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I. Introduction 

FOREWORD 

The Faculty Handbook is intended to help full time and part time faculty as educators at Trocaire 

College, including all the policies and procedures, and access to forms and other pertinent information. 

 

o Faculty who would like additional information regarding faculty duties may refer to the Faculty 

Collective Bargaining Agreement (CBA) found at S:/Publications/FACULTY/Faculty Contract. 

 

o Faculty who want to review Administrative regulations refer to the Administrative Regulations (AR) 

found at S:/Publications/Administrative Regulations.  
 

o An electronic copy of this handbook can be found at: S:/Publications/Handbook. 

 

This handbook has been prepared in a spirit of gratitude to those members of the faculty who, through 

the years, have established Trocaire as a quality Mercy institution where knowledge and caring come 

together. 

 

NOTE: the S:/Drive is found on campus computers. Where an S:/Drive is noted, it is strongly suggested 

that faculty use the documents directly from the source, not necessarily from the Appendices (some 

manipulation was used to include them in the e-document). 

 

History 

The history of Trocaire College may be found in the College Catalog and at https://trocaire.edu/about-

trocaire/history/ 

 

Mission Statement  

Trocaire College, a private career-oriented Catholic college in the spirit of the Sisters of Mercy, strives  

to empower students toward personal enrichment, dignity, and self-worth through education in a variety 

of professions and in the liberal arts. Recognizing the individual needs of a diverse student body 

Trocaire College provides life learning and development within a community-based environment.  

Trocaire College prepares students for service in the universal community. 
 

Vision Statement 

Trocaire is the college where lives are transformed. Our students will be graduates of choice in career-

oriented professions. 

 

  

https://trocaire.edu/about-trocaire/history/
https://trocaire.edu/about-trocaire/history/
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II. Faculty Senate 

 

The Faculty Senate considers matters of academic concern (see S:/Publications/Administrative 

Regulations/Reg 142 Faculty Senate). Senators are elected from the list of full time faculty members by 

full time faculty members. The Faculty Senate represents all members of the Trocaire College Faculty 

and senators are expected to be members of Faculty Senate committees. 

 

Faculty Senate meetings are announced via What’s Happening. Meetings are open to ALL faculty 

members and Senate minutes are archived on the shared internal drive. See Appendix A for the current 

Faculty Senate Fact Sheet. 

 

Role of the Senate 

 Participate in the decision-making process affecting academic policies and procedures 

 Serve on Academic Policy and Curriculum Committee (APCC) and Administrative Advisory 

Council (AAC) 

 Represent faculty at college, administrative, standing and ad hoc committees  

 Identify and respond to faculty/academic concerns 

 Promote communication with faculty, administration, and staff 

 Coordinate faculty development days in collaboration with the Coordinator of the Mary Clare 

Development Center 

 

Academic Policy and Curriculum Committee (APCC) 

Representatives from Faculty Senate are elected to APCC as voting members (see Appendix B for 

Faculty Senate Constitution). Of the 12-elected faculty, 5 serve on APCC. 

 

Committee Membership 

 A faculty senator will serve as chair on each Standing Committee  

 Full and part time faculty will be invited to serve on each committee. Membership will be drawn 

from the faculty. 

 For more information on Standing and Ad Hoc committees, as above, see 

S:/Publications/Administrative Regulations/Reg 142 Faculty Senate and the Faculty Senate 

Constitution Appendix B. 
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III. Trocaire Faculty Association 

 

The Trocaire Faculty Association (TFA) considers matters of terms and conditions of faculty 

employment.  

 

The TFA is the faculty union at Trocaire College. Its leadership is elected pursuit to bylaws, by the 

faculty members. The purpose of the TFA is to improve the terms and conditions of employment of 

those it represents; to promote mutual assistance and cooperation among the members of TFA; to 

promote the principle of unity and collective bargaining in higher education; and to defend the civil, 

professional, and human rights of those it represents. The TFA monitors compliance with any agreement 

between TFA and the College. 

 

Role of the Trocaire Faculty Association 

 Negotiate and monitor the Collective Bargaining Agreement (CBA) with the College 

 Represent union membership at college meetings 

 Identify and respond to faculty contract concerns 

 Represent faculty issues related to the contract  

 Promote communication between faculty and administration 

 

All full-time faculty are required to have membership in the TFA with a dues fee of $30 every pay 

period. For more information on the rights and responsibilities as faculty, see the CBA at: 

S:/Publications/FACULTY/Faculty Contract. 

 

Trocaire Faculty Association meetings are announced via email and meetings are open to all members. 

See Appendix C for a current list of TFA Officers. 
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IV. Education/Teaching 

  

TEACHING INFORMATION 

 

Academic Freedom 

An instructor is entitled to full freedom in research, publication and in classroom teaching. For the full 

statement of the Professional Standard established for the Trocaire community, please see Appendix D. 

 

Copyright Laws 

The copyright law of the United States (Title 17, United States Code) governs the making of 

photocopies or other reproductions of copyrighted material. As specified in the law, a photocopy or 

reproduction is not to be “used for any purpose other than private study, scholarship, or research.” If a 

user makes a request for, or later uses, a photocopy or reproduction for purposes in excess of “fair use,” 

that user may be liable for copyright infringement. For more information visit: 

https://library.trocaire.edu/services/facultyservices/copyright/ 

 

Library and Copy Center personnel reserve the right to refuse a request for a copying order if fulfillment 

of the order would involve violation of copyright law. 

 

Fair Use 
According to the law, when determining whether a particular use of copyrighted work is considered “fair 

use” rather than copyright infringement, the following questions need to be answered:  

 Is the purpose of the use of a commercial nature or for nonprofit educational purposes? 

 What is the nature of the copyrighted work? 

 What is the amount and substantiality of the portion used in relation to the copyrighted work as a 

whole? 

 What is the effect of the use upon the potential market for or value of the copyrighted work? 

See Appendix H for Trocaire’s Fair Use Checklist. 

 

For further information on permission to reproduce copyrighted material go to www.copyright.com and 

http://fairuse.stanford.edu. 

 

Educational Technology 

The Department of Educational Technology (EdTech) supports all classroom and instructional 

technology including Moodle, Trocaire’s Learning Management System (LMS), ParScore Scantron 

system, Echo360 video lecture capture, Vericite plagiarism detector etc... During new student 

orientation, an overview of Moodle is presented. All students receive a Moodle account and are 

provided a username and password.  

 

Each classroom is equipped with a suite of hardware, and software. The suite includes a podium, 

projector, HP desktop computer and SMART Board Sympodium monitor. The EdTech office also 

contains a limited number of TurningPoint response clickers and Logitech presentation advancers which 

faculty members are able to check out and are to be returned at the end of the same term.  

 

Information pertaining to educational technology needs can be found at 

https://my.trocaire.edu/oit/edtech/ and faculty members are encouraged to contact the Coordinator of 

Educational Technology at edtech@trocaire.edu with any questions. One-on-one training sessions are 

available upon request.  

 

https://library.trocaire.edu/services/facultyservices/copyright/
http://www.copyright.com/
http://fairuse.stanford.edu/
https://my.trocaire.edu/oit/edtech/
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CAMS 

Trocaire uses the ERP software CAMS for integration of faculty and student needs. These portals are 

entitled e-faculty (https://ecams.trocaire.edu/efaculty/) and e-student 

(https://ecams.trocaire.edu/estudent/), respectively. E-faculty contains features such as class rosters, 

course schedules, submitting midterm and final grades, submitting daily attendance records, 

communicating en masse to course sections, degree information and faculty directory. 

 

CAMS is managed by the Office of Information Technology (OIT) and any questions regarding e-

faculty can be directed to helpdesk@trocaire.edu. For more information on CAMS, see 

http://ecams.trocaire.edu/manuals/Faculty.pdf.  

 

Moodle 

Trocaire uses Moodle as the LMS for all courses regardless of teaching modality. Moodle gives each 

instructor an online course webpage for them to post notes, homework assignments, quizzes, grades, 

links, discussion forums, etc. 

 

New faculty should contact the Director of Instructional Technology & Design (edtech@trocaire.edu) 

for a brief tutorial covering the features, access, and functionality of Moodle. All hybrid courses are 

conducted through Moodle and any Faculty interested in teaching hybrid courses should contact the 

Director of Instructional Technology & Design (edtech@trocaire.edu) as additional training may be 

required.  

 

Grading Procedures and Reports 

Faculty are to award all students in each of their courses a final grade on an A-F scale (see next page).  

 

Mid-Semester and Final Grades  

Grade submission is done through CAMS (https://ecams.trocaire.edu/efaculty/), and step-by-step 

instructions are typically provided via e-mail from the registrar’s office. (See Appendix J for example 

of Final Grade Report Memo.) Faculty are strongly encouraged to input grades below a “C” at Mid-

Semester on CAMS using ‘Direct Grades Submit’ choosing Midterm. Final grades are submitted on 

CAMS using the ‘Direct Grades Submit’ choosing Final.  

 

At the end of the semester, faculty are to submit grades as soon as possible after an examination is 

completed, but no later than 72 hours after an examination or last assignment are completed; often this 

the last day the class meets for the semester. (As per the CBA at: S:/Publications/FACULTY/Faculty 

Contract.) 

 

Faculty are urged to exercise care in the computation of grades. Grades filed with the Registrar will not 

be changed unless an error was made in computation. In the case of error, the instructor must provide an 

explanation for the grade change. 

 

A student who misses assigned work, due to illness or other serious circumstances, may receive a grade 

of “Incomplete” at the instructor’s discretion. The “I” grade must be completed within 30 days of the 

last day of the semester, and the student must make arrangements with the instructor to complete missed 

assignments or assessments. In order to qualify for the “I” the student must be passing the class at the 

time of the missed work.  

 

In the case that a student was not present for a substantial amount of course content (i.e. 5 unexcused 

absences throughout the semester for a class that meets 2 times/week or 3 unexcused absences 

https://ecams.trocaire.edu/efaculty/
https://ecams.trocaire.edu/estudent/
mailto:helpdesk@trocaire.edu
http://ecams.trocaire.edu/manuals/Faculty.pdf
mailto:edtech@trocaire.edu
mailto:edtech@trocaire.edu
https://ecams.trocaire.edu/efaculty/
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throughout the semester for a class that meets 1 time/week), the faculty member may award a grade of 

“FX.” If a student chooses to withdraw from a course, they must do so through the Registrar’s office. If 

a student stops attending course sessions, that does NOT constitute a withdrawal, but instead that student 

should be awarded an “FX.” If substantial course work is still missing at the end of a semester, the 

faculty member may award an incomplete or “I” depending on their course policies. All incomplete 

work must be completed within 30 days. All grades awarded are subject to review and/or appeal, so all 

faculty are strongly encouraged to maintain records of all grades, graded assessments, rubrics, criteria, 

etc. 

 

Academic Alert 

Trocaire College uses an electronic Academic Course Alert System to identify students who are having 

difficulty in a class, any time during the semester. As a faculty member, you are likely the first person to 

identify students having academic, or other, issues which may require additional support. The purpose of 

the Academic Course Alert System is to notify students of concerns that are specific to the student and 

beyond anything addressed in class. The student and their Academic Advisor are emailed a copy of the 

alert. Faculty are able to submit Academic Alerts via CAMS at any point throughout the semester as it 

pertains to individual student performance. Alerts go directly to the student and the student’s academic 

adviser via e-mail (see Academic Policies below for more information). For specific instructions to 

submit an electronic Alert go to S:/Publications/Academic Forms. 

 

Grade Scale 

The grading scale is established by the college and published in the College Catalog and the Student 

Handbook. Every class should adhere to the following scheme: 

 

 
 
 
  

 

 

 

 

 

 

 

 

 

 

STUDENT ACADEMIC SERVICES 

 

Library 

The Libraries offer a wide-range of services. Faculty seeking assistance may contact the staff from the 

college or from home at: https://library.trocaire.edu/. Current Library hours at the Main Campus and 

Extension Center are listed on the library website: https://library.trocaire.edu/hours/. 

 

Director of Library Services 

The Director of Library Services is responsible for acquiring holdings in the library and informing 

faculty and students of all new accessions to the library. The Library staff is available to orient students 

and faculty. The Director, with input from Program Directors and Faculty, purchase new media and 

Numeric Grade Letter Grade Quality Points 

95-100 A 4.00 

92-94 A- 3.67 

89-91 B+ 3.33 

85-88 B 3.00 

82-84 B- 2.67 

79-81 C+ 2.33 

75-78 C 2.00 

72-74 C- 1.67 

69-71 D+ 1.33 

65-68 D 1.00 

<64 F 0.00 

https://library.trocaire.edu/
https://library.trocaire.edu/hours/
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books. Faculty can also request information through inter library loan and several databases are 

available for faculty and students that can be accessed from home. See Appendix S for contact 

information. 

 

Online Library Resources  
The Library’s catalog can be accessed on campus/off campus by visiting the Library’s home page (as 

above). The Library subscribes to variety of research databases including: ProQuest, EBSCOhost, 

Cengage, Credo Reference and more. Access from off-campus is through Moodle. Select the “Trocaire 

College Libraries - Databases” course heading. 

 

Faculty & Staff Services  

The Library has specific services for Faculty at https://library.trocaire.edu/services/facultyservices/ and 

includes the following: Instructional Services, LRI Request Form, Subject Librarians, Course Reserve 

Faculty & Staff Services Home (Open Educational Resources 

https://library.trocaire.edu/services/facultyservices/open-access/ and Copyright (see previous page), and 

Services Home. 

 

Student Affairs 

Student Affairs team offers students a variety of support services which includes tutoring, study aides, 

and small group instruction for a variety of academic fields. Support services also include helping 

students establish good study habits, test taking strategies, and tips for overcoming test anxiety. Other 

services include placement testing such as the Accuplacer, TEAS (for nursing students), and CST 

(Surgical Tech students).  

 

Also, in compliance with Section 504 of the Rehabilitation Act of 1973 and the Americans with 

Disabilities Act of 1992, Trocaire provides services on an individual basis for students with special 

needs. In order to receive testing accommodations, the student must contact the student services staff 

member to fill out the appropriate forms. Specific responsibilities for students and faculty members will 

be outlined by staff and discussed before accommodations take place as dates/times must be agreed 

upon. See Appendix S for contact information and Appendix O for the SA Functional Restructure 

Chart. Also, see page 25 for more information about SA. 

 

Services provided include: 

Palisano Learning Center (email: PalisanoLearningCenterMail@Trocaire.edu) 

Placement and Special Needs Testing  

Receiving Testing Accommodations 

Special Needs Testing and Counseling Services 

 

SERVICE AND CAMPUS MINISTRY 

 

Faculty interested in learning about service learning and the college mission should contact the Director 

of Mission, Ministry and Service or visit https://trocaire.edu/student-life/mission-ministry-service/. 

 

Service Learning  

Service learning opportunities are available for all courses in order to integrate traditional classroom 

learning with the values expressed in the college mission. Faculty interested in having students complete 

a service learning project for class should contact the Coordinator of Service Learning and visit 

https://trocaire.edu/student-life/mission-ministry-service/faculty-resources/. 

 

https://library.trocaire.edu/services/facultyservices/
https://library.trocaire.edu/services/facultyservices/open-access/
mailto:PalisanoLearningCenterMail@Trocaire.edu
https://trocaire.edu/student-life/mission-ministry-service/
https://trocaire.edu/student-life/mission-ministry-service/faculty-resources/
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Campus Ministry  

The Office of Campus Ministry, located in the Health Office, is available to employees and students of 

every faith. The McAuley Room, located on the third floor of the Choate campus, is a quiet space for 

prayer and reflection, and is available to all members of the college community. A notebook is available 

in the McAuley Room for prayer requests. 

 

ADDITIONAL SERVICES 

 

Campus Bookstore 

The campus bookstore is located on the first floor of the college. Faculty must submit textbook orders 

each semester for each course they are teaching by using the Faculty Enlight textbook adoption 

platform. A guide to Faculty Enlight by Barnes and Noble can be obtained from the bookstore manager. 

Book orders need to be submitted 60 days prior to the start of each semester due to Federal Disclosure 

Laws. Faculty are expected to request desk copies directly through the publisher. Hours of operation 

for the Bookstore can be found on the Trocaire College website (see Bookstore under 

MyTrocaire). 
 

Office supplies required for teaching purposes are obtained from the Administrative Assistant of the 

faculty members department. A list of the Academic Administrative Assistants can be found in the 

Trocaire College Telephone Directory (See Appendix S).  

 

Copy Center 

The Copy Center is in room B08 near the Registrar’s Office. Faculty should provide 48-hour notice for 

copy services. The copy center completes copy requests, scanning, binding, folding, distribution of 

paper and shredding. A copy work request form or notification by email with specific completion 

directions is required. Request Forms for Copy Center work and a Request Form drop box can be found 

outside the door to room B08. Email requests can be sent to TCCopies@trocaire.edu.  

 

The copy center also prepares outgoing mail/bulk mailings and distributes the incoming mail. All 

outgoing mail must be received by 9:00am Monday-Friday. There is also a 2:00pm mail pick-up on 

Fridays only. 

 

Faculty Printer, Copier, and Scantron 

Faculty have access to a printer, a copier (for less than 20 pages), and a newer Scantron/ParScore system 

(used for assessments) with a computer in room #430 on the 4th floor; a Scantron/ParScore with a 

computer and printer in room #339 on the 3rd floor; and a copier and printer in room #255 on the 2nd 

floor. Color copies must be done at the Copy Center. 

 

What to Do Before Classes Start 

o Develop and/or review Course Outlines. 

o Request desk copies, as needed, for selected textbooks and place order for class through the Trocaire 

Bookstore (see Campus Bookstore above). 

o Create Syllabus (see Appendix E for Minimum Requirements); send to Copy Center for copies, and 

email a copy to the Administrative Assistant to the Chief Academic Affairs Officer before the first 

day of class. Faculty are encouraged to post Syllabi to Moodle to save on copying.  

o Faculty are expected to maintain a schedule of 3 Office Hours per week (as per the CBA) to meet 

with students for individual conferences and advisement. Submit an electronic copy of Faculty 

Schedule of Office Hours to the Administrative Assistant to the Dean each semester. See Appendix 

F for Faculty Office Hours Template. 

mailto:TCCopies@trocaire.edu
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o Check class enrollment and roster. 

o Prepare class handouts, assessments, and technology, as needed. 

o Office supplies required for teaching purposes are ordered through the Administrative Assistant to 

the Dean. 

 

What to Do After Classes Start 
o Report attendance on CAMS, as per the CBA. 

o Complete a Course Roster Corrections form provided by the Registrar’s office. 

o Record mid-term (encouraged) and final (required) grades on CAMS, as per the Academic Calendar. 

o Advise students: meet with assigned advisees at least three times during the semester. For more 

information see Academic Advisement in the section on Service. 

o Unlock Registration: students need to meet with advisors to review program audit sheet and chose 

courses for the next semester the 2 weeks prior to registration opening each semester. After meeting 

in person with students, faculty can then unlock the online registration. 

o Assessment of Student Learning at the Course Level; see S:/Publication/College Wide Assessment 

Plan/Tier 1… for course assessment. 

o NOTE: It is strongly suggested that Faculty keep copies of graded assessments (e.g. quizzes, 

exams, papers, projects, etc.) for their records. This will help in future Outcome Assessments. 

o Course evaluations are completed at the end of each semester and students can complete them online 

through the E-Student portal. It is helpful to remind them, as they will not be able to access their final 

class grade through CAMS unless they take the Course Evaluation for each class. 

o Classes are to be held at the time and place designated on the official schedule and are to begin and 

end on time. Classes must remain the format published in the Course Schedule; such that a seated 

class must meet on campus in the assigned room. Seated classes cannot be made into a Hybrid 

(online) format. 

o A class may be automatically dismissed if the faculty fails to appear within ten minutes after the 

beginning of the class period. 
o Classroom management begins with faculty, but it is helpful to remind students of the ethical 

guidelines outlined fully in the Student Handbook and briefly stated in the Syllabus (see Appendix 

D). 

 

Class Cancellations 

Class cancellation procedures resulting from a planned absence: 

 

1. The faculty member posts the absence in their course syllabus and disseminates the syllabus via 

Moodle/CAMS 

2. The faculty member verbally reminds students in advance that the subsequent class has been 

cancelled  

3. The faculty member informs administration of the cancelled class by sending an email to: 

classcancellationgroupnotice@trocaire.edu 

There is no notice posted anywhere on campus as students are made aware of the cancellation in 

advance. 

  

Class cancellation procedures resulting from an unplanned absence: 

1. The faculty member emails students via Moodle/CAMS to alert students to the cancelled class 

2. The faculty member informs administration of the cancelled class by calling the Trocaire College 

auto attendant at 716-826-1200. After the general greeting, follow: “for college employees, “to 

cancel a class.” Using these prompts, the faculty member will reach security and will verbalize their 

https://webmail.trocaire.edu/owa/redir.aspx?C=pd7MbqJK1y8JuN_aQJg5edBVAeb0Fo7GF7Ig5XAFJABN4d2LcenUCA..&URL=mailto%3aclasscancellationgroupnotice%40trocaire.edu
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class cancellation. After building hours, the faculty member uses the above prompts to leave a 

voicemail message. 
A hard copy notice will be placed for you on your classroom door. 

 

Faculty will then fill out and turn in a ‘Faculty Absence Form Sick & Personal Time’ (see Appendix I) 

to the Administrative Assistant of their department as soon as possible. You only need to calculate the 

actual hours you would be in class time, not an entire day (i.e. 1.5 hours, etc.). 

 

Guest Lecturers 

Faculty members should inform the Program Director Guest Lecturer prior to an invitation to class. 

 

STUDENT INFORMATION 
 

FERPA 

Faculty need to be aware that all information pertaining to students are protected by federal privacy law. 

Disclosure to unauthorized parties violates the Family Educational Rights and Privacy Act (FERPA). 

When accessing CAMS faculty should proceed if specifically authorized to do so (i.e. student is in your 

class or is an advisee) and are required to accept consent acknowledging FERPA.  

 

Academic Regulations 

All faculty members are expected to have full knowledge and understanding of all academic policies. 

Academic policies are found in the College Catalog and Student Handbook and on 

S:/Publications/Administrative Regulations. 

 

ACADEMIC POLICIES 

 

Drop/Add 
During the Drop/Add period, students can change, drop, or add classes without penalty or financial 

commitment. See Appendix G for the Academic Calendar and specific dates related to academic 

procedures.  

 

Attendance Policy for Students  

Students are expected to attend all regularly scheduled classes, and attendance is required for seated and 

online classes. Faculty determine the specific academic assignments that will be the requirement for 

attendance within online courses (accessing the class is not sufficient for attendance); however, the 

seated classes are the days/times set by the college and based on the Federal Credit Hour computations. 

These requirements should be clearly stated in course contracts (syllabi). In programs, where applicable, 

attendance requirements for labs, clinical and seminars will be determined by the Division and 

communicated in writing at the Program Orientation. 

 

When absence occurs, students should follow the absence policy. Each instructor is expected to 

distribute a written attendance policy to all students and state it in the syllabus. (Again, see Appendix E 

for the Syllabi Minimum Requirements.) This may result in an FX grade; see Grading Procedures 

above.  

 

Communication 
As per the Board of Trustees, an official form of communication is through the Trocaire e-mail. The IT 

department sets up e-mail accounts for faculty (and for students who are expected to use this email for 

academic purposes). 
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V. Professional Development 

 

Development and Scholarship 

Faculty development is the responsibility of each faculty member, activity of which may impact 

professional rank and re-appointment. For more information see the CBA. The Coordinator of the Mary 

Clare Development Center (MCDC), in consultation with the Faculty Senate and the Senior Vice 

President, will offer programs throughout the year. It is the responsibility of faculty to check the 

schedule of events that is posted in the MCDC. Faculty may attend professional development programs 

off campus as well. The college allocates funds for professional development activities (as per the CBA) 

for full-time faculty members. 

 

Expectation for Professional Development and Scholarship 

Professional development is an expectation and can be achieved in a variety of ways including, but not 

limited to: 

 Attendance at/presenting at workshops or seminars. 

 Membership in Professional Organizations. 

 Continuing education for Degrees, Certificates, and Licenses. 

 Update teaching methodologies to meet the needs of the multicultural student body (see 

S:/Publications/Administrative Regulations/Reg 146 Diversity & Inclusion Committee…). 

 Engage in interdisciplinary collaboration. 

 Entering a mentoring relationship. 

 Publication in peer-reviewed journals. 

 

Professionals are courteous, respectful, and tolerant. Faculty are expected to understand and promote the 

college mission and vision through professional goals, provide competent student advisement and be 

familiar with educational changes occurring in methodology, philosophy, the nature of students, and 

legal issues (FERPA, ADA, Copyright, etc.).  

 

Attendance at Professional Conferences and Travel 

When Faculty plan to be off campus for a professional conference or meeting, the faculty is expected to 

submit a ‘Copy of Approval for Conference or offsite meeting’ prior to attending the conference. More 

information, and the original Excel file, can be found at: S:/Publications/Human Resources/Accounting 

Forms and Procedures. 

 

Procedures and Forms 

Prior to booking travel or committing to conference attendance complete the Copy of Approval for 

Conference or offsite meeting (see Appendix K). 

o The ‘Copy of Approval for Conference or offsite meeting’ requests information on the relevance of 

the conference to professional development and anticipated expense (e.g. conference fees, airfare, 

hotel, parking, taxi, food, etc.) with documentation (i.e. copy of conference announcement). 

o The President of the TFA signs off on the request, the faculty then takes it to the Academic Dean for 

approval signature, then the form goes to the Accounts Payable Coordinator. 

o Upon approval, the faculty can then commit to the conference, paying in advance at their expense, or 

use the college credit card for conference registration and airfare (only). Contact Accounts Payable 

Coordinator, for the college credit card. It may be possible to get cash advance to dispel some of the 

upfront costs. 

o After returning, faculty then complete the form (right column), providing all receipts for 

reimbursement. 
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VI. Service 

 

Academic Advisement 

Full time faculty are expected to participate in Academic Advisement. Faulty Advisors having students 

with special problems may refer students to the Director of Advisement and Student Services Center 

(ASSC; see Appendix S), especially in cases of possible withdrawal from courses or from the college. 

Records of academic advisement sessions are kept on the appropriate forms and placed in the 

advisement folder of each student. More information can be found at: 

https://my.trocaire.edu/advisement-career-services/. 

 

Faculty Advisement Responsibilities 

Beginning of the semester: 

- Pick up advisement files upon notification 

- Review each file for missing information 

o Accuplacer scores – Advisement offices 

o Transcripts – Registrar’s Office 

o Program Transfer Request Form (available S:/Publications/Academic Forms, also see 

Appendix L) 
o Program requirements and prerequisites (see College Catalog found at: 

https://trocaire.edu/app/uploads/2016/08/2016-2017-COLLEGE-CATALOG.pdf) 

During the semester: 

- Meet with each student minimum 3 times 

- Record meeting minutes in RECORD OF ADVISEMENT SESSIONS (see Appendix M) and 

Student Audit (for intended program, see S:/Publications/Degree Audit) 

o Help student schedule TEAS test (if applying to RN program) 

Before registration: 

- Contact/meet student to pick courses/program 

o Complete program transfer request form with student 

- Unlock student in E-faculty online 

o Trocaire collegeMy TrocaireE-faculty select upcoming semesterstop 

registration (deselect student)  press “Save” at the bottom of the page 

- Submit Program Transfer Request Form (as above see Appendix L) 

- Remind students: 

o If applying, can only register for general requirements until accepted into program 

 Immediately after acceptance, register for all courses (in Advisement office, as 

per letter of acceptance), but include program classes in planning for semester 

schedule 

o Part-time (or Evening) students must take indicated general education classes within the 

appropriate block before moving onto the next semester of professional courses.  

 

Notes for Advisement 

- Full time = 12 credits, Part time = 6 credits, Summer (Full time) = 6 credits 

- For Financial Aid information refer to the Financial Aid Office (see Appendix S). 

 

Academic Probation 
The period of time students are placed on academic probation when the GPA semester requirements are 

not met. For more information see the College Catalog. 

 

https://my.trocaire.edu/advisement-career-services/
https://trocaire.edu/app/uploads/2016/08/2016-2017-COLLEGE-CATALOG.pdf
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Academic Dismissal 
The action taken when a student has been placed on academic probation (failing to achieve a 2.0 

semester average) for two consecutive semesters. For more information see the College Catalog. 

 

College Repeat Policy 

A student may repeat a course only once unless they have signed authorization from the Dean of the 

academic program in which they are enrolled to repeat a course for the second time. A grade of “W” is 

considered an attempt at taking the course. 

 

All of the above policies and procedures are outlined in the College Catalog and the Student Handbook.  

 

College Catalog 

The direct link to the PDF is located at: https://my.trocaire.edu/app/uploads/2016/06/2017-2018-

COLLEGE-CATALOG-1.pdf  

 

Student Handbook 

The direct link to the PDF is located at: https://trocaire.edu/app/uploads/2017/08/Trocaire-Handbook.pdf 

 

Life Long Learning 
Trocaire College provides non-credit Adult Education, Continuing Education, and Professional 

Development Training. 

 

Faculty Meetings 

Faculty meetings may be called by the Chief Academic Affairs Officer or the Faculty Senate. The 

agenda is communicated to the faculty in advance of the meeting. Faculty wishing to submit agenda 

items or materials for distribution are asked to notify the Chief Academic Officer or Faculty Senate a 

week in advance of the meeting. 

 

Committee Participation 

Faculty are required to participate in a college committee, as per the CBA. A list of possible committees 

can be found in Appendix B, the Faculty Senate Constitution.  

 

Commencement and Academic Attire 

Faculty are required to attend at least one of the Fall or Spring Commencements, as per the CBA. 

Attendance requires that faculty wear professional Academic Regalia. This can be rented or purchased at 

the expense of the faculty, usually from the faculty member’s alma mater. See the CBA at: 

S:/Publications/FACULTY/Faculty Contract for additional attendance requirements.  

  

https://my.trocaire.edu/app/uploads/2016/06/2017-2018-COLLEGE-CATALOG-1.pdf
https://my.trocaire.edu/app/uploads/2016/06/2017-2018-COLLEGE-CATALOG-1.pdf
https://trocaire.edu/app/uploads/2017/08/Trocaire-Handbook.pdf
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VII. Facilities 

HUMAN RESOURCES 

 

Human Resources provides faculty with services related to employment. Human Resources is available 

to consult with faculty regarding pay, benefits, employment, employee relations issues (including 

perceived discrimination or harassment), staffing, work environment or other issues relating to Human 

Resources.  

 

Human Resource Administrative Regulations, Human Resource forms and the pay date schedule can be 

found on S:/Publications/Human Resources. 

 

Faculty Hiring Procedures 
The hiring procedure for Full-Time Faculty is found on S:/Publications/Administrative Regulation/Reg 

821 Hiring Full-Time Faculty. Part-Time Faculty is found at: S:/Publications/Administrative 

Regulation/Reg 825 Hiring Adjunct and Clinical Faculty 4-2008. 

 

Faculty Employment Provisions  
Contractual provisions are described in the Collective Bargaining Agreement (CBA) between Trocaire 

College and the Faculty Association. All full and part-time faculty, constituting the unit for purpose of 

collective bargaining within the meaning of Section 9 (B) of the National Labor Relations Board, 

receive a copy of this agreement when hired. The CBA can be found at: 

S:/Publications/FACULTY/Faculty Contract. 

 

Pay Schedule 

Faculty are paid bi-weekly on Thursday. Checks or Pay Stubs are mailed out on the Wednesday before 

unless a Faculty member has notified the Human Resources Office that they want to pick their check up 

in person on Thursday. Direct Deposit is encouraged. Pay statements can be viewed through iPay (ADP) 

for those who participate in Direct Deposit. Instructions for accessing iPay may be obtained from the 

Human Resources office. 

 

All full-time faculty are paid over 12 months. Adjunct Faculty and Clinical Instructors are paid by 

semester, generally 7 or 8 pays for the Fall and Spring Semester, and summer session pay is determined 

by the class modality (e.g. seated class in Summer Sessions I/II (5 week) is 3 pay periods, while online 

class (10 weeks) is 5 pay periods).  

 

Contracts for Adjunct faculty, Clinical Instructors and overload for full time Faculty are distributed 

during the third week of each semester in faculty member’s mailboxes or mailed to the Faculty 

members’ home address. The contracts must be signed and returned to Human Resources. The pay 

begins once signed contracts are returned to Human Resources.  

 

Occasionally, faculty will have special extra hours that are not included in their contract (such as 

administering a challenge exam or tutoring). These hours are submitted on a blue Time sheet (available 

in Human Resources). Forms must be signed by the program director or dean and must be submitted to 

Human Resources no later than 9:30am on the Monday before the pay date.  

 

Sick and Personal Time Off 

For sick and personal days earned see CBA, S:/Publications/FACULTY/Faculty Contract. As mentioned 

on p. 13, fill out and turn in a ‘Faculty Absence Form Sick & Personal Time’ (FACULTY ABSENCE 

FORM VSP.docx; see Appendix I) to the Administrative Assistant to your department as soon as 
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possible. This and other forms can be found at: S:/Publications/Human Resources/Faculty Polices and 

Forms. 

 
Tuition Waiver Request Form 

Refer to Administrative Regulation #867 for instructions at S:/Publications/Administrative Regulation/ 

Reg 821 Tuition Aid and see Appendix N for a copy of the form.  

 

Change of Address 
Faculty are to notify the Human Resource Office if they have a change of address.  

 

Personnel Files 

Personnel files for faculty are kept in the Academic Office. The academic personnel folders contain 

original applications, transcripts, résumés, letters of recommendation, and evaluation materials. 

 

The Collective Bargaining Agreement outlines procedures for maintenance and review of personnel 

files. 

 

New faculty complete required paperwork before their first day. This includes tax forms, application, 

employee information form, background check authorization form, I-9 Employment Eligibility 

Verification, as well as benefits forms if full time. Program Directors complete a Personnel Action Form 

for each new hire.  

 

Employee Assistance Program  

The College provides an Employee Assistance Program (EAP). Trained professionals are available to 

work with employees and their immediate dependent family members to help deal with a variety of 

personal and professional issues. The program is voluntary and confidential. The EAP may be reached 

by calling anytime, toll free 1-855-283-1915 or visit www.mylifevalues.com (log in with your user 

name and password: resources). Contact the Human Resources department for further information. 

 

Building  
The Facilities and Security Department of Trocaire College handles repair, maintenance, cleaning, 

security, switchboard, and shuttle services at the college.  

 

Room reservations are made using the Room Reservation Form which is found under MyTrocaire: 

Faculty and Staff Resources.  

 

Facilities requests and work order requests are made using the Facilities Request/Work Order System 

under MyTrocaire: Faculty and Staff Resources.  

 

Emergencies should be reported to Campus Security (360 Choate Avenue) at the Front Desk: Ext. 2500 

or off campus 827-2500. After 6:30 p.m. use outside line and call this cell phone number: 445-2104 (see 

Appendix S). 

 

Assessment and Research 
The Office of Assessment and Research collects, organizes, analyzes, maintains, and reports on internal 

and external data to support planning, decision-making, new program development and accountability 

throughout the college. 

http://www.mylifevalues.com/
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The office oversees college-wide outcomes assessment activities of all departments and programs, 

including Student Learning Outcomes (SLO) assessment. Faculty can meet with the Faculty Outcomes 

Assessment Coordinator for training or for help on their course’s assessment. 

  

The office also assists with Middle States and program-specific accreditation efforts. 

Administrative Information Services  

The Data administration office is responsible for the College Databases and data maintenance, support, 

integrity, security.  

 

Questions or concerns regarding Student and Faculty portals, CAMS, college email and custom reports 

should be directed to Helpdesk on the Trocaire College e-mail. Information on the Office of Information 

Technology (OIT) can also be found at MyTrocaire: Faculty and Staff Resources: Office of Information 

Technology. 

 

TROCAIRE COLLEGE EXTENSION CENTER 

 

The Russell J. Salvatore School of Hospitality and Business is located within the Extension Center at 

6681 Transit Road, at Freeman Road, Williamsville, NY 14221. Telephone: 716.827.4300 

 

The Massage Therapy Program and additional classroom space is located at 2262 Seneca Street Buffalo, 

NY 14210. There is a shuttle that goes between the two parking lots and the Seneca Street and Main 

(Choate Avenue) campuses. 

 

A daily courier service provides mail service between the main campus and the extension site (both in 

house and postal mail). Mail received at the Extension Site can be picked up in the faculty/staff lounge 

located on the first floor. Copiers and printers are available at the Extension Center.  

 

Classroom reservations are requested through the Registrar. Requests to reserve a classroom should be 

addressed to the Registrar. To reserve any other room, use the Room Reservation Form that can be 

found at: MyTrocaire: Faculty and Staff Resources: Room Reservation Form. 
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VIII. Trocaire College (Organization) 

 

Strategic Plan 

The President and Board of Trustees created a Strategic Plan to promote “Student Success.” Information 

about the President can be found at: https://trocaire.edu/presidents-page/. Information about the Board of 

Trustees can be found at: https://trocaire.edu/board-trustees-information/. The complete Trocaire’s 2020 

Strategic Plan is located at: https://trocaire.edu/app/uploads/2016/09/2020-Strategic-Plan-Report.pdf. 

 

Organizational Chart 

See S:/Publication/Organizational Chart and Appendix O. 

 

ACADEMIC AFFAIRS 

 

Faculty should be familiar with the Academic organization, so that they can contact the appropriate 

person for questions or concerns. The Academic Administration of Trocaire College: 

 

Chief Academic Officer 

Dean of Nursing 

 Associate Dean of Nursing 

Dean of Arts, Sciences and Professional Studies 

 Associate Dean for the Russell J. Salvatore School of Hospitality and Business 

Director of Health Information Management 

Program Advisor, Computer Network Administration 

Program Advisor, Human Resource Management 

Program Director - Brewing Sciences 
Dean of the Division of Health Professions 

Program Director, Imaging 

Program Director, Medical Assisting 

Program Director, Massage Therapy 

Program Director, Nutrition and Dietetics 

Program Director, Surgical Technology 

 

Academic Administrative descriptions: 

Dean of Nursing 

The Dean is the chief academic administrator within the Division, overseeing academic programs and 

coursework the Catherine McAuley School of Nursing which includes the Practical Nursing Certificate 

Program; the Associate in Applied Science Nursing Degree; and the Baccalaureate of Science Degree 

with a major in Nursing program. 

 

S/He is responsible for all aspects of the management of the academic programs within the division, 

including program and curriculum review, selection, supervision and evaluation of faculty within those 

programs, addressing faculty concerns relevant to the programs, supervising, and participating in 

accreditation activities, collection and evaluation of student outcomes information, and budget 

preparation. The Dean develops and promotes activities that support a diverse faculty and participates in 

campus-wide shared governance processes to promote student success. The Dean creates an 

environment of learning, scholarly activity, and service among the faculty. S/he is responsible for 

strengthening communication throughout the college and acts as an advocate for the area. The Dean 

participates with administration, faculty, and staff in short- and long-term planning and development of 

new programs. 

https://trocaire.edu/presidents-page/
https://trocaire.edu/board-trustees-information/
https://trocaire.edu/app/uploads/2016/09/2020-Strategic-Plan-Report.pdf


 Trocaire College Faculty Handbook 22 
 

 

Associate Dean of Nursing  

Under the direct supervision of the Dean of the Catherine McAuley School of Nursing serves in an 

administrative role in collaboration with the Dean in managing the Practical Nursing Certificate 

Program; the Associate Degree in Applied Science; and the Bachelor of Science in Nursing Program. 

S/He is responsible for managing the day to day operations of the Associates Degree in Applied Science 

Nursing program. This position provides collaboration, supervision, and support to the campus nursing 

program chairs, assists the faculty in achieving student learning outcomes, assessment, curriculum, and 

other matters as assigned in accordance with the mission, core values, and purposes of the college. In the 

absence of the Dean, the Associate Dean serves as the primary manager of all nursing programs. S/he 

assists the Dean in recruitment and mentoring of faculty and staff. 

  

Dean of Arts, Sciences, and Professional Studies 

The Dean oversees the Division of Arts, Sciences & Professional Studies which includes the Liberal 

Arts and Sciences, General Education Curriculum, Transitional Studies Curriculum, The Russell J. 

Salvatore School of Hospitality and Business, and The School of Informatics, including all programs 

housed within the Division.  

 

S/he is responsible for developing long and short-term goals and plans for all programs, is responsible 

for the management of each program, selects, supervises, and evaluates faculty, deals with faculty 

concerns, and prepares the budget. The Dean creates an environment of learning, scholarly activity, and 

service among the faculty. S/he is also responsible for strengthening communication throughout the 

college and acts as an advocate for the Division. S/he has primary responsibility for the General Studies 

A.S. program, General Education and Transitional Studies curriculum and instruction. 

 

Associate Dean for the Russell J. Salvatore School of Hospitality and Business 

The Associate Dean oversees academic programming and overall operations of The Russell J. Salvatore 

School of Hospitality and Business. S/he is responsible for developing long and short-term goals and 

plans for the programs housed within the school and is responsible for the management of each program, 

selects, supervises, and evaluates faculty, deals with faculty and student concerns, and assists the Dean 

in preparing the budget. The Associate Dean directly oversees the operations of the building and handles 

related concerns. The Associate Dean creates an environment of learning, scholarly activity, and service 

among the faculty.  

 

S/he is also responsible for strengthening communication throughout the college and acts as an advocate 

for the RJS School of Hospitality and Business through the development of partnerships in the 

community.  

  

Dean of the Division of Health Professions 

The Dean of Health Professions provides College-wide leadership for allied health credit and non-credit 

education. The position has responsibility for marketing, management, and assisting in curriculum 

design of educational programs that serve employers', employees’, and student needs. The Dean works 

closely with health industry partners to determine program development needs, to design innovative 

curricula that enhance employees' skills and knowledge and comply with professional accreditation 

requirements, to recruit students and faculty, and to manage the operational logistics of major grants and 

contracts. This position serves as liaison with outside agencies, community organizations, and other 

constituencies within the college. 
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ENROLLMENT MANAGEMENT / PROGRAM DEVELOPMENT 

 

Admissions  

This office is responsible for the recruitment, admittance and registration of new students into the 

college. The office of Admissions will mail program information and discuss programs with prospective 

students; recruit to high schools, college fairs and businesses; host open house events and onsite visits 

from various institutions; schedule placement test and receive results. 

 

Registrar 

The Registrar has responsibility for initiating and maintaining the permanent academic record of each 

student. The Registrar works with the Academic Deans in coordinating the time schedule for classes 

including the assignment of classroom space; maintains accurate records of all college courses and 

curriculum requirements; oversees the registration process of all accepted students into the college; 

records and certifies all candidates for graduation. 

 

Financial Aid  

The Financial Aid Office is responsible for coordinating and determining what financial assistance a 

student is eligible for and may receive, including college, state, and federal loans and/or awards. The 

office primarily communicates to students directly; however, the office may contact an instructor or 

advisor for assistance in sending the student to the Financial Aid Office.  

 

Student Accounts  

The office of Student Accounts is responsible for the billing and collection of college tuition and fees as 

well as dispersal of tuition refunds. In order to guarantee the appropriate and accurate dispersal of 

refunds, student attendance is required, therefore all faculty must report accurate and timely attendance 

in CAMS.  

 

If a student has a business hold, this may prevent their ability to register for courses as well as receive 

grades and transcripts. In this case, faculty should refer the student to the Student Accounts office. 

 

Veteran Students 

The office of Veterans Services is responsible for coordinating and certifying VA educational benefits 

veterans and the dependents of veterans. Faculty with questions or concerns regarding specific veteran 

students or veteran benefits and services should contact the Coordinator of Veteran Services for 

information and assistance or visit https://trocaire.edu/admissions-aid/veterans/.  

 

INSTITUTIONAL ADVANCEMENT 

 

The Division of Institutional Advancement at Trocaire College includes Marketing and 

Communications, Public Relations, Faculty Grant Initiatives, Development, and Community, 

Government, Foundation, and Alumni Relations. Institutional Advancement facilitates and secures 

philanthropic support to advance Trocaire’s mission, competitive position, and to better serve students, 

alumni, and the community. The Division also promotes the college and its programs and drives robust 

communication to generate awareness, increase enrollment, and develop relationships with pertinent 

stakeholder groups. General questions may be routed to Institutional Advancement at 716-827-4340. 

The physical location of the department is 317 and 315 Choate Avenue. 

 

 

https://trocaire.edu/admissions-aid/veterans/
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Communications Support 

The Communications Office assists departments in executing press and news releases, media coverage, 

photography, publications and more. Online forms are available in the Communications link on the 

MyTrocaire web page for website needs, business cards, What’s Happening and PR submissions and 

publications requests. Each division of the college has an assigned content editor for basic web page 

updates. If you are unsure who your contact is, please check with your President’s Council member or 

department administrative assistant. Technical or functional issues with the web site should be reported 

to helpdesk@Trocaire.edu. All other communications specific questions may be routed to the Director 

of Marketing and Public Relations. 

 

Grants, Development, and Alumni Relations 

The grants coordinator works in conjunction with the Director of Development on all grant submissions. 

Cross-departmental work teams from faculty and staff are built for each individual grant. For questions 

or suggestions regarding grants please contact the Grant Coordinator. For questions or suggestions 

regarding individual or corporate donors, alumni, the Alumni Board of Directors, or the Alumni 

Association, contact the Director of Development. Additionally, academic support should be sought of 

the faculty member’s Dean or Program Director.  

 

College Support Services 

Any general questions regarding the types of support services that may be available to a faculty member 

can be addressed to the Administrative Assistant of the faculty members department.  

  

 

  

mailto:helpdesk@Trocaire.edu
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IX. Student Information 

 

STUDENT AFFAIRS 

 

Divisional Departments 
Dean for Student Success 

The Dean’s office leads and engages in strategic planning for student success and retention by 

promoting creative ideas that enable the student service areas of the division, and the college, to be more 

productive, efficient, and continuously improve services to students. The Dean serves as a primary 

administrative contact and advocate for students; assists students with concerns, questions, and issues; 

remains up-to-date with state and federal legislation regarding student services, and ensures that the 

college’s policies and procedures are congruent with the legislation; and serves as the Coordinator of 

Compliance as it relates to Student Affairs.  

 

Wellness Center 

The Wellness Center offers comprehensive services and programming to promote student success and 

healthy lifestyle choices. Counseling Services, Health Records, Accessibility Services, and wellness 

programming are functionalities under the auspices of the Wellness Center. In an effort to sustain 

healthy living, services and programming are offered year-round. Students may also visit the Wellness 

Center for resources related to physical and emotional wellbeing, as well as be referred to community 

based organizations who can assist them.  

 

Palisano Learning Center 

The Palisano Learning Center (PLC) offers academic support to all enrolled students free of charge. 

Through the PLC, students can access individual, group, and online tutoring in a myriad of course areas. 

For students seeking specialized skill development, academic mentors are available upon request. In 

addition, the PLC offers workshops each semester on a variety of topics including time management, 

test-taking and note-taking strategies, learning styles, and more. Email: 

PalisanoLearningCenterMail@Trocaire.edu. 

 

Student Engagement/Life 

The Student Engagement/Life Office provides students with the opportunity for co-curricular 

involvement in an inclusive, student-centered environment. Whether students are seeking involvement 

in student government, programming, clubs/organizations, or participating in the many activities and 

events offered, Student Engagement/Life provides access and opportunity for all students. In addition, 

student’s professional skills are enriched through leadership and multicultural & inclusion workshops in 

order to ensure success after completion of their educational journey at Trocaire. Veteran students are 

supported through specialized programming at Trocaire. From Orientation to Commencement, Student 

Life is here to support student success. 

 

Advisement and Student Service Center 

The Advisement & Student Service Center (ASSC) promotes student success through a case 

management advising and service model that encourages use of all campus resources. Student Service 

Advisors, who are assigned a student case load, provide educational planning assistance and guide 

students through their college experience by delivering individualized services including academic 

advisement, course selection, career counseling, obtaining academic support, referrals to campus and 

community based supports, monitoring academic progress, and interpreting college policies and 

procedures for the students assigned to them. Student Service Advisors contact students upon acceptance 

to the college and work with them through graduation. In addition ASSC staff work closely with 

mailto:PalisanoLearningCenterMail@Trocaire.edu
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program faculty to address student needs in an effort to promote academic success. Also, see p. 16 for 

additional academic advisement information. 

 

Mission and Service Learning 

As the Mercy College of Western New York, Trocaire strives to create a welcoming, inclusive, 

communal environment where human dignity, self-discovery, and professional competence are 

cultivated in ways that are transformative for our students. Also, through meaningful engagement with 

the surrounding community in outreach to vulnerable populations we seek to foster in our students a 

deeper awareness of the world and the development of a social conscience rooted in compassion, mercy, 

justice, and the unfailing love of God.  

 

The office of Mission, Service, and Ministry exists to serve and advance the mission of the college on all 

levels of institutional life: on the administrative level by orienting students and staff to our mission as a 

Catholic and Mercy institution and by helping to craft and implement policies that align with our values 

and support students as they aspire to careers of achievement and lives of purpose; on the ministerial 

level by designing programs that promote the education and development of the whole person (mind, 

body, spirit); through active engagement with the surrounding community via volunteer and service 

learning projects that enrich student learning while serving the common good. In all of these ways we 

seek to honor and preserve the legacy of Catherine McAuley and the Sisters of Mercy who founded 

Trocaire College in 1958.  
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X. Faculty Information 

Academic Year 

The academic year shall commence on or before the first day of classes of the fall semester. Full-time 

faculty are strongly encouraged to attend a Faculty Development day scheduled during the week before 

classes begin. Faculty Development Day is determined in consultation with Faculty Senate. See 

S:/Publications/Administrative Regulation/ Reg 114 Academic Calendar Development and Appendix G 

for the Academic Calendar.  

 

The college President holds an “All College Meeting” at the beginning of both the Fall and Spring 

semesters (and frequently once during the semester) to present the state of the college to all employees. 

If you can it is strongly recommended to attend, as this is an opportunity to gain information and ask 

questions of the college administration. 

 

Evaluation of Instruction 

The Faculty Senate established the faculty evaluation process to facilitate faculty in development of 

educational expertise and skill. The Faculty Evaluation process includes a pre-evaluation conference and 

a post-evaluation conference with the Program Director. This process was developed to ensure that the 

faculty member’s performance reflects the College mission and the recommendations of their program. 

The time frame for faculty evaluations is based on the length of time a faculty member has been 

employed at the College. Faculty have the right to review and respond to comments and to insist on 

strict adherence to contractual procedures. See S:/Publications/FACULTY/Faculty Evaluation and 

Appendix P for the Faculty Evaluation Form. 

Faculty Portfolios 

Faculty members are evaluated by the Program Director and a portfolio that is submitted prior to a 

teaching observation. Faculty Portfolio should include a Curriculum Vitae (CV or Resume) and 

evidence that supports the 3 major areas of promotion; Teaching, Professional Development, and 

Service. For more information see Appendix P. 

Promotion and Rank 

Full time Faculty are given annual appointments for the first 4 years, after which there is a 3-year 

appointment, and after year 7 may be given a continuous appointment. Rank is earned based on 

academic experience at the time of hire and continued promotions are based on the requirements 

outlined in the CBA (at the date of hire).  

 

PROCEDURES AND GENERAL POLICIES 

 

Affirmative Action Statement 

Trocaire College does not discriminate in admission, employment, in the administration of its 

educational policies, scholarship and loan programs, and other institutionally administered programs on 

the basis of race, color, age, national and ethnic origin, religion, gender, marital status, veteran status, 

sexual orientation, or disability. 

Bulletin Boards 

Official notices affecting the faculty will be posted on official bulletin boards and in the mailroom. See 

S:/Publications/Administrative Regulation/Reg 566 Bulletin Boards. 
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Clearance of Events 

To prevent conflicts, approval of events held in the college is obtained through the Student Services 

Office. Rooms should be cleared through the Registrar’s Office or through the Facilities Office. The 

Desmon Boardroom is scheduled through the Executive Assistant to the President and Board of 

Trustees. No events may be held unless they are formally scheduled on the calendar. 

 

First Aid Procedures 

Any injury should be reported and the immediate supervisor notified; see S:/Publications/Administrative 

Regulation/ Reg 525 Health Emergency and First Aid. 

Incident Reports 

Incidents must be completed by an employee who either witness’s occurrence or who is first at the 

scene. In case of emergencies in the evening, contact the switchboard. After the switchboard closes, call 

Campus Security can be reached by dialing HELP (4357) or 2500 from any campus extension or by 

dialing (716) 445-2104 (the Security cell #) from any phone. The “C” button on campus phones is a 

“panic button” that will automatically connect to a 9-1-1 operator. 

 

Mail Service 

Mailboxes, located adjacent to the Commons area, are provided for all faculty members. Faculty 

members are requested to check mailboxes each day.  

 

Outgoing official letters should be brought to the Copy Center (see Appendix S) for postage meter 

service, and should be brought to the Copy Center by 2:30pm, Monday-Thursday, and 2:00pm on 

Friday. Any mail posted after that time will be mailed the following day. If there is to be a large mailing 

(e.g. anything over 100 pieces), one week’s notice is to be given to the Business Office before the 

mailing so that there is adequate postage in the machine. 

 

Accounting Forms   

All financial request forms (i.e. Travel Voucher Forms and Purchase Order Forms) are available on 

S:/Publications/Accounting Forms and Procedures. Forms must be completed and signed by the 

immediate supervisor before they are returned to the Business Office for processing. Three to four (3-4) 

days should be allowed for processing. 

 

College Closing  
See S:/Publications/Administrative Regulation/Reg 357 Closing of College for Weather and other 

Emergencies. Notices are emailed the Fall semester for specific list of radio and television access. The 

college also has an electronic notification system for email, telephone calls, and texts. 

 

Parking 

Parking is available for employees at the Salem Lutheran Parking lot off McKinley Circle and at the 

Knights Parking Lot at 261 South Legion Drive. Shuttle service is available. Shuttle schedules are 

posted at the front desk. See Appendix Q for Shuttle Schedule. 

 

Inter-Campus Travel 

Faculty members are eligible for reimbursement for necessary travel in between any of the three college 

campuses using a personal vehicle, on the same day. The ‘Mileage Reimbursement Form 1.1.17’ (see 
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Appendix R) must be submitted to the Administrative Assistant of the faculty members department 

within 30 days of the end of the month for which a faculty member is requesting reimbursement. The 

form found at: S:/Publications/Accoutning Forms and Procedures. 

 

Office Telephones 

Outgoing calls made on college phones are to be made only for college related purposes. Dial 8 to get an 

outside line. Long distance business calls should be reversed when possible. Telephones are located 

throughout the building for all employees for use in case of emergency. Again, a Campus Directory can 

be found at: S:/Publications/Directories.  

 

Security 

Security personnel are available during all hours of college operation. See Incident Reports above. 

 

Employee Directory 

For a list of names and addresses of the College Community see S:/Publications/Directories/TC 

Telephone Directory. Also, see Appendix S. The directory is updated weekly and posted in the S Drive. 

 

The Blaze: What’s Happening 

A weekly publication by the Office of Institutional Advancement to communicate professional and 

personal events, and employee accomplishments. 
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Constitution of the Trocaire Faculty Senate 

 

Article l 

Name 

 

The name of the organization is Trocaire Faculty Senate, hereafter referred to as Faculty Senate. 

 

Article II 

Objectives 

 

To promote the general welfare of Trocaire College by: 

1. Participating in the decision making processes affecting academic policies and procedures 

2. Providing collegiality and promotion among faculty  

3. Identifying and acting on academic concerns 

4. Promoting communication among faculty, administration, staff and students 

5. Working in collaboration with the coordinator of the Mary Clare Center. 

 

Article III 

Membership 

 

The Faculty Senate consists of twelve members, three of whom serve as officers. Senators are elected by 

the full-time faculty. Faculty Senators are expected to serve on Faculty Senate committees. Faculty 

Senators are expected to attend all meeting, but must attend 50% in order to remain a senator.  

 

Article IV 

Nomination and Election Procedures  

 

Procedure for nominations: Full time faculty members comprise the nomination list. 

 

Procedure for voting: Full time faculty members vote for twelve (12) persons for the Faculty Senate by 

written ballot. The list of faculty is divided into three academic divisions: Allied Health, Liberal Arts, 

and Non-Allied Health, effective January 2011. The membership will consist of seven (7) Allied Health, 

three (3) Liberal Arts, and two (2) Non-Allied Health, effective May 2012. 

 

Procedure for election: Faculty members who receive the highest number of votes will comprise the 

senate. Twelve members will be invited to serve the senate. If for any reason some declines, the faculty 

person receiving the next highest number of votes will be invited. Senate elections will be held before 

May of the election year.  

Term of Office: Senators shall serve a two year term of office. Terms will extend from May 30th to May 

29th two years hence. 

 

Article V 

Academic Council Membership 
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Seven senators will serve on the Academic Council. Membership will be decided in Senate based upon 

the ratio of faculty in each division. After Senate has established who will serve Academic Council, 

three additional Academic Council members will be selected by program directors.  

Senators who are unable to attend Academic Council will be represented by another senator from his or 

her division. The Faculty Senate President will not be expected to serve on the Academic Council.  

 

Of the twelve (12) elected faculty senate members, seven (7) will serve on the Academic Council in 

addition to other Senate responsibilities. Members for the Academic Council will be selected based on 

the ratio of full time faculty members in each division 

 4 members from Allied Health 

 2 members from Liberal Arts 

 1 member from Non-Allied Health 

Should an Academic Council member be unable to attend an Academic Council meeting, a Senate 

representative from his/her division will be asked to attend.  

 

Once Senate has established Academic Council membership program directors will select three 

additional faculty members to serve on Academic Council. 

 

Article VI 

Faculty Senate Committees and Memberships 

  

1. Committee membership: 

a. The chairperson of each Standing Committee shall be a Faculty Senate member or be 

appointed by the Faculty Senate 

b. Full time faculty will be expected to serve on at least one Senate committee. . 

 

2. Administrative Committees:  

a. President’s Cabinet 

b. Extended Cabinet 

c. Board of Trustees 

d. Board of Trustees Committees 

 

e. Standing Committees: 

a. Election Committee: The Election Committee oversees the nomination and election 

procedure as specified in Article IV.  

b. Outstanding Educator Award Committee: The Outstanding Educator Award 

Committee recruits committee members, follows procedures for selection of the 

annual Patricia Lavender Outstanding Educator Award.  

c. Faculty Concerns Committee: The Faculty Concerns Committee channels and helps 

rectify academic concerns from the faculty. 

d. Educational Technology: The Educational Technology Committee evaluates and 

recommends purchases of new technology.  

e. Campus Environment: The Campus Environment Committee promotes a safe and 

productive work environment 

 

Ad Hoc Committees: Ad Hoc Committees will be developed based on needs of  

faculty. 
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Calendar Committee: The Calendar Committee collaborates with faculty and administration to 

prepare the academic calendar for each year by scheduling weeks of classes, deciding mid-term 

and final examination dates, selecting holidays and semester breaks. (Administrative Regulation 

#114) 

 

Article VII 

 

Officers of Faculty Senate 

 

1. There are three (3) officers: President, Vice-President and Secretary 

2. The Faculty Senate members will elect officers prior to electing Academic Council members. 

3. All members of the Faculty Senate are eligible for office 

4. Procedure for nomination and election of officers: 

a. Nominations and voting will be taken for President 

b. Nominations and voting will be taken for Vice-President then Secretary 

  

Article VIII 

Officers Duties 

 

Duties of the President:  

 

a. Calls and presides at Faculty Senate meetings 

b. Chairs Town Meetings at the request of the Vice President of Academic Affairs 

c. Communicates Senate work to the Vice President of Academic Affairs and to the faculty  

d. Serves as faculty representative at the College Board of Trustee Meetings as stated by the 

Faculty Association contract 

e. Serves as faculty representative on the Extended Cabinet 

f. Appoints a parliamentarian. (See Article X-2) 

 

2. Vice-President: 

 

  a. Assists the President 

b. Presides over the Faculty Senate in his/her absence 

c. Attends the Board of Trustee Meetings in Faculty Senate President’s absence. 

d. Serves as faculty representative on the Extended Cabinet 

3. Secretary: 

a. Maintains and posts all minutes of Senate meetings  

b. Maintains all records and documents 

c. Assumes secretarial duties in any written communications from the Faculty Senate to 

the faculty  

d. Communicates meeting notices  

 

4. Term of Office: 

a. Shall be for two years 

b. Extends from May 30th to May 29th, two years hence 

 

Article IX 
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Faculty Senate Meetings 

 

1. Meetings are held at least twice per semester, with the agenda to be determined by the President 

of the Senate. Regular meetings are open to all faculty  

2. Agenda items should be submitted to the President of the Senate one-week prior to a scheduled 

meeting. Notification of regular meetings will be given in advance to all faculty via the secretary 

 

3. Additional meetings may be called at the discretion of the President or by written request of any 

three members of the Faculty Senate 

 

4. A quorum consists of eight (8) Senate members, and at least one (1) officer 

 

5. All action of the Faculty Senate shall be by simple majority vote except amending the Faculty 

Senate constitution which requires two-thirds (2/3) of the vote of the full-time faculty 

 

6. A minority opinion may be appended to a Faculty Senate resolution if at least one member of the 

Faculty Senate so desires. (A resolution is a written expression of a Faculty Senate decision) 

 

Article X 

Appointments 

1. Judicial Board: 

Three faculty members shall be appointed by the Faculty Senate to serve on the Judicial Board 

for Student Discipline 

 

2. Parliamentarian: 

a. The President will appoint a Parliamentarian from the members of the Senate. 

b. The parliamentarian will serve 2 years May 30th to May 29th, two years hence. 

c. The parliamentarian will advise the President on proper rules of order. 

d. “Robert’s Rules Revised” will be used as a reference in parliamentary procedure. 

 

Article XI 

Amendments 

 

1. Any member of the Faculty Senate may propose an amendment to the Faculty Senate Constitution. 

2. A written statement of an amendment to the Faculty Senate Constitution shall be given to Faculty 

Senate members prior to the meeting in which the amendment is to be discussed. (See Article IX.  

       

AMENDMENT NO. 1 

From January 2011 to May 2012, Faculty Senate membership will consist of fourteen (14) faculty 

members. The fall 2010 election increased Faculty Senate membership to include one (1) Non-Allied 

Health faculty and four (4) Allied Health faculty.  

Proposed for approval October 26, 2010 – ver.2
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Trocaire Faculty Association 

 

 

2016-2018 Elected Officers  

 

President: Gerald Clark 

 

1st Vice President: Ellen Bowman 

 

2nd Vice President: Robert Kieffer 

 

Secretary: Stephanie Becker 

 

Treasurer: Santosh Bhattarai 

 

 

  



 Trocaire College Faculty Handbook 40 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Appendix D 

 (Academic Freedom) 

  



 Trocaire College Faculty Handbook 41 
 

 

 

 
 

 

  



 Trocaire College Faculty Handbook 42 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Appendix E 

(Syllabi Minimum Requirements) 
  



 Trocaire College Faculty Handbook 43 
 

 

 
 

COURSE SYLLABUS – Minimum Requirements 
 

Course Title: [Insert Course Title] 
Course Number: [Insert Course Number] 

Section: [Insert Course Section] 
Semester: [Insert Semester] 

 
** Please note that the format and order of each section may be revised 
 
I. Course Description 

[Provide a general description of the course as found in the college catalog] 
 
II. Instructor Information 
 Name: 
 Office Number / Location: 
 Office Hours or time available for student contact: 
 Office Phone/Voice Mail: 
 E-mail address: 
 
III. Course Identification 
 Credit Hours: 
 Course meeting times: 
 Pre- and/or Co-requisites: 
 
IV. Federal Credit Hour Notification 

Institutions of higher education must demonstrate how courses offered for credit comply with the federal 
definition of the credit hour. In general, for every 1 credit hour assigned to a course, students should be 
provided with the equivalent of a minimum of 1 hour (50 minutes) of instruction and two hours (100 
minutes) of out-of-class assignments, for a minimum of 15 weeks. Actual assignment of credit hours will 
depend upon the nature of the course (lecture, lab, clinical, seminar, etc.). For the current course, the 
table below describes how the federal definition is met by this particular course: 

 
 

 A. 
Total Minutes 
Instructional 

Time 
Per Week 

B. 
Total Minutes 

Outside 
Assignments 

Per Week 

C. 
Total Time 

(Add 
columns A 

and B) 

D. 
Number 

Of Weeks 
Class 

Meets  
in the 

Semester 

E. 
Total Minutes  

For Course 
 (Multiply  
column C  

by column D) 

Lecture [Insert here] [Insert here] [Insert 
here] 

[Insert here] [Insert here] 

Lab [Insert here] [Insert here] [Insert 
here] 

[Insert here] [Insert here] 

Clinical [Insert here] [Insert here] [Insert 
here] 

[Insert here] [Insert here] 
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Seminar [Insert here] [Insert here] [Insert 
here] 

[Insert here] [Insert here] 

Internship [Insert here] [Insert here] [Insert 
here] 

[Insert here] [Insert here] 

Other [Insert here] [Insert here] [Insert 
here] 

[Insert here] [Insert here] 

Total [Insert here] [Insert here] [Insert 
here] 

[Insert here] [Insert here] 

Total Minimum Minutes Required by Federal Law: Actual Total in this Course:  
 

 
V. Required Text(s)/ Materials: 

[Insert list of required text(s) and other material, such as workbooks or supplies that are required. If 
appropriate, note suggested materials as well.] 

 
VI. Course Learning Outcomes 
 At the completion of this course, the student will know or be able to: 

[List the specific learning outcomes all students will show after successful completion of the course; 
normally, this would be a list of the 5 – 7 major learning outcomes that all students would be able to 
demonstrate after completing this course] 

 
VII. Classroom Policies and Procedures 
A. Attendance Policy – As noted in the college catalog, students are required to attend all scheduled in-

person and online classes, labs, seminars, clinicals, and internships associated with the course. [For online 
courses, instructors to indicate: “In order to be counted as having attended an online course, students 
must demonstrate weekly participation in an academically related activity. Academically related activities 
include submitting an assignment, taking an exam, watching a video, participating in an online discussion 
board, engaging in a study group, initiating contact with the instructor, or responding to the instructor’s 
contact. An academically related activity does not include logging into a Learning Management System - 
Moodle. Students who have not engaged in an academically related activity will be listed as not in 
attendance.” Instructors may insert additional special instructions concerning how missed classes will be 
handled]. 
 

B. Academic Integrity Policy – Policies on academic integrity, including such issues as cheating, plagiarism, 
etc., as well as penalties which may be imposed, are outlined in the college catalog and will not be 
repeated here. Students should familiarize themselves with these policies.  

 
C. Grievance Policy – The policy on academic grievances is provided in the college catalog.  The college 

provides students the right to file an academic grievance. 

 
D. Disability Policy - The policy on disability services is provided in the college catalog and will not be 

repeated here. Students should familiarize themselves with the disability policy and the associated 
services.  For accessibility eligibility, please visit room 112. 

 
E. Student Behavior - Trocaire College has high regard for its students and for all members of the College 

Community. Trocaire expects its students to obey all applicable civil laws; to behave in ethical, 
professional and courteous ways and to observe the specific policies and standards which govern a 
student’s behavior at the college. Trocaire College acknowledges faculty authority in classroom 
management to promote safe and productive learning environments; as well as faculty and student 
safety. Disruptive classroom behavior will not be tolerated. Disruptive behavior is defined as an act that is 
disorderly, that might include but is not limited to that which disrespects, disrupts, harasses, coerces, or 
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abuses and/or might threaten or harm property or person, so that it interferes with an orderly 
classroom, teaching process or learning function.  

  
Disruptive behavior may result in the removal of the student from class for the remainder of the class 
period, which may necessitate security involvement. A verbal warning is not required prior to the faculty 
member removing a disruptive student from the classroom. A student who has been asked to leave the 
classroom must meet with the faculty member, Dean, and/or CAO prior to returning to the next class. 
Student behaviors which escalate to conduct issues will be resolved through the Student Code of Conduct 
as outlined in the Student Handbook. 
 

F. [Instructors may insert special classroom policies and procedures related to the specific course / section, 
but these should not be substantively different from the general policies as above and outlined in the 
college catalog/student handbook.] 
 

VIII. Methodology – [Use this space to let students know how most of the classes will be conducted (lecture, 
video, lab, group/team work, clinicals, internships, online, compressed schedule,etc.)] 
 

IX. Evaluation and Grading – [Insert information here regarding how students will be evaluated and graded in 
this course. This is a critical piece of your Course Syllabus.  
When students appeal a grade, this documentation is necessary to determine if the student has a valid 
appeal. Please be sure to be very clear and specific with respect to your policies.] 

 
 
X. Course Outline / Schedule 
 [This may be outlined by topics, units, calendar, etc.) It is important to list due 

dates, exam dates, etc. in this outline, and to indicate, “subject to change.”] 
 
XI. Library 

Visit, the library website at: http://library.trocaire.edu 
 
XII. Academic Support 

Services including testing, tutoring support, advisement, and academic workshops are outlined under 
student services in the college catalog and will not be repeated here. Students should familiarize 
themselves with these supports. 

 
XIII. Technology Support 

The Office of Information Technology helpdesk is staffed Monday – Friday from 7am-8pm. Visit: 
https://my.trocaire.edu/oit/helpdesk/ for additional information. 

 
XIV. Counseling Services 

Trocaire College offers individual counseling appointments to all students free of charge. For more 
information, visit: https://my.trocaire.edu/student-services/counseling-services/ 

 
XV. Building Hours 

During scheduled class sessions, the college opens one hour prior to the earliest scheduled class and 
closes one half hour after completion of the latest scheduled class. Hours between semesters and during 
the summer vary and are posted.  

 

 

 

 

 

http://library.trocaire.edu/
https://my.trocaire.edu/oit/helpdesk/
https://my.trocaire.edu/student-services/counseling-services/
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SCHEDULE AND OFFICE HOURS*** 
 

              

 FACULTY MEMBER       OFFICE 

    
      SEMESTER       
 DIVISION/PROGRAM        E-MAIL 

 
TIME 

MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY SUNDAY 

 8:00 - 8:30 AM        

 8:30 - 9:00 AM        

 9:00 - 9:30 AM        

 9:30 - 10:00 AM         

10:00 - 10:30 AM        

10:30 - 11:00 AM        

11:00 - 11:30 AM        

11:30 - 12:00 PM        

12:00 - 12:30 PM        

12:30 - 1:00 PM        

 1:00 - 1:30 PM        

 1:30 - 2:00 PM        

 2:00 - 2:30 PM        

 2:30 - 3:00 PM        

 3:00 - 3:30 PM        

 3:30 - 4:00 PM        

 4:00 - 4:30 PM        

 4:30 - 5:00 PM        

 5:00 - 5:30 PM        

 5:30 - 6:00 PM        

 6:00 - 6:30 PM        

 6:30 - 7:00 PM        

 7:00 - 7:30 PM        

 7:30 - 8:00 PM        

 8:00 - 8:30 PM        

 8:30 - 10:30 PM        

***Students may also meet with their instructors by appointment. 
Please file a copy of this schedule with the Office of the Chief Academic Officer. 
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2017-2018 Academic Calendar 

 

All Academic Programs 
FALL 2017 

August 21 Regular classes begin 

28 Last day to drop/add 

September 4 Labor Day – no classes, college closed 

October 9 Columbus Day – no classes, college open 

10 No classes, college open 

11-17 Mid-term week 

30 Last day to officially withdraw 

November 22-26 Thanksgiving break – no classes, college open November 22, college closed 
November 23-26 

December 5-11 Final week of semester; December 11 – last day of the semester 

 Fall Commencement 

23-31 Christmas break – college closed 

 

SPRING 2018 
January 1 New Year’s Day – college closed 

15 Martin Luther King Day – college closed 

16 Regular classes begin 

23 Last day to drop/add 

February 19 President’s Day – no classes, college open 

20 No classes, college open 

March 7-13 Mid-term week 

27 Last day to officially withdraw 

March/April 28-Apr 1 Easter break – no classes, college open March 28-29, college closed March 
30-April 1 

May 1-7 Final week of semester; May 7 – last day of the semester 

 Spring Commencement 
 

SUMMER 2018 
May 21 Summer session I begins; classes begin 

28 Memorial Day – no classes; college closed 

29 Last day to drop/add 

June 12 Last day to officially withdraw 

 21 Last day of summer session I 

 25 Summer session II begins; classes begin 

July 4 July 4th – no classes, college closed  

 2 Last day to drop/add 

 17 Last day to officially withdraw 

 26 Last day of summer session II 
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Fair Use Checklist 

The Trocaire College Libraries and Columbia University Copyright Advisory 
Office is pleased to offer the following fair use checklist to the academic 

community. We hope that it will serve two purposes. First, it should help 
educators, librarians, and others to focus on factual circumstances that are 

important to the evaluation of a contemplated fair use of copyrighted works. 
A reasonable fair use analysis is based on four factors set forth in the fair 

use provision of copyright law, Section 107 of the Copyright Act of 1976. The 
application of those factors depends on the particular facts of your situation, 

and changing one or more facts may alter the outcome of the analysis. The 
checklist derives from those four factors and from the judicial decisions 

interpreting copyright law. 

A second purpose of the checklist is to provide an important means for 

recording your decision-making process. Maintaining a record of your fair 
use analysis is critical to establishing your "reasonable and good-faith" 

attempts to apply fair use to meet your educational objectives. Section 504 
(c)(2) of the Copyright Act offers some protection for educators and 

librarians who act in good faith. Once you have completed your 
application of fair use to a particular need, keep your completed 

checklist in your files for future reference. 

As you use the checklist and apply it to your situation, you are likely to 
check more than one box in each column and even check boxes across 

columns. Some checked boxes will favor fair use and others may oppose fair 

use. A key concern is whether you are acting reasonably in checking any 
given box; the ultimate concern is whether the cumulative "weight" of the 

factors favors or opposes fair use. Because you are most familiar with your 
project, you are probably best positioned to make that decision. 

Thanks to Dwayne K. Buttler, now at the University of Louisville, for his assistance with creating the 

checklist. 

Name: _________________________________________________________________________ 

Institution: ______________________________________________________________________ 

Project: _________________________________________________________________________ 

Date: ______________________ 

Prepared by: _____________________________________________________________________ 
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Purpose 

Favoring Fair Use 
 

Opposing Fair Use 
 

Teaching (including multiple copies 

for classroom use)

Commercial activity

Research Profiting from the use

Scholarship Entertainment

Nonprofit educational institution Bad faith behavior

Criticism Denying credit to the original author

Comment  

News reporting  

Transformative or productive use 

(changes the work for new utility)

 

Restricted access (to students or 

other appropriate group)

 

Parody  

  

 

Nature 
 



Favoring Fair Use 


Opposing Fair Use 

Published work Unpublished work

Factual or nonfiction based Highly creative work (art, music, 

novels, films, plays)

Important to favored educational 

objectives

Fiction
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Amount 
 



Favoring Fair Use 


Opposing Fair Use

Small quantity Large portion or whole work used

Portion used is not central or 

significant to entire work

Portion used is central to work or 

“heart of the work”

Amount is appropriate for favored 

educational purpose

 

 

Effect 
  

 

Favoring Fair Use 


Opposing Fair Use 

User owns lawfully acquired or 

purchased copy of original work 

Could replace sale of copyrighted 

work 

 One or few copies made 

Significantly impairs market or 

potential market for copyrighted work or 

derivative 

No significant effect on the market or 

potential market for copyrighted work 

Reasonably available licensing 

mechanism for use of the copyrighted 

work 

 No similar product marketed by the 

copyright holder 

Affordable permission available for 

using work 

Lack of licensing mechanism Numerous copies made


You made it accessible on the Web or 

in other public forum

 Repeated or long term use

 

 

Based on a resource from the Copyright Advisory Office of Columbia University 

(www.copyright.columbia.edu), with permission from Kenneth D. Crews, Director. 

 

 

 

  

file://trocaire-fp01/staffusers$/TorreE/Copyright/www.copyright.columbia.edu
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FACULTY ABSENCE FORM 

SICK & PERSONAL TIME 
 

 

NAME: _______________________________________ DATE: ________________ 

 

 

I PLAN TO BE OFF-CAMPUS ON THE FOLLOWING DAY(S). PLEASE LIST MULTIPLE 

DAYS ON THE SAME FORM. 

 

PLEASE  APPLICABLE BOX 

 

 

 

DATE(S) OF ABSENCE 

HOURS BEING 

USED 

 

Sick 

 

Personal 

    

    

    

    

    

    

    

 

 

 

      ___________________________________ 

         EMPLOYEE 

 

      ___________________________________ 

        SUPERVISOR 

 

 

PLEASE COMPLETE THIS FORM PRIOR TO YOUR PERSONAL DAY(S) AND 

FORWARD TO THE PAYROLL/BENEFITS OFFICE. IN CASE OF ILLNESS, THE FORM 

SHOULD BE FORWARDED UPON YOUR FIRST DAY OF RETURN. 
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TO:  Faculty 
FROM:  Terry Horner, Registrar 
RE:  FINAL GRADES – Spring 2017 
 

All grades must be entered into the Faculty Portal (not MOODLE) within 72 hours 
after completion of the course or final exam.  

 
Step-By-Step: Direct Grade Submit 

 

After logging into the Faculty Portal: 
1. Click My Courses>Select your course 
2. From Course Options click the Direct Grade Submit link. 
3. Choose Final from the Grade Type drop down. 
4. Enter grades. (Narrative is only available on Final Grade Entry.) 
5. Click Submit Grades. Once grades or last day of attendance are submitted, the only way to change  
 them is through the Registrars Office (see steps 6-10). 
Note: If the student list spans multiple pages, changing to a different page will submit grades already 
selected. 
6. Grade changes can be requested through the Faculty Portal Direct Grade Submit link. 
7. Click the Change Request link, which will be displayed for grades that have already been submitted. 
8. Enter a reason for the change and the new grade and click Send Request (you must report the new 
grade in order for 
 the Registrar to make the change). 
9. An email requesting a change of grade, the new grade and reason for the change will be sent to the 
Registrar. 
Note: Narrative grade information can be added through the Final grade entry screen, prior to the 
submission of the Final grade. Once the Final grade has been entered, narrative grades cannot be added 
or edited through the portal. 
 

Please note the following regarding grades: 
An Incomplete grade should only be issued in extreme circumstances, where additional time is required for 
the student to make up the semester’s course work. Arrangements for make-up and deadlines should be 
discussed with the student prior to an agreement. College policy states that an incomplete grade must be 
removed from students’ transcript within 30 calendar days or it will automatically convert to an “F” (page 37 
college catalog). 

It is the faculty’s responsibility to follow up with the student to complete the work.  
 
W / WF Withdrawal grades are only issued by the Registrar’s Office when official paperwork has been filed 

by the student. (Faculty cannot submit withdrawal grades) 
 
ANY STUDENT WISHING TO APPEAL A GRADE SHALL CONSULT WITH THE INSTRUCTOR 
SEEKING A SATISFACTORY EXPLANATION. THE STUDENT SHOULD INITIATE THIS ACTION 
WITHIN ONE MONTH FROM THE DATE THAT FINAL GRADES ARE POSTED.  

Also…Make sure you have completed the attendance roster 
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Appendix L 

(Program Transfer Request Form) 
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Appendix M 

(RECORD OF ADVISEMENT SESSIONS) 
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RECORD OF ADVISEMENT SESSIONS 

 

 

Name of student: ______________________________ Program:____________________ 

 

Dates of 

contact/ 
sessions: 

 

   

  Comments:   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Signature of Academic Advisor: _________________________________________________ 

 

Please keep records of any advisement sessions in the academic advisement folder.  
  
    Advisement           Revised: 9/10 
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Appendix N 

(TUITION WAIVER REQUEST FORM) 
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TUITION WAIVER REQUEST FORM 
Refer to Administrative Regulation #867 for instructions. 

 

EMPLOYEE NAME: ___________________________________________________________ 

 

STAFF _____  FACULTY _____   

 

POSITION AT COLLEGE: ______________________________________________________ 

 

IMMEDIATE SUPERVISOR’S NAME: ___________________________________________ 

 

REQUEST WAIVER FOR: 

 

STUDENT NAME: ____________________________________ 

 

AGE (IF NOT EMPLOYEE OR SPOUSE) ____________________ 

 

RELATIONSHIP TO EMPLOYEE: _______________________________________________ 

 

SEMESTER (Check one): ___ Fall ___ Spring ___ Summer  YEAR: __________  

 

COURSE # AND NAME: _______________________________________________________ 

 

_____________________________________________________________________________ 

 

MATRICULATING STUDENTS MUST COMPLETE AND SUBMIT THE FAFSA APPLICATION BY 

DEADLINE TO RECEIVE THE TUITION WAIVER. THE WAIVER COVERS REMAINING TUITION COST 

AFTER ALL ENTITLEMENTS ARE APPLIED. THIS FORM MUST BE FILLED OUT AND APPROVED 

BY THE EXECUTIVE DIRECTOR HUMAN RESOURCES AND THE VP FINANCE. IT WILL THEN BE 

RETURNED TO THE BILLING OFFICE. 

 

 

FOR OFFICE USE ONLY: 

I CERTIFY THAT THE TUITION WAIVER REQUESTED ABOVE MEETS ALL REQUIREMENTS 

UNDER COLLEGE REGULATION #867. 

 

______________________________    DATE: _______________ 

CHIEF HUMAN RESOURCES OFFICER 

 

 

FINANCIAL APPROVAL BY: 

 

 

______________________________    DATE: _______________ 

VP FINANCE  

 

 

Revised 4-10-2017 
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Appendix O 

(College and Student Affairs Organizational Charts) 
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Appendix P 

(Faculty Evaluation Form) 
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Faculty Evaluation by Dean or Director 

 

Faculty evaluation is a mutual process by which the faculty member has a pre evaluation conference and a 

post evaluation conference with the Dean or Director. This process was developed to facilitate faculty 

governance and empower an autonomous faculty in their development of educational expertise and skill.  

 

Evaluation Process Objectives: 

 

a. To ensure that the faculty member’s performance evaluation reflects the mission of Trocaire College 

b. To ensure that the faculty member’s performance evaluation reflects the recommendations of their  

program 

 

Faculty will participate in the evaluation process in the following time frame: 

 

Faculty Experience Time Frame 

1- 2 years At least once a semester 

3-4 years or an experienced faculty member new 

to Trocaire 

Each academic year 

5 years plus Once every other year 

  

Evaluation of faculty members will be based on faculty evaluation by Dean or Director, student 

evaluations, a self evaluation and a portfolio. Faculty has the right to review and respond to comments 

and to insist on strict adherence to contractual procedures.  

 

Directions: 

 

Faculty member will make arrangements to have performance evaluation video taped or directly observed 

by evaluator. If faculty member chooses to be video taped, the video tape must be submitted to the 

evaluator within 48 hours of the presentation to be evaluated. The video tape is the property of the faculty 

member being evaluated.  

 

Pre Evaluation Conference 

1. Provide the objectives for the class/ clinical to evaluator 

2. Provide the location, date and time frame for the evaluator 

3. Set up a post conference date to discuss the evaluation 

4. Review contents of faculty member’s portfolio 

 

Post Evaluation Conference 

1. Address any areas of the faculty member or the evaluator that may be unclear 

2. Review the evaluation form together 

3. Review the areas of strengths and areas in need of improvement with suggestions in attaining 

assistance 

4. Faculty member has 48 hours to provide a follow up response and comments 

5. Faculty member is to sign the evaluation form 

6. If faculty member disagrees with the evaluation, that member will be given an opportunity to 

speak to the Academic Dean and may receive on other evaluation by another administrator of his/ 

her choice.  
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TROCAIRE COLLEGE FACULTY EVALUATION FORM 

 

Faculty: _______________________________ Evaluator: ________________________ 

 

Subject area: ______________________________ Date: ___________________________ 

A: Teaching Performance 

 

1. Provides the student with a clear and precise presentation of material  

 Comments:  

 

 

 

 

2.  Utilizes various teaching- learning resources  

 Comments: 

 

 

 

3. Displays a sensitivity to individual student needs  

 Comments: 

 

 

 

B Professional Competence 

1. Exhibits a sound understanding and command of the subject matter 

Comments: 

 

 

 

2. Participates in the professional development activities 

Comments:  

 

 

 

3. Carries our professional responsibilities such as planning and evaluating courses, timely 

submissions of learning materials, etc.  

Comments:  
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C. Interpersonal Relations 

 

1. Participates in program committees and activities 

Comments:  

 

 

 

2. Participates in college committees and activities 

Comments: 

 

 

 

3. Provides students with regularly scheduled office hours and advisement 

Comments:  

 

 

D. Personal Qualities/ Characteristics 

 

1. Fulfills faculty position requirements  

Comments:  

 

 

2. Participates in program review and planning to reflect the mission on Trocaire College 

Comments:  
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EVALUATION SUMMARY FORM 

 

Overall evaluation of faculty member: 

 

 

 

 

 

 

 

 

 

 

 

Recommendations/ Suggestions: 

 

 

 

 

 

 

 

 

 

 

Faculty Comments: 

 

 

 

 

 

 

 

 

 

 

 

 

Faculty Signature_______________________________ Date______________ 

 

 

Evaluator Signature_____________________________ Date______________ 
 

 

 

 

 



 Trocaire College Faculty Handbook 74 
 

 

FACULTY 

PORTFOLIO 

 

Evaluation Professional 

Dean or Director Resume 

Student evaluation Professional memberships 

Self evaluation Continuing Education 

 Certification 

 Course Syllabi 

 Committee memberships 

 Community Service 

 Other 

 

      

Portfolio 

 

It is the responsibility of the faculty member to develop and update a portfolio. 

 

Contents: 

 

Diplomas and transcripts 

Course syllabi 

Licenses and registrations 

Professional memberships 

Continuing Education Certifications 

Resume 

Committee membership in college 

Committee membership in program 

 

Portfolio is to be submitted to Dean/ Director prior to the pre evaluation conference or at 

the end of the academic year.  
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Appendix Q 

(Shuttle Schedule) 

  



 Trocaire College Faculty Handbook 76 
 

 

 

Insert New Shuttle Schedule 
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Appendix R 

(Mileage Reimbursement Form) 
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Appendix S 

(Trocaire College Telephone Directory) 
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