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November 4, 2010 

Chancellor Steve Ballard 

East Carolina University 

Spilman Building 

Dear Dr. Ballard, 

On November 2, 2010, the Faculty Senate adopted the following resolutions 

for your consideration. For your convenience, the resolutions are either 

provided as an electronic link or as an attachment. 

10-74 Approval of the Fall 2010 Graduation Roster, including honors ~ 

program graduates (available from Registrar). 

10-75 Resolution in Support of the UNC Faculty Assembly Resolution on 

Academic Freedom. 

10-76 Curriculum matters contained in the October 14, 2010, University 

Curriculum Committee meeting minutes. 

10-77 New section to the ECU Faculty Manual, Part V. Academic 

Information, entitled Section IV. Distance Education Policies. 

10-78 New section to the ECU Faculty Manual, Part V. Academic 

Information, entitled Final Examinations. 

10-79 Faculty Advice on Proposed Policy on Consequences for Faculty 

Who Fail to Submit Grades. 

10-80 Request for Approval of a Residential Construction Track in the 

Bachelor of Science in Construction Management program, within the 

Department of Construction Management, College of Technology and 

Computer Science. 

10-81 Request for Approval of a Commercial Construction Management 

Concentration in the Bachelor of Science in Construction 

Management program, within the Department of Construction 

Management, College of Technology and Computer Science 
(attached). 

10-82 Revisions to the ECU Faculty Manual, Part XIll. Promotion and 

Tenure Timeline. 

East Carolina University is a constituent institution of the University of North Carolina. An equal opportunity/affirmative 

action university, which accommodates the needs of individuals with disabilities.  



MEMORANDUM 

November 4, 2010 

Page 2. 

10-83 Revisions to the ECU Faculty Manual, Appendix C. Personnel 
Policies and Procedures for the Faculty. 

10-84 Revisions to the ECU Faculty Manual, Part VI. General Personnel 

Policies, Section |. Employment Policies, Subsection B. Collection of 
Money and Part V: Academic Information, Section |.L. Ordering 
Textbooks and Collateral Material. 

10-86 Revisions to the ECU Faculty Manual, Part VI. Section VI. Equal 
Employment Opportunity/Affirmative Action Policy. 

Action on one item, Resolution #10-85 Revisions to the ECU Faculty 
Manual, Part VI. General Personnel Policies, Section |. Employment 

Policies, Subsection C. Employee Involvement in Political Candidacy and 

Office Holding was tabled until members of the Faculty Governance 

Committee could review the proposed revisions in light of items within the 
manual they are currently discussing. No action from you on this resolution 

is necessary at this time 

Thank you for your consideration of the above mentioned resolutions. 

Sincerely, 

ee) ee . Nall. 
ianna Walker 

ee of the Faculty 

attachment. 

copy via email 

Faculty Officers 

Marilyn Sheerer, Provost, Vice Chancellor for Academic & Student Affairs 
Phyllis Horns, Vice Chancellor for Health Sciences 

Deirdre Mageean, Vice Chancellor for Research and Graduate Studies 

East Carolina University is a constituent institution of the University of North Carolina. An equal opportunity/affirmative 
action university, which accommodates the needs of individuals with disabilities.  



® Attachment 

FACULTY SENATE RESOLUTIONS 

APPROVED AT THE NOVEMBER 2, 2010, MEETING 

Faculty Senate Resolution #10-75 
Resolution in Support of the UNC Faculty Assembly Resolution on Academic Freedom, as follows: 

Whereas, academic freedom is fundamental to the successful fulfillment of the teaching, research, 

and service missions of East Carolina University; and 

Whereas, there is concern that the constitutional protections of faculty are being abridged so there is 

now a need for more institutional protection of the academic freedom of the university; now 

therefore 

Be it Resolved that, East Carolina University Faculty Senate fully endorses the Resolution on 

Academic Freedom that passed by the UNC Faculty Assembly on September 17, 2010; and 

Be it Further Resolved that the East Carolina Faculty Senate requests that the Chancellors and Chief 

Academic Officers of the constituent institutions, together with the UNC Board of Governors, 

the General Administration, legal counsel, and Faculty Assembly delegates, convene a review 

committee to make recommendations for changes to the UNC Code that reflect an 

understanding of the “Statement on Academic Freedom” contained in the Faculty Assembly 

Resolution on Academic Freedom. 

Faculty Senate Resolution #10-77 
Add new section to the ECU Faculty Manual, Part V. Academic Information, entitled Section IV. 

Distance Education Policies, to read as follows: 

“IV. Distance Education Policies 
Distance education is a formal educational process in which the majority (i.e. more than 50%) of 

instruction (interaction between students and instructors and among students) in a course occurs 

when students and instructors are not co-located. Instruction may be synchronous or asynchronous. 

The course may use Internet, closed circuit, cable, fiber optics, DVDs, CD-ROM or other electronic 

means to communicate. (The Southern Association of Colleges and Schools definition of “distance 
education.”) 

A. Distance Education Courses and Programs 

Programs offered via distance education shall be consistent with the mission of East Carolina 

University and the academic unit offering the courses or programs. There shall be no distinctions in 

academic rigor or content between programs offered through distance education and those offered on 

campus. Development of new online programs and courses will follow the same development and 
approval procedures as for face-to-face programs and courses (Part V, Section Ill). Selection of 

courses and programs to be offered via distance education is the purview of the offering academic 
it. The academic units shall provide oversight of programs and courses delivered via distance 

education to ensure that each is coherent and complete and has learning outcomes appropriate to 

the level and rigor of the course or program.  



B. Oversight of Distance Education a3 

The Office of the Provost shall ensure that academic units adhere to the distance education policies 

described in this section. The faculty assumes primary responsibility for ensuring the rigor of 
programs and the quality of instruction offered through distance education. 

C. Courses Delivered by Distance Education 
The faculty member teaching a distance education course shall have the same control of content and 
instruction as in face-to-face courses, consistent with university policies on instruction and academic 
freedom. Proposals for distance educations courses shall evaluated at the department or school, 

college and university level. The faculty member, unit curriculum committees, and the unit 
administrator play a significant role in guiding the development and implementation of distance 

education courses. Only those proposals demonstrating suitable content and sufficient quality and 
rigor shall be approved. 

Faculty members develop syllabi for distance education courses consistent with the ECU Standards 
for Online Learning. These standards address learning objectives and other things necessary for 
student success in distance education courses. The structure of distance education courses and 

programs reflects consideration of the challenges of time management and the risk of attrition for 
students in these courses. Course design takes into consideration the need for and importance of 
interaction between faculty and students and among students. 

D. Faculty Preparation 
All courses offered via distance education shall be taught by a qualified, credentialed faculty member @® 
approved and assigned by the unit administrator. Faculty who teach distance education courses and 

programs shall have the same academic qualifications as faculty who teach face-to-face courses. 
Each faculty member who teaches one or more distance education course must complete a university 
training program. Academic units that wish to develop their own training program must use the 
university training program until their own training program is approved by the appropriate vice 

chancellor. 

Unit administrators are responsible for ensuring that each faculty member teaching distance 
education courses has the appropriate distance education training. All faculty teaching distance 

education courses will engage in at least one training activity each academic year that addresses 
advances in the methodologies and technologies used in distance education. Training is documented 
in the faculty annual report of each faculty member teaching one or more distance education course. 

The unit administrator will provide a complete list of faculty members teaching distance education 
courses and documentation that each faculty member has met the training requirements annually to 
the Provost's office. . 

Faculty members teaching a distance education course have access to consultation, implementation, 
and evaluation support from appropriate supporting units (i.e. Office of Faculty Excellence, IPAR, 
college Instructional Support Consultants, library services, etc). The University shall provide 
appropriate equipment, software, and communications access to faculty necessary to provide 
effective distance education. The University will ensure the availability of continuing faculty education 
and training to enhance proficiencies in the methodology and the technologies used in distance & 

education. 

E. Quality Standards 
Distance education courses shall comply with the ECU Standards for Online Learning.  



Evaluation of Distance Education 

DE Courses and faculty members teaching through distance education are subject to periodic review 

in addition to the faculty annual evaluation (at a minimum, once every three years). Faculty teaching 

multiple DE courses will submit only one course for review. Instruction in distance education courses 

shall be evaluated according to the instruction evaluation procedures in effect for face-to-face courses 

with appropriate additions consistent with the delivery method, including use of the University Peer 

Review Instrument for Online Learning or an approved Peer Review Instrument developed by the 

academic unit. Units that wish to develop their own Peer Review Instrument must use the university 

instrument until their own instrument is approved by the appropriate vice chancellor. Peer reviewers 

will be selected based on criteria determined by the faculty of the college, school or department. 

Student opinion of instruction will be evaluated through an online evaluation specific for distance 

education courses approved by the Faculty Senate and the chancellor and administered through the 

Office of Institutional Planning, Assessment and Research. 

Each distance education academic degree program shall be assessed in the same manner and the 

same frequency as the unit's assessment of academic programs offered on campus. The unit 

administrator shall review assessment results with assigned faculty and the departmental faculty to 

facilitate the continual enhancement of the unit's distance education program.” 

@acuity Senate Resolution #10-78 

Add new section to the ECU Faculty Manual, Part V. Academic Information, entitled Final 

Examinations. It was noted that text was first presented to the Faculty Senate in April 2010 

(Resolution #10-52) and later rejected by the Chancellor. The new section would read as follows: 

“Part V. Final Examinations 

The normal expectation is that the completion of both face to face and online courses will include a 

final examination or an alternate method of evaluating student progress. Final examinations are 

required at the discretion of the faculty member and must be scheduled in the course syllabus made 

available to students. If a final examination is not given during the final examination period, the faculty 

member must meet with the class during the scheduled examination time and use the allotted time for 

an appropriate instructional activity. 

The University establishes a final examination schedule each semester to reduce conflicts in course 

final examination and to meet the UNC established course hour requirements. There will be no 

departure from the printed schedule of examinations. Changes for individual student emergencies of 

a serious nature will be made only with the approval of the instructor. A student who is absent from 

an examination without excuse will be given a grade of F for the examination. An incomplete (I) for 

the course will only be given in the case of a student absent from the final examination who has 

presented a satisfactory excuse to the instructor. 

o test intended to substitute for the final exam may be given during the week preceding the final 

examination period. Faculty may not give an examination or an assignment in lieu of an examination 

on Reading Day.”  



Faculty Senate Resolution #10-79 & 

Faculty advice provided on the proposed Policy on Consequences for Faculty Who Fail to Submit 

Grades, to read as follows: 

“1. Purpose 

With the implementation of the Banner system, effective Fall 2007, faculty no longer have a 48-hour 

deadline (after the exam is given) to submit grades. The Office of the Registrar provides the deadline 

in the memo sent to ECU Official, and available on their website, by which all grades must be 

submitted. 

Grades must be submitted electronically not later than the deadline established by the Office of the 

Registrar. This regulation outlines the consequences for faculty who fail to submit grades prior to the 

submission deadline. 

2. Consequences 
2.1 Upon notification from the Office of the Registrar, the unit administrator will determine why the 

grades were not submitted by the approved deadline. 

2.1.1. If the unit administrator determines that the faculty member whose grades were not submitted 

by the approved deadline did not get his or her grades recorded due to circumstances outside 

his or her control, then no further action will be taken by the unit administrator. 

2.1.2 If the unit administrator determines that the faculty member whose grades were not submitted 
by the approved deadline is at fault, the unit administrator will initiate the consequences as 

specified in this regulation. & 

First Offense - The Department Chair or Director will initiate a meeting with the faculty member 

within 30 days after the grade submission deadline, and a written summary of that meeting will 

be provided to the faculty member and placed in his/her personnel file. Emphasis will be 

placed on contractual obligations of faculty relative to submission of grades and professional 

neglect of duty or misconduct, as well as detailed information regarding the faculty member's 

failure to comply with such contractual obligations and professional standards. 
Second Offense - The Dean will initiate a meeting with the faculty member within 30 days after 

the grade submission deadline, and a written reprimand from the Dean and appropriate Vice 

Chancellor will be provided to the faculty member and placed in his/her personnel file. This 

reprimand will be reflected in the faculty member’s annual evaluation and consideration for 

merit adjustments. 
Third Offense - The faculty member will no longer be eligible to earn additional compensation, 

including summer teaching, overload, etc., as well as the benefit of university sponsored travel 

for a period of two years. 
Fourth and Subsequent Offenses - A faculty member who fails on four or more occasions to 

submit grades prior to the submission deadlines may be subject to imposition of serious 

sanctions in a manner consistent with Section 603 of The Code of the Board of Governors of 
The University of North Carolina and Appendix D, Part VI of the ECU Faculty Manual. 
If the faculty member appropriately submits grades as per established university policies and 

procedures for a period of three consecutive years, the consequences noted above will reset 

for any subsequent offense. 
At the end of the academic year, the dean is responsible for generating a report which shall ea 

include the names of violators for the academic year and the consequence as defined in this 

regulation.”  



Faculty Senate @. ction #10-82 @ ae 

Revisions to the ECU Faculty Manual, Part XIII. Promotion and Tenure Timeline. It was noted that text was first presented to the 

Faculty Senate in April 2010 (Resolution #10-65) and later returned by the Chancellor to the Committee for additional review. 

The new section would read as follows: 

“The timelines designated in this schedule are the normal review cycle for the stated personnel actions. The Chancellor may approve 

an adjustment to these timelines when compelling circumstances, as determined by the Chancellor, justify a temporary revision. 

Promotion and Tenure Timeline — Spring before Decision Year* 

  
    

  

Action 9 and 12 Month Time Allotted for 

Faculty Deadline Decision 
ea 

Faculty Request to the Committee for promotion or early conferral of 1° Friday 

permanent tenure in February 

  
  

  
  

Faculty member submits list of potential external reviewers to 3 Friday 

committee in February 

Committee submission of a list of external reviewers to the unit 

  

    
    administrator and Selection of materials to be sent to reviewers. 2™ Friday 

in March 

Unit Administrator sends letter and materials to confirmed external Last Friday 

reviewers in April 

          
  

  

 



Promotion and Tenure Timeline — Fall of Decision Year* 

  

  
  

Action 9 and 12 Month 

Faculty Deadline 

Health Sciences 

Division 

Deadline 

Time Allotted 

for Decision 

Time Allotted for Decision 

    

Unit Administrator informs 

committee of upcoming need 
for a meeting 

1 Tuesday 
in September 

1 Tuesday | 
in September 

  
    External reviewers’ reports due 

  

Faculty turns in PAD to 

Committee 

1 Tuesday   st Tuesday 
in phe th 
  

  

in September 

2™° Tuesday 
in September 

2™4 Tuesday 
in September 
  

    

Committee 

recommendation/PAD to unit 

administrator 

2" Tuesday 
in October 

2nd Tuesday 
in October 

4 weeks 

  

  

Unit administrator 

recommendation/PAD to | 

(note: Brody School of 

Medicine P&T Committee 

reviews & makes 

2"? Tuesday 
in November   Recommendation to BSOM 

Dean) 

Dean recommendation/PAD to 

VCAA or VCHS 

  
  

  
hel 1° Tuesday 

in November 

  

  

3% Tuesday 
in Red Mleot 

  

1st Tuesday 

in Fae | os 
5 weeks 

po 
6 weeks 

  
  

VC decision/PAD to 

Chancellor 

4 Tuesday 

in January 

    

Chancellor decision 

    

BOT decision (Tenure Only) 

3° Tuesday 
in February 

37 Tuesday 
in February 

4 weeks 6 weeks 

  

37 Tuesday 
in March 

4 weeks 4 weeks 

  

Spring BOT   meeting 

Date varies 

each year 

Spring BOT 
meeting     Date varies each year 

  
    

  
 



Reappointment of Probationary-Term @.., Members Timeline* 

  

  

Action 9 Month Faculty 
Deadline { 

Time Allotted for 

Decision 

12 Month Faculty Deadline 

  

PADs due to tenure committee for 

reappointment decision 

37 Tuesday 
in January 

4" Tuesday 
in February 

  

Committee recommendation to unit 

administrator 

2" Tuesday 
in February 

—h 

3 weeks 3° Tuesday 
in March 

      
  

Unit administrator recommendation to 

Dean (if applicable) 
1% Tuesday 

in March 
  

Dean recommendation to VCAA or 

VCHS 

Last Tuesday 
in March a 

3 weeks 2"? Tuesday 
in April 
  

    ——-} - 

  

VCAA or VCHS decision 

2 
  Last Tuesday 

in April   3 weeks 

4 weeks   
1st Tuesday 

in May 
  

1 Tuesday 
in June 

  
  

Reappointment of Probationary-Term Faculty Members in 2" Year 

of Employment With Credit for Prior Academic Service Timeline* 

  

    

Action 9 Month Faculty 
Deadline 

Time Allotted for 

Decision 

12 Month Faculty Deadline 

  

PADs due to tenure committee 

  

Committee recommendation to unit 

administrator 

Unit administrator recommendation to 

Dean (if applicable) 

Dean recommendation to VCAA or 

VCHS 

1** Tuesday 
in September 
  

1* Tuesday 
in October 

3° Tuesday 
in October 

1 Tuesday 

  

  

  

4 weeks 

in April 

1 * Tuesday 
in May 
  

    

37 Tuesday 
in May 

  

1 Tuesday 
in November 

  
  

  

VCAA or VCHS decision 

  

3rd Tuesday   in November 
  2" Tuesday 

in June 
  

3rd Tuesday 
in June 
  

     



Subsequent Appointment of Fixed-Term Faculty Members Timeline — Spring of Decision Year* 

  

Action | 
  

9 Month Faculty 

Deadline 
  

Fixed-term faculty members request 

consideration of a subsequent appointment 

and submit portfolio required by unit code 

ie 

  

Time Allotted 

for Decision 

12 Month Faculty Deadline 

  

No earlier than 

180 calendar days 
before term 

expires and no 
later than 90 

calendar days 
before term 

expires 

No earlier than 180 calendar days 

before term expires and no later 

than 90 calendar days before term 

expires 

  

fixed-term faculty member in writing of 

| subsequent appointment recommendation   Committee and unit administrator notify 

  

within 30 days 
of the request     within 30 days of the request 

  

*Faculty candidate will be notified of the recommendation or decision, as appropriate, in writing within one week 

at each decision point. 

Revised: 

Faculty Senate Resolution #06-09, March 2006 

Faculty Senate Resolution #07-07, March 2007 
Editorially revised, May 2007 
Faculty Senate Resolution #10-82, pending” 
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Faculty Senate Resolution #10-83 

Revisions to the ECU Faculty Manual, Appendix C. Personnel Policies and Procedures for the 

Faculty, to read as follows: 

“Appendix C 

PERSONNEL POLICIES AND PROCEDURES 

FOR THE FACULTY OF EAST CAROLINA UNIVERSITY: 

CONTENTS 

Selection and Appointment of New Faculty 

A. Determination of Number and Nature of Positions 

B. Selection Procedure 
C. General Criteria 

D. Requirements for ranks and titles 

E. Initial Appointment 

Assignments of Faculty Workload 

A. Assignment of Teaching Responsibilities 

B. Teaching Load 

S C. Assignment of Released Time 

Ill. Annual Evaluation 

IV. Reappointment of Probationary Term Faculty Members 

V. Subsequent New Appointments of Fixed-Term Faculty Members 

VI. Professional Advancement 

Vil. Salary 
A. Initial Salary 
B. Determination of Annual Salary Increments 

C. Benefits and Salary Increases for Fixed-Term Faculty 

VIII. Faculty Personnel Files 

IX. Amendment Procedure 

Xx. Effective Date 

Appendix. Faculty Personnel File Checklists 

‘For other policies and procedures dealing with faculty appointments, see ECU Faculty Manual, Appendix D.  



|. Selection and Appointment of New Faculty 

A. Determination of Number and Nature of Positions 

Allocation of faculty positions is the prerogative of the Academic Council. 

Acting in accord with the policies and procedures set forth in the Unit Code, the unit 

administrator shall recommend to the next higher administrator (for conveyance to the 

Academic Council) the number and nature of faculty positions needed to carry out the unit’s 

mission and achieve the university, division, college and unit planning goals. Such 

recommendations shall be developed with input from the unit’s fixed-term, probationary term, 

and tenured faculty, and shall contain justifications addressing the unit staffing plan and 

appropriate planning goals of the university, division, college and unit. 

The Academic Council and deans shall not require that a faculty position be fixed-term rather 

than probationary term unless sound reasons exist. Such reasons include, but are not limited 

to, (a) the position is not permanently assigned to the unit, (b) the position is addressing 

temporary needs, (c) the position cannot be filled by a faculty member with a terminal degree, 

(d) the duties of the position are primarily clinical, (e) the position is by its nature term-limited 

(term-limited endowed professorships, for example), or (f) this reflects the preference of the 

faculty member taking the position. 

. Selection Procedure 
The unit administrator shall notify the unit personnel committee of the number and nature of imp 

positions allocated to the unit. The selection of candidates must then proceed in accordance 

with Appendix D, Tenure and Promotion Policies and Procedures, the most recently revised 

Affirmative Action Plan, and applicable unit code provisions. The type of search (i.e. local, 

regional, national) required is governed by University EEO policies. 

. General Criteria 
For appointment, a faculty member who is tenured or probationary is evaluated on past 

achievements and potential for future contributions in: 

e Teaching 

e Scholarship (Research, Creative Activity/Innovation, Engagement and/or Outreach). 

e Service to the university, the profession, and the community. 

1. Teaching 
East Carolina University recognizes the primary importance of teaching. East Carolina 

University expects each member of the faculty to have Knowledge of subject matter 

commensurate with one's teaching assignment, to maintain awareness of developments in 

one's discipline, and to communicate to students one's knowledge of and interest in the 

discipline. The faculty member will encourage students in responsible and careful inquiry, in 

appreciation of the interrelation of various disciplines, and in recognition of the uses of 
learning and the value of the educated mind. Teaching includes activities and 

responsibilities beyond the classroom setting, e.g., advisement; mentoring; laboratory 

supervision; clinical rounds by a physician/professor accompanied by students; the Bg 

These criteria are not designed to be used for persons with administrative rank to evaluate their administrative service. Criteria for that 

purpose shall be developed by proper administrative authority. 

10  



direction of research projects and papers, dissertations, and theses; and other contacts and 

relationships outside the classroom. 

Scholarship (Research, Creative Activity/Innovation, Engagement and/or Outreach) 

Scholarship refers to the scholarship of research, the scholarship of creative 

activity/innovation, and the scholarship of engagement and/or outreach. The relative 

importance of each factor and the type of activity to be considered under each factor must 

be clearly defined in the unit code. The procedures by which relative weights are 

established for each individual faculty member for annual evaluation, tenure and promotion 

must also be clearly described in the unit code. East Carolina University encourages and 

supports the continuing efforts of faculty to develop a deeper appreciation of the 

importance of professional competency acquired through scholarship that is appropriate to 

one's discipline. A faculty member's scholarship shall reflect the high professional 

standards incumbent upon those who enjoy full academic freedom; such activities must be 

measured by standards of quality, not merely by quantity. Evaluation of scholarship must 

be based primarily on peer-reviewed materials as defined in the unit code. 

Service 

East Carolina University considers service to the university, the academic profession, and 

the community as an important aspect of academic performance. (See Section III.4). 

For appointment, the fixed-term faculty member is evaluated on past achievements and 

potential for future contributions in the areas of responsibility stated in the contract and 

established in the unit code. 

& D. Requirements for ranks and titles 

1. General Provisions 

Appointments are made at the academic ranks of instructor, assistant professor, associate 

professor, and professor. These are the only ranks which may involve a permanent tenure 

commitment. Appointments to all other titles are for a definite term and do not involve a 

permanent tenure commitment. 

The following are the minimum required qualifications which may be considered when 

making appointments. 

2. Ranks of Probationary Term Appointments 

Instructor 

e has evidence of a sound educational background for the specific position, or has 

equivalent professional experience 

has completed most or all the requirements for the appropriate terminal degree 

has demonstrable proof that the degree will be obtained within a short period of time as 

agreed upon by the academic unit and the appointing officer 

e has demonstrated potential for effective teaching 

e has demonstrated potential for effective clinical practice in disciplines where appropriate 

Assistant Professor 

e has qualifications of the previous rank 

e holds the appropriate terminal degree, as evaluated by the academic unit and affirmed 

by the appointing officer and the profession concerned 

exhibits evidence of potential for continued professional growth in teaching 
effectiveness, and scholarship.  



has demonstrated ability and willingness to participate in departmental, college, and 

university affairs ie 
e has membership in professional organizations 

e has demonstrated expertise in clinical practice in disciplines where appropriate 

Associate Professor 

e has qualifications of the previous rank 

e has demonstrated teaching effectiveness 

e has arecord of scholarship resulting in publication or comparable productivity 

e has demonstrated ability and willingness to participate in departmental, college, and 

university affairs 

e has arecord of effective service to the profession 

e has arecord of effective clinical practice in disciplines where appropriate 

Professor 

e has qualifications of the previous rank 

e has an established record of excellence in teaching 

e has a significant record of scholarship resulting in publication or comparable productivity 

e has demonstrated excellent ability and willingness to participate in departmental, 

college, and university affairs 

e has arecord of significant service to the profession 

e has arecord of effective clinical practice in disciplines where appropriate 

3. Titles of Fixed-Term Appointments 

a. Faculty with duties primarily in instruction 

Teaching Instructor oh 

e holds, at a minimum, a master’s degree appropriate to the area of instruction, or has 

equivalent professional experience 

e has demonstrated potential for effective teaching 

Teaching Assistant Professor 

e has qualifications of the previous title 

e holds the appropriate terminal degree, as evaluated by the academic unit and 

affirmed by the appointing officer and the profession concerned 

e has demonstrated effectiveness in teaching 

Teaching Associate Professor 

e has qualifications of the previous title 

e has demonstrated superior teaching ability 

e engages in professional development activities 
Teaching Professor : 

e has qualifications of the previous title 

e has demonstrated excellence in teaching 

e engages in professional development activities 

e has demonstrated a degree of proficiency sufficient to establish an excellent 

reputation among colleagues 

e is qualified and competent in mentoring others (such as graduate students, teaching 
instructors, etc.) 

. Faculty with duties primarily in research & 

Research faculty are typically externally funded. Research faculty are encouraged to 
give seminars and teach occasional courses in their specialty. Teaching is at the  



discretion of the unit and the availability of funds. 

Research Instructor 

e holds a minimum of a master’s degree appropriate for the specific position or has 

equivalent professional experience 

has demonstrated potential for effective research 

should be capable of carrying out individual research or should be trained in 

research procedures 

e should have had the experience and specialized training necessary to develop and 

interpret data required for success in such research projects as may be undertaken 

Research Assistant Professor 

e has qualifications of the previous title 

e holds the appropriate terminal degree, as evaluated by the academic unit and 

affirmed by the appointing officer and the profession concerned 

e has demonstrated effectiveness in research 

e is qualified and competent to direct the work of others (such as technicians, 

graduate students, etc) 

Research Associate Professor 

e has qualifications of the previous title 

e has extensive successful experience in scholarly or creative endeavors 

e has the ability to propose, develop, and manage major research projects 

Research Professor. 

e has qualifications of the previous title 

e has demonstrated a degree of proficiency sufficient to establish an excellent 

reputation among colleagues 

has demonstrated scholarly production in research, publications, professional 

achievements or other distinguished and creative activity. 

Faculty with duties primarily in clinical teaching 

Clinical Instructor 

e holds, at a minimum, a graduate degree appropriate for the specific position or has 

equivalent professional experience 

e has demonstrated potential in clinical practice and teaching in the field 

Clinical Assistant Professor 

e has qualifications of the previous title 

e holds the appropriate professional degree, as evaluated by the academic unit and 

affirmed by the appointing officer and the profession concerned 

e has training and experience in an area of specialization 

e has demonstrated expertise in clinical practice and teaching in the field 

Clinical Associate Professor 

e has qualifications of the previous title 

e has extensive successful experience in clinical or professional practice in a field of 

specializations, or in a subdivision of the field, and in working with and/or directing 

others (such as professionals, faculty members, graduate students, etc) in clinical 

activities in the field 

e has demonstrated superior teaching ability 

Clinical Professor 

e has qualifications of the previous title  



e has demonstrated a degree of sustained excellence in clinical practice and teaching 

sufficient to establish an outstanding reputation among colleagues Ed 

d. Additional faculty titles 

Artist-in-Residence; Writer-in-Residence. These titles may be used to designate 

temporary appointments, at any salary and experience level, of persons who are 

serving for a limited time or part-time, and who are not intended to be considered for 

professorial appointment. 

Adjunct Instructor; Adjunct Assistant Professor; Adjunct Associate Professor; Adjunct 

Professor. These titles are used to appoint outstanding persons who have a primary 

employment responsibility outside the university or in a different department in the 

university, and who bring some specific professional expertise to the academic 

program. These positions are typically unfunded. 

Affiliate Instructor; Affiliate Assistant Professor; Affiliate Associate Professor; Affiliate 

Professor. These titles are used in the School of Medicine to appoint outstanding 

persons who have a primary employment responsibility outside the university and who 

bring some specific professional expertise to the academic program. These positions 

are typically unfunded. 

Visiting Instructor; Visiting Assistant Professor; Visiting Associate Professor; Visiting 

Professor. The prefix “visiting” before an academic title is used to designate a short- 

term full or part time appointment without tenure. Therefore the visiting title shall not be 

used for periods of time beyond the initial contract period. It shall be used only for those 

fixed-term faculty members who are visitors, temporary replacements, or for whose 

disciplines the institution in good faith expects to have only a short-term need. Use of 

the visiting title for an individual for more than 3 years is a misuse of this title. 

4. Emeritus status 

Based on criteria specified in the unit code and upon recommendation by the unit 

personnel committee and appropriate administrators, the Chancellor may confer the titles 

“emeritus” or “emerita” upon a retired or permanently disabled faculty member, including a 

Phased Retirement participant, who has made a significant contribution to the university 

through a long and distinguished record of scholarship, teaching, and/or service. 

E. Initial Appointment 
[For additional provisions related to initial faculty appointments, see ECU Faculty Manual, 

Appendix D.II.] 

Appointment to the faculty is made by the chancellor or his/her designee.° Upon receiving 

recommendations by appropriate unit committees and administrators, the chancellor or his/her 

designee shall issue a contract for initial appointment to the faculty that becomes binding upon 

being executed by the faculty appointee. 

The contract shall specify, at minimum: rank or title; salary rate; length of appointment, tenure @® 

status [either fixed term, probationary term, or appointment with permanent tenure as defined 

in the Faculty Manual, Appendix D]; initial assignments and/or responsibilities; and reference 

3 Reference to the chancellor's designee is limited to the Academic Council.  



to the criteria for evaluation of faculty performance, as provided in Appendix D, unit codes, and 

other appropriate documents; and any specific terms and conditions of employment. 

Any action conferring permanent tenure with the initial faculty appointment requires approval of 

the Board of Trustees. 

. Assignments of Faculty Workload 

Faculty workload is governed by the Faculty Workloads Administrative Regulation. 

By the end of the Spring semester for 9 month faculty, and by the end of the summer session 

for 12 month faculty, and prior to making final faculty workload assignments and after soliciting 

faculty preferences, the unit administrator shall apprise each unit faculty member, in writing, of 

the duties and responsibilities for the coming academic year. 

A. Assignment of Teaching Responsibilities 

The unit administrator assigns teaching responsibilities. If changes in a faculty 

member's assignment become necessary, the faculty member shall be notified, when 

possible, at least two weeks prior to the beginning of each semester of such changes 

prior to the effective date of the amended assignment. 

Teaching Load 
Full-time faculty members whose primary responsibilities are teaching should not be 

required to teach more than 12 credit hours per semester or 6 credit hours per summer 

session, with the exception of faculty members who voluntarily teach directed readings 

and similar courses. If exceptional circumstances require that a faculty member be 

assigned more than 12 credit hours in a semester, he or she should be appropriately 

compensated for the excess teaching load during that term or be given the equivalent 

reduced teaching load the following semester. 

Assignment of Released Time 

Assignments of released time are governed by Faculty Scholarly Reassignment 

Administrative Regulation. Faculty members who are to be granted released time shall 

be informed in writing of the purpose of the reduced assignment. 

Ill. Annual Evaluation 

Each faculty member with either a fixed-term, probationary term, or permanently tenured 

appointment shall receive annually an evaluation of his/her performance from the unit 

administrator which shall be based upon current academic year data. The annual performance 

evaluation of faculty members shall employ the criteria contained in the unit code approved by the 

chancellor. This annual evaluation shall: 

e be in writing; 

e be discussed with the faculty member prior to being sent to any other administrator or placed 

in the faculty member's personnel file; in the case of faculty members with probationary term 

appointments, a record of this discussion shall be placed in the faculty member's personnel 

file; 

be signed and dated by the unit administrator and the faculty member, who may attach to the 

evaluation a concise comment regarding the evaluation. The faculty member has 4 calendar 

days after receiving the evaluation to attach the statement. The signature of the faculty 

member signifies that the faculty member has read, but does not necessarily concur in, the 

evaluation.  



The unit administrator shall forward to each faculty member a copy of that member's annual 

evaluation within ten calendar days of completing the evaluations of unit members. = 

The evaluation of probationary term and permanently tenured faculty shall be based upon that 

year's assigned duties and responsibilities (except data from the previous year's Spring semester 

survey of student opinion) and shall consider: 

1. Teaching ' 

The quality of teaching must be evaluated by means of 

a. data from surveys of student opinion, when such data have been gathered in accordance 

with established procedures of the department or the university which guarantee the 

integrity and completeness of said data. As part of the effort to evaluate the teaching of 

faculty members, each unit shall either: develop and use its own instrument(s) as approved 

by the chancellor to determine student opinion of teaching or utilize the instrument 

developed by the Committee to determine student opinion of teaching. 

. formal methods of peer review of new and probationary term faculty, including direct 

observation of teaching, Methods to be used for this peer review are detailed in Faculty 

Senate resolution #93-44. The peer review instrument is provided in Faculty Senate 

resolution #05-03. 

c. procedures provided for in unit codes; 
. scholarship; 
. patient care; 
. services rendered on department, school, college, and university committees, councils, and 

senates; service to professional organizations; service to local, state and national & 

governments; contributions to the development of public forums, institutes, continuing 

education projects, patient services and consulting in the private and public sectors; and 

5. other responsibilities as may be appropriate to the assignment. 

The relative weight given to teaching, scholarship, and service in personnel decisions shall be 

determined by each unit code. In no case, however, shall service be weighed more heavily than 

either teaching or scholarship. 

The evaluation of fixed-term faculty members shall be based on their performance of duties as 

stated in their contracts. 

. Reappointment of Probationary Term Faculty Members 

Refer to Appendix D of the ECU Faculty Manual. 

. Subsequent new appointments of Fixed-Term Faculty Members 

Faculty positions that are occupied by faculty members holding fixed-term contracts shall 

periodically be evaluated to determine if it is feasible to convert the position to one that is tenure- 

eligible. When it is recommended that a position that is occupied by a fixed-term faculty member 

be made tenure-eligible, the personnel committee and unit administrator shall determine 

collaboratively the appropriate kind of search recommended (search waiver, internal search, or 

external search), with the final approval authority for the type of search (i.e. local, regional, 

national) governed by University EEO policies. & 

The repeated re-employment in full-time, fixed-term positions of faculty members whose 

qualifications are on a par with those who are probationary term faculty members in the unit is 

justifiable when special conditions apply such as: (a) the position is not permanently assigned to 
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the unit, (b) the position is addressing temporary needs, (c) the position cannot be filled by a 

faculty member with a terminal degree, (d) the duties of the position are primarily clinical, (e) the 

position is by its nature term-limited (term-limited endowed professorships, for example), or (f) 

reflects the preference of the faculty member taking the position. Qualified full-time, fixed-term 

faculty members should be encouraged to apply for tenure-eligible positions. 

Repeated re-employment of part-time fixed-term faculty members should be subject to the same 

conditions listed in a-f in the above paragraph. The continuous re-employment of faculty in part- 

time or temporary positions should be avoided, unless mutually beneficial for the candidate and 

the unit. 

VI. Professional Advancement 

Advancement in title for fixed-term faculty and promotion for tenured and probationary term faculty 

are means through which professional achievement is encouraged, recognized, and rewarded by 

the university. Evaluation of faculty for purposes of promotion or advancement in title shall accord 

with the regulations established in accordance with the unit code and shall employ the criteria 

contained in the unit code approved by the chancellor (ECU Faculty Manual, Appendix L). 

Specific regulations and criteria governing evaluation of faculty for purposes of promotion or 

advancement in title may vary from unit to unit. For evaluations pertaining to fixed-term 

subsequent new appointment at a higher title, the criteria shall be stated in the unit code. 

As aminimum each unit shall: 

e apply published criteria in teaching, scholarship and service for evaluating faculty for promotion 

or advancement in title; 

e make available procedures which will permit each faculty member to report achievements 

annually or on a more frequent basis; 

e assure each faculty member the right to discuss one's candidacy with the unit administrator 

and/or the appropriate unit committee at any time; and 

e notify each faculty member within four days of receipt of the administration's call for promotion or 

advancement in title recommendations. 

Upon request by the faculty member, the unit administrator and the unit promotion committee shall 

evaluate the faculty member for promotion; the unit administrator and the personnel committee 

shall evaluate the faculty member for advancement in title. Following such evaluation, the unit 

administrator and appropriate unit committee shall inform the faculty member of their respective 

recommendations. Promotion or advancement in title shall be based primarily upon the faculty 

member's total demonstrated professional competence and achievement. Procedures to be 

followed for promotion are found in ECU Faculty Manual, Appendix D. Procedures to be followed 

for advancement in title should be specified in each code unit in accordance with ECU Faculty 

Manual, Appendix D.II.B.3., Ill. and IV.; and Appendix C. section |.D.3. 

Among the many qualifications which may be considered when making recommendations for 

promotion, the requirements in section |.D.2. above are essential. 

Promotion in academic rank should be accompanied by a salary increment which shall be 

separate from any and all other increments to which the individual may be entitled. 

Notwithstanding any previous statement that has appeared herein, competence for promotion to a 

specific rank may be attested to by advanced study, culminating in appropriate graduate degrees, 
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or by extensive work experience in the teaching fields or in a professional practice which is 

demonstrably of highest quality. & 

Advancement in title for fixed-term faculty members should be accompanied by a salary increment 

which shall be separate from any and all other increments to which the individual may be entitled. 

Notwithstanding any previous statement that has appeared herein, competence for advancement 
in title may be attested to by demonstrated excellence in the performance of duties specified in the 

contract of the fixed-term faculty member and supported by the faculty member’s annual 

performance evaluation. 

Vil. Salary 
A. Initial Salary 

Initial salary shall be based on degree attainment, pertinent experience, professional activity, 

scholarly publication or its equivalent, and level of responsibility, consideration being given to 

the salaries of personnel presently in the unit and salaries within the discipline in comparable 

institutions. 
. Determination of Annual Salary Increments 

The unit administrator shall recommend annual salary increments to appropriate administrative 

officials in accordance with requirements imposed by the North Carolina General Assembly, 

The University of North Carolina Board of Governors, the ECU Board of Trustees, and the 

university administration, and shall employ any additional criteria that have been established in 

this appendix, in units codes, or in policies required by unit codes. Basic criteria for assessing 

merit shall include the degree of teaching excellence; scholarship; service to local, state, and 

national governments; as well as contributions to the development of public forums, institutes, & 

continuing education projects, and patients' services. The unit administrator shall report 

annually to the unit, in dollar amounts and percentages, the total increment allotted, mean 

salary increment, and range in salary increments for the unit. Each faculty member shall be 

informed by the unit administrator of any salary increment recommendations made on behalf of 
the faculty member by the unit administrator. 

. Benefits and Salary Increases for Fixed-Term Faculty 
Equitability of salary and benefits for fixed-term faculty members should be reviewed annually. 
When salary increments are provided by the Board of Governors, full-time fixed-term faculty 
who have completed one year of employment and have received a subsequent new 

appointment should be considered for a salary increase based upon their annual evaluation 
and criteria established by the Board of Governors, ECU Board of Trustees, and the unit code. 

Full-time, fixed-term faculty are entitled to the same benefits as all other full-time employees of 

ECU. 

Vill. Faculty Personnel Files 
A. State Laws 

Article 7 of Chapter 126 of the General Statutes of North Carolina shall govern matters relating 
to personnel files, contents and permissible access. The General Statutes are located in 
Joyner Library and in the University Attorney’s Office. Access to the statutes on the Internet 
are available at: www.ncga.state.nc.us/Statutes/Statutes.html or 

www.allaw.com/state law search/north carolina/. ae 

PLEASE NOTE THAT THE STATUTES REPORTED ON THE INTERNET MAY NOT BE 
ACCURATE AND MAY NOT BE UPDATED IN A TIMELY MANNER TO REFLECT THE 
LATEST SUPPLEMENTS.  



For questions regarding personnel files, contact the Faculty Senate Office or the University 

Attorney’s Office. 

B. Definition 

North Carolina law defines a personnel file as any information gathered by East Carolina 

University that relates to an individual’s employment, which includes information relating to the 

application, selection, promotion, demotion, transfer, leave, salary, suspension, performance 

evaluation, disciplinary action, or termination of employment, wherever located and in 

whatever form. Records related to grievances and appeals of non-reappointment and non- 

conferral of tenure are personnel records. The Personnel Action Dossier (“PAD”) is an 

evaluative document, is a personnel record, and is part of the faculty member's personnel file. 

The personnel file is University property and is retained by the University. 

Personnel records are kept in accordance with the Records Retention and Disposition 

Schedule approved by the Chancellor. Timing of storage and transfer vary depending on the 

specific type of document. 

C. Location 
All records used in the formal evaluation of faculty must be in the primary personnel file. A 

faculty member’s primary personnel file shall reside in the code unit office under the 

supervision of the code unit administrator. In addition, there may be other files containing 

personnel records that are located in approved University offices. The location and custodian 

of other files containing personnel records will be listed in the Personnel File Checklist 

attached to the inside cover of the primary personnel file. 

Filed grievances; appeals of non-reappointment or non-conferral of tenure; complaints filed by 

or against a faculty member with the ECU EEO Office alleging sexual harassment, 

discrimination based on age, race, religion, or disability, or a violation or the amorous relations 

policy; and records relating to any disciplinary action against a faculty member may be 

included in an appeal hearing file or in an investigative file prepared by the EEO Office or by 

the University Attorney’s Office. 

Personnel records retained in the EEO Office or the University Attorney’s Office will remain 

confidential, but the documents collected and/or created in those offices are considered part of 

an investigative/preparation file and are not considered part of the primary personnel file. 

Disclosure of documents in those files is subject to applicable University policies and state 

laws. Additionally, in accordance with the relevant University policy and state laws, the 

University will formally notify the faculty member of any complaint or grievance filed against a 

faculty member and will follow the procedures prescribed for due process. In most cases, 

personnel documents maintained in those files will be duplicates of documents in the primary 

personnel file. In all cases, the documents in those files will be available for review by the 

faculty member. 

D. Content 
State law requires that the University permit the public to have access to the following 

employment related information about: name, age, date of original employment or appointment 

to State service, the terms of any contract by which the employee is employed whether written 

or oral, past and current, to the extent that the university has the written contract or a record of 

the oral contract in its possession, current position, title, current salary, date and amount of 
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each increase or decrease in salary, with the university, date and type of each promotion, 

demotion, transfer, suspension, separation, or other change in position classification with the eB 

university, date and general description of the reasons for each promotion with the university, 
date and type of each dismissal, suspension, or demotion for disciplinary reasons taken by the 
university. If the disciplinary action was a dismissal, a copy of the written notice of the final 
decision of the Chancellor setting forth the specific acts or omissions that are the basis of the 
dismissal, the office to which the employee is currently assigned. 

To the extent allowed by applicable law (e.g., Article 7 of Chapter 126 of the General Statutes 

of North Carolina), all other information contained in the personnel file is confidential and shall 
not be open for inspection and examination except to the following persons: 

(1) The employee, applicant for employment, former employee, or his properly authorized 
agent, who may examine his own personnel file in its entirety except for (i) letters of 
reference solicited prior to employment, or (ii) information concerning a medical disability, 
mental or physical, that a prudent physician would not divulge to a patient. An employee's 
medical record may be disclosed to a licensed physician designated in writing by the 
employee; 
The supervisor of the employee; 

Members of the General Assembly who may inspect and examine personnel records 
under the authority of G.S. 120-19; 

A party by authority of a proper court order may inspect and examine a particular 
confidential portion of a State employee's personnel file; and 
An official of an agency of the federal government, State government or any police 
subdivision thereof. Such an official may inspect any personnel records when suc 
inspection is deemed by the department head of the employee whose record is to be 
inspected or, in the case of an applicant for employment or a former employee, by the 
department head of the agency in which the record is maintained as necessary and 
essential to the pursuance of a proper function of said agency; provided, however, that 

such information shall not be divulged for purposes of assisting in a criminal prosecution, 
nor for purposes of assisting in a tax investigation; and 

(6) Any person or corporation to which the Chancellor determines release of such 
information is essential as allowed by General Statute §126-24. 

All evaluative documents will be contained in the primary personnel file. Evaluative materials or 

summaries thereof prepared by peer committees as part of a regular evaluation system are 
placed in the primary personnel file when signed by a representative of the committee. In 
particular, official copies of Personnel Action Dossiers, as outlined in Part XIL. of the ECU 
Faculty Manual, including documentation submitted by faculty for consideration in the tenure, 
reappointment and promotion processes, shall reside in the primary personnel file. 

No material obtained from an anonymous source shall be placed in the primary personnel file 
except for data from student opinion surveys. Data from student opinion surveys shall be 
submitted by the authorized surveying agent to the faculty member and the unit administrator. 
Administrators shall not keep secret files. 

A faculty member who objects to material in the primary personnel file or other personnel @ 
records may place in the file a statement relating to the material the faculty member considers 
to be inaccurate or misleading. This concise statement shall be submitted to the custodian for 
inclusion as an attachment to the specific document. A faculty member who objects to 
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material in the primary personnel file because it is inaccurate or misleading may seek the 
removal of such material from the primary personnel file in accordance with Appendix Y of the 
Faculty Manual, including appeal to the State Personnel Commission. 

E. Access 

The unit administrator is responsible for providing faculty member's access to their personnel 
file during regular business hours with advance notice to the unit administrator. Advance notice 
of at least 4 calendar days is required so that the file can be gathered from other offices, if 

necessary, and so that confidential documents, as specified in D.1 (above), can be removed. 
The unit administrator must make arrangements to have office staff available to oversee the 
review process to ensure the integrity and safekeeping of the records and to assist in making 
copies of the file, if applicable. 

Faculty members are encouraged to examine their primary personnel file often, subject to 
certain restrictions of state law. Faculty members may examine other files containing 
personnel records subject to the same restrictions. A faculty member may obtain copies of 
any materials that are not restricted by State law in the personnel. 

F. Disclosure of Confidential Information 
Willful disclosure of confidential information or unauthorized access to a personnel file by any 

person violates State law and University regulations and may result in disciplinary action under 

University regulations. Any person, who knows of these violations but does not act, has 
neglected his or her duties and may also be disciplined in accordance with University 

Ea regulations. 

IX. Amendment Procedure 
Amendment procedures are subject to the University’s Regulation on Policies, Rules, and 
Regulations. The Faculty Senate will consider amendments to ECU Faculty Manual, Appendix C. 
Personnel Policies and Procedures that are proposed by any full-time member of the faculty, by 
any faculty committee, or by any member of the administration of East Carolina University. 
Amendment(s) submitted to the Faculty Senate for consideration shall be handled as any other 
item of legislation which comes before the senate. If the senate approves such a proposed 

amendment, the senate shall submit the proposed amendment to the chancellor and, if approved 
by the chancellor, the amendment will be forwarded to the board of trustees for its approval. 
Consideration by the board of trustees is not required if the chancellor has final authority to enact 
the amendment. 

. Effective Date 
All provisions of these policies and procedures shall become effective on the date they are 
approved by the East Carolina University Board of Trustees or its designee. 

APPENDIX: Faculty Personnel File Checklists 

FACULTY PERSONNEL FILE CHECKLIST 
(Division of Academic Affairs) 

ou primary personnel file is located in the office of your Code Unit Administrator and may be 
eviewed at any time during regular business hours with advance notice to the custodian of records or 
his/her designee. Advance notice is required so that your files can be gathered from other offices, if 
necessary, and so that confidential documents, like references for initial employment or certain 
medical information, as described in the General Statutes of North Carolina, can be removed. The 
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custodian of records will need to make arrangements to have office staff available to oversee the 

review process to ensure the integrity and safekeeping of the records and to assist in making copies, el 

if you request same. While reasonable efforts will be made to provide you with quick access to your 

file, it may take some time to make the necessary arrangements. Multiple copies of the same 

document may be limited. 

Please note that you cannot add to or remove documents from your personnel files at the time you 

review your files. If you have concerns about documents in your files, please bring them to the 

attention of the custodian of records. You can object to inaccurate or misleading information in your 

files by putting your objections in a written statement to your Code Unit Administrator, who will add 

your statement to the file(s) you are concerned about. 

Removal of offensive materials may be sought in accordance with the procedures in Appendix Y of 

the ECU Faculty Manual. 

Location of Records Related to Employment: 
Code Unit Administrator's Office 
Dean's Office 

Academic Department Chair's Office in Professional Schools 

Vice Chancellor for Academic and Student Affairs’ Office 

Department of Human Resources 

Other Files Containing Personnel Records May be Located: 
Equal Employment Opportunity/Affirmative Action Office & 

University Attorney’s Office 
Faculty Senate Office 

Please note that reference letters solicited prior to employment and medical records that a prudent 

physician would not disclose to his/her patient shall not be disclosed to you and should be kept in a 

sealed envelope that can be easily removed from your file. Additionally, medical records related to a 

medical condition or disability should be maintained in a separate envelope. Questions about your 

personnel records should be directed to the Faculty Senate Office or the University Attorney’s Office. 

FACULTY PERSONNEL FILE CHECKLIST 
(Division of Health Sciences) 

Your primary personnel file is located in the office of your Code Unit Administrator and may be 

reviewed at any time during regular business hours with advance notice to the custodian of records or 
his/her designee. Advance notice is required so that your files can be gathered from other offices, if 

necessary, and so that confidential documents, like references for initial employment or certain 

medical information, as described in the General Statutes of North Carolina, can be removed. The 

custodian of records will need to make arrangements to have office staff available to oversee the 

review process to ensure the integrity and safekeeping of the records and to assist in making copies, 

if you request them. A reasonable number of copies will be provided at no cost to the faculty 

member. While reasonable efforts will be made to provide you with quick access to your file, it may 

take some time to make the necessary arrangements. 

Please note that you cannot add to or remove documents from your personnel files at the time you & 

review your files. If you have concerns about documents in your files, please bring them to the 

attention of the custodian of records. You can object to inaccurate or misleading information in your 

files by putting your objections in a written statement to your Code Unit Administrator, who will add 
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ur statement to the file(s) which concern(s) you. Removal of inaccurate or misleading materials 

ay be sought in accordance with the procedures in Appendix Y of the ECU Faculty Manual. 

Location of Records Related to Employment: 

Code Unit Administrator's Office 
Dean’s Office 
Academic Department Chair's Office 

Center Administrator's Office (ex. Center for Advancement of Health) 

Department Section Head’s Office 

Vice Chancellor for Health Sciences Office 

Department of Human Resources 

Other Files Containing Personnel Records May be Located: 

Equal Employment Opportunity/Affirmative Action Office 

University Attorney’s Office 
Faculty Senate Office 

Additional Records for Physician Faculty - located at Brody SOM and Pitt County Memorial Hospital: 

Medical Faculty Practice Plan Benefits Office 

Managed Care Office 

ECU Physicians Credentialing Office 

PCMH Credentials Verification Office (Medical Staff Support) 

@': notifies you that certain the Division of Health Sciences or other ECU offices (including, but not 

mited to, University Attorney, Equal Employment Opportunity, Compliance, BSOM Risk 

Management, CME, etc.) may maintain records (including, but not limited to, attendance records for 

mandatory training sessions, orientation, and CME programs; routine audits of medical records and 

billing documentation; Quality Assurance; malpractice; etc.) related to your employment and which 

may constitute personnel records. Should you wish to verify whether such offices maintain records 

related to your employment, you may contact the specific office for further information regarding your 

records within the Office of the Vice Chancellor for Health Sciences. 

Please note that reference letters solicited prior to employment and medical records that a prudent 

physician would not disclose to his/her patient shall not be disclosed to you and should be kept in a 

sealed envelope that can be easily removed from your file. Additionally, medical records governed by 

General Statute, if any, would be maintained in a separate envelope. Questions about your 

personnel records should be directed to the Faculty Senate Office or to the University Attorney's 

Office. 

Revised: 
Faculty Senate Resolution #94-05, March 1994 

Faculty Senate Resolution #96-4, March 1996 
Faculty Senate Resolution #97-20, April 1997 

Faculty Senate Resolution #97-43, December 1997 

Faculty Senate Resolution #99-7, March 1999 

oa Senate Resolution #00-12, March 2000 
aculty Senate Resolution #05-09, April 2005 

Faculty Senate Resolution #06-11, July 2006 

Faculty Senate Resolution #10-83, pending 

Interpretation made to Section VI., February 1990”  



oe? 
Faculty Senate Resolution #10-84 

Remove text from the ECU Faculty Manual, Part VI. General Personnel Policies, Section |. 

Employment Policies, Subsection B. Collection of Money and add text (noted in bold) to the ECU 
Faculty Manual, Part V: Academic Information, Section |.L. Ordering Textbooks and Collateral 
Material, to read as follows: 

“L. Ordering Textbooks and Collateral Material 
All items, including textbooks and supplies, that the students are expected to purchase should be 
requisitioned each semester in a format provided by the Dowdy Student Stores. Book requisitions 
received on the requested due dates allow the store time to prepare buy-back lists used in purchasing 
from the students any book that they no longer need. This helps the students to keep the total costs 
of textbooks down as much as possible. 

In a cooperative arrangement the Dowdy Student Stores provides an instructor publishing service for 
supplemental course materials. The store provides quality academic course materials that are sold 

alongside the textbooks for the course. The coursepack department of the store will obtain copyright 
permission, process orders, and calculate and collect royalties. This service is provided at no charge 

to your department. A complimentary desk copy of their coursepack is available to the instructors 
upon request. 

Unit administrators or their designees will inform instructors when textbook and course supply orders 
are due. Instructors submit a requisition for each course providing the Part V-8 information needed ge 
order the necessary books and supplies. If no textbook is required for a course this should be so 
noted. Unit administrators should retain a copy of the requisitions in each departmental office for 
future reference. (FS Resolution #10-53, April 2010) 

When special instructional materials (e.g., magazines, field-related supplies, etc.) are required 
for a course, collections of funds for those materials should be made by a designated student, 

not by a faculty member.” 

Faculty Senate Resolution #10-86 
Revisions to the ECU Faculty Manual, Part VI. Section VI. Equal Employment Opportunity/Affirmative 
Action Policy, to read as follows: 

“VI. Equal Employment Opportunity/ Affirmative Action Policy and University Commitment to Diversity 
East Carolina University celebrates diversity among its faculty, staff, and students, and is committed 

to fostering respect for human difference and equal opportunities for all, regardless of membership in 
a University protected class. To that end, the Office of Equity, Diversity and Community Relations 
develops and implements equal employment opportunity policies and diversity programs. Information 
about the Office of Equity, Diversity and Community Relations programs and policies, the University’s 
protected classes and related nondiscrimination policies and procedures may be found by visiting the 
Office’s Web site at www.ecu.edu/edc.” Did  


