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PREFACE 

 

 This handbook is a document that sets forth routine operating procedures.  It is also a reference 

containing general information that is beneficial and useful for faculty orientation.  As such, it does not 

constitute a contract.  The college will need to revise this manual as it deems necessary. 

 

 The handbook does not purport to provide enough information to address all aspects of the 

collegeôs day-to-day operations or its custom and conduct.  Other resources such as the State Board of 

Higher Educationôs Policy and Procedures Manual are also available. 

 

 

 

 

 
 

 

 

 

Equal Opportunity 

 

Minot State University-Bottineau is fully committed to equal opportunity in 

employment decisions and educational programs and activities, in compliance with all 

applicable federal and state laws and including appropriate affirmative action efforts 

for all individuals without regard to race, color, national origin, religion, sex, 

handicap, age, or veteransô status. 

 

MSU-Bottineau abides by the requirements of Title IX of the Educational 

Amendments of 1972 and Section 504 of the Rehabilitation Act of 1973, the Titles VI 

and VII of the Civil Rights Act of 1964, Age Discrimination Act of 1975, and the 

Americans with Disabilities Act of 1990. 

 

Inquiries concerning compliance may be directed to the collegeôs Equal Opportunity 

officer (Jim Borkowski, Thatcher Hall, 701-228-5432) or the Office of Civil Rights, 

Chicago Office, 111 North Canal Street, Room 1053, Chicago, Illinois, 60666; 

telephone = (312) 886-8434; fax = (312) 353-4888; web = www.ed.gov .          
 

Inquiries concerning the American with Disabilities Act may be directed to Jim Borkowski, 

Thatcher Hall, (701) 228-5432. 

http://www.ed.gov/
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CHAPTER 1: ORGANIZATION/GOVERNANCE/GENERAL INFORMATION  

 

 

A. History  

 

A referendum in 1894 stated that a School of Forestry should be located in Bottineau, North 

Dakota, to provide, in addition to forestry, comprehensive junior college curricula.    The North 

Dakota Century Code identifies the role of Minot State University-Bottineau (MSU-Bottineau) as 

offering programs in agriculture, forestry, and horticulture.  Since then, the college has expanded 

its natural resource programming, and has also added programs in other areas that serve the needs 

of its constituents. 

 

The relationship between the School of Forestry and the North Dakota State University was first 

established in 1968 when the North Dakota State Board of Higher Education (ND SBHE) 

approved the ñadministrative attachmentò of two institutions.  The School of Forestry became 

known as North Dakota State University-Bottineau Branch and Institute of Forestry at that time.  

In 1987, the name was modified to North Dakota State University-Bottineau . 

 

In April of 1996, the ND SBHE affiliated the college with Minot State University.  The name of 

the school was changed to Minot State University-Bottineau (MSU-B) at that time.  The 

realignment has been productive and has resulted in collaborative efforts that have been of 

benefit to students. 

 

In the summer of 12006, the college celebrated a century (1906-2006) of excellence 

commemorating the determination, strength, and resourcefulness of our students, faculty, staff 

and community.  For 100 years, as the North Dakota School of Forestry, NDSU-Bottineau, and 

MSU-Bottineau, the institution had prepared men and women to become contributing members 

of society.  Campus heritage and aspirations were reflected in the centennial motto: ñRooted in 

the past-growing towards the future.ò And as we grow toward the future, MSU-Bottineau will 

continue to be a place that provides students with a quality education in a caring environment.  

 

B. Institutional Mission 

 

MSU-Bottineau provides students with a quality education in a caring environment.  The 

institution values diversity and personal enrichment by promoting engaged learning for 

employment and university transfer.  With the help of a supportive community, MSU-Bottineau 

emphasizes nature and technology to accomplish its mission through an array of curricula, 

programs, and services. 

 

 Liberal arts education provides students the knowledge and tools to continue their 

education, to serve as good stewards of the environment, and to function as responsible 

citizens. 

 Career/technical education provides students with the knowledge and skills required to 

succeed by utilizing natural, human, and technological resources. 

 Distance delivery provided students increased access to education and career 

opportunities. 
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 Community education provides diverse life-long learning experiences. 

 Support services provide opportunities for individual growth and success. 

 Campus activities provide for interpersonal development. 

 Campus outreach provides area schools and groups access to college resources. 

 Workforce training and development provides the human resources for economic 

development. 

 All programs provide a greater understanding of human diversity. 

 

MSU-Bottineauôs curricula, programs, and services take students beyond nature and technology 

and leave them with an ethic of concern and care for the natural world. 

   

C. Vision 

 

ñMSU-Bottineau is rooted in the past and grows towards the future by combining the best from 

the Past, Present, and Future to provide students with innovative educational opportunities.  The 

campus will emphasize a knowledge and appreciation of Nature, implement a rapidly changing 

Technology, and prepare students to go Beyond and improve the quality of life.ò 

 

D. Core Values 

 

  a. Student Centered: MSU-Bottineau values students, considers their needs and interests, 

and makes sincere efforts to respond positively to those needs and interests. 

 

  b. Excellence: MSU-Bottineau college community members take pride in their work and 

strive for academic and professional excellence. 

 

  c. Learning:  MSU-Bottineau values innovation and quality as it serves the learning needs 

of its various constituencies.   

 

  d. Respect and Responsibility: MSU-Bottineau acknowledges, understands, and supports 

the rights of other to express their ideas.  Individual responsibility is integral to civil 

discourse, which enables meaningful learning experiences and informed decisions.  

 

  e. Diversity:  MSU-Bottineau supports and embraces diversity, which enriches the quality 

of the learning experience. 

 

E. Goals and Priorities 

 

 Improve learning and services trhough on-going assessment. 

 Improve extra- and co-curricular offerings. 

 Provide curricular offering to meet the needs of constituents. 

 Develop the institutionôs Nature, Technology, and Beyond focus. 

 Utilize all campus resources. 

 Enhance residential life. 

 Develop learning partnerships throughout the region and state. 

 Promote global awareness. 
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 Promote an innovative culture in a technologically enhances environment. 

 

 

F. Campus Focus: ñNature, Technology, and Beyondò Defined 

 

Established as the School of Forestry in 1906, MSU-Bottineau has consistently utilized the 

biological diversity of the regions: the Turtle Mountain Forest, the prairie pothole region, the J. 

Clark Salyer National Wildlife Refuge, the International Peace Gardens, and Lake Metigoshe.  

Using these as natural laboratories to strengthen the educational experience and continuously 

expanding academic and career programming, MSU-Bottineau integrates technology to prepare 

students not only for the present, but also to go beyond and improve the future. 

 

MSU-Bottineauôs diverse, natural surroundings provide examples of how and why everyone 

must care for the environment.  Technology aids in determining the appropriate methods to solve 

problems and create the changes necessary to maximize positive consequences to all life. 

 

Through these and other appropriate actions, MSU-Bottineau will endeavor to leave students 

with an ethic of concern and care for the world.  

 

G. Graduate Profile 

 

Graduates of MSU-Bottineau are self-confident and possess skills that promote life-long 

learning.  When MSU-Bottineau graduates leave the nurturing environment the campus provides, 

they can successfully continue their education or effectively enter the workforce.  By utilizing the 

knowledge gained and the interpersonal and communication skills learned on campus, graduates 

will become contributing members of society.  MSU-Bottineau develops responsible graduates 

who can manage life activities in a manner that allows them to become high achievers who can 

protect and use our natural and human resources wisely.   

 

 

H. North Dakota University System 

 

Mission: ñTo enhance the quality of life for those we serve and the economic and social vitality 

of North Dakota through the discovery, sharing and application of knowledge.ò 

 

 Vision: ñThe North Dakota University System is a vital link to a brighter future.ò 

 

 A brighter future for: 

 Our student 

 The citizens of North Dakota 

 All those we serve 

 

 A brighter future through: 

 A University System where students have the opportunity to receive the education 

necessary to be professionally and personally successful; 
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 High quality, innovative learning opportunities tailored to the needs of students and 

other clients and readily accessible to all learners in the state; 

 The creation of strategic alliances with economic entities in the state and being a 

major player and primary engine in impacting the economic and demographic 

trends; 

 A university system, which is a solid investment for the state and is seen as such by 

its citizens. 

 

I . Curriculum Objectives 

   

A. Academic Curricular Objectives 

 

The institutionôs academic curricula provide an array or courses allowing a student to fulfill 

the general education requirements (GERTA) for transfer to baccalaureate programs and also 

provide foundation courses for the career and technical disciplines.  The specific objectives of 

MSU-Bottineauôs academic curricula include: 

 

 Explains the interrelationships between humans and their environment and the role 

of science in their lives. 

 Demonstrates knowledge and application of technology. 

 Demonstrates the ability to convert, calculate, and analyze a variety of 

mathematical problems. 

 Demonstrates effective communication.   

 Employs principles of wellness.   

 Demonstrates the knowledge of the human experience throughout history.   

 Demonstrates the ability to create and analyze art; evaluate aesthetics; and 

synthesize interrelationships among the arts, the humanities, and society. 

 

B. Career and Technical Curricular Objectives 

 

The career and technology disciplines provide students with knowledge and practical aptitude 

in specific skill sets, human and natural resources, technology, and life-long learning to 

become workforce ready in chosen professions.  The objectives of career and technical 

educations are as follows: 

 

  a. To give a solid foundation of technical courses which provide the student with 

marketable skills. 

 

  b. To enhance the studentôs educational opportunities by integrating general education 

courses and vocational skills training. 

 

  c. To aid the student in developing positive work ethics, confident attitudes and 

appropriate human relations skills. 

 

  d. To assist the student in adapting to technological changes in his/her career. 
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  e. To establish an awareness of the need for lifelong learning. 

 

J. General Education Philosophy and Goals 

 

  General education exists on the MSU-Bottineau campus to provide the students with an 

opportunity to develop knowledge and skills to become life-long learners in a dynamic, 

global community that will continue to change.  At MSU-B, general education exists within 

all programs. 

 

  The core of general education includes building knowledge and understanding concepts of 

natural and social sciences, mathematics, communication, arts and humanities, technology, 

and wellness.  The specific goals of general education reflect the commitment to the campus 

focus of Nature, Technology, and Beyond and are as follows:  

 

  Goal 1: Explains the interrelationships between humans and their environment and the role 

of science in their lives. 

  Goal 2: Demonstrates knowledge and application of technology. 

  Goal 3: Demonstrates the ability to convert, calculate, and analyze a variety of 

mathematical problems. 

  Goal 4: Demonstrates effective communication. 

  Goal 5: Employs principles of wellness. 

  Goal 6: Demonstrates the knowledge of the human experience throughout history. 

  Goal 7: Demonstrates the ability to create and analyze art; evaluate aesthetics; and 

synthesize interrelationships among the arts, the humanities, and society. 

 

Specifically, educated people practice and are literate in the various methods of 

communication.  They recognize their place in history, culture, and diverse heritages of the 

United States and world.  They appreciate the web of commonality of all humans in a 

multicultural world and are prepared for the responsibilities of engaged citizenship.  They 

recognize the ethical demands of our common lives.  They demonstrate the skills and 

knowledge of the social and behavioral sciences to analyze their contemporary world.  They 

are familiar with the history and aesthetics of fine arts. They understand and practice the 

scientific and mathematical views of the world.  They possess critical thinking skills to 

analyze and develop solutions for problems. 

 

K. Administrative Structure  

 

 1. General Administration 

 

  MSU-B and all other institutions in the North Dakota University System (NDUS) are 

governed by the State Board of Higher Education (SBHE) in accordance with the North 

Dakota Constitution and State Statutes.  The seven members of this Board are appointed by 

the Governor for staggered terms of seven years.  Members are appointed for each position 

from a list of three proposed by a committee made up of the State Superintendent of Public 

Instruction, the Chief Justice of the Supreme Court, and the President of the North Dakota 

Education Association.  Normally, only one member is appointed to the Board each year. 
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The SBHE is a policy-making body with broad powers that retains any authority it does not 

delegate to the campuses.  The Board appoints a Chancellor who serves as the chief 

executive officer of the state-supported University System and who executes and administers 

the policies, decisions, procedures, and rules of the Board. 

 

The SBHE publishes policy and procedure manuals governing the institutions under its 

control.  Copies of the manuals are available at the following website:   

www.ndus.nodak.edu. 

 

The Campus Dean is the chief executive officer of MSU-B and along with other officers 

carries out policies and delegated duties.  Executive officers of MSU-B manage the 

institution in accordance with SBHE and other appropriate policies. 

 

Participation in the decision-making process is engendered from faculty, staff, students and 

others in those areas in which their interests are affected, e.g., Student Senate, Faculty 

Senate, Staff Senate, and Administrative Council. 

 

Although MSU-B is an operationally and fiscally separate institution, it is a branch of MiSU.  

As a result, the operation of the Bottineau campus is under the jurisdiction of the University 

president and the Campus Dean reports to the President of MSU-B.  A Memorandum of 

Understanding between MiSU and MSU-B outlines procedural relationships between the 

institutions. 

      



11 

 

   2.      Organizational Chart 

          
 

         DCB Organizational Chart 
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 3. Campus Administration 
 

  a. Deanôs Council - Reporting directly to the Campus Dean are the Associate Dean 

for Academic Affairs, Associate Dean for Student Affairs, Director of Financial 

Affairs and Athletic Director.  These individuals along with the Campus Dean 

comprise the Deanôs Council.  The Deanôs Council is the primary decision-

making and planning body at MSU-B.  The Council assists the Campus Dean in 

developing and recommending policies & plans, budgets, programs, and standards 

affecting the institution.  Following are examples: 1) advising and assisting in 

matters of general administration,  2) ensuring application of SBHE policy to the 

campus, 3) reviewing financial, academic and student affairs brought before it by 

committees, 4) serving as a link between campus groups and constituents.  The 

Deanôs Council meets as frequently as necessary.  The following is a description 

of the responsibilities of the Deanôs Council: 

 

The Campus Dean of MSU-B is the chief executive officer of the campus and is 

responsible to the President of MiSU for all institutional activities.  The Campus 

Dean represents students, faculty, and staff at the Bottineau Campus.  The 

Campus Dean has full authority to administer the affairs of the institution with 

oversight provided by the President. 

 

The Associate Dean for  Academic Affairs is an executive officer of the 

institution and is responsible for personnel, programs, budget, evaluations, 

facilities, and overall general management of the following areas: 

academic/transfer and career/technical courses and curriculums, academic skills 

services, distance education, career services and workforce training, and 

community education.  The Associate Dean for Academic Affairs is the chief 

academic affairs officer of the institution. 

 

The Associate Dean for  Student Affairs is an executive officer of the institution 

and is responsible for personnel, programs, budgets, evaluations, facilities, and 

overall general management of the following areas: admissions/enrollment, 

student government, counseling, financial aid, orientation, registrar/registration, 

student conduct, health service, residential life, institutional research, and campus 

security.  The Associate Dean for Student Affairs is the chief student affairs 

officer of the institution. 

 

   The Director of Financial Affairs  is an executive officer of the institution and is 

responsible for personnel, programs, budgets, evaluations, facilities, and overall 

general management of the following areas: business office, bookstore, campus 

security, computer services, dining services, physical plant, student center, and 

risk management.  The Director of Financial Affairs is the chief financial affairs 

officer of MSU-B and the North Dakota Forest Service. 
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   The Athletic Director  is an executive officer of the institution and is responsible 

for personnel, programs, budgets, evaluations, facilities, and overall general 

management of the following areas: baseball, basketball, volleyball, hockey, 

football, softball, and intramurals.  The Athletic Director is the chief athletic 

officer of the institution. 

 

  b. The MiSU and MSU-B Affirmative Action and Equal Opportunity Officer  is 

responsible for the institutionôs compliance with all federal and state laws 

regarding policies and procedures pertaining to employment decisions and 

educational programs and activities.  This individual will be a person not serving 

on the Deanôs Council. 

 

  c. Administrative Council  - The Administrative Council advises and assists the 

Campus Dean and other administrative officers in matters of general 

administration of MSU-B including serving as the Loss Control Committee.  The 

Council represents all campus constituents and serves as a forum for discussion 

relating to the growth and development of the campus.  The Council consists of 

the Athletic Director, Director of Financial Affairs, Financial Aid Director, 

Associate Dean for Student Affairs, Associate Dean for Academic Affairs, 

Faculty Senate President, Housing Complex Director, Librarian, Student Senate 

President and Staff Senate President. 

 

  d. Faculty Senate - The Faculty Senate functions for the purpose of establishing an 

orderly process whereby faculty may share in the determination of academic and 

professional policy.  The faculty of MSU-B has the responsibility to express its 

concern for the welfare of the institution, to discuss and develop ideas for growth 

within the institution, to contribute to the formulation of college policy and to 

provide for reliable channels of communication among all segments of the 

college.  The MSU-B Faculty Senate accepts the responsibility of recommending 

academic and professional policies to the Campus Dean, subject to the policies of 

the SBHE.  The constitution of the MSU-B Faculty Senate is included in the 

appendix. 

 

  e. Student Senate - The Student Senate acts as a liaison between MSU-Bôs student 

body and the collegeôs faculty, administration, and staff.  The Student Senate 

promotes development and protection of student rights as designed by the Student 

Handbook, and also fosters participation and coordination of college activities. 

 

  f. Staff Senate - The Staff Senate is established to be a representative body of the 

collegeôs staff.  The Senate shall strive to promote communication between the 

President, the Campus Dean, other administrators, and staff.  The Staff Senate 

shall also inform and serve the staff of MSU-B. 
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L. Standing Committees of the Faculty Senate / Faculty Senate Appointments 

 

  a. Academic Standards Committee 
   1. Membership 

     Associate Dean for Student Affairs (Chair), Associate Dean for 

Academic Affairs, three faculty members. 

   2. Method of Selection 

     Faculty Senate President shall appoint three faculty members from 

different disciplines. 

   3. Term 

     One year 

   4. Method of filling a vacancy 

     Faculty Senate President shall appoint a faculty member to serve the 

unexpired term. 

   5. Duties 

    a. Review and make decisions on all cases of student academic 

suspensions. 

    b. Review and make decisions on all applications for re-admission after 

academic suspension. 

    c. Review and recommend policy implementation to the Faculty Senate 

and the Campus Dean in areas such as standards, procedures, and 

graduation. 

    d. Conduct hearings and appeals procedures for students penalized for 

academic misconduct. 

   6. Procedure 

    a. Meets on demand. 

    b. In reviewing applications for re-admission, the committee may request 

an interview with the student. 

    c. Academic progress and standard requirements are stipulated in the 

college catalog. 

    d. The committeeôs decision will be final. 

 

  b. Grade Appeals Committee 
   1. Membership 

     Four faculty members.  Chair is elected by the members. 

   2. Method of Selection 

     Faculty Senate President shall appoint four faculty members. 

   3. Term 

     One year 

   4. Method of filling a vacancy 

     Faculty Senate President shall appoint a faculty member to serve the 

unexpired term or appoint a substitute in the event an elected member is 

unable to fulfill his/her duties. 

   5. Duties 

     Review cases in which a student alleges a grade is inequitable. 
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   6. Procedure 

    a. Meets as required. 

    b. Grade appeals policies are described in the handbook (Chapter 2, 

Section G). 

    c. The committeeôs decision will be final. 

 

  c. Library Committee  
   1. Membership 

     Librarian (Chair), four faculty members, two students. 

   2. Method of selection 

    a. Faculty Senate President shall appoint four faculty members in 

consultation with the librarian. 

    b. Student Senate President shall appoint two student members in 

consultation with the librarian. 

   3. Term 

    a. Faculty - one year 

    b. Student - one year 

   4. Method of filling a vacancy 

    a. Faculty Senate President shall appoint a faculty member to serve the 

unexpired term. 

    b. Student Senate President shall appoint a student member to serve the 

unexpired term. 

   5. Duties 

    a. Assist in the formulation of library policies on instructional resources 

(library curricular materials and audio-visual service). 

    b. Promote interest in the development of library use and promote effective 

use of audio-visual materials. 

    c. Inform the faculty concerning policies of the library. 

    d. Propose policies to the Faculty Senate for information and action, if 

necessary. 

    e. Study continually the relationship of instructional resources to the 

teaching program. 

   6. Procedure 

     Meets as required. 

 

  d. Curriculum Committee  
   1. Membership 

     Associate Dean for Student Affairs (Chair), Associate Dean for 

Academic Affairs, Faculty Senate President, two faculty members (one 

faculty from career and technical and one faculty from transfer). 

   2. Method of Selection 

     Faculty Senate President shall appoint two faculty members. 

   3. Term 

     Faculty - two year staggered terms. 
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   4. Method of filling a vacancy 

     Faculty Senate President shall appoint a faculty member to serve the 

unexpired term. 

   5. Duties 

     Review and make recommendations to the Faculty Senate on curricular 

matters such as course approvals/deletions/changes.  The Curriculum 

Committee will also be informed of new program majors and options as 

they arise. 

   6. Procedure 

    a. Course proposals are developed by faculty using forms available at the 

Registrarôs Office or online. 

    b. Proposals are reviewed by the Associate Dean of Academic Affairs.  If 

approved, they are presented to the Curriculum Committee. 

    c. The Curriculum Committee considers the proposal and recommends a 

pass or do not pass. 

    d. All recommendations by the Curriculum Committee are taken to the 

Faculty Senate for action.  The faculty member(s) involved in a course 

proposal must be present before the Faculty Senate will consider the 

change.          

    e. Final approval of all course proposals rests with the Campus Dean. 

    f. Meets on demand. 

 

  e. Salary Committee 
   1. Membership 

     Five faculty members.  Chair is elected by the members. 

   2. Method of Selection 

     Elected by faculty. 

   3. Term 

     One year 

   4. Method of filling a vacancy 

     A faculty member will be elected by special election to serve the 

unexpired term. 

   5. Duties 

    Represent the faculty on matters concerning salaries and salary  

    increases. 

   6. Procedure 

    a. Meets twice annually. 

    b. The salary administration policy is described in Chapter 4, Section A. 

 

  f. Standing Committee on Faculty Rights 
   1. Membership 

     Five tenured faculty members.  Chair is elected by the members. 

   2. Method of Selection 

     Elected by faculty 
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   3. Term 

     Three year staggered terms.  (Stagger terms so that approximately one-

third of the membership shall retire each year.) 

   4. Method of filling a vacancy 

     Faculty Senate President shall appoint a faculty member to fill a vacancy 

until the next yearôs election. 

   5. Duties 

     Hold formal hearings in accordance with the procedures described in 

SBHE Policy, Section 605.4, on all matters referred to under these 

policies. 

   6. Procedure 

    a. The committee will follow the procedural guidelines described in SBHE 

Policy 605.4. 

    b. Meets as required. 

 

  g. Council of College Faculties Representative 
   1. Membership 

     Two faculty members with one serving as representative and the other as 

alternate. 

   2. Method of Selection 

     Elected by faculty 

   3. Term 

     Three year staggered terms 

   4. Method of filling a vacancy 

     Faculty Senate President shall appoint a faculty member to serve the 

unexpired term. 

   5. Duties 

    a. Represent MSU-B on the Council of College Faculties. 

    b. Serve as representatives to the State Salary (Compensation) Committee. 

   6. Procedure 

     Meets as required. 

 

  h. Ranking & Promotions Committee 
   1. Membership 

     Five faculty members: two faculty with Professor ranking, one faculty 

with Associate Professor ranking, one faculty with Assistant Professor 

ranking, and one faculty with Instructor ranking.  Chair is a faculty with 

Professor ranking who is chosen by the committee. 

   2. Method of Selection 

     Elected by faculty 

   3. Term 

     Two year staggered terms 

   4. Method of filling a vacancy 

     Faculty Senate President shall appoint a faculty member from the proper 

rank to serve the unexpired term. 
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   5. Duties 

    a. Review and submit recommendations to the Campus Dean regarding 

advancement in rank of any faculty member who has met the 

requirements to request promotion. 

    b. Report recommendations to the Faculty Senate. 

    c. Consider ranking and promotion policy changes and make such 

recommendations to the Faculty Senate. 

   6. Procedure 

    a. The committee will base its recommendations on the promotion 

guidelines, criteria, and process (see Chapter 2, Section D). 

    b. Meets as required. 

 

  i. Tenure Committee 
   1. Membership 

     All tenured faculty.  Chair elected by members. 

   2. Method of Selection 

     Determined by tenure status. 

   3. Term 

     Length of employment as a tenured faculty. 

   4. Method of filling a vacancy 

     Not applicable 

   5. Duties 

    a. Review and make recommendations to the Campus Dean regarding 

support/non-support of tenure for the faculty member. 

    b. Report recommendations to the Faculty Senate. 

   6. Procedure 

    a. The committee will base its recommendation on the tenure procedure.  

(see Chapter 2, Section C) 

    b. Meets as required. 

 

  j.  North Dakota Community College Consortium 
   1. Membership 

     Associate Dean for Academic Affairs and two faculty members with one 

serving as representative and the other serving as alternate. 

   2. Method of Selection 

     Faculty Senate President shall appoint two faculty members. 

   3. Term 

     Faculty - three year staggered terms 

   4. Method of filling a vacancy 

     Faculty Senate President shall appoint a faculty member to serve the 

unexpired term. 

   5. Duties 

    a. Represent MSU-B on the NDCCC Coordinating Committee. 
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    b. One representative will serve on the executive committee. 

    c. Coordinate faculty development opportunities among the five two-year 

colleges. 

   6. Procedure 

     Meets as required. 

 

  k. Faculty Handbook Committee 
   1. Membership 

     Associate Dean for Academic Affairs (Chair), Faculty Senate President, 

and two faculty members.  Ex Officio member: Associate Dean for 

Student Affairs. 

   2. Method of Selection 

     Faculty Senate President shall appoint the two faculty members. 

   3. Term 

     Faculty - two year staggered term. 

   4. Method of filling a vacancy 

     Faculty Senate President shall appoint a faculty member to serve the 

unexpired term. 

   5. Duties 

      Examine the Faculty Handbook for completeness and possible 

improvements and distribute and disseminate updates. 

   6. Procedure 

     a. Meets annually or more frequent if necessary. 

     b. Review faculty handbook annually. 

 

  l. Faculty Representative to Athletic Department 
   1. Membership 

     One faculty member. 

   2. Method of Selection 

     Faculty Senate President shall appoint one faculty member. 

   3. Term 

     One year 

   4. Method of filling a vacancy 

     Faculty Senate President shall appoint a faculty member to serve the 

unexpired term. 

   5. Duties 

    a. Serve as liaison between faculty and athletic department, facilitating 

communication of concerns and issues. 

    b. Serve on selection committee for Athletic Hall of Fame. 

    c. Assist with homecoming activities. 

   6. Procedure 

     Meets as required. 
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M. Other Campus Committees 
 

  a. All College Student Conduct Committee 
   1. Membership 

     Associate Dean for Student Affairs or his/her designee (Chair), two 

students, two faculty and one staff member. 

   2. Method of Selection 

    a. Student Senate President shall appoint three students, two of whom will 

be asked by the Associate Dean for Student Affairs to serve if a conduct 

committee hearing is convened. 

    b. Faculty Senate President shall appoint four faculty members, two of 

whom will be asked by the Associate Dean for Student Affairs to serve 

if a conduct committee hearing is convened. 

    c. Campus Dean shall appoint one staff member. 

   3. Term 

     One year   

   4. Method of filling a vacancy 

    a. Student Senate President shall appoint a student to serve the unexpired 

term. 

    b. Faculty Senate President shall appoint a faculty member to serve an 

unexpired term. 

   5. Duties 

     Convene informal administrative hearings to adjudicate conduct code 

violations or reports of conduct code violations. 

   6. Procedure 

    a. Meets as required. 

    b. See Student Handbook for policies and procedures. 

 

  b. Conduct Appeals Committee 
   1. Membership 

     One faculty member, one student member, and one college 

administrator.  The Associate Dean for Student Affairs, or his/her 

designee serves on the committee in a non-voting, advisory role.  Chair 

is elected by the members. 

   2. Method of Selection 

    a. Faculty Senate President shall appoint a pool of three faculty members, 

one of whom will be asked by the Associate Dean for Student Affairs to 

serve if a conduct appeal is filed. 

    b. Student Senate President shall appoint the student member. 

    c. Campus Dean shall appoint an administrator   

   3. Term 

     One year 

   4. Method of filling a vacancy 

    a. Faculty Senate President shall appoint a faculty member to serve the 

unexpired term. 
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    b. Student Senate President shall appoint a student member to serve the 

unexpired term. 

    c. Campus Dean shall appoint an administrator to serve the unexpired term. 

   5. Duties 

    a. Review and act on the decisions of the All College Student Conduct 

    b. Committee or a hearing officer, that may have been appealed. 

   6. Procedure 

    a. Meets as required. 

    b. See Student Handbook for policies and procedures. 

 

  c. Outcomes Assessment Task Force 
   1. Membership 

     Associate Dean for Student Affairs, Associate Dean for Academic 

Affairs, four faculty, two staff, and two students.  Chair is appointed by 

the Campus Dean. 

   2. Method of Selection 

    Campus Dean shall appoint all members. 

   3. Term 

     One year 

   4. Method of filling a vacancy 

     Campus Dean shall appoint a member to serve the unexpired term. 

   5. Duties 

    a. Monitor and facilitate continuous improvement to campus-wide 

assessment process and practice. 

    b. Assist faculty and staff in coordinating and integrating assessment 

activities. 

    c. Systematically review the assessment plans. 

    d. Structure and incorporate an ongoing program for assessing academic 

achievement so that students learn what faculty intend to teach and so 

that ways are identified to improve instruction. 

    e. Document the effectiveness of our educational programs and our 

commitment to strengthening these programs. 

   6. Procedure 

     Meets as required. 

 

  d. General Education Committee 
   1. Membership 

     Associate Dean for Student Affairs (Chair), Associate Dean for 

Academic Affairs, four faculty and two students. 

   2. Method of Selection 

    a. Faculty Senate President shall appoint four faculty members. 

    b. Student Senate President shall appoint two student members. 

   3. Term 

    a. Faculty - three year staggered terms. 

    b. Students - one year term 
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   4. Method of filling a vacancy 

    a. Faculty Senate President shall appoint a faculty member to serve the 

unexpired term. 

    b. Student Senate President shall appoint a student member to serve the 

unexpired term. 

   5. Duties 

    a. Assess and review the mission, goals, objectives, and skills associated 

with general education and facilitate improvements that promote the 

skills necessary for students to function in a broad range of settings. 

    b. In conjunction with faculty, assess student attainment of the skills that 

satisfy the institutionôs general education goals and objectives. 

    c. Approve all new courses and course changes associated with general 

education based on criteria that measure if a courseôs content is 

sufficient to qualify for inclusion in the institutionôs general education 

curriculum as follows: 

      i. Courses must align with the mission, goals, and objectives of 

general education;  

      ii.  Courses must have a central focus and purpose for one or more 

of the general education goals and objectives; 

      iii.  Courses should incorporate measures that maximize course 

transferability based on NSUS GERTA requirements, and  

      iv. Courses should take into consideration balance among the 

various disciplines that provide the foundation for general 

education. 

    d. Submit appropriate recommendations to the Faculty Senate. 

   6. Procedure 

     Meets as required. 

 

  e. Technology Committee 
   1. Membership 

     One computer science faculty member, Information Systems 

Coordinator, Librarian, three faculty, one staff, and two students.  Chair 

is appointed by the Campus Dean. 

   2. Method of Selection 

     Campus Dean shall appoint all members. 

   3. Term 

     One year 

   4. Method of filling a vacancy 

     Campus Dean shall appoint a member to serve the unexpired term. 

   5. Duties 

    a. Establish policy for use of computer labs. 

    b. Make recommendations on computer hardware and software 

specifications, support services, and purchases. 

    c. Track current and future trends in technology and how these events 

affect our campus. 
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    d. Establish short and long term objectives for campus technology, e.g. 

technology plan, IVN, security, webpage support, computer rotation 

cycles. 

   6. Procedure 

     Meets as required. 

 

  f. Diversity Committee 
   1. Membership 

     Campus Diversity Officer (Chair), two faculty members, one student 

member, and one Student Services staff member. 

   2. Method of Selection 

    a. Campus Dean appoints Campus Diversity officer. 

    b. Faculty Senate President shall appoint the two faculty members. 

    c. Student Senate President shall appoint the student member. 

    d. Associate Dean of Student Affairs shall appoint the Student Services 

staff member. 

   3. Term 

     One year 

   4. Method of filling a vacancy 

     The appropriate President or Associate Dean shall appoint a member of 

its representative group to serve the unexpired term. 

   5. Duties 

     a. Promote the value of diversity on our campus through events, 

speakers, and curricular infusion. 

     b. Assess curriculum and campus climate for diversity. 

   6. Procedure 

     Meets as required. 

 

  g. Distance Education Committee 
   1. Membership 

     Distance Education Coordinator (chair).   

   2. Committee determined by Campus Dean. 

   3. Term 

     One year 

   4. Method of filling vacancy 

     Campus Dean shall appoint a member to fill the unexpired term. 

   5. Duties 

    a. Prioritize classes and programs for online delivery. 

    b. Discuss best practices for the delivery of online and other distance 

education student services. 

    c. Determine guidelines and schedules for training faculty on the use of     

Web-CT and other online delivery methods as well as other distance 

delivery methods. 

    d. Examine correspondence, MAFB, IVN and online issues regarding 

distance education, e.g. faculty load, scheduling and requisites. 
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    e. Determine methods of presenting our distance education courses and 

programs on the campus web site. 

    f. Determine hardware and software requirements for course delivery. 

    g. Determine the most productive manner to promote our distance 

education offerings. 

   6. Procedure 

     Meets as required. 

      

  h. Retention Committee 
   1. Membership 

     Committee determined by Campus Dean. 

   2. Method of Selection 

     Committee determine by Campus Dean. 

   3. Term 

     Two members serve one-year terms 

     Two members serve two-year terms 

     Two members serve three-year terms 

   4. Method of filling a vacancy 

     The Campus dean will appoint members to fulfill unexpired terms. 

   5. Duties 

    a) Promote support mechanisms, guidance, resources, processes, and 

activities that enable students to successfully complete their educational 

goals at DCB as follows: 

     i. Develop and refine the academic advising processes. 

     ii.  Develop early warning systems to address impending academic 

issues for individual students. 

     iii . Develop a ñsecond chanceò program for students subject to academic 

suspension.  

     iv.  Develop and maintain the Advisorôs Handbook and Advisee File. 

     v.   Provide advising/retention in-service sessions. 

   6. Procedure 

     Meets as required. 

 

i. Green Committee 
1. Membership 

  Committee determined by campus Dean 

2. Term 

  Two years 

3. Method of filling vacancy 

  Campus Dean shall appoint faculty, staff, or students to fill unexpired  

  term. 

4. Duties  

     The mission of the Green Committee is to help translate into action the  

     principles of the collegeôs Nature, Technology, and Beyond focus so that  

     students become accustom to an ethic of care and concern for the  
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     environment.  The Committee will work in cooperation with the  

     Administrative Council to recommend and implement policies and  

     procedures that give vitality to the focus. 

5. Procedure 

     Meets on demand 
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CHAPTER 2:   FACULTY PROCEDURES 

 

A. Personnel Information 

 

 1. Basic Obligations 

 

Regular faculty appointments carry those responsibilities and privileges traditionally 

identified with academic positions.  While a minimum of specific restrictions are 

imposed on the activities of faculty members, employees are under obligation to 

render to the College the most effective service of which they are capable.  Moreover, 

they are expected to increase their depth and range of competency with increased 

length of service.  All members of the faculty have a continuous responsibility to 

develop their professional proficiency.  The essence of faculty obligations is captured 

in the institutionôs core values. Following, and in the section that follows, are 

examples of how these values are placed into practice: 

 

   Sharing student progress evaluations with students in a timely manner. 

   Continuously updating course content. 

   Maintaining updated course outlines and syllabi and using them at the beginning 

of each semester to inform students of course expectations.  Faculty are 

responsible for submitting to the Campus Deanôs office updated course outlines 

each semester the course is taught. 

   Assess student learning.  

   Auditing adviseeôs progress toward meeting graduation requirements on a 

semester-to-semester basis. 

   Conducting classes and exams as scheduled, or making the necessary 

arrangements when exceptions are required.  Final exams are to be administered 

in accordance with the published final exam schedule. 

   Submitting midterm deficiency and final grade reports by the published deadline. 

   Carrying a fair share of the workload required to successfully serve the MSU-B 

community. 

   Contributing to making the North Dakota University System a vital link to a 

brighter future. 

    

 2. Responsibilities and Workload Guidelines 
 

  An underlying purpose for a standard workload policy is to provide a framework or 

guideline within which equity in load can be measured.  However, it is understood that 

no workload policy can cover every possible variation in the work faculty perform on 

a daily basis.  Therefore, any policy must be flexible so that the college can provide 

the best learning environment possible.  This document does not attempt to delineate 

every aspect of faculty workload, but rather, provide a depiction of responsibilities 

within broad parameters. 
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  a. Expectations 

   1. Develop and deliver the curricula required to meet the needs of students and 

the mission of the college. 

   2. Assess student outcomes as a basis for improving learning and maintaining 

the academic integrity of programs. 

   3. Evaluate instructional programs as required by SBHE policy. 

   4. Advise students accurately and knowledgeably. 

   5. Attend committee meetings and participate in committee work as assigned 

and take an active role in other bodies concerned with day-to-day 

management of the campus. 

   6. Maintain proficiency in the appropriate discipline. 

   7. Establish and maintain an appropriate presence in the community. 

 

  b. Considerations 

   1. The first priority for scheduling classes is to meet the needs of students and 

the college and to make the best use of limited resources.  Meeting these 

needs may necessitate providing instruction in the evening, through distance 

education, or through other non-traditional methods of delivery. 

   2. The college has the responsibility to ascribe to faculty the development of 

distance classes that meet the needs of the school and its constituents. 

   3. The institution has the responsibility to alter or amend the number of sections 

of lecture classes or labs based on the needs of the college.  Sections of a 

lecture class or lab that enroll few students will be considered for reduction 

in order for faculty resources to be used more productively.  Typically, these 

will be multiple sections of the same lecture class or lab. 

 

  c. Work Load by Credit Hour 

   1. Lecture hours are on a 1:1 ratio -- one hour of lecture is equal to one credit. 

    Labs are on a 1:2 ratio -- two hours of lab are equal to one credit.  (Not all of 

lab class is lecture; a component of the lab is based on hands-on work.  Labs 

require the instructor to be present in the classroom, teaching or observing.) 

   2. An average of 15-16 credits hours a semester, or 30-32 credit hours in an 

academic year will be considered a full-time load. 

        OR 

    An average of 20-22 contact hours per week will be considered a full-time 

load when teaching a combination of lecture and laboratory classes.  Forty to 

forty-four contact hours in an academic year will be considered a full-time 

load. 

   3. When determining full-time load, either credit hour total or contact hour total 

-- whichever is reached first -- will be used.  Field studies, cooperative 

education, and individual study course work are not calculated in the 

workload equation. 

      Special assignments may be used as part of load. 
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    (March 2003) Full-time load does not typically include online classes, classes 

at the Minot Air Force Base, or other classes for which separate teaching 

contracts are issued.  Teaching such classes is considered work overload.  

Work overload for full-time employees is restricted as follows: 

     The maximum overload during fall and spring semesters is 9 semester 

hour credits per semester. 

      The maximum overload during the summer session (8 weeks) is 3 

classes for the term ï up to 12 semester hour credits. 

     

   This policy is applicable to full-time faculty. 

    

 3. Types of Appointments 
 

  Academic appointments to the College shall be probationary, tenured, or special. 

  a. Probationary appointments are renewable annually and yield credit toward tenure. 

  b. Tenured appointments recognize a right, subject to conditions in tenure 

guidelines, to continuous academic year employment in a program area as defined 

by the College and stated on the contract. 

  c. Special appointments of academic staff do not involve either tenure credits or 

status.  Special appointments are all appointments except tenured and 

probationary. 

 

  Faculty appointments shall be confirmed by a contract which shall state on its face 

whether the appointment is probationary, tenured, or special.  Contracts are issued for 

one academic year at a time. 

 

  Academic appointments to the faculty of the College shall be at the rank of lecturer, 

instructor, assistant professor, associate professor, and professor.   

 

  Provisions for required notices for faculty appointments may be found in Section 605 

of the SBHE Policy Manual (www.ndus.nodak.edu).  This section of the manual also 

contains information regarding general principles and procedures, due process, 

definition of terms, nonrenewal, termination, and dismissal as it relates to faculty. 

 

 4. Faculty Emeritus 
  

  Institutions may confer emeritus status upon professors who have retired, or who are 

about to retire, pursuant to institution policies and procedures.  Criteria for emeritus 

status may include, but are not limited to, length of service to the institution, 

significant contributions to the institution and the State of North Dakota, or 

particularly distinguished service to an academic discipline.  There shall be no salary, 

rights, or responsibilities that shall accrue to the holder of emeritus status.  
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 5. Public Records 
   

  Except as otherwise specifically provided by law or this policy, all records of the 

SBHE, the NDUS and its institutions are, pursuant to N.D.C.C. Section 44-04-18, 

public records, open and accessible for inspection during regular office hours.  

Requests for review of public records are forwarded to the Human Resource Director. 

 

  Records exempt from the open records law include (without limitation): 

  a. Information pertaining to an employeeôs retirement account balance, disability 

applications and benefits, and surviving spouse applications and benefits under 

N.D.C.C. ch. 54-52 or a plan adopted by the board (N.D.C.C. section 54-52-26); 

 

  b. Certain economic development records (N.D.C.C. Section 44-04-18.2); 

 

  c. Trade secret, proprietary, commercial and financial information (N.D.C.C.       

Section 44-04-18.4 and SBHE Policy 611.6); 

 

  d. Computer software programs or components for which a copyright, patent or 

license is acquired (N.D.C.C. Section 44-04-18.5); 

 

  e. Attorney work product (N.D.C.C. Section 44-04-19.1). 

 

  Copies of records not exempt from section 44-04-18 shall be provided upon request.  

Copies shall be made of records and documents in the form filed or kept in the normal 

course of business and employees are not required to retrieve and collate or summarize 

data or prepare other special reports or documents not required by law or otherwise 

prepared in the normal course of business.  A fee for allowing access to documents 

may not be assessed; however, each institution shall establish and collect a fee to cover 

reasonable copying costs, including reasonable costs of computer generated 

documents. 

 

 6. Faculty Grievance Procedure (4-25-02) 

 

  a. The MSU-B Faculty Grievance Procedure implements SBHE Policy 612 as it is 

defined in this institutional policy. 

 

  b. It is strongly recommended that a faculty member with a grievance first discuss 

the relevant issues with the Associate Dean for Academic Affairs, and attempt to 

resolve the matter informally before invoking the formal process described herein.  

If the issue cannot be resolved informally, or if the faculty member chooses not to 

use the informal process, he or she will use the formal grievance procedure that 

follows. 
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  c. The grievant may file a written statement with the Associate Dean of Academic 

Affairs.  It must contain a description of the specific violation of board or 

institutional policy, procedure, or practice pertaining to the employment 

relationship.  A grievance must be filed within 25 working days of the act or 

decision causing the grievance.  The 25 working day timeframe is inclusive of any 

discussions that take place in an attempt to resolve the matter informally. 

 

  d. The Associate Dean for Academic Affairs will initiate the mediation process 

defined in SBHE Policy 605.5 within seven working days from receipt of the 

grievance. 

 

  e. If the grievance is not resolved through the implementation of Policy 605.5, it 

shall proceed as follows: 

   1. Within five working days of the conclusion of the mediation period, the 

Campus Dean will request the Faculty Senate president to appoint a 

Grievance Review Committee of three Senate members.  These appointments 

will be made within five working days of the request.  The Grievance Review 

Committee will be comprised of impartial decision-makers that have no 

conflict of interest.  However, it is recognized that on a small campus such as 

MSU-B, it will be difficult to assemble a group of people who have not heard 

hearsay conversations about the case or know the individuals involved. 

   2. The Grievance Review Committee will make written recommendations to the 

Campus Dean and the faculty member filing the grievance within ten 

working days of their appointment to the Committee. 

   3. Within ten working days of receiving the recommendation, the Campus Dean 

shall provide a written decision on the grievance. 

   4. By mutual agreement, the Campus Dean and the grievant may extend time 

lines. 

 

B. Evaluations 
Board policy dictates that all faculty be evaluated each year.  The evaluations are intended 

to be used as instruments for the improvement of instruction.  Additional evaluations may 

be conducted upon the instructorôs request or at the option of the administration.  The 

Campus Dean may also use the evaluation for any salary adjustments. 

 

These evaluations will be available to the Faculty Senate Tenure Committee as provided 

for under the institutional tenure guideline policy. 

 

 1. Fall Planning Form/Annual Summary of Activities 
  Each fall faculty members complete a Fall Planning Form which outlines their 

objectives and activities for the upcoming academic year.  These are submitted to the 

Associate Dean for Academic Affairs.  The following spring an Annual Summary of 

Activities form is completed which documents faculty activities over the past 

academic year.  These forms assist faculty in setting objectives, documenting 
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activities, and providing information that can be used in promotion and tenure 

considerations.  On alternate years coinciding with student evaluations, faculty will 

meet with the Associate Dean for Academic Affairs to discuss their Annual Summary 

of Activities. 

 

 2. Student Evaluations 
  a. Evaluation instrument 

  b. Frequency 

   1. Student evaluations will occur in each class for each semester during the 

faculty memberôs first year of employment. 

   2. Student evaluations will be conducted following the first year of employment 

in each class during alternate years and alternate the semester of evaluation. 

   3. This evaluation will be scheduled so that a faculty member will be evaluated 

each year either by student evaluations or the Associate Dean for Academic 

Affairs. 

   4. Part-time faculty are evaluated using the same frequency schedule as for full-

time faculty. 

  c. Procedure 

   1. Student evaluations will be conducted following the last day to drop classes 

and prior to finals. 

   2. Forms will be distributed at the beginning of the class period by a student 

selected by the faculty member and returned by the student to the Faculty 

Secretary upon completion.  The faculty member will be absent from the 

classroom during the time of the evaluation. 

   3. The student evaluations will be reviewed and summarized by the Associate 

Dean for Academic Affairs and Campus Dean and returned to the faculty 

member after final grades have been submitted.  A summary of the 

evaluation will be placed in the faculty memberôs personnel file. 

 

 3. Associate Dean for  Academic Affairs Evaluation 
  a. Evaluation Instrument: Classroom Observations and Annual Evaluation 

  b. Frequency 

   i. Classroom observations by the Associate Dean for Academic Affairs will 

occur in at least one class each semester during the faculty memberôs first 

year of employment. 

   ii . The Associate Dean for Academic Affairs will conduct a classroom 

observation following the first year of employment in at least one class 

during alternate years and alternate the semester of the observation. 

   iii . This evaluation will be scheduled so that a faculty member will be evaluated 

each year either by student evaluations or the Associate Dean for Academic 

Affairs. 

   iv. Part-time faculty are evaluated using the same frequency schedule as for full-

time faculty. 

  c. Procedure 
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   i. Twenty-four hour notice will be given prior to any formal classroom 

visitation for the purpose of faculty evaluation. 

   ii . A formal evaluation report using a standardized format will be completed by 

the Associate Dean for Academic Affairs, reviewed with the faculty member 

and filed in the faculty memberôs personnel file. 

  d. Each benefited faculty member will be annually evaluated, complying with SBHE 

policy.  The evaluation will draw on the Annual Summary of Activities, 

classroom observations, and student evaluations.  The annual evaluation will be 

left in the faculty memberôs personnel file. 

    

 4. Other Situations 
  If the faculty member disagrees with the Associate Deanôs evaluation, an evaluation 

by the Campus Dean may be requested.  The Campus Deanôs evaluation will also be 

included in the faculty memberôs personnel file. 

 

 5. Summary Calendar for Evaluation 
  a. September 

    Faculty Fall Planning Forms turned into Associate Dean for Academic 

    Affairs 

  b. Fall Semester 

   Classroom observations of faculty by Associate Dean for Academic Affairs ï 

    first year faculty, faculty on the first semester rotation, adjuncts 

    Student Evaluations of faculty -- first year faculty, faculty on the first  

     semester rotation, adjuncts 

  c. Spring Semester 

    Classroom observations of faculty by Associate Dean for Academic Affairs ï 

     first year faculty, faculty on the second semester rotation, adjuncts 

    Student Evaluations of faculty -- first year faculty, faculty on the second 

     semester rotation, adjuncts 

  d. April  

    Associate Dean for Academic Affairs meets with the faculty who are not on 

the current yearôs observation rotation (15-20 minutes) 

  e. Late April 

    Spring Summary of Activities due to Associate Dean for Academic Affairs 

    Student Evaluations completed 

  f. April/May 

    Written evaluation of all benefited faculty by Associate Dean for Academic 

Affairs -- use checklist based on Summary of Activities/Student/Evaluations/ 

Observations 

 

C. Tenure  
 

The SBHE awards tenure upon recommendation of the Chancellor.  Prior to this action, a 

recommendation by the Campus Dean will be made to the institutionôs President (following 
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review and recommendations made pursuant to the procedures established at the 

institution,) and the President to the Chancellor. 

 

Board tenure policy also requires a specific implementation plan for each institution under 

its direction.  Procedures for tenure at MSU-B are made specific by the following: 

 

 1. All tenured faculty members constitute the Tenure Committee whose recommendation 

will determine whether or not the award of tenure for a faculty member is 

recommended to the Campus Dean. 

 2. The Tenure Committee itself functions as an independent committee, elects itôs own 

Chair, determines its policies and procedures to the Campus Dean, establishes the 

dates by which materials for committee review are to be submitted by the faculty 

member and others, and maintains minutes of its deliberations -- including its formal 

vote on whether or not a recommendation for the award of tenure is forwarded.  A 

copy of such minutes is available on request to the faculty member involved.  Copies 

are also given to the Campus Dean and Associate Dean for Academic Affairs. 

 

 3. A faculty member shall qualify for a tenure appointment by satisfying all of the 

following criteria for tenure during a probationary period of six years of academic 

service to the institution. 

  a. Evidence of teaching effectiveness/professional growth/contributions to student 

growth and development.  For example: results of student, departmental, and peer 

evaluations; assessment activities; active participation in professional 

organizations and activities; attendance and/or presentations at workshops and 

graduate seminars; scholarly publications; student advisement; advisement of 

student clubs and organizations; and program development. 

  b. Service to the college.  For example: grantsmanship; student recruitment; officer 

of Faculty Senate; chair and/or active participation in campus committee work; 

office and/or active participation in Logroller, Foundation, or Alumni 

organizations; conducting and/or assisting with campus-sponsored clinics, 

workshops, concerts, athletic events, and other productions; attendance at campus 

functions such as drama, athletics, music, and recognition and fundraising events. 

  c. Service to the community.  For example: presentations to community and service 

organizations; active participation and/or offices held in community and service 

organizations; active participation in community events sponsored by groups such 

as churches and school systems; serving on advisory boards; offering adult 

education or extension courses; participation in campus outreach programs; and 

other activities and volunteer efforts that result in positive publicity and 

recognition for the faculty member and the college. 

 

  The foregoing lists provide examples of activities that the Tenure Committee believes 

support faculty endeavors in the respective categories.  The list is a guide for faculty  
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  to assess those activities the Tenure Committee has deemed appropriate for fulfilling 

criteria for tenure considerations.  It should not be considered definitive and can be 

periodically modified by the Committee. 

 

  d. Letters of recommendation.  The number of recommendations provided to the 

Committee to verify criteria a, b, and c is left to the faculty member requesting 

tenure.  However, it is suggested that a minimum of four letters be submitted and 

would typically include letters from the following:   1) the Associate Dean for 

Academic Affairs, 2) a peer from within the applicantôs discipline, and 3) a peer 

from outside the applicantôs discipline. 

  

 4. It is the tenure applicantôs responsibility to develop and present a portfolio to the 

Tenure Committee.  The portfolio documents excellence in each of the criteria.  It is to 

be indexed to correspond to the criteria: 1) evidence of teaching 

effectiveness/professional growth/contributions to student growth and development, 2) 

service to the college, 3) service the community, and 4) letters of recommendation. 

 

 5. A tenure application portfolio must be submitted to the Tenure Committee by 

November 1 of the sixth year of a probationary period. 

 

 6. The Tenure Committee should use the application portfolio as the primary basis to 

reach its decision.  It may ask the faculty member to supplement materials when 

appropriate, request a meeting with the Associate Dean of Academic Affairs, and take 

other reasonable steps to ensure it has an adequate basis from which to make its 

recommendation.  These steps include, but are not limited to, access to individual 

personnel files and prior evaluation materials. 

 

 7. In submitting a recommendation for the award of tenure to the Campus Dean, the 

Committee is taking an affirmative position that the candidate has established a 

significant level of excellence in each evaluative criterion. 

  

D. Promotion 
 

 1. Guidelines for Initial Rank  
  a. Lecturer:   Defined as temporary/part-time 

  b. Instructor:   Defined as full-time permanent 

          Bachelorôs Degree preferred 

    c. Assistant Professor: Defined as full-time/permanent 

        Minimum of Bachelorôs Degree - Masterôs preferred 

        Minimum of 3 years teaching experience at MSU-B 

  d. Associate Professor:  Defined as full-time/permanent 

        Minimum of Masterôs Degree in a related field 

        Minimum of 6 years teaching experience at MSU-B or  

         awarding of tenure 
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  e. Professor:   Defined as full-time/permanent 

         Minimum of Masterôs Degree in related field 

         Minimum of 12 years teaching experience at MSU-B 

 

 2. Guidelines for Promotion  
  a. In order to be recommended for promotion, the applicant must, in addition to 

meeting the minimal criteria for consideration, provide evidence of quality 

teaching, scholarship, and service to the college and the community. 

  b. If a new employee enters the institution at a higher rank than lecturer, as 

determined by the Campus Dean, those number of years of minimum teaching 

experience at MSU-B will be waived for all future promotions. 

 

 3. Criteria for Promotion  
  a. Evidence of effective teaching 

    e.g., results of student evaluations, supervisorôs evaluation, innovation in 

offering new courses, or modification of existing courses, assessment 

activities 

  b. Evidence of professional growth 

    e.g., professional organizations and activities, workshops attended and given, 

works published 

  c. Evidence of contributions to student growth and development 

    e.g., advising students, advising and contributions to student clubs and 

organizations 

  d. Evidence of college and community service 

    e.g., activities and volunteer efforts which result in positive publicity and 

recognition for the faculty member and the college 

 

 4. Promotion Process 
  a. The applicant shall submit an application letter for promotion consideration, 

including a promotion packet of supporting materials to the promotion and 

ranking committee by January 15. 

  b. The committee will then recommend or not recommend the candidate for a 

promotion to the Campus Dean and inform the candidate in writing of its 

recommendation. 

  c. In case of unsatisfactory determination by the committee, the candidate shall have 

the right to request an appearance before the committee to speak on his/her behalf 

for reconsideration. 

 

E. Faculty Credentials 

 

Credentials are the gauge used to determine if basic qualifications are held to teach in 

specific departments or disciplines.  At MSU-Bottineau, the following guidelines apply: 

 

 Course work recorded on official transcripts will be appropriate to the area in 

which a faculty member teaches. 
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 Faculty degrees will be at least one level above that of the program in which 

instructors teach.  General education faculty will typically hold a Masterôs degree 

or higher and will have completed graduate coursework in the appropriate field. 

 

F. Professor Emeritus Criteria 

 

 Eligibility  

  Upon retirement from the university, faculty members who need the criteria for  

  selection may be considered for emeriti designation. 

 

 Process for Emeriti Designation 

1. The Ranking and Promotions Committee will accept or make nominations. 

a. The Committee will review the criteria, which could include the candidates 

resume. 

b. In submitting a recommendation for the awarding of Professor Emeritus to the 

Faculty Senate the Committee is taking an affirmative position that the 

candidate has established a significant level of excellence in each evaluative 

criterion. 

 

2. The Faculty Senate will take action on the nomination and forward the names of the 

qualified candidates to the administration. 

3. The administration will act on the nomination. 

 

 Criteria 

  Faculty must have: 

1. Retired 

2. Shown excellence in teaching by satisfying all of the following criteria. 

a. Evidence of teaching effectiveness/professional growth/contributions to 

student growth and development.  For example: results of student, 

departmental and peer evaluations; active participation in professional 

organizations and activities; attendance and/or presentations at workshops and 

seminars; scholarly publications; student advisement; advisement of student 

clubs and organizations; and program development. 

b. Service to the college.  For example: grantsmanship; student recruitment; 

officer of Faculty Senate; chair and/or active participation in campus 

committee work; office and/or active participation in Logroller, Foundation, or 

Alumni organizations; conducting and/or assisting with campus-sponsored 

clinics, workshops, concerts, athletic events, and other productions; attendance 

at campus function such as drama, athletics, music and recognition and 

fundraising events. 

c. Service to the community.  For example: presentations to community and 

service organizations; active participation and/or offices held in community 

events sponsored by groups such as churches and school systems; serving on 

advisory boards, offering adult education or extension courses; participation in 
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campus outreach programs; and other activities and volunteer efforts that result 

in positive publicity and recognition for the faculty member and the college. 

3. Complete a minimum of 10 years of service as a full-time faculty member of 

Dakota College at Bottineau. 
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CHAPTER 3:   FACULTY RESPONSIBILITIES  

 

A. Institutional Instruction Program Review  
 

Existing undergraduate instructional programs shall be evaluated at least every seven years 

and new programs shall be evaluated within one year after the first class graduates.  The 

purposes of instructional program evaluation shall include but need not be limited to 

assessments of the current level of program quality, means to improve program quality, 

relationship of the program to the mission of the institution, and program productivity.  The 

Chancellor shall adopt procedures governing program evaluation, which must include: 

 

 1. A comprehensive self-study by the program faculty, a discussion of the evaluation 

results with the relevant dean a written statement of the evaluationôs findings, and a 

written action plan describing follow-up activities.  Each succeeding evaluation of a 

given program shall address the extent to which the program has successfully dealt 

with the concerns of the preceding evaluation; 

 

 2. Diverse assessment activities, such as: 

  a. a site visit and review by a qualified consultant from another institution 

  b. a review by one or more faculty members from another program within the 

institution 

  c. an assessment of student learning (for example, pre- and post-tests, performance 

on professional or Graduate Record examinations, or other appropriate methods) 

  d. a survey of program alumni to determine their current positions and opinions of 

the program 

  e. a survey of current students to determine whether the program is meeting their 

needs 

  f. review and advice from the program advisory council or other representatives of 

the employers of program graduates. 

 

 3. Within one year following the graduation of the first class in a new academic program, 

the institution shall conduct an evaluation in accordance with items #1 and #2 above.  

Not later than six months after the evaluation is completed, the institution shall submit 

to the Chancellor a summary of the findings and the follow-up plans. 

 

 4. For continuing programs, each institution shall provide a report to the Chancellor by 

January of each year on instructional program evaluations conducted in the previous 

academic year.  The report shall include: 

  a. a list of all instructional programs evaluated  

  b. a summary statement describing institutional decisions and actions taken in 

response to the evaluations 
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B. Academic Freedom 
 

Faculty members are entitled to full freedom in research and in the publication of results, 

subject to the adequate performance of their other academic duties.  They are also entitled 

to freedom in lecturing or conducting demonstrations in their subject or field of 

competence.  They are entitled, as any other member of the community in which they live, 

to establish membership in voluntary groups, to seek or hold public office, to express their 

opinions as individuals on public questions and to take action in accordance with their 

views.  Cognizant of their responsibilities to their profession and to their institution, faculty 

accept certain obligations; they should attempt to be accurate, to exercise sound judgment 

and respect the rights of others to express opinions.  They must make clear that their 

actions, their statements and their memberships do not necessarily represent views of the 

academic community.  If there are controls to be exercised over faculty members, they are 

the controls of personal integrity and the judgment of their colleagues. 

 

C. Office Hours (4-15-02) 

 

Faculty members are considered professional personnel responsible for accomplishing the 

tasks for which they are employed.  They are responsible for making time available for 

student conferences and are expected to post and schedule a minimum of five office hours 

throughout the week at times that meet studentsô needs.  A schedule of instructional and 

office hours is to be submitted to the Campus Deanôs office each semester.  The 

combination of classroom contact hours and office hours does not define the number of 

hours faculty are to spend on campus per week.  Additional time will be spent for 

classroom preparation, committee work, program development, assessment, and 

scholarship. 

 

D. Advisorôs Responsibilities 
 

1. Students are assigned to faculty advisors for assistance with course selection, 

scheduling, and other academic matters.  Advisors will receive the information and 

material they require from the Student Services office.  Advisors are assigned to 

students based on the studentôs major and the advisorôs area of expertise. 

 

2. Advisors should develop close working relationships with students assigned to them as 

advisees.  They should have a general knowledge of the various instructional programs 

at MSU-B and should make themselves available for assistance.  Advisors are required 

to meet with their students at designated times during the semester, e.g., registration 

day, but they should also monitor their progress throughout the semester. 

 

 3. Advisors need to have a thorough knowledge of the college-wide general education 

requirements for the program they advise, as well as of the major requirements for the 

program.  They also need to have a general knowledge of how courses articulate to the 

schools to which their advisees intend to transfer.  Advisors should not promise the  
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  transferability of credits unless they have done the proper research with the institution 

to which the student intends to transfer. 

 

4. Advisors who become aware of students needing professional counseling assistance 

should refer them to the appropriate agency when appropriate.  Drug and alcohol 

counseling and personal counseling services for students are available on campus in 

the Molberg Center. 

 

E. Academic Honesty/Dishonesty 

 

The academic community is operated on the basis of honesty, integrity, and fair play.  

Occasionally, this trust is violated when cheating occurs, either inadvertently or 

deliberately.  This section will serve as the guideline for cases where cheating, plagiarism, 

or other academic improprieties have occurred. 

 

 1. The primary responsibility of the students, faculty, and administration is to create an 

atmosphere where the honesty of individuals will not be questioned: 

  a. Faculty members are responsible for providing guidelines concerning cheating 

and plagiarism at the beginning of each course, and should use precautionary 

measures and security in cases where cheating is likely to occur. 

  b. Students are responsible for submitting their own work.  Students who 

cooperate on oral or written examinations or work without authorization share 

the responsibility for violation of academic principles, and the students are 

subject to disciplinary action even when one of the students is not enrolled in the 

course where the violation occurred. 

 

 2. Faculty members and the administration are responsible for procedural fairness 

to the accused student or students in accordance with the following procedure: 

  a. Faculty members who suspect that prohibited academic conduct has occurred in 

their classes have an initial responsibility for informing the student or students 

involved of their suspicion, for allowing them a fair opportunity to refute them, 

and for making an impartial judgment as to whether or not any prohibited 

academic conduct occurred only upon the basis of substantial evidence. 

  b. Faculty members have the prerogative of determining the penalty for prohibited 

academic conduct in their classes.  Faculty members may fail the student for the 

particular assignment, test, or course involved, or they may recommend that the 

student drop the course in question, or these penalties may be varied with the 

gravity of the offense and the circumstances of the particular case. 

  c. In addition to the prerogative above, faculty members may recommend a 

disciplinary sanction to the Associate Dean for Academic Affairs and to the 

Associate Dean of Student Affairs.  The Associate Deans may impose academic 

warning or probation or may recommend suspension or expulsion to the All 

College Student Conduct Committee. 

  d. A student who has received a penalty or a disciplinary action for prohibited 

academic conduct may appeal the decision to the Conduct Appeals Committee. 
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   The student must consult with the instructor and the Associate Dean of Student 

Affairs, in sequence, to resolve the conflict.  Then, the student may request a 

hearing by the Academic Standards Committee. 

 

   The student may be suspended or expelled for prohibited academic conduct by 

the All College Student Conduct Committee in accordance with the following 

procedure: 

 

    The Associate Dean of Academic Affairs must notify the student that he/she 

will recommend suspension or expulsion to the All College Student Conduct 

Committee.  The student must be given two school days to file a written 

notice of appeal with the Academic Standards Committee before the 

recommendation is presented to the All College Student Conduct 

Committee. 

 

    The student may appeal the recommendation of suspension or expulsion to 

the Academic Standards Committee as described on page 12. 

 

    The All College Student Conduct Committee may impose suspension or 

expulsion, if an appeal with the Academic Standards Committee is not in 

progress.  

 

F. Attendance Policy, Testing, Grading Procedures, Student Confidentiality 
 

1. Classes and exams will be held in accordance with the academic calendar, and all 

members of the faculty are obligated to meet assigned teaching responsibilities. 

 

2. Each instructor will explain the attendance, testing, and grading standards for each 

course taught.  This information must be communicated to the students during initial 

class meetings, typically through the use of a course outline or syllabus.  An 

instructor may, at his/her own discretion, require students to submit documentation of 

absences due to approved school trips, medical treatment, or public performances 

before graded class assignments can be completed. 

 

3. If instructors require students to contact them in order to request an excused absence due 

to extenuating circumstances, the instructor must also inform the student in the initial 

class meeting not to route his/her telephone calls to the Business Office, to the Student 

 

 Services Office, or to the College Nurse.  Rather, students must be directly 

responsible to instructors for any attendance exceptions. 

 

 4. The following marks or symbols will appear on studentsô grade reports and 

transcripts; they indicate quality of work: 

   A... Highly Superior  
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   B... Superior 

   C... Average 

   D... Below Average 

   P... Pass.  Assigned to students enrolled in Cooperative Education.  It indicates 

that the credit earned counts toward the total required for graduation; 

however, it is not used in the calculation of the grade point average.  A pass 

grade may also be assigned to adults who are enrolled in a continuing 

education course.  Course challenges are also graded pass/fail. 

   F... Failure 

   I... Incomplete.  Indicates that the student had not fulfilled all of the course 

requirements by the time the semester ended. 

   W.. Withdrawal .  Assigned if students follow the correct change in registration 

procedure in dropping a class.  This mark will not be assigned if students 

withdraw from a class before the 15th classroom day of the semester.  This 

mark is also assigned to full-time students who officially withdraw from all 

classes at the College, regardless of date. 

 

 5. The Family Education Rights and Privacy Act (FERPA) sets forth guidelines for the 

confidentiality of student records.  Any records that faculty may hold that deal with 

student progress, attendance, etc. are confidential and generally cannot be released 

without student permission.  This regulation prohibits releasing information even to 

the parents of enrolled students.  There are exceptions to  FERPA; however, faculty 

should hold all student information in confidence and refer questions to the Student 

Services office. 

 

  Also, caution needs to be used in posting student grades.  Characteristics or numbers 

that are traceable back to the student may not be used, i.e., social security or NAID 

numbers, date of birth, etc.  A good practice is to use a randomly assigned number. 

 

G. Grade Appeals 
 

1. A Grade Appeals Committee has been established by MSU-B.  The committee 

handles cases in which students allege inequitable or prejudiced academic evaluation 

has occurred.  The composition of the committee is determined by the Faculty Senate.  

It is to be utilized only after the student has contacted the instructor and the Associate 

Dean of Academic Affairs first with the appeal. 

 

 2. Grade Appeals Committee Procedures 

 

  Step 1: Within three calendar weeks following issuance of the grade in question 

the student shall confer with the instructor who issued the grade and 

outline the reasons why he/she believes the grade is incorrect.  Following 

the student-instructor conference, the instructor shall advise the student of 

the outcome of the course grade review and shall process a grade change if 

appropriate. 
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  Step 2: If the student still considers the grade to be incorrect, the student may 

appeal the grade to the Associate Dean for Academic Affairs within 14 

calendar days following the completion of Step 1.  In the Step 2 appeal 

process the student again needs to outline the reasons why he/she believes 

the grade is incorrect.  The Associate Dean will make a decision on the 

appeal by discussing it with as many individuals as he/she deems 

appropriate and/or by reviewing documents and evidence at the Associate 

Deanôs discretion. 

 

    In the event that the Associate Dean for Academic Affairs is the instructor 

involved, he or she need only be consulted in the capacity of instructor. 

 

  Step 3: If the student is still dissatisfied, the student may request that a case be 

reviewed at a hearing by the Grade Appeals Committee.  The formal 

(written) request for the hearing must be received by the Associate Dean 

for Academic Affairs by 14 calendar days after the completion of Step 2.  

The Grade Appeals Committee shall meet within 10 days of being notified 

by the Associate Dean for Academic Affairs.  The chair of the Committee 

shall report the Committeeôs decision in writing to the Associate Dean for 

Academic Affairs within two days after the hearing.  The Associate Dean 

for Academic Affairs shall report the Committeeôs decision to the student 

within five days.  The decision of the Grade Appeals Committee shall be 

considered final. 

  

H. Academic Forgiveness (April 2001) 

 

1. A former MSU-B student who has not completed an associate degree, diploma, or 

certificate and has not been in attendance at MSU-B for three or more years, but who 

is presently enrolled, may request to exclude from GPA calculations all grades earned 

in selected full semesters/quarters completed at the college prior to the three-year 

interval. 

 

2. Such courses and grades will remain on the studentôs academic record, but grades will 

be excluded from GPA calculations.  Excluded courses cannot be used to satisfy any 

academic requirements.  

 

3. A student may exercise this option by submitting a written request to the Student 

Services Office. A student may exercise this option only once. 

 

I. Grade Reports 
 

 1. Midterm Grades 

Instructors will submit a report to the Student Services Office of all students who are 

doing unsatisfactory work at a point midway through each semester.  Unsatisfactory 
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work will be defined as work which would result in a grade of ñDò or ñF.ò  This report 

will be submitted to the Student Services Office by a specific deadline; this deadline 

will be at least five days before the last day to drop classes. 

 

 2. Final Grades 

Final grades are reported in ConnectN D an are due each semester at times established 

on the current academic calendar.  Each student listed on the grade report form is to 

receive a grade other than a ñW.ò 

 

 3. Incomplete Work 

The mark ñIò is assigned only to a student who has been in attendance and has done 

satisfactory work up to a time within three weeks of the close of the semester, and 

whose work is incomplete for reasons acceptable to the instructor.  The student must 

fulfill all requirements of the course 30 days from the date that final grades were due 

in the semester in which the ñIò was received.  If the ñIò is not removed by this time, 

the grade is automatically changed to ñF.ò  The 30-day period is in effect whether or 

not the student is in residence and is appropriate for the 30-day period after the fall and 

spring semesters and summer session.  Students are responsible for removing 

incompletes from their record. 

 

J. Class Lists 

 

Instructors access class lists for the courses they teach through Connect North Dakota and 

are encouraged to access lists periodically to maintain current rosters.  

 

K. Term Schedules/Final Exams 
 

Term schedules are automatically ñrolled overò from previous academic years.  However, 

in the fall semester the Associate Dean for Academic Affairs will request faculty input 

regarding the new academic yearôs term schedule.  Class schedules are finalized by the 

Associate Dean for Academic Affairs and the Associate Dean for Student Affairs before 

distribution.   

 

Deviations from the previous yearôs class schedule require Associate Dean of Academic 

Affairsô approval.  The intent is to minimize changes from year-to-year so that individual 

student schedule conflicts can be avoided. 

Faculty and advisors are responsible for reviewing draft term schedules and resolve time 

conflicts for the students in their programs.  They are also responsible for aligning the 

curriculum outlines that appear in the College Catalog with the term schedule. 

 

A final examination will be given in all classes that are scheduled at a specific time and a 

specific day on the semester class schedule.  The final exams will be given in accordance 

with the final exam schedule prepared by the Student Services Office. 
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L. Course Repetition 
 

A course may be repeated; however, previous course work will not be expunged from 

studentsô records.  When a course is repeated, only the last grade earned will be used in 

computing the cumulative grade point average, and all credits attempted, including 

repeated courses, will be used in determining satisfactory academic progress.  Credits will 

not duplicate for repeated courses.  Students are responsible for informing the Student 

Services Office of their intent to repeat course work. 

 

M. Initiation, Termination, and Chan ges in Courses and Programs 

 

 Procedures Pertaining to Courses 
Proposals for new courses, termination of courses, or changes in courses (credits, titles,    

course #ôs) generally originates with faculty in consultation with the Associate Dean for 

Academic Affairs.  Following approval by the Associate Dean for Academic Affairs, the 

proposal is forwarded to the Curriculum Committee, which makes a recommendation to the 

Faculty Senate.  Following approval by the Faculty Senate, the proposal is submitted to the 

Campus Dean for final approval. 

 

 Procedures Pertaining to Programs 
Approval by the SBHE or the Chancellor is required for the following: 

   Start a new program 

   Terminate a program 

   Adding a course prefix 

   Place a program on inactive status 

   Course inventories and title changes (variable) 

   Program title change 

   Start program via distance education 

   Organizational Change 

 

Any proposed action pertaining to the above issues needs to be coordinated with the 

Associate Dean of Academic Affairs to ensure proper SBHE procedures are followed.  For 

more information see the North Dakota State University System Academic Affairs Council 

Guidelines. 

 

N. Copyright Policy 
 

Faculty will adhere to the MSU-B copyright policy.  (See Appendix.) 

 

O. Equipment Requests 

 

The following describes the process for submitting equipment requests for the next fiscal 

year.  Only purchases of $750 and over are classified as equipment. 
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 1. Technology equipment requests will be submitted to the Deanôs Council by the 

Technology Committee.  The Committee will gather requests from the campus with a 

survey form. 

 

 2. The Outcomes Assessment Task Force will submit to the Deanôs Council equipment 

requests that surface through its assessment process. 

 

 3. During the middle of April, the Business Office will send a general request to faculty 

and staff asking them to list their equipment needs.  Attached to this request will be the 

equipment submittals already inventoried by the Outcomes Assessment Task Force 

and Technology Committee through their processes.  Faculty and staff will cross-

reference this inventory.  If the equipment items they need for the next fiscal year 

donôt appear, they will have to complete the Business Office request form.  After 

completing it, it will need to be given to the Director of Financial Affairs, the 

Associate Dean for Student Affairs, the Associate Dean for Academic Affairs, the 

Athletic Director, or the Campus Dean -- depending on the faculty or staff members 

reporting relationship. 

 

  This method should assure all components of the campus the ability to bring 

equipment needs forward for review by the Deanôs Council. 

 

 4. In July, the Director of Financial Affairs, the Associate Dean for Student Affairs, the 

Associate Dean for Academic Affairs, the Athletic Director, the Campus Dean will 

inform faculty and staff in the respective areas if their individual requests have been 

approved for purchase. 

 

P. Communication Proficiency Policy 
 

In accordance with SBHE Policy 609, Communication Proficiency, MSU-Bottineau has 

adopted the following institutional policy. 

 

1. Purpose 

 

MSU-Bottineau Bottineau has adopted the following policy requiring the 

demonstration of English language proficiency for all employees in an instructional 

capacity. 

 

2. Process 

 

2.1     New Faculty and Other Instructional Staff 

 

A minimum qualification for any faculty vacancy announcement will include 

proficient oral and written English communication skills.  Every search 

committee will follow the procedures in 2.1.1 and 2.1.2 below when 
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evaluating written and oral English communication proficiency of candidates 

for instructional positions. 

 

  2.1.1 Validating written English communications proficiency 

 

Candidates who are formally interviewed must provide materials suitable for 

evaluating written English communication proficiency.  Such materials will 

include the letter of application and may also include samples of written work 

at the discretion of the search committee.  In addition, the search committee 

may request letters of reference which assess the candidateôs communication 

skills.  Vacancies for which a search committee is formed will use categories 

of excellent, satisfactory, or unsatisfactory in evaluating written English 

communication proficiency. An average rating of satisfactory is considered to 

be the minimum qualification. 

 

  2.1.2 Validating oral English communication proficiency 

 

In addition to the interview, candidates for instructional positions may be 

asked to make a verbal presentation for the purpose of evaluating oral English 

communication proficiency.  Vacancies for which a search committee is 

formed will use categories of excellent, satisfactory, or unsatisfactory in 

evaluating written English communication proficiency. An average rating of 

satisfactory is considered to be the minimum qualification.  

 

3. Improvements of English Communication Proficiency 

Each MSU-Bottineau faculty member will be evaluated annually for English 

communication proficiency by the Associate Dean for Academic Affairs.  Tools used 

to evaluate English communication proficiency include, but are not limited to teaching 

observations and student evaluations.  Based on results of the evaluation, the Associate 

Dean for Academic Affairs may recommend the following to improve communication 

proficiency:  

 Mentoring and/or 

 Professional development ad programming to improve articulation and   other 

oral and written proficiency skills. 

 

4. Registration of Concerns 

 

The resolution of conflicts concerning English communication proficiency is best 

resolved as close to the source as possible.  Students are urged to contact the instructor 

to discuss concerns.  If the conflict can not be resolved at this level, student may meet 

with the Associate dean for Academic Affairs.  The Associate Dean for Academic 

Affairs must respond and take appropriate action within 5 days of receiving a formal 

student complaint. 
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Notice of this policy and the complaint process will be included in the student 

handbook and will also be covered in freshmen orientation. 

 

5. Policy Review 

This policy will be reviewed periodically, but at an interval of not less than every two 

years by the Associate Dean for Academic Affairs and his/her designee. 

 

Q. Auditor  
 

An auditor is an individual who attends class but is not enrolled for credit.  Auditors attend 

classes only as listeners.  A special fee is assessed those who audit; however, persons 65 

years of age or older may audit on-campus courses at no charge on a space available basis. 

 

R. Freshman Seminar 
 

All new fall semester freshman students at MSU-Bottineau are required to enroll in              

105 Freshman Seminar.  An exception to this requirement will be made for transfer 

students who had been in residence full-time for at least one quarter or semester at a 

regionally  accredited institution (not program) recognized by COPA. Summer sessions do 

not apply for exception purposes.  The course orients students to college and examines 

topics that are important for student success and positive student outcomes. 

 

S. Mandatory Assessment and Placement/Mathematics and English 
 

To help foster student success, MSU-Bottineau administers mandatory mathematics and 

English placement examinations to new students. Students will be placed in the appropriate 

mathematics and English courses based on test results.  As a school that subscribes to and 

believes in open access, MSU-Bottineau enrolls students at varying developmental and 

skill levels in these two disciplines.   

 

T. Course Cancellation 
 

The college administration reserves the right to cancel any course that appears on a 

semester class schedule that it deems to have insufficient enrollment. 

 

U. Graduation Requirements 
 

Graduation ceremonies are held at the end of the spring semester of each academic year.  

Students who will not complete their course work until after the summer following 

graduation may participate in the previous springôs graduation exercises.  However, their 

diplomas or degrees will not be awarded until all requirements have been completed.  The 

requirements for graduation are as follows: 
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 1. Earn at least 61 credits for either the Associate in Science degree, the Associate in Arts 

degree, or the Associate in Applied Science degree and fulfill the general education 

requirements for the respective degree. 

 

 2. For the AS degree, satisfy the additional math, science, and technology credit 

requirement. 

 

 3. For the AA degree, satisfy the additional social science and humanities credits 

requirement.  

 

 4. For students earning a second or additional associate degree (AS or AA), satisfy the 

additional credit requirement for the second degree. 

 

 5. Earn the specified number of credits listed in the catalog curriculum outlines for the 

diploma or certificate of completion. 

 

 6. Earn a minimum cumulative grade point average of 2.00.  Candidates for a certificate 

of completion must earn a 2.00 GPA in the prescribed career and technical education. 

 

 7. Satisfy all entrance requirements. 

 

 8. Satisfy the course requirements suggested in the curriculum outlines of the 

institutionôs catalog.  Curricular requirements may be modified for reasons satisfactory 

to the respective advisor. 

 

 9. Make a formal written application for the degree or diploma. 

 

 10. Have removed, prior to the date of graduation, all financial and academic obligations. 

 

 11. Satisfy the residency requirement. 

 

V. Course Load Limitations  
 

Permission must be obtained to enroll for more than 19 semester hours.  A maximum 

course load of 22 semester hours can be approved by the academic advisor for students 

who meet the following requirements: 

 

 1. A grade point average of at least 3.00 for full-time enrollment in the preceding 

semester, or 

 

 2. A cumulative grade point average of 3.00, or 

 

 3. An extra course that is required for graduation in the semester immediately prior to 

graduation. 
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 4. First semester freshmen who are new students may not enroll for more than 19 

semester hours. 

 

The following courses are not applicable when considering course load limitations: ACS 

075, 087; HPER 210; and SOC 105.  In addition, any special topics, individual studies, 

field studies, physical education activity, special problems, Co-op Ed or individual research 

are not applicable.  Courses which carry one credit  or less are also exempt from course 

load limit policies. 

 

W. Waiver of Physical Education Activity Classes 
 

Students who are medically excused and student 25 years of age and older at the beginning 

of a semester are not required to enroll in a physical education activity class.  However, to 

satisfy the general education requirement of two credits earned in a physical education 

activity course, these students may take HPER 217 Personal and Community Health  or 

HPER 100 Concepts of Wellness and Fitness. 

 

X. Change in Curriculum 
 

Students who desire to change from one curriculum to another must secure the proper form 

from the Registrarôs Office, complete the form, and return it to the Student Services Office. 

 

Y. Changes in Registration 

 

Any change within the 15th day of instruction will be classified as an adjustment and wonôt 

appear on a studentôs transcript, i.e., dropped classes wonôt appear on transcripts. 

 

After the 10th day of instruction, no class additions will be permitted for courses which 

involve a regularly scheduled class lecture and/or lab.  Dropped classes will appear on the 

transcript as a ñWò after the 15th day of instruction. 

 

After the fifth day of instruction following mid-term, no classes can be dropped unless 

there are extenuating circumstances, e.g. medical emergencies. 

 

No changes in registration can be made without official processing through the Registrarôs 

Office.  Courses are not dropped simply by ceasing to attend class, and courses are not 

added by merely attending a class for which one is not registered.  All such changes must 

proceed through proper channels.  

 

Z.  Selection of Textbooks and Other Instructional Materials Policy 

 

In accordance with SBHE Policy 611.9, Selection of Textbooks and Other Curricular 

Materials, MSU-Bottineau has adopted the following implementation policy: 
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1) An instructor or any employee who is paid or received remuneration in connection 

with the sale or assignment of textbooks or other instructional materials must assign all 

royalty payments or other remuneration resulting from assignment of the textbook or 

other instructional materials to MSU-Bottineau.  The college will assign all payments 

or other remuneration to the instructor or other employeeôs department. 

2) An instructor who believes this policy has been unfairly applies to him/her can appeal 

to an ad hoc committee appointed by the faculty Senate President.  The committee shall 

provide a recommendation to the Campus Dean.  The Campus Dean will make the final 

decision. 

3) This policy will be periodically reviewed with the input of faculty, students, and 

administration. 
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CHAPTER 4:   FACULTY BENEFITS AND SUPPORT SERVICES 

 

A. Salary Administration Policy (4-15-02) 

 

 1. Objectives 

 

  The objectives of this salary administration policy are to provide an equitable and 

unbiased means of compensating all employees, to enhance the recruitment and 

retention of qualified faculty and staff, and to promote excellence in performance of all 

personnel.  Additionally, this salary administration policy aims to: 

  a. Acknowledge the basic financial needs of all employees. 

  b. Recognize different performance levels among employees. 

  c. Be responsive to internal inequities. 

  d. Be responsive to market influences. 

 

  Those involved in the salary administration process will strive to make decisions fairly 

and to use the institutionôs limited resources most effectively. 

 

 2. Policies 
 

  a. Definitions: 

   1. Entitlements are those salary increases mandated by legislation or North 

Dakota University System policy. 

   2. Cost of living adjustment refers to salary increases given to all employees to 

offset increases in the consumer price index. 

   3. Equity refers to salary increases designed to reduce or eliminate salary 

differentials that are unexplained by qualifications, experience, or 

performance. 

   4. Merit (performance) refers to salary increases awarded for extraordinary 

performance. 

   5. Market refers to salary increases required to be competitive in the 

recruitment and retention of qualified faculty and staff. 

   6. Responsibility adjustment is related to an expansion of the level of duties and 

responsibilities. 

 

  b. Methods and Guidelines 

   1. Annual salary adjustments 

    a. Following are principles considered when making salary adjustment 

decisions: 

      Staff salary decisions will be made in accordance with section five 

of the North Dakota State University System Human Resource 

Policy Manual. 

 The ability to make salary adjustment decisions at the campus level 

depends on legislative action and SBHE guidelines.  In some years,  
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the decision-makers will have little or no ability to exercise   

discretion with salary allocation. 

      The Associate Dean for Academic Affairs is responsible for 

compiling the appropriate documentation to support salary increases 

granted. Documentation is not required for entitlements. 

      Entitlements are mandated by legislation and the distribution is 

made in accordance with guidelines established by the SBHE. 

      Equity adjustments shall be based on documented internal 

inequities that cannot be explained by differences in qualifications, 

experience, or performance. 

      Market adjustments shall be documented and based on appropriate 

local or state wage and salary survey data.  High turnover or 

inability to recruit for the position can also support adjustments. 

      Cost of living adjustments will be taken into consideration. 

    b. The Director of Business Affairs provides the Campus Dean, and then 

the Deanôs Council, relevant information from the North Dakota 

Legislature and the SBHE. 

    c. The Campus Dean, in consultation with the Deanôs Council, defines the 

priority needs of the institution and also determines guidelines for 

distribution of the dollars available for salary adjustments. 

    d. After priorities are determined, the information is given to the Faculty 

Senate Salary Committee for review. 

    e. The Faculty Senate Salary Committee will make recommendations to 

the Campus Dean before any salary adjustments -- beyond mandated 

adjustments -- are made.  The administration will provide the committee 

information about the money available for adjustments for the faculty. 

    f. The Deanôs Council will consider the Salary Committeesô advice and 

make recommendations to the Campus Dean regarding salary 

adjustments. 

 

   2. Other salary adjustments include degree and responsibility changes that are 

properly documented and approved by the Campus Dean. 

    a. Adjustments may be granted for obtaining a master or doctoral degree.  

The amount will be added to the base in the subsequent employment 

contract.  The amount will be pro-rated in the current employment 

contract based on the date of completion of the advanced degree. 

    b. Responsibility adjustments can be given based on substantial, 

documented reassignments or changes in the duties/responsibilities 

assigned to a position.   

 

 3. Process for Impartial Review of Salary Adjustment Decisions 
  

  Current grievance policies are available as a means to provide an impartial review of a 

salary adjustment decision.  An employee who thinks that the decision concerning 
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his/her salary is inappropriate may request a review as follows: Faculty: NDUS Policy 

Manual, Section 612, Grievances.  This grievance procedure is available to full-time 

faculty. 

 

 4. Notification of Policy 
 

  A copy of the campus salary policy shall be included in the Faculty Handbook and the 

Human Resource Policy Manual.  A copy of the annual budget is placed in the library. 

 

B. Payroll 
 

The following is an explanation of the faculty salary plan as administered by the Business 

Office: 

 1. 9-month contracts (mid-August through mid-May): 

   

  Salary payments are direct deposited semi-monthly, and faculty members receive a 

paper statement.  The required deductions of federal and state taxes, social security, 

and TIAA-CREF are deducted from each paycheck.  Optional deductions such as for 

life insurance, FlexComp, etc. are also deducted over the 10-month period of August 

through May.  For example, if a United Way annual pledge is $100, it will be withheld 

in 10 deductions of $10 each in August through May. 

 

The Business Office occasionally receives a request for payment of salary over twelve 

months to assist in personal budgeting.  The current payroll system for the North 

Dakota University System allows this flexibility.  Faculty members should contact the 

Business Office if they have questions or need assistance. 

 

  Personal data change.   

If a faculty member changes his/her name, address, telephone number, marital status, 

number of dependents, or person to be notified in an emergency, he/she must advise 

the business office so his/her records can be kept up to date. 

          

  Also, if a faculty member is having optional deductions taken for deposits and/or 

additional TIAA-CREF regular retirement annuities (not SRAôs), a full monthôs 

deduction will be taken in August.  For example, if there is a $200 per month 

deduction for deposit and a $100 per month deduction for a retirement annuity, the full 

amount of $300 will be withheld in August through May (10 deductions of $300 each).  

The optional deduction for SRAôs will continue to be deducted over the nine-month 

period of September through May in order to avoid the possibility of exceeding the 

amount that can legally be deposited in tax-sheltered annuities. 

 

 2. Others 

  Faculty members not covered under the examples given above will be considered on a 

case-by-case basis and should contact the Business Office with questions concerning 

their payroll schedule. 
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C. Employees Earning Statements 
On pay day, each employee is provided with a statement showing earnings and deductions 

as reported to the federal and state governments. 

 

D. Social Security 
All faculty members participate in the Federal Social Security Program.  The Business 

Office deducts from the salary check whatever annual rate is in effect at the time, and the 

College contributes the required amount.  Benefits paid are contingent on federal statute.  

Information regarding this deduction may be secured from the Social Security 

Administration Office in the Federal Building in downtown Minot. 

 

E. Withholding  
The Federal Income Tax and North Dakota Income Tax assessments are automatically 

withheld from each salary check.  New faculty members must provide the Business Office 

with a withholding tax form (W-4), retirement forms, and insurance forms before the 

August payroll deadline.  No salary checks will be issued until these forms have been 

signed. 

 

F. Other Deductions 
Other automatic deductions may be arranged.  Arrangements for these services can be 

made with the Business Office. 

 

G. Fringe Benefits 

 

 1. Flex Comp 

  Faculty members may request that the Business Office set aside a portion of their 

salary, untaxed, to be used for medical services and for child care expenses.  Interested 

individuals should contact the Business Office for more information. 

 

 2. Insurance 
  a. Health Insurance 

   All benefited state employees are covered under a uniform group health program.  

Currently the administration of this program is with Blue Cross/Blue Shield of 

North Dakota.  The plan has both medical and major medical coverage.  All full-

time employees are eligible for coverage under the stateôs group health plan; 

however, it is not required for employment.  If one leaves the plan, readmittance 

can be regained only by qualifying medically or by waiting until the date of open 

enrollment.  Details may be obtained in the Business Office.   

 

  b. Cancer and Intensive Care Coverage 

   Dread disease insurance coverage is available.  The premium is paid by the 

employee at a group rate.  For more information contact the business Office. 

 

  c. Vision Coverage 
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   Vision insurance coverage is available.  The premium is paid by the employee at a 

group rate.  For more information contact the Business Office. 

 

  d. Dental Insurance 

   Group dental insurance is available to employees.  For more information contact 

the Business Office. 

 

  e. Disability Insurance 

   1. Group Disability Benefits Plan 

    Disability insurance is also provided for benefited faculty members through 

TIAA -CREF.  The plan provides for payment of 60% of an employeeôs 

monthly wage base not to exceed $7,500 per month.  The premium is paid by 

the College.  For complete details of the plan contact the Business Office. 

   2. Workerôs Compensation 

    All faculty members at MSU-B are covered by the North Dakota Workerôs 

Compensation Act.  Insurance premiums are paid by the College. 

 

  f. Long-Term Care Insurance 

   Group long-term care (nursing home, home health, etc) insurance may be 

purchased by employees and eligible family members.  Questions should be 

directed to the Business Office. 

 

  g. Life Insurance 

   Along with the health coverage, the State also has a life insurance group policy.  

A basic policy of $1300 (effective February 1, 1996) coverage is available to all 

benefited employees; the cost is paid by the College. 

   In addition to this basic coverage, additional life coverage is available in 

increments of $5,000 up to a maximum of $200,000.  The premium for this 

additional life coverage is paid by the employee.  The rates per five thousand are 

dependent on the age of the employee. 

 

   Also available under the optional insurance is coverage for the dependent spouse 

and children.  The dependent spouse coverage is for $2,000 or $5,000, and the  

   rate for this is based on the employeeôs age.  Additional spouse coverage is 

available up to $50,000 and is also based on the employeeôs age. 

 

H. Retirement 

 

 1. Teachers Insurance and Annuity Association - College Retirement Equities Fund 

  (TIAA -CREF) 

  Teachers Insurance and Annuities Association - College Retirement Equities Fund 

(TIAA -CREF) is a retirement plan authorized by the SBHE for faculty, professional 

research staff, and certain designated administrative and library staff. 
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  Faculty and such administrative and library employees who may be designated by the 

SBHE as having equivalent professional rank participate in a contribution rate of 1.5 

percent of contract salary while the College contributes 9.5 percent of contract salary.  

After ten years of service, the contribution rates shall be 2.0 percent and 10.0 percent, 

respectively.  Employees at these ranks who bring corresponding retirement annuity 

plans from other institutions may continue the plan as of the first date of employment 

at a contribution rate of 1.5 percent. 

 

 2. Supplemental Retirement Annuities (SRA) 
  Employees are eligible to participate in Supplemental Retirement Annuities (SRA) at 

their discretion by making appropriate arrangements through the Business Office.  

There is no commitment on the part of the state or the College to match the funds 

deposited with SRA by individuals.  The SRA program is through TIAA-CREF and, 

within limits, contributions are tax-deferred. 

 

 3. Tax Annuities 
  Salary reductions can be made for individual tax-sheltered annuities. 

 

 4. Income Projections 
  TIAA -CREF offers retirement-illustration software which enables calculation of 

hypothetical income illustrations based on a participantôs retirement plan 

accumulation, tax-deferred annuity plan (SRA) accumulation, or both.  The software 

also can calculate how transfers, and changes in allocations, earnings rates and 

contribution levels will affect an illustration.  For more information, contact the 

Business Office. 

 

I. Leave 
 

Faculty members must receive approval from the Associate Dean for Academic Affairs and 

submit an absence report prior to leaving campus when such absence involves missing a 

class or being gone for a significant period of time. 

 

Faculty who are absent for professional reasons also must comply with the college travel 

policies and submit travel forms regardless of the source of funding. 

 

 1. Developmental Leave (Sabbatical)  
   a. Developmental leave for retraining and/or professional development is permitted 

for university system employees providing: 

   1. institutional resources are available. 

   2. workload is absorbed within the existing faculty resource allocations. 

   3. a written proposal describing the planned use of the leave and its anticipated 

benefits to the institution, to the State, and to the employee is approved.  The 

proposal shall also include the detail of the source of funds for the total 

stipend. 
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   4. except as provided in Section e, the employee signs an agreement to return to 

the system upon completion of the leave for a period of time at least equal to 

the leave time or refund the stipend payment. 

   5. to assist in retrenchment efforts, developmental leave may be granted without 

a signed agreement to return.  The employee must execute a resignation 

effective at the termination of the developmental leave. 

 

  b. Developmental (sabbatical) leave may not exceed 12 months and the base stipend 

may not exceed the salary scheduled for the leave period. 

 

 2. Leave of Absence 
  Faculty members may secure a leave of absence for a short period of time without loss 

of pay by securing permission from the Associate Dean of Academic Affairs and by 

making satisfactory arrangements for handling classes missed.  College business, 

professional obligations or appearances, and emergencies are the usual reasons for 

short leaves. 

 

  A leave of absence from one to two semesters may be granted by the Campus Dean to 

faculty members.  The faculty member receives no salary for leaves of this type.  A 

substitute is hired by the College to take the instructorôs place.  The faculty member 

may return at the end of the leave without jeopardizing tenure status. 

 

 3. Sick Leave/Annual Leave 
  The SBHE does not authorize sick leave nor annual leave for faculty on an academic 

year (9- or 10-month) contract.  Brief absence (up to two weeks) caused by injury, 

illness, or comparable conditions are generally granted without loss of salary, provided 

internal arrangements can be made for other faculty to cover classes missed.  Longer 

absences are considered on a case-by-case basis.  Disability insurance funded through 

individual payroll deductions is available.  Maternity leave is arranged on a case-by-

case basis through the Associate Dean of Academic Affairs. 

 

4. Funeral Leave 
  Absence from work because of a death in the immediate family of the employee or 

his/her spouse may be excused without loss of pay to a maximum of three working 

days.  The immediate family includes: husband, wife, child, foster children,  

  grandchildren, parents, foster parents, grandparents, brothers, sisters, mother-in-law, 

father-in-law, brother-in-law, sister-in-law, daughter-in-law, and son-in-law of 

employee.  

 

 5. Jury Duty  
  An employee will be allowed to leave with pay for jury or other legal duty when 

subpoenaed for such service.  Any compensation received for such duty may be 

retained by the employee. 
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  When an employee is called as a witness on behalf of the state, where the employeeôs 

department is a party to the action, and where the department reimburses the employee 

for mileage, sustenance and room (which it may do), no witness fees or mileage shall 

be charged by said employee and no time shall be deducted from the absence of said 

employee and said employee shall be deemed to be performing duties or services for 

the state. 

 

  Where an employee is called as a witness when the department is not a party to the 

action and the department does not reimburse such employee for mileage, sustenance 

and room, the employee may collect fees and mileage from the proper party and retain 

same without any loss of time or pay provided said employee remains current with 

assigned duties, responsibilities and work. 

 

J. Travel 

 

 1. Authorization  

  Travel on official college business requires prior authorization in order to ensure 

insurance coverage and subsequent reimbursement. 

 

2. In -State 

The Application for Travel form must be completed and submitted to the Dean for 

Academic Affairs a minimum of three days before the planned date of departure, 

showing estimated expenses and other pertinent information.   

 

  Faculty members who travel in North Dakota as part of their regular duties may, at the 

discretion of their respective administrative officers, receive a blanket authorization 

for such travel for a period of time up to the end of the fiscal year. 

 

 3. Out-of-State 
  The Application for Travel form must be completed a minimum of five days before 

the planned date of departure, showing estimated expenses and other pertinent 

information.  The forms must then be submitted to the Associate Dean for Academic 

Affairs, who will forward them to the Campus Dean and Business Office.  Dates 

indicated on the request must correspond with the actual dates the employee is to be 

away.  If for some reason the dates change, an amended authorization must be filed; 

otherwise, reimbursement will be made only for the days on the authorization.  

Estimates for the cost of the trip shall be as accurate and realistic as possible. 

 

  Participation by the MSU-B faculty in professional and educational conferences is 

encouraged as the budget permits. 

 

  The following considerations are to be used when approving out-of-state travel  

  requests: 

  a. The number of employees attending any one meeting is to be kept to a minimum. 
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  b. Employees nearing employment termination have the lowest priority for travel 

authorization when alternative choices exist. 

   

 4. Chartered Aircraft  
  The use of chartered aircraft may be authorized for trips to locations where time and 

distance requirements make vehicle use impractical and where commercial service is 

not available.  Special consideration will be given to these cases since they are 

exceptional.  

 

  Arrangements should be made through the Business Office by the Associate Dean for 

Academic Affairs. 

 

 5. Insurance  
  Faculty members traveling on college business bear the primary responsibility for 

making sure that there is adequate insurance protection, both for their own medical 

and personal losses in case of accident and also to cover any liability for injury to 

others. 

 

  All personnel using MSU-B vehicles are covered by a collision, bodily injury, and 

liability policy.  Personal vehicles used for college-related travel are not covered by 

State Fleet insurance; faculty should be sure they have adequate liability when using 

their own cars. 

 

 6. Reimbursement 
  Employees who are authorized to travel at College expense are required to submit a 

record of travel expenses on a travel reimbursement voucher.  Two vouchers can be 

submitted each calendar month when reimbursement exceeds $100 by the 15th of the 

month. 

 

  It is the policy of the SBHE that employees are to pay all travel costs themselves, 

except the costs of operating state vehicles or commercial transportation.  No charge 

accounts are to be maintained with motels or restaurants for the purpose of allowing 

employees to charge expenses directly to their institutions.  Arrangements may be 

made to provide credit directly to the institution or agencies for the purpose of 

commercial transportation. 

 

  Reimbursement Allowances 

   Reimbursement allowances are available from the College Business Office. 

   

   If meals are included in registration fees for conferences or other meetings, the 

related meal allowance cannot be claimed. 

  

   Receipts are required for all expenditures for commercial transportation except 

taxi fares of $10 or less.  Receipts are required for all other expenditures, except 

meals which exceed $10.  Tips are not reimbursable.  In-state meals are: breakfast 
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@ $5, lunch @ $7.50 and dinner @ $12.50.  Out-of-state meals vary with locality.  

Statutory regulations and State Auditing board policies must be followed in 

seeking reimbursement for expenses incurred for travel. 

 

   As soon as possible after the end of a month in which faculty members incur 

reimbursable travel expenses, they should submit a completed travel voucher with 

all required receipts to the department budget signatory who forwards the form to 

the Associate Dean for Academic Affairs. 

 

   When a trip starts in one month and ends in another, reimbursement for each 

monthôs expenses must be requested separately.  All the lodging receipts should 

be attached to the first voucher submitted so as to substantiate the portion claimed 

that month.  A copy of the lodging receipt should be made and attached to the 

voucher the next month when the balance of the lodging expense is claimed. 

 

   All travel vouchers are audited by the Auditing Department and any faculty 

member may be contacted for an explanation and verification of amounts shown. 

 

 7. Student Travel 

  a. Field Trip Reports 

   A request to take students on a field trip should be placed with, and approval 

granted by, the Associate Dean for Academic Affairs prior to taking the trip.  This 

does not pertain to regularly scheduled labs which might occur at sites away from 

the institution.  Travel must be done by the most practical means and with the 

least cost to the College.  When the request is filed, the names of all participants 

should be submitted, along with the departure date, destination, and duration of 

the trip.  A copy of this report should be submitted prior to travel to the Associate 

Dean for Student Affairs, the residence halls, the faculty, and the Business Office 

for medical expense insurance.  The cost of insurance is borne by the institution. 

    

   No travel expenses for students can be authorized or claimed on state 

appropriations.  If reimbursement is claimed for students on local funds, then the 

names must be included on the travel authorization request along with a notation 

that there will be no expense to the state. 

 

  b. Major Student Travel (Funds) 

   A major Student Travel Fund provides monies for student travel for national 

academic and athletic competitions.  These funds are intended to supplement 

fund- raising activities. 

 

   Normal activities for a group or organization include: regularly scheduled 

conferences, meetings, conventions, and athletic yearly schedules (which include 

normally scheduled playoff tournaments, regardless of the site.)  Major activities 

for a group or organization include national competitions which require winning 

at a regularly scheduled state or regional site. 
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   Any campus-recognized group or organization may request funds if the nature of 

the request meets the description of a major activity. 

 

   The following steps must be followed before funds will be approved: 

   1. Each group or organization must submit a written request to the Campus 

Dean.  All requests must be received no later than one month prior to the date 

needed.  (The only exception is where the next level of competition begins 1-

30 days after the local, state or regional competition.) 

   2. A copy of the written request must be submitted with a detail of all 

expenditures and sources of funds, including a list of all fundraising 

activities. 

   3. After completion of the event, the group or organization must fill out a 

Student Activity/Athletic Trip Report which will be maintained on file. 

 

 8. Use of State Vehicles (Basic Guidelines) 
  a. Basic Guidelines 

   MSU-B has a limited number of vehicles which may be used by College. 

Employees using state vehicles must: 

   1. Contact the Business Office to reserve the vehicle.  The Business Office will 

need to know the employeeôs name, destination, and departure and return 

time. 

   2. Pick up the vehicle key packet at the Business Office.  At that time, the 

employee is required to show her/his driverôs license. 

   3. Read the instructions regarding the use of state fleet vehicles found in the key 

packet.    

   4. Complete the trip report card found in the vehicle packet. 

   5. Fill the vehicle with gas before returning it to campus.  When away from 

Bottineau, employees are asked to fill at a DOT fueling station if possible.  

Maps to these sites are in the green booklet in the key packet. 

   6. Remove personal refuse upon return. 

 

   The credit card in the key packet is used for all charges such as gas, repairs, and 

jump starts. 

 

  b. General Regulations for Operators 

    

   1. Operators must possess a valid driverôs license. 

   2. Only state employees may operate a state vehicle. 

   3. Operators must obey and comply with all traffic laws. 

   4. Operators must pay, without reimbursement and as soon as possible, all 

illegal parking fees and traffic fines. 

   5. Operators must immediately report all accidents. 

   6. Operators must use state vehicles for conducting state business and not for 

personal use.  Vehicles should not be taken to personal residences for 

overnight parking. 
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   7. Operators may not transport their spouses, children, animals, or hitchhikers 

in state vehicles. 

   8. Operators must wear properly fastened safety belts. 

   9. Smoking is prohibited in all State Fleet vehicles. 

   10. All vehicles assigned on a daily basis must be returned to the parking lot at 

the end of the day unless other arrangements are made ahead of time. 

   11. Employees are encouraged to use a state fleet vehicle rather than their 

personal vehicle. 

 

  For further explanation see the ND State Fleet Services Policy Manual in the key 

packet. 

 

  c. Large Passenger Vans 

   Large passenger vans transport up to 15 people.  The following people may drive 

these vans: 

1. Those who have a valid CDL and have completed on-line training.  

Or 

   2. Those who have a valid driverôs license and have completed on-line training 

and behind-the-wheel training. 

 

   Those wishing training should call the Business Office. 

 

  d. Student Drivers 

   All student drivers must have a valid driverôs license.  Faculty members who wish 

students to drive must contact the Business Office so the student can fill out 

required forms, present his/her driverôs license, and obtain permission. The 

Business Office is reluctant to let students drive state vehicles unless the student 

is employed by the College. 

   

K. Consulting and Outside Activities 
 

The North Dakota State Board of Higher Education recognizes that teaching, research 

and public service are the primary responsibilities of faculty and staff members.  It is, 

therefore, considered reasonable for employees of the Board to engage in consulting 

activities so long as such activities do not interfere with the employeeôs fulfillment of his 

or her responsibilities to the employing agency. 

 

ñConsultingò is defined in Board Policy 611.5 as any professional activity beyond duties 

assigned by the institution, for which an employee receives additional personal 

compensation. 

 

Policy 611.5 states that each university, college and other activity governed by the Board 

shall adopt rules governing consulting practices by faculty and staff. 
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MSU-Bottineau recognizes its responsibility to engage in teaching, research, and public 

service.  It further recognizes that the responsibilities extend beyond the boundaries of the 

campus and beyond the parameters of a normal eight-hour work day or forty-hour work 

week.  The primary responsibility of full-time employees is to MSU-Bottineau.  

Employees of MSU-Bottineau may be employed or engaged in consulting activities or 

other services outside of MSU-Bottineau employment if the consulting activity or service 

or other outside employment does not interfere with MSU-Bottineau job duties and does 

not constitute a conflict of interest.  

 

Policy: 

 

1. Employees shall not engage in consulting practices which would constitute a conflict of 

interest. 

 

2. Employees shall not use facilities, equipment, and support services for other than 

institutional purposes unless payment is made in accordance with rates charged to 

commercial concerns or other outside groups or persons. 

 

3. Employees engaging in consulting or outreach instruction shall meet with their supervisor 

to determine if there is a likelihood or perception the activity may interfere or infringe upon 

assigned duties and/or responsibilities or constitute a conflict of interest.  

 

4. If employees involve students in a consulting, research, or outreach activity, authorization 

from the Associate Dean for Academic Affairs or Campus Dean is required. 

 

5. Any exceptions or deviations from this policy require permission from the Associate Dean 

for Academic Affairs in consultation with the Campus Dean. 

 

Responsibilities: 

 

1. Individual Employee 

 

a. Obtain prior approval, completing Consulting Authorization Request Form prior to 

initiation of proposed consulting activity. 

b. Ensure that activity does not conflict with primary responsibilities. 

c. Ensure that activity does not pose an actual or potential conflict-of-interest. 

d. Maintain appropriate records of consulting activities. 

e. Do not use College endorsement without consent from the College. 

f. Secure advance approval to use College equipment, and make any necessary 

payments. 

 

2. Associate Dean for Academic Affairs  

 

a. Evaluate all Consulting Authorization Requests. 

b. Identify and resolve any actual or potential conflicts-of interest. 



65 

 

c. Review requests to determine that they meet policies of the College. 

d. Forward recommendation to the Campus Dean as appropriate. 

e. Ensure activities are reviewed annually. 

 

3. Campus Dean: 

 

a. Review recommendation from Associate Dean for Academic Affairs.  

b. Review any special circumstances. 

c. Forward recommendation to the Associate Dean for Academic Affairs for final 

approval. 

 

L. Faculty and Staff Tuition Waivers/Academic Classes 
 

 North Dakota University System Policy 

 Employee tuition waivers, including student activity fees, may be granted for benefitted 

University system employees employed on at least a half-time basis (Section 820 of the ND 

SBHE Policy Manual and Section 33 of the NDUS Human Resource Policy Manual).  The 

waiver shall be limited to three academic classes during each calendar year.  Employees 

may be released from work for one class each academic term with approval of the 

employeeôs supervisor or department head; approval shall be granted if it does not interfere 

with completion of the employeeôs essential job duties and the essential work of the 

institution.  This waiver does not apply to continuing education or other self-supporting 

programs, except as provided by institution policy (see below).  Each institution shall adopt 

a policy defining circumstances under which the institution will grant employee tuition 

waivers, within the limits of this policy, for credit courses offered through continuing 

education or other self-supporting programs.  

 

 MSU-Bottineau Campus Policy   

 MSU-Bottineau may grant tuition waivers, but not fee waivers to MSU-Bottineau and other 

NDUS employees for courses offered through self-supporting programs such as distance 

education (i.e., online) and summer courses. Fees not waived include the technology fee, 

access fee, ConnectND fee, NDSA fee, special course fees, and program fees.  Also, each 

employeeôs supervisor is given the authority to determine if course enrollment will 

interfere with essential job duties or work of the institution.  MSU-Bottineau and other 

NDUS employees requesting a tuition waiver and/or educational release time are required 

to complete the ñEducational Release Time Requestò form.  This form must be 

signed/approved by the employeeôs supervisor and Campus Dean. 

  

M. Professional Development 

 

Stipends are typically paid for college-initiated professional development.  The College 

does not reimburse for lost wages. 

 

The tuition and activity fee waiver may be applicable for course work at other NDUS 

institutions (SBHE policy 820). 
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N. Vinje Scholarship Program Guidelines  

 

 1. The Vinje Scholarship is used to help defray tuition and fees for dependents of MSU-

Bottineau employees who are employed by the college on the basis of at least 17 hours 

or more per week.  Dependents are defined as those legally claimed by an employee as 

a deduction for income tax purposes. 

 

 2. Employees will be required to submit the name(s) of the dependent(s) for whom they 

are requesting a Vinje Scholarship by July 1 for the upcoming academic year. 

 

 3. The money available in the trust for the upcoming academic term will be determined     

July 1.  The amount of the scholarship awarded to each eligible dependent will be 

determined by dividing the number of eligible dependents into money available for the 

upcoming academic term. 

 

 4. The maximum amount for an individual dependentôs scholarship is the equivalent to 

tuition and fees for a five-credit class. 

 

 5. For those dependents who receive federal financial aid, the Vinje Scholarship will be 

calculated with their aid package. 

 

O. Campus Services 
 

 1. Faculty Secretarial Services 
 

  The Faculty Secretary: 

  a. Provides word processing and photocopying services for all faculty members. 

  b. Handles paperwork and timeslips for faculty and bookstore student workers  

  c. Provides Associate Dean of Academic Affairs with administrative assistant 

functions. 

  d. Assists faculty in arranging equipment for classroom use. 

  e. Controls check-out and repair of audio/visual equipment. 

  f. Provides support services in planning meetings and workshops involving faculty. 

 

 2. Basic Purchasing 
 

Purchasing is done through the use of discipline groups.  Each discipline group elects a 

signatory who monitors accounts and authorizes purchases. 

 

All purchases shall be within the following guidelines: 

  a. Items under $2,500 can be purchased at the discretion of the discipline group.  If a 

number of items are needed to make a ñsystemò and the total of the items exceeds 

$2,500, informal competitive quotes or bids are required.  Supply orders totaling 

over $2,500 cannot be ñsplitò to stay under the $2,500 limit.  A purchase 
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requisition for equipment costing more than $1,000 per item is required and 

should be submitted to the Business Office as soon as the equipment is ordered. 

 

  b. Items between $2,501 and $9,999 must be purchased through negotiations, 

telephone or informal written quotations or proposals.  More than one vendor 

should be requested to submit prices to ensure appropriate competition. 

 

  c. Only the Director of Business Affairs or his/her designee can purchase items 

costing $10,000 or more. 

 

  d. The Business Office will process an invoice for payment only after a request for 

payment form is received from the discipline group and signed by the proper 

signatory.  The original invoice and all pertinent documentation must be attached 

to the payment request. 

 

 3. Book Order 
 

  Each faculty member is responsible for the selection of textbooks and instructional 

materials required for each course he/she teaches.  The MSU-B bookstore issues a 

request form each semester to obtain information necessary for ordering.  The 

purchasing and selling of books for instruction is a responsibility of the bookstore. 

 

 4. Buildings and Grounds Work Request 
 

  All employees requesting work to be done by the Physical Plant crews must complete 

a Work Order Request. 

 

  These requests should be submitted to the Director of Business Affairs. 

 

 5. Equipment Inventory Control  
 

  Equipment is inventoried annually.  The Associate Dean for Academic Affairs, or 

delegated individual, is required to check the listing against equipment on hand, certify 

as to the correctness of the listing, and return the original to the Business Office. 

 

  Changes in location, additions, and deletions to inventoried items must be approved by 

the Associate Dean for Academic Affairs. 

 

  Stolen equipment should be reported immediately to the Business Office. 

 

 6. Library Services 
 

  The library is centrally located on the campus on the first and second floors of the east 

wing of Thatcher Hall.  This facility provides students, faculty, staff, and residents of 

the surrounding communities with access to traditional library materials, computer 
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databases and the many informational resources on the Internet.  The library circulates 

over 28,000 individual items and has current subscriptions to 220 periodicals.  Many 

daily and weekly North Dakota newspapers, as well as regional and national titles, are 

available in the main reading area.  The collection also contains more than 1,000 

audiovisual items, mostly instructional in nature. 

 

Access to the libraryôs collection is through ODIN (Online Dakota Information 

Network), a computerized database listing holdings of all North Dakota public college 

and university libraries as well as a wide variety of public, school, and special 

libraries.  The combined collection of these libraries numbers more than 1,500,000 

unique records.  In addition, ODIN accesses similar databases in Minnesota and South 

Dakota and this interface gives patrons access to more than 6,000,000 bibliographic 

records.  Also available through ODIN membership are a wide variety of databases 

that provide indexing and full-text articles to many newspaper and magazine titles.  In 

addition, over 5,000 electronic books have been added to the ODIN libraries. 

 

  Electric Library, a database of more than 3,000,000 full-text newspaper and magazine 

articles, maps, television and radio transcripts, photos and images, and book chapters 

is available to all ODIN libraries.  Encyclopedia Britannica Online can be accessed on 

all computers across campus.  Through the interlibrary loan services, students and 

faculty can request books or photocopied articles from all ODIN libraries as well as 

from libraries located out of state when necessary. 

 

  During the regular academic year, the library is available for student use 75 hours a 

week.  There are a variety of study areas and a number of computer workstations in the 

library for student research activities.  Librarians and student workers are available to 

assist students in their research efforts.   A library committee of faculty and students 

from various areas of study develops and approves library policies. 

 

  A special library is contained within the same facility.  M. Truman Fossum, a 

nationally recognized figure in the fields of horticulture and agriculture economics, 

established with family, the Fossum Foundation Library.  The first gift of the 

foundation was the personal library of Fossum, who since graduation from college in 

1933 until his death in 1991, worked extensively as a professional researcher.  He 

accumulated a collection of memorabilia that is housed in the library.  The Foundation 

Library was dedicated on   April 3, 1960. 

 

 7. Mailroom Services 
 

  a. Incoming Mail 

   U.S. mail is distributed to campus mailboxes in the Business Office daily between 

10:30 a.m. and 12:00 noon.  Articles received by AirBorne Express, Federal 

Express, and United Parcel Service are also routed through the Business Office 

for distribution. 

  b. Outgoing Mail 
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   Items to be mailed should be brought to the mailroom by 3:30 p.m. daily.  Each 

item must be marked with a fund number for postage charges. 

 

 8. Publicity and Public Information  
 

  All publication information regarding students, instructional programs, and public 

service announcements should be channeled through the Associate Dean of Student 

Affairs.  

 

  Campus Deanôs office will serve as the clearing house for media releases.  

 

 9. Telephone Communications 

 

  Placing Calls 
  Local off-campus calls may be placed after first dialing ñ9".  If a long distance 

personal call must be made from a campus telephone, it should be charged to the 

employeeôs residence telephone, personal credit card, or collect. 

 

  The CATS network is available for official state use only, with the expense charged 

back to each department.    Each faculty member is assigned a security code for the 

CATS network.  

 

  Conference calls can be set up through ITD, #701-328-4507. 

 

  Credit cards for MSU-B-related long-distance calls are available from the Business 

Office.  Requests for credit cards must be submitted in writing. 

 

  Any problems with the telephone system should be reported the IT Coordinator.      

 

 11. Parking 
 

The College has several parking lots available for faculty, staff, and students.  MSU-B 

requires display of a MSU-B parking permit on all vehicles.  These permits are free to 

faculty and issued in the Business Office. 
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CHAPTER 5:   MISCELLANEOUS POLICIES AFFECTING FACULTY  

 

A. Drug-Free Workplace Policy   
 

1. In accordance with the Drug Free Workplace Act and SBHE Policy 615, the unlawful 

manufacture, distribution, dispensation, possession or use of a controlled substance in 

the workplace is prohibited.  Every employee is required to abide by applicable law 

and SBHE Policy 615 as a condition of employment. 

 

 2. An employee who is convicted of violation of any federal or state criminal drug law 

for conduct in the workplace must notify the employeeôs supervisor of the conviction 

within five days of the conviction.  A conviction means a finding of guilt (including a 

plea of guilty or nolo contendere or its equivalent) or the imposition of a sentence.  

The supervisor must within 24 hours of receiving notice of a conviction notify the 

institutionôs or systemôs human resource officer. 

 

 3. Each new employee, at the time of hiring, shall receive a copy of SBHE Policy 615 

and this procedure and acknowledge in writing that the employee has received and 

reviewed the policy and procedure.  Institutions and the university system office shall 

document on an annual basis that each benefited employee has received a copy of 

SBHE Policy 615 and this procedure.  This may be done as part of an annual 

evaluation, in-service training, electronically, or other appropriate procedure. 

 

 4. Any employee who violates SBHE Policy 615 or this procedure is subject to discipline 

up to and including termination. 

 

B. Oath for Teachers 
 

Every member of the academic staff at university system institutions, before entering upon 

the discharge of his/her duties, shall execute the oath or affirmation required by N.D.C.C. 

section 15-10-13.2.  The oath shall be executed in duplicate and one copy shall be filed at 

the institution and one copy given to the academic staff member.     

 

C. Code of Conduct 

 

This Code of Conduct is adopted in accordance with SBHE Policy 308.1 and applies to all 

Dakota College at Bottineau (DCB) employees. The State Board of Higher Education 

(SBHE) and entire North Dakota University System (NDUS) are committed to upholding 

the highest ethical and professional standards. All DCB employees must, at all times, 

comply with all applicable laws and regulations. Activities that achieve results unlawfully 

or by unethical behavior - including, but not limited to, payments for illegal acts, indirect 

contributions, rebates, and bribery - are not tolerated and must be reported.  All conduct 

must meet or exceed minimum standards established by law. Employees who have 

information concerning a possible violation of this Code or are uncertain about application 

or interpretation of any legal requirement should report the matter to their supervisor or, if 
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the matter involves a supervisor, to the Campus Dean, Director of Financial Affairs or 

NDUS legal counsel. Employees to whom such reports are made should consult legal 

counsel as necessary or appropriate. 

 

General Employee Conduct 

DCB supports an environment that is free of discrimination or harassment.  

1. All employees are expected to conduct themselves in a businesslike manner. 

Unlawful consumption of alcoholic beverages or use of illegal drugs, being at work 

while under the influence of alcohol or drugs, disruptive behavior, unlawful 

gambling, unauthorized use of public property or resources and other unauthorized 

activities that disrupt the efficient and economical administration of the DCB or the 

NDUS, are prohibited.  

2. Violation of applicable laws or policies governing possession and use of alcoholic 

beverages or drugs, including the Drug Free Workplace Act, SBHE Policy 615* or 

applicable campus policy, is cause for dismissal or other discipline.   

3. Likewise, sexual or other harassment (including actions contributing to a hostile 

work environment) in violation of federal or state law, SBHE Policy 603.1* or 

applicable DCB policy, is cause for dismissal or other discipline.  

 

Conflicts of Interest 

All employees are expected to perform their duties conscientiously, honestly, and in 

accordance with the best interests of DCB and the NDUS.  

1. Employees must comply with applicable federal and state laws, including policies 

in Section 611 of the SBHE Policy Manual.  

2. Employees may not unlawfully use their position or the knowledge gained as a 

result of their position for private or personal advantage.  

3. All employees are responsible for their own actions. Any individual who has 

concerns or questions regarding a perceived or potential conflict or regarding 

application or interpretation of federal or state law or SBHE policy is encouraged to 

communicate with their supervisor or NDUS legal counsel.  

 

Outside Activities and Employment 
All employees share responsibility for good public relations, especially at the community 

level.  Their readiness to help with charitable, educational, and civic activities brings credit 

to DCB and the NDUS and is encouraged.   

1. However, all employees must comply with applicable federal and state laws, 

policies in Section 611 of the SBHE Manual and related DCB polices.  

2. At all times, employees must avoid outside activities that create an excessive 

demand upon their time and attention, thus depriving the campus of their best 

efforts in fulfilling their job duties or that create a conflict of interest, or an 

obligation, interest, or distraction, that interferes with the independent exercise of 

judgment in the best interest of the campus. 
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Relationships with Clients and Suppliers; Conflicts of Interest 
1. All employees must comply with applicable federal and state laws and SBHE 

Policy 611.4 and are responsible for being familiar with applicable laws and 

policies governing conflicts of interest.  

2. Employees should avoid investing in or acquiring a financial interest for their own 

accounts in any business organization that has a contractual relationship with DCB 

or any NDUS institution, or that provides goods or services to the NDUS, if such 

investment or interest could influence or create the impression of influencing their 

decisions in the performance of their duties.  

 

Gifts, Entertainment and Favors; Kickbacks and Secret Commissions 
Employees may accept only de minimus contributions, such as purchase of a meal at 

reasonable value as part of a conference or other event with no conditions attached to such 

purchase (as permitted under applicable federal and state laws). 

1. Employees may not accept entertainment, gifts, or personal favors that could 

influence, or appear to influence, decisions in favor of any person or organization 

with whom or with which campus or NDUS has, or is likely to have, business 

dealings.  

2. Employees may not accept any other preferential treatment under circumstances 

that because of their position with DCB, the preferential treatment may influence or 

be perceived as influencing their official conduct.  

3. Employees may not receive payment or compensation of any kind from any source 

for DCB duties and responsibilities, except as authorized under NDUS pay policies. 

Specifically, the acceptance of ñkickbacksò or commissions in any form from 

vendors, suppliers or others is prohibited and any violation of this prohibition shall 

be cause for dismissal and result in referral for prosecution under the law.  

 

DCB Funds and Other Assets 

1. Employees who have access to campus funds and other assets in any form must 

follow the prescribed procedures for recording, handling, and protecting money and 

other assets as detailed in applicable procedure manuals or other explanatory 

materials.  

2. Any person who has information concerning possible fraud or dishonesty shall 

immediately report such information to their supervisor, Campus Dean, Director of 

Financial Affairs or to NDUS legal counsel. 

3. Employees who are responsible for spending or approving expenditure of DCB 

funds or incurring any reimbursable expenses must comply with all applicable laws 

and policies and use good judgment on behalf of DCB to ensure that good value is 

received for every expenditure.  

4. DCB funds and all other assets are for DCB purposes only and not for personal use 

or benefit. DCB or other public equipment, supplies and other property or assets 

may not be used for private or personal use, except as authorized under SBHE 

Policy 611.5 or other applicable law or policy. 
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DCB Records and Communications 

Accurate and reliable records of many kinds are necessary to meet DCB legal and financial 

obligations and to manage the campus affairs.  

1. DCB books and records must reflect in an accurate and timely manner all business 

transactions.   

2. The employees responsible for accounting and recordkeeping must fully disclose 

and record all assets and liabilities and exercise diligence in enforcing these 

requirements. 

3. Employees must not make or engage in any false record or communication of any 

kind, whether internal or external, including, but not limited to, false expense, 

attendance, enrollment, financial, or similar reports and statements, or false 

advertising, deceptive marketing practices, or other misleading representations. 

 

Dealing with Outside People and Organizations 

Employees must take care to separate their personal roles from their DCB positions when 

communicating on matters not involving DCB and NDUS business.  

1. Employees may not use DCB identification, stationery, supplies, and equipment for 

personal or political matters.  

2. When communicating publicly on matters that involve campus business, employees 

may not represent that they speak for DCB, unless that is one of their duties or they 

are otherwise authorized to do so.  

3. When dealing with anyone outside the campus, including public officials, officers 

and employees must take care not to compromise the integrity or damage the 

reputation of DCB and the NDUS.  

 

Prompt communications 
In all matters involving communication with DCB students, customers, suppliers, 

government authorities, the public and others, officers and employees must endeavor to 

make complete, accurate, and timely communications and respond promptly and 

courteously to all proper requests for information and complaints. 

 

Privacy, Confidentiality and Open Records 
Employees must at all times comply with applicable laws, regulations and SBHE policies 

concerning privacy, confidential records, access to open records and records retention.  

 

Reporting Suspected Violations; Procedures for Investigating Reports 
1. Employees shall report suspected violations of this Code to their supervisor, 

Campus Dean, Director of Financial Affairs or NDUS legal counsel.  

2. In addition, DCB will maintain a fraud hotline and suspected violations may be 

reported by use of that hotline.  

3. Any employee who makes a report in good faith shall be protected against 

retaliation of any kind; any employee who retaliates or attempts retaliation in 

response to a good faith report shall be subject to dismissal or other discipline.  

4. Failure to report known or suspected violations is in itself a violation and may lead 

to dismissal or other disciplinary action.  
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5. Alleged violations of this Code shall be investigated by the Director of Financial 

Affairs and/or NDUS legal counsel, or other person designated by the Campus 

Dean. 

6. All employees shall cooperate in investigations of alleged violations.  

7. A violation of this Code is cause for dismissal or other appropriate disciplinary 

action, in addition to any criminal or other civil sanctions that apply.  

 

Employee Review and Certification 

1. Review of this Code of Conduct shall be part of each new employeeôs orientation or 

training.  Employees shall sign a statement certifying that they have read and agree 

to comply with the Code. 

2. Benefitted employees shall annually certify in writing that they have read and are in 

compliance with the Code. 

 

D. Contract Review 

 

Only the Campus Dean, the Director of Business Affairs, or their designees may sign 

contracts, contract amendments, Memorandums of Understanding, or any other documents 

that commit or obligate the institution.  In most instances, these documents will be sent to 

the Boardôs legal counsel for review. 

 

E. Computer Shutdown  
 

The following is required of employees leaving campus at the end of the work day: 

 1. Turn off computers using the ñShut Downò icon that will appear after clicking ñStartò 

on the task bar.  Simply logging off the Internet, e-mail account(s), or an application 

program will not prevent hackers from accessing the campus computer network. 

 2. Employees responsible for a group or bank of computers in an area, e.g. learning 

center, library, water technology building, Molberg Center, or bookstore make sure 

they are shut down at the end of the day as well. 

 

F. Institutional Accessibility 

 

Faculty members and students with disabilities should be aware that federal regulations 

require that no student may be excluded from any course of study solely on the basis of 

disability, and adaptations will be made to ensure equal access. 

 

G. Conflict of Interest and Nepotism 
 

 Conflict of Interest  
 

1. An officer of the North Dakota State Board of Higher Education authorized to sell or 

lease any property or make any contract in the officerôs official capacity is subject to 

the provisions of N.D.C.C. Section 12.1-13-03 and may not be interested in any such 

sale, lease, or contract. 
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 2. Pursuant to N.D.C.C. Section 48-02-12, employees of the Board may not have any 

interest in a public construction or repair contract. 

 

 3. An employee of the Board may not have an interest in any contract involving the 

expenditure of public or institutional funds entered into by the institution that the 

employee serves or by the Board unless: 

  a. N.D.C.C. Sections 12.1-13-03 and 48-02-12 do not apply; and 

  b. the contract is approved by the institutionôs chief financial officer or, if the 

employee in question is the chief financial officer or president of an institution or 

an officer of the Board, by the Board, following full disclosure of the employeeôs 

interest. 

  

 4. All employees involved in projects receiving federal funds shall consult applicable 

federal laws and regulations and comply with conflict of interest rules which may 

govern federal grants or other sponsored agreements. 

 

 5. An officer or other employee who violates this policy is subject to dismissal or other 

disciplinary action. 

 

 Nepotism  
 

 1. University system officers and employees shall comply with NDCC 44-04-09, relating 

to nepotism.  Accordingly, an officer or employee may not, except as permitted by 

law, serve in a supervisory capacity over, or enter into a personal services contract 

with, a member of the officerôs or employeeôs immediate family. 

 

 2. When two or more members of the same immediate family are employed in the same 

department or institution, the head of the department or institution shall reassign 

 responsibility for performance evaluations, salary recommendations, disciplinary 

actions, and other supervisory authority as necessary in order to comply with NDCC 

44-04-09. 

 

 3. ñImmediate familyò means a parent (by birth or adoption), spouse, son or daughter (by 

birth or adoption), stepchild, brother or sister by whole or half blood or adoption, 

brother-in-law or sister-in-law, or son-in-law or daughter-in-law. 

 

 4. The Chancellor may adopt procedures to ensure compliance with this policy. 

 

H. Political Activities    
 

The SBHE recognizes the importance of, and encourages, participation by individuals in 

the political, social, and economic affairs of the community, state, and nation.  While the 

Board respects the deep concern of individual faculty members and students about current 

events and issues, and the committed desire to participate actively in elections, the Board 
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must emphasize the distinction between involvement of an individual and involvement of 

the institution.  The Board affirms its traditional concern for the well-being of the society; 

at the same time, the institution must remain outside the political arena.  Adjustment of the 

academic calendar in order to free students, faculty, or other employees to engage in 

political activity is not consistent with the foregoing affirmation. 

 

This policy does not bar anyone from active independent participation in political 

campaigns in behalf of candidates of his or her choice or in the advancement of his or her 

political beliefs or policy concerns outside the institution.  In fact, active participation by 

all Americans in the political process which is fundamental to the democratic way of life is 

encouraged. 

 

The Board does not believe it legitimate or wise for a college or university to make 

political commitments.  Further, institutional participation in political activity, however 

worthy that activity might be in itself, would raise many legal questions. 

 

The fundamental issue is the corporate involvement of an institution and any action that 

might involve institutional political unanimity which would not represent the views of all 

members of the academic community. 

 

There is danger that an institution could evolve toward a kind of political orthodoxy, which 

in certain circumstances might even inhibit and discourage the expression of other 

opinions. 

 

Any disruption of the normal processes of education at any institution endangers the very 

heart of our institutions; namely, freedom to inquiry, freedom of thought, and freedom of 

expression.  Every effort must be made to make it as easy to present opposing viewpoints 

as it is for someone to express his or her views initially.  An institution is not a place where 

anyone expressing a point of view, however much he or she is in minority, can be either 

silenced or threatened with language or physical actions.  The common standards of 

courtesy that should characterize the academic community must be respected. 

 

While class attendance may be no longer required in some institutions, every student has a 

right to expect every class for which he or she is registered to be held according to the 

university or college class schedule.  In event of any class disruption or strike, students who 

choose to attend class must be able to do so without fear of intimidation or injury.  Classes 

will be held in accordance with the academic calendar and all members of the faculty are 

obliged to meet assigned teaching responsibilities. 

 

A university or college must always be a place of learning, a place for discussion, a place to 

hear differing opinions, a place for dissent, but such dissent must be made in a rational, 

lawful and peaceful manner.  It must be made with due respect of the rights of others.  

While the Board protects the rights of all those who choose to dissent in peaceful and 

lawful ways, it must defend, with all the power at its command, the rights of others when 
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any actions by dissenters are clearly disruptive of the work and program of the university or 

college. 

 

I . Denim for Scholars  

 

 1. Denim for Scholars is a volunteer program for faculty and staff who wish to raise 

money for scholarships by paying for the privilege of wearing denim on Fridays. 

 

 2. Denim for Scholarships badges are purchases in the Business Office at $1.00 each.  

Several may be purchases at one time for use during the year. 

 

 3. The scholarships will be awarded to dependents of MSU-Bottineau employees who 

will be starting their first year of college at MSU-Bottineau. 

 

 4. Because the amount collected will vary from year to year, the scholarship dollars will 

be divided equally among the students who have indicated they are planning to attend 

our college with the maximum scholarship set at $200 per student.  Any remaining 

funds will be carried over into the next year. 

 

J. Storm Days  
 

The Campus Dean (or designee) monitors the local weather and road conditions and 

determines whether the campus will be closed or classes/activities canceled.   The Campus 

Dean or designee will notify the media of closure. 

 

Students and employees should listen to Sunny 101.9/KBTO radio or KXMC-TV and/or 

KMOT for storm-related information.  (Decisions generally will be made by 7 A.M.) 

 

If campus is closed, only ñkey employeesò will be required.   The Campus Dean and 

Director of Business Affairs will designate key personnel. 

 

If decision to close the campus occurs on the day prior to closure, the Campus Dean will 

notify Deanôs Council who will in turn notify supervisors.  Supervisors will let employees 

know of the closure.  Faculty signatories will be called by the Associate Dean for 

Academic Affairs; the signatories will in turn call the faculty in the department. 

 

K. Use of Equipment and Services 

 

 1. Use of College-Owned Equipment 
  No tools or equipment will be loaned to individuals or agencies nor given to 

employees for personal use without the approval of the Campus Dean or Director of 

Business Affairs.  Equipment and tools owned by MSU-B cannot be used for personal 

gain or profit. 
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  Requests to use College equipment (including state-owned vehicles) must utilize the 

appropriate equipment loan forms.  

 

 2. Computer Usage 

 

Computers are on a three-year replacement cycle for full-time staff.  Part-time staff 

computer usage is determined by the job description and supervisor discretion.  

Supported software is the current operating system and Office suite.  Laptops are 

available for checkout from the Library for staff training and staff travel.  Work 

requests for hardware or software are submitted to Computer Services. 

 

  Computer labs are available for instruction use only.  Special arrangements may be 

made with an instructor if the room is not scheduled for another class.  Student logins 

are not required except in the classrooms by specific instructors. 

 

  Public student use computers are available in the Library, Nelson Science Center and 

Student Center.   Computer logins, email accounts and passwords are issued from 

Information Technology Services.   

 

All employees, students and other users of NDUS computing and networking 

resources shall comply with applicable laws, policies and procedures, 1901.2. See 

www.msub.edu for all computer use policies.  The Chancellor of Higher education 

along with the State of North Dakota has adopted 1901.2 procedures establishing rules 

governing access to and use of computing and networking resources. 

 

 3. Campus Services 
As a general rule, campus services may be used only by (a) MSU-B employees for 

purposes related to their official responsibilities, or (b) off-campus organizations for 

non-profit, non-political purposes, provided that the specific use of the campus service 

is sponsored by a college department or college-related organization as a part of its 

official function. 

 

  This policy is specifically applicable to photocopying, mailroom processes, telephone 

communications, and computer hardware/software usage. 

 

L. Student Organization Funds 
 

The Business Office has the responsibility of accounting for the monies of student 

organizations.  All monies generated by these groups must be receipted by the Business 

Office which will act as comptroller of those funds.  A separate fund is established for each 

individual club.  A financial report is available monthly and upon demand. 

 

All ñRequest for Paymentò forms must be signed by both the advisor and club president. 

 

 

http://www.msub.edu/
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M. Incident Reports 

 

Prompt reporting of incidents involving injury or property damage adds tremendous 

value to our Risk Management process by helping to identify risks, limiting liability, and 

offering timely handling of claims.  All accidents involving staff, faculty, students, or 

visitors that occur on our campus must be reported within 24 to 48 hours to the State Risk 

Management Division.  To report an accident, complete a Risk Management Fund 

Incident Report form (SFN 50508).  The form is available from the Business Office or on 

the web at www.state.nd.us/risk/forms.  Forward the completed incident report to the 

Director of Financial Affairs.  The director will file the report with the Risk Management 

Division.  If you are aware of an accident but are unable to complete the form, contact the 

Director of Financial Affairs for assistance. 

 

N. Near Miss Reports 

 

Near misses are incidents that do not result in employee injury or property damage but 

had the potential for either.  Reporting of near misses will aid in correcting a potentially 

hazardous situation before an injury occurs.  Report all near miss incidents by completing 

a Near Miss Report.  This report is available from the Business Office or online at 

www.msub.nodak.edu/acabusforms.html.  After completing this form, it must be 

forwarded to the Director of Financial Affairs who will investigate the near miss incident 

and take corrective action to help prevent recurrence. 

 

O. Campus Risk Management Handbook 

 

The following policies and procedures are outlined in the Campus Risk Management 

Handbook: 

   

 1. Communication  

 2. Referral numbers 

 3. Fire evacuation procedures 

 4. Hazardous materials procedures 

 5. Missing persons procedures 

 6. Severe weather procedures 

 7. Harassment policy and procedures 

 8. Student death procedures 

 9. Threatening calls/bomb threats procedures 

 10. Workplace violence policy and procedures 

 11. Anthrax, bioterrorism, suspicious mail procedures 

 12. Hostile work environment policy 

 13. Computer acceptable use policy 

 14. Computer and Network usage 

 15. Armed assailant emergency response procedures 

 16. Incident report procedures 

 17. Key control policy and procedures 

http://www.state.nd.us/risk/forms
http://www.msub.nodak.edu/acabusforms.html
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 18. Employee separation checklist 

 19. Theft and fraud reporting 

 

P. Student Conduct 
Each student has a responsibility to observe and to help maintain a code of personal 

behavior and social relationships which will contribute to the educational responsibility of 

the College.  The conduct of a student at the College is expected to reflect a responsible 

attitude toward campus regulations as well as the laws of the community, the state and the 

nation.  These standards apply to all students as long as they are a part of the academic 

community and may be higher than the behavioral expectations of society at large. 

 

Cases of misconduct will be investigated by the Office of Student Services.  When 

necessary, appropriate actions will be taken to sanction students who violate the schoolôs 

conduct code. 

 

Q. Scheduling Instructional and Other Campus Facilities 

 

The term schedule defines the routine use of campus space for instructional purposes.  

Changes to this schedule by instructional staff must be cleared by the Associate Dean of 

Student Affairs. 

 

Campus personnel who want to reserve campus classrooms, meeting rooms, gymnasium, or 

any other facility must do so through the Student Services Office. 

 

R. Official School Colors 

 

The official MSU-Bottineau school colors are forest green and white.  All athletic 

uniforms, publications, and other material that describes and promotes Jackôs athletics will 

use these colors.  Uniform colors may include black as trim or piping at the discretion of 

the athletic director.  However, black is not an official school color.  Officially designating 

school colors helps emphasize that athletics is a cohesive program representing MSU-

Bottineau.  (Note: Forest green is designated as PMS Green 3308 on most color charts.)   

 

S. Official Athletic Team Logo 

 

The logo for MSU-Bottineau athletic teams is depicted below.  It will be used exclusively 

to characterize MSU-Bottineau athletics of uniforms, publications, and other 

representations and materials that describe and promote Ladyjack and Lumberjack varsity 

sports.  Ladyjacks is the team name for womenôs athletics.  Lumberjacks is the team name 

for menôs athletics.  However, the new logo is the representation used for both.  This does 

not preclude using Lumberjacks or Ladyjacks on team uniforms, in game programs, or on  
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promotional items such as clothing, mugs, etc.  (Note: Ladyjacks is one word, i.e., 

Ladyjacks, not Lady jacks). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

T. Smoking 

 

Smoking is not permitted within 20 feet of building entrances.  Smoking is also prohibited 

within 20 feet of open windows or air intakes.  The Student Services Office will be 

responsible for determining policy at resident hall entrances.  

 

U. Key Control Policy and Procedures 

 

Policy: 

 

MSU-Bottineau will maintain a system for the management of keys for the protection of 

students, staff, faculty, facilities and property.  It is the intent of campus administrators to 

responsibly balance security and protection with building access and personal 

convenience.  This policy establishes a framework by which keys will be issued, 

monitored, and maintained. 

 

Definitions: 

 

 Key ï Any device (i.e., card, key pad, metal key, etc.) which is used to gain 

access to a room, building or restricted area. 

 Key holder ï Faculty, staff, and students who are issued keys to college buildings 

and facilities. 

 Master key ï A key which allows access to all buildings and all rooms located 

within each building. 

 General Provisions: 

  

 All keys are issued by, and remain property of MSU-Bottineau. 



82 

 

 The key holders responsible for using reasonable safeguard to prevent theft, loss 

or unauthorized use of keys, and for physically securing access points upon 

entering or leaving a room or facility after operational hours.  Unauthorized use 

includes allowing others to use the keys to gain access to campus facilities.  

Failure to exercise reasonable safeguards may result in the loss of key privileges. 

 Keys will only be issued to employees of MSU-Bottineau and for those areas that 

are necessary for performance of assigned duties.  Students and non-employees 

will not be issued keys to buildings or rooms.  If it is necessary that a student or 

non-employee have keys, an employee will act as the key holder (with all the 

responsibilities thereof). 

 The Director of Business Affairs is responsible for safeguarding and controlling 

access to key blanks, core keys, key boxes and master keys. 

 The Physical Plant Supervisor (or his/her designee) is the only one authorized to 

duplicate keys.  Any attempt to duplicate keys by another person is a violation of 

this policy. 

 The Campus dean and Division Directos have the authority to confiscate keys in 

possession of a person not authorized to have them. 

 The Physical Plant Supervisor is the only one authorized to change, add, or alter 

any locking device.  This includes the installation of hasps or padlocks.  All locks 

will be supplied and installed by the Maintenance Supervisor. 

 The Physical Plant Office is responsible for maintaining the key management 

system which includes the key numbering system, key management database and 

assignment of rooms for the sub-master designation. 

 An annual inventory of keys maintained by each key holder can be conducted by 

the Director of Business Affairs to review the accuracy of systems records and to 

determine if changes in procedures are required. 

  

 Requesting Keys: 

 

 A key request is initiated by completing a Key Request Form available in the 

Business Office or at the MSU-Bottineau website (under faculty/Staff, 

downloadable forms, Business Affairs). 

 The key request form will be approved by the appropriate Division Director and 

the Director of Business Affairs before keys are issued.  Upon receipt of an 

approved key request, the Physical Plant Supervisor will prepare the keys(s) and 

delivery them to the Business Office for distribution to the key holder. 

 The key holder must personally pick-up and sign a receipt for the keys. 

 The Physical Plant Office will maintain a file of all complete key request forms. 

 Issuance of  a master key required the approval of the Campus Dean and the 

Director of Business Affairs. 

 Records of all keys issued will be maintained by the Physical Plant Office. 

 

  

 



83 

 

 Returning Keys: 

 

 When keys are no longer required for performance of job duties (i.e., 

reassignment, promotion, change in location, etc.), the key holder shall surrender 

the keys to the Director of Business Affairs or the Physical Plant Supervisor. The 

key holder will receive a key receipt as evidence of surrender.  Under no 

circumstances are the keys to be transferred to any other individual or kept by the 

division. 

 The key holder must surrender their keys to the supervisor prior to separation of 

employment.  The supervisor will request an inventory report, from the Plant 

Supervisor, of the keys held by the key holder (see separation checklist).  The 

supervisor will cross check the keys received from the key holder to the report.  

Discrepancies are reported to the Director of Business Affairs for evaluation and 

resolution. 

 A key-return receipt will be issued when keys are returned. 

 

 Lost/Stolen/Non-Returned Keys 

 

 The key holder can be assessed $10.00 per key which are lost, stolen or not 

returned. 

 If a key is lost or stolen, it is the responsibility of the key holder to immediately 

notify the Director of Business Affairs.  Failure to do so may result in loss of key 

privileges. 

 If an individual has two or more separate incidents of key violations, the Campus 

Dean may revoke his/her privileges. 

 If the Campus dean determines that a security breech exists due to negligence by 

the key holder, the key holder can be assessed the actual costs incurred to re-key 

the building (or the affected portion). 

 

V. Employee Separation and Exit Survey 

 

The college requires that Faculty and Staff who separate from employment complete the 

actions listed on a checklist before their last workday.  The checklist is to be obtained 

from and returned to the Business Office.  The college also asks that faculty and staff 

complete an Exit Survey when they voluntarily terminate employment. 

 

W. Scheduling Instructional and Other Campus Facilities  

 

The course term schedule defines the routine use of campus space for instructional 

purposes.  Changes to this schedule by instructional staff must be cleared by the 

Associate Dean of Academic Affairs. 

 

Campus personnel who want to reserve campus classrooms, meeting rooms, gymnasium, 

or any other facility must do so through the Student Services Office. 
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X. Scheduling the Centennial Alumni Center 

 

The nature and volume of use of the CAC require special scheduling considerations.  

Those who use the facility are asked to observe the following policies: 

 

1. Schedule your event and request your event requirements at least 72 hours in 

advance. 

2. Schedule the room, time, and date with the Student Service Office Administrative 

Assistant. 

3. Schedule any rearrangement of the room with the Physical Plant Director.  Please 

keep these to a minimum and only make requests when absolutely necessary. 

4. Schedule food service with the Food Service Director. 

5. Schedule needs for electronic equipment with the Director of Computer Services. 

 

Those who use the facility are required to take responsibility for minimum care of the 

room, e.g., reporting spills, reporting malfunctions, asking folks to place their food 

waste/containers in the garbage can. 

 

Y. Selection of Student for Graduation Remarks 

 

The student selected to speak at the commencement ceremony will best represent the 

Dakota College at Bottineau Graduate Profile listed below. 

 

In addition, the committee has approved the following selection criteria: 

 

1. The student nominated must be in good academic standing, have a cumulative GPA 

of 3.00, and participate in the graduation ceremony. 

2. The student nominated must be in good social standing both on and off campus. 

3. The student nominated must be active in campus and community life. 

4. The Student, Faculty, Staff Senates will each nominate two students for the 

recognition.  The presidents of the respective groups will determine the method of 

selection for their group. 

5. The student nominated must have been enrolled at Dakota College at Bottineau for 

four semesters, either full-time or part-time (9 Credits), immediately prior to and 

including the semester in which he or she is nominated.  For example, for a student 

nominated to provide remarks at Commencement 2010, the start date for satisfying 

the enrollment criteria is Fall, 2008. 

6. The student chosen to provide commencement remarks will be selected by a Faculty 

Senate vote conducted at a scheduled meeting.  The faculty will select a first choice 

and 1
st
 and 2

nd
 alternates from the ballot of nominees. 
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Dakota College at Bottineau Graduate Profile 

Graduates of Dakota College are self-confident and possess skills that promote life-long 

learning.  When Dakota College graduates leave the nurturing environment the campus 

provides, they can successfully continue their education or effectively enter the workforce. 

By utilizing the knowledge gained and the interpersonal and communication skills learned 

on campus graduates will become contributing members of society.  Dakota College at 

Bottineau develops responsible graduates who can manage life activities in a manner that 

allows them to become high achievers who can protect and use our natural and human 

resources wisely. 
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APPENDIX 
 
 
 

MSU-Bottineau Copyright Policy 

 

An explanation of why the law requires people to obtain permission and pay fees for photocopying: 

Copyright exists to foster and induce the creation of all forms of intellectual property, including books.  The 

copyright law does so by providing fair returns to creators and copyright owners.  To the extent that any 

organization unlawfully makes and sells (portions of) copyrighted works without permission, authors and publishers 

are deprived of revenues in the very market for which they have written and published.  This could severely reduce 

the incentive to write and publish books and, in the long run, harm education because investments of time and 

money in new books will not be made if others copy such books without compensation to the copyright owners. 

 

For classroom, research and library reserve use 

 

I.  The Copyright Act and Photocopying 

 

Faculty and staff of MSU-Bottineau may, on occasion, use photocopied materials to supplement research and 

teaching.   In many cases, this practice can facilitate the development and transmission of information.  However, 

the photocopying of copyrighted materials is a right granted under the copyright lawôs doctrine of ñfair useò which 

must not be abused.   

 

The Copyright Act (U.S. Constitution, Art. I, Sec. 8. The Copyright statute, 17 U.S.C. 101 et seq.) defines the rights 

of a copyright holder and how they may be enforced against the infringer.  Included within the Copyright Act is the 

ñfair useò doctrine that allows, under certain conditions, the copying of copyrighted materials.  While the Act lists 

general factors under the heading of ñfair use,ò it provides little in the way of specific directions for what constitutes 

fair use.  The law states: 

 

17 U.S.C. 107 Limitations on exclusive rights: Fair use 

 

Notwithstanding the provisions of section 106, the fair use of a copyrighted work, including such use by 

reproduction in copies or phonorecords by any other means specified by that section, for purposes such as criticism, 

comment, news reporting, teaching (including multiple copies for classroom use,) scholarship, or research, is not an 

infringement of copyright.  In determining whether the use made of a work in any particular case is a fair use the 

factors to be considered shall include: 

 

(1) the purpose and character of the use, including whether such use is of a commercial nature or is for non-profit 

educational purposes; 

(2) The nature of the copyrighted work; 

(3) The amount and substantiality of the portion of the work used in relation to the copyrighted work as a whole; 

and 

(4) The effect of the use in question upon the potential market for or value of the copyrighted work. 

 

The purpose of this document is to make faculty, staff and students of this institution aware of when the 

photocopying of copyrighted materials is, in our opinion, permitted under the fair use doctrine.  Some common 

examples have been included to illustrate what we believe to be the reach and limits of fair use. 

 

Copyright law applies to all forms of photocopying:  commercial-copying centers, institutional or departmental 

copying facilities, or self-service machines.   Faculty and staff members must determine for themselves which works 

will be photocopied.  MSU-Bottineau does not condone a policy of photocopying instead of purchasing copyrighted 
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works where such photocopying would constitute an infringement under the Copyright law, but does encourage 

faculty and staff members to exercise good judgment in serving the best interests of students in an efficient manner.  

This institution and its faculty and staff will make a conscientious effort to comply with these guidelines. 

 

Instructions for securing permission to photocopy copyrighted works when such copying is beyond the limits of fair 

use appear on page 5 of this document.  It is the policy of MSU-Bottineau that the user (faculty, or staff member) 

secure such permission whenever it is legally necessary. 

 

When in doubt, request permission! 

 

Guidelines for making multiple copies without permission contain the following prohibitions : 

 

A. Unauthorized copying may not be used to create, replace or substitute for anthologies, compilations or 

collective works, whether or not such unauthorized copies are collected and bound together or are provided 

separately. 

B. Unauthorized copies may not be made of ñconsumableò works, including workbooks, exercises, standardized 
tests, test booklets, answer sheets and the like. 

C. Unauthorized copying may not substitute for the purchase of books, publisherôs reprints or periodicals. 

D. Unauthorized copying may not be directed by higher authority, such as a dean or head of a department. 

E. The same teacher cannot copy the same item without permission from term to term. 

F. No charge shall be made to the student beyond the actual cost of the photocopying. 

 

 

Guidelines that indicate multiple copying is allowed in the following situations: 

 

A. When an individual teacher is ñinspiredò to use a work, and the inspiration and decision to use it and the 

moment of its use for maximum teaching effectiveness are so close in time that it would be unreasonable to 

expect a timely reply to a request for permission.  

and 

B. If the following limitations with regard to the amount of copying of a work are applied: 

 If a complete article, story or essay is copied, and the work copied is less than approximately 2,500 words.  

(There are particular rules for certain ñspecial works which consist of less than 2,500 words.  For a full text 

of the guidelines, see Appendix A of this policy) 

 If a prose work is excerpted and copied, and the excerpt copied is no longer than approximately 1,000 

words or 10% of the work, whichever is shorter. 

 If a chart, graph, diagram, drawing, cartoon or picture is copied, and not more than one such illustration is 

copied per book or per periodical issue. 

 If a short poem is copied, and the poem is less than 250 words and printed on not more than two pages; or 

if an excerpt from a longer poem is copied, and the excerpt is not longer than 250 words. 

and 

C. The copying is for only one course in the school in which the copies are made. 

and 

D. No more than one short poem, article, story or essay or two excerpts are copied from works by the same author.  

In addition, no more than three works or excerpts may be copied from the same collective work or periodical 

volume during one class term.  (These guideline limitations of Paragraph D do not apply to current news 

periodicals, newspapers, and current news sections of other periodicals.) 

and 

E.  The original copyright notice must appear on all copies of the work. 

 

II. Unrestricted Photocopying 

 

A.. Uncopyrighted Published Works 
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Writings published before January 1, 1978, which have never been copyrighted, may be photocopied without 

restriction.  Copies of works protected by copyright must bear a copyright notice, which consists of the letter ñcò in 

a circle, or the word ñCopyright,ò or the abbreviation ñCopr.ò, plus the year of first publication, plus the name of the 

copyright owner. 17 U.S.C. 401.  As to works published before January 1, 1978, in the case of a book, the notice 

must be placed on the title page or the reverse side of the title page.  In the case of a periodical the notice must be 

placed either on the title page, the first page of text, or in the masthead.  A pre-1978 failure to comply with the 

notice requirements resulted in the work being injected into the public domain, i.e., unprotected.  Copyright notice 

requirements have relaxed since 1987, so that the absence of notice on copies of a work published after January 1, 

1978, does not necessarily mean the work is in the public domain 17 U.S.C.405 (a) and (c).  However, you will not 

be liable for damages for copyright infringement of works published after that date, if, after normal inspection, you 

photocopy a work on which you cannot find a copyright symbol and you have not received actual notice of the fact 

the work is copyrighted. 17U.S.C.405 (b).  However, a copyright owner who found out about your photocopying 

would have the right to prevent further distribution of the copies if, in fact, the work were copyrighted and the 

copies are infringing. 17 U.S.C. 405(b). 

 

B. Published Works with Expired Copyrights 

 

Writings with expired copyrights may be photocopied without restriction.  All copyrights prior to 1906 have 

expired.  17 U.S.C. 304 (b).  Copyrights granted after 1906 may have been renewed; however, the writing will 

probably not contain notice of the renewal.  Therefore, it should be assumed that all writings dated 1906 or later are 

covered by a valid copyright, unless information to the contrary is obtained from the owner or the U.S. Copyright 

Office. 

 

C. Unpublished Works 

 

Unpublished works, such as theses and dissertations, may be protected by copyright.  If such a work was created 

before January 1, 1978, and has not been copyrighted or published without copyright notice, the work is protected 

under the new Act for the life of the author plus fifty years.  17 U.S.C. 303, but in no case earlier than December 31, 

2002.  If such a work is published on or before that date, the copyright will not expire before December 31, 2027.  

Works created after January 1, 1978, and not published enjoy copyright protection for the life of the author plus fifty 

years.  17 U.S.C. 302. 

 

E. U.S. Government Publications 

 

All U.S. government publications with the possible exception of some National Technical Information Service 

Publications less than five years old may be photocopied without restrictions, except to the extent they contain 

copyrighted materials from other sources.  17 U.S.C. 105.   U.S. government publications are documents prepared 

by an official or employee of the government in an official capacity. 17 U.S.C. 101.  Government publications 

include the opinions of courts in legal cases, Congressional Reports on proposed bills, testimony offered at 

Congressional hearings and the works of government employees in their official capacities.  Works prepared by 

outside authors on contract to the government may or may not be protected by copyright, depending on the specifics 

of the contract.  In the absence of copyright notice on such works, it would be reasonable to assume they are 

government works in the public domain.  It should be noted that state government works may be protected by 

copyright. 17 U.S.C. 105.  However, the opinions of state courts are not protected. 

 

III.Library Reserve Uses 

 

A. Reserve Shelves 

 

At the request of a faculty member, a library may place on reserve excerpts from copyrighted works in its collection 

in accordance with guidelines similar to those government formal classroom distribution for face-to-face teaching 

discussed above.  MSU-Bottineau believes that those guidelines apply to the library reserve shelf to the extent it 

functions as an extension of classroom readings or reflects an individual studentôs right to photocopy for his 
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personal scholastic use under the doctrine of fair use.  The library does not provide photocopying of reserve 

materials.  Any such materials must be provided by the instructor. 

 

If the request calls for only one copy to be place on reserve, the library may accept an entire article, or an entire 

chapter from a book, or an entire poem.  Requests for multiple copies on reserve should meet the following 

guidelines: 

 

1. No more than a total of nine articles or excerpts from books may be placed on reserve for a single class.  For 

instance, three chapters and six articles may be placed on reserve. 

2. No more than one article or chapter by one author may be placed on reserve for a single class. 

3. No more than three excepts or articles from a book or periodical volume may be placed on reserve for a single 

class. 

4. Copies may be placed on reserve for only one semester. 

5. Copies may be placed on reserve for only one course, but may be placed on reserve for more than one section of 

a single course. 

6. The materials should contain a notice of copyright 17 U.S.C. 401. 

7. Copies of consumable items such as workbooks, test booklets, etc. may not be placed on reserve.  Answer 

sheets, tests, etc. compiled by the instructor may be placed on reserve. 

 

If materials you wish to place on reserve do not meet these guidelines, or if you are in doubt as to whether a 

particular instance of photocopying is in fair use, you should seek the publisherôs permission.  Most publishers will 

be cooperative and will waive any fee for such a use. 

 

 

B. Electronic Reserves 

 

Material which will be placed in the MSU-Bottineau Reserve system (Eres) without obtaining copyright 
permission: 

 Exams 

 Lecture notes 

 Syllabi 

 Government publications 

 One article from a journal issue 

 One chapter from a book 

When to write for copyright permission for Electronic Reserves: 

 When an article from a journal or a chapter from a book is needed for more than one semester. 

 When multiple articles from one journal issue are needed for electronic reserve. 

 When multiple chapters of a book are needed for electronic reserve. 

 When more than one article or chapter by one author is needed for a single course. 

 When an out-of-print book is needed for electronic reserve. 

 When more than a total of nine articles or excerpts from books is needed for a single course. 

 

We will not place an entire book that is in print in the electronic reserve system. 
 

IV. Permission to photocopy 
 

A. When it is required: 

 Repetitive copying:  The classroom or reserve use of photocopied materials in multiple 
courses or successive years will normally require advance permission from the owner of 
the copyright, U.S.C. 107 (3). 

 Copying for profit:   Faculty should not charge students more than the actual cost of 
photocopying the material, 17 U.S.C. 107 (1). 
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 Consumable works:  The duplication of works that are consumed in the classroom, such as 
standardized tests, exercises, and workbooks, normally requires permission from the 
copyright owner, 17 U.S.C. 107 (4). 

 Creation of anthologies as basic text materials for a course: Creation of a collective work or 
anthology by photocopying a number of copyrighted articles and excerpts to be 
purchased and used together as the basic text for a course will in most instances require 
the permission of the copyright owners.  Such photocopying is more likely to be 
considered as a substitute for purchase of a book and thus less likely to be deemed fair 
use, 17 U.S.C. 107 (4). 

 
B. How to obtain permission: 

 
When a use of photocopied material requires that you request permission, you should 

communicate complete and accurate information to the copyright owner.  The American 
Association of Publishers suggest that the following information be included in a permission 

request letter in order to expedite the process: 
 

 Title, author, and/or editor, and edition of materials to be duplicated. 

 Exact material to be used, giving amount, page numbers, chapters and, if possible, a 
photocopy of the material. 

 Number of copies to be made. 

 Use to be made of duplicated materials. 

 Form of distribution (classroom, newsletter, etc.). 

 Whether or not the materials is to be sold. 

 Type of reprint (ditto, photography, offset, typeset). 
The request should be sent, together with a self-addressed return envelope, to the permissions 

department of the publisher in question.   
 

Sample letter to copyright owner (publisher) requesting permission to copy: 
 

Date 
 

Material Permissions Department 
Journal of Modern Education 

323 Eighth Street 
New York, NY 00223 

 
Dear Sir or Madam: 

 
I would like permission to copy the following for continued use in my classes in future semesters: 

 
Journal Title: Journal of Modern Education 

 
Copyright: Modern Education Society 

 
Material to be duplicated:  Smith, John. ñHow to teach.ò Journal of Modern Education.  V.3, N.4, 

1995, p. 232-245. (photocopy enclosed) 
 

Number of copies: 5 
 

Distribution: The material will be placed on reserve at MSU-Bottineau Library for the students in 
my class. 
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Type of reprint: Photocopy 
 

Use:  The chapter will be used as supplementary teaching materials. 
 

I have enclosed a self-address, stamped envelope for your convenience in replying to this 
request. 

 
Sincerely, 

 
Faculty Member 

 
The process of granting permission requires time for the publisher to check the status of the 
copyright and to evaluate the nature of the request.  It is advisable, therefore, to allow enough 

lead time to obtain permission before the materials are needed.  In some instances, the publisher 
may assess a fee for the permission.  It is not inappropriate to pass this fee on to the students 

who receive copies of the photocopied material. 
  

 

Appendix A 
 

Agreement on guidelines for classroom copying in not-for-profit educational institutions with respect to books and 
periodicals: 

 

MULTIPLE COPIES FOR CLASSROOM USE: 
Multiple copies (not to exceed in any event more than one copy per pupil in a course) may be made by or for the teacher giving 

the course for classroom use or discussion, provided that: 

A. The copying meets the tests of brevity and spontaneity as defined below; and, 

B. Meet the cumulative effect test as defined below; and, 

C. Each copy includes a notice of copyright. 

DEFINITIONS: 
 

Brevity: 
i. Poetry: (a) A complete poem if less than 250 words and if printed on not more than two pages or (b) from a 

longer poem, an excerpt of not more than 250 words. 

ii. Prose: (a) Either a complete article, story or essay of less than 2,500 words, or (b) an excerpt from any prose 

work of not more than 1,000 words or 10% of the work, whichever is less, but in any event a minimum of 

500 words. 

(Each of the numerical limits stated in ñiò and ñiiò above may be expanded to permit the completion of an unfinished line of a 

poem or of an unfinished prose paragraph.) 

 

iii.  Illustration:  One chart, graph, diagram, drawing, cartoon or picture per book or per periodical issue. 

iv. ñSpecialò works: Certain works in poetry, prose or in ñpoetic proseò which often combine language with 

illustrations and which are intended sometimes for children and at other times for a more general audience 

fall short of 2,500 words in their entirety.  Paragraph ñiò above notwithstanding such ñspecial worksò may 

not be reproduced in their entirety; however, an excerpt comprising not more than two of the published pages 

of such special work and containing not more than 10% of the words found in the text thereof may be 

reproduced. 

Spontaneity: 
i. The copying is at the instance and inspiration of the individual teacher; and 

ii. The inspiration and decision to use the work and the moment of its use for maximum teaching effectiveness 

are so close in time that it would be unreasonable to expect a timely reply to a request for permission. 

Cumulative Effect: 
i. The copying of the material is for only one course in the school in which the copies are made. 

ii. Not more than one short poem, article, story, essay or two excerpts may be copied from the same author, nor 

more than three from the same collective work or periodical volume during one class term. 

iii.  There shall not be more than nine instances of such multiple copying for one course during one class term. 
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The limitations stated in ñiiò and ñiiiò above shall not apply to current news periodicals and newspapers and current news 

sections of other periodicals.) 

PROHIBITIONS: 
Notwithstanding any of the above, the following shall be prohibited: 

A. Copying shall not be used to create or to replace or substitute for anthologies, compilations, or collective works.  

Such replacement or substitution may occur whether copies of various works or excerpts therefrom are 

accumulated or are reproduced and used separately. 

B. There shall be no copying of or from works intended to be ñconsumableò in the course of study or teaching.   
These include workbooks, exercises, standardized tests and test booklets and answer sheets and like consumable 

materials. 

C. Copying shall not: 

a. substitute for the purchase of books, publisherôs reprints or periodicals; 

b. be directed by higher authority; 

c. be repeated with respect to the same item by the same teacher from term to term 

d. No charge shall be made to the student beyond the actual cost of the photocopying. 
 

 


