order an event to 

be terminated on grounds that it constitutes a disruptive activity. 

Any member of the faculty or staff or any student who resists such 

an order shall be subject to disciplinary action. 
7. A recognized student organization that sponsors a speaker at an off- 

campus site may not use the Oikos University name or logo nor may 

they infer directly or indirectly that it is a University sponsored 

event without the approval of the Dean of Students. 

8. Approval of a speaker to speak on campus does not necessarily 

imply approval or sponsorship of their views by the University or by 

the organization inviting them. 
 

 

Student Records 

Retention 

The Student Records Committee governs the retention and disposal of all 
student records in order to be certain that the information collected, stored, 
and disseminated is consistent with fair information practices. This policy 
provides guidelines for the retention and disposal of student records and to 
ensure the physical security of those records. 

 
STUDENT RECORDS COMMITTEE 

 
 

1.  The Student Records Committee is a standing committee whose 
members include the Admissions Officer, Registrar, Business 
Administrator, Financial Aid Director, Dean of Students, Dean of 
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Academics, and Librarian. The Registrar serves as chairman of the 
committee. 

2. Duties include: 
a. For various departments: oversee the initial records inventory; 

review and update records inventory forms annually; and 
determine the academic, administrative, fiscal, legal, and 
historical/research value of each student record; 

b. Ensure that records and documents deemed by the committee to 
have value are adequately protected and maintained; 

c. Assist the archivist in the development of retention standards for 
records, which have archival value. Develop a records 
management program for all vital records; 

d. Publish a retention and disposal schedule that is in compliance 
with local, state, and federal laws. Before publication and 
implementation of this schedule, legal review and official 
institutional sanction should be secured; 

e. Designate a member or members of the committee to monitor 
legislative impact on record retention and record keeping 
practices. When legislation is identified that impacts the 
retention and disposal of records, this person will review the 
Oakland retention policy for impact and make policy change 
recommendations to the committee;” 

f. Inform the institutional community of fair information practices; 
g. Oversee the training of institutional personnel responsible for 

the storage, maintenance and disposal of records; and 
h. Insist that all offices within the institution adhere to the 

published record retention and disposal schedule; assist offices 
within the institution in improving their records control systems. 

 
RECORDS SECURITY PROCEDURE 

 

a. Confidential records must be stored to prevent unauthorized 
persons from gaining access. 

b. Confidentiality of confidential records should be maintained 
until the records are destroyed. 

c. If the University ceases to operate or approval to operate in 
California is revoked, arrangements have been made with 
Oakland Technology Training School in Los Angeles to 
administer the transcript records of Oikos University. 

 
RETENTION SCHEDULE 

 

The following is a list of documents with the retention period for file hard 
copies. Student records will be scheduled for review once per year, between 
May and August, per the following retention schedules. 

 
Note: Any student record included in an open audit must be retained until all 
questions are resolved. 
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Schedule A: 
Admissions Data/Documents for Applicants Who Do Not 

Enter 

 
 

Name of Admissions Data/Documents for Applicants 
No. of yrs after 

application term 

Application progress report 3 

Acceptance letters 3 

Application for Admission 3 

Readmission forms 3 

Correspondence, relevant 3 

Pastor’s Reference(s) 3 

Christian Friend References 3 

Personal statement(s) 3 

Letters of recommendation 3 

Personal statement(s) 3 

Transcripts–high school 3 

Transcripts–other Universities 3 

Advanced placement records 3 

Entrance examination reports/test scores (e.g. ACT, 

SAT) 

 

3 

Housing request/survey 3 

Code of Ethics/Philosophy of Community statement 3 

Bible University Readiness Assessment 3 

Military document 3 

Recruitment materials 3 

 
Copies of International Student documents, if 

available: 
 

Preliminary Assessment for International Candidate 3 

Statement of Financial Responsibility (shows evidence 

of adequate financial resources) 

 

3 

Financial certification forms 3 

Return flight affidavit 3 

Proof of health insurance documentation 3 

U.S. sponsorship letters 3 

I-20 (certification of eligibility for F-1 visa status 3 

Copy of I-94 card (document issued to non-immigrant; 

also know as Arrival-Departure Record) 

 

3 

Copy of passport/visa 3 

Statement of Educational Cost (show estimate of total 

school year costs) 

 

3 

TOEFL score 3 

Copy of Employment Authorization (work permit), if 

granted 

 

3 

Copy of Alien Registration Receipt Card (evidence of 

admissibility as a permanent resident) 

 

3 
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Schedule B: 
Admissions Data/Documents for Applicants Who Enroll, but do not 

Complete a Semester 

 
 

Name of Admissions Data/Documents for Applicants 
No. of yrs after 

application term 

Application progress report Permanent 

Application for Admission Permanent 

Readmission forms Permanent 

Acceptance letters Permanent 

Correspondence, relevant Permanent 

Pastor’s Reference(s) Until termination 

by the student or 

permanent 

Christian Friend References Until termination 

by the student or 

permanent 

Personal statement(s) Until termination 

Transcripts – high school(s) Permanent 

Transcripts - other Universitys Permanent 

Advanced placement records Permanent 

Letters of recommendation Permanent 

Entrance examination reports/test scores (e.g. ACT, 

SAT) 

Permanent 

Placement test records/scores Until termination 

by the student or 

permanent 

Housing request/survey Until termination 

by the student or 

permanent 

Code of Ethics/Philosophy of Community statement Until termination 

Bible University Readiness Assessment Permanent 

Military document 5 

Housing application 5 

Health/physical readiness report 5 

Housing Guide review statement 5 

Student Handbook review statement 5 

Emergency notification information 5 

Student information sheet 5 

Recruitment materials 5 

 
Copies of International Student documents, if 

available: 
 

Preliminary Assessment for International Candidate 5 

Statement of Financial Responsibility (shows 

evidence of adequate financial resources) 

5 

Financial certification forms 5 

Return flight affidavit 5 

Proof of health insurance documentation 5 
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I-20 (certification of eligibility for F-1 visa status) 5 

Copy of I-94 card (document issued to non- 

immigrant; also know as Arrival-Departure 

Record) 

5 

Copy of passport/visa 5 

Statement of Educational Cost (show estimate of 

total school year costs) 

5 

TOEFL score 5 

Copy of Employment Authorization (work permit), if 

granted 

5 

Copy of Alien Registration Receipt Card (evidence 

of admissibility as a permanent resident) 

5 

 
 

Schedule C: Registration and Academic Process Records 

 
Academic records (e.g. including narrative 

evaluations, competency assessments, 
grade reports) 

Permanent 

Change of grade forms (update documents) Permanent 

Transcript/class list with grades Permanent 

Name change authorization Permanent 

Photo Permanent 

Hold or encumbrance authorizations Until release 

Academic action authorizations (e.g., 

dismissal) 

5 yrs after graduation or 

date of last attendance 

Advance placement or other placement tests 

records/scores 

5 yrs after graduation or 

date of last attendance 

Applications for admission or readmission 5 yrs after graduation or 

date of last attendance 

Correspondence, Relevant 5 yrs after graduation or 

date of last attendance 

Curriculum change authorization/academic 

petition 

5 yrs after graduation or 

date of last attendance 

Degree audit records 5 yrs after graduation or 

date of last attendance 

Fee assessment forms 5 yrs after graduation or 

date of last attendance 

Grade report 5 yrs after graduation or 

date of last attendance 

Health/physical readiness report 5 yrs after graduation or 

date of last attendance 

Military documents 5 yrs after graduation or 

date of last attendance 

Payment contracts 5 yrs after graduation or 

date of last attendance 

Transfer credit evaluations 5 yrs after graduation or 

date of last attendance 
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Student ministry semester report 5 yrs after graduation or 

date of last attendance 

Scholarship/award letters 5 yrs after graduation or 

date of last attendance 

Notice of academic probations, dismissal 5 yrs after graduation or 

date of last attendance 

Tuition and fee charge 5 yrs after graduation or 

date of last attendance 

Withdrawal authorization 5 yrs after graduation or 

date of last attendance 

Personal data information forms, most recent 5 year after graduation or 

date of last attendance 

Registration forms, most recent 5 year after graduation or 

date of last attendance 

Enrollment verifications 5 year after graduation or 

date of last attendance 

Graduation authorization/application for 

graduation 

5 year after graduation 

Transcript request 5 year after submitted 

Audit authorization 5 yrs after date submitted 

or date of last attendance 

Change of course (add/drop) 1 yr after date submitted or 

date of last attendance 

Class schedule (student) 1 yr after graduation or 

date of last attendance 

Disciplinary action documents After graduation or 5 yrs 

after date of last 

attendance, if student did 

not graduate (Filed is 

separate folder from 

academic record) 

FERPA documents See Family Education 

Rights and Privacy Act 

Data/Documentation 

retentions schedule 

Financial aid document See Federal Aid Record 

Retention schedule 

 
International Students (in addition to the 

above items): 
 

Preliminary Assessment for International 

Candidate 

5 yrs after graduation or 

date of last attendance 

Statement of Financial Responsibility 

(shows evidence of adequate financial 

resources) 

5 yrs after graduation or 

date of last attendance 

Financial certification forms 5 yrs after graduation or 

date of last attendance 

Return flight affidavit 5 yrs after graduation or 

date of last attendance 
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Proof of health insurance documentation 5 yrs after graduation or 

date of last attendance 

I-20 (certification of eligibility for F-1 visa 

status 

5 yrs after graduation or 

date of last attendance 

Copy of I-94 card (document issued to non- 

immigrant; also know as Arrival- 

Departure Record) 

5 yrs after graduation or 

date of last attendance 

Copy of passport/visa 5 yrs after graduation or 

date of last attendance 

Statement of Educational Cost (show 

estimate of total school year costs) 

5 yrs after graduation or 

date of last attendance 

TOEFL score 5 yrs after graduation or 

date of last attendance 

Copy of Employment Authorization (work 

permit), if granted 

5 yrs after graduation or 

date of last attendance 

Copy of Alien Registration Receipt Card 

(evidence of admissibility as a 

permanent resident) 

5 yrs after graduation or 

date of last attendance 

 

Schedule D: Certification Data/Documents 

 
Veterans Administration certifications 5 yrs after graduation or 

date of last attendance 

Finical aid assistance records See Federal Student 

Financial Aid (SFA) 

Record Retentions 

Requirements 
 

Schedule E: Publications, Statistical Data/Documents and Institutional 

Reports 

 
Catalog Permanent 

Course Syllabi Permanent 

Commencement programs Permanent 

Graduation list Permanent 

Degree statistics Permanent 

Enrollment statistics Permanent 

Grade statistics Permanent 

Race/ethnicity statistics (student body, 

faculty, and administrate staff) 

Permanent 

Yearbook Permanent 

Schedules of classes 10 years 

Recruitment brochures/materials 5 years 
 

Schedule F: Family Education Rights and Privacy Act Data/Documents 

 
Request for formal hearings Permanent 

Hearing panel’s written decisions Permanent 
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Request and disclosure of personally 

identifiable information 

Permanent 

Student statements on content of records 

regarding hearing panel decisions 

Permanent 

Written decisions of hearing panels Permanent 

Student’s written consent for record 

disclosure 

Until termination by the 

student or permanent 

Waivers for rights of access Until termination by the 

student or permanent 

Student request for nondisclosure of 

directory information 

Until termination 

 

Schedule G: Federal Student Financial Aid(SFA) Record Retention 

Requirements 

 
1. SFA Program Records  
Program Participation Agreement 3 years from award year 

Accrediting and licensing agency review, 

approval and reports 

3 years from award year 

State agency reports 3 years from award year 

Audit and review reports 3 years from award year 

Self-evaluation reports 3 years from award year 

Other records pertaining to financial 

responsibility and standards of 

administrative capability 

3 years from award year 

 
2. SFA Fiscal Records  
Records of SFA program transactions 3 years from award year 

Bank statements for accounts containing 

SFA funds 

3 years from award year 

Records of students accounts 3 years from award year 

Ledgers identifying SFA transactions 3 years from award year 

Federal work-study payroll records 3 years from award year 

Records supporting data on required reports, 

such as: 
 

• SFA program reconciliation reports 3 years from award year 

• Audit reports and school responses 3 years from award year 

• Pell grant statements of accounts 3 years from award year 

• Accrediting and licensing agency 

reports 

3 years from award year 

 
3. SFA Recipient Records  
The Student Aid Report (SAR) or 

Institutional Student Information Record 

(ISIR) 

3 years from award year 

Application data submitted to the 

Department of Education or lender by the 

school on behalf of the student 

3 years from award year 

Documentation of student’s eligibility 3 years from award year 
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Financial aid history for transfer students 3 years from award year 

Documentation of student’s program of 

study and course enrolled in 

3 years from award year 

Data used to verify applicant’s data 3 years from award year 

Documentation related to receipt of aid, such 

as: amount of grant, loan, FWS award; and 

calculations used to determine aid amounts 

3 years from award year 

Date and amount of disbursements 3 years from award year 

Documentation of initial or exit loan 

counseling 

3 years from award year 

Reports and forms used for participation in 

the SFA program 

3 years from award year 

Documentation supporting the school’s 

calculation of its completion/graduation or 

transfer-out rate 

3 years from award year 

 
4. Requirements for Specific Aid 3 years from award year 

Campus-based aid (Perkins loan, SEOG, and 

Federal Work Study) 

3 years from award year 

Pell Grant 3 years from award year 

Fiscal Operation Reports (FISAP) 3 years from award year 

Perkins repayment records 3 years from award year 

Perkins original promissory notes Until loan is satisfied or 

documents are need to 

enforce obligation 

FFEL and Direct Loans:  
• Borrower’s eligibility records 3 years from award year 

• All other records/reports 3 years from award year 
 
 

Textbook 

Ordering 

Faculty members select required and recommended textbooks for courses for 
which they are responsible. They determine the number of required 
textbooks based on the needs of the course and what is a reasonable financial 
burden for the students. 

 
TEXTBOOKS FOR STUDENTS 

At the beginning of each semester, the Oikos University Bookstore textbook 
manager sends Textbook Adoption forms to faculty with a memo requesting 
textbook orders for the following semester. Faculty return the completed 
Adoption form to the Bookstore by the deadline (even if no text is required). 
If the order is to be modified more than 10%, the textbook manager consults 
with the faculty member. 

 
The textbook manager determines final quantities and places orders for all 
textbooks. Latest editions and paperbacks (if available) will always be 
ordered, unless specified differently on the order form. If a textbook is 
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unavailable or will be received later, the textbook manager notifies the 
appropriate faculty member immediately. 

 
TEXTBOOKS FOR FACULTY USE 

Whenever possible, each faculty member obtains desk copies of all 
textbooks required and recommended for the course. The Bookstore sends 
Desk Copy Request forms to the faculty. Faculty return the completed form 
with the Textbook Adoption form by the specified deadline. 

 
If Desk Copy Requests are not returned by the deadline, the Bookstore will 
not be able to offer the service of sending the request to the publisher, and it 
becomes the school’s responsibility to obtain a desk copy. If desk copies are 
not available, faculty may, upon the Dean of Academics’s approval, obtain 
copies of required textbooks at University expense. If so acquired, such texts 
must be ordered through the library and become the University’s property. 

 
Faculty desiring complimentary textbooks to review for consideration for 
adoption in the future should contact the publisher directly on departmental 
stationery. Recommended and supplemental textbooks for courses, if not 
available on a complimentary basis, may be obtained only at the faculty 
member’s personal expense. 
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Appendix A—Sabbatical Request Form 
 

 
This form should be completed by faculty when requesting a sabbatical and should 
accompany the Director’s letter of recommendation to the Dean of Academics. 

 

Name:   University/School:   
 

Address (local):   
 

Telephone:   
 

Address while on leave (if applicable):   
 

Telephone:   
 

Date employed by Oikos University:    
 

Years employed at Oikos University when sabbatical commences:   
 

Duration of sabbatical (one or two semesters): Which semester(s)    
 

Sabbatical to commence on (first day of semester) and terminate on 
  _(last day of semester). 

 

Is salary or compensation other than from Oikos University to be received? Yes   No   
 

If yes, amount expected:    
 

Please explain   
 

 
 
 
 
 

Purpose of sabbatical: Research , Study , Writing , Other 
 

What is the specific nature of the work or activity of this leave and the topic of study/work? 
 
 
 
 
 
 
 
 
 

 

What are the specific expected results of your sabbatical and how will they benefit you and advance the 
mission of the school and the University? 
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The Dean of Academics Completes the Following Section 
 

How will this faculty member’s responsibilities (e.g., teaching, advising, and committee work) be handled 
while he or she is on sabbatical and have you made plans for this in your budget? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

How specifically will this sabbatical contribute to the faculty member’s performance and the school’s 
mission in terms of scholarship, teaching or service? 
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Appendix B—Mediation Agreement 

Sample 

This is an agreement between and 
  (hereafter referred to as the parties) and Oikos 
University represented by  (hereafter referred to as the 
mediator). The parties have entered into mediation with the mediator with the intention of reaching a 
consensual settlement of their concerns regarding issues related to     

 

. Mediation 
sessions are private. Representatives of the parties and other persons may attend only with the permission 
of the parties and with the consent of the mediator. The provisions of this agreement are as follows: 

 
1. The mediator is a neutral facilitator who will assist the parties to reach their own settlement. The 

mediator will not make decisions about “right” or “wrong” or tell the parties what to do. 
 
2. The mediator does not offer legal advice nor provide legal counsel. Each party is advised to seek 

her/his own counsel in order to be properly counseled about her/his legal interests, rights and 
obligations. 

 
3. It is understood that in order for mediation to work, open and honest communications are essential. 

Accordingly, all written and oral communications, negotiations and statements made in the course of 
mediation will be treated as privileged settlement discussions and are absolutely confidential. 
Therefore: 

 
a. The mediator will not reveal anything discussed in mediation without the permission of both 

parties or unless required to do so by law. It is understood that the mediator is not required to 
maintain confidentiality if either party is in danger of bodily harm or there are allegations of child 
abuse. 

b. The parties agree that they will not at any time before, during or after mediation call the mediator 
as witness or attempt to subpoena any documents produced in this process, in any legal or 
administrative proceeding concerning this dispute. To the extent that they may have a right to call 
the mediator or anyone as witness, that right is hereby waived. The parties also agree that  
anything said or any admission made in the course of the mediation is not admissible in evidence 
and disclosure of any such evidence shall not be compelled in any civil action in which, pursuant 
to law, testimony can be compelled to be given. Also, unless the document otherwise provides, no 
document prepared for the purpose of, or in the course of, or pursuant to, the mediation, or copy 
thereof, is admissible in evidence, and disclosure of any such document shall not be compelled, in 
any civil action in which, pursuant to law, testimony can be compelled to be given. 

c. The parties agree not to subpoena or demand the production of any records, notes, work product 
or the like of the mediator in any legal or administrative proceeding concerning this dispute. To 
the extent that they may have a right to demand these documents, that right is hereby waived. 

d. If, at a later time, either party decides to subpoena the mediator, the mediator may move to quash 
the subpoena. 

e. Should any complaint against the mediator arise as a result of this mediation, confidentiality is 
waived with respect to that information necessary to present and defend against such a complaint. 

f. If any party causes a subpoena to be issued violating the terms of paragraph 3a - 3e, the 
responsible party shall pay the mediator’s reasonable attorneys’ fees and costs incurred to resist 
the subpoena and enforce the privacy terms of this agreement. 
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g. The exception to the above is that this agreement to mediate and any written agreement made and 
signed by the parties as a result of mediation may be used in any relevant proceeding, unless the 
parties make a written agreement not to do so. 

 
4. It is understood that full disclosure of all relevant and pertinent information is essential to the 

mediation process. Accordingly, there will be a complete and honest disclosure by each of the parties 
to the other and the mediator of all-relevant information and documents. This includes providing each 
other and the mediator with all information and documentation that usually would be available 
through the discovery process in a legal proceeding. If either party fails to make such full disclosure, 
then the agreement reached in mediation may be set aside. 

 
5. While both parties intend to continue with mediation until a settlement agreement is reached, it is 

understood that either or both parties may withdraw from mediation at any time. It is agreed that if 
one of both of the parties decide to withdraw from mediation, best efforts will be made to discuss this 
decision in the presence of both parties and the mediator. 

 
6. If the mediator determines that it is not possible to resolve the issues through mediation, the process 

can be terminated once this has been conveyed to the parties and confirmed in writing. 
 
7. The fact and substance of any settlement of agreement reached in this mediation is not confidential 

unless the parties make such confidentiality a part of the settlement. 
 
8. The mediator and Oikos University, including its employees, and officers, shall not be liable to the 

parties for any act or omission relating to the mediation. 
 
9. If the parties reach an agreement, the mediator will prepare a memorandum recording their 

understanding, which may then be submitted to the parties’ personal attorneys for incorporation into a 
formal agreement. 

 
10. Any fees for these mediation services shall be discussed prior to any costs being incurred and shall be 

paid in advance of each session. 
 
I have read, understand and agree to each of the provisions of the agreement. 

 
 
 

(Party, date) (Party, date) 
 

 
 
 
For Oikos University 

 

 
By:    
(Mediator, date) 
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Appendix C—Consulting or External Work Request and Approval Form 
 

 
Instructions:  Faculty members desiring to undertake any consulting or external work must complete this 
form and obtain approval from their Director. After approval has been given, the original form will be 
filed in the Director’s Office, a copy made for the faculty member and a copy sent to the Academic 
Affairs Office. 

 

Faculty Name:      Date:    
 

Describe the requested consulting or external work. 
 

 
 
 
 
Describe the frequency and duration of the activity from a weekly, quarterly and yearly perspective. 

 

 
 
 
 
What is the potential impact on teaching, scholarship and other professional activities? 

 

 
 
 
 
What is the potential benefit of this activity to the University and to your professional development? 

 

 
 
 
 
Do you anticipate the need for secretarial or financial support from the University? If so, please describe. 

 

 
 
 
 
 
 

Approved   Denied_   
 

Approved with the attached modifications or restrictions. 
 
 

Director 
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Appendix D—Human Subjects Review Board Proposal Approval Form 
 
 

Code #   1st Review or Annual Review   
 

1. Principal Investigator   Date   
 

Telephone   Campus Location   
 

2. Title of Project   
 
 
 

3. Reason for Exemption (if applicable) 
 
 
 

Principal Investigator 
 
 

(Signature) (Date) 
 

4. Decision of School or University Review Board 
 
 
 

 

Dean of 
Academics _Date   

(Signature) 
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Appendix E—Faculty Performance Planning, Review and Development Guide 
 
 
 

 

Faculty Member Date Dean of Academics Date 
 

 
This document is designed to guide the Dean of Academics and faculty in writing the Faculty 
Performance and Development Plan. It is divided into three parts, which comprise the performance 
planning, review and development process. For further instruction on this process, see the policy on 
Faculty Performance Planning, Review and Development found in the Faculty and Academic Policy 
Handbook. 

 

 
Part I: Performance Planning 

 
The Dean of Academics and faculty member prepare and agree upon a performance plan containing clear 
objectives and performance expectations in the three areas of: teaching and mentoring or professional 
librarianship; research, scholarship and/or creative works; and University administration, and community, 
ministry, and professional service. The plan is used as the basis for expectations of performance and 
attainment as appropriate. 

 
One work unit is equivalent to one individual teaching one three-credit hour on-campus course with an 
enrollment consistent with the average class size of that discipline. The normal workload is presumed to 
be ten work units per academic year equitably distributed among the three basic areas. A maximum 
workload is considered to be 12 work units per year. 

 
Summarize below, in work units and in narrative form, your workload for the academic year for each of 
the three areas of faculty workload: 

 
- Teaching and Mentoring or Professional Librarianship 
- Scholarship and/or Creative Works 
- University Administration and Community, Ministry, and Professional Service    

Total 
 

Please add additional sheets as necessary. 
 
Contribution to Teaching and Mentoring or Professional Librarianship (Objectives and Specific 
Expectations) 
Contribution to Scholarship and/or Creative Works 
Contribution to University Administration and Community, Ministry and Professional Service 

 
 
 

Faculty Member Date Dean of Academics Date 
 

 
Part II:  Performance Review 
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This part is intended to be used in the review of the faculty member’s performance during the academic 
year. It should correspond to the objectives and expectations in each area as outlined in Part I: 
Performance Planning. 

 
Contribution to Teaching and Mentoring or Professional Librarianship (Objectives and Specific 
Expectations) 
Contribution to Scholarship and/or Creative Works 
Contribution to University Administration and Community, Ministry, and Professional Service 

 
 
 

Faculty Date Dean of Academics Date 

For the Dean of Academics to answer: 

Is the performance of this individual commensurate with the level of performance and proficiency 
required for the rank that the faculty member holds in terms of scholarship, service and teaching? 
Yes No 

 
If the individual is not already a full professor, is he or she developing an exemplary or potentially 
exemplary record that would likely place him or her under consideration for promotion?  Yes No 

 
If the faculty member continues at his or her present level of performance, is it likely that he or she would 
be under consideration for another contract this coming year? Yes No 

 
If you answered no to any of these questions, include in the Faculty Development Plan appropriate 
recommendations and a plan of action, along with specific timelines. 

 
 
 

Dean of Academics Date 
 

 
Part III:  Performance Development 

 
This part is the faculty member’s development plan. This plan should identify areas for improvement and 
development of the individual faculty member, taking into account the review from the last year as 
articulated in the review section. 

 
Contribution to Teaching and Mentoring or Professional Librarianship (Objectives and Specific 
Expectations) 
Contribution to Scholarship and/or Creative Works 
Contribution to University Administration and Community, Ministry, and Professional Service 

 
 

Faculty Member Date Dean of Academics Date 
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Appendix F—Guide for Writing the Faculty Performance Plan and 

Performance Review and Development Plan 
 

 
Introduction 

 

The faculty performance planning, review and development policy is an integrated process to facilitate 
improvement in the three areas of teaching, scholarship and service, which comprise the heart of the 
academic process. The policy requires each faculty member, as part of the performance review process, to 
develop a:  1) Performance Plan, 2) Performance Review and 3) Development Plan. This guide is 
designed to help the Dean of Academics and faculty prepare these documents. 

 
Faculty Performance Plan 

 

At the beginning of the contract year, the faculty member, in conjunction with the Dean of Academics, 
writes a Performance Plan. It should consider the faculty member’s role, as well as the needs of the 
school. It should include the faculty load, goals and objectives for the coming year in the following three 
areas: 

 
1. Teaching and Mentoring or Professional Librarianship 
2. Scholarship and/or Creative Works 
3. University Administration and Community, Ministry, and Professional Service 

 
A faculty performance plan template is included (see attached sample) that provides a more systematic 
structure for this plan. The Performance Plan should be specific and measurable. 

 
Faculty Performance Review 

 

The Performance Review is written at the end of the contract year. Its purpose is to review the faculty 
member’s performance of the past year in the three areas mentioned above and then to create a 
Development Plan based on the Dean of Academics’s review of that performance. 

 
1. Faculty members write a self-assessment of their performance based on the Performance Plan that 

was written at the beginning of the contract year. Demonstrate how goals, objectives and workload 
expectations were met. Attach supporting evidence. 

 
2. Faculty member submits the self-assessment to the Dean of Academics for review. 

 
3. The Dean of Academics writes an assessment of the faculty member’s performance. The assessment 

must include answers to the following questions: 
 

a. Is the performance of the faculty member in the area of scholarship commensurate with the level 
of performance and proficiency required for the rank that the faculty member holds? 

 
b. Is the performance of the faculty member in the area of service commensurate with the level of 

performance and proficiency required for the rank that the faculty member holds? 
 

c. Is the performance of the faculty member in the area of teaching commensurate with the level of 
performance and proficiency required for the rank that the faculty member holds? 
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d. If the individual is not already a full professor, is he or she developing an exemplary or 
potentially exemplary record that would likely place him or her under consideration for 
promotion? 

 
e. If this faculty member continues at his or her present level or performance, is it likely that he or 

she would be under consideration for another contract this coming year? 
 

f. If the Dean of Academics has answered no to any of these questions, include appropriate 
recommendations, a plan of action and specific timelines in the Faculty Development Plan. 

 
The Dean of Academics’s assessment should include the following wording at the end of the assessment 
to provide for signatures and comments: 

 
 
 

Faculty Member Date Dean of Academics Date 

Faculty Member Comments: 

4. The Dean of Academics and faculty member discuss the faculty member’s self-assessment in 
conjunction with the Dean of Academics’s assessment. The Dean of Academics and faculty member 
sign the Dean of Academics’s assessment. Signing the assessment does not necessarily constitute 
agreement—only that it has been reviewed by the faculty member. The faculty member is free to 
comment on the Dean of Academics’s assessment. 
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Appendix G—Professional Development Opportunities for Faculty3
 

 
 
1. Gain Master Instructor certification. 

 
2. Develop a professional portfolio. 

 
3. Serve as an instructional coach for a full-time or part-time faculty member: 

• Mentor a new/adjunct faculty member. 
• Provide consultation for instructional difficulties through the Office of the Dean of Academics. 

 
4. Conduct research and present findings at a professional conference. 

 
5. Prepare and conduct an on-campus faculty development seminar. 

 
6. Explore some facet of instructional technology that can be used in an on-campus or online course. 

• Develop an online component for an existing course. 
• Plan and implement media enhancements to an existing course. 
• Learn to use an instructional software application; implement it in a teaching situation; evaluate 

its effectiveness. 
 
7. Evaluate effectiveness of instructional strategies through the Office of the Dean of Academics: 

• Consult with the Director regarding strategies for effective instruction. 
• Request peer observation through the Teaching Excellence Program, a component of the Master 

Instructor Program. 
• Request videotape consultation of class session by the Director or a person designated by him or 

her. 
• Complete a collaborative coaching cycle for instructional improvement. 
• Conduct a student analysis/poll to evaluate specific instructional strategies. 
• Review current literature on effective instructional techniques; choose several to implement in- 

teaching situations; evaluate their effectiveness. 
• Participate in on-campus faculty development workshops. 
• Consult with the Dean of Academics regarding effective online instruction techniques. 
• Review student achievement data; identify potential areas for improvement; develop an 

instructional plan to address student achievement issues; conduct evaluation of plan. 
• Research various methods to assess student learning; incorporate two or three new methods into 

an existing course; evaluate effectiveness. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3 For more information on any professional development opportunities, please contact the Academic Director. 
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Appendix H—Faculty Performance Plan Template 
 

(Faculty Name & Rank) 

(Academic Year) 

 
Teaching Load 
Semester Course Name/Activity Course # # Credits # Students New Prep Unit 

FA/SP/SU     Yes/No  
FA/SP/SU     Yes/No  
FA/SP/SU     Yes/No  

Semester Directed Studies-Student Name Course # # Credits Units 

FA/SP/SU     
FA/SP/SU     
FA/SP/SU     

Total     Teaching     Units……………………………………………………………………………………………………… 

 

Mentoring New Faculty/Adjuncts/Teaching Assistants 
Semester Name of Faculty/Adjunct Name Hrs/Month Comments Units 

FA/SP/SU     
FA/SP/SU     
FA/SP/SU     

Semester Other   Units 

FA/SP/SU     
FA/SP/SU     
FA/ SP/SU     

Total     Mentoring     Units……………………………………………………………………………………………………. 

 

Scholarship/Creative Works 
Date 

Submitted 

Publishing-Title Book/Chapters/Article Submitted To Date 

Published 

In-Progress Units 

     Yes/No  

     Yes/No  

     Yes/No  
Date Due Grant Proposals-Title of Project Submitted To Outcome Goal Date 

Competed 

In-Progress Units 

     Yes/No  

     Yes/No  
Date Due Research-Title of Project Brief Description Outcome Goal Date 

Completed 

In-Progress Units 

     Yes/No  

     Yes/No  
Date Presentations-Title Presented Where Local/State/National Juried In-Progress Units 

    Yes/No Yes/No  

    Yes/No Yes/No  
Date Other Presented Where Local/State/National Juried In-Progress Units 

    Yes/No Yes/No  
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    Yes/No Yes/No  
Total Scholarship/Creative Works 

Units……………………………………………………………………………………………………………………….. 
 

 
University Administration/Community/Ministry/Professional Service 
Semester University Committees-Name Position Hours Per Month Units 

FA/SP/SU  Member/Chair   
FA/SP/SU  Member/Chair   
FA/SP/SU  Member/Chair   

 School Committees  Hours Per Month Units 

FA/SP/SU  Member/Chair   
FA/SP/SU  Member/Chair   
FA/SP/SU  Member/Chair   

 Professional Memberships–Organization Name  Hours Per Month Units 

FA/SP/SU  Member/Chair   
FA/SP/SU  Member/Chair   
FA/SP/SU  Member/Chair   

Date Professional Seminars Attended Part of Which Conference Units 

    

    

    
Date Other Faculty Development Part of Which Conference/Activity/Outreach Units 

    
    
    
Total     Service     Units………………………………………………………………………………………………………... 

 
Total Faculty Load Units…………………………………………………………………………………………………. 

 
 
 

 
(Faculty Member’s Name) Date (Dean of Academics’s Name) Date 
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Appendix I—Outline for Proposals for New Programs 
 
Executive Summary 

 

Write a brief, one- to two-page program description that answers the following questions: What are the 

distinctive characteristics of the program? What aspects of the program will be particularly attractive to 

students? What delivery systems will be used? What will be the end result of the program? 

 
Strategic Plan Compatibility 

 

1. How does this program further the mission of the University? 

 
2. How does the University Strategic Plan justify pursuit of the proposed program? 

 
3. Is there anything in the Strategic Plan that will be a barrier to the program in terms of start-up or 

implementation? 

 
4. What specific results are you hoping to achieve with this program and in what period of time? 

 
5. What kinds of program outcomes will be used to measure success of the program? 

 
6. What opportunity does the proposed program provide for building strategic alliances? If you plan 

to enter into any alliances describe them in detail. 

 
Market Analysis 

 

1. Who is the target market? How have you validated the need? Profile the learners in terms of 

demographics, psychographics, socio-economic characteristics and geographical locations. 

 
2. What are realistic enrollment projections for the next three years? How did you arrive at this 

projection? What formula or marketing expertise did you use? 
 
3. What trends are discernible in the market? Is it growing? At what rate? 

 
4. Is the learner market relatively stable? Will it be viable 5, 10, 15 years from now? 

 
5. What kinds of jobs will be available to our graduates? 

 
6. Where (geographic location, target market, positioning with respect to competition) should we 

focus our efforts during the initial start-up? 

 
7. Is there an attractive price (tuition) to value relationship? 

 
8. Who is the competition? What schools are already established in this market and already are 

delivering a comparable program? How successful have they been? 

 
9. What other institutions are or will likely be competing in this market? 

 
10. Do we have the necessary capabilities to compete in this market? 
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11. What are the key strategies that will keep us competitive in this market and what are the key 

factors, which determine success in this type of program? 
 
12. Present a brief layout of a marketing plan that will achieve your enrollment projections and 

include such information as price, promotion activities, and timelines. 

 
13. How will this new program affect the enrollment in other programs, which we already offer? 

 
14. Is there any other reasonable way to meet the market need without starting a completely new and 

separate program? 

 
15. Are there specific characteristics of this new program, which would improve our current program 

offerings? 

 
Internal Analysis and Assessment 

 

1. Program Management and Staffing 

 
a. Identify the key individuals upon whom the success of this program depends, including 

the responsible executive (chief executive officer of the program), the chief operating 

person and any professional people (faculty members, to include librarians) and technical 

staff (e.g., computer experts). 

 
b. What are the critical tasks these people will accomplish? 

 
c. What specific credentials and/or track record will they require for employment? 

 
d. If these individuals currently work in your unit, how will their new assignment affect the 

work they are currently accomplishing? 
 

e. If the key individuals do not work in our school, how will you find them and employ 

them? 

 
f. Has the Dean of Academics been involved in helping craft positions, determine salaries 

and meet all employment requirements? 

 
g. Provide an organizational chart that shows structure of people supporting the new 

program or functions. 

 
2. Physical Resources 

 
What physical resources (e.g., offices, classrooms, library materials, and computers) does the 

program require for start-up and in each of the following three to five years? 

 
3. Support Services 

 
a. What support services (e.g., instructional design, marketing advice, graphic design, 

computer services, administrative services, student services) will you need to launch and 

successfully run the program? 
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b. Attach an impact statement from each support division that will be affected detailing 

what they will need in order to support the program or project in terms of such resources 

as staff, facilities, and equipment. 

 
4. Finances and Timeline 

 
a. Prepare a line item budget for the first three years of the program’s operation. Include all 

incremental revenues and expenditures associated with the program, whether it occurs 

within your unit or in a support department. Include details and annotations showing what 

people or fractions of a person’s time are allocated to the program. Clearly state 

assumptions in the financial projection footnotes. 

 
b. Prepare a cash flow projection for the next three years. 

 
c. Provide a timeline with milestones, indicating any further study, program launch and 

program growth. Indicate major decision points and the criteria for making the decision. 

 
d. How will you measure the success of the program at various points on your timeline? 

 
e. If the program does not meet its goals, what will you do? 
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Appendix J---Evaluating Equivalence for Faculty Lacking the Required 

Credentials 
 

 
 
 

Oikos University 
 

Evaluating Equivalence for Faculty Lacking the Required Credentials 
 

 
 
 
Name of instructor being evaluated:    

 
 

 

Will this instructor teach at    
 

(TRACS standard: Master’s degree including 18 graduate hours in the discipline or teaching assignment) 
 

 
 
 
Will this instructor teach at    

 

(TRACS standard: Terminal degree in the discipline or teaching assignment) 
 

 
 
 
Course(s) this instructor will teach: 

 
 
 
 
 
 
 
 
 
 
 
The Faculty Credentials Committee (consisting of the CAO and the dean of the program where the faculty 

member will teach) is responsible for evaluating whether faculty members have the equivalence of the 

TRACS standard for teaching when they do not possess the required credentials. This determination is to 

be made before they are appointed to teach or assigned a new course. 
 
 

 
Reasons to consider granting equivalence to this instructor (only respond to reasons considered to be 

applicable): 
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1. Related training, coursework, or degrees that this instructor has completed. 
 
 
 
 
 
 
 
 
 
 
2. If the qualifying degree of this instructor was received at an unaccredited institution, please 

describe why it is regarded as being sufficient. 
 
 
 
 
 
 
 
 
 
 
3. Work experience of this instructor that relates to the discipline. 

 
 
 
 
 
 

 
4. Honors, awards, certifications, or licensures possessed by this instructor. 

 
 
 
 
 
 
 
 
 
 
5. Publications and books by this instructor. 

 
 
 
 
 
 
 
 
 
 
6. Eminence in a field of study reflects outstanding contributions to a discipline and broad 

recognition nationally, and when appropriate, internationally. If this instructor is considered to 

possess eminence in the discipline, please provide the appropriate details leading to this 

determination. 
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7. Other characteristics, experience, or achievements of this instructor related to competency in the 

area of instruction 
 
 
 
 
 
 
 
 
 
 
 
 
It is the determination of the Faculty Credentials Committee that this instructor: 

 
 
 

  Has clearly demonstrated competencies necessary to teach the assigned course(s). 
 

  Has minimally demonstrated competencies necessary to teach the assigned course(s). 
 

  Has not fully demonstrated the competencies necessary to teach the assigned course(s) but has 

been allowed to on a conditional basis. 
 

  Has not demonstrated the competencies necessary to teach the assigned course(s) and will not be 

assigned to teach in this area. 
 
 

 
Date:    

 
 
 

Signed by: Chief Academic Officer Dean of the Program 


