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T
A.

MESSAGE FROM THE DEAN

Dear Chairs and Directors,

This handbook was compiled as a valuable resource to guide you through the various tasks
and responsibilities as a chair or director. I recognize the complexity and diversity of the
responsibilities placed upon you in this capacity. I am eager to help facilitate your work and
improve the turn-around time for requests submitted to my office. To that end, we have created this
handbook which should serve as a convenient source of information.
The handbook includes excerpts from the faculty handbook, step by step procedures for
conducting personnel searches, faculty reappointment and promotion, curriculum development,
and enrollment management. It offers sample forms and templates of reports. We hope that their
inclusion will help reduce the time you spend finding certain forms.
This handbook represents our first pass at such a document. We look forward to your feedback
about what parts are helpful and suggestions about what else could be included. I would like
to thank everyone in my office for contributing to its creation. However, I would like to extend a
special thank you to Ms. Rosa Perez who oversaw this project from beginning to end. It was a
time consuming and at times, a frustrating task.

With my appreciation and respect,

Barbara J. Feldman, Ph.D.
Dean
William J. Maxwell College of Arts and Sciences
This handbook was made possible with the gnerous support of the
Office of the Dean, William J. Maxwell College of Arts and Sciences.
Edited by Hilary Englert, Ph.D, prepared by Rosa E. Perez, M.A., M.Ed.,
and designed by Ella Rue, M.A. ‘05, M.F.A.
August, 2012
illustrations by Dennis Dittrich, M.F.A.
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B.

THE ROLE OF THE CHAIR
I.

Duties and Responsibilities

Department chairs are members of the faculty, not of the Administration. However, they do
perform administrative functions and participate in the governance of the University.
Functions and Responsibilities:
Each department chair shall provide leadership, guidance, and advice to its faculty and students
and shall serve as liaison between his/her department and dean. Each department chair shall
conduct regularly scheduled department meetings, agendas of which shall be distributed before
the meetings and for which minutes shall be recorded and distributed, before the next scheduled
meeting. Each chair shall prepare an annual report which shall be distributed to members of the
department and the Administration (see below for details). Each chair will set aside time at all
regularly scheduled department meetings for an agenda item called “University Senate Business.”
The purpose of this time is to provide opportunity for the department senator to inform and/
or consult with all department members about on-going work of the University Senate, thereby
improving communications between the University Senate and the faculty as a whole.
Each department chair shall be responsible for the supervision of the following, as is deemed
appropriate by his or her department:
		

(1) Student Programs and Advisement

		

(2) Recruitment, Screening, and Hiring of Adjunct Faculty

		

(3) Full-time Searches

		

(4) Reappointment and Tenure

		(5) Promotions
		

(6) Faculty Programs and Scheduling

		(7) Budget
		

(8) Equipment and Supplies

Sources: Agreement, Council of N.J. State College Locals, AFT, AFL-CIO, and State of New Jersey
Article, XXVIIA-D (1996). Retrieved from the Faculty Handbook, September 2009 (pg.88) http://
web.njcu.edu/dept/ academicaffairs/Uploads/njcu_facultyhandbook.pdf
II.

Annual Report

The department chair is responsible for preparing an annual report detailing the departmental
accomplishments over the past year. The report outlines goals that have not yet been achieved

6

William J. Maxwell College of Arts and Sciences Chairs Handbook

and strategies departments plan to use to meet those goals. If necessary, a section can be
written about the resources departments may need to successfully accomplish those goals. This
departmental evaluation should be submitted to the Dean’s Office by June 15th of each year. The
report should include the following sections:
•

Staffing

•

Curriculum Development

•

Program Revision

•

Projects & Special Events

•

Student and Faculty Honors & Awards

•

Student Organizations

•

Presentations & Guest Speakers

•

Faculty Achievements (i.e. books, awards, presentations, exhibits, and performances, etc)

•

Grants & Contracts

•

Community Outreach Services

•

Goals & Strategies for Next Year

•

Goals Not Met & Strategies to be Used to Meet Them

C.

ELECTION PROCEDURES, LENGTH OF TERM, AND TRANSITION OF NEW CHAIR
Election and Term of Office:

Department chairs shall be elected by the members of the department and appointed by the
President and shall serve for a term of three (3) academic years. Prior to the initiation of this
process, the President or his/her designee shall meet with a committee of the department to
address concerns, if any, regarding the departmental procedures, and to consult concerning the
criteria for selection. In the event individuals from outside the department are to be nominated,
the faculty committee and all voting members of the department shall be provided with
comprehensive, relevant information regarding those candidates’ qualifications.
In the event that the President rejects an elected individual, the President or his/her designee must
deliver his/her reasons, either formally in writing or informally in person, to the department at a
meeting called for this purpose. The department will then hold another election as soon as practicable.
The faculty committee referred to above shall consist of five (5) members of the involved
department elected by the membership of the department, unless the involved department consists
of five (5) or fewer members, in which case the faculty committee shall consist of all members of
the involved department.
Terms of office begin on July 1. Elections occur in the spring of the preceding academic year and
shall normally be completed by April 30.
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Sources: Agreement, Council of N.J. State College Locals, AFT, AFL-CIO, and State of New Jersey
Article, XXVIIA-D (1996). Retrieved from the Faculty Handbook, September 2009 (pg. http://
web.njcu.edu/dept/academicaffairs/ Uploads/njcu_faculty_handbook.pdf
D.

PERSONNEL & SEARCHES
I.

Administrative or Faculty Vacancy

University Hiring Guidelines can be found at http://web.njcu.edu/sites/hr/Uploads/
University%20Hiring%20Guidelines%20for%20Unclassified%20Employees%20and%20Faculty_
Rev.3-12.pdf
Department chairs are not hiring officials, nor do they in most cases serve as chairs on search
committees for their departments. Nonetheless, it is important that department chairs be well
informed about hiring and promotion practices at the University. Listed below are some helpful
questions that a department chair and hiring official may want to consider prior to initiating a
new search.
Prior to beginning the hiring process the hiring official (Vice President for Academic Affairs) shall
analyze and evaluate the readiness to appoint, utilize, and support the vacancy. This evaluation
should be done in conjunction with the Dean and the following should be considered:
•

What would happen if this position were not filled/refilled?

•

Why did this position become vacant? Were there organizational issues?

•

Could this be a half-time or part-time position?

•

Should there be an interim or acting appointment?

•

Are the title, classification, and compensation accurate?

•

What unique characteristics did the past incumbent have that are likely not to be
replaced?

•

Could there be an internal search only?

•

Is there sufficient budget to conduct a successful search (advertising, recruiting costs)?

•

Is it the right time of year to search for this particular position?

•

Is there appropriate space and equipment to fill this position?

Once the decision is made to fill a vacancy, the hiring official is urged to seek advice from the
Director of EEOA with respect to University recruitment and selection procedures. The Director
of EEOA will serve as an advisor to the hiring official and to the chairs of the search committee
to ensure compliance with University policies and procedures. Any questions about the hiring
guidelines may be addressed directly to the Director of EEOA
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II.

How to Initiate a Search

A vacancy may be filled temporarily, using a temporary appointment, or permanently, by using
an internal or external search.
		
Temporary Appointment (No Search)
In the event that a vacancy must be filled without utilizing a search, the appropriate hiring official
may approve a temporary appointment. The maximum term of a temporary appointment is
determined by the type of position, as illustrated in the table below.
Type of Position AFT
Titles Covered
•

NJCU Faculty

•

A. Harry Moore faculty

•

Librarians

•

Professional Staff

Term of Appointment: Half-year or One year
Extension of Appointment —Yes, in half year or one year increments
Third Year Appointment —Only if employee is appointed to replace an employee on leave or fill
a grant funded position.
Managerial
Titles Covered
All titles covered by the AFT Agreement
Term of Appointment: Determined by need, not to exceed two years
Extension of Appointment — Determined by need, not to exceed two years
Third Year Appointment —Only if employee is appointed to replace an employee on leave or fill
a grant funded position.
To process a temporary appointment, the following paperwork must be submitted to the Office of
Equal Employment Opportunity/Affirmative Action (EEO/AA):
•

*Completed Employee Change Notice Authorization (ECNA) form—with the
approval of the Budget Office, the appropriate Vice President(s) and the Director of
human Resources. Personnel Requisition Form—with budgetary approval and signed
by the appropriate Vice President(s).
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•

Completed Affirmative Action Hiring Form

•

Completed NJCU application

•

Job Description

•

Resume of Candidate

•

Brief statement explaining the need for the Temporary Appointment

*The ECNA procedures are available in the Human Resources Department. For direction relating to
the ECNA process please consult the Human Resources Department. A copy of the ECNA is located
on page 12 of the University Hiring Guidelines for unclassified Employees and Faculty.
Once the paperwork is received and reviewed by the Office of EEO/AA, it will be returned to the
hiring official, and an offer letter will be issued to the candidate. The hiring official will also forward
copies of the offer letter and letter of acceptance to the Office of EEO/AA
It is the responsibility of the hiring official to advise the candidate for the temporary appointment
that the position will be vacated at the end of the term of appointment, that a regular search will
be conducted, and that the incumbent may apply for the position with other candidates in the
search process.
III.

Advertising Vacancies

To advertise a vacancy, the department chair must complete the
following paperwork and submit it to the Dean, who will forward it to the Office
of Affirmative Action:
•

Employee Change Notice Authorization (ECNA) form—with budgetary approval and
signed by the appropriate Vice President(s)

•

Request to Advertise Form

•

Search Committee Recruiting Efforts Record

•

Job Description-electronic and hard copies must be submitted

Once the information is received by the Office of Affirmative Action, the job description will be
reviewed and submitted to an external advertising agency. The external agency will provide
price quotes for advertising in the publications requested by the hiring unit. The Office of Human
Resources routinely places advertisements in the following publications:
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•

The Star Ledger

•

The New York Times

•

Hispanic Outlook

•

Diverse Issues in Higher Education
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•

The Chronicle of Higher Education

•

Higheredjobs.com

•

AcademicCareersOnline.com

A department that wishes to advertise in a publication not listed above may require
budget approval before an ad will be placed.
All positions are also advertised on the NJCU website. No advertisement will be placed by the
external advertising agency until it is approved by the appropriate hiring unit/hiring official. The
central University budget is responsible for costs associated with advertising faculty vacancies.
The costs associated with advertising all other vacancies will be covered by the hiring unit
and/or hiring official.
IV.

Using Search Committees

Search committees participate in every phase of the recruitment and selection procedure,
including: developing criteria to evaluate applicants, interviewing candidates using agreed upon
interview questions, and documenting the weight of candidates’ experience and qualifications.
The role of the search committee shall be advisory and the final authority to select new employees
shall belong to the hiring official.
Unless the appointment is temporary, it is University policy to use a Search Committee for:
•

Any full-time Unclassified appointment with a salary at Range 18 or above

•

All Faculty appointments

While department chairs need not serve on faculty search committees, they should
be familiar with all responsibilities of the committee chair and members
Responsibilities of the Search Committee Chair (This section was modified from the University
Hiring Guidelines for Unclassified Employees and Faculty booklet and have additional directions
from the Dean’s office).
•

Convene initial consultation with the Director of EEOA;

•

Notify Director of EEOA of any changes in composition of search committee;

•

Convene and chair committee meetings;

•

Duplicate and distribute application materials (i.e. resumes/curriculum vitas, job
descriptions)

•

Distribute the password to the Library Document Manager to the search members);
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•

The IT department uploads these documents and provides the Dean’s secretaries with
an internet address and password that is given to the chair of the committee;

•

Distribute the University Hiring Guidelines for Unclassified Employees and Faculty to
each committee member (TheDirector of EEOA distributes the guidelines during her
first meeting with the committee);

•

Add candidates’ names and qualifications/requirements to the Candidate Rating
Sheet (See Appendix);

•

Distribute Candidate Rating Sheet to all committee members;

•

Review candidates’ resumes/curriculum vitae and rate them based on the
qualifications/requirements in the job ad on the Candidate Rating Sheet;

•

Meet with committee members to discuss and select its top five to ten candidates to
contact for an interview;

•

Once the interview is scheduled, candidates should be sent a welcome packet that
includes the following information:
•

Letter with date, time, and location of interview;

•

Contact person’s name and telephone number;

•

Campus Map/Directions (Campus map or link to NJCU website could be
included in the letter);

•

Complete position description;

•

Department/Division information, newsletter, etc;

•

NJCU Employment Application--candidates should be asked to complete the
employment application prior to the interview.

•

Ask each committee member to submit two to three interview questions via email and
compile a list of all the questions;

•

Review and discuss the list of interview questions with the committee;

•

When the final interview questions have been selected the questions should be added
to the Interview Evaluation Form (See Appendix);

•

Ensure that interview questions will elicit information based on the qualifications and
requirements of the position;

•

Schedule interviews and when necessary arrange travel and accommodations for
candidates being interviewed (this only applies to out-of-state candidates);

•

Ensure that each committee member completes an Interview Evaluation Form (See
Appendix ) for each candidate interviewed;

•

Encourage committee members to keep personal notes on each candidate’s resume
and interview;

•

Debrief after each candidate’s interview and document his or her strengths and
weaknesses;
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•

Make sure that each candidate scheduled for an interview completes and signs an
NJCU Application prior to the interview;

•

Maintain the original NJCU application for all candidates with the search file;

•

Supervise the keeping of proper records and meeting minutes that outline the duties
of all committee members;

•

Designate which committee members will contact references;

•

Distribute the Sample Telephone Reference Form to be used as a template when
calling references;

•

Prepare a summary report with each interviewed candidate’s qualifications, strengths,
and weaknesses (no ranking order should be used to list the top three candidates
being recommended to the hiring official);

•

List in the summary report the committee members’ names;

•

Indicate in your summary report if any candidates declined an interview and the
reasons why and provide supporting documentation;

•

Complete the Affirmative Action Hiring Form and submit it along with your summary
report to the Dean;

•

Upon completion of the search committe’s responsibilities, the committee must submit
the following documents to the Dean:
•

Affirmative Action Hiring Form

•

Summary Report

•

All Committee Members’ Interview Evaluation Forms

•

Completed NJCU Applications

•

Sample Telephone Reference Forms (optional) or a Typed Outline with the
References Contact Information and Committee Members’ Comments

•

All Committee Members’ Candidate Rating Sheets

Responsibilities of Search Committee Members
•

Assist with recruitment of qualified candidates. This can be accomplished by sharing
the job announcement with prospective candidates before the close of the search;

•

Attend all scheduled meetings;

•

Review all materials;

•

Screen applicants;

•

Participate in the interview process;

•

Ensure that all candidates, who are scheduled for an interview, complete an NJCU
application prior to the interview;
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•

Check references;

•

Maintain confidentiality throughout search process; and

•

Conduct other duties as assigned by chair

Role of Director of EEOA		
•

Ensure strict compliance with University Hiring Guidelines and principles of
affirmative action/equal employment opportunity;

•

Provide technical assistance to hiring officials and search committees regarding
search and employment procedures;

•

Provide guidance to hiring officials and search committees on special circumstances
that may arise during search process;

CONSIDERATIONS FOR SEARCH COMMITTEES
Conflict of Interest
A conflict of interest may exist where a committee member knows an external candidate. Should
this happen, the committee member must immediately disclose his/her relationship with candidate
to the committee, and the chair of the search committee must consult the Director of EEOA to
determine whether the committee member will be able to continue to participate in the search.
Maintaining Confidentiality during the Search Process
The search process is strictly confidential, and particularities of a search may not

be discussed

with people who are not on the search committee. The possibility that a candidate may have
a valid basis to challenge a search is greater when the workings of search committees are
discussed outside of the committee. Therefore, do not discuss specifics about searches, such
as who has applied, who is being considered, where the candidates have attended school or
worked with persons outside of the committee. Failure to maintain complete confidentiality in
the search process may result in termination of the search.
		
Participation
Each member of a search committee is considered to be a full member, and as such, each is
expected to participate completely in the search process, including, but not limited to: reviewing
applications, deciding on interview questions, participating in interviews and final deliberations.
There are no ex-officio or non- voting committee members. It is critical that all committee members
are present for all meetings. If a problem with member participation arises, the chair of the
search committee must consult with the Director of EEOA.
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Record Keeping
One member of the committee must be responsible for record keeping during the search. Records
that should be kept include: minutes of all committee meetings, comments about candidates,
interview questions, deliberations, and final recommendations of the committee. It is critical that
clear and concise notes are kept as part of the search file, and transmitted to the hiring official and
to Affirmative Action once final candidates are recommended to the hiring official.
Evaluating the Candidate’s Interview Responses
A candidate may be evaluated on the responses given in the interview, and, where
appropriate, feedback may be considered from individuals with whom the candidate met
on campus. Committee members should submit their analysis of each candidate, based upon
unanimously agreed upon search criteria, to the chair at the conclusion of each interview. The
chair is responsible for submitting this information to the hiring official as part of the search file at
the conclusion of the search.
Contacting References
References may not be contacted without first obtaining permission from the candidate. In
addition to receiving names and contact information for references from the candidate, please
ensure that a completed NJCU Employment Application is included in the search file for each
candidate who was interviewed and/or for whom references were contacted. A Telephone
Reference Form is included in the Appendix, which provides a format that can be used when
speaking with a referee.
V.
•

Topics Frequently Raised by Candidates
Salary: The search committee chair can inform the questioning candidate of the
broad parameter of the salary range but should refrain from conversations that can
be perceived as salary negotiations. Chairs should feel free to advise candidates to
ask salary questions during their interviews with the dean. Remember that salary is
determined by the hiring official, the Vice President of Academic Affairs.

•

Travel Reimbursements: It is strongly advised that chairs consult with the dean before
approving travel expenses for candidates. All expenses must be discussed and
approved by the dean prior to scheduling any interviews. Please make sure that
finalists whose travel has been approved are given a travel reimbursement voucher
before they leave campus. These must be filled out and signed. They are to be mailed
directly to the Dean’s Office for dean’s signature.

William J. Maxwell College of Arts and Sciences Chairs Handbook
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•

Moving Expenses: Moving and/or relocation expenses are negotiated at the time of
hire directly with the Vice President for Academic Affairs.

VI.

New Faculty Orientation

The Human Resource office provides all new faculty members with an orientation during the
third week of August of each year. The orientation presents information about the organization
and mission of the university, and extensive information about appointment and reappointment
procedures. Additionally, the orientation includes information on the following topics:
•

Academic Inload and Overload

•

Summer Teaching

•

Faculty Promotion and Range Adjustment Procedures

•

Professional Development Opportunities

•

Conflicts of Interest and Ethics Program

•

Workplace Discrimination Policy

•

Gothic Card and Parking

•

GothicNet Access

•

AFT Standards and Union Representation

VII.

Adjunct Faculty

Department chairs may submit a written request to the Dean to advertise for adjunct faculty
members. Advertisements will be posted on the NJCU-Human Resources website, and may
be also included in other publications, for example the Chronicle of Higher Education, Jersey
Journal, and the Star Ledger. All resumes are submitted to the Dean’s office electronically at
deancas@njcu.edu email address or by mail. Resumes, cover letters, and references are collected
by the Dean’s Office and then forwarded to departments. Department chairs contact qualified
candidates and schedule interviews individually.
Source: New Jersey City University, Office of Equal Employment Opportunity/Affirmative Action.
(2012, March). University Hiring Guidelines for Unclassified Employees and Faculty. Retrieved
from http://www.njcu.edu/dept/eeoaa/aaeeo.html#packet (Hiring Classified Employees, see p.
4, TP 2 of hiring guidelines.)
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VIII.

Performance Evaluation System – PES

All support staff (i.e. secretaries, clerks, program assistants) who are considered classified
employees must complete the PES annually. In the PES form (See Appendix) the supervisor (rater)
indicates the employees’ (ratee) annual goals and individual job responsibilities. The supervisor
(rater) schedules an appointment with the employee (ratee) to review and discuss if he/she has
met the standards for satisfactory performance. The initial review is the starting point of the
evaluation process in which the supervisor (rater) and employee (ratee) determine the major
assignments and the performance standards (i.e. unit/work group goals, ratee goals). The
interim assessment review provides a mid-point assessment in which the employee (ratee) is rated
on a pass/fail system and provided with feedback. The interim assessment review is signed by the
supervisor (rater) and employee (ratee), and forwarded to the supervisor’s manager (reviewer).
This form must be submitted to the Human Resource Department no later than April 15th of each
year. The final assessment review includes the final rating and assessment between the supervisor
(rater) and employee (ratee). The final assessment review is submitted to the Human Resources
Department no later than November 30th. For additional questions about the PES process, contact
the Human Resources department at 201-200-2335.
IX.

Federal Work-Study Program (FWS)

What is the Federal Work-Study Program?
The work-study program is a federally funded program administered by the University to promote
access to on-campus employment in order to help offset educational expenses. Work-Study
students may work part-time during the academic year as long as the work schedule does not
interfere with classes.
How do the students apply for the Work-Study Program?
Students wishing to be considered for the academic year must file their FAFSA no later than April
15th of each year (This is the NJCU priority deadline).  Students need to select YES to the question
“Interested in Work-Study” on the FAFSA and they will automatically be considered for the Federal
Work-Study program. A student must be enrolled at least half time per semester before he/she is
considered eligible. Since the Federal Work-Study is a federal grant the student must be eligible
for it, (the eligibility will be determined by the Financial Aid Office) and funds must be available
as well. If the student answered NO or left this question blank, he/she must come to the Financial
Aid Office and complete a separate application. The application is available every March.
How many hours a week may a student work?
A work- study student may work up to fifteen (15) hours per week during the academic year.
These are the maximum hours permitted, not necessarily the number of hours the student must
work. (See Federal Work-Study Supervisor Handbook for further information).
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How much do the students get paid?
Contact Mrs. Feliz Gutierrez at 201-200-3173 or email her at fgutierrez@njcu.edu for
information on the different pay rates based on positions (i.e. clerical or office aid, technical
aid, and administrative aid). See Appendix for additional information on supervisor and student
responsibilities.
Source: Federal Work-Study Supervisor Handbook, Office of Financial Aid, Hepburn Hall 215.
E.

FACULTY
I.

Reappointment

Managing the reappointment of faculty is among the most important responsibilities of the chair.
Conducted annually, faculty reviews should be thorough and specific. Chairs should guide faculty
through the process and provide specific feedback regarding strengths and weakness. Chairs and
department personnel committees should conduct in person meetings with the faculty member to
provide feedback after receiving their reappointment binders and prior to the meeting with the
dean. The chair and department personnel committee should provide the faculty member a copy of
the written evaluation, a copy of which should be placed in the binder to be submitted to the dean.
Each year, the chair should review the progress of that year and the extent to which annual goals
were met. It is advisable that a more thorough review take place the third year of reappointment
in anticipation of the upcoming tenure review. In fairness to the candidate and the department,
it should be increasingly clear with each review the extent to which a candidate is meeting the
expectations of the department.
II.

Retention

Recommendations for reappointment to be made to the President are the primary responsibility of
the Dean and the department chair. However, all departments must have personnel committees.
The departmental committee should consist of tenured faculty, where possible, and their
observations and recommendations should be attached to the chair’s recommendations and
forwarded to the Dean. The Vice President for Academic Affairs reviews the recommendations
from the deans and makes recommendations to the President with respect to reappointment of
all faculty and staff. Before preparing recommendations the Vice President for Academic Affairs
confers with each dean.
When a new faculty or staff member is employed at the University, a vote of confidence in his/
her ability has already been expressed. After employment, the faculty member has a right to
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expect to be kept informed concerning his/her effectiveness. The three areas of performance
which are used to assess the effectiveness of candidates for reappointment are (1) effective
teaching; (2) scholarly achievement; (3) contribution to University and community. No area may
be used without first being made known to the faculty member nor are any new areas applied
retroactively. Assessment of effective teaching customarily includes colleague’s visits to the
instructor’s class, a review of course plans and course guides prepared by the instructor, some
knowledge of the instructor’s philosophy and ideas about university instruction, and formalized
evaluation by students, the particular procedures of which are determined by each department.
In the case of scholarly achievement, the University expects the non-tenured faculty member to
receive the terminal degree prior to tenure or to be making progress in his/her discipline so that
the degree is assured within a reasonable period of time. In fields where the terminal degree is
not as appropriate, certain other activities may be used to substantiate “scholarly achievement.”
Although non-tenured faculty are not expected to contribute extensively to the administrative and
committee work of the University or to be actively engaged in professional and learned societies,
an attempt is made to arrive at an informed judgment as to the potential of the faculty member,
especially one to be recommended for tenure, for becoming a scholar in his/her discipline.
Each department chair is responsible for discussing these areas of performance with each nontenured staff member and should set forth his/her opinions and elicit the opinions of the faculty
member concerning strengths and weaknesses in each area. The chair should endeavor to reach
an understanding with the faculty member on any areas in which he/she might expend more time
and energy, or instead might possibly cut back in order to devote more effort to others.
During the course of the year, the department chair should keep the staff member informed if
his/her performance does not appear to be satisfactory in terms of the understanding reached.
The department chair’s written or verbal evaluation should be expressed basically in terms of the
above agreed upon areas and in terms of his/her understanding with the staff member.
Effective implementation of these procedures results in improved performance, the ultimate goal,
but it also leaves little doubt in the mind of the staff member with respect to his/her status. For
persons hired after January 1, 1986 who do not hold the appropriate terminal degree, or its
equivalent, no reappointment shall be made to the fourth year unless the Board of Trustees of the
University determine that for rare and exceptional reasons reappointment is necessary to support
the mission of the University.
Source: NJCU Retention and Tenure Policies (May, 1988) and N.J.A.C. 9:6-.
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III.

Tenure

Faculty members shall be awarded tenure in their academic rank, but not in any administrative
position, for good behavior, efficiency, and satisfactory professional performance, as evidenced
by formal evaluation after employment by University or Board of Trustees for
•

5 consecutive calendar years; or

•

5 consecutive academic years, together with employment at the beginning of the next
academic year; or

•

the equivalent of more than 5 academic years within a period of any 6 consecutive
academic years. (N.J.S.A. 18A:60-8)

Tenure shall be awarded only to individuals whose performance during their probationary period
gives clear evidence of the ability and willingness to make a significant and continuing contribution
to the institution’s growth and development. Furthermore, tenure shall be awarded after presentation
of positive evidence of excellence in teaching, scholarly achievement, contribution to university and
community, and fulfillment of professional responsibilities. (N.J.A.C. 9:6-4.)
In granting tenure, the University may also take into account the University’s high needs in skill
development, the priority to retain excellent faculty in new and developing degree programs, and
the necessity to meet some academic administrative needs. Source: (N.J.A.C. 9:6-4.3).5/88
IV.

Retirement

Conditions of retirement are set forth in the statutes governing the Teachers’ Pension and Annuity
Fund, the Alternate Benefit Program, or the Public Employees Retirement Systems, as may apply.
Source: Agreement, Council of N.J. State College Locals, AFT, AFL-CIO, and State of New
Jersey Article XV C (2007).
V.

Sabbatical and Leaves

The State agrees to continue, as herein modified, a sabbatical leave program. In
year of this Agreement the State Colleges will be authorized to grant one

each

hundred sixty (160)

half year leaves. At each College two (2) half year leaves may be combined into one (1) full
year leave. These leaves will be apportioned among the colleges on a basis proportional to the
number of eligible faculty members and librarians at each College with at least six (6) consecutive
years of service at a College.
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Eligibility Criteria
All full-time faculty members and librarians who, as of June 30 prior to the year for which
the leave is requested, have completed a period of six (6) or more consecutive years of service at
a College, shall be eligible to apply for a sabbatical leave during the academic year. Sabbatical
leaves are granted no more frequently than once every seven (7) years.
Application Process
Application shall be submitted to the President of the University no later than
February 1st of each year. Application may be made for the purpose of pursuing a substantial
project designed to yield publishable results and/or enhance competency as a scholar or teacher.
Sabbatical leaves may also be granted for the pursuit of an accredited terminal degree program
in an appropriate field of study.
Approval Process
A committee will be established under the governance structure of each College to
review the academic merits of each application and make recommendations to the President.
The union shall have the right to appoint one employee observer to such committee. The
committee shall conduct its review and make in recommendations by no later than February 1st.
The President shall take into consideration recommendations of the committee and shall make
recommendations for approval or disapproval to the Board of Trustees.
Terms of Sabbatical Leave
•

Half year leaves shall be at the rate of full salary.

•

Full year leaves shall be at the rate of three-quarters (.75) salary.

•

For librarians, half year leaves shall be five (5) months, and full year leaves ten (10)
months.

•

The period of the leave shall be credited for increment purposes, where such credit is
relevant.

•

A faculty member or librarian on sabbatical leave shall be entitled to the continuation
of pension and insurance programs benefits as provided in the applicable plans.

•

Each faculty member or librarian accepting a leave must sign a written statement
obligating him or her to continue to serve for at least one (1) year after expiration of
the term of the leave.

Faculty members or librarians on such leave are permitted to receive additional
compensation in the form of fellowships, government grants, and honoraria for purposes related
to the leave and part-time employment directly related to the project at an institution where they
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are in residence for the purpose of study and research in addition to the partial salary from the
University. The leave may not be used to accept paid employment during the period of the leave
except as provided above. Faculty or librarians on sabbatical leave may engage in outside
employment if it does not conflict with the purpose of the sabbatical leave or N.J.A.C. 9:2-10:1 et
seq., and the faculty member reports the outside employment before going on leave.
Source: Agreement, Council of N.J. State College Locals, AFT, AFL-CIO, and State of New
Jersey, Article XXVII (2003). Retrieved from the Faculty Handbook, September 2009 (pg. http://
web.njcu.edu/dept/academicaffairs/ Uploads/njcu_faculty_handbook.pdf
VI.		Promotion
Department chairs should be familiar with the promotion procedures and criteria for faculty
promotions, as a way to support and facilitate the application process. Listed below are the
guidelines and procedures as listed in the Faculty Handbook:
Procedures/Guidelines/Criteria for Faculty Promotions
Promotion, conferral of a higher academic rank, recognizes and rewards faculty members whose
accomplishments further the mission and goals of the University by demonstrating excellence in
teaching, quality scholarship and/or creative/professional work, and significant service to the
University community. Faculty members who are promoted shall advance four (4) salary ranges.
The promotion process is based upon the fair and equitable application of qualifications, criteria,
standards, and procedures.
Promotion is neither automatic nor the simple result of seniority. A demonstration that one’s
qualifications satisfy both the technical requirements for promotion as well as meet the established
criteria and standards for performance is necessary. The qualifications, criteria, standards, and
procedures for promotion support the understanding that an award of promotion is an action
central to the integrity, welfare, growth, and development of the University.
To assist faculty to meet the requirements, criteria and standards for the award of

promotion,

faculty members are encouraged to apply for Separately Budgeted Research funds, a competitive
program designed and recently expanded to support faculty research and other scholarly/
creative activities which are within the area of the faculty member’s (tenured and non-tenured)
discipline.
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Faculty who previously received a promotion or range adjustment shall not be eligible for either
an additional promotion or range adjustment which has an effective date less than two (2)
years from the effective date of the previous promotion/range adjustment. Faculty who meet the
minimum requirements, including those who have not yet achieved tenure, are eligible to apply
for promotion. Promotion criteria and standards apply to all candidates for promotion. Each
promotional step must be marked by increasing levels of accomplishments in all three areas
(teaching, scholarly/creative/professional work, and service). Recognizing that the strength of
the University lies in its diversity of talents, not every candidate need demonstrate exemplary
achievements in each of the three areas; however, it is understood that if a candidate is not strong
in teaching or scholarly/creative/professional performance, his/her promotion may not be in the
best interests of the University.
Procedures
Full-time faculty members whose qualifications meet or exceed the requirements for higher
academic rank shall be eligible for promotional consideration.
During the first week of September, the President of the University will announce a projected
number of faculty promotions that will take effect the following academic year, contingent on
adequate funding.
The office of the assistant to the President for employee relations shall make available the
promotion application packet.
Eligible full-time faculty members assume primary responsibility for obtaining, preparing, and
submitting fully documented promotional applications.
Nominations for promotional consideration may be made by someone other than the candidate.
The nominee is responsible for submitting all promotional materials.
The candidate’s application shall include but is not limited to:
•

Application Form/Cover sheet

•

Certification of Credentials and Service (copies of degrees, certifications, licensures, etc.)

•

Current Curriculum Vitae

•

Candidate’s Statement
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•

Peer and Student Teaching Evaluations

•

Documentation of Scholarly/Creative/Professional Work

•

Documentation of Service to the University and Community

•

Letters of Support

•

Additional supporting materials

The application, with supporting documentation, must be submitted to the

Departmental

Personnel Committee (DPC) on or before October 1.
The Department Personnel Committee shall consist of at least three (3) members of the Department
who shall be elected by the members of the Department from among the tenured, full-time
faculty of the Department. If a Department does not have sufficient members to make up its
DPC, additional faculty from related disciplines shall be asked to serve. Members shall recuse
themselves from considering the applications of candidates at the same rank as that held by the
committee member.
The Dean, upon his/her review, will forward his/her recommendation to the UPC, with a copy to
the applicant, by December 1.
Those applications received by the UPC that meet the eligibility/threshold qualifications shall be
reviewed and evaluated according to the established criteria and standards of performance.
The confidentiality of the candidate’s file is the responsibility of the DPC, UPC, and others who
officially review the file. The identity of the applicant shall remain confidential.
The UPC shall forward to the President recommendations with supporting documentation for each
academic rank in number equal to the number of promotions available. The committee shall also
provide the President with a list of all eligible faculty, in alphabetical order, who applied and
were reviewed by the UPC for the year.
The UPC shall submit its recommendations accompanied by comprehensive written evaluations
to the President or his/her designee on or before February 1 and shall include all information/
documentation concerning the applicant. The final recommendation of the UPC shall be made
known to each applicant in writing within two days after submission to the President.
Should the President decide to make a recommendation for promotion to the Board of Trustees
which is inconsistent with the recommendation of the UPC, he/she shall provide the committee
with his/her reasons for that action in writing.
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Within seven (7) days after receipt by the candidate of the final recommendation of the universitywide committee to the President, the faculty member may initiate a Step One grievance. A
claim if sustained will result in the reprocessing of the application on an expedited basis. A final
recommendation shall be made to the President no later than March 1 or the next business day
after the University is open.
The President shall make his/her recommendation(s) to the Board of Trustees no later than April
with a copy to the applicant(s). The Board of Trustees can only act on names presented by the
President. All promotions are subject to availability of funds and proper recording. The decision
of the Board shall be made known to the candidate in writing by U.S. Postal Service to the
candidate’s home address.
The promotion application packet is available on the Office of Employee Relations website at
www.njcu.edu/dept/er/.
Definitions
A criterion refers to a dimension on which a candidate’s performance will be judged. The general
criteria are teaching, scholarship/creative/professional work, and service to the University
and community. The specific criteria are referred to as the specific dimensions contained within
the individual categories of general criteria. For example, publication in refereed journals is a
specific criterion of scholarship/creative/professional work, and student ratings on student course
evaluation forms are a specific criterion of teaching performance. It may be helpful to think
of the specific criteria as the questions that will be asked about the candidate’s performance.
For example, what is the candidate’s record of publication in refereed journals? What is the
candidate’s record of classroom teaching as indicated by student course evaluation forms?
The standard of performance will refer to the level of performance or accomplishment required for
a specific criterion.
Note: The specific criteria and standards of performance noted below are not intended to be an
exhaustive list, but rather are representative of specific criteria and measures that the candidate
can offer in support of his/her application. Candidates should guard against using the same
activity or accomplishment in more than one category of criteria – teaching, scholarly/creative/
professional work, and service.
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Scholarly/Creative/Professional Work criterion includes scholarship, creative endeavors,
and professional activities which impact on one’s academic discipline as well as teaching
and learning. Scholarship can be subdivided into four categories: scholarship of discovery,
scholarship of integration, scholarship of application, and scholarship of teaching (Boyer, 1990).
The first and most familiar element in our model, the scholarship of discovery, comes closest
to what is meant when academics speak of research. The scholarship of discovery, at its best,
contributes not only to the stock of human knowledge but also to the intellectual climate of
a college or university (Boyer, 1990, p.17). In proposing the scholarship of integration, we
underscore the need for scholars who give meaning to isolated facts, putting them in perspective.
By integration, we mean making connections across the disciplines, placing the

specialties in a

larger context, illuminating data in a revealing way . . . The scholarship of integration also means
interpretation, fitting one’s own research – or the research of others – into larger intellectual
patterns (pp.18-19). The third element, the application of knowledge, move toward engagement
as the scholar asks, ‘how can knowledge be responsibly applied to consequential problems?
How can it be helpful to individuals as well as institutions?’ And further, ‘Can social problems
themselves define an agenda for scholarly investigation?’ . . . To

be considered scholarship,

(these) activities must be tied directly to one’s special field of knowledge and can relate to,
and flow directly out of, this professional activity. Such (work) is serious (and) demanding . . .
requiring the rigor – and the accountability – traditionally associated with research activities (pp.
21-22). ‘The

scholarship of teaching is problem posing about an issue of teaching or learning,

study of the problem through methods appropriate to disciplinary epistemologies, application of
results to practice, communication of results, reflection, and peer review’ (p. 11).
Source: Boyer, E. (1990). Scholarship Reconsidered: Priorities of the Professoriate. Ewing, NJ:
Carnegie Foundation for the Advancement of Teaching). Retrieved from the New Jersey City
University - Faculty Handbook, September 2009 website: http://web.njcu.edu/dept/
academicaffairs/Uploads/njcu_faculty_handbook.pdf
Creative endeavors include original works in fine, literary, media, and performing arts. “A
creator of an artistic product (for example, composer) and the performing artist (musician) can be
judged for their excellence by appropriate jurors” (Braskamp & Ory, 1994, p. 41).
Professional work generally includes those activities aimed at addressing social or institutional
issues which demonstrates one’s expertise, knowledge, and seasoned professional judgment.
Professional work includes activities as a consultant or practitioner, which are considered
scholarly when these activities impact significantly on one’s discipline (Braskamp & Oruo, 1994).
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Source: Braskamp, L.A., & Ory, J.C. (1994). Assessing faculty work: Enhancing individual
and institutional performance. San Francisco: Jossey-Bass. Retrieved from the New Jersey
City University – Faculty Handbook, September 2009 website: http://web.njcu.edu/dept/
academicaffairs/Uploads/njcu_faculty_handbook.pdf
VII.

Range Adjustment Policy

Department chairs should also be familiar with the range adjustment policy and criteria. Listed
below is additional information from the Faculty Handbook:
A merit-based range adjustment provides for a salary range increase without promotion to a
higher rank for faculty members who meet or exceed the criteria
for the range adjustment.
Merit-Based Criteria for Range Changes
An applicant for a merit-based range adjustment in rank, must meet one of the following three criteria:
•

A full-time faculty member who has not yet achieved the academic rank of professor,
must demonstrate significant accomplishments/contributions to any one
or more of the criteria for promotion as set forth in NJCU Procedures/Guidelines/
Criteria for Promotion early in her/his time in the current academic rank and before
achieving the full range of experience and accomplishments normally associated with
promotion to the next higher rank.

•

A full-time faculty member at the academic rank of assistant or associate professor
who has made contributions to the University over a long period of time that are
consistently and demonstrably beyond meeting one’s normal professional obligations
and that have a profound impact on issues of importance to the University community.

•

A full-time faculty member who has achieved the academic rank of professor and
who has demonstrated extraordinary accomplishments applicable to the criteria for
promotion as set forth in the NJCU Procedures/Guidelines/Criteria for Promotion
during the period following promotion to professor or a range adjustment within the
academic rank of professor.

The President shall inform the full-time faculty (Campus-wide Committee on Range Adjustment for
Faculty) of the total number of range adjustments available for the University. The number of range
adjustments made in any fiscal year shall be subject to budget considerations and limitations as
determined by the President.
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Procedures:
A full-time faculty member who wishes to apply for a merit-based range adjustment within
academic rank may do so by submitting a written application for consideration to his/her
appropriate Dean and the Campus-wide Committee on Range Adjustments for Faculty (CWC)
no later than January 31st setting forth justification for the range adjustment. The application
shall include a current curriculum vita, a concise cover letter indicating the faculty member’s
accomplishments related to the specifically applicable merit-based criterion, and any additional
materials the faculty member wishes to submit that are directly relevant to an assessment of those
accomplishments.
After the application has been received and reviewed by the applicant’s Dean, the Dean will
forward the individual’s application with a written evaluation and recommendation for range
adjustment to the Vice President for Academic Affairs within thirty (30) days of the closing date for
receipt for all applications with a copy to the applicant.
Simultaneously with the Deans’ review, the Campus-wide Committee will also review the
applicant’s application and forward the individual application with an evaluation and
recommendation to the Vice President for Academic Affairs within thirty (30) days of the closing
date for receipt for all applications with a copy to the applicant. The CWC shall evaluate the
applicant/candidate against the applicable criterion and issue a written assessment/evaluation
and recommendation to the Dean with a copy to the applicant.
The confidentiality of the applicant’s file is the responsibility of the CWC and others who officially
review the file. An applicant may withdraw his/her application at any point in the process without
prejudice by submitting a letter to his/her Dean.
The Vice President for Academic Affairs shall review the application documents in addition to
the evaluation/recommendation submitted by the Dean and the CWC. The Vice President for
Academic Affairs shall prepare a written statement indicating concurrence or non-concurrence
with the Dean’s and CWC’s evaluation/assessment and recommendation, and shall issue a
corresponding recommendation to the President. A copy of the Vice President’s written statement
and recommendation shall be issued simultaneously to the applicant.
The applicant shall have the opportunity to submit a written response to the evaluation and
recommendation at each stage in the process noted above. The next level officer must receive
such response within five (5) days of receipt of evaluation and recommendation. If received within
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the specified time, the applicant’s response will be reviewed and taken into account by the next
level officer and shall become a part of the application packet.
The President shall notify the faculty member by April 15 as to whether or not a merit-based range
adjustment has been awarded, and if awarded, the amount of the range adjustment. The decision
of the President is final. If awarded, the adjustment shall be effective the following September 1.
Applicable range adjustments by rank shall include: assistant professor – Range 24-25; associate
professor – Range 28-29; and full professor – Range 32-33. It is expected that a faculty member
who is at Range 22 (assistant professor) or Range 26 (associate professor) or Range 30 (professor)
at the time of the application will be eligible for a range adjustment to two steps higher than his/
her current range if he/she is awarded a range adjustment for the first time under this procedure.
Source: New Jersey City University, Academic Affairs. (September 2009). Faculty Handbook
(pp. 83-85). Retrieved from http://web.njcu.edu/dept/academicaffairs/Uploads/njcu_faculty_
handbook.pdf
VIII.

Travel Policy & Procedures

Department chairs are responsible for reviewing and signing the Request for Travel Authorization
form. Chairs should verify that the faculty member was accepted as a presenter, not just as an
attendee. Chairs should remind faculty to submit the Request for Travel Authorization form to the
Dean’s Office at least three weeks before they plan to travel. (See the Appendix section for further
information about the policy, procedures, and items that qualify for reimbursement)
F.

CURRICULUM DEVELOPMENT
I.

New Course Proposals

All course proposals must comply with the University Senate guidelines, available below.
•

Complete the Request for Temporary Course Approval Form or the Request for
Permanent Course Approval/Change Form.

•

Complete a proposal outline following the steps from the Senate guidelines (the cover
sheet and the course proposal outline constitute a full course proposal). A detailed
explanation of a course proposal outline can be found in the Appendix section under
curriculum development forms
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II.

Course Name Changes (implemented fall 2009)

The list below follows the basic step-by-step process for course name changes.
1. Use the permanent course approval form (the Request for Approval/Change Form) and in the
subheading for “Type of Approval Sought” check the “Change in Existing Course” Option
and indicate the name change being sought. Include a statement indicating the rationale
for the change and whether or not the change in course title represents a change in course
content. Include a copy of the most recently approved course proposal form. If an approved
course proposal form is unavailable, submit a new course proposal form.
2. Forward the proposal to your department curriculum committee for signature by the chair of
the committee.
3. Forward the signed proposal to the department chair for review and signature.
4. Forward the signed proposal to K605, the College of Arts and Sciences, Dean’s Office.
5. Dean’s Office forwards the proposal to the CAS Curriculum Committee (CCC) for review.
6. CAS Curriculum Committee reviews, considers, and approves or rejects the proposal. For the
proposal to move forward, the committee chair must sign the proposal.
7. CAS Curriculum Committee forwards the signed proposal to the Dean for approval.
8. Signed proposal is forwarded to Vice President for Academic Affairs for review and approval.
Source: Moran, F. (2009). Change a Course Name. In College Curriculum Committee Forms and
Procedures. Retrieved from: http://www.njcu.edu/cas/ccc-forms-and-procedures/
III.

Course Number Changes (implemented fall 2009)

The list below follows the basic step-by-step process for course number changes.
1. Use the permanent course approval form (the Request for Approval/Change Form) and in the
subheading for “Type of Approval Sought” check the “Change in Existing Course” Option
and indicate the number change being sought. Include a statement indicating the rationale for
the change and indicating whether or not the change in course number represents a change
in course content. Include a copy of the most recently approved course proposal form. If an
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approved course proposal form is unavailable, submit a new course proposal form.
2. Forward the proposal to your department curriculum committee for signature by the chair of
the committee.
3. Forward the signed proposal to the department chair for review and signature.
4. Forward the signed proposal to K605, the College of Arts and Sciences, Dean’s Office.
5. Dean’s Office forwards the proposal to the CAS Curriculum Committee for consideration.
6. CAS Curriculum Committee reviews the proposal. For the proposal to move forward, the
committee chair must sign the proposal.
7. CAS Curriculum Committee forwards the signed proposal to the Dean for approval.
8. Signed proposal is forwarded to Vice President for Academic Affairs for review and approval.
Source: Moran, F. (2009). Change a Course Name. In College Curriculum Committee Forms and
Procedures. Retrieved from http://www.njcu.edu/cas/ccc-forms-and-procedures/
IV.

Temporary Course Approvals

Courses being submitted for temporary approval require completion of the Temporary Course
Approval form, available here: http://www.njcu.edu/cas/ccc-forms-and-procedures/
Complete and print form and attach it with the supporting documents (that is, the course proposal
as described above for permanent course approvals) and forward to the Dean’s Office, K-605.
Notes:
•

Courses for temporary approval are routed to the Dean’s Office and, if approved,
move directly to the Vice President for Academic Affairs.

•

A course can run on a temporary basis for one semester and then must be submitted
for the full approval review process before it can run a second time. Generally, it is a
good idea to submit for temporary and permanent approval simultaneously.

		
V.

Curriculum Approval Process

The list below follows the basic step-by-step process for curriculum approval.
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1. A curriculum proposal is submitted by faculty member(s) to his/her Departmental Curriculum
Committee (DCC).
2. If approved, the DCC forwards the proposal to the Dean’s Office. The submission is logged
and the proposal is submitted to the CCC.
3. The curriculum proposal is submitted to the CCC for action.
4. CCC will invite the course proposer(s) and representatives from the sponsoring department(s)
to participate in the CCC review process.
5. If approved, the proposal is forwarded to the CAS Dean’s Office for approval.
6. If not approved, the proposal is sent back to the DCC with an accompanying explanation of
any necessary revisions.
7. The Dean’s Office acts on the proposal.
8. If approved, the proposal is submitted to the appropriate Senate Committee for action.
9. If not approved, the proposal is returned to the DCC with an accompanying explanation of
any necessary revisions.
VI.

Approval Process Timetable
•

CCC meeting dates are posted on the College’s website here: http://www.njcu.edu/
cas/curriculum-committee/

•

Proposals are reviewed in the order in which they are received. Proposals that have
been reviewed and are resubmitted move to the top of the list.

•

Review time depends crucially on the quality of the original proposal. Careful review
at the Departmental level cuts the approval time considerably.

•

Review time also depends on the number of proposals coming into the committee. The
more proposals submitted, the longer it takes for review and approval.

VII.

Pre-Authorization to Develop an Online Course

A faculty member interested in developing an online course should complete the Request for
Pre-Authorization to Develop an Online Course (See Appendix). If approved by the Dean and
Vice President for Academic Affairs, the faculty member will receive three credits of released

time during the semester he or she builds the course. Faculty members teaching their first online
course will receive one credit of release time (see article XXXIV, section F in the 2007-2011 AFT
Agreement).
Source: Full Time/Part Time Unit AFT Agreement. (2007-2011). Online Courses (Article XXIV,
section F). Retrieved from http://www.cnjscl.org/Library/07-11 20Full 20Tme-PT 20Agreement.html
VIII.

Syllabi

Faculty members are responsible for preparing, maintaining, and submitting to the Dean’s Office
copies of syllabus for courses they are teaching. Syllabi should be distributed the first day of
classes. Each syllabus should conform to the University standard as outlined below:
•

Title of the Course

•

Instructor’s Name, Office Hours, and Contact Information

•

Catalog Description of the Course

•

Goals and Objectives of the Course

•

Course Requirements (Aligned with national standards when applicable)

•

List of Required Texts

•

List of Assignments and Due Dates

•

Evaluation Procedures and Scoring Rubrics

•

Attendance Policy

•

Bibliography

Source: New Jersey City University-Academic Affairs. (2007, September). Faculty Handbook
(pp. 96-97). Retrieved from http://web.njcu.edu/dept/academicaffairs/Uploads/njcu_faculty_
handbook.pdf
G.

Budget & Money Transactions

I.

Using E-Pro

What is eProcurement?
EProcurement is the University’s online purchasing system where goods/services are requested via
a requisition, approved, and processed. EProcurement is also used to process Employee Expense
Reimbursements, Overnight Travel Authorizations, and Special Handling Checks. EProcurement
will also be used for Direct Connect with our office supply vendor and for the P-card functionality.
You will be notified when these new features will be available.

How do I know which process to use?
There are four types of requisitions you can create in addition to Direct Connect. Please read
each appropriate section to find out which is best for your need.
1. Regular Requisition
2. Employee Expense Reimbursement Form
3. Special Handling Check Form
4. Office Max Requisition
Regular Requisitions
What is a Regular Requisition?
Regular requisitions are the most commonly used type of requisitions. They are used to request
goods and/or services for a department.
What is an Employee Expense Reimbursement Form?
An Employee Expense Reimbursement Form is a type of ePro Requisition used to reimburse
employees for approved University related expenses.
When is an Employee Expense Reimbursement Form needed?
You should use this form when you are seeking to be reimbursed for day trips (mileage, tolls,
parking), overnight travel, University related internet and cell phone charges, and any out of
pocket emergency expenses incurred for a University-related function. Submit all receipts to the
Dean’s Office for reimbursement to be processed.
What is a Special Handling Check Form?
This form is used to pay for a service or fees that are provided to a department or office.
When should I use a Special Handling Check Form?
This form should only be used to pay for athletic fees/services (i.e. referees), entertainers/
performers (i.e. musicians, models), honorariums, building licenses and fees.
The E-Pro Training Guide provides extensive step-by-step instructions on how to process
the four types of requisitions listed above. By logging into your GothicNet account you
can access information on how to create an Office Max requisition and various other
requisitions. The following link https://gothicnet.njcu.edu/psp/psft/EMPLOYEE/EMPL/s/
WEBLIB_PTPP_SC.HOMEPAGE.FieldFormula.IScript_AppHP?pt_fname=NJ_HO_DO_I_

EPRO&FolderPath=PORTAL_ROOT_OBJECT.EPCO_EPROCUREMENT.NJ_HO_DO_I_EPRO&IsFolder=true
will direct you to the E-Pro Training Guides. Here are the step-by-step directions on how to access this
information via GothicNet:
1. Login to GothicNet
2. On the “My Menu” select “eProcurement
3. Click on the “Training Guides” folder
H.

ENROLLMENT MANAGEMENT
I.

Course Scheduling

The scheduling of classes is typically prepared a year in advance of the semester in which they are
offered. This allows departments to plan the sequence of courses they will offer. Listed below are the
steps for scheduling classes:
1. Review the excel spreadsheet of the Master Course List Working Course Planning Sheets provided by
Ms. Evelyn Villatoro, Undergraduate and Graduate Scheduling Officer.
2. Indicate revisions and corrections in the left hand column (i.e., indicate whether you are Changing,
Deleting, and/or Adding a new section). This applies to both undergraduate and graduate courses.
3. Follow the deadline dates provided by the Scheduling Officers.
4. A final course scheduling list should be forwarded to the Dean’s Office for review by the Executive
Assistant and the Dean.
5. Consult with the Dean’s Office before submitting any major scheduling changes to the Scheduling
Officer. Then copy the Executive Assistant in your email to the Scheduling Officer.
6. Submit all enrollment capacity change requests to the Dean’s Office for approval before they are
submitted to the Scheduling Officer.
Important Items to Remember:
1. Since classroom space is limited, the Dean’s Office encourages chairs to offer:
•

Courses on Fridays (all day);

•

Courses during non-peak hours (i.e., three times a week 2:00 p.m. – 2:50 p.m. or 		
3:00 p.m. – 3:50 p.m.; twice a week 2:00 p.m. – 3:30 p.m. or 3:00 p.m. – 4:30 p.m.);

•

Web-blended courses (departments should alternate the classroom dates with other
instructors in their department so one classroom is shared by two or three instructors.

2. Offer fewer sections so that they fill to capacity. Scheduling conservatively will eliminate the
cancellation of low enrolled courses.
3. Request to create new sections only when all other sections are completely full.
4. Keep a waiting list as a way to track the demand for new sections.
5. Make sure enrollment capacities are reasonable and accommodate the needs of individual courses.
6. Rotate major course offering regularly and have them available three semesters in advance, so
students can plan their schedules early.

7. Consult with other departments in scheduling courses that students need as prerequisites in major
courses. Try to coordinate with other departments to offer courses in a sequence and to avoid
scheduling conflicts with other major or prerequisite courses.
II.

Declaring a Major or Minor

Part I: How Do I Declare a Major on Student’s Behalf?
Step 1: After signing into GothicNet, go to PeopleSoft CSHR>NJCU>NJCU>Academic
Advisement>Declare Major.

Step 2: Enter the student’s ID number or the First Name and Last Name then click on .

Step 3: *Major - Click on and select the major.
Step 4: *Concentration – Click on and select the concentration of the major. Important Note:
Only 2 concentrations can be added for each request that is submitted.
Step 5: If the student has requested to add a Co-Major or Minor, click on the to add a new row.
Once everything has been entered, click on the

Once you have submitted the request, a confirmation page will appear summarizing the request
that has been submitted. An email notification will go to the students as well as UAC@njcu.edu.

Part II: How Do I View/Review the Major Declaration Requests?
Step 1: After signing into GothicNet, go to PeopleSoft CSHR>NJCU>NJCU>Academic
Advisement>Review/Maintain Major Requests.
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Step 2: Enter the student’s ID number or the First Name and Last Name then click on
.  You can also leave all the fields blank and you will be able to see who needs to be processed.

Step 3: The first box below displays the student’s personal information as well as the
GPA, semester hours completed, current major and current concentration.
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Step 4: The Student Major Declaration Information box (second box below) displays the
student’s declaration of major request. It will also show the date/time that the student
placed the request.
Step 5: The Administrator Manage box (third box below) allows the advisor to Approve/
Deny the request.
• Approval Action - Click on the and select Approve, Deny or Pending. Note: Pending
is used if the advisor is reviewing the request and is not ready to officially submit it.
• Cc ‘Completed’ email to – Click on and select another advisor’s/support staff email
that you would like to send the status of the student’s request to.
• Comments – Enter comments (if necessary). If this request is being Denied, a comment
must be entered.
• Click on

Step 6: If the request has been Approved, the advisor must go to the Student Program/Plan
page to declare the student into the approved Academic Program (major) and Academic Plan
(concentration and/or dual major). Once this has been entered, come back to the Review/
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Maintain Major Requests page and click the checkbox and click on. Once this has been done,
an email notification will go to the student.
III.

Did Not Register (DNR)

The DNR report tracks the enrollment of students in each major. A report listing the students’
contact information is sent bi-weekly to departments, which are responsible for contacting these
students and assisting them with scheduling appointments with their faculty advisors. Use the
Telephone Log sheet to track students you have contacted and, if applicable, the reason(s) they
are unable to enroll for the upcoming semester.
IV.

Advisement Holds

Each semester students must schedule appointments with their faculty advisors to select and enroll
in courses for the upcoming semester. Faculty advisors should advise students on their general
studies and major/minor requirements and should remove advisement holds only at the end of
advisement sessions. Under no circumstances are departmental secretaries to remove advisement
holds for students. Listed below are the steps for removing an advisement hold.
1. Log into PeopleSoft and click on Faculty and Advisors.
2. Go to Academic Advisement Center.
3. Click on Advisement Hold.
4. Enter the student’s identification number in the ID box or search by first and last name.
5. To remove the hold, delete the row by clicking on the minus sign in the upper right hand
corner of the page.

6.

Click on

	
  

to complete the action.
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I.

INVOLVEMENT WITH STUDENTS
I.

Withdrawals

Academic advisors should encourage students to discuss their academic progress with
their professors before withdrawing from courses. A student who is concerned about his/her
academic performance should schedule a meeting with his/her professor to discuss strategies
and prospects for passing (e.g. extra credit coursework, attending tutorial sessions, improving test
scores). Withdrawing from a course should be a student’s last option.
Students must complete the course withdrawal form and return it to the Registrar’s office in
Hepburn Hall 214. The deadline dates for filing a withdrawal request are November 15th for the
Fall Semester and April 15th for the Spring Semester. The mid-semester point for Summer Sessions
is the deadline (usually the third week of the semester). Official withdrawals will appear on the
instructor’s final grade roster as a “W” grade.
The Academic Foundation courses listed below must have the Dean’s Office approval
before the withdrawal form is processed by the Registrar’s Office. Only in extenuating
circumstances will a withdrawal be permitted in these cases.
•

INTD 90/105 - Reading and Writing Across the Discipline

•

INTD 91/106 – Reading and Writing Across the Discipline II

•

MATH 095 – Basic College Math

•

MATH 098 – Algebra for College

•

LTED 101 – Reading and Study Skills

•

INTD 101 – Orientation to College

•

INTD 120 – Computer as a Tool

•

ENGL 99 – Independent Study in College Writing

In addition, withdrawal from the following All University Requirements (AUR) courses must also be
approved by the Dean’s Office. Tier #1 courses should be completed within the first 30 degree
credits earned; Tier #2 courses should be completed within the first 60 degree credits earned.
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•

ENGL 101 – English Composition I (Tier 1)

•

ENGL 102 – English Composition II (Tier 1)

•

FYE XXX – First Year Experience (Tier 1)

•

MATH 112 – Intermediate Algebra (Tier 1)

•

GSC 101 – Civilizations I (Tier 2)

•

GSC 102 – Civilizations II (Tier 2)
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II.

Late Withdrawals

A student will be granted a late withdrawal only under extenuating circumstances,
such as hospitalization, chronic illness, death of a family member, homelessness, or other
personal hardship. A student may submit a written request to the appropriate academic dean
for an official withdrawal after the deadline date. These requests must be accompanied by
the appropriate supporting documentation, a typed letter describing the circumstances, and a
completed Student Request for Late Withdrawal form.
A final decision will be made at the discretion of the Dean’s Office. Retroactive withdrawals will
not be granted to increase a GPA, clean up a transcript, or correct for student’s negligence to
complete proper paperwork by its deadline.
III.

Medical Withdrawals

A student who finds it necessary to withdraw from a course prior to the last day of classes due
to medical circumstances must schedule an appointment with the Director of Counseling and
Wellness Services, located in the Gilligan Student Union Building, Room 308 (201-200-3165).
Appropriate supporting documentation must be presented at the time of the appointment. Students
may also contact the Registrar’s Office in Hepburn Hall, Room 214 (201-200-3334), for further
assistance. Under these circumstances, students should withdraw from all courses.
Source: New Jersey City University, Office of the Dean of Students. (n.d.). 			
Medical Withdrawal. Retrieved from http://web.njcu.edu/sites/deanofstudents/Content/student_
policies.asp
IV.
		

Waivers
Taking a Course at Another Institution

When requesting to take a course at another institution, students should complete 			
the Request to Substitute General Studies Area Requirements or the Request to Substitute Elective
Courses form. Students should be instructed to follow the steps listed below.
1. Visit NJTransfer.org and click on the Find Course Equivalencies link. Select the institution you
plan to attend and enter the course number (Course ID). This will indicate if the course(s) taken
at the other institution are equivalent to the courses offered at NJCU.
2. Print the course equivalencies report and attach it with the appropriate request form.
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3. Secure a signature from your academic advisor.
4. Attach a typed letter explaining the reasons for the request.
5. Attach a copy of any other supporting documentation
6. Submit all required materials to the Dean’s Office in Karnoutsos Hall 605.
Upon review, the Dean’s Office will make a decision and contact the student. A copy of the form
is then sent to the affected academic department and the student’s home address, and a copy is
retained by the Dean’s Office
General Study Courses
When requesting a course substitution and/or wavier for a general studies area 			
requirement the Request to Substitute General Studies Area Requirements form 			
should be completed. Students should be instructed to follow the steps listed below:
1. Complete the Request to Substitute General Studies Area Requirements.
2. Secure a signature from your academic advisor.
3. Attach a typed letter explaining the reasons for the request.
4. Attach a copy of any other supporting documentation.
5. Submit all required materials to the Dean’s Office.
It may take up to two (2) weeks for a form to be processed. Upon review, the Dean’s Office will
make a decision and contact the student via telephone. A copy of the form is then sent to the
affected academic department, the student’s home address, and Monica Almonor, Graduation
Clearance Officer, Registrar’s Office H-214; a copy is retained by the Dean’s Office.
Major Courses (Dean’s Approval Not Required)
When requesting a course substitution and/or wavier for a major course the 			
Request to Substitute Major Course Requirements form should be completed. 			
Students should be instructed to follow the steps listed below:
1. Complete the Request to Substitute Major Course Requirements.
2. Secure a signature from your major department’s chairperson.
3. Attach a typed letter explaining the reasons for the request..
4. Attach a copy of any supporting documentation.
5. Submit all required materials to your major department’s chairperson; the dean’s approval
and signature are not required.
After the request is processed the department will keep a copy of the form on file.
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Elective Courses
When requesting a course substitution and/or wavier for an elective course the 			
Request to Substitute Elective Courses form should be completed. Students should be instructed to
follow the steps listed below:
1. Complete the Request to Substitute Elective Courses.
2. Secure a signature from your academic advisor.
3. Attach a typed letter explaining the reasons for the request.
4. Attach a copy of any supporting documentation.
5. Submit all required materials to the Dean’s Office.
It may take up to two (2) weeks for a form to be processed. Upon review, the Dean’s Office will
make a decision and contact the student via telephone. A copy of the form is then sent to the
affected academic department, the student’s home address, and Monica Almonor, Graduation
Clearance Officer, Registrar’s Office H-214; a copy is retained by the Dean’s Office.
V.

Change of Grades

Once the six week period in which faculty members may submit change of grades has ended,
a faculty member may request an extension up to one additional year with the Dean’s approval.
The student can then be permitted to complete the additional coursework and receive a final
change of grade. Approval of said requests is at the discretion of the academic dean. The
instructor should request the extension on behalf of the student prior to taking on or assigning any
additional work for the course. This helps to avoid students working on assignments which have
not been approved.
VI.

Incomplete Grades

Incomplete (IN) grades should not be assigned if the course cannot or will not be completed
within the six weeks after the semester ends. The grade will convert to an “F” after the six weeks.
A faculty member may request up to one additional year for a student to be permitted to complete
additional coursework and receive a final course grade, provided that the request is made during
the six weeks following the posting of grades. Approval of said requests is at the discretion of the
academic dean. The instructor should request the extension on behalf of the student prior to taking
on or assigning any additional work for the course, so as to avoid work the submission of which
is not approved.
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VII.

Independent Study

Independent study is advanced study or research in which a student develops and reports on
a major individual project. It is expected that a student enrolled in Independent Study initiate a
project with a faculty mentor during pre-registration prior to the semester during which credit is
given. The number of semester hours is dependent on how ambitious the project is. Credit hours
will be determined jointly by the faculty mentor and the student.
It is expected that the project will substantially deepen the student’s knowledge once involved in
library research, laboratory experimentation, and/or field work. Students will benefit from using
the department’s specialized equipment and research facilities. An Independent Study/Research
Contract must be negotiated, agreed upon, and signed by the faculty sponsor, chairs, and the
student prior to the start of the study.
The contract must identify:
		

Title of topic

		Project description
		

Methodology and resources to be used

		

Grading and assessment criteria

		

Learning outcomes and competences

		
Faculty compensation will be based on the number of credit hours. The following will apply:
		

1 credit = 1/6 payment (.167)

		

2 credits = 2/6 payment (.333)

		

3 credits = 3/6 payment (.50)

Faculty compensation for thesis advisement is as follows:
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3 credits = .50 payment
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Policy and Procedures for Independent Study/Research
Independent study is to be used judiciously. Undergraduate and graduate students may pursue
independent study/research for 1 credit, 2 credits, or 3 credits when appropriate.
Criteria for Eligibility
•

The student must be a declared major, under the advisement of the

•

respective department, and have at least a 3.0 Cumulative Grade Point Average.

•

The student must be in his/her junior or senior year.

•

The student may take independent study for the following reasons:

1. To provide an exceptional student with specialized study.
2. To respond to exceptional circumstances, such as:
to substitute for a required course in the major when that required course is not offered in time for
the student’s scheduled graduation in cases where the student is not at fault.
to substitute for a course that is not offered by the department, when the study of such a topic on
an independent basis would enhance the student’s education in the field of study.
Approval
•

Approval is needed from the department chair and the dean.

•

In a total program of study, no more than 6 credits of independent study will be allowed in the
major.

•

Exceptions to the eligibility criteria will be determined by the Dean’s Office, in consultation
with the department chair.

Criteria for Grading
Grading will be governed by the standard university academic regulations.
At a minimum, the student will enter into a learning contract with the faculty member detailing
the purpose of the study, the product to be accomplished, the number of contacts with the faculty
member, and specific requirements for grading. When the final paper or project is complete, a
copy must be submitted to the Dean.
Source: New Jersey City University-Academic affairs. (2007, September). Faculty Handbook
(pp. 94-96). Retrieved from http://web.njcu.edu/dept/academicaffairs/Uploads/njcu_faculty_
handbook.pdf
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VIII.

Enrolling a Student in a Closed Course (Dean’s Approval Not Required)

Students seeking to enroll in closed courses need to request permission from the chairperson of
the department in which the course is offered. An add/drop form with the chairperson’s signature
is required. In some cases, the department chairperson may wish to consult with and/or seek
written consent from the instructor of the course. He/she is also responsible to check the room
capacity list before enrolling additional students. If the room capacity has been met, additional
students may not be enrolled.
IX.

Graduation Clearance		

Information Packet for Departments
The Graduation Clearance Officer sends a packet of information to all department chairpersons.
This information helps departments identify students that may be eligible to apply or graduate
within the next two semesters. Students who have 96 credits or more are identified. This
information packet also includes the following items:
•

Address labels.

•

A booklet titled “The Undergraduate Graduation Clearance Guide.”

•

The schedule of (4) four graduation clearance workshops for students.

•

Posters are created and delivered to departments for posting. Departments should post the
schedule of the Undergraduate Graduation Clearance Workshops which are offered every fall
semester for students planning to graduate in the fall or spring semesters.

•

Option: Chairs can schedule a departmental workshop for their faculty on the graduation
clearance process. If a department is interested in sponsoring a workshop, please contact
Mrs. Monica Almonor, Graduation Clearance Officer, at x3263.

Graduation Clearance Application Deadline and Process - Students
Students who have more than 96 credits will receive a letter informing them that
they may be eligible to apply for graduation clearance. The approximate deadline
dates that students can submit graduation clearance applications to the Registrar’s
Office are:
•

August 1st thru September 30th for Fall Graduation

•

November 1st thru December 15th for Spring Graduation

•

May 15th thru June 15th for Summer Graduation

About two weeks after the Add/Drop period, the Graduation Clearance Officer
forwards applications to the department chairperson. This second packet of
information applies to students who have applied for graduation.

48

William J. Maxwell College of Arts and Sciences Chairs Handbook

Steps:
1. Departments will receive the Department Check-Out Forms, transcripts, and students’ current
course schedules.
2. Departments should audit students’ major/minor requirements and indicate if students will
meet the requirements for gradation by the end of the semester.
3. Departments have two weeks to review and return the completed applications to the
Registrar’s Office.
4. The Department Check Out Forms should be returned to the Registrar’s Office.
5. Students receive a letter indicating if any requirements are missing or if all requirements have
been satisfied. Letters are usually mailed out to students within one to three days after the
completion of the evaluation. A copy of the letter is also forwarded to the department.
6. During the auditing period, if a department chairperson re-evaluates a student’s major
requirements and finds an error or a missing requirement, he/she must notify the Graduation
Clearance Officer immediately. After notification has been received, the Registrar’s Office will
mail an updated letter to the student and department chairperson.
7. After posting grades for that graduation term, a re-evaluation is done by the Graduation
Clearance Officer to determine if all courses were successfully passed.
8. Degrees are posted to the transcripts, as listed below:
•

Fall semester - first week of February

•

Spring semester - second week of June.

•

Summer I & II - second week of September

Tips for effective graduation clearance audits:
•

Encourage your faculty advisors to seek training or guidance on the general study
requirements. To schedule a training workshop or to seek consultation about general study
courses, contact the associate dean in the Dean’s Office at x3001.

•

Advisors should inform students of the total number of degree credits they have earned; any
non-degree credit courses should be subtracted from the total number.

•

Advisors should remind students that they need a total of 128 degree credits to graduate.

•

Advisors should check for courses that were repeated and passed more than once. In
addition, check to see if Recomputation forms were submitted to the Registrar’s Office for
processing.
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•

Departments should inform students early about the deadline dates to apply for graduation
clearance. Posting this information in your department can help students prepare for their
anticipated graduation date.

•

Chairpersons and faculty advisors should avoid clearing students before they are audited by
the Graduation Clearance Officer. Please refer students to the deadline dates for graduation
clearance workshops (see dates listed above).

•

Make sure all transfer and College-Level Examination Program (CLEP) credits are posted to the
transcript before students apply for graduation clearance.

•

Academic advisors should verify that all students have declared their majors, minors, and
concentrations or specializations correctly (this information can be verified on unofficial
transcripts and degree progress reports).

X.

STUDENT GRIEVANCES

When resolving a dispute regarding grading, course requirements, attendance, academic
integrity, or other academic related complaints, students should be instructed to follow the
academic grievance procedure outlined in the Academic Integrity Policy. The dean/assistant
dean will not discuss any academic related complaints with a student in which the University’s
grievance and appeal procedures have not been followed. To view the Academic Integrity Policy
go to the University Senate website.
Step 1. Meeting and discussion with the faculty member involved to resolve the situation in
question must take place within forty-five (45) days of the last day of the semester on which the
grievance is based. At the conclusion of the meeting, the faculty member will inform the student of
a decision.
Step 2. The student may initiate a written appeal with the faculty member within ten (10) calendar
days of the date of receipt of the written appeal. Should the faculty member fail to respond within
the (10) calendar days, the student may present his/her written appeal to the next level of review,
the department chairs, within ten (10) calendar days.
Step 3. Written appeal to the appropriate department chairs within ten (10) calendar days of
notification of a decision pursuant to the previous step or upon failure of the faculty member to
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respond within the prescribed ten (10) calendar days.
Step 4. Written appeal to the appropriate Academic Dean within ten (10) calendar days of
notification of a decision pursuant to the previous step. The appropriate dean shall provide the
student with a written decision within ten (10) calendar days of receipt of the appeal from Step 3.
Step 5. Written appeal to the University Senate Student Affairs Committee within ten (10) calendar
days of notification of a decision pursuant to the previous step.
Grievances that are not resolved at the dean’s level may be referred to the Student Affairs
Committee of the University Senate for review and decision, which will be forwarded to the Vice
President for Academic Affairs for final decision.
The Student Affairs Committee of the University Senate shall deal with grievances involving
grading, course requirements, attendance, academic integrity, and other academically related
complaints after Steps 1-4 above have been exhausted. The committee shall include at least
one faculty or professional staff member from each of the Colleges and one student. The Vice
President of Student Affairs or Associate Vice President of Student Affairs will serve as a nonvoting, ex-officio member of this Committee. The Student Affairs Committee shall deal with
grievances initiated by students. The Committee may choose to invite parties involved to meet with
the committee to present their positions or to proceed on the written record generated from the
appeal process detailed above.
Within twenty (20) days of receipt of a written appeal from a student, the committee shall
(a) determine that the appeal has basis in fact; (b) inform the complainant of the legal and
administrative limitations of the committee in resolving grievances; and (c) determine that
all normal avenues of appeal resolution, between the parties involved, and the applicable
department chair and dean, have been exhausted. It shall provide notice of its decision,
made on a review and advise basis, to the Vice President for Academic Affairs, who renders
a final decision within thirty (30) calendar days of receiving the Student Affairs Committee’s
recommendation.
Final Appeal:
Only cases that result in expulsion may be appealed to the President. In these cases, the decision
of the President is final and there is not further recourse at the University. The charged student will
have ten (10) calendar days from the date of the decision by the Vice President for Academic
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Affairs to file an appeal with the President of the University. All appeals must be in writing. In
cases resulting in expulsion, the President of the University shall render a final decision within
twenty (20) calendar days of receiving the appeal.
Source: New Jersey City University-University Senate. (2004, February). Academic Integrity
Policy (pp. 5-6). Retrieved from http://www.njcu.edu/dept/senate/policies/Academic%20
INTEGRITY%20POLICY%20FINAL%202-04.pdf
XI.

Advisement
Department chairs are responsible for setting up a systematic advisement process within

their departments. Departments should post their advisement hours, faculty advisors’ contact
information, and an assigned advisee list within the department and/or on the department
webpage. Students should be assigned a faculty advisor and be able to schedule appointments
for advisement, either through department secretaries or directly with advisors. If the academic
advisor cannot meet on campus a telephone advisement appointment could be an option. Under
no circumstances are department secretaries to act as academic advisors to students or to remove
advisement holds. Chairs should discuss with

their faculty and make arrangements for

summer advisement hours. Incoming freshmen and undeclared students receive their advisement
through the University Advisement Center until they declare majors and/or minors.

XII.

Emergency Protocol Policy
If students become disruptive or present a danger to themselves or others, faculty

members can seek guidance and immediate assistance from the Department of Public Safety, the
Office of the Dean of Students, and the Counseling and Wellness Office. Listed below are some of
the topics addressed in the emergency protocol.

52

•

After Hours Medical or Mental Health Emergencies

•

Medical Emergencies

•

Mental Health Emergencies

•

Disruptive Student Behavior

•

Minor Inappropriate or Unusual Behavior/Single Event Disruptions

•

Multiple Event Disruptions

•

Students Who Attend Class under the Influence of Alcohol or Psychoactive Drugs

•

Suspensions, Terminations, and Referral to the Judicial Process

•

Code of Conduct/Administrative Withdrawal
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See the appendix section for detailed definitions, descriptions of the steps and procedures, and
resources for dealing with emergency situations.
II.

Suicide Attempt/Threat Response Policy
In a situation where a faculty or staff member believes a student may exhibit some suicidal

gestures or present a threat to himself/herself, the faculty or staff member should contact the
Campus Public Safety Office at 201-200-3128 and/or the Jersey City Police Department at 911.
For consultation, the following offices can be contacted:
•

The Counseling and Wellness Center (201-200-3165)

•

The Office of the Dean of Students (201-200-3525)

•

The Department of Residence Life (if appropriate) (201-200-2338)

The Suicide Attempt and Threat Response Policy summarizes the definition,
intervention procedures, and screening for dealing with suicide, attempted
suicide, and suicidal gestures. See the appendix section for a full description of the policy.
Source: New Jersey City University, Dean of Students. (2003, December). Suicide
Attempt/Threat Response Policy (pp.1-4). Retrieved from http://web.njcu.edu/sites/
deanofstudents/Content/student_policies.asp

J.

Faculty Assignment Sheet (FAS): Workload Process

I. Faculty Workload Outline and Navigation
The paper manual of the Faculty Workload Process explains in further detail each step listed
below. To access the entire manual log into GothicNet and follow these navigations:
1.

PeopleSoft (CSHR)

2.

NJCU

3.

Faculty Assignment

4.

FAS Documentation (here you will find the process names listed below)

Important Note: It is important to verify that all class scheduling and instructor assignments have
been completed before beginning the Faculty Workload process.
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