ACRONYMStc  \l 2 "ACRONYMS"
The following acronyms are frequently used and are listed below for your convenience.  See individual listings for details.

ACC


Academic Conduct Committee
    
AAUP   

American Association of University Professors
     
BUFM  

Bargaining Unit Faculty Member 
    
CAC   


Computer Advising Committee
     
CAP  


Committee on Appointment and Promotion

CFA


Computer Facilities Administration
     
COI 


Committee on Instruction


CQCI


Continuous Quality Improvement Committee


CSITC


Classroom Support and Instructional Technical Services


EMBA-HCM

Executive MBA in Health Care Management
     
FRPC  


Faculty Re‑Employment and Promotion Committee
     
GAC    

Graduate Admissions Committee


GCC


Graduate Curriculum Committee


GMAT


Graduate Management Admissions Test

MBA


Master of Business Administration

MAcc


Master of Accountancy


MSITM

Masters of Science in Information Technology Management


OGBP


Office of Graduate Business Programs

PMC


Post Master’s Certificate
     
RAC   


Research Advisory Committee
     
SBA  


School of Business Administration
    
SBAEC  

School of Business Administration Executive Committee


UCC


Undergraduate Curriculum Committee


UCUI


University Committee on Undergraduate Instruction

    
URC    

University Research Committee

CURRICULUM

GRADUATE PROGRAMS

Several graduate degree programs are offered by the School of Business Administration. Admission to these programs is selective and depends on several elements.  Before an applicant can be admitted to a degree program they must have completed a bachelor’s degree or equivalent from an institute of recognized standing and the Graduate Management Admission Test (GMAT), except in very few cases.  Other requirements may be required for international students.

1.  Executive MBA in Health Care Management

The Executive MBA in Health Care Management is designed to give health care professionals a fuller understanding of the concepts and skills necessary to become more effective managers.  The program consists of 39 credit hours taken over 21 months.  Course content has a definite health care focus.  Special topic courses are offered that deal with emerging issues in health care.  Classes meet Friday afternoon and all day Saturday on alternate weekends.  Likely candidates for the program include physicians; middle managers at hospitals, HMOs and other healthcare facilities; insurance company administrators; and corporate benefits administrators. Applicants holding advanced degrees will be exempt from taking the GMAT.

2. Master of Accounting (MAcc)

     The MAcc is offered in the Department of Accounting and Finance within the 

     SBA.  The MAcc is designed for students who are interested in careers in 

     public and corporate accounting.  The program provides the educational 

     requirements needed to be a CPA beginning July 1, 2003.  The program 

     requires a minimum of 30 credits.  

3. Master of Business Administration (MBA)

     OU’s MBA is designed to educate students for managerial roles in private,     

     public or not-for-profit sectors of the economy.  Within the program there is a  

     special emphasis in information technology and international business.  The 

     MBA is a 36 – 48 hour credit program depending on an individual’s previous 

     education.  These hours do not include the following prerequisites: 

     Microeconomics, Macroeconomics, Math through basic Calculus, PC skills 

     and Financial Accounting.

     The following concentrations are offered within the MBA program:


Accounting


Business Economics


Entrepreneurship


Finance


Financial Information Systems


Human Resource Management


International Business

Marketing


Management Information Systems


Production and Operations Management

4. Master of Science in Engineering Management

     The Master of Science program in engineering management is offered by the 

     School of Engineering and Computer Science in cooperation with the School 

     of Business Administration.  Intended for students with a bachelor’s degree in 

     engineering or computer science, the program has as its goal the provision of 

     the tools and skills necessary for making sound management decisions in 

     industry and business while retaining one’s commitment to a specialized field 

     of endeavor.  These students are allowed to take six of the ten MBA core 

     courses.  The GMAT is not required.

5. Master of Science in Information Technology Management (MSITM)

     The Master of Science in Information Technology Management (MSITM) is

     offered in the Department of Decision and Information Sciences within the 

     SBA.  The goal of the program is to provide a strong technical and managerial 

     background to those who are interested in using information technology for 

     competitive advantage.  The program requires a minimum of 33 credits.

6. Post-Master Certificate in General Management

     This certificate program is offered by the School of Business Administration.  

     The Post-Master Certificate Program in General Management is a 15-credit 

     hour course of study designed for individuals with a graduate degree in a non-

     business field who seek core business knowledge.  The program emphasizes 

     coursework that covers the major disciplines within the field of business. Upon 

     completion, students will have general knowledge of common business

     practices and corporate procedures.  Applicants must have completed a college 

     course in calculus and statistics to be eligible for the program.

7. Other Post-Master Certificates

     Ten other post-master certificates are offered by the School of Business 

     Administration.  These are designed to provide students who have an MBA 

     degree, or the equivalent of an MBA degree, with additional course work in a 

     specialized area of business.  Each certificate is an additional 15-hour course of 

     studies.  The following areas of study are offered:  Accounting, 

     Business Economics, Entrepreneurship, Finance, Financial Information
     Systems, Human Resource Management, International Business, Marketing, 

     Management Information Systems and Production and Operations  
     Management.

INDEPENDENT STUDY 

The purpose of an Independent Study is to provide highly motivated students the opportunity to construct a unique educational experience that goes beyond the courses contained in the existing course catalog.

The basic rules for Independent Study are:

1. Student must have at least a 3.0 cumulative overall GPA (this requirement can be waived with approval of the faculty member and department chair).  

2. Undergraduate students must have achieved major standing.

3. Independent Study cannot be used in lieu of a required course.

4. It is the student’s responsibility to develop an appropriate area of Independent Study and to arrange for a full-time faculty member to direct the Independent Study,

5. Part-time SBA faculty members cannot supervise an Independent Study,

6. The Independent Study contract (Appendix N) must be completed by a student and signed by the faculty advisor, department chair, and the Coordinator of Graduate Business Programs or Coordinator of Undergraduate Advising prior to registering for the course.

7. It is expected that the student will perform an amount of work equivalent to a regular course with the same amount of credits and that a substantive tangible output (exam, written paper, computer program, etc.) be developed.

8. Interdisciplinary cooperation is permitted and a non-SBA-faculty member may co-supervise the Independent Study.  An SBA full-time faculty member must be the supervisor and is responsible for assigning a final grade.

9. The student must be made aware of the basis for grading prior to registering for an Independent Study.

10. Graduate students cannot register for Independent study if they have/are taking more than six cumulative credits of Independent Study unless an exception is agreed to by the Graduate Curriculum Committee.

11. Undergraduate students cannot register for Independent study if they have/are taking more than eight cumulative credits of Independent Study unless an exception is agreed to by the Committee on Instruction.

Specific Rules for Faculty:
1.   It is the student's responsibility to initiate an appropriate area of Independent Study
      (faculty are not primarily responsible for developing Independent Study topics).
2.   The contract must be signed by a faculty member and the respective representative from 
      the advising staffs (Coordinator of Graduate Business Programs or the Coordinator of 

      Undergraduate Advising) prior to registration.
3.   The student should perform an amount of work equivalent to a regular course of the same 

      number of credits.
4.   It is expected a substantive tangible output (e.g., exams, written paper, computer 

      program) will exist.  
5.   Interdisciplinary cooperation is permitted, and a non‑SBA faculty person may supervise 

      the student's day‑to‑day progress in Independent Study and may recommend the grade. 

      However, an SBA faculty person should be the nominal contract signer, and will have 

      final approval over the grade.
6.   It is a faculty member's legitimate responsibility to supervise qualified   Independent 

      Study students during the regular academic year and during spring or summer if the 

      faculty member is teaching.
7.   Grading is up to the instructor who is supervising the work.  Students should be made 

      aware of the grading basis before beginning the independent study.  Grades must be  
      entered through the internet OU home page before the end of the semester.
Additional Rules for Graduate Students:
Before an Independent Study contract can be completed for a graduate student, the Graduate Program Coordinator must verify that:
1.   the student has not taken more than six cumulative credits of Independent Study unless 

      approved by a Petition of Exception, or
2.   the Independent Study is not being used in lieu of any graduate course without prior 
      approval of the Graduate Program Coordinator and relevant Department Chair (certain 

      upper‑division undergraduate courses [400 to 499] may occasionally be used in lieu of 

      graduate courses, in which case the graduate student will enroll for an Independent Study 

      and will be awarded three credits [not four]).
3.   an Independent Study Contract initiated by the student and approved by the sponsoring 

      faculty member must be submitted to the Office of Graduate Business Programs, who 

      will process the registration.
Additional Rules for Undergraduates:
1.   the faculty member may waive the 3.0 GPA requirement, but not major standing.  GPA 

      waivers must be noted on the contract.
2.   the student must have a contract signed by all relevant parties and a note from an SBA
      adviser to register for an Undergraduate Independent Study. 
3.   no student may use more than eight cumulative credits of Independent Study to meet 
      degree requirements.
Informal Faculty Guidelines:
1.   Consider a student's preparation (skills, courses taken, grades, motivation) before 
      agreeing to supervise an Independent Study.  You need not agree if the evidence suggests 

      that the proposed work will be beyond the student's capability, without inordinate 

      assistance on your part.  Recommend ways that the student can acquire the needed skills, 

      or suggest a postponement if it would be appropriate to try again later.
2.   Consider a student's motives for wanting an Independent Study.  These credits carry a 

      disproportionately high cost to SBA, as well as to you, because of the absence of 

      economies of scale.  The least persuasive reasons for wanting to take an Independent 

      Study in lieu of other courses are "it's not offered this semester" or "the course I want 

      conflicts with my work schedule."  You should not feel pressured by these arguments.  

      Send cases of genuine hardship to an undergraduate advisor or the Office of Graduate 

      Business Programs.
3.   The student must file a written contract with the SBA office approximately one week 

      before registration.  Enrollment will not be approved unless the contract is on file, or a 

      signed original is submitted to the appropriate Advising Office.  The contract should 

      clearly spell out the goals, deadlines, extent and timing of interim progress reports, and 

      basis for grading.  If a question of interpretation should arise, the department chairperson 

      will act as an arbitrator.
NEW COURSES 
It is the policy of the SBA to encourage the faculty to develop and teach new courses in their fields of specialty.  A faculty member should submit a detailed syllabus and rationale for the proposed course to their department.  After department approval, the request will be sent to the respective Curriculum Committee (UCC or GCC) of the School for approval on a one‑time trial basis. The course will initially be offered as a “Special Topic” course.  After a review of the course evaluations, the department may request that the course become a permanent offering.  This request is forwarded to the respective Curriculum Committee for review and processing.
If the proposed course is to be added to the pre-core (undergraduate) or core, the Curriculum Committee will forward a recommendation to the Executive Committee for evaluation, who will then forward the proposal to the Assembly for approval.
UNDERGRADUATE MAJORS
The undergraduate degree awarded from the SBA is a Bachelor of Science and students may select one or more of the following majors.  The only exception is that a student may not double major in general management and another major within the SBA, but other combinations are allowed.
               Accounting
               Economics (B.A. & B.S.)
               Finance
               Human Resources Management
               General Management

   Management Information Systems
               Marketing

Students may also select a minor in accounting, economics (excluding ECN majors), finance, general business, international management, management information systems, marketing, production and operations management, and quantitative methods from the SBA.
Pre‑business students are not eligible to take any 300 or 400 level SBA courses until major standing has been approved.  Exceptions to this rule are ACC 3l0, ECN 303, MKT 302, FIN322, POM343, MIS300, and ORG 330.  It is mandatory that students file an application for major standing during the first month of the term in which they anticipate completing the requirements for major standing.
UNDERGRADUATE MINORS 
The following minors are available:


   Accounting

   Economics

   General Business


   Human Resources Management
               International Management

   Management Information Systems

   Marketing

   Operations Management
               Quantitative Methods
Students can take more than one minor provided they stay within the 25% business credit limit, if they are non-SBA majors.  SBA majors can take as many minors as they want (but cannot minor in general business).  All students who are not majors in the School of Business Administration, whether they have applied for a minor or not, are limited to a maximum of 25% of their total degree credits in business courses, excluding all economics courses, QMM 240, 241, 250, and 452.
UNDERGRADUATE MINOR – APPLIED TECHNOLOGY IN BUSINESS (ATIB)
Students may apply to enter the ATIB minor program, a competitive program where students receive tuition scholarships. This minor, which entails completion of projects with sponsor businesses, is for students in their junior and senior year.  Minimum requirements include a 3.0 GPA.

FACULTY

ANNUAL FACULTY PERFORMANCE EVALUATION PROCESS
Faculty notification of merit adjustments will be in the form of a raise letter from the Dean’s office.  In addition, every faculty member, full or part-time, will receive a written evaluation of their performance from their Chair for the previous academic year.  This letter will be issued by July 1st.  Faculty will be asked to meet with their Department Chair to discuss their annual performance and updated Development plan (Appendix M) prior to the beginning of fall classes.  

The following is a set of steps to be taken by the faculty member, department chair and Dean’s office to assist those faculty who have received evaluations indicating a deficiency in teaching, research and/or service.  The process is designed to be pro-active and, hopefully, avert any formal action to resolve the faculty person’s deficient performance.  The AAUP contract addresses the formal procedure to deal with deficiencies in faculty performance.

Faculty with performance deficiencies will be expected to engage in the following steps to enhance performance.  The steps are:

1. Faculty receiving scores below 2.0 (on a scale of five) in teaching, research, and/or service on their most recent merit evaluation will be deemed “deficient” in their performance.

2. Faculty will be notified of their deficient area(s) prior to July1 of the evaluation year.

3. Deficient faculty will be asked to work with their department chair prior to the first day of the fall semester to develop a plan to enhance their performance in the deficient area(s).  The plan will be submitted to the department chair and Dean for approval on or before the first day of fall classes.  Each plan will be consistent with the faculty’s Development Plan.

4. If the faculty’s performance has not improved to an acceptable level over the academic year, they will not be offered to teach overload courses and spring or summer term courses in the following year.  In addition, their workload will be reviewed and adjusted as necessary to address fairness across faculty.

Faculty who do not submit a performance plan as laid out in step #3 above, will be subject to the procedures stated in paragraph 67 of the AAUP contract.

BARGAINING UNIT FACULTY MEMBER (BUFM)
BUFMs are all regular full-time faculty, all visiting full-time faculty, and any part-time faculty who teach 16 or more course credits in a year (Fall, Winter, Spring and Summer terms).

COMMITTEE SERVICE
All regular and visiting faculty members, untenured or tenured, are expected to contribute an appropriate portion of their time to the committee activities of the department, School of Business Administration and Oakland University.  While there is no prescribed amount of activity for each faculty member, the Dean's Office and the Executive Committee of the School will attempt to assign service work cognizant of the demands on the faculty member's time from other activities.  As a rule, untenured faculty members will receive less service requirements in order to prioritize their research activities, although it is recognized that a certain amount of department, School and University service is part of the criteria for obtaining a favorable reappointment recommendation.  The amount of service assigned to a respective faculty person will also reflect the intensity of the assignment.  
CONSULTING BY SBA FACULTY 
By the very nature of the subject matter SBA faculty deal with, professional consultation activities will occur.  Such activities should serve to enhance the quality of the faculty member's teaching and/or research activities.
The School assumes no obligation to provide any outside professional work for the faculty.  The faculty member's responsibility with respect to consulting is described in the AAUP Faculty Agreement.  The Faculty Agreement requires that Oakland be notified of outside professional activities.  Consequently, the Dean must be informed, in writing, of outside professional work.  The following information should be included:  Your name, organization for whom the work is being performed, your time commitment, and period over which work is to be performed.
An integral part of the SBA's mission is to form a liaison with business and government, and to answer legitimate community needs in a way that is compatible with the University's stated mission to "apply the expertise of the university to the issues of society in general or the region in particular" and to apply "research and scholarship to problems and concerns of the state's business and industry."  SBA faculty are uniquely qualified to become involved in projects, which span the spectrum from pure service to pure paid consulting.  The relationship between the outside activities of SBA faculty and the mission of the School are delineated below.
1.   No Direct Compensation
If the University receives gifts or contracts for student or faculty work and the faculty member receives no remuneration, or if the faculty member engages in outside activities related to teaching or research interests for which minimal (such as a token honorarium for a speech), or no compensation is received, such activity shall be viewed as professional/community service.  Properly documented, such service will be recognized and rewarded in terms of promotion, tenure or merit pay, according to the SBA's prevailing views of the activity.
2    Indirect Compensation
If the faculty member receives time off, reduced teaching, or spring/summer support in connection with contract research, the reward lies in enhanced research productivity, which is recognized under existing rules for promotion, tenure, and merit pay.  Faculty therefore have an incentive to engage in such activity.
3 Direct Compensation

If the faculty member is performing outside activities for direct compensation or self‑employment (e.g., "consulting"), such interaction with business, government, or professional organizations is desirable to the extent that it:
a. is an activity in which the faculty person is identified as a member of the Oakland University faculty, and
b. enhances Oakland's image, and
c. advances our stated mission, and
d. utilizes and enhances professional skills, and
e. doesn't detract from teaching, research, and other service, and
f. doesn't utilize SBA supplies, services, and telephone resources without appropriate reimbursement, and
g. doesn't block colleagues' access to computer and other resources, and
h. is reported to the SBA, including the extent of the faculty member's commitment.
It is expected that faculty who engage in this activity will comply with the AAUP Faculty Agreement and will not consume SBA resources for such purposes.  Paragraph 72 of the Faculty Agreement says that outside work may "not interfere with the satisfactory performance of the BUFM's work obligation," and that:
       a.
"No equipment, supplies, or services owned or provided by Oakland shall be used with such outside work except as provided as part of a separate contract.
       b.  BUFMs who work in a continuing relationship with any outside employer          

            shall notify such employer that outside work is performed by the BUFM in 
            an individual capacity as an expert and not on behalf of Oakland.  Oakland

            shall receive a copy of such notification."  
Faculty who do not abide by the intent of this policy will be subject to workload adjustments and will be billed for any expenses SBA has incurred.

FACULTY MERIT ADJUSTMENTS 

In accordance with the Faculty Agreement, the full‑time, non‑visiting bargaining unit faculty members (BUFMs) of the School of Business Administration annually determine procedures to be used to set their merit adjustments.  The bargaining unit faculty members then meet to consider the various options and will make a formal recommendation to the Dean.  It has been customary to have the department chairs, as a group, meet with the Dean to determine individual merit raises.

FACULTY RE‑EMPLOYMENT AND PROMOTION COMMITTEE (FRPC)
The university‑wide Faculty Re‑employment and Promotion Committee, under the Faculty Agreement, consists of elected tenured faculty representing the various areas of the University.  There is currently one delegate from the School of Business Administration who serves a three‑year term.  The FRPC reviews all cases brought to it by the CAPs of the various academic units regarding recommendations for promotion and/or the conferring of tenure.  The FRPC also reviews cases referred to it by the Provost involving contract renewals for some assistant professors and special instructors.  Cases are examined on both procedural and substantive grounds to determine if the recommendations of the CAP can be supported.  Committee sessions are closed and the proceedings confidential.  The FRPC recommendations are made to the Provost.

FACULTY RECRUITING 
The major responsibility for the recruitment of faculty members lies with the respective department chair.  However, faculty recruitment is the responsibility of each faculty person.  The ability of the School to attract the type of colleague who we wish to have will vary directly with the intensity of the involvement of each individual faculty member.  Prospective faculty are screened first by the department chair and respective area faculty.  If further action is indicated, the candidate will be brought to campus.  Each candidate is asked to present a formal seminar to the School of Business Administration of approximately one hour in duration, and will spend the remainder of the day meeting with various faculty of the School, concentrating on faculty in the area or areas of research and teaching interest to the candidate.  The faculty of the area will then meet with the department chair to make a formal recommendation to the Dean with respect to hiring.  All faculty recruiting must conform to the Faculty Hiring Procedures of the University.
 Guidelines for Visits of Prospective Faculty 
1.  No candidate should be invited unless the visit is approved by the Dean.
2.  Approximately two weeks before the visit of any prospective faculty to Oakland 

     University, a letter should be sent from the person coordinating the visit (cc: Dean). The 

     letter should:
     a.  Confirm arrival and departure dates and times;

     b.  Indicate who will meet the candidate at the airport or what transportation.    

          arrangements have been made, and/or first meal on campus;
     c.  State where the candidate will be housed and related transportation;
     d.  Caution candidate to save ALL receipts for expense reimbursement.
3.  The hotel accommodations for candidates need to be approved by the Dean’s Office.
4.  A faculty member should meet the candidate at the airport and drive him/her back.  If no
     faculty member is available, an Airport Limo service may be used.  Arrangements should 

     be made through the department office assistant.

5.  No recruit should be left alone for any meal on campus.
6.  For meals, the following rules are to be used (any reference to number of persons 

     INCLUDES the recruit):
     a.
Breakfast:
No more than 4 persons 

     
Budget:  
$12/person with tip
      b.
Lunch:     
 No more than 4 persons

     
Budget:  
$18/person with tip
  
      c. 
Dinner:    
 No more than 4 persons per dinner  

     
Budget:  
$50/person with tip 
    Any amounts spent in excess of these limits will be the personal obligation and
    responsibility of the faculty attending the specific meal.  If the department wishes to invite   
    additional persons to meals the cost, subject to the limitations, will be charged to 

    department funds.
7. Candidate must sign all travel forms (with department office assistant) before he/she 

    leaves campus.

LECTURERS (PART‑TIME)
1. The School of Business Administration regularly employs part‑time faculty who are classified as lecturers.  

2. Part‑time faculty teaching l6 or more course credits in one year (i.e., Fall, Winter, Spring and Summer terms) of which 8 course credits occur in the Fall and Winter terms are classified as special lecturers and are Bargaining Unit Faculty Members (BUFMs) covered by specific provisions in the AAUP-OU Faculty Agreement.  

3. The department chairs are responsible for the hiring and review of lecturers.  

4. The minimum qualification is possession of a master's degree with a decided preference for those holding doctorates.  The only exception is in accounting when someone who holds a B.S. with a C.P.A. or C.M.A. will be considered. 

LETTERS OF OFFER

1. The Dean’s Office, upon the request of the Department Chair, issues official letters of offer for faculty overload instruction opportunities. 

2. The letter will state the specific course section that is being filled and also stipulate that the contract will be considered null and void if adequate student demand for the course section does not materialize or a full-time SBA faculty has chosen to teach the course.

3. Letters of offer will be sent approximately 4 weeks before the relevant semester. Sign and return original to the appropriate department’s office assistant, keeping a copy for your records.

MINIMUM EXPECTED FACULTY WORKLOAD (MEFW)
The minimum expected faculty workload provides faculty with a template on minimum expectation of performance.  The MEFW guidelines are provided in Appendix A.
PAYMENT OF FEE FOR JOURNAL SUBMISSIONS

The School of Business Administration will pay up to $250 per faculty member per academic year for journal submission fees.  

1. To be eligible for these funds, the faculty member must receive approval of the payment by submitting a direct payment voucher with the journal or agency as the payee (see the Oakland University Policies and Procedures Manual for information on DPVs).  Reimbursements made directly to the faculty member for payments they may have made to the journal or other publication agencies are prohibited and are considered unauthorized expenditures. 
2. Payments for journal submissions above $250 but not exceeding $500 will be equally shared between the faculty member and the Department.  In this instance, a DPV will be submitted for the total payment upon receipt of the faculty member’s share of the payment (check made payable to Oakland University).
3. Any journal submission fees exceeding $500 will be the responsibility of the faculty member.

PROFESSIONAL ORGANIZATIONS 
It is the policy of the School of Business Administration to strongly support the active participation of its faculty in professional organizations.  

1. The School of Business Administration will reimburse faculty for meals incurred at local meetings of professional organizations.  

2. Faculty are encouraged to attend regional and national meetings, recognizing the budgetary limitations on faculty travel expenditures.  

3. The School of Business Administration does not pay for faculty member's dues in any professional organization or association.

QUALIFIED FACULTY DEFINITIONS

The following are definitions of what requirements are necessary for a faculty member to be academically or professionally qualified. 

Academically Qualified Faculty

A faculty member is considered to be academically qualified if they hold an appropriate doctorate degree and have made the following intellectual contributions during the past five years:

1.  two publications in peer reviewed academic journals

OR

2. a scholarly book and one publication in a peer reviewed journal

OR

3.  one publication in a peer reviewed journal plus 3 intellectual contributions from the following group:

chapters in scholarly books

research monographs

editor reviewed publications

presentations at national or discipline regional meetings 

Professional Qualified Faculty

A faculty member is considered professionally qualified if their terminal degree is at the master’s level and they are current in the area where they teach:

Currency is defined:


Complying with the requirements (1), (2), or (3) above for AQ faculty


OR


Complying with two of the following three items:

· Completion of a substantial amount of relevant development activity including maintaining a certification requirement (CPA, CMA)

· Recent completion of significant business projects

· Recent (within 5 years) holding a senior management position (e.g. retired C.E.O.) plus development activity

SABBATICALS

Sabbatical leaves may be available as outlined in the AAUP Faculty Agreement. Refer to the agreement for detailed information regarding Eligibility, Definitions of Service, and Criteria. A summary of available leave types and procedures for applying and reporting follows.  Faculty members should refer to the faculty agreement for complete, detailed language.

1. A sabbatical leave may cover a wide range of professional activities, including but 

not limited to:

a. research
b. the study of teaching methods, and 
c. the study of cognate disciplines

2. Three types of sabbatical leave shall be made available:

a. half-year leave at half pay for the period of the leave, after three years of service (i.e., resulting in 75% of annual salary for the year)
b. half-year sabbatical leave at full pay after six years of service
c. full-year sabbatical leave at half-pay after six years of service

3. Procedures for application and report:

a. eligible faculty member initiates application by filing a detailed written statement to the department chair (the dean in the absence of a department chairperson) eight months before the commencement of the proposed leave. 
4. Written statement to include:

a. purpose of the leave

b. the nature of the professional activity proposed

c. back up materials showing how any previous sabbatical was used and evidence of output from that leave
5. Application, along with chairperson’s recommendation shall be forwarded to the 
6. Appropriate dean at least seven months before the commencement of the proposed leave.

7. The Dean forwards the materials to CAP for review.  On receipt of the review the Dean makes a recommendation that is forwarded to Academic Affairs.

8. Applicant shall receive written notification of Oakland’s decision at least five months prior to the commencement of the proposed leave.

a. faculty member may withdrawal without prejudice, an application for sabbatical leave at any time prior to Oakland’s decision with the approval of his or her department chairperson.  

b. once Oakland has approved a sabbatical application, the faculty member may withdraw the application only with the approval of Oakland.

9. If an application is rejected, the faculty member shall receive notification in writing from Oakland of the reasons for rejection.

10. Upon completion of the sabbatical leave, the faculty member shall submit to the Dean’s office by the end of the first semester after returning from leave a written report to include:

a. summary of the activities during the leave

b. relationship to the written statement submitted with initial application

TEXTBOOK SELECTION AND ORDERS
1. "Textbook Order" forms are distributed to faculty approximately twelve weeks prior to the start of the semester.  

2. The form should be filled in and returned to the department office assistant as soon as the information needed is known.  

3. The number of books ordered will be based on the maximum class size for your course plus five "safety" copies.  

4. If you wish to order a different number than this for some reason, fill in the "No. of Copies" column for yourself; otherwise, the office assistant will do it for you.  

5. Publishers generally need a minimum of four weeks notice to insure timely delivery.
6. If the faculty member needs a desk copy, instructor's manual, solutions booklet, or other available items for the text, he/she should indicate so on the Book Order Request form.

PRIVATE TRAVEL EXPENSES ADVANCEStc  \l 2 "TRAVEL EXPENSE ADVANCES"
1. After a travel authorization has been approved and forwarded to the voucher audit department, a faculty member who has currently requested a travel advance should personally obtain the advance at the Accounts Payable office (l20 NFH) by signing a payroll deduction form called a travel advance acceptance and repayment agreement.  

2. The amount of funds requested must be reasonable in keeping with the actual expected costs involved in the travel.  Also, unless the advance is for early purchase of airline tickets on super‑saver flights, etc., a travel advance will not be granted until two weeks before the expected travel is to occur.  

3. Advances for other travel expenses will be available only during the same period (two weeks in advance).

4. Repayment of all travel advances should be made within two weeks of the trip or an appropriate deduction will be made on the traveler's next paycheck.
TRAVEL - FACULTY CONTRACT
1. Faculty traveling for administrative reasons will be subject to the policies listed below plus those detailed in the University's Administrative Policy Manual.
2. Faculty traveling for non‑administrative reasons are subject to the policies listed below plus the current Faculty Agreement and the following special School of Business Administration policies.  Ordinarily, reimbursement for non‑administrative travel by faculty will be made only for active participation in professional or academic programs, and faculty development.  If a faculty member chooses to attend a program even though no reimbursement is being requested or reimbursement has been denied, a travel authorization should still be completed for insurance purposes.
3. The School of Business Administration will reimburse each faculty member for non-administrative travel according to the following:
a. SBA full-time faculty presenting papers related to their research at academic or professional programs will be eligible for reimbursement of expenses subject to the following limitations.  It is advisable to ask the department chairs if a particular trip is likely to be funded BEFORE submitting a paper.  By doing so one can avoid the frustration of having a paper accepted but no available funding.
b. All travel requests must be approved by the Dean and the respective department head.
c. Each faculty member will be eligible for payment for a maximum of two trips per fiscal year, including any international travel.  An international trip MAY be funded (as one of the two trips) if the participant can show that what is to be gained from that particular conference is over and above what could be gained from a domestic conference.  

d. One trip will be reimbursed up to a maximum of $1,400, the remaining trip up to a maximum of $1,200 (see “j”). All expenses are subject to the limits published in the latest Faculty Agreement.  One allowable international trip per year will have the maximum allowance increased by $800, split equally between the SBA and the Department.
e. A maximum of one regional meeting trip per year will be eligible for reimbursement.
f. No additional trips will be reimbursed if faculty are teaching or performing research in more than one field.
g. All expenses remain subject to a "prudent buyer" concept.  With the variety in airfares, faculty are expected to be particularly diligent in seeking the lowest cost travel alternative and chairs are expected to check that this has been done.  Accommodations beyond the length of the conference are not allowed, unless you can prove it is cost effective.  

h. University policy regarding rental cars is that car rental cost cannot be justified “by the offset of saving on other related lodging and travel cost” (i.e.: one cannot argue to stay in cheaper lodging and have a rental car covered by the savings).  SBA policy limits reimbursement for local travel to the lesser of the cost of the shuttle service or rental car.
i. All requests for travel reimbursement MUST be filed in the SBA within 10 days of the completion of the travel.  Failure to meet this deadline will result in a forfeiture of any reimbursement.

j. Policy for faculty travel:

1. First Trip
    First         $1,000
SBA
                                                                Next            $600
Split equally between SBA,    









Dept. & Faculty
    Remaining-Faculty or Dept. per Chair
2. Second Trip
    First            $800
SBA



    
    Next            $600
Split equally between SBA,  







Dept. & Faculty



 
    Remaining-Faculty or Dept. per Chair

Examples:

	
	SBA
	Next $600:
	Left
	Totals

	Domestic
	First $
	SBA
	Dept
	Fac.
	Fac.
	SBA
	Dept
	Fac.

	First Trip:
	
	
	
	
	
	
	
	

	   $500
	$500
	--
	--
	--
	--
	 $500
	--
	--

	$1,000
	$1,000
	--
	--
	--
	--
	1,000
	--
	--

	$1,300
	$1,000
	$100
	$100
	$100
	--
	1,100
	$100
	$100

	$1,600
	$1,000
	$200
	$200
	$200
	--
	1,200
	$200
	$200

	$1,900
	$1,000
	$200
	$200
	$200
	$300
	1,200       
	$200
	$500

	$2,500
	$1,000
	$200
	$200
	$200
	$900
	1,200
	$200
	$1,100


	
	SBA
	Next $600:
	Left
	Totals

	Internat’l
	First $
	SBA
	Dept
	Fac.
	Fac.
	SBA
	Dept
	Fac.

	First Trip:
	
	
	
	
	
	
	
	

	$500
	$500
	--
	--
	--
	--
	 $500
	--
	--

	$1,000
	$1,000
	--
	--
	--
	--
	1,000
	--
	--

	$1,800
	$1,000
	$400
	$400
	--
	--
	1,800
	--
	--

	$2,100
	$1,000
	$500
	$500
	$100
	--
	1,500
	$500
	$100

	$2,400
	$1,000
	$600
	$600
	$200
	--
	1,600       
	$600
	$ 200

	$3,300
	$1,000
	$600
	$600
	$200
	$900
	1,600
	$600
	$1,100


TYPING

Department office assistants will type and copy course related materials such as syllabi and examinations.  Contact the appropriate department’s office assistant to inquire about lead-times.  These will vary according to the department office assistant and time of the year.

STUDENTS

ACADEMIC CONDUCT (Note:  See Appendix B for the Academic Conduct Policy)

1. Academic violations include plagiarism and cheating on assignments; cheating on laboratory work or examination; having another person take an exam in one’s place, substituting another’s work as one’s own; falsifying records or providing misinformation regarding one’s credentials; unauthorized collaboration on computer assignments and unauthorized access to and use of computer programs, including modifying computer files created by others and representing that work as one’s own.

2. The instructor must make certain that stated restrictions on use of old tests, old papers, material used in previous courses, working with other students on course assignments, etc are absolutely clear.

3. Restrictions should be not only stated on the syllabus, but they should also be discussed during the first class meeting.

4. The instructor should also state on the syllabus what action will be taken if there is an alleged academic conduct violation.

5. If the instructor intends to give a final grade of 0.0 to any student who is found guilty of academic misconduct by the University Academic Conduct Committee, it should be so stated on the syllabus.

Instructors play at least three roles in maintaining proper standards of academic conduct:

a. To assist in recognizing the application of general standards in context of a particular course or discipline;
b. To take practical steps to prevent cheating and to detect it when it occurs; and
c. To report academic misconduct to the Dean of Students for review by the Academic Conduct Committee.
Faculty are reminded of two things:
a. DO NOT attempt to handle the case by yourself due to possible legal ramifications.
b. In EACH CLASS, EACH TERM, remind the class about academic conduct and university policy regarding academic misconduct.  Including warnings in the printed course syllabus is advised.

PRIVATE ADD/DROP FORMStc  \l 2 "DROPS AND ADDS"
 Undergraduate Courses
Historically, there has been a problem with SBA course sections closing during registration.  For educational and administrative reasons the SBA needs to maintain tight control of enrollments in classes.  Courses have capacities (also call “Caps”) that have been set by the SBA Executive Committee.  The caps are determined by several factors including the nature of the course (i.e., case course versus lecture) or classroom capacity.  In many cases the Caps will be set below the number of seats in rooms because of the size of rooms available at a given time.

1. Open Classes:  It is suggested that faculty wait until the first week of classes before adding any students to the class.  If there are openings in a given class (i.e., enrollments have not reached the Cap), students can add through the online SAIL registration system up to the first day of class.  If there are still openings in a class the first day of class, then the instructor can sign Add/Drop forms to increase enrollment to the capacity set for the class, regardless of the size of the room.  Students added beyond the Cap for the class will be subject to removal from the class.

2. Closed Classes:  If the course is closed (i.e., enrollment has reached the Capacity), some faculty members keep waiting lists when students contact them via phone or email.  Others choose not to keep lists and simply wait until the class has met and then consider adding students if there are openings in the class because students have withdrawn or simply do not attend class.  In either case, students must not be added to a closed undergraduate class beyond its Maximum without permission from the Coordinator of Undergraduate Advising or the Associate Dean.

3. Course Restrictions:  There are a number of business courses that carry restrictions that must be enforced (admission to major standing, prerequisites, etc.).  If you are teaching a restricted course, you must verify the student’s status before signing an Add/Drop form.  The verification can be done by contacting the appropriate program administrator [Moria Fracassa, Coordinator of Undergraduate Advising, fracassa@oakland.edu, (248) 370-3272 or Donna Free, Coordinator of Graduate Business Programs, free@oakland.edu, (248) 370-3281].

4. Drop/Add Process:  To drop and/or add a course the student must obtain an Add/Drop form from the SBA Undergraduate Advising Office, any academic department or the Registrar’s Office; have it initialed by the appropriate faculty member(s) and signed by either the Associate Dean in 427 Elliott Hall or the Undergraduate Advising Coordinator, Moria Fracassa in 332C Elliott Hall (if adding); and submit it to the Registrar’s Office before the deadline for the respective term. (see Calendar of events in the Schedule of Classes or on the Registrar website at http://www2.oakland.edu/registrar/cal_main.cfm).  See the “Withdrawal” listing for additional information.  Note that if for whatever reason students are enrolled beyond the Capacity of a class without following this process they will be subject to removal from the class.
Graduate Courses:

1. Closed Classes: A waitlist is maintained by the Office of Graduate Business Programs for all closed graduate courses.  Students wishing to add into a graduate course must place their name on the waitlist (web address:  www.sba.oakland.edu/mba/resources/lists). The Cap in all closed classes will be reduced to 5.  If the course re-pens due to student drops prior to the first class session, students will need to be on the waitlist and will be added to the class by the OGBP in the order in which they are submitted.  It is extremely important that faculty do not add students prior to the first class session in order to accommodate those on the wait list.  Students who bypass the waitlist process will be removed from the class and be replaced by those on the waitlist.
2. Open Classes: If a class is not closed, faculty may add students at their discretion at the first class session up to the stated Capacity for the course. Once the course reaches the Cap, then the procedures for closed classes listed above will be implemented.  The faculty must be mindful of restricted courses and verifying the student’s status with Donna free, Coordinator of Graduate Business Programs, free@oakland.edu or (248) 370-3281.
3. In rare situations, a student may be added to a class that has reached its original Capacity enrollment. This usually occurs if a class is cancelled and the student has no other option or if an administrative error has occurred and the situation needs to be rectified. The faculty member will be notified if such a situation occurs 

PRIVATE ADVISINGtc  \l 2 "ADVISING BY FACULTY"
1. Formal advising of undergraduate students is done by the Undergraduate Advising Office of the SBA.  Formal advising for graduate programs (MBA, MAcc, PMC, and MSITM) is handled through the Office of Graduate Business Programs.
2. Faculty advising of students in the SBA is on an informal basis. Most faculty advising consists in assisting students to select elective courses that will help them pursue their interests and work toward achieving their academic and/or career goals.  In addition, students frequently have questions on job opportunities as well as job titles and descriptions.
3. Academic advising is available for all SBA admitted and potential undergraduate and graduate students.  Advising covers course requirements, course equivalencies for transfers, major standing, graduation audits, concentrations, petitions of exception, and all technical questions regarding university regulations (e.g., repeating courses, adding and dropping courses, competency exams, probations, etc.).

ATTENDANCE POLICY

Neither Oakland University nor the School of Business Administration currently has official attendance policies.  If there is to be an attendance policy for the course, the policy should be clearly stated on the syllabus as well as the sanction for non-attendance.

PRIVATE CHECKLISTS (Undergraduate Students)tc  \l 2 "CHECKLISTS‑‑UNDERGRADUATE"
1. Checklists map out all the necessary courses and major standing requirements for each four‑year major program.  

2. Checklists show the courses that have been completed and the grades received when completed.  

3. In the case of transfer students, it would show which requirements were fulfilled by courses transferred to Oakland University.  

4. This form is used by the academic advisor when counseling each student and by the student for reference to past and future.  

5. The student keeps a copy while the advisor places one in his/her file.  These forms are available in the SBA Undergraduate Advising Office and on the SBA Website www.sba.oakland.edu/
CLASS CANCELLATION

1. Faculty is expected to make every effort to meet class as scheduled.  If a faculty member knows in advance that he/she will be unable to meet a class, an attempt should be made to find a colleague to substitute.

2. If a faculty member is sick or is unexpectedly unable to meet class, the department chairperson and department office assistant should be notified.

3. The procedure for canceling class in the event of an unplanned absence should be explicit.  (Will there be a note posted in the classroom, are students to call the SBA, how long should the students wait for the instructor?)

4. Appropriate instructions for students relative to the next reading assignment, change of assignment dates, etc. should be given to the department office assistant for communication to students.

5. Faculty are encouraged to develop a call fan-out system for each class.

PRIVATE CLASS LISTStc  \l 2 "CLASS LISTS"
Class lists are available through the Banner web interface by accessing the OU home page www.oakland.edu
1. Double click on the student and administrative information link “Sail” in the bottom right hand corner.   

2. Click on “Log into Secure Area.”

3. Enter ID number (usually your social security number) and PIN information.

4. Click on “Faculty Services.”

5. Select appropriate “Term Selection” and click “submit.”

6. Select appropriate “CRN Selection” and click “submit”

7. You may then choose between “Detail Class List”, “Summary Class List” or “Grades

CLASSROOM DISRUPTION POLICY

1. Any person or group of person who prevents an instructor from carrying on assigned teaching duties is subject to immediate suspension from the University.

2. The instructor should request that students stop any disruptive behavior.  If the students do not stop, the instructor should ask those students to leave.  I the students refuse to leave, the instructor may call the Department of Public Safety at (248) 370-3331 to have those students removed from the classroom.

CONFIDENTIALITY OF STUDENT RECORDS & STUDENT INFORMATION

SBA instructors must adhere to FERPA (Family Educational Rights & Privacy Act, 1974) which addresses the question of confidential student educational records. This legislation, in essence, allows students the right to view upon request their own confidential educational records and restricts the use of these records by others. For the official OU FERPA policy go to http://www2.oakland.edu/audit

1. Instructors may not publicly post student grades by student name, student number, social security number, or revealed in any fashion that students may be able to determine the grade of another student in the course.

2. Grades will not be released to students by SBA department office assistants.  It is suggested that instructors use the “stamped, self-addressed envelope method” of issuing grades to those students who do not wish to wait until they are posted electronically by the register’s office.

3. Graded papers, tests, and other written assignments may only be returned directly to the student in person or by the mail method mentioned above.  It is illegal to return graded student materials by leaving the materials outside of faculty offices.

4. Graded materials not returned to students should be kept by the instructor for at least one semester and are disposed of properly by shredding.  See the department office assistant for instructions.

COURSE PACKS

1. Course packs are collections of readings, instructor notes, examples of exams, etc. that the faculty wish to provide to students (Appendix C).  The purpose of the course pack is to provide these materials in a convenient and cost effective manner.  If a faculty member wishes to supplement a textbook with a number of readings, this is the preferred arrangement.
2. Course packs are available through the university bookstore or via the Textbook Outlet (located across the street from the university).

3. Contact the appropriate department office assistant for ordering a course pack.
4. Necessary information to be provided include: title, publisher, copyright year, ISBN, etc.
5. Please allow at least 8 weeks for processing the course pack materials.
6. Upon successful completion of the process, the course pack will be available for student purchase in the Book center or Textbook Outlet (depending on the method of ordering).
COURSE SYLLABUS

Instructors should follow the SBA Model Syllabus (Appendix D) included in this resource manual. Instructors that formulate and copy their own syllabus should provide a copy of the syllabus to the appropriate department office assistant.

NOTE:   Any policies specific to the course should be clearly stated on the syllabus and discussed in class during the first meeting.

FINAL EXAMS

University Senate legislation prohibits tests or examinations within one week prior to the start of the final examination period.  Violations of this legislation will be referred to the Academic Affairs Office, 205 Wilson Hall (248) 370-2190 for undergraduate courses or to the Office of Graduate Study, 520 O’Dowd Hall, (248) 370-3168 for graduate courses.

GRADE RECORDING

1. Oakland University policy is that final course grades for the winter, spring and summer semesters must be submitted to the Office of the Registrar, no later than 72 hours following the course section final examination period published in the Schedule of Courses. 

2. For the fall semester, final course grades must be submitted to the Office of the Registrar, no later than 48 hours following the course section final examination period published in the Schedule of Classes.  

3. With the implementation of the BANNER Student Information System, all instructors must submit their grades electronically through the Web (Appendix E).  Note: Grading and Computer Notes are issued each semester, check with the department office assistant for the current version of this information. 

4. For those who do not have Web access, please visit one of the SBA Computer Labs located in 215 and 223 Elliott Hall or the Student Labs located in 129 and 130 Kresge Library 

5. Due to recent changes in Title IV legislation, the last attendance date must be recorded when entering student grades.  Please see the department office assistant for the current semester's attendance dates guidelines.  

6. Deadlines for submitting grades must be adhered to. 

7. Grades must not be sent to students by email.

PRIVATE GRADING ASSISTANTStc  \l 2 "GRADING (STUDENT) ASSISTANTS"
1. Student Grading Assistants are provided to full‑time faculty during fall and winter semesters dependent upon fund availability and faculty need.  

2. Students should not begin work until all necessary paperwork is completed and they have received the approval from the office assistant in 443 Elliott Hall.  

3. Students may work from the first official day of classes (assuming they have been approved at that point in time) through the final day of classes (including final exam week only if the student chooses).
4. Grading Assistants are only allowed to perform grading activities for faculty members. All research activities should be given to Graduate Assistants requested through the Office of Graduate Business Programs.  

5. Grading Assistants should only grade objective tests, quizzes, or homework. Grading Assistants are not allowed to grade any kind of subjective work such as essay tests or assignments.  

PRIVATE GRADING SYSTEM

1. The basic grading system at Oakland University is a 32‑point system of numerical grades, with passing grades ranging from l.0 through 4.0, by tenths, and a no‑credit grade of 0.0.  Non-numerical grades are W, I, P, S, U, R, and Z.
2. The first two weeks of a semester (one week in spring/summer sessions) are a no‑grade period for dropping and adding full‑semester courses.  The no‑grade period for 2‑credit, half‑semester courses is the first week of instruction.
Comparison of the “half-grade” and “32-point” systems to the standard letter-grade system:

	Letter

Grade
	0.5

Grade

System
	31, Tenth Point

Grade

System
	Interpretation

Undergraduate

Courses
	Interpretation

Graduate

Courses

	A
	4.0-3.6
	4.0,3.9,3.8, 3.7,3.6
	Premium grade.  Indicates student has exceeded expectations.  Indicates student has achieved mastery of the material and can correctly apply material.  Student has achieved high scores on all evaluations.  Usually no more than 10% of class.
	Premium grade.  Somewhat common in graduate courses, but usually less than 30% of class.  Indicative of student performance that is professional and demonstrates mastery of material.

	B
	3.5-3.0
	3.5,3.4,3.3, 3.2,3.1,3.0
	Grade indicates good performance. Student demonstrates a good working knowledge of material, but has not achieved high scores on all evaluations. Usually no than 40% of 300 or 400 level class.
	Modal grade for most MBA courses.  MBA program requires that a student maintain an overall GPA of 3.0 or higher.  Indicates good performance.

	C
	2.9-2.0
	2.9,2.8,2.7, 2.6,2.5,2.4, 2.3,2.2,2.1, 2.0
	Grade indicates satisfactory performance.  Student demonstrates a general understanding of material, but may not be able to apply all concepts.  Typical grade in 200 level courses.
	Grade indicates non-satisfactory performance, but credit is earned.  Warning is issued if 1st low grade within first 24 credits; probation if 2nd low grade within 24 credits or after 24 earned credits.

	D
	1.9-1.0
	1.9,1.8,1.7, 1.6,1.5,1.4, 1.3,1.2,1.1, 1.0
	Grade indicates that credit is earned for core courses, but repeat may be necessary in pre-core and major courses.
	Grade indicates that no credit is given.

	F
	0.0
	0.0
	Grade indicates that no credit is given but enters into calculation of GPA.
	Grade indicates that no credit is given.


PRIVATE Letter Gradestc  \l 2 "Letter Grades"
I
Incomplete:  this grade is temporary and may be given only after the cutoff date for use of the W grade.  It is used in the case of severe hardship beyond the control of a student that prevents him/her from completing course requirements. Completion of work to remove an “I” grade is to be accomplished during the first eight (8) weeks of the next semester (fall or winter) for which the student registers unless an extension, requested by the student, is approved by the instructor and the dean of the appropriate school or college.  If work is not completed at the end of that semester or if more than three terms intervene before the student next registers at Oakland University, the “I” shall be changed to a grade of 0.0 for undergraduate students and a permanent “I” for graduate students.  
P
Progress:  this grade is temporary and may be given only in a course that, by design, cannot be completed in one semester or session. The P grade is given only for work that is satisfactory in every respect.  P grades must be removed within two calendar years from the date of assignment.  If this is not done, the P is changed to 0.0 for undergraduate students and a permanent “I” for graduate students.  Students who fail to make progress toward the completion of these courses should be awarded a grade of 0.0 or a permanent “I” for graduate courses.
W
Withdrawal:  is assigned by the Registrar if a student withdraws officially from a course between the end of the no‑grade period and the ninth week of fourteen‑week courses (the fifth week of seven‑week courses).
S
Satisfactory:  this grade is given in certain selected courses and implies 2.0 or better.  Courses in which S/U grading is used must be approved by the appropriate committee on instruction.
U
Unsatisfactory:  this grade is given in selected courses approved for S/U grading and implies a grade of less than 2.0.
R
This grade will be given to the student by the Registrar if the grade has not been turned in on time or if for some other reasons (illegibility) the Registrar does not have a grade.
Z
This grade is assigned upon registration for a course as an auditor.  The student's declaration of intention to audit is required, and it is understood that no credit for the course is intended that term.

If none of the above apply, the course is considered to have been successfully 

completed when the instructor assigns a numerical grade from 1.0 to 4.0.  The


University Senate has approved publication of the following conversion for undergraduate classes for external purposes:



3.6-4.0 – A


2.0-2.9 – C



3.0-3.5 – B


1.0-1.9 – D






0.0 – no credit


3. All grades appear on a student's transcript.  However, only numerical grades are used to determine the student's grade point average, which is computed to two decimal places.
4. When students repeat a course, the last grade assigned in that course will be used in computing the student's cumulative grade point average and credits earned. Students may repeat a course to improve a grade no more than twice.

5. To qualify for a graduate degree, a student must have an overall average of at least 3.00 in all courses taken at Oakland University as a graduate student.  No grade below 2.0 may be applied toward a graduate degree.  Many programs have more stringent grade requirements for credit and retention.  
Other grading options
See Oakland University’s Undergraduate Catalog at http://www2.oakland.edu/catalog /undergrad/index.cfm or the Graduate Catalog at http://www2.oakland.edu/catalog/ web/index.cfm for any applicable policies

PRIVATE GRADUATE STUDENTS TAKING UNDERGRADUATE COURSEStc  \l 2 "MBA STUDENTS TAKING UNDERGRADUATE COURSES"
1. An admitted graduate student may not take an undergraduate course to replace a

      required graduate core course, except under extremely unusual circumstances.

2. Admitted MBA or MAcc students may generally use undergraduate courses (400 level 

      or above) as electives, except where the relevant Chairperson decides otherwise. 
      However, no more than 12 credits may be used toward an MBA or MAcc degree.  No 

      special project or additional work is necessary, but instructors may, at their option, assign 
      additional work.

PRIVATE MAJOR STANDINGtc  \l 2 "MAJOR STANDING"
All undergraduate business students, both new and transfer will enter our program as pre‑business or undecided business majors.  In order to obtain major standing (have their code changed to a major code and be eligible to take most 300 and all 400 level business courses), they must comply with the requirements stated in the catalog they are following. Forms to apply for major standing are available in 332 EH or on-line.  Students should obtain major standing by their junior year.   
Please note which SBA courses require major standing and do not allow a student into any major standing course if they are not eligible.

MISSED EXAMINATIONS AND LATE ASSIGNMENT CREDIT
1. The instructor should respect the fact that most Oakland University students are commuters.  There may be some consideration given for missed tests and assignment dates due to work, family responsibilities, and illness.
2. The procedures for making-up missed examinations should be clearly stated.  Any credit less than 100% for late assignments should also be clearly stated.
3. It should be understood that the instructor bears the responsibility for composing a make-up examination and offering the student a convenient time for taking the exam.  The part-time instructor should check department policy with the appropriate department chairperson.

4. Department office assistants are not responsible for giving exams to students or monitoring students who are taking make-up exams.

5. Before considering other arrangements, the instructor should try to arrange to have a student take a make-up exam before or after class.

STUDENT EVALUATION OF FACULTY

Students evaluate each faculty member for every course offered by the School of Business Administration.  

1. Evaluations take place during the last two weeks of each semester and are conducted online.  

2. Each semester a packet is placed into the faculty’s mailbox explaining procedures for students and for faculty access to the data.  

3. The evaluation results will be processed by the Associate Dean and summary reports will be furnished to the Dean and Department Chairpersons approximately 10 days after the end of the semester.

4. Faculty can review the data online after the official close of the semester.

5. Part-time instructor classroom performance will be reviewed by the Department Chairpersons as part of the hiring process. The Department Chair may discuss an instructor’s classroom performance with the instructor.

STUDENT GRIEVANCE PROCEDURE

An instructor should devise a process that allows students to review the grading on their final exam, term paper, course project, and other work submitted to the instructor at or near the end of the semester.

An instructor must keep all unclaimed/non-reviewed end-of-semester student work until after the end of the semester in which students can file a written grade appeal to the appropriate department chair.

Semester Course Taken

Deadline for Submitting Written Grade Appeal

Fall Semester



End of subsequent Winter Semester

Winter Semester


End of subsequent Fall Semester

Spring Semester


End of subsequent Fall Semester

Summer Semester


End of subsequent Fall Semester

A student who feels that the course instructor has not followed SBA procedures, has not adhered to written policies as stated on the course syllabus, or has acted unfairly; may follow a formal grievance procedure.  For situations involving grade disputes or classroom procedures but not involving discrimination, harassment, or illegal behavior, the following is the sequence of appropriate steps for the student to follow:

Step #1:  The student discusses the issue with the course instructor.  If the student is not satisfied with the instructor’s response, the student should proceed to Step #2.

Step #2:  the student presents a written grievance to the appropriate Department Chairperson.  The Chairperson will investigate the student’s allegation and respond in writing to the student.  If the student is not satisfied with the Chairperson’s response, the student should proceed to Step #3.

Step #3:  The student presents a written grievance with historical summary to the Associate Dean.  The Associate Dean investigates the student’s allegation and responds in writing to the student.  If the student is not satisfied with the Associate Dean’s response, the student should proceed to Step #4.

Step #4:  The student submits a written grievance with historical summary to an augmented School of Business Administration Executive Committee (SBAEC).  The augmented SBAEC consists of the EC and elected student representatives to the SBA Faculty Assembly.  The Dean will inform the student in writing of the augmented SBAEC’s decision.  For graduate students, the Dean shall consult with the Dean of graduate Studies.  For undergraduate students, the process stops at the dean level.

STUDENT RESPONSIBILITIES
1. Must know and adhere to course policies.

2. Must direct academic complaints through appropriate channels.

3. If requested, meet with the instructor at a mutually convenient time.

4. Attend meetings as required by the grievance procedures.

SBA

PRIVATE ANNUAL REPORTtc  \l 2 "ANNUAL REPORT"
1. Each year every faculty member is expected to complete an SBA annual report.  The report highlights the faculty member's research, teaching and service activities.  Included will be such things as professional meetings attended, publications, research in progress, committee activities, and significant factors related to instructional work.  

2. The report covers the twelve‑month period running from May 1 through April 30 and is to be submitted via the Sedona System no later than May l5 of each year. 
3. The Dean’s office will generate a report of the submitted information. 

4. The report is used by the Dean's Office to compile the annual report of the School of Business Administration as well as to provide evidential support for faculty merit adjustments for the next academic year. 
5. The following are the steps to accessing the Sedona System and the Faculty Evaluation form.

a. Sign into Sedona at www.sedona.bz or via the SBA homepage under Student/Faculty Resources.

b. Click on the “Faculty” link.

c. Enter your password information:
1. Last four digits of your SS# plus the letters OU (ex:  1234OU)

2. Last four digits of your SS# (unless you have changed your password)
d. Click on “Annual Eval” located at the bottom of the page, middle column, blue button
e. Choose the appropriate year from the drop-down box
f. Click on the “Add” button

g. The “Annual Self-Evaluation” form is now available for entering information

h. If you are cutting and pasting from a word document use the following shortcuts to enter your information

1. Ctrl A to “select all”

2. Ctrl C to “copy”

3. Ctrl V to “paste”

i. When you are finished entering your information, click the “Submit evaluation” button at the bottom of the page.

j. You can now view the report.  Click on the drop box and select “2003” and “Display”

k. AFTER SUBMISSION:  If you wish to make any changes, click on the “Edit” button and proceed with desired changes, remembering to submit the new data prior to logging out of Sedona. 
PRIVATE ASSEMBLYtc  \l 2 "ASSEMBLY"
1. The Assembly is the legislative body of the School of Business Administration and is composed of all faculty in the SBA who hold full‑time appointments, student representatives and any other persons to whom the Assembly may extend an invitation.  All members have full voting rights.  

2. The Assembly meets a minimum of two times during each of the fall and winter semesters.  

3. The following committees were formed from the Assembly:  CAC, CQIC, GCC, RAC, UCC, and SBAEC.  See individual listings for details.
ASSESSMENT

Faculty may be requested to assist in assessment activities.  These may range from design of questionnaires, assignment of class activities, development of course objectives, participation in general program assessment discussions and reporting.

ASSESSMENT OF UG CORE, PRECORE & MBA CORE

All SBA classes in the precore and core of the BS, BA, and the MBA are reviewed on a three year cycle.  All data collected during the review cycle is stored or held in a password protected server or, if hardcopy, by the UCC.  The data is kept for a three year period for the purpose of assessment to ensure that the course meets with its stated objectives.  After the three year cycle all materials are destroyed.  The procedures and forms are available on the sbadata$ on ‘sba_server’ (J:) (UGCC folder for undergraduate programs and GCC for graduate programs information).

PRIVATE BOARD OF VISITORStc  \l 2 "BOARD OF VISITORS"
Recognizing the need for a direct link between the business community and the SBA, the School established a Board of Visitors in the fall of l979.  The Board is composed of corporate and professional leaders from the Detroit metropolitan area.  Board members assist the faculty of the School on projects and provide consultation on curricula design, goals and objectives, and research programs.  Refer to the SBA website for the current listing of BOV members.
PRIVATE COMMENCEMENTtc  \l 2 "COMMENCEMENT"
1. Oakland University holds commencement ceremonies twice a year: May for winter and spring graduates, December for summer and fall graduates.  

2. Arrangements to rent caps and gowns can be made through the University Bookcenter at faculty expense.
COMMITTEE ON APPOINTMENT AND PROMOTION (CAP)
1. CAP is the SBA committee under the Faculty Agreement responsible for evaluating the credentials of SBA faculty and making recommendations for:

a. reappointment, 

b. tenure, and 

c. promotion to associate and full professor.  

2. CAP also makes recommendations on the appointment of new faculty who are to receive credit for prior service towards tenure, and new faculty at the associate (tenured or untenured) and full professor levels and sabbaticals.  

3. CAP consists of five faculty, three of whom must be tenured.  

4. Each year it elects a chairperson from its members.  

5. The members of CAP are elected by the full time faculty of the School and serve for three‑year staggered terms.
6. Depending on the level of the review CAP makes its recommendations either to the Dean of the School of Business Administration or to the Faculty Re‑employment and Promotion Committee (FRPC).  

7. For further information, see the CAP Procedures and the Faculty Agreement. (The 2003-06 Faculty Agreement is online at http://www2.oakland.edu/provost/web/

reports/2003-06FacultyContract_Web2.pdf  
 (CAP) MATERIALS, PREPARATION AND PROCESSES
The documentation for the faculty evaluation process is found in the AAUP Agreement, the Faculty Resource Guide and The Criteria, Procedures and Documentation for the Faculty Evaluation Process (“CAP Criteria”) is in a folder on the sbadata$ on ‘sba_server’ (J:).  This includes all due dates for the SBA.  For FRPC due dates, contact the Dean’s Office.

The Dean’s Office, faculty, department chairs, and the department office assistants each have a vital role in running and maintaining the faculty evaluation process.  

Dean’s Office

1. Informs faculty members of upcoming review procedures and submission deadlines.  

2. Maintains an up-to-date list of the faculty (by department) who are up for review each academic year.  

3. Oversees the completion of the core dossier, supporting materials and documentation by the department office assistants. 

Faculty 

1. Prepares, organizes and submits all materials to the appropriate department chair in a binder, organized according to the CAP Criteria using the Checklist for Faculty Reappointment/Promotion Dossiers.  

2. All materials submitted are to be copy ready.

Department Chair 

1. Reviews the materials submitted using the Checklist for Faculty Reappointment/ Promotion Dossiers.  

2. Both the candidate and the chairperson are to sign the checklist.

3. The binders containing the core dossier, research and teaching supporting materials are given to the office assistant.

Department Office Assistant

1. Delivers the research and teaching binders to the Office of the Dean.

2. Prepares the core dossier as follows:

a. Re-type (if necessary) the Table of Contents to match the corresponding sections of the dossier.

b. Ensure that all documentation is submitted and is in order according to the checklist; including the copy of the Criteria, Procedures and Documentation for the Faculty Evaluation Process (CAP Criteria”).  This document is in a folder on the sbadata$ on ‘sba_server’ (J:).

c. Prepare a copy of core dossier for each CAP member and the Dean’s Office (7 copies).

d. Copy documentation on three-hole paper and place in “ACCO” binders.

e. Label binders indicating faculty member’s name, school, type of review (c.2, c.3, etc.) and the words “CORE DOSSIER”.

f. Retain and file the original.

3. After CAP approval, the core dossier is prepared by the office assistants for FRPC (except for c1 and positive c2 reviews) as follows:

a. Add the CAP recommendation letter to the core dossier along with any new documentation.

b. Add page numbers to the core dossier.

c. Add corresponding page numbers to the Table of Contents.

d. Copy onto 3-hole paper and put into ACCO binders.  

e. Label the cover including the faculty member’s name, the words, the type of review (e.g., c2, c4, 41.i ), and the words “Core Dossier”.

f. Prepare enough copies for the FRPC and the Provost’s office (about 11copies).  


g. Bring completed copies to the Chair of FRPC and Provost’s office by the due date.

Note: Completed copies of dossiers should look like the original.  They should all be in labeled “ACCO” binders with tab dividers.

COMMITTEE ON INSTRUCTION (COI)
1. The Committee on Instruction (COI) is a sub-committee of the Undergraduate Curriculum Committee consisting of three full-time faculty members and the Undergraduate Advising Coordinator who serves in an advisory capacity.  

2. The faculty members must have at least two years experience in the SBA.  The COI considers student petitions for waivers of SBA policies and/or degree requirements, and certain specific university policies and/or degree requirements.  

3. The COI also approves undergraduate student grade change requests submitted by SBA faculty.
COMPUTER ADVISORY COMMITTEE (CAC)
The SBA Computer Advisory Committee is a faculty committee, which advises the Dean on supra‑departmental computing issues, which affect the faculty and student body as a whole.  Examples include hardware and software acquisition priorities, office automation, and forward planning.

COMPUTER—SBA COMPUTER FACILITIES ADMINISTRATION (CFA)
Computer Facilities Administration (CFA) is the Information Technology support team within the School of Business Administration.  CFA works closely with University Technology Service (UTS) for SBA and campus wide desktop standardization, licensing agreement, upgrade and implementation of network, hardware, software, and classroom support.  CFA serves primarily SBA faculty (full and part-time), support staff, SBA academic and non-academic programs, and SBA/OU students.  

Staff

      Title/Position
          Staff’s Name
           Workload       Phone          Office

· Administrator
          Peggy Chiu
            Full-time       370-4411       213 EH

· System Administrator     Katherine Brubaker   Full-time       370-3539       211 EH

· Student Lab Monitors     (6-8 positions)           Hourly           370-3202       215 EH

Note:  email is the preferred option of contact; it provides ease in tracking service requests.  chiu@oakland.edu or kmbrubak@oakland.edu 

CFA Service Hours

· Administrators

      All year                   8 AM-5 PM Monday-Friday 

· Student Lab Monitors
      Fall/Winter   
  8 AM until 10 PM Mon-Thurs

  8 AM until 5 PM Friday

  9 AM until 5 pm Saturday








  1 PM until 6 pm Sunday

Reduced hours for Spring/Summer as posted.


   
Services

SBA-CFA is responsible for, but not limited to, the following services within SBA:

1. Purchase and/or make recommendations regarding network, hardware and software;

2. Installation and maintenance of SBA servers, five computer labs, desktop PCs, laptops, printers and related equipment;

3. Authorize SBA user's access accounts;

4. Purchase and replace printer toner cartridges for all SBA owned printers;

5. Maintenance of the SBA web site and related sources;

6. Provide assistance in using EH classroom PCs and IT related equipment;

7. Support of OU campus wide IT services such as Administrative System Banner, On-Time Calendar, ADMNET, ACANET, OPENNET, and OU Desktop Standards.

Service Expectations

1. CFA uses established priority levels to help ensure that SBA computer facilities are operating efficiently.  For University wide issues, CAF is to respond to UTS’ request to help locate problem areas within SBA or in Elliott Hall building.  Please check on the priority level on SBA web page.

2. If you have not received service or a response within 2 business days, email the administrator and copy the message to the Associate Dean.

3. If you are not satisfied with the service received, first inform the administrator of your problem or concern and email a message to the Associate Dean with a copy to the Chair of the Computing Advising Committee.
Non-services
SBA-CFA is not authorized for the following (frequently asked) services.  SBA-CFA, will assist with information, provide answers and/or contact the appropriate units to facilitate the process.

1. OU Sail




creation

2. OU Internet e-mail


creation, reset password 
3. OU email mailing list


creation, cancellation, monitor list activities

4. OU UNIX/VAX account


creation, cancellation

5. OU On-Time Calendar account

creation, cancellation

Printers
The faculty member can either print to SBA network sharing printers or to their local office laser or inkjet printer if available.  Questions and problems concerning the use and support of these printers should be directed to CFA.

3rd Floor in 328 EH Faculty Printer Room
network path \\sba_server\willow

3rd Floor in Faculty workroom

network path \\sba_sever\everygreen

4th Floor in 435 EH Faculty Printer Room
network path \\sba_server\bonsai

Servers
Faculty workstations are networked and have access to the following servers:

1. SBA Network (Ethernet Local Area Network) running Microsoft Window 2002 Server  

· Sba_Server (Primary Domain and File Server)

· Sba_Backup

· SBA Web Server (WWW)

· SBA Web Test Server (W3)

2. OU ACANET (ACA stands for academic)

3. MichNet/Merit Statewide University Network

4. Internet connection

For more information of IT resources on campus, you may:

1. Contact CFA with your questions;

2. Visit UTS Help Desk located at 220 Dodge Hall of Engineering

3. Visit the following websites:

SBA home page


www.sba.oakland.edu



OU home page


www.oakland.edu



OU Information Technology

http://www3.oakland.edu/oakland/infotech/
 
OU Help UTS



www.oakland.edu/uts/
OU Kresge Library


www.kl.oakland.edu
Faculty SBA Web Page

Each faculty can have a web page on the SBA Web site, which contains basic faculty demographic information (e.g. name, title, e-mail address, etc), along with perhaps a photograph.  Faculty can create links to other sites or expand the home web as desired.  Information on how to access the SBA web site is available by contacting CFA.   

1. Faculty members must follow OU guidelines for the content of their web pages.

2. SBA's web page is for academic use only.

3. Faculty is fully responsible for the content of his/her home page.

4. Any comment for feedback must be sent directly to the faculty member.

5. SBA web masters and CFA oversee all web activities posted on the SBA site and reserve the right to make changes if necessary.

Laptops
1. Faculty who require a laptop for a presentation and/or a class should contact his/her department office assistant to reserve a unit.  As each department is given a set number to be shared among the faculty, one may not be available.  

2. The CFA does not have laptops available, nor take reservations. He/she is responsible for the maintenance, troubleshooting, setup and installation of network, hardware and software, and the support the overall operation of the units.

Projectors
Faculty who wish to use a laptop with a projector (SONY, INFOCUS) need to contact the Classroom Support and Instructional Technical Center (CSITC) at 370-2461 or visit their office in Room 116, Varner Hall.  The CSITC web site is http://www2.oakland. edu/iit/media.cfm
Dialup and Remote Access

Faculty members who wish to connect to the OU network from home or away from campus can contact SBA-CFA to obtain information for installation and set up of their remote PCs.  The OU UTS also provides services for faculty with questions or problems dialing from a remote site.  View Remote access Documentation under UTS web site www.oakland.edu/uts/helpdoc.php
COMPUTER LABORATORIES
Open Lab
The SBA Open Computer Lab is located in 215 EH and is managed by SBA's CFA.  It is a student PC lab with 46 workstations and one laser printer. This lab is available to all currently enrolled OU students, staff, faculty, and registered guests only.

The Open lab PC is "ghosted" with academic used software image at the beginning of each term.  Users are not allowed to install private or unauthorized software, nor change any of the settings.  Software may change from term to terms based on need.  Information on software availability can be obtained through CFA.

The Open Lab is available 78 hours per week during the Fall and Winter semesters and 65 hours per week or less during the Spring and Summer semesters.  

Normal operating hours are:

Monday-Thursday

8:00 a.m. – 10:30 p.m.

Friday



8:00 a.m. -   5:00 p.m.

Saturday


9:00 a.m. -   5:00 p.m.

Sunday


1:00 p.m. -   6:00 p.m.

Teaching Computer Lab 1
Teaching Computer Lab 1 is located in 223 EH and is managed by SBA's CFA.  It is reserved for classes, workshops, training, summer computer camps, and other activities based upon availability.  It contains a total of 36 seats for students and 29 workstations, including a unit for the instructor.  Information regarding reservations can be obtained by contacting the CFA.   As this facility is much in demand, access is not guaranteed.

1. During the fall, winter and spring terms, this lab is scheduled for academic courses Monday through Thursday nights, as well as, many daytime hours.  If you have a reservation, access is made available approximately 30 minutes prior to the class time, in order to prepare the lesson.

2. The Teaching Lab is made available to students when there are no classes scheduled; the Open Lab is full and busy times during the term (e.g. midterm and finals week).

3. NOTE:  If the Teaching Lab is not available, CFA will contact the Classroom Support and Instructional Technical Services (CSITS) to check the availability of other computer labs on campus.   CSITS has their schedule and deadline for software installation, please contact CFA for details.

Teaching Computer Lab 2

Teaching Computer Lab 2 is located in 202 EH and is managed by SBA's CFA.  This facility contains 31 workstations, including one unit for the instructor.  All the parameters for the Teaching Computer Lab 1 apply.

Teaching Computer Lab 3

Teaching Computer Lab 3 is located in 224A EH and is managed by SBA’s CFA. This facility contains 23 workstations, including one unit for the instructor.  All the parameters for the Teaching Computer Lab 1 apply.

Elliott Hall Classroom PCs

Each classroom in EH is equipped with the standard teaching and projecting tools. SBA-CFA does not maintain nor support this equipment; however they will assist with the use of the technology.  Questions and troubleshooting of the classroom PC should be directed to Classroom Support and Instructional Technical Center (CSITC) at 370-2461 or visit their office in Room 116, Varner Hall.

1. Instructor station-PC (DVD, CD, VHS, Computer), Speakers

2. ELMO or document camera for transparency and written materials

3. Projector screen (manual and automatic operated)

4. Remote control unit

5. On campus telephone

6. Data port for laptop

Classroom PCs in Other Campus Buildings 

To request and obtain classroom PC support and service, contact Classroom Support and Instructional Technical Center (CSITC) at 370-2461 or visit their office in Room 116, Varner Hall.

COMPUTER TRAINING - e-learning and Instructional Support (eLIS)
1. E-learning and Instructional Support (eLIS) provides computer services and information for faculty members.  

2. Information such as University hardware/software purchasing, dialup to OU net, Banner overview, networking issues, and web mail, is easily accessible by visiting http://www.3.oakland.edu/oakland/ infotech/default.htm or dialing the Help Desk office at (248) 370-4560. 
3. Another major function of eLIS is to offer computer training on a regular basis.  Classes include Banner, WebCT, Netg, Word, Excel, Access, Web design, email and many other topics as deemed appropriate by the department.  

4. Faculty can obtain the monthly training schedule in the SBA mailroom or check the eLIS training web site at http://www2.oakland.edu/training
CONTINUOUS QUALITY IMPOROVEMENT COMMITTEE (CQIC)

1. The Continuous Quality Improvement Committee (CQIC) will consist of six members.

a. Five faculty members selected by the SBA Executive Committee and approved by the Assembly for a two-year staggered term, and 

b. The Associate Dean of the SBA (as a non-voting member)

2. The Committee’s charge is to:

a. Review all proposed changes in academic programs and administrative processes in the context of quality improvement and consistency with the mission of the SBA;

b. Consider the current curricula and administrative policies and suggest quality improvements;

c. Consider, in conjunction with curricula review, improvements in teaching methods and instructional resources;

d. Implement and supervise the development of teams to review academic and administrative processes in the SBA;

e. Analyze the changing environment in which the School operates vis-à-vis the School’s stated priorities and/or goals and objectives;

f. Recommend to the SBA Executive Committee any changes in the School’s priorities and/or goals and objectives either as a result of this analysis or for other reasons the Committee deems appropriate; and

g. Develop and implement processes to provide assessment of the advising, placement, and administrative experiences of SBA undergraduate and graduate students.

3. Recommendations from the CQIC will be submitted to the SBA Executive Committee and, in the case of curricular reviews, to the appropriate committee.

CONSTITUTION 
The Constitution of the School of Business Administration is the official governing document of the School.  Copies of the Constitution are supplied to all new faculty. Additional copies are available from the Dean's Office and on the sbadata$ on ‘sba_server’ (J:) drive.  The Constitution includes descriptions of the make-up and roles of the following committees:  SBAEC, GCC, UCC, RAC, and CQIC.

COPYING

1. The faculty copy room is 337a EH.

2. Instructors are asked to use restraint when providing photocopies to students. Preferred methods of providing large numbers of copies include course packs (Appendix C), and posting information on the Web.

3. The department office assistant will issue you an account number.  Operating instructions are posted on the notice board. If additional assistance is needed regarding the operation of this machine, contact the appropriate department’s office assistant.

4. Copying on the machine located in 337a EH is limited to 150 copies per job.  Larger copy jobs should be directed to the department office assistant allowing at least three business days for completion.

5. Overhead transparencies are now made via the copier.  Operating instructions are posted on the notice board.  Please note:  only Folex film may be used for making transparencies and must be ordered via the web.  Therefore, when you open the next to the last box of film, notify the office assistant in 427 EH.  There is at least a one-week turn around time for delivery.

6. Supplies such as toner and staples are ordered via the office assistant in 427 EH.  If you notice these supplies getting low, please alert this person, so no shortage will occur.

7. Paper jams should be removed with care.  If you are unable to successfully remove a paper jam, please seek assistance from your department office assistant or if they are not available, contact the office assistant in 427 Elliott Hall.

8. NOTE:  OU policy does not allow for reimbursement for copies made using outside facilities such as Kinko’s etc.

PRIVATE DEPARTMENT CHAIRS

SBA is organized into four departments:  Accounting and Finance (ACC & FIN), Economics (ECN), Management, Marketing, Organizational Behavior, Policy, Legal Environment (MGT & MKT), Management Information Systems, Production Operations Management, Quantitative Methods (DIS).  Each department is chaired by a department faculty member of the department appointed in conformity with the current Faculty Agreement and the procedures approved by the Assembly of the School.  Department Chairs' responsibilities are detailed in the Faculty Agreement.
	Department
	Chair
	Office
	Telephone
	Email

	Accounting and Finance
	Ed Farragher
	436 EH
	248-370-4094
	farraghe@oakland.edu

	Decision Info Science
	Paul Licker
	442 EH
	248-370-2432
	licker@oakland.edu

	Economics
	Addington Coppin
	445 EH
	248-370-3541
	coppin@oakland.edu

	MGT and MKT
	Ravi Parameswaran
	441 EH
	248-370-3299
	paramesw@oakland.edu


tc  \l 2 "DEPARTMENT CHAIRS"
The Oakland University Faculty Agreement requires Oakland to consult with all tenure-track faculty in a given department about the appointment of a Chairperson.  Further, the contract specifically gives Oakland the authority to select a Chairperson.  The initial step in that consultation process for the School of Business Administration will be a secret ballot of all departmental faculty.
Appendix F describes the process for appointment of a chairperson.  The Dean will inform departmental faculty, including those on leave, of appropriate consultation times and dates for the balloting process.  All current tenure‑track faculty (tenured or untenured) and special instructors are nominees unless they withdraw from consideration.
Each full‑time faculty member, non‑visiting and visiting, including those on leave, assigned to a specific department for chairperson compensation purposes will be entitled to cast a ballot.  In addition, other full‑time faculty members, except chairs of other departments, will be entitled to vote for the department chairperson if they have taught two or more courses each academic year within that department since joining the School of Business Administration or within the last two years, which ever is less.  Departments may extend voting privileges to other faculty if they wish.
Prior to the ballot, the departmental faculty will meet to hear the views of all candidates for chairperson on departmental issues.  The ballot will be prepared and distributed by the SBA department office assistant no later than one week after the above departmental meeting.  The ballot will remain open at least five working days.  The department office assistant will receive the ballots in sealed envelopes.  Faculty who cannot respond by mail within the time of the election may telephone the department office assistant, who is authorized to record an absentee ballot.
The ballots will be counted by the two most senior faculty members (not including chairpersons) in the alphabetically next lower department (i.e., DIS counts A&F, ECN counts DIS, etc.) If no candidate receives a majority of the votes cast, a runoff will be held between the top two candidates.  In case of ties, balloting will continue among tied candidates.
The two faculty members who tabulate the votes will report the total number of votes cast, the names of the top two candidates, and the number of votes each received to the Dean and the departmental faculty. After considering the results of the vote, and such other consultation with departmental faculty, as Oakland deems appropriate, Oakland will select the department chairperson.  If Oakland's chair selection differs from the outcome of the departmental ballot, the Dean will meet with the departmental faculty to explain the decision.  Departments wishing to amend this procedure must receive Assembly approval of the amendments.  Proposed amendments should be submitted to the Executive Committee through the Dean's office.  In the absence of Assembly‑approved exceptions, these procedures shall apply to all departments.
DEPARTMENT OFFICE ASSISTANT’S CONTACT INFORMATION

	Department
	Contact
	Office
	Telephone
	Email

	Accounting and Finance
	Dot Pasanen
	38 EH
	248-370-4288
	pasanen@oakland.edu

	Economics and Decision  Information Science
	Sally Galloway
	440 EH
	248-370-3283
	shafer@oakland.edu

	Management and Marketing
	Judy Clark
	443 EH
	248-370-3279
	clark@oakland.edu

	Undergraduate Advising
	Mary Anne Bowen
	332 EH
	248-370-3285
	bowen@oakland.edu

	MBA Office
	Gloria Schatz
	432 EH
	248-370-3287
	schatz@oakland.edu

	Birmingham Office
	Monica Milczarski
	Seaholm HS

F 102
	248-988-1402

 
	milczars@oakland.edu


DISTINGUISHED SERVICE AWARD

In 1993 the Distinguished Service Award for the School of Business Administration was established. The purpose of the award is to recognize faculty members who through their service activities have brought benefit to and reflected favorably on their department, the SBA, the University, their professions, and the community (Appendix G).  

The winner of the Distinguished Service Award will receive a check for $1000 and a plaque from the SBA. The Committee may also recognize exemplary service rendered by other nominees by awarding some Honorable Mentions. Each recipient of an Honorable Mention will receive a check for $100.  For nomination procedures and application see Appendix G.

EXECUTIVE-ON-CAMPUS PROGRAM

The purpose of the Executive-on-Campus Program is to bring high-level executives of well-known corporations or not-for-profits to meet with faculty and students.  The executive will meet with faculty, visit a class and have lunch (or dinner) with a selected group of faculty and students.

GRADUATE ADMISSIONS COMMITTEE (GAC)
1. It is the purpose of this sub-committee to review those applications to the graduate program, which do not fall within the automatic accept or reject categories and to make admissions decisions.   

2. It is made up of three faculty members from GCC, with input from two non‑voting members, the Associate Dean of the SBA and the Coordinator of Graduate Business Programs.

PRIVATE GRADUATE ASSISTANTSHIPStc  \l 2 "GRADUATE ASSISTANTSHIPS"
1. Graduate Assistantships are available for exceptionally qualified full‑time MBA, MSITM, and MAcc students.  

2. GAs normally receive a combination of a stipend and tuition in exchange for 20 hours of work per week.  

3. GAs are used exclusively for research, not grading.  

4. GAs are selected by the Graduate Admissions Committee (GAC) upon the recommendation of the Coordinator of the Graduate Business Programs who is responsible for their assignments.

KEYS

1. In an effort to maintain proper security within Elliott Hall, key requests are processed through the Dean’s office for full-time faculty and staff.  

2. One set of keys is issued to each new full-time faculty member.  

3. Classroom (or “Z” keys) are assigned at the Classroom Support & Instructional Technology Services office in room 116, Varner Hall. You must present your SpiritCard ID card when signing out a “Z” key.

4. Should you leave your position with the SBA, these keys are to be returned to the Dean’s office.

5. If these keys are lost or stolen, notify the Dean’s office immediately.

MAIL

1. Faculty members have mailbox space in the SBA Faculty Lounge, 434 EH. 
2. Faculty should check their mailbox/mailroom for deliveries on a regular basis.

OFFICE HOURS 
1. The School of Business Administration’s office is open 8:00 a.m. to 5:00 p.m. Monday through Friday, with 12 noon to 1:00 p.m. being the standard lunch hour.  

2. SBA offers the opportunity to observe University summer hours to those staff wishing to participate, which may include your department’s office assistant.  Summer hours are Monday through Thursday 7:30 a.m. to 5:00 p.m. and Friday 7:30 a.m. to 11:30 a.m., which usually begins the first of May and run through the end of August.  

3. Undergraduate advising offices is open until 6:30 p.m. on Wednesday; while the Office of Graduate Business Programs’ is open late one evening during the week (varies according to semester) and 8:00 a.m. to 3:30 p.m. Friday.

PAYCHECKS

1. Paychecks are issued on the last working day of the month.

2. Paycheck delivery methods:

a. Automatic deposit into your checking or savings account (preferred method).  This is available by completing the appropriate Direct Deposit Authorization form (Appendix H). This method expedites the availability of the funds for your use. Confirmation of the deposit is made via email. Use the directions in Appendix I to print a pay stub.

b. Paycheck (if not enrolled in direct deposit) will be placed in your faculty mailbox sometime after 11:00 a.m. on payday.

PRIVATE PROCTORStc  \l 2 "PROCTORS"
It is the responsibility of each faculty member to personally be present for each examination and to actively perform the proctoring role.  The School recognizes that, in rare instances, a faculty member may need to schedule another professional activity related to their university job at the same time as an examination.  In these cases, a competent replacement, preferably a colleague should be utilized.  

PRIVATE REIMBURSEMENT OF APPROVED EXPENSEStc  \l 2 "REIMBURSEMENT OF EXPENSES"
Submit original receipts or cancelled checks to the department office assistant for reimbursement by check. A reimbursement takes one to two weeks.  Purchases not pre-approved by the department and/or the Office of the Dean may not be reimbursable.

REIMBURSEMENT FOR PURCHASES

1. Reimbursement of funds to a faculty member for purchases made without prior approval by the department chair (department funds) or representative of the Dean’s Office (school funds) is considered to be an unauthorized purchase for which the faculty member may be liable.  In an April 5, 2000 letter from the Provost's Office to the Dean’s Council, it states that, “… if in violation of university policy,… the university is not responsible for payment unless authorized personnel in the Purchasing Department have placed the order.” 
2. Methods of purchasing supplies, equipment and services are detailed in the University Administrative Policies and Procedures manual.  Acceptable methods of purchasing include:
a. An approved purchase order
b. A Small Order Purchase
c. Prepayment by using a Direct Payment Voucher
d. Purchasing Card
3. Each of the methods above has regulations associated with their use, so please consult your department chair or office assistant for details. Complete OU administrative policies can be obtained at http://www2. oakland.edu/audit
RETREAT

The School of Business Administration has an annual faculty retreat in late August before the start of the Fall semester.  The retreat is usually held at an off-campus site.  

SBA EXECUTIVE COMMITTEE (SBAEC)

In addition to setting the agenda for Assembly meetings, SBAEC recommends curricular and academic policies and advises the Dean on administrative matters referred to it.  SBAEC is chaired by the Dean.  In addition to the Dean, the membership includes the Associate Dean, the Assistant Dean, the department chairs, the Coordinator of Undergraduate Advising, the Coordinator of Graduate Business Programs, the Director of Development, and an elected faculty representative.  The Assistant Dean, the Coordinator of Undergraduate Advising, the Coordinator of Graduate Business Programs, and the Director of Development are ex-officio, non-voting members of the Committee.  Meeting agendas and minutes are maintained in the Dean’s Office and on the sbadata$ on ‘sba_server’ (J:) drive.
SBA RESEARCH ADVISORY COMMITTEE (RAC)
The SBA Research Advisory Committee consists of one member elected from each department.  It recommends the policies and procedures for the awarding of faculty research fellowships, support grants and other research awards funded by the SBA.  The Committee also screens all proposals and recommends recipients to the Dean.
SBA RESEARCH AWARDS

In support of its mission, the School of Business Administration will provide funding of worthwhile research projects on a competitive basis. Proposals are received annually for spring/summer support.  Complete research fellowships policies and procedures are located in the SBA Faculty Research Support Manual.

SCANTRON MACHINE

1. An optical mark reading machine is located in 337a Elliott Hall. 

2. Although problems with this machine are rare, it is not uncommon for this machine to make a shrieking sound when attempting to read test answers.  If this occurs, remove the test and reinsert.  If a problem continues to occur, turn the machine off and begin again.  

3. Operational assistance should be obtained from the appropriate department office assistant.  Service issues should be reported to the office assistant in 427 Elliott Hall.

TEACHING EXCELLENCE AWARD

Every year, one member of the School of Business Administration’s faculty is selected to receive the SBA Teaching Excellence Award. The award recognizes a faculty member for their dedication to effective teaching, making the “college experience” worthwhile to students and setting the foundation for a strong alumni partnership with the SBA.  The home department of the receipt rotates from year to year.  A list of eligible faculty is sent to all graduating seniors of the SBA.  They are requested to vote for two professors in rank order.  The votes are weighted, three and one respectively for the first and second place.  The receipt receives and award of $1,000.

PRIVATE TEACHING LOAD AND CLASS SCHEDULING POLICIEStc  \l 2 "TEACHING LOAD AND CLASS SCHEDULING POLICIES"
1. All teaching loads within the School of Business Administration shall conform to the University's requirements.  Tenure track faculty actively engaged in research or related scholarly or professional work will be on a 5 course-teaching load (each course being 3 or 4 credit hours).  Under normal conditions, a three-credit class shall receive a weight of four credits for load purposes.  High priority will be given to assigning a maximum of two preparations in a given term.  Higher teaching and/or service responsibilities may be assigned to faculty who are not judged to be productive in their research.
2. Because of the extensive demand for our evening undergraduate and MBA programs, all faculty will be expected to teach a minimum of two courses per academic year at night.  Because we are limited by the number of available classrooms, prime time requests cannot always be honored.  SBA classes are expected to run from 8:00 a.m. to 10:00 p.m. Monday through Friday, and on Saturday mornings, and faculty should be prepared for assignments anywhere within those times.
3. Displacement teaching from the academic year into spring or summer terms is not a matter of routine.  Under exceptional circumstances, upon approval of the respective department chair and dean, displacement teaching may be permitted.  Such a request ordinarily should be made at least six months before the start of the academic term involved.
PRIVATE TELEPHONE, LONG DISTANCE CALLS AND FAXEStc  \l 2 "TELEPHONE AND LONG DISTANCE CALLS"
1. Department Chairs receive copies of all telephone calls. Additionally, fax charges are monitored. 

2. A faculty member may be asked to account for personal calls and faxes.  

3. Permission for international telephone calls and faxes must be obtained from the department who will then be responsible for the charges.

PRIVATE TRAVELtc  \l 2 "TRAVEL"
The University will reimburse employees for travel expenses only when (complete OU travel policy is located at http:// www2.oakland.edu/audit):  
a. The travel is necessary to conduct university business, and
b. The travel has been properly authorized (completed and signed Travel

      Authorization Form), and 
c. The traveler provides the required documentation supporting the amount
                  to be reimbursed, and
d. Reimbursement has not been and will not be received from any other 
                  source.

1. Reimbursement

a. Completed Travel Expense Voucher (with original receipts) submitted to Accounts Payable within thirty days of the date of their return or within 15 days of their return if they had a travel advance 
b. The University will reimburse employees only for reasonable and actual expenses.
2.   Transportation

a. Personal vehicles—reimbursement at the current rate per mile between     

      Oakland University and destination.  Reimbursement limited to the 

      prevailing airfare.
b. Common Carrier—with supporting documentation, limited to coach fare. Staying over Saturday to take advantage of reduced airfare is reimbursable if the cost of staying over does not exceed the difference in coach fares.
c. Rental vehicles-University policy regarding rental cars is that car rental cost cannot be justified “by the offset of saving on other related lodging and travel cost” (i.e.: one cannot argue to stay in cheaper lodging and have a rental car covered by the savings).  SBA policy limits reimbursement for local travel to the lesser of the cost of the shuttle service or rental car.

d. Limousine service—traveler must submit receipt.
e. Taxis—no receipt required.  However, expenses must be reasonable.
f. Tolls—no receipt required.
g. Parking—traveler must submit receipt if cost exceeds $5.00 per day.
h. Baggage handling tips--$4.00 maximum per trip.
3.   Meals

a. Meal expenses and gratuities reimbursed for overnight travel, per university policy.  Each meal will be reimbursed at actual cost up to maximum of:

       


Breakfast  $7
  Lunch   $10
 Dinner   $18




Breakfast  $8
  Lunch   $10    Dinner   $22  (Key Cities)*

b. University reserves the right to request documentation for requests for
                  reimbursements that appears unusual.
c. Prepaid conference meals not reimbursable.  If you do not participate in a prepaid conference meal, reimbursement for a substitute meal will not be reimbursed.


d.   No reimbursement for alcoholic beverages.
       *NOTE:  For travel to key cities, refer to subject #762 Travel Expense 


         Reimbursement.

  4.  Lodging

            a.  Reimbursement made for actual cost of single-rate lodging (room 


     charges and taxes only).  Original lodging bill must be submitted.  

                 Receipt must be itemized.  Credit card statements are not acceptable.

  5.  Conference Expenses

a. Reimbursable for actual cost.  Traveler must provide receipt.

  6.  Telephone

a. Actual cost of telephone calls clearly for university business.  

    Reimbursement requests must be accompanied by documentation of     

    nature of call, date of call, names and business affiliations of persons 

    called.

WORKING PAPER SERIEStc  \l 2 "WORKING PAPER SERIES"
The SBA Web Working Paper Series is a means of getting our faculty's scholarly work out to interested parties before it is submitted for presentation and/or publication.  It is an ideal opportunity to receive informal feedback, from colleagues at other institutions.  Through exchange arrangements, we also obtain copies of working papers from other individuals and institutions.  The SBA Series is coordinated by a faculty member.
It is our intention that papers included in our series be polished and professional.  Note that while it is not necessary for the manuscript to be ready for immediate submission, we do expect that normal care will be taken by the author, in terms of editing, etc. so that the manuscript is in a form ready to be seen but not necessarily quoted, by outsiders.  When a manuscript reaches this point, it should be submitted to the Series coordinator for approval to be included in the Series.
After obtaining approval, the manuscript will be given to the department office assistant informing her it is to be included in the SBA Working Paper Series.  When the typed manuscript is ready, copies will be reproduced for distribution to those on our mailing list, others named by the author, and the personal use of the author.

Policies pertaining to Working Paper Series are:

1. Every member in the SBA may submit papers for inclusion in the series.  Part-time as well as full-time faculty members may submit papers;

2. At least one of the authors must be a full-time or part-time member of the SBA faculty;

3. If there are multiple authors from the SBA, one must be identified as the official submitter;

4. The submitter certifies that all authors have agreed to have the paper included in the series;

5. The submitter is responsible for following all applicable copyright laws and regulations. The series is a dissemination vehicle only;

6. The submitter is responsible for the accuracy of the information in the paper.  Neither the school not the university warrants the content of any paper in the series;

7. Papers may be included in other working paper series, if this is consistent with the rules of the other series and does not violate copyright restrictions. It is the submitter’s responsibility to determine this;

8. Authors can have a paper listed in the series, but not available online. People interested in the paper will be asked to contact the submitter directly;

9. The coordinator reserves the right to reject papers incompatible with school and university policies, including policies on the use of the Web.  This decision may be appealed to the SBA Executive Committee;

10. The paper must be submitted as a PDF document, encoded with Adobe Acrobat or as an HTML document with accompanying files (e.g., multimedia enhancements). Other formats will be included at the discretion of the coordinator;

11. The coordinator will assign a number to every paper.  Numbers will not be reused;

12. A submitter or the coordinator can withdraw a paper from the series at any time;  If a paper is replaced with an updated version, the coordinator will note this on this site;

13. Contact information for the submitter must be included in every paper.

OU

ACADEMIC CALENDAR

The current OU Academic Calendar is available at http://www2.oakland.edu/
registrar/acad_cal.cfm

ADA (Americans with Disabilities Act)

1. It is not appropriate for the instructor to inquire of any student if there is a physical disability that may affect their performance in a course.  

2. Faculty are instructed that there is a formal procedure for the accommodation of students with physical challenges.  

3. The following statement should be included verbatim in the syllabus; “For students with disabilities requiring assistance, please contact the Office of Disability Support Services, 106 NFH, 370-3266.”

AUDIO VISUAL 

1. Most classrooms at Oakland University are equipped with overhead projectors.  

2. Classrooms in Elliott Hall (EH) have internet access, LCD projection systems, PC’s, and document cameras.
3. Many classrooms in the School of Engineering Building (SEB) and South Foundations Hall (SFH) have audio-visual equipment such as TV monitors installed.  There are a few technology-enable classrooms.  If you require these special facilities inform the department chair when course scheduling is being done.

4. To order audio-visual equipment, contact the department office assistant at least 72 hours before the class period.  

5. Films (see Appendix J) may also be ordered from the Classroom Support and Instructional Technical Center (CSITC) through the department office assistant.

6. A videotape and laserdisc catalog is available on-line at Kresge Library.  A personal Synergy account needs to be obtained through CSITC (see Appendix J).

7. If the course is taught at the Birmingham site, contact the Birmingham office assistant at least one week in advance of equipment/video needs (248) 988-1402.

8. For classroom audiovisual equipment operating instructions, see Appendix K.

9. Upon successful completion of the process, the course pack will be available for student purchase in the Book center or Textbook Outlet (depending on the method of ordering).
EMAIL AND WEB INFORMATION

1. Oakland University automatically creates an Oakland University email account for each active Oakland University faculty member, full and part-time. 

2. Usage of Oakland University email must conform to University policies found at Administrative Policies and Procedures see http://www2.oakland.edu/audit. 

3. Once a new employee is hired, and their paperwork is in Banner, their record is sent to the directory service (of which email is one of the services provided). 

4. For security reasons, the SAIL ID and PIN (created in that same Banner to directory process) has a default of "expired" on the PIN. That forces an employee to change the PIN on their first entry into SAIL. 

5. Steps to activating your email account:

a. Get your SAIL id and pin, login to SAIL and change your PIN by following the instructions on the page https://sail.oakland.edu. Click on “Log into Secure Area.”  

b. Next, go to the email page https://ouca.oakland.edu/profile to log in and get your email id and password. Click on “Obtain your account or reset your password.”

c. If you do not know or have problems with your ID or PIN, please contact the Registration Office at 248-370-3450 

d. Faculty email accounts are deleted one year after termination of employment.  

e. Retired faculty accounts are not terminated until the Office of the Vice President of Academic Affairs and Provost provides notice of termination to University Technology Services.

f. SBA’s URL is www.sba.oakland.edu
g. OU’s main URL is www.oakland.edu
EQUAL OPPORTUNITY POLICY (Amended by the Board of Trustees, June 8, 1995)

Oakland University’s Board of Trustees approved an Equal Opportunity Policy (“Policy”) that provides that “There shall be no unlawful discrimination against any person on the basis of race sex, sexual orientation, age, height, weight, handicap, color, religion, creed, national origin or ancestry, marital status, familial status, veteran status or applicable State and Federal antidiscrimination legislation in all of its activities in this area”.  (These are also prohibited by Michigan Civil Rights Act of 1995).

 INSTRUCTOR RESPONSIBILITIES

1. Hold classes and examinations when and where officially scheduled.  Make appropriate arrangements to notify students if class is cancelled.  Instructors are encouraged to set up fan-out systems, as department office assistants do not have access to student daytime phone numbers or email addresses.

2. Post and hold a reasonable number of office hours.  Office hours should be mutually convenient with the additional option of prearranged appointments.

3. Make known at the beginning of the semester—nature of the course; course objectives; dates of important events (tests, major assignments); course attendance requirements, tests, papers, class participation, and academic conduct.

4. Insure that the assessment of each student’s individual performance is judged by standards of academic achievement.  Make known the methods to be used in the determination of final course grades.

5. Ensure that the course content and objectives are consistent with the university catalog description.

6. Respect students’ rights as defined by university policies.

7. Establish policies, procedures and a classroom atmosphere that prevents cheating or other academic misconduct.

8. Attend grievance meeting as requested.

KRESGE LIBRARY

1. Faculty have access to regular library privileges on presentation of your “SpiritCard” card.

2. Faculty who wish to place learning materials on reserve should contact the library personnel at the Circulation desk.  Please allow several weeks processing time.

OFFICE OF RESEARCH AND ACADEMIC DEVELOPMENT

The Office of Research and Academic Development acts as the coordinating arm between Oakland and external funding agencies. The office provides service and information to faculty who want to obtain external support for their research projects.  The office is also responsible for several university committees related to research, most notably the University Research Committee.  The office also provides assistance to individuals by evaluating proposals for compliance with agency regulations and university requirements.  It subscribes to various databases to assist in locating funding sources.  The office periodically runs workshops and seminars to assist faculty in the preparation of proposals.
All proposals for external funding must have the approval of both the Dean of the SBA and the Office of Research and Academic Development.

PARKING

Except for restricted parking for university vehicles and handicappers, all parking at Oakland University is “open parking”.  Faculty should carefully observe clearly posted restricted parking areas and speed limits as the Department of Public Safety routinely patrols, ticketing illegal activity.

SEXUAL HARASSMENT POLICY

Faculty members of Oakland University are strongly encouraged to complete and pass sexual harassment training, preferably within the first three days of their employment.  The training is available online at http://www3.oakland.edu/oakland/diversity/training.asp.
1. Sexual harassment includes explicitly or implicitly requiring sexual favors as a term or condition of an individual’s employment, education, or use of educational facilities.  Sexual harassment also includes conduct of a sexual nature that has the purpose or effect of unreasonably interfering with an individuals work, academic performance, or use of University services, or which creates an intimidating, hostile, or offensive working, educational or service environment.  

2. Examples of sexual harassment include, but are not limited to, sexual assault, and unwelcome: sexual propositions, sexually graphic comments about a person’s body, touching patting, pinching, leering, persistent sexual jokes or comments, and displays of sexually graphic pictures.

3. For further information regarding Oakland University’s discrimination/sexual harassment policy visit administrative policy #710 & #711 at http://www3/ oakland.edu/oakland/frames.asp?main= http://www2.oakland.edu/audit
PRIVATE 

PRIVATE TEACHING AND LEARNING COMMITTEEtc  \l 2 "TEACHING AND LEARNING COMMITTEE"
This is a standing University Senate committee whose charge is to promote the teaching function and the learning process by sponsoring incentives for good teaching and by publicizing, within the University, significant ideas and approaches to teaching and learning.  The committee accomplishes this by making available small grants (approximately $250‑300) aimed mostly toward developing educational‑type ideas that help the teaching process.  Also, a small monetary award for Teaching Excellence is offered by this committee annually.  Announcements of award availability are sent out periodically to the faculty.

UNIVERSITY CLOSING PROCEDUREStc  \l 2 "\"SNOW\" DAYS"
The University is closed when the Department of Campus Facilities informs the Provost that weather conditions are hazardous for travel or some other unusual circumstance(s) exists that would warrant prohibiting access to the university.  

The following is the notification process used by the SBA: 
1. The dean receives a call, usually around 5:30 a.m., from the Provost that a decision has been made not to open the University.  The dean will then call the Associate and Assistant Deans, and the Dean’s office assistant to inform them of the closing.

2. The Associate Dean calls the department chairs (who will notify the faculty by whatever means has been put in place by that particular department) and the information technology analyst.

3. The Assistant Dean calls his/her office assistant, the coordinators of the undergraduate and graduate advising offices, and the computer facilities administrator; who in turn will call those assigned to them according to the emergency phone tree.

4. The Dean’s office assistant calls the Director of the ATiB program, the Executive Director for Continuing Education, and the Director of Development; who in turn will call those assigned to them according to the emergency phone tree.

5. Simultaneously, the University switchboard and local radio stations will be notified.  
6. All faculty and staff should listen to their radios. The following will be notified: WJR, WWJ, WXYT, WYUR, WOMC and WNIC radio, and FOX 2, WDIV-TV, WXYZ-TV, UPN 50 and 62 CBS. If there is still a question as to whether the University is open or closed, call the University Closing Hotline at (248) 370-2000.  Faculty may also call their respective department chair.
7. Should some uncertainty remain, the burden is on each person to call the appropriate party to verify the closing.
8. If the University closes, all of our courses at extension sites are automatically cancelled.  Sometimes an extension site will close while the University remains open.  Faculty should check with the SBA office to verify the closing of an extension site if they haven't heard anything regarding the main campus.
9. Complete University Closing Procedures are located at http://www2.oakland.edu/audit
UNIVERSITY IDENTIFICATION CARD
1. The “SpiritCard” is the official picture identification card of Oakland University and can be obtained in the Oakland Center, room 112, (248) 370-2291, Monday-Friday 8 a.m.-5 p.m.  Faculty must show picture ID (driver's license, passport, state ID) and verification of employment (Appendix L).
2. To report lost or stolen cards during regular business hours, call the ID card office at (248) 370-2291. After hours, call the OU Police Department, (248) 370-3331.

3. All card functions are frozen until you receive a replacement card.

UNIVERSITY RESEARCH COMMITTEE (URC)

The URC is a standing committee of the University Senate comprised of ten faculty members from various departments and the Director of University Research Services.  The Committee is charged with stimulating research at the University, primarily by awarding research grants to individual faculty on a competitive basis.  Committee member review and rank faculty and undergraduate research proposals from all disciplines as well as review departmental proposals for seminar funding.  On the average, the Committee meets two times per month.
PRIVATE UNIVERSITY SENATEtc  \l 2 "UNIVERSITY SENATE"
The Senate is an all-university governance body whose membership includes administrative officers, students and faculty members elected for two-year terms to represent their academic units.  The Vice President for Academic Affairs is its presiding officer.  It serves as a legislative forum that meets monthly during the academic year.  The Senate recommends new degree programs to the president and the board and must approve the constitutions of colleges and schools.  It determines academic policies and provides opportunity for public deliberation on issues of importance to the university.
The standing committees of the Senate are sources of University service experience and exposure for faculty.  The Standing Senate Committees are:
            
Academic and Career Advising Committee
               
Academic Computing Committee
               
Academic Conduct Committee


Academic Standing and Honors Committee


Admissions on Financial Aid Committee


Campus Development and Environment Committee
 
       
General Education Committee
               
Graduate Council
               
Honorary Degree Committee


Research Committee


Senate Athletic Committee


Senate Budget Committee


Senate Library Committee


Senate Planning Review Committee


Teaching and Learning Committee



University Committee on Assessment


University Committee on Undergraduate Instruction (UCUI)
The School of Business Administration has six representatives on the University Senate:  five elected faculty and the Dean.

Appendix A
Oakland University

School of Business Administration
Minimum Expected Faculty Workload
The following are guidelines on what the minimal workload contribution should be for all faculty in the SBA. Faculty are expected to perform at or above the minimum level in each category.
Teaching
· Teaching of assigned courses and providing appropriate assignments and exams. 
· Submit final grades on time;
· Select appropriate textbooks and /or other teaching materials; 
· Update as necessary the instructor materials for the courses;
· Be available at regularly scheduled office hours that are convenient to the students;
· Properly supervise any student assistants;
· Be willing to supervise independent study projects in their field subject to the quality of the proposal. 
Research
· Establish a focused research agenda with stated goals;
· Provide evidence of scholarly activity, e.g. journal articles, conference papers, external grants, textbooks, etc.
Service
· Participate in the SBA graduation ceremony;
· Attend SBA faculty assembly meetings and faculty retreats;
· Attend department faculty meetings;
· Participate in committees assigned on the department, SBA and OU levels;
· Participate in external outreach, e.g. professional and community organizations, continuing education, speaking engagements, etc. 
The evaluation of individual faculty to determine if they meet the minimum expected faculty workload (MEFW) will be done by the department chairs and Dean. The previous three years of faculty annual reports will be used as a basis for determining if the MEFW is met. Faculty will be informed if they are considered to be not performing at the MEFW.
Appendix B

Academic Conduct Policy
All members of the academic community at Oakland University are expected to practice and uphold standards of academic integrity and honesty.  Academic integrity means representing oneself and one’s work honestly.  Misrepresentation is cheating since it means students are claiming credit for ideas or work not actually theirs and are thereby seeking a grade that is not actually earned.  Following are some examples of academic dishonesty:

1.
Cheating on examinations.  This includes using materials such as books and/or notes when not authorized by the instructor, copying from someone else’s paper, helping someone else copy work, substituting another’s work as one’s own, theft of exam copies, or other forms of misconduct on exams.
2.
Plagiarizing the work of others.  Plagiarism is using someone else’s work or ideas
without giving that person credit. By doing this students are, in effect, claiming credit for someone else’s thinking.  Whether students have read or heard the information used, they must document the source of information.  When dealing with written sources, a clear distinction should be made between quotations (which reproduce information from the source word-for-word within quotation marks) and paraphrases (which digest the source of information and produce it in the student’s own words).  Both direct quotations and paraphrases must be documented.  Even if students rephrase, condense or select from another person’s work, the ideas are still the other person’s, and failure to give credit constitutes misrepresentation of the student’s actual work and plagiarism of another’s ideas.  Buying a paper and handing it in, as one’s own work is plagiarism.
3.
Cheating on lab reports by falsifying data or submitting data not based on the student’s own work.
4.
Falsifying records or providing misinformation regarding one’s credentials.
5.
Unauthorized collaboration on computer assignments and unauthorized access to and use of computer programs, including modifying computer files created by others and representing that work as one’s own.
Unless they specifically indicate otherwise, instructors expect individual, unaided work on homework assignments, exams, lab reports and computer exercises, and documentation of sources when used.  If instructors assign a special project other than or in addition to exams, such as a research paper, or original essay or a book review, they intend that work to be completed for that course only.  Students must not submit work completed for a course taken in the past or for a concurrent course unless they have explicit permission to do so.
Instructors are expected to maintain the following standards in the context of academic conduct:
1.
To inform and instruct students about the procedures and standards of research and documentation required to complete work in a particular course or in the context of a particular discipline.
2.
To take practical steps to prevent and detect cheating.
3.
To report suspected academic misconduct to the Assistant Dean of Students (144

Oakland Center) for consideration by the Academic Conduct Committee of the

University Senate.
4.
To present evidence of plagiarism, cheating on exams or lab report, falsification of records or other forms of academic conduct before the Academic Conduct Committee.
Students are expected to maintain the following standards in the context of academic conduct:
1.
To be aware of and practice the standards of honest scholarship.
2.
To follow faculty instructions regarding exams and assignments to avoid inadvertent misrepresentation of work.
3.
To be certain that special rules regarding documentation of term papers, examination procedures, use of computer-based information and programs, etc., are clearly understood.
4.
To avoid the appearance of cheating.
If students believe that practices by the instructor are conducive to cheating, they may convey this message to the instructor, to the chairperson of the department, or to any member of the student/faculty Academic Conduct Committee (either directly or through the Office of the Dean of Students).
If academic misconduct is determined by the Academic Conduct Committee, the committee assesses penalties ranging from academic disciplinary reprimand, to academic probation, to suspension or expulsion (dismissal) from the university.  All confidential conduct records are maintained in the Office of the Dean of Students.
Appendix C

                              Answers to Frequently Asked Course Pack Questions
        Is a course pack subject to copyright laws?
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         What are the consequences of copyright infringement?
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What if the article is from an anthology?

Do we need copyright permission for articles on the Internet?


How long does it take to process a copyrighted course pack?




What goes into the cost of producing a copyrighted course pack?

                                              Appendix D

SBA Guidelines for Designing Course Syllabi

SBA Faculty should consider including the following items in their course syllabi.  Format is not important.

Heading
· Course Rubric and Number

· Instructor Name

· Course Title

· Course Reference Number

· Meeting Time

· Meeting Location

· Office Location

· Office Hours

· Telephone Numbers

· Email Address

Required Texts and Materials

· Please note that according to Oakland University policy, faculty or departments cannot
sell course materials directly to students.  Course materials must be sold through the

Bookcenter.

Course Description

· Course description should be consistent with current Oakland University Graduate or

Undergraduate Catalog.

Course Prerequisites

· The School of Business Administration and professors reserve the right to cancel the registration of any student enrolled in a course for which he/she does not have the prerequisites.

Course Objectives
· Course objectives should be stated as measurable learning objectives.

· Objectives should be stated using action verbs and terminology such as "increased comprehension," "greater understanding," and "an appreciation for" should be avoided.

Instructor Biographical Sketch

· Optional

Course Requirements and Evaluation Methods

· Requirements and evaluation methods should be stated specifically and in detail.

· Types of evaluations and specific testing format should be stated, i.e.. multiple choice, problems, essay.

Appendix E

BANNER Student Information System:  Entering Grades

M E M O R A N D U M

DATE:
June 14, 2004

TO:
Spring 2004 Faculty of Oakland University



FROM:
Ronald L. Somerville, Associate Registrar

SUBJECT:
Spring 2004 Grades

Prior to entering student grades with “Banner Web for Faculty,” please review the attached Grading and Computer Notes. 

If you have problems grading, please refer to the attached Faculty Instructions for Web Grading. 

Please review the information below regarding date entry requirements for student attendance resulting from Title IV Federal Financial Aid Regulations.  For additional information, see Grading and Computer Notes.

Please note:

· All faculty assigned to a section may record final grades, not only the primary instructor.

· W grades appearing on a grade roster should not be changed or overwritten.
· W grades may not be assigned by instructors during web grading. 

TO INPUT GRADES:

· If a student is on the roster and never attended class

· Record a grade of 0.0 (or U for S/U classes).

· Enter “0” in the Attend Hours field.

· Enter 05/03/2004 (the first day of term) as the date.  The year notation of 2004 (not 04) must be used or data may be lost.


· If a student is on the roster and stopped attending class 

· Assign the appropriate grade.

· Enter the last known date of attendance (e.g. 06/01/2004) in Last Attend Date field.  The year notation of 2004 (not 04) must be used or data may be lost.

· If attendance is not recorded, use the last date the student took a test or submitted an assignment.

· Leave Attend Hours field blank.

· If a student is not on the roster but attended the entire class
· By the grading deadline, submit a Grade Transmittal Form, available in all department offices, to Teresa Gamboa, Registration Office, 100 O’Dowd Hall.

· If a student attended class but earned a 0.0 grade 
· Enter the date of the last class meeting or 06/19/2004 to indicate the student earned a 0.0 grade.

GRADE DEADLINES:

· If a final exam is given – within 48 hours of exam

· If no final exam is given – Wednesday, June 23

· FINAL grade deadline – 9: 00 a.m.  Friday, June 25.  (Wednesday Evening exams: 10:00 pm June 25.) 
· Courses not graded by the deadline will receive R grades, requiring faculty to submit individual Grade Change Forms approved by their Committee on Instruction (COI) to change R grades to valid final grades.

All deadline issues should be directed to Ronald Somerville, Associate Registrar at (248) 370-4585.
All other grading questions may be directed to

 Patti Bowman at (248) 370-3455 or Teresa Gamboa at (248) 370-3454.

Cc:  P. Bowman, J. Denby, T. Gamboa, J. Gilroy, V. Moudgil, P. Nacy, C. Rammel, K. Rowley, S. Shablin, R. Somerville, G. Trammel, Deans, Department Chairs, Directors 

 Grading and Computer Notes - Spring Semester 2004

1) You have 60 minutes per page that will have up to 25 students on it.  As indicated in the Instructions, after entering and checking the grades for one page, click on the Submit CRN button at the bottom.  This saves the grades for that page and resets the clock to 60 minutes for the next page.

2) A PIN Hint question has been added to the Banner Web.  If you have not established a PIN Hint question and answer, the system will prompt you to do so the next time you Login.  Additional directions for establishing a PIN Hint question can be found on the Login page for Banner Web.  To use the PIN Hint question once it is established, enter your User ID and click on the Forgot PIN? button.

3) Some may experience access difficulty if the browser is outdated.  It is recommended that you use Netscape 4.73, or Internet Explorer 5.0, 5.5 or 6.0.  Faculty may not be able to access grading with AOL except through another browser.   

4) Faculty who need to upgrade their browsers can do so in one of the following ways: 

· Call the IT Help Desk at ext.  4357 to have a phone agent walk you through a network upgrade.

· Go the circulation desk at the library and check out the "Dial-up CD" which contains documentation and software.  


5) In certain cases, faculty may experience difficulty in entering grades.  If you experience such a problem: 

· Turn off other PC applications.  Your browser should be the only application running.

· Please try to enter grades on a Windows 2000, NT or XP based system.  

· If all attempts fail, you can use a computer in the Registration Office, 100 ODH, to enter your grades.  Please call the Registration Office at (248) 370-3454 to make arrangements to come in.  

6) All faculty assigned to a section may now record grades.

7) Unofficially Withdrawn Students, Title IV federal government legislation:

Title IV federal government legislation require the university to determine a last date of attendance for students who stop attending without following established withdrawal procedures.  These are identified as students who failed to complete any course. This date will be used to determine how much of the financial aid awarded to a student for a term she/he is entitled to keep and how much must be returned.

Because of this requirement, we prepare a list of students who earn no credit in a term, and then we review the last dates of attendance entered by the faculty.  The dates entered by all faculty for a student in a term are used to determine the last date she/he was in attendance in any course for that term.  Your data entry at the time of grading will save you time from subsequent inquiries. 

If you give a student a 0.0 grade because she/he never attended, please enter a zero in the Attend Hours field and enter 05/03/2004.  If the student received a 0.0 because she/he stopped attending, please enter the last known date of attendance, e.g. 06/01/2004, for that student in the Last Attend Date field.  If you do not take attendance in your course, you may use the last date an exam was taken or an assignment was turned in.  It is not necessary to enter values in the Attend Hours field to indicate partial attendance.  If the student attended class and earned a 0.0 grade, please enter date of last class meeting or 06/19/2004 to indicate the student earned the 0.0 grade. 

 FACULTY INSTRUCTIONS FOR WEB GRADING

The following is a step-by-step guide for entering your grades in Banner using the web.

Login Notes:
If possible, use Netscape 4.73 or Internet Explorer 5.0, 5.5 or higher.

See directions to establish a PIN Hint question & answer on Login page.


To use established PIN Hint question, enter User ID, then click on Forgot PIN? button.  


Upon first web access, click Continue in agreement after reviewing Terms of Usage.

During the grading period, web grading is totally available 24 hours a day.

Step 1:
With web browser go to O.U. Home Page (www3.oakland.edu)    

Step 2: 
Click on SAIL (Student And Information Link) icon in lower right corner 

Step 3: 
Click on Login to Secure Area. 

Step 4:
Enter your User ID (social security number)

Step 5:
Enter your 6-digit PIN (Personal Identification Number)

· If PIN is disabled, call Registration Office @ (248) 370-3451 or Patti Bowman @ (248) 370-3455

· If PIN is expired, enter old PIN, then choose and enter a new six-digit number (no letters), then re-enter new PIN, and click on Login
Step 6:
Select Faculty Services icon, then click on Term Selection icon
Step 7:
Select term to be graded from drop-down list of active terms, click on Submit Term button

Step 8:
Click on CRN Selection
· Select Title and CRN (Course Reference Number) for course to be graded (from a drop-down list of courses if you teach more than one section)

· Click Submit CRN

Step 9:
Scroll down to click on Final Grades option, to go to first linked page of students, then begin student-by-student grade entry, submitting entered grades after completing each page

· Scroll down to see student list

· In Grade column for each student, click on drop-down arrow to see list of possible valid grades for that course section

· To select final grade, scroll with down arrow to highlight and click on appropriate grade, then click grade field of next student to end of page

(Hint: To move quickly through the grade list, skip to the first grade listed of any grade type (4, 3, 2, 1, 0) by pressing the number key on the keyboard for the first digit of the grade desired, then press the down arrow to highlight and click the specific grade desired.)

Grading notes: 

· DO NOT TYPE IN GRADES.  For example, a grade typed in as 2.3 will default to the last digit typed, resulting in an unintended grade of 3.0.
· Student listed did not attend class:  Enter 0.0 in Grade field, enter 0 (zero) in Attend Hours field, and enter first day of semester as Last Attend Date, which is 05/03/2004  for Spring 2004

· Student listed stopped attending:  Record a final grade and last date of attendance e.g. 06/01/2004
· Student completed course and earned a 0.0. Enter 06/19/04 as the last date.
· Student who has withdrawn and has a W grade should not be graded. 
· Enter all grades on one linked page and review to make necessary changes…do not move to another page to enter grades before submitting those on a completed page, as follows…  

· To finally record grades on each page after review and necessary changes, click on Submit Grades button

· If class has more than 25 students, Records 1-25,  26-39, etc. will appear at both top and bottom of page

· To move to next page of students, after entering grades for Records 1-25, click on Submit Grades, then click on next group of numbered records (e.g. 26-39)

· After completely entering and submitting grades page by page for one course, go to bottom of screen to select next course to be graded (if applicable) using CRN Selection 

Step 10:
FINAL STEP - When all courses have been graded, click purple/blue exit button in upper right corner of screen, then IMMEDIATELY exit your web browser for security purposes

Please call the Registrar’s Office at (248) 370-3455 with questions.

Appendix F

Chairperson Selection Process
1.
The Oakland University Faculty Agreement requires Oakland to consult with all tenure track faculty in a given department about the appointment of a Chairperson.  Further, the contract specifically gives Oakland the authority to select a Chairperson.  Therefore, the consultation with departmental faculty is understood to be only advisory to Oakland.  The initial step in that consultation process for the School of Business Administration will be a secret ballot of all departmental faculty.

2.
The Dean will inform departmental faculty, including those on leave, of appropriate consultation times and dates for the balloting process.

3.
All current tenure-track faculty (tenured or untenured) and special instructors are


nominees unless they withdraw from consideration.

4.
Each full-time faculty member, non-visiting, including those on leave, assigned to a specific department for chairperson compensation purposes will be entitled to cast a ballot.
In addition, other full-time faculty members, except chair of other departments, will be entitled to vote for the department chairperson if they have taught two or more courses each academic year with that department since joining the School of Business Administration or within the last two years, whichever is less.  As provided for in Bylaws II of the School of Business Administration Constitution, departments may extend voting privileges to other faculty if they wish.

5.
Prior to the ballot, the departmental faculty will meet to hear the views of all candidates for chairperson on departmental issues.

6.
The ballot will be prepared and distributed by the department office assistant no later than one week after the above departmental meeting.  The ballot will remain open at least five working days.  The department office assistant will receive the ballots in sealed envelopes. Faculty who cannot respond by mail within the time of the election may telephone/email the department office assistant, who is authorized to record an absentee ballot.

7.
The ballots will be counted by two most senior faculty members (not including 

chairpersons) in the alphabetically next lower department (i.e., DIS counts ACC/FIN, ECN counts DIS, etc.).

8.
If no candidate receives a majority of the votes cast, a runoff will be held between the top two candidates.  In case of ties, balloting will continue among tied candidates.

9.
The two faculty members who tabulate the votes will report the total number of votes cast, the names of the top two candidates, and the number of votes received to the Dean and departmental faculty.

10.
After considering the results of the vote, and such other consultation with departmental faculty as Oakland deems appropriate, Oakland will select the departmental chairperson.

11.
If Oakland’s chair selection differs from the outcome of the departmental ballot, the Dean will meet with the departmental faculty to explain the decision.

12.  
Departments wishing to amend this procedure must receive Assembly approval of 


the amendments.  Proposed amendments should be submitted to the Executive 


Committee through the Dean’s office.  In the absence of Assembly-approved 


exceptions, these procedures shall apply to all departments.

Appendix G

Distinguished Service Award

In 1993 the Distinguished Service Award for the School of Business Administration was established. The purpose of the award is to recognize faculty members who through their service activities have brought benefit to and reflected favorably on their department, the SBA, the University, their professions, and the community. The DSA Committee is pleased to announce the call for nominations for the __________ academic year. 

The Award:

The winner of the Distinguished Service Award will receive a check for $1000 and a plaque from the SBA. The Committee may also recognize exemplary service rendered by other nominees by awarding some Honorable Mentions. Each recipient of an Honorable Mention will receive a check for $100.

Nomination Deadline:  

Evaluation Procedure:

The basis for the award will be the services performed by the nominee during the previous 3 years. Three broad areas of service will be weighted in the following manner when evaluating a nominee’s service record:

Weights on Different Areas of Service

	Service Areas
	Years Faculty Member

3 to 5
	Years Faculty Member

Greater than 5

	Department, School, and University
	70%
	50%

	Professional Organizations
	15%
	30%

	Community
	15%
	20%


The weights are dependent on the number of years a nominee has been a faculty member because they will enable the committee to take into consideration the several years that are necessary for a new faculty member to become active in the community.
Who Should Nominate and How:
The Committee requests that faculty members and particularly Department Chairpersons nominate individuals who have rendered outstanding service in the last 3 years. Self-nominations are also encouraged. Winners of the award are not eligible for honorable mention or the DSA for two years after receiving the award. Individuals who receive honorable mention are not eligible to receive honorable mention again for two years. They may however, apply for the award.  
Format in which Supporting Materials should be Submitted by the Nominee:
NOMINEE NAME:

POSITION:

DEPARTMENT:

YEARS AS FACULTY MEMBER:

I. 
University/School Service:

1. University Service

· Membership on University Committees and related activities

· Other University activities. 

Supporting materials related to these service activities should include:

· Number of meetings attended per semester

· Length of service

· A description of candidate’s specific assignments

· A letter supporting the candidate’s contribution from the Chair of the committee and/or documentation of outcomes associated with the service activity. For example, a faculty advisor may choose to include a list of all of the meetings held by the organization (along with their purpose and speakers if applicable) and the number of times they met with student leaders during a given semester.

· Estimated monthly time commitment per service activity reported per semester

2. School and Departmental Service

· Membership on SBA committees and related activities. Indicate term, approximate time spent per month, and whether served as chairperson.

· Membership on departmental committees and related activities. Indicate term, approximate time spent per month, and whether served as chairperson.

· Other School or departmental activities. Indicate dates and approximate time spent.

· Scholarly and Educational talks. List locations, topics, and dates.

II. Professional Service/Activities

1. Professional memberships. Indicate offices held and committee memberships.

2. Professional awards.

3. Talks at professional meetings not listed above including paid presentations. List location, date, and topic.

4. Other professional activities not covered above.

III. Community Service/Activities

1. Community organization memberships. Include offices held and committee memberships.

2. Community service awards.

3. Talks at community activities. List locations, topics, and dates.

4. Other community activities not listed above. 

IV. Other Supporting Material
Please note:  

· The candidate is required to identify all compensated service activities and the nature of compensation received (i.e., a dollar amount, course release, etc.).

· It is incumbent upon the nominee to clearly define the nature and contribution of each service activity. This is especially important in defining outside professional service activities.

Appendix H

 SHAPE  \* MERGEFORMAT 

[image: image2]

I, _______________________________, hereby authorize Oakland University to initiate credits to the bank/credit union indicated below and the bank/credit union to credit the amount to my:

BANK NAME:_______________________________________________

CHECKING ACCOUNT__________SAVINGS ACCOUNT_________

NEW REQUEST_______ CHANGE EXISTING ACCOUNT_________

This authorization is to remain in effect until written notification of its termination is received in such time as to afford a reasonable opportunity to act upon it.

SIGNATURE:_________________________________________________

SOCIAL SECURITY #_________________________________________

Department Name:_______________________________________________________

Extension #:___________________________  Date:____________________________

Please be sure to include the Bank/Credit Union ABA Number_______________

AND your Account Number _______________.

**Please check your bank balance on payday to ensure that the deposit was correctly directed to your account, the bank will not notify us immediately if there is a problem.

Attach Voided Check (or copy of check) or Bank/Credit Union Memo below:

------------------------------------------------------------------------------------------------------------

	                                                  “UHR Web for Employees”

	 Banner’s Web for Employees is up and running, giving OU employees access to their human 

 resource records 24 hours a day, seven days a week.

“This feature provides employees with useful and beneficial information at their convenience,” 

  said Art  Griggs, assistant vice president for Academic Affairs. “It will save employees time, 

  because in the past, they had to contact the Human Resources Department for much of this 

  information.”

  Payroll, benefits, deductions, year-to-date earnings and beneficiary information are included on 

  Web for Employees. Employees also can check the university’s contribution to their retirement 

  plan. In addition, there is a link to download forms, including change of address for dependents.

 “We recommend employees log on to the site and change their personal identification number,”         

  Griggs said. “In addition, make sure all the information is complete and accurate.

  Because the human resource functions of Banner were not implemented until 1999, the historical  

  information regarding salary and benefits is limited to entries as of that year.

  Employees who find an error or omission in these records should send an e-mail message to:

· benefits@oakland.edu for benefits-related issues 

· ou-payroll@oakland.edu for pay- or job-related issues

   Individuals who don’t have regular access to a computer can call the Benefit Services Office at 

   (248) 370-3476 or the Payroll Office at (248) 370-3472.

   Training is available for employees who do not have access to computers at work or home. Those  

   interested in training should contact the eLIS-Training Office at (248) 370-4579 to sign up for a class 

   or sign up online via the e-LIS Training Web site and click on the Banner and Access button.

   How to access Web for Employees:
   Start from the Oakland home page at www.oakland.edu and click on the SAIL link in the lower 

   right corner of the screen.

· From the menu screen, click on Login To Secure Area.

· Now enter your User ID and PIN. Your User ID is your nine-digit employee number 

· The first time you log into SAIL you will be required to change your PIN. You also 

      will be asked to create a question to help you remember your PIN (e.g. What is my dog’s name?) 

      and provide the answer (e.g. Rover). If you ever forget your PIN, click on the Forgot PIN? button. 

      You will be required to answer the question you created. If answered correctly, you will need to 

      enter a new six-digit PIN. 

· Also, the first time you log into SAIL, a Terms of Usage screen will appear that will require your acceptance of the usage policy before you can proceed further.

· Once logged into SAIL, click on Employee Services from the opening menu.

	


Appendix I

Appendix J

Locating OU Owned Media Titles
Classroom Support and Instructional Technical Services (CSITS) is no longer responsible for rental, purchase, maintenance, or delivery of video titles.  All video titles (i.e., VHS, DVD, and laser disc) are housed at the Kresge Library.  Policies for the use of these materials are consistent with those previously used by CSITS. 

Video titles are integrated into the Kresge Library online Voyager Library Catalog at http://sailaway.kl.oakland.edu/cgi-bin/Pwebrecon.cgi?DB=local&PAGE=First  To locate video titles only, use the Advanced Search feature and type “video recording” in the search box.

The title list is not available as a scheduling module on Synergy any longer. If faculty or staff wants to use Synergy to look up a title, they may type in:

username: itc

password: itc

Note: No new titles will be added to the Synergy database, use the library’s Voyager catalog for a complete listing.
Faculty may reserve these materials by contacting the Library Circulation Desk by phone, Ext. 4425 or by email circ@oakland.edu  Materials may be picked up at the Circulation Desk.

Questions or concerns should be directed to the library’s circulation desk at Ext. 4425.
Before beginning you should obtain a personal Synergy account with the Classroom Support and Instructional Technical Center at 116 Varner.  Call x2461and ask for John Sweet. A synergy account is necessary for ordering IT equipment to be delivered to the classroom or to reserve equipment to pick up.
 Installing AMX Synergy

 Windows 95, 98 and 2000
1. Double click on Network Neighborhood.

2. Double click on Entire Network.

3. Double click on ITC.

4. Double click on Synergy-itc.

5. Double click on client.

6. Double click on Setup.exe.

7. You should now see Synergy starting the installation program.  If not, try double clicking on the program again.  If it is running, continue on:
8. After reading the copyright information, Select Next>
9. Pick a directory that you would like to see the program installed in.  Usually the default direct is good. Then select Next>

10. For the Synergy Server IP Address type in the following (include the periods) 141.210.40.20 then select Next>

11. Leave the port address as 1234 then select Next>

12. After the setup program has completed installing itself, delete the Setup Client 2.0 icon that is in the Synergy ECS.  If you try to run it, the program will mess you up.

13. Double click on the Synergy client 2.0.

14. The first time you load Synergy a Server Settings box will appear.  Fill in the following:
· Under Login Configuration Name type in anything you want (your email address is usually good).

· Click on Address/Port set locally.

· Make sure under Synergy Port it says 1234

· Under Server's IP Address or Domain Name enter (including periods) 141.210.40.20

· Under room name type in HEADEND (all caps)

· Under Default User Name, put your user name obtained from ITC.  IF you don't have one, use itc or call x2461 and we will give you one.

· Now select OK

· A window will come up saying trying to find server.  After a minute it should ask for your password.  Use itc

15. Congratulations!  You did it!

NOTE:  Synergy does not work on a MAC platform.

Appendix K

Classroom AV Equipment Operation (Elliott Hall)

Pullout drawer in white cabinet contains the remote control for the video/data projector, a telephone, and one HD-15 computer cable for a laptop computer.

The Video/Data Projector must be ON to use any piece of equipment in the room.  To turn it on, press the power button on the remote control.  The current input mode (computer 1, computer 2 or video) will display on the screen in the lower left corner.

Document Camera: The power button is on the upper right side.

To display PRINT materials:  

1. Turn on Video/Data projector.

2. Press computer button on remote until ‘computer 1’ shows on screen.

3. Press MAIN button on document camera.

4. Press UPPER button on document camera to turn on arm lights.

5. Place materials on stage.  Focus & Zoom buttons are on the front of the document camera.

To display TRANSPARENCY materials follow instructions 1-3 above

4. Press BASE on document camera to turn on base lights.

5. Place materials on stage.  Focus & Zoom buttons are on the front of the document camera.

To use a LAPTOP COMPUTER:

1. Turn on Video/Data Projector

2. Press Computer button on remote until ‘computer 1’ shows on screen

3. Connect other end of the cable to the laptop computer.

4.  Press RGB-1 button on document camera.

To use the DESKTOP COMPUTER:
1. Turn on Video/Data Projector

2. Press Computer button on remote until 'computer 1' shows on screen.

3. Turn on Document camera - press RGB-2.

VCR is located in the cabinet in the instructor desk.  VCR must be operated manually.

1. Turn on Video/Data Projector

2. Press ‘video’ button on remote control. “Video” will appear in the lower right corner of the screen.

3. Place tape in VCR.  Tape will begin to play.

4. The powered speaker is located on the top of the white cabinet.  It must be ON.  Red light will be lit.  Volume control is the slide bar on the speaker.

To power down the Video/Data Projector – press power button.  “POWER OFF?” will display on the screen.  Confirm by pressing on/off button again.

Turn all equipment off and place remote control in the drawer in the white cabinet when you are finished.

HELP NUMBERS:

POLICE


3331

AUDIO VISUAL HELP
2461

Chalk & Markers (Aramark)
4970
Appendix L

Bearer Notice

For Faculty I.D. Cards

To Be Completed by the Hiring Department:


NAME






SOCIAL SECURITY NUMBER


TITLE

EMPLOYMENT DATES: 





Start Date


End Date


ACADEMIC DEPARTMENT

SIGNATURE OF AUTHORIZED
DEPARTMENTAL REPRESENTATIVE


Note to Bearer:

The I.D. Card Office is located in 112 Oakland Center (x2291).  Cards must be picked up in person.  They cannot be mailed through either the campus or U.S. mail.  Please bring one piece of photo identification, and one of the following items to receive your card:

· The original or copy of your signed letter of offer

· The original or copy of your check stub

· This Bearer Notice.

Appendix M

School of Business Administration

2003-2004 Faculty Development Planning Form
Name:  ________________________________________

Department: ___________________________________

According to AACSB Guidelines, the SBA must formulate and implement a plan for faculty development.  Please complete this form to the best of your ability and return it to your Department Chair so that he/she can put together a department plan.  Feel free to use the back of the page.  Thank you.

Please list your long-term (next 5 years) developmental research goals.  Then indicate what types of development activities (programs, seminars, training, etc.) that you will need to accomplish these goals.

                   Research Goals




    Development Activities

______________________________________

______________________________________

______________________________________

______________________________________

______________________________________

______________________________________

______________________________________

______________________________________

Please list and explain your long-term (next 5 years) developmental teaching goals.  Then indicate what types of development activities (programs, seminars, training, etc.) that you will need to accomplish these goals.

                   Teaching Goals




    Development Activities

______________________________________

______________________________________

______________________________________

______________________________________

______________________________________

______________________________________

______________________________________

______________________________________

Please list and explain your developmental goals for this current year.  Then indicate what types of development activities (programs, seminars, training, etc.) that you will need to accomplish these goals.

                   Short-Term
    



     Development Activities

______________________________________

______________________________________

______________________________________

______________________________________

______________________________________

______________________________________

Appendix N

INDEPENDENT STUDY CONTRACT

Oakland University - School of Business Administration

Return signed copy (signatures 1-3) of this contract to the appropriate office for advising approval and registration in an independent study course.

I.  ( Graduate   (432 Elliott Hall)  

( Undergraduate     (332 Elliott Hall)

Name __________________________________Student Number __ __ __-__ __-__ __ __ __

                 (last)                                                        (first)

Address __________________________________________  Phone (_____)_____ - ________

Subj/Crs __________CRN ____ Credits ____  Term: (WI  (SP  (SU  (FA /YEAR 20 ____

Major/Program _________________Current GPA _________ Term Credit Hrs. **_________ 


II. Topic: _________________________________________________________________


Attach typewritten document describing in detail the following items:

· Description of learning objectives

· Description of the Independent Study that will be performed

· Description of final project and method of evaluation

· Timeline (meetings, due dates, etc.)




III. Approval Section

Note:  Maximum cumulative   Independent Study credits are 6 for graduate students and 8 for undergraduate students. 


**
Current credit hours enrolled, including independent study credits.


cc:
office file



student file



faculty supervisor



student

Obtain signatures in order listed.


1)
___________________________________________




(student signature/date)


2)
___________________________________________



              (faculty supervisor signature/date)


3)
___________________________________________




(department chair signature/date)


4)
___________________________________________


(Program Coordinator/Advising signature/date)

INDEPENDENT STUDY
The purpose of an Independent Study is to provide highly motivated students the opportunity to construct a unique educational experience that goes beyond the courses contained in the existing course catalog.

The basic rules for Independent Study are:

1. Student must have at least a 3.0 cumulative overall GPA (this requirement can be waived with approval of the faculty member and department chair).  

2. Undergraduate students must have achieved major standing.

3. Independent Study cannot be used in lieu of a required course.

4. It is the student’s responsibility to develop an appropriate area of Independent Study and to arrange for a full-time faculty member to direct the Independent Study,

5. Part-time SBA faculty members cannot supervise an Independent Study,

6. The Independent Study contract (Attachment A) must be completed by a student and signed by the faculty advisor, department chair, and the Coordinator of Graduate Business Programs or Coordinator of Undergraduate advising prior to registering for the course.

7. It is expected that the student will perform an amount of work equivalent to a regular course with the same amount of credits and that a substantive tangible output (exam, written paper, computer program, etc.) be developed.

8. Interdisciplinary cooperation is permitted and a non-SBA-faculty member may co-supervise the Independent Study.  An SBA full-time faculty member must be the supervisor and is responsible for assigning a final grade.

9. The student must be made aware of the basis for grading prior to registering for an Independent Study.

10. Graduate students cannot register for Independent study if they have/are taking more than six cumulative credits of Independent Study unless an exception is agreed to by the Graduate Curriculum Committee.

11. Undergraduate students cannot register for Independent study if they have/are taking more than eight cumulative credits of Independent Study unless an exception is agreed to by the Committee on Instruction.

Specific Rules for Faculty:

1.
It is the student's responsibility to initiate an appropriate area of Independent Study (faculty are not primarily responsible for developing Independent Study topics).
2.         The contract must be signed by a faculty member and the respective representative from the advising staffs (Coordinator of Graduate Business Programs or the Coordinator of Undergraduate Business Programs) prior to registration.

3.
The student should perform an amount of work equivalent to a regular course of the same number of credits.

4.
It is expected a substantive tangible output (e.g., exams, written paper, computer program) will exist.  

5.
Interdisciplinary cooperation is permitted, and a non‑SBA faculty person may supervise the student's day‑to‑day progress in Independent Study and may recommend the grade. However, an SBA faculty person should be the nominal contract signer, and will have final approval over the grade.

6.
Part‑time faculty may supervise an Independent Study, with approval of the relevant department chair.

7.
It is a faculty member's legitimate responsibility to supervise qualified   Independent Study students during the regular academic year, and during spring or summer if the faculty member is teaching.

8.
Grading is up to the instructor who is supervising the work.  Students should be made aware of the grading basis before beginning the independent study.  Grades must be entered through the internet OU home page before the end of the semester.  

Additional Rules for Graduate Students:

Before an Independent Study contract can be completed for a graduate student, the Graduate Program Coordinator must verify that:

1.
the student has not taken more than six cumulative credits of Independent Study unless approved by a Petition of Exception, or 
2.         the Independent Study is not being used in lieu of any graduate course without prior approval of the Graduate Program Coordinator and relevant Department Chair (certain upper‑division undergraduate courses [400 to 499] may occasionally be used in lieu of graduate courses, in which case the graduate student will enroll for an Independent Study and will be awarded three credits [not four]).

3.
an Independent Study Contract initiated by the student and approved by the sponsoring faculty member must be submitted to the Office of Graduate Business Programs, who will process the registration.

Additional Rules for Undergraduates:

1.
the faculty member may waive the 3.0 GPA requirement, but not major standing.  GPA waivers must be noted on the contract.

2.
the student must have a contract signed by all relevant parties and a note from an SBA adviser to register for an Undergraduate Independent Study.

3.
no student may use more than eight cumulative credits of Independent Study to meet degree requirements.

Informal Faculty Guidelines:

1.
Consider a student's preparation (skills, courses taken, grades, motivation) before agreeing to supervise an Independent Study.  You need not agree if the evidence suggests that the proposed work will be beyond the student's capability, without inordinate assistance on your part.  Recommend ways that the student can acquire the needed skills, or suggest a postponement if it would be appropriate to try again later.

2.
Consider a student's motives for wanting an Independent Study.  These credits carry a disproportionately high cost to SBA, as well as to you, because of the absence of economies of scale.  The least persuasive reasons for wanting to take an Independent Study in lieu of other courses are "it's not offered this semester" or "the course I want conflicts with my work schedule."  You should not feel pressured by these arguments.  Send cases of genuine hardship to an undergraduate advisor or the Office of Graduate Business Programs.

3.
The student must file a written contract with the SBA office approximately one week before registration.  Enrollment will not be approved unless the contract is on file, or a signed original is submitted to the appropriate Advising Office.  The contract should clearly spell out the goals, deadlines, extent and timing of interim progress reports, and basis for grading.  If a question of interpretation should arise, the department chairperson will act as an arbitrator.

Yes, The Copyright Act of 1976 states that any "original works of authorship" can claim copyright protection.  A copyright grants the owners the sole right to use the copyrighted material.  The owner of the copyrighted material is the only person or organization that has the authority to grant permission to use, reproduce, distribute, perform or publicly display the material.





In the past, many course pack producers skirted the copyright law and didn't always obtain permission from the publisher.  In one high profile case, eight book publishers filed suit in 1989 against a major copy shop charging copyright infringement.  The court found in favor of the publishers, and they were awarded damages.  This judgment emphatically underscored the importance of adhering to the Copyright Law.





If you decide to use an article or a chapter from an anthology originally printed in another source, you must indicate the original copyright owner on the course pack form.  This information is usually cited in the acknowledgement page of the anthology.





At this point and time, materials copied or downloaded from the Internet are protected by the same copyright standards that are applied to printed material.





It generally takes six to eight weeks.  Since many publishers do not have systems to handle requests electronically, obtaining permissions via fax or mail adds to the publisher's response time.  Also, many publishers get backlogged as the first day of class approaches, and therefore take longer to respond.  If you want your pack in time for the first day of class, please recognize that we need enough time to get all the necessary permissions.





Processing the course pack for copyright permissions


Royalty fees paid to the copyright holder


Copying fees for reproducing the material
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