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INTRODUCTION To meet the unique educational needs of Native Americans, Saginaw Chippewa Tribal College
(SCTC) believes that the opportunity for higher education must be provided on the reservation.Self-awareness through education is a foundation that is necessary to build a career, to create a life style, and to achieve a true sense of self-pride. The Saginaw Chippewa Tribal College doesnot deny anyone the opportunity of higher education; however; its primary purpose is to serve the Native American population of Michigan. We will provide academic programs leading toassociate degrees with credits transferable to other institutions of higher education and post
secondary education.
PURPOSE The Full-time and Adjunct Faculty Handbook has been developed to provide an understanding of
the basic management policies and procedures for the faculty of Saginaw Chippewa Tribal College (SCTC). This handbook is also designed to establish a consistent, efficient, objective, and equitable guide that will assist SCTC in meeting its mission statement. It is not a contract document; rather, it is issued to aid faculty in performing their jobs in an efficient and effectivemanner. This edition of the faculty handbook revises and replaces the 2000 edition.
The handbook applies to both full-time and adjunct faculty. However, adjunct faculty are not considered employees of the Tribe. They are hired on a contractual basis and are not eligible foremployee benefits and are not subject to personnel policies and procedures. Regarding full-timeemployees, the faculty handbook was not designed as a complete resource for Tribal personnel policies and procedures. All full-time faculty should view this as a companion document to thePersonnel Policies and Procedure Manual for Tribal Operations, which includes sections on: 

• Equal Employment Opportunity • Recruitment, Selection, and Hiring • Promotion, Transfer, and Demotion
• Compensation • Grievance Procedure • . Salary and fringe Benefits • Sexual Harassment Procedures

CH.A.RTERING AUTHORITY The Saginaw Chippewa Indian Tribe traces its roots to the Saginaw, Swan Creek, and Black River Bands of Chippewa Indians. Under the Treaties of 1807 and 1819, these bands ceded all their land to the United States. The Treaty of 1855 established the Isabella Reservation in an area of six townships of unsold public lands in Isabella County, Michigan. Under the provisions of the Indian Reorganization Act of 1934, the descendants from the three bands residing on the Isabella Reservations reorganized on March 27, 1937, and became the Saginaw Chippewa IndianTribe of Michigan.
MISSION STATEMENT Tne mission of the Saginaw Chippewa Tribal College, a Tribally-controlled community college,is to empower learners to reach their educational objectives. Reflecting the unique culture of the
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Saginaw Chippewa Tribal Community, the college provides higher education opportunities and (strives for educational excellence .  
In light of  that mission, the Saginaw Chippewa Tribal College will operate as a communitycollege for the Saginaw Chippewa Tribe, 1'.Iichigan American Indian communities, and the
Central Nlichigan region. The college will function as a degree-granting institution by offering
academic degrees as well as certificates in technical and training programs. In addition, theSaginaw Chippewa Tribal College will meet the lifelong learning needs and interests of theTribe, the employees of the Tribe , and of the Saginaw Chippewa community.
Just as importantly, the Saginaw Chippewa Tribal College will serve as a cultural base for theon-going study, preservation, and celebration of Anishinaabe culture and of North AmericanIndian culture in general . Thus, Anishinaabe culture will be included in course content andprogram development in as many cases as possible and whenever such inclusion is relevant to
materials and ideas of the courses and programs offered. At the srup.e time, the SaginawChippewa Tribal College, Board of Regents, faculty, staff, administration, and the SaginawChippewa community recognize the need for educational innovation a.rid diversity, both ineducational experie_nce and delivery of systems of knowledge. 
VISION STATEMENT In the spirit of a sacred living tree , SCTC brings the gifts of knowledge, wisdom, and skills to itsstudents. By  2005, SCTC will be the primary higher education center of the Tribe, helping the seeds of potential grow and develop in every single student. Anishinaabe values will shape thecollege, linking the deep roots of heritage with higher education and career opporrunity. 
AUTHORITY, AMENDI\1ENT, AND SEVERABILITY The following policies and rules shall be the policies and rules authorized by the Board of Regents and shall apply to all full-time faculty positions of the college and to adjunct faculty as
specified. The Board may, at any time, abolish, change or otherwise amend these rules . Any such action will be posted with its effective date and written changes provided to all handbookholders. In the event that there are provisions of these rules that shall be held to be in conflict with treaty or federal statute or regulations , the remaining rules shall be given full force and
effect.
FULL-TIME FACULTY TEACIDNG WORK LOADS AND 
ASSIGNMENTS Scholarly and scientific research and presentations, artistic endeavors, professional development
activities, and service to the. campus and wider communities also require significant portions offaculty time. The duties of faculty members are many and varied. However, teaching is the foremost responsibility of a faculty member. Teaching and its related activities are expected to represent the largest investment of faculty time and effort. Individual work assignments shouldassure that faculty members meet their professional and community obligations whilesimultaneously keeping teaching their primary duty. 
The college policy that rightly insists upon the primacy of superior instruction dictates certain conditions. Among these are the following expectations : ( 1 )  that an instructor will teach courses
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he/she has been trained to teach; (2) that he/she will be responsible for a reasonable number of
preparations ; (3 ) that he/she will be burdened with a reasonable number of contact hours ; (4) that
excessive enrollment will be given due attention in calculating his/her contribution to the 
College; (5) that developing and presenting a new course will be recognized as a greater burden
than presenting a familiar one ; (6) and that cognizance will be taken of the burden upon his/her 
of committee work, advising, community service, and research. In pursuit of this desirable state
of affairs, the following limitations shall prevail:

• Maximum semester full-time instructional load shall be sixteen ( 1 6) credit hours .
• Minimum full-time load is  twelve ( 1 2)

Duties Related to Teaching 
Course Preparation : Faculty members spend significant time upon course preparation, including
the marking of papers and tests ; moreover, faculty members typi.cally devote six or more hours a
week to office hours , conferences, and tutorials with students . The amount of course preparation
varies with the experience of the instructor and whether the course is a new or a repeated 
offering. Faculty are also required to take attendance at each class session and return attendance
sheets to the Dean.

Other Duties :

1 . Textbooks : Orders should be submitted to the Academic Support Services Manager at least
four (4) weeks prior to the semester in which the class will be taught.

2 . Class Svllabi : Must be submitted prior to the beginning of class but no later than the first day
of class .

3 . Classroom Policies :  At  the beginning of a course ,  faculty members are expected to inform 
students about course format, attendance policies , and basis of evaluation . Final examinations
may be given only during the regularly scheduled examination period. In view of the Honor
Code 's prohibition of giving or receiving aid without the consent of the professor on tests , 
quizzes , assignments , or examinations, the professor should make clear when help may and
may not be given or received.

4. Absence from Work: All faculty members are expected to meet their classes regularly and 
promptly. In case of i llness or absence from the campus for professional reasons ,  the Dean of
Instruction & Student Services should be notified, as well as the employee call-in line (775-

. ILLS) .  It is the responsibility of the professor to arrange for someone to conduct the clas s ,  or
for some other substitute function or meeting that will be equivalent to the class missed,

. whenever possible .

5 . Attendance at Meetirn2:s : All faculty members are expected to participate in all the meetings
of committees and departments to which they belong, and in meetings of the whole faculty.
Specifically, full-time faculty are expected to serve on the Curriculum & Assessment 
Committee. The Dean appoints a minimum of one adjunct from each degree area each
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semester with recommendation from the adjunct staff. A faculty member who anticipates 
( absence from one of these meetings should inform the individual who will chair the meeting. 

6. Curriculum and Assessment Committee: The faculty governed Curriculum and Assessment 
Committee is the major mechanism by which the primacy of faculty is exercised in their
central domain of expertise: developing and renewing SCTC curriculum and assessing its
quality and effectiveness to the highest of professional standards. The central role of the 
Curriculum and Assessment Committee is to recommend courses and programs to the SCTC
Dean of Instruction and Student Services and President. The Board of Regents will formally
approve recommended courses and programs.

The Curriculum and Assessment Committee is comprised primarily of faculty, and both full
time and adjunct faculty will be required to participate on the committee. As part of their
duties, full-time lead faculty members from the three-degree areas are required to serve on
the committee for the length of their employment with SCTC. Due to the nature of adjunct
employment, adjunct faculty members serve terms of one semester in length. Because 
curriculum is the primary responsibility of the faculty, the voting members of the committee
are predominantly faculty.

The above-specified duties are required of both full-time and adjunct faculty.

Academic Freedom 
It is the policy of the college to maintain and encourage full freedom, within the law, of inquiry, 
teaching, research, and publications .  In the exercise of this freedom, its faculty members are free
to discuss their subject in the classroom; they may not, however, discuss personal viewpoints 
which have no relation to the subject. In their roles as citizens, faculty members have the same 
freedom as other citizens ; however, in their utterances as private citizens,  they have an obligation
to indicate that they are not speaking for the institution.

The responsibility of this academic community is to provide for the enrichment of intellectual
experience, to promote life-long learning, to serve the local community, and to integrate 
Anishnaabe culture into the learning environment. Essential to the realization of these ideals is a
free and open academic community, which takes no ideological or political position. The free
expression of conflicting ideas cannot occur unless there is opportunity for a variety of 
viewpoints to be expressed. Toleration of what may be error i s  an inescapable condition of the
meaning of "pursuit of truth." The academic community must be hospitable even to closed 
minds and it must welcome the conflict of ideas likely to ensue. Academic responsibility to
provide opportunity for expression of diverse points of view generates academic freedom.

Instructors are entitled to full freedom in lecturing or conducting demonstrations in their subject
or field of competence. They are entitled, like any other member of the community in which
they live, to establish membership in voluntary groups,  to seek or hold public office, to express
opinions as individuals on public questions and to take action in accordance with their views. 
Cognizant of their responsibilities to their profession and to their institution, instructors accept
certain obligations : they must respect the rights of others to express opinions and to insure that
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their personal views do not interfere with the unfettered search for truth by students andcolleagues . 
Faculty must make clear, however, that faculty action, statements, and memberships do not 
necessarily represent the views of the academic community. If there are controls to be exercisedover the instructor, they are the controls of personal integrity and the judgment of colleagues . 
Professional Growth 
Full-time faculty appointments carry the responsibilities and privileges traditionally identified with academic pqsitions . In addition, College faculty are obligated to enrich their understandingof the unique mission of this Tribally chartered institution. While a minimum of special restrictions is imposed on the activities of faculty members , they are under obligation to renderthe College the most effective service of which they are capable.
Moreover, they are expected to increase their depth and range of competency within their individual discipline. The Dean shall attempt to work out a schedule that allows the facultymembers to acquire new skills that may be utilized in the curriculum or in broadening theircompetency in a particular field of study. 
SCTC favors attendance at professional meetings by members of the faculty. Limited travel 
funds are budgeted each year. In providing support, preference is given to members participatingin the program or those who are officers of a professional association. An effort wilI be made to distribute equitably the privilege of receiving travel assistance.
Tui tion and Fees for SCTC courses are waived for full-time faculty members .  Faculty membersare expected to complete all course requirements and will receive a grade and credit for the courses.
ADJUNCT FACULTY 
Adjunct Faculty are hired to teach one or more courses . They are also responsible for other teaching related duties as enumerated on pages 3-4 of this document. Additionally, they are required to meet their classes during set times, have one ( 1 )  office hour per week, and attendmeetings with the Dean as scheduled. The activities of part time faculty are coordinated and evaluated by the Dean. Adjunct faculty are contracted in accordance with the number of creditstaught. Contracts are renewed each semester. 
ORIENTATION OF NEW FACULTY 
The Dean of Instruction & Student Services, or another designated administrator, shall provideeach new faculty member with an orientation including the following: 

.• 
• 
• 
• 
• 

Introduction to all Saginaw Chippewa Tribal College staff,Tour of all Saginaw Chippewa Tribal College facilities ,  Explanation of duties and responsibilities,Copy of job description, Copy of Saginaw Chippewa Tribal College Faculty Handbook,
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• 

• 
• 

Copy of Saginaw Chippewa Tribal Personnel Policy and Procedures Handbook (for fu�time faculty only), 
In-service training for teaching Native American students , andFamiliarization with the payroll procedure . 

ASSESSMENT RELATED DUTIES All faculty are responsible for conducting classroom assessment techfligues and related duties inan effort to continuously improve the quality of instruction and student learning. Faculty are expected to be informed and actively involved in the Plan for Assessment of Learning byStudents (PALS) .  See Addendum II. 
EVALUATING FACl.JLTY The philosophy of evaluating faculty performance is in keeping with ,the objectives of the Saginaw Chippewa Tribal College. Faculty evaluations will determine strengths and challenges of the instructional staff. Methods of evaluation to be utilized may include the following: student \ .course and instructor evaluation forms, self-evaluation methods, and peer evaluation . Faculty contributions and initiatives can also be used as a means of evaluation.
ACADEMIC CODE OF co:NDUCT The Student Code of Conduct is included here so SCTC faculty are fully informed about collegepolicy in this area. Honesty is essential to the trust on which an academic community is built. Dishonesty, such as forgery and cheating, destroys that trust and will not be tolerated. Offenses (include, but are not limited to, the following: 
( 1 )  Forn:erv: Altering a signed document in any way without the knowledge and agreement of allsigners ; signing someone else ' s  name to a document ; altering or falsifying any academic record. 
(2) Cheating: Copying any part of another student' s  exam or assignment; allowing any student tocopy from one ' s  exam or assignment; taking an examination for someone else; bringing notes or other written materials for use in taking an exam without the express permission of the instructor; changing answers on a returned exam; completing an assignment for someone else; submitting an assignment purchased from another student or a term paper service;  submitting anassignment for one course that was prepared for. another course without permission from both instructors .
(3 ) Pla!tiarism/dishonesty in writing term papers . research projects, lab reports : Using information other than common knowledge from a source without acknowledging that source in 
a footnote, endnote, or parenthetical note; paraphrasing sentences , paragraphs, or passages from a source without using quotation marks and acknowledging that source in a footnote, endnote, orparenthetical note ; copying sentences , paragraphs, or passages from a source without using quotation marks and acknowledging that source in a footnote, endnote , or parenthetical note ;
citing in a bibliography references that were not actually read or acknowledged in footnotes ,endnotes , or parenthetical notes ; using invented data or quotations. 
Any student accused of dishonesty is entitled to have the charges clearly and specifically statedand has an opportunity to answer those charges (see Addendum I. Academic Grievance 
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Procedure). In turn, students are advised to read directions on forms and to keep copies or 
records . S tudents are also advised to have all source materials and notes for term papers, research
projects , and lab reports available because instructors have the right to demand to see those
materials .

Penalties for academic dishonesty may include an "F' for the work in question or for the entire
course.  Dishonesty may also be reported to the Dean, who may impose penalties up to expulsion .
Penalties imposed by Saginaw Chippewa Tribal College do not preclude legal penalties by
publishers and federal agencies .

FACULTY GRIEVANCE PROCEDURES 
Full-time faculty should consult the Tribal Operations Policies and Procedures Manual for an
explanation of the grievance procedures available to them as Tribal employees .  Adjunct faculty
should consult the SCTC Policies and Procedures Manual for an explanation of the grievance
procedures available to them.

DISCIPLINARY SANCTIONS 
Any of the following disciplinary sanctions, which are consistent with Tribal , State and Federal
law, may be imposed for violation of the Student Codes of Conduct outlined under Academic
Conduct and Social Conduct in the student handbook:

• 
• 
• 

Warning 
Written Reprimand 
Restitution for damages 

• 
•

Mandatory participation in an approved alcohol/drug abuse treatment program
Probation

• Dismissal 
• Referral for Prosecution

bue Process 
A student who is charged with a violation of the Social Conduct Code has the right to :

• A Written charge of the violation and the disciplinary sanction imposed,
• A right to a Hearing and, 
• A right to grieve the charge and disciplinary sanction .

The student may continue in good standing until the appeals process is  completed unless the
safety of other individuals is affected.

EXAMINATIONS AND GRADES 
In each course, instructors are expected to administer examinations , quizzes, and other forms of
written and oral assignments that will aid the instructor and the student in evaluating the 
student' s performance and progress . Each instructor is responsible for the preparation and
grading of his/her examinations ,  for complying with the College regulations concerning 
Xeroxing and examination security, and for maintaining close supervision over students while
they are talcing examinations .
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In order to report students in da.11.ger of failing and to arrange early counseling and other remedial (
measure by mid-semester, it i s  essential that instmctors arrive at an early indication of student 
progress .

:tvlidterm grades must be submitted no later than one week after the midpoint of each semester.

Semester grades are due in the Offic� of the Registrar promptly after the final examination, and
ideally, no later than the Wednesday of the week following the exam period.

The letter grade represents a grade point, which, with the number of credit hours for each course, 
determines a student ' s  academic average. The grades used and the meaning and number of grade
points represented by each are:

Grade
A 
A
B+
B 
B
C+
C 
C
D+
D 
D
F

Si£Tiificance
Superior

above Average

Average

below Average

Failing

Grade Points
4 .0
3 .7
3 .3
3 .0
2 .7
2.3
2.0
1 .7
1 . 3
1 .0
0.7
0.0

The following are not included in computing GP A:

CR Credit 
NC No Credit 
I Incomplete 
w Withdrawal
AUD Audit

A change of grade request that i s  submitted by a faculty member is honored if that change is
made to correct a clerical error or remove an Incomplete . Such a request is to be made on a form
furnished by the Registrar, and must bear the signatures of the instructor, the Dean, and the
Registrar.

ACADEMIC YEAR 
The regular academic year begins with the first faculty meeting before the Fall semester and ends
when faculty turn in their grades upon completion of final examinations in the Spring. Full-time
faculty members are normally employed as full-time Tribal Operations employees and are
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expected to teach throughout the calendar year. Adjunct instructors are employed each semester.
The faculty shall be consulted on the structuring of the Academic Calendar.
CANCELLATION OF CLASSES 
Cancellation of on-campus classes due to inclement weather or other conditions will be 
announced by the college through area radio stations such as WCFX 95 .3 FM and televisionstations such as WWTV/WWUP Channel 9/10, or by calling 775-4157 .  Weather-related cancellations will also be posted on the SCTC web site (www.sagchip.org/tribalcollege/ index .htln) . The cancellation of day classes will be announced before 7 :00 a.m. The cancellation
of evening classes will normally be announced before 5 :00 p.m.
Cancellation  of off-campus classes due to inclement weather will be regulated by the specific sitehosting the college course .  Students should be aware of the process at off-campus class sites and listen to media announcements for updates on class cancellations.
Many instructors organize a fan-out telephone system during the first meeting of the course ihthe event that illness or other circumstances prevent them from holding class. Daytime and evening on-campus class cancellation due to the absence of the instructor i s  posted early in themorning of the cancellation throughout the campus . Missed class time will be made up. 
EQUAL OPPORTUNITY AND NONDISCRIMINATION Saginaw Chippewa Tribal College is an equal opportunhy/affirmative action institution and doesnot discriminate on the basis or race, color, religion, national origin, sex, sexual orientation, political persuasion, age , weight, height, handicap or marital status in any of its education programs and activities, including admission and employment as required by Title VI of theHigher Education Amendments , Title IX of the Civil Rights Act, Section 504 of theRehabilitation Act and the Americans with Disabilities Act. 
SEXUAL HARRASSMENT The purpose of this section is to provide all SCTC faculty with a clear definition of what constitutes sexual harassment and a method for addressing complaints of sexual harassment. Afurther purpose i s  to communicate the intent of the college to create a campus free of suchbehavior. 
Sexual harassment in any situation is reprehensible and will not be tolerated. A college is a community of learners in which strong emphasis is placed on self-awareness and considerationfor the lives and feelings of others . In a setting of this kind there is no place for conduct that 

. ' diminishes, humiliates, or abuses another person. Such conduct subverts the mission of the college and threatens the careers , the quality of educational experience, and the well being of students, faculty, and staff. For these reasons, sexual harassment of any kind is unacceptable at
SCTC.
In crder to assure that sexual harassment is precluded, the college strongly encourages individuals who believe they have been sexually harassed to report the alleged harassment.
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Definition of Sexual Harassment: 
Sexual harassment of employees and students at SCTC i s  defined as aI1y unwelcome sexual 
advances , requests for sexual favors , or otlier verbal or physical conduct of a sexual nature . It
takes two legal shapes :

Quid pro guo: Submission to such conduct is either explicitly or implicitly made a term or
condition of an individual 's employment or academic performance.

Hostile environment: Hostile environment harassment differs from "quid pro quo" harassment in
that no discriminatory effect on grades ,  wages, job assignments or other tangible benefits is
required to be proven. Instead, such unwelcome sexist or sexual conduct has one of these
purposes or effects :

• It unreasonably interferes with an individual 's work or academic performance.
• It creates an intimidating, hostile or offensive work or academic environment.
• Direct propositions of a sexual nature, subtle and/or persistent pressure for sexual 

activity, conversations of a sexist or sexual nature or similar jokes and stories, sexual 
remarks about a person 's clothing, body, or sexual relations, or the display of sexually 
explicit materials may constitute harassment if shown to be unwelcome and sufficiently
pervasive or to have created so severe a condition as to affect academic performance or
employment.

It is not the intent of the SCTC to preclude academically relevant discussions or presentations
concerning gender or sex . The fact that such discussions or presentations may cause some 
students discomfort does not in itself indicate 'hostile environment' harassment. If relevant to
course content, gender and sex are legitimate areas of inquiry.

Although sexual advances such as touching, patting, hugging, or brushing against a person's 
body are generally viewed as forms of sexual harassment, they are in fact legally categorized as
assault, which is a misdemeanor offense. The victims of such unwanted sexual advances may
take legal action.

Handling Sexual Harassment 
Any individual in the college community who believes she or he has been sexually harassed 
should contact the Dean of Instruction and Student Services. Options for resolving complaints of
sexual harassment include an informal process where the Dean provides assistance as well as an 
opportunity to the complainant and the accused to resolve the problem in an informal manner. A
formal process may be pursued, which would include a written complaint being submitted by the
complainant. This formal process differs for full-time faculty and adjuncts . A complaint by or
against a full-time faculty will be handled by the Dean and requires following the Personnel 
Policies and Procedures for Tribal Operations . Complaints by or against adjunct follow intra
departmental policies and procedures.

All incidents of alleged sexual harassment by or upon adiunct faculty will be promptly and 
thoroughly investigated by the Dean and one other college appointed official . Adjuncr facultv
complaints may also be addressed either informally, formally, or by legal action, but are not
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subject to Tribal Operations Personnel Policy and Procedures.
Ethical Guidelines for Instructors Consenting romantic and sexual relationships between faculty and student, between supervisor
and employee, or between employees which hold authority over other employees, while not 
expressly forbidden, are very unwise and are strongly discouraged. A faculty member who entersinto a sexual relationship with a student, or a supervisor who does so with an employee where a professional power differential exists , must realize that, if a charge of sexual harassment is subsequently lodged, it will be exceedingly difficult to prove a defense on the grounds of mutualconsent. Voluntary consent by the student or employee in such a relationship is suspect, given
the fundamentally asymmetric nature of the relationship.
Sexual Misconduct Sexual misconduct includes assault and harassment. SCTC recognize the state laws relating to sexual misconduct, since all violations of state law, including stalking laws, are also violations of
college policy.
An educational institution is a community of trust whose very existence depends on the recognition of each individual's importance and value. This trust creates the freedom for eachindividual to live, think, act, and speak without fear of sexual harassment or physical hann.Sexual misconduct shatters the bond of trust within a college community. 
Saginaw Chippewa Tribal College shall not tolerate sexual misconduct in any form. Sexualmisconduct is a flagrant violation of the values and behavioral expectations of a college 
community and all reported violations shall be aggressively investigated. Sexual misconductmay be punishable through civil and criminal proceedings, as well as through college disciplinary processes.
Sexual assault is defined as sexual intercourse without consent, including rape (whether by acquaintance or stranger) , sodomy, or other forms of sexual penetration. To constitute lack of consent, the acts must be committed either by force, threat of force, intimidation, or through useof the victim's mental helplessness of which the accused was aware or should have been aware. Mental helplessness includes incapacitation by alcohol or other drugs .  Sexual misconduct alsoincludes intentionally touching, either directly or through clothing, of the victim's genitals, 
breasts , thighs, or buttocks without the victim's consent, as well as touching or fondling of theaccused by the victim when the victim is forced to do so against his or her wil l .  
Verbal misconduct, without accompanying physical contact as described above, is not defined assexual assault. Verbal misconduct may consti tute sexual harassment, which is also addressed. 
Handling Sexual Misconduct Complaint or knowledge of sexual assault is communicated to a member of the college staff, student, faculty, administration, or classified employee. The source of the information may be the victim or any other person having knowledge of the incident .  The incident should be reported
to the Dean of Instruction and Student Services . Depending on the circumstance of the accusation, the Dean, in collaboration with the Human Resource Department, will determine if
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the incident should immediately be reported for civil/criminal proceedings, or follow theprocedures for Handling Sexual Harassment. 
ALCOHOL/DRUG FREE CAJ\'!PUS POLICY 
All persons entering Saginaw Chippewa Tribal College must comply with the Alcohol/Drug FreeCampus Policy as required by Public Law 10 1 -226, "The Drug-Free Schools and Communities Act Amendments of 1989 ."
No person may bring, keep, or drink alcoholic beverages on college premises or at college functions. Possession of stimulants, depressants, narcotics, or hallucinogenic drugs, including marijuana and other agents having the potential for abuse, is strictly prohibited, except as prescribed by a physician. Any person found to be possessing, using, or distributing such drugs or alcohol will be subj ect to disciplinary action, which could include prosecution for violation ofTribal ,  State, or Federal law. 
SMOKING POLICY Smoking is allowed only in designated outdoor areas.
FIRE SAFETY AND ALARM PROCEDURES Students and employees of the college are encouraged to know the location of fire alarms, fireextinguishers, and emergency exits in the college building. Floor plans showing escape routes , emergency exits , and safety equipment are posted clearly throughout the college .  If a fire alarm sounds , get out of the building ! Treat every fire alarm as real, even if you have reason to believe the current alarm is a false alarm. Do not attempt to reenter the building until given permission Cby college officials.
COPYRIGHTS AND PATENTS Course materials prepared by a faculty member, whether duplicated through the college servicesor off campus, may not be sold to the students for profit, except through channels recommendedby the Dean to the President and approved by the Board of Regents . Such materials may be marked by the faculty member for private distribution or copyrighted for his/her o\vn protection.Copyrights and patents may be subject to Board of Regents approval, negotiated between themand the faculty. 
FACULTY FUNDED BY OTHER SOURCES Faculty funded by sources other than Saginaw Chippewa Tribal College, but who are administratively considered to be under the supervision of the Saginaw ChippewaTribal College, shall abide by the policies and procedures in this handbook unless such compliance is specifically prohibited by rules and regulations of the funding agency. Benefit packages will be under the auspices of the funding agency; however, Saginaw Chippewa TribalCollege may supplement the package as warranted. 
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Addendum I 

ACADEMIC GRIEVANCE PROCEDURE 
Academic Grievances are disagreements between a student and an instructor C(?ncerning
assignments , grades, or personal conflict in the classroom, etc . Whenever a problem arises, all
attempts should be made to resolve the issue informally. If such discussions fail to resolve the
issue, the student has the right to file a formal grievance.

STUDEI\i1 GRIEVANCE APPEALS PROCESS 
Saginaw Chippewa Tribal College promotes close, harmonious relationships between students,
faculty, and staff. To maintain such relationships, it is essential that faculty, staff, and students
understand and respect each other' s rights and responsibili ties .  Whenever problems arise among
members of the college community, all attempts are made to resolve such problems through
informal, yet direct, discussions . Faculty and staff are available to assist with the resolution of
disagreements , differences of opinion, or misunderstandings. To promote resolution of 
grievances through informal means, yet provide safeguards when informal resolutions are not
possible, the following Grievance Appeals Process shall apply.

Step 1. Students who feel they have been treated unfairly or who have complaints against a
faculty or stiaff member should first attempt resolution by meeting with the individual most 
directly in"olved within four (4) working days of the incident. The purpose of the meeting is to
discuss the .,nature of the complaint and to determine mutually agreed upon solutions .  Students 
may seek assistance from other college faculty and staff in scheduling this meeting, and may also
bring this  staff member or  student advocate with them lo the meeting for additional support.
Students who have complaints about other students should request a college faculty or staff
member to facilitate and moderate the meeting.

If a satisfactory resolution is  not arrived at during the informal meeting stage, students may
continue their appeal at Step 2 .

*(Step one may be waived at the discretion of  the Dean, if it i s  determined that such meeting 
might result in further harm to the student. The Dean may also waive the time period specified
for filing grievances. )

Step 2. If a satisfactory resolution cannot be obtained through Step 1 ,  students may continue the
Grievance Process by filing a formal written grievance within four (4) working days of the Step
1 meeting. Complaints concerning academic grades, courses,  programs, and individual faculty
shou)d be submitted to the Dean. All other complaints (such as disciplinary action, student
conduct, financial aid, or other SCTC policies) should be submitted to the Registrar. Forms can
be obtained through the office of the Dean.

Students should outline the outcome of the Step 1 meeting within their written complaint.

Step 3. The Dean, as committee chairperson, will select the remaining three committee
members , (see SCTC Appeals Committee) set a hearing date, notify the student of the hearing

1 3  



date, and conduct foe hearing. All parties involved in the complaint may be present at the hearing (to explain their respective positions . 
Step 4. The Chairperson of the Appeals Com.iT..ittee will notify the student in writing, of the findings and recornn1endations of the Committee, within (10) ten working days of the hearing.
S tep 5. If, after the hearing, the student is not satisfied with the decision of the Appeals Committee, the Chairperson of the Appeals Committee shall refer the grievance to the SCTC President for a final, written decision. This final, written decision will be placed in the student ' s
file .
APPEALS COMMITTEE The Saginaw Chippewa Tribal College Appeals Committee shall consist of the following (3)three members: 

1 . Committee Chairperson a. The Dean, (if the grievance involves an academic complaint or grade)
OR 

b. A Division Chair, (if the grievance is regarding a disciplinary sanction , social
misconduct, or a financial aid decision) .

2. One ( 1 )  faculty member. 
3 .  One ( 1 )  Student Council officer. 

Any person involved in the complaint shall not sit as a member of the SCTC AppealsComrni ttee. 
Persons selected for the Appeals Committee shall not be a close relative of the complainant.
It i s  the responsibility of the Committee Chairperson to select and notify the members of thecommittee and the student as to the date and time of the hearing. 
If the Committee Chairperson is unable to preside over a hearing, the SCTC President shallappoint a Committee Chairperson for that hearing. 
All appeals shall be handled in a confidential manner to protect the privacy of all partiesinvolved. 
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Addendum II 

Plan for Assessment of Learning by Students (PALS) 

BACKGROUND OF ASSESS1\1E1"1 AT SCTC AND AN Ov'ERVIEW OF PALSThis assessment plan, PALS, includes sections on: 
• the background of assessment at SCTC • the organizational oversight of assessment • the process of review and approval of assessment plans• a description of the components of assessment• the use of assessment results
PALS is to be reviewed on an annual basis and revision of the plan rests with the Cuniculum andAssessment Committee. 
SCTC affirms its mission to help its students "realize their educational objectives" and "strive for
academic excellence" by committing to a comprehensive academic assessment program dedicated �o evaluating and continuously improving student learning. The purposes of theprogram are to:

• specify measurable student learning outcomes in accordance with the college mission• assess student learning in terms of the outcomes• use the results to improve programs for students
These statements are reiterated in the SCTC catalog .
The first phase of the implementation of assessment was the institution of formalized classroomassessment techniques during Spring 2002. In Summer 2002, the Curriculum Committee was renamed the Curriculum and Assessment Committee and was given the responsibility of coordinating assessment activities . By the end of the 2002-2003 academic year, the Curriculum and Assessment Committee will have developed assessment plans that include goals , outcomes,and assessment measures for each of SCTC' s degree programs. Until Spring 2002, most instructors made attempts at administering assessment measures , but only informally. Currently, 
a few instructors have made changes to instruction or course content based on assessment results,but as yet, the assessment l oop has not been completely closed so that the results of assessment hav,e impacted planning. Once the two open full-time faculty positions are filled, the Curriculumand Assessment Committee will begin "to close the feedback loop ."  Additionally, with the advent of new administrative leadership in the Dean of Instruction and Student Services, SCTCis on the threshold of addressing these problems so that assessment efforts can produce results 
and effect change.
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PALS IMPLE1vIE�1 ATI ON TL\1ELINE 
1 .  During the 2002-03 Academic year each instructor will administer one Classroom 

Assessment Technique (CAT) and submit one completed CAT Report Form per semester.
2 . Measurable objectives will be included in  each course syllabus (2002-03). 
3 . Pre-college (developmental education) courses will use ASSET or other device as a pre

test/post-test (2002-03) .
4 . Instructors in all Tribal Community Outreach and Occupationalffechnical courses utilize

CATs (2002-2003) .  
5 . Minimum of two measurable objectives in each course and no non-measurable objectives on

syllabi (2003-04 ) .  
6 . During the 2003-04 Academic year each instructor will administer one Classroom 

Assessment Technique (CAT) and submit one completed CAT Report Form per course per
semester. 

7 . Degree program-level (Native American Studies, General Studies, Business) assessment in
place (2003 -04). 

8 . All full-time faculty members utilize appropriate pre-test/post-tests in every course (2004-
05). 

9 . Bloom/Gardner Competencies Matrix used in all general education and cross-curriculum
courses (2004-2005).

PALS ORGANIZATIONAL OVERSIGHT 
The Dean of Instruction and Student Services is responsible for administrative oversight and
coordination of assessment activities .  She utilizes the organizational structure of the college,
which includes lead faculty members, in the coordination of assessment activities. Also, the 
Curriculum and Assessment Committee is charged with the tasks involved in the actual planning
and implementation of PA.LS .

Curriculum and Assessment Committee l\.tlembership 
Members of the Curriculum and Assessment Committee include the lead faculty members and at
least one adjunct faculty member from each of the three degree areas , one staff member, and one
ex-officio member - the Dean of Instruction and Student Services . The Dean appoints the 
chairperson of the committee for a three-year term. The other members that are not full-time
faculty serve terms of one semester in length, due to the nature of adjunct employment.

Committee Responsibilities 
The committee is charged with the following responsibilities :

• 
• 
• 
• 
• 
• 
• 

Identifying data needs to support the self-study process 
Monitoring assessment for the General Education program 
Providing guidance to faculty members in developing and implementing assessment
plans 
Coordinating workshops on assessment
Preparing annual reports 
Facilitates the flow of information to facuity and among college units
Provides faculty oversight of institutional assessment projects that are not division or unit
specific.

1 6  



Review and Approval of Assessment PlansLead faculty are responsible for developing and revising assessment plans and then submittingthem to the Cuniculum and Assessment Committee. The Committee reviews the plans and 
submits approved plans to the Dean and the President for review.
Reporting and Using ResultsEach lead faculty member submits an annual report on assessment to include the following:
• results from the administration of assessment measures • strengths and weaknesses of the program as revealed by assessment results• . recommendations for change in the program or instruction• an updated degree-area assessment plan
Analysis of assessment results is required when a degree area requests modifications to courses or programs or additions to programs. The President and the Dean will also consider assessmentresults when making decisions about staff and resource allocations .
Evaluation of the Assessment PlanPALS delineates the processes, oversight, and elements needed for SCTC to develop and 
implement assessment of student academic achievement. The plan is an important step as we make progress in implementing our assessment program. However, the committee will be shortstaffed until the two new full-time faculty are hired and contribute to running of the committee and the performance of its duties. Among these duties are analyzing assessment results, revising 
assessment plans , formulating changes to programs and courses for the upcoming academic year,and writing their assessment reports, otherwise known as closing the feedback loop. 
PALS-related Responsibilities of Full-time Faculty MembersSince the purpose of assessment is understanding and improving the educational outcomes of ourefforts , i t  i s  in the interest of faculty to assure quality instruction through professional developmem and responsible outcomes assessment of their actions . Outcomes assessment is firstand foremost a faculty responsibility. In support of these ideals ,  faculty are to be active in assessment through the following activities :
1. Conduct classroom assessments in order to focus student learning and implement instructionalstrategies supportive of improving student learning outcomes 2 .  Report utilization of classroom assessment in order to share ideas and strategies withcolleagues and support institutional documentation and accreditation efforts 3 .  Participate in planning and conducting di scipline and/or degree area assessment and then work
with colleagues to improve discipline and degree area outcomes 4. Cooperate wi th college-wide assessment efforts through active support of general education,transfer, work force development and other college-wide assessments
PALS-related Responsibilities of Part-time Faculty MembersSince part-time faculty share professional commitments with full-time faculty, many of the assessment activities are similar. However, in recognition of their limited availability, part-time faculty, other than those on the Cuniculum and Assessment Committee , are not expected to be as
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active in pla..'1ning and implementing assessment activities at discipline, degree program and (institutional levels. In support of these ideals ,  part-time faculty are to be active in assessment 
through the following activities :
1 .  Conduct classroom assessments in order to focus student learning and implement instructionalstrategies supportive of improving student learning outcomes 2. Report utilization of classroom assessment in order to share ideas and strategies withcolleagues and support institutional documentation and accreditation efforts 3 .  Participate in conducting discipline and/or degree-area assessment and then cooperate withcolleagues to improve discipline and program outcomes 4. Cooperate with college-wide assessment efforts through active support of general education,transfer, work force development and other college-wide assessments 
PALS-related Responsibilities of AdministratorsResponsibility for assessment is an institution-wide process that is shared by faculty, administration and staff. While the primary responsibility for classroom and discipline outcomesassessment rests with faculty, administrators' role in management and delivery of resources makes them central to effective responses to challenges identified through assessment activities :
1. Encourage and support outcomes assessment at all levels including faculty and discipline andprogram planning and development efforts 2. Facilitate faculty, discipline and program changes as designed by faculty in response toclassroom and discipline assessment findings 3 .  Encourage cross-program dialogues and activities supporting development of assessmentefforts and faculty skills across the curriculum 4. Amplify and support curriculum changes in classrooms , degree areas or programs wherechallenges have been identified through institutional assessment activities 
CLASSROOM-LEVEL ASSESSMENTClassroom-level assessment outcomes relate directly to degree program-level outcomes and general education outcomes .  Instructors must conduct at least one classroom-level assessmentmeasure per semester.
In keeping with its mission SCTC is intent upon assessing the total classroom experienceincluding, the "understanding of course content as it relates to technical, vocational, or 
professional preparation as well as assessment of the student 's general knowledge of and 
intellectual concepts " and the personal, social , and cultural development of the student. SCTCapproached the process of beginning to formalize effectiveness at the classroom level by involving all full-time permanent and adjunct faculty.
SCTC recognizes that another of its purposes is to create environments and develop practices that demonstrably strengthen student learning and educational effectiveness. Work has gone intodeveloping faculty involvement and motivation beginning at the classroom level and expandinginto curriculum and reaching across disciplines.with the emphasis on showing actual teaching and learning process in detail and to demonstrate student proficiency and achievement at the 
classroom level .
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How assessment fits into classroom instruction 

In a learning activity, planning and design come together with students ' actions . It is the essence
of the learning process. Learning activities occur in the classroom and outside the classroom,
when students :

• study a textbook or other source of information,
• experience a lab activity or field experience, 
• work through a distributed learning assignment, or
• whenever students respond to a directed activity or assignment.

All of these learning activities can become a focus for "classroom assessment." In the classroom,
a faculty member may use classroom assessment techniques (CATs) to gather feedback about a 
single lecture/discussion, to examine students ' grasp of key concepts and issues in the discipline,
or to solicit students ' self-reflective assessments of their progress in a particular unit of study.
Feedback from classroom assessment can impact learning in two important ways. First ,  when the
results of a CAT are shared with students , that feedback can assist them in knowing what they' ve
learned, what they need to learn next, and under which conditions they learn most successfully.

Second, the results of a CAT can help the instructor target the upcoming instruction, building on
what students know and filling in gaps in knowledge that keep students from progressing. CATs
are brief and. readily adaptable to a variety of learning environments. They can become a regular
activity for opening or closing class sessions ,  and they can be conducted over the Internet or in
the field. The focus of CATs is the immediate learning situation.

• What do students already know? 
• What are students confused about? 
• What do they want to know as a result of what they have just learned?
• How have students modified their actions to improve their success ?

In each learning activity the process of assessment can support faculty efforts that lead to student
success through a variety of tools .  Some common CA Ts include:

• One-minute understanding checks
• Prior Knowledge Inventory
• Post-Instruction Inventory
• Written rubrics 
• Pre-Post-test performance inventories
• Study Habits/Skills Inventory
• Self-Assessment

DEGREE-LEVEL ASSESSMENT 
All degree programs, Native American Studies, Business ,  and General Studies , will have 
administered assessment measures, analyzed results , and, where appropriate, made changes to
programs or instruction by the end of the 2003-2004 academic year. Lead faculty will be
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compiling assessment program notebooks. These notebooks are to contain statements of program
mission, goals ,  and outcomes and an assessment plan that includes a feedback loop.
Degree program assessment plans will include the following components :

• 
• 
• 
• 
• 

a statement of how the program supports the mission of SCTCthe goals of the program measurable objectives or outcomes indicators, including means of assessment and criteria for success results, analysis, and recommendations once measures have been administered .
Associate of Arts: Business One of the goals of the Business division is to provide "a broad base of knowledge and competencies to serve as a foundation for further advanced study." The Business lead faculty member and adjunct instructors will choose and administer the assessment measure to graduatesin Spring 2003 .
Associate of Arts: Native American Studies To assess studenfleaming, in Spring 2003 , the NAS lead faculty member and the adjunct instructors will develop an assessment instrument to measure learning with respect to students ' k.i1owledge of information about key concepts and content from courses in the Native AmericanStudies curriculum.
Associate of Arts: General Studies During Spring 2003, the General Studies Degree program lead faculty and adjunct instructors will develop an assessment instrument for Composition II. Among the goals of Composition IIare for the students to properly use primary and secondary sources , and to show evidence ofproblem solving in their work. 
Planning a Degree Program Assessment Plan
Formal assessment of an educational program is a crucial step in gaining feedback for improvingthe program. The following are eight steps to developing an assessment plan. 

Step I :  Identify goals.
(Example: Graduates will be able to work in teams.)

Step 2: Identify specific objective(s) for each broad goal.
(Example: When engaged in a dialogue with team members , students will performeffectively as team members and will perform roles effectively if roles have beenassigned.)

Step 3 :  Develop performance criterion (a) for each objective.
(Examples: Students will be able to initiate and maintain task-oriented dialogue, work forconstructive conflict resolution, and strive for meaningful group consensus.) 
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S tep 4 :  Determine the practice(s) to be used to achieve goals.
(Examples : Formal team training for students, class projects assigned to teams, team
quizzes and exams.)

S tep 5: Select assessment methods for each objective.
(Examples : Peer and/or faculty evaluation sheets. videotape analysis, student self report,
survey of alumni 's employers.)

Step 6 :  Conduct assessments.
Use specified methods to collect evidence .  Then analyze this evidence and compare itagainst performance criteria by using analysis appropriate to the methods chosen. 

Step 7: Determine feedback channels .
These should provide information in a timely fashion to facilitate continuous improvement of practices , provide information for decision making, and provide a basisfor evaluation.

Step 8: Evaluate whether the performance criteria were met and the objectives achieved .
Becau,se evaluation is the process of ascribing meaning and value to assessment results, itusually occurs during the continuous improvement process (formal evaluation) and at theend of a project (summative evaluation) .

Widening the scope of assessment to  include multiple-section, discipline, and degree program assessment involves extensive collaboration. At this level, assessment brings together faculty andadministrators to examine outcomes from multiple, coordinated activities. For example, severalfaculty may examine the patterns of outcomes from multiple sections of the same course, or several courses in a discipline, or a program. Thi s broader scope of assessment requirescoordination, cooperation, and participation among faculty. 
Examples of discipline and multi-course assessments include the following:

• 
• 
• 
• 

A course-exit exam in which items are analyzed to identify areas of instruction requiringstrengthening A sampling of student work accumulated into a portfolio that is analyzed to identifygrowth in a course or across a sequence of courses Discipline or course portfolios examined by one or more outside examinersA standardized examination from an outside source 
Although the examples focus on disciplines and programs, these same processes are conducted 
throughout the college. The focus of such assessment may remain similar for several cycles , or itmay change as the areas of interest or concern change. 

2 1  



What is critical is that:

• 

• 
• 

those involved in delivering the learning activities, courses, and programs coordinate and
cooperate in setting the focus and criteria of the assessment, which may evolve as
feedback collected and analyzed over time 
those involved in delivering the leaming activities receive and examine the feedback
from outcomes assessment 
those involved in delivering the learning activities decide what change , if any, to make in
both their course outline and in their individual classrooms

Assessment at these levels is critical to maintaining and improving the quality of curriculum and
services.

GEN"'ERAL EDUCATION ASSESSMENT 
One of the responsibili ties assumed by the Curriculum and Assessment Committee is to oversee
assessment for the General Education program. This arrangement is natural since the charge of
this committee includes curriculum development, assessment, and renewal.

The General Education Assessment Plan 
The Curriculum and Assessment Committee developed a General Education Assessment Plan
that consists of two parts. The first entails an initial review of general education courses when
they are submitted for inclusion in the program and then an as needed, depending on course 
offerings , review to ensure courses continue to meet general education criteria. The input for the
as-needed review includes descriptive data, a report from the appropriate lead faculty member 
documenting that the course continues to meet .general education goals ,  and student evaluations
of general education courses .  The second aspect of the plan involves the assessment of student
learning.

The plan specifies that the Curriculum and Assessment Committee will:

• 
• 
• 

select appropriate measures for general education outcomes 
review and approve measures and facilitate their implementation 
establish evaluation groups comprised of faculty from across the institution

Implementation of General Education Assessment 
A member of the Curriculum and Assessment Committee will be charged with aggregating and
analyzing data and writing reports that include results , analysis, conclusions, and 
recommendations for administering the measure more effectively. The committee will present
basic results to the faculty in Fall 2004. General Education Courses will utilize the
Bloom/Gardner Competencies Matrix referenced below.
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CROSS-CURRICULUM ASSESSMENT 
Beginning in Fall 2003 cross-curriculum assessment will be conducted using a Course Profile
concept which utilizes Bloom' s six cognitive operations and Gardner' s eight expressive
modalities in what is known as a Competencies Matrix. 1 Under this assessment system:

• Every general education course and major core course will be profiled within this
expressive modalities/competencies matrix, using the course ' s  final exam, final project,
or final product as a course-profiling guide 

• Every year, each of the profiled courses i s  assessed for the level of student achievement
in each of the modality/competency areas of medium and high emphasis 

• The level of student achievement in each of the modality/competency areas of medium
and high emphasis will be tracked from year to year 

• Results of stt.ident-periormance tracking will lead to changes in teaching strategies to
increase the levels of student achievement in modality/competency areas that are
deficient--that is ,  that show lower-than-acceptable achievement

DEVELOPMENT AL EDUCATION ASSESSMENT 
SCTC has always conducted formal standardized testing of pre-college reading, writing, and
math skills through the use of ASSET tests administered by the Academic Support Services 
Manager. Howevet, these tests have been voluntary, so not every student who needs remedial
work in reading, writing, and/or math has been directed to take the proper courses in these areas .
In addition, the fact that students were advised rather than mandated to take the developmental
courses meant that many went right into the standard freshmen courses for which they were
under prepared.

The Curriculum Committee discussed requiring ASSET testing for all incoming students who
have no prior college experience, in order to give these students the opportunity to begin their
college coursework at a level appropriate to their needs and at which they can succeed. It was 
·.concluded that the best time to administer the ASSET tests is during the "Tecamii Aazahiganing"
orientation, which also includes pre-registration, among other activities related to making the
transition from high school to college. The ASSET will also be used as a post-test in 
developmental courses so that results can be compared with ASSET student placement scores.

TRIBAL COMMUNITY OUTREACH ASSESS1\1ENT AND 
OCCUP ATIONALffECHNICAL EDUCATION ASSESSMENT 
Continuous assessment of course content, instructor effectiveness ,  and overall satisfaction is a 
part of each course through a student feedback questionnaire which provides a critical foundation
for the success of TCO. Also, the instructors are required to use at least one CAT during the term
and the course must include a final exam, project, or product. The instructor will analyze the 
results of the final in regard to how well the student ' s  final met the course objectives. The results
will be aggregated to gather average scores for how well the students met each objective.

1 James D. Evans. "Merging Assessment with Everyday Academia: A Universal Model That Works ".  A Collection
of Papers on Self-Study and Institutional Improvement: 2001 .  Chicago : HLC/NCA, 2001 . 
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