
 
 
 
 
 

Emergency Actions for Severe Weather 
 

 

  ̧ Use your location's weather alert radio or television weather channel to monitor the approach 

and severity of the weather. 

  ̧ Tornado Watch means weather conditions are favorable for the formation of tornadoes. 

  ̧ Tornado Warning means a tornado has been sighted in the area. 

  ̧ If the Weather Service issues a severe weather or tornado warning for the Tarrant County area, 

warn employees/students in your immediate area. 

  ̧ If the Cityôs All-Hazard sirens sound, you should immediately procede to a shelter. 

  ̧ Close all doors and stay away from windows and other glassed areas. 

  ̧ Avoid rooms (lecture halls, auditoriums, etc) with large ceilings or roof spans, if possible. 

  ̧ If available, take a battery-powered radio and flashlight into the shelter. Computers in the 

shelter areas can be used to monitor weather sources over the internet. 

  ̧ Remain in the shelter area until an all-clear signal is given or until you determine the storm 

system has passed. 

  ̧ Reconvene employees/students when the emergency is past to account for all persons. 

 ̧ If deemed necessary, dismiss classes and instruct students to seek shelter within the building. 

 

 Shelters - Best areas: 

  ̧ Lowest floor level - basements, if possible; interior restrooms, closets, alcoves, etc, without 

windows; interior hallways on the lowest ground floor. 

  ̧ Keep as many inside walls/doors between you and the outside wall. 

 

 The official source for information concerning possible or actual severe weather is the U.S. 

Weather Service. This information is broadcast continuously at 162.550 megahertz on VHF-FM 

radio.  

  

 All commercial radio stations are in constant receipt of this information and in turn broadcast the 

same to their listeners. Local radio stations include: 

 

WBAP 820 ï AM   /   KRLD 1080 ï AM   /   KLIF 570 - AM  

 

 Additional resources for local weather information over the internet and television include: 

 

  KXAS, NBC Channel 5 http://www.nbc5i.com/index 

  WFAA, ABC Channel 8 http://www.wfaa.com/ 

  CBS Channels 11/21 http://cbs11tv.com/ 

 

 For more weather information, the TCU TV Cable System provides the following sources: 

 

Weather Channel 35 

 

Local Weather 

NBC5 

Channel 5.2 

 

 

Additional information and guidance is available through the TCU Risk Management website: 

www.saf.tcu.edu or www.saf.tcu.edu/EFO.htm  

 

 

http://www.saf.tcu.edu/
http://www.saf.tcu.edu/EFO.htm


HANDBOOK FOR TEXAS CHRISTIAN UNIVERSITY  

FACULTY AND STAFF 2011-2012 
 

CONTENTS 

 

 

 
FOREWARD  ......................................................................................................................................................................... 1 

 

MISSION, VISION, VALUES  ............................................................................................................................................. 1 

 

HERITAGE, PHILOSOPHY AND GOALS  ...................................................................................................................... 1 

 

THE TCU CORE CURRICULUM  ..................................................................................................................................... 2 

 

ORGANIZATION OF THE UNIVERSITY  ....................................................................................................................... 2 

Board of Trustees................................................................................................................................................................. 2 

Administration ..................................................................................................................................................................... 3 

Academic Organization ....................................................................................................................................................... 4 

Channels of Authority and Communication ........................................................................................................................ 5 

Academic and Support Units ......................................................................................................................................... 5-16 

 

 

FACULTY SECTION  ...................................................................................................................................................17-59 

Constitution of the Faculty Assembly and Faculty Senate ........................................................................................... 18 

ByLaws of the Faculty Assembly and Faculty Senate .................................................................................................. 20 

Faculty Senate Executive Committee ......................................................................................................................... 21 

Faculty Senate Members .......................................................................................................................................21-22 

University Council ........................................................................................................................................................... 22 

Graduate Council ............................................................................................................................................................ 23 

Undergraduate Council ................................................................................................................................................... 23 

TCU Core Curr iculum Heritage, Mission, Vision and Values Committee ................................................................. 24 

Research Committees ...................................................................................................................................................... 24 

University Advisory Committee ..................................................................................................................................... 25 

Terms and Conditions of Service ..............................................................................................................................25-27 

Faculty  ....................................................................................................................................................................... 25 

Appointments and Contracts ...................................................................................................................................... 26 

Terms of Employment ................................................................................................................................................ 26 

New Faculty Orientation ............................................................................................................................................ 26 

Removal ..................................................................................................................................................................... 26 

Academic Freedom and Faculty Responsibility ......................................................................................................... 26 

Tenure Policy ..............................................................................................................................................................27-30 

Faculty Appointment, Reappointment and Promotion Policy ................................................................................30-33 

Statement on Professional Ethics ................................................................................................................................... 33 

Graduate Faculty Policy.............................................................................................................................................33-35 

Faculty Advisory Committee Structure ....................................................................................................................35-37 

Academic Conduct Policy ..........................................................................................................................................37-39 

Conflict Resolution Policy for Faculty ......................................................................................................................39-40 

Faculty Appeal Policy .................................................................................................................................................40-47 

Chart ï Overview of the Appeal Process .................................................................................................................... 43 

Student Grievance Procedures ....................................................................................................................................... 47 

Public Office ..................................................................................................................................................................... 47 

Work Load Policy .......................................................................................................................................................47-49 

Leaves of Absence - Faculty ............................................................................................................................................ 48 



Sick Leave - Faculty ........................................................................................................................................................ 49 

Academic Responsibilities and Procedures ..............................................................................................................49-57 

Teaching ..................................................................................................................................................................... 49 

Student Perception of Teaching .................................................................................................................................. 49 

Registration ................................................................................................................................................................ 49 

Class Scheduling ........................................................................................................................................................ 49 

Class Periods .............................................................................................................................................................. 49 

Course Syllabus .......................................................................................................................................................... 49 

Class Rosters .............................................................................................................................................................. 50 

Office Hours ............................................................................................................................................................... 50 

University Communication ........................................................................................................................................ 50 

Independent Study Protocol........................................................................................................................................ 50 

Audit Enrollment (Course Visitor) ............................................................................................................................. 50 

Student Records .......................................................................................................................................................... 51 

Family Educational Rights and Privacy Act ............................................................................................................... 51 

Withdrawals from Classes .......................................................................................................................................... 51 

Attendance Expectations & Official Absence Policy ................................................................................................. 51 

Disruptive Classroom Behavior and Lack of Academic Progress Policy ................................................................... 52 

Class ñWalksò ............................................................................................................................................................. 53 

Grading ....................................................................................................................................................................... 53 

Grade Rosters ............................................................................................................................................................. 53 

Procedures for Grade Appeal ................................................................................................................................53-54 

Final Evaluative Exercise Policy ................................................................................................................................ 54 

End of Semester Study Period .................................................................................................................................... 54 

Exception to Final Examination & Study Day Policies for Graduating Students ....................................................... 54 

Teaching Materials Policy .......................................................................................................................................... 54 

Instructional Equipment Policy .................................................................................................................................. 55 

eCollege Distance Learning and Web Enhanced Courses Procedures & Standards ................................................... 55 

Procedures for Ordering Textbooks and Course Packets ........................................................................................... 56 

Outside Speakers ........................................................................................................................................................ 56 

Discipline Students ..................................................................................................................................................... 56 

Student-Initiated Withdrawal Policy .......................................................................................................................... 57 

Academic Processions and Regalia ............................................................................................................................ 57 

TCU Library  ...............................................................................................................................................................57-59 

Sponsored Research ........................................................................................................................................................ 59 

 

 

STAFF SECTION ..........................................................................................................................................................60-70 

Staff Assembly ................................................................................................................................................................. 61 

ByLaws for the Constitution of the TCU Staff Assembly .......................................................................................61-63 

Staff Assembly Executive Committee ........................................................................................................................ 63 

Staff Assembly Members ......................................................................................................................................63-64 

Compensation Policies and Procedures ....................................................................................................................64-66 

Compensation Philosophy .......................................................................................................................................... 64 

Additional Jobs ........................................................................................................................................................... 64 

Fair Labor Standards Act ............................................................................................................................................ 64 

Job Profiles ................................................................................................................................................................. 65 

Overtime ..................................................................................................................................................................... 65 

Performance Management .......................................................................................................................................... 65 

Premium Pay .............................................................................................................................................................. 65 

Promotions and Transfers ........................................................................................................................................... 65 

Rest Breaks ................................................................................................................................................................. 65 

Salary Administration Manual for Nonexempt Staff  .................................................................................................. 66 

Time Keeping Procedures .......................................................................................................................................... 66 

Work Week Definition ............................................................................................................................................... 66 

Employee Relations Policies and Procedures ...........................................................................................................66-67 

Progressive Counseling .............................................................................................................................................. 66 

Conflict Resolution for Staff ...................................................................................................................................... 66 

Conflict Resolution Policy for Staff ........................................................................................................................... 66 

 



Recruitment, Selection and Employment Policies and Procedures ........................................................................67-68 

Background Checks .................................................................................................................................................... 67 

Employment Categories ............................................................................................................................................. 67 

Employment Role of Human Resources Department ................................................................................................. 67 

Exempt Staff Appointments ....................................................................................................................................... 67 

Introductory Period for Staff ...................................................................................................................................... 67 

Job Postings ................................................................................................................................................................ 67 

New Staff Orientation................................................................................................................................................. 67 

Resignation ................................................................................................................................................................. 67 

Temporary Staff ......................................................................................................................................................... 68 

University at Will Employment Statement ................................................................................................................. 68 

Leave Policies and Procedures...................................................................................................................................68-70 

Community Service Leave ......................................................................................................................................... 68 

Family Medical Leave Act ......................................................................................................................................... 68 

Catastrophic Sick Leave Bank Program ..................................................................................................................... 68 

Leaves of Absence ...................................................................................................................................................... 68 

Personal Leave ........................................................................................................................................................... 69 

Sick Leave .................................................................................................................................................................. 69 

Extended Sick Leave .................................................................................................................................................. 69 

Vacation ..................................................................................................................................................................... 69 

Electronic Reporting of Leave Time .......................................................................................................................... 70 

 

 

EMPLOYMENT BENEFITS, POLICIES, PROCEDURES AND WELLNESS ...................................................71-105 

Benefits ........................................................................................................................................................................72-75 

Medical, Dental and Vision Insurance ........................................................................................................................ 72 

Continuation Medical Insurance Coverage (COBRA) ............................................................................................... 72 

Flexible Spending Accounts and Pre-tax Insurance Premiums .................................................................................. 72 

Lif e Insurance ............................................................................................................................................................. 72 

Long-Term Care Insurance ......................................................................................................................................... 72 

Long-Term Disability Insurance ................................................................................................................................ 72 

Additional Insurance .................................................................................................................................................. 72 

Retirement Contributions ........................................................................................................................................... 73 

Supplemental Retirement Plans .................................................................................................................................. 73 

Retiring with Benefits from TCU ............................................................................................................................... 73 

Tuition Assistance ...................................................................................................................................................... 73 

Holidays ..................................................................................................................................................................... 74 

Credit Union ............................................................................................................................................................... 74 

Identification Cards .................................................................................................................................................... 74 

Savings Bonds ............................................................................................................................................................ 74 

TCU Bookstore Discount ........................................................................................................................................... 74 

Recreational/Entertainment Discounts ....................................................................................................................... 74 

Recreational Facilities ................................................................................................................................................ 75 

Workersô Compensation ............................................................................................................................................. 75 

On-the-Job Injuries ..................................................................................................................................................... 75 

Human Resources Administration ............................................................................................................................75-77 

Affirmative Action/Equal Employment Opportunity ................................................................................................. 75 

Conflict of Interest and Code of Conduct Policy ........................................................................................................ 75 

Name Change Policy .................................................................................................................................................. 76 

Outside Employment .................................................................................................................................................. 76 

Personal Data Changes ............................................................................................................................................... 76 

Personnel Files ........................................................................................................................................................... 77 

Photos ......................................................................................................................................................................... 77 

Human Resources General Policies ...........................................................................................................................77-78 

Training ...................................................................................................................................................................... 77 

Wellness ..................................................................................................................................................................... 77 

Equal Employment Opportunity ................................................................................................................................. 77 

Nepotism .................................................................................................................................................................... 77 

Personnel Policies and Procedures ............................................................................................................................. 77 

Sexual Harassment Policy .......................................................................................................................................... 77 



Unemployment Compensation Policy ........................................................................................................................ 78 

Payroll Policies and Procedures ................................................................................................................................78-79 

Direct Deposit ............................................................................................................................................................. 78 

Exempt Staff ............................................................................................................................................................... 78 

Foreign Nationals ....................................................................................................................................................... 78 

Lost Checks ................................................................................................................................................................ 79 

Nonexempt Staff ......................................................................................................................................................... 79 

Pay Periods and Salary Payments ............................................................................................................................... 79 

Payroll Forms ............................................................................................................................................................. 79 

Payroll Verification .................................................................................................................................................... 79 

W-2 Tax Forms .......................................................................................................................................................... 79 

Withholding (W-4 Forms) .......................................................................................................................................... 79 

Helpful HR websites................................................................................................................................................... 79 

Reimbursement Policy and Procedures for University-Related Business Expenses .............................................79-83 

Policy Updates ............................................................................................................................................................ 79 

Policy Statement ......................................................................................................................................................... 79 

Air Travel ................................................................................................................................................................... 79 

Air line Ticket Reimbursements .................................................................................................................................. 80 

Airport Parking ........................................................................................................................................................... 80 

Approval of Reimbursement Form ............................................................................................................................. 80 

Automobile Travel...................................................................................................................................................... 80 

Contributions or Donations ........................................................................................................................................ 81 

Credit Cards ................................................................................................................................................................ 81 

Documentation ........................................................................................................................................................... 81 

Excess Baggage .......................................................................................................................................................... 81 

Expense Advance ....................................................................................................................................................... 81 

Foreign Travel ............................................................................................................................................................ 81 

Gifts, Gift Certificates, Awards or Prizes ................................................................................................................... 81 

Grant or Contract Expenses ........................................................................................................................................ 81 

Gratuities .................................................................................................................................................................... 81 

Internal Revenue Compliance .................................................................................................................................... 81 

Meals and Lodging ..................................................................................................................................................... 81 

Mileage Reimbursements ........................................................................................................................................... 82 

Non-Reimbursable Travel Expenses .......................................................................................................................... 82 

Payments for Services ................................................................................................................................................ 82 

Sales and Occupancy Tax ........................................................................................................................................... 82 

Shared Expenses ......................................................................................................................................................... 82 

Travel Expenses as Income ........................................................................................................................................ 82 

Traveling with Companions ....................................................................................................................................... 82 

Risk Management, Safety and Emergency Preparedness .......................................................................................83-86 

Emergency Preparedness ............................................................................................................................................ 83 

Risk Management ....................................................................................................................................................... 84 

Safety Policy............................................................................................................................................................... 84 

Bad Weather Policy .................................................................................................................................................... 85 

Preferred Emergency Storm Shelters .......................................................................................................................86-92 

General Policies and Services ..................................................................................................................................92-105 

Abuse Information, Substance .................................................................................................................................... 92 

Alcohol and Drugs .................................................................................................................................................93-94 

Federal and Texas Alcohol & Drug Penalties Chart ..............................................................................................93-94 

Building Use Fees ...................................................................................................................................................... 94 

Campus No Smoking Policy ...................................................................................................................................... 94 

Commercial Promotions Involving TCU.................................................................................................................... 94 

Computer Technology Acquisitions, Policy for ......................................................................................................... 95 

Conference Services ................................................................................................................................................... 95 

Contracts ..................................................................................................................................................................... 95 

Dining Service ............................................................................................................................................................ 96 

Energy Conservation Policy ....................................................................................................................................... 97 

Facility Maintenance, Repair or Modification: Furniture, Finishes, Interior Plants, Signage, ................................... 97 

           Keys, Security Alarms 

Fire Arms and Deadly Weapons Policy...................................................................................................................... 97 



Frog Prints .................................................................................................................................................................. 97 

KTCU-FM Radio ....................................................................................................................................................... 97 

Lost and Found ........................................................................................................................................................... 97 

Mailing & Contact Lists for Alumni & Friends of the University, Procedures for Requesting, ................................ 97 

           Using and Updating 

Mailing and Post Office Services ............................................................................................................................... 98 

Network & Computer Usage Policy ....................................................................................................................99-101 

Painting, Self Help ................................................................................................................................................... 101 

Parking and Traffic Regulations ............................................................................................................................... 102 

Personal Property on Campus................................................................................................................................... 102 

Printing & Copying Services .................................................................................................................................... 102 

Purchasing Procedures .............................................................................................................................................. 102 

Recycling .................................................................................................................................................................. 102 

Sales and Solicitations .............................................................................................................................................. 102 

Sexual Assault Reporting ......................................................................................................................................... 102 

Soliciting Gifts for TCU ........................................................................................................................................... 102 

Sponsored Activities Away from Campus, Procedures for ...................................................................................... 103 

International SOS .............................................................................................................................................. 103 

International Travel Procedures ........................................................................................................................ 103 

Students with Disabilities, Procedures for ................................................................................................................ 104 

TCU Vehicles ........................................................................................................................................................... 104 

Telephone and Voice Mail ....................................................................................................................................... 104 

Tickets for Athletics Events ..................................................................................................................................... 105 

 

APPENDIX  .................................................................................................................................................................106-126 

Guidelines for TCU Graphics ................................................................................................................................107-109 

Organizational Charts ............................................................................................................................................110-115 

University Committees ...........................................................................................................................................116-120 

Restated Certificate of Formation of Texas Christian University ............................................................................. 121 

Resstated By-Laws of Texas Christian University ...............................................................................................121-126 

 

 

INDEX  .........................................................................................................................................................................127-131 

          

 

 

 

 

 

 

 

 

 

 

 

 

This Handbook is for informational purposes only.  The provisions of this Handbook do 

not constitute a contract, express or implied, between any staff or faculty member and 

Texas Christian University.  The provisions of the Handbook are subject to change without 

notice. 



1 

 

FOREWORD  
 

 

Purpose 
The Handbook for Texas Christian University Faculty and Staff is prepared annually as a ready reference for answers to 

most questions concerning the organization, philosophy, policies and procedures of the University. It is not, however, meant to 

be all-inclusive. More precise and detailed information may be secured from appropriate personnel and/or publications.  

The provisions herein are current only at the time of publication and, with the exception of the policy relating to tenure, may 

be reviewed, amended, or revoked following reasonable opportunity for consultation with the segment(s) of the University 

affected by proposed changes.  

Even though materials for this handbook were submitted to University officials for verification, the chance for errors 

remains. If errors are found, please notify in writing the office of the Vice Chancellor for Marketing & Communication. 

 

 

MISSION 
TCU educates individuals to think and act as ethical leaders and responsible citizens in the global community. 

 

 

VISION  
Our vision is to create a world-class, values-centered university experience. 

 

 

VALUES 
TCU values academic achievement, personal freedom and integrity, the dignity and respect of the individual, and a 

heritage of inclusiveness, tolerance and service. 

 

 

OUR HERITAGE, PHILOSOPHY AND GOALS  
Texas Christian University, founded in 1873, has grown from a small school on the cattle frontier to a major center of 

independent higher education in a dynamic city. As agents of change in our time as our predecessors were in theirs, we ï 

faculty, staff, students, and trustees ï are united in striving for the constant improvements of the University. 

A community dedicated to learning, the University affirms its commitment to rationality, objectivity, diversity, freedom of 

inquiry, creativity, and civility. TCU is committed as well to the preservation, appraisal, and transmission of knowledge and 

wisdom and to the discovery of new ideas and knowledge by which the understanding of truth may be extended or corrected. 

An independent and self-governing institution, TCU attests that a representative democracy provides the context within 

which free inquiry may best be protected and encouraged; and the University acknowledges that independent higher education 

can thrive only in an economic system which prompts and rewards individual initiative. TCU has an historical association with 

the Christian Church (Disciples of Christ), and the University welcomes students, faculty and staff of all religious faiths taking 

pride in the diversity of its academic community. 

Much of the knowledge students seek is related to their specific career goals. The University, however, regards as essential 

the advancement and communication of general knowledge which enables students to understand the past, to comprehend the 

natural and social order, to search for the good and the beautiful, and to integrate knowledge into significant wholes. 

Education fosters the capacity for rational decision-making, creative thinking and expression, and responsible living. 

Though knowledge may be treated as ethically neutral, we believe that questions of value are vital and that the exploration of 

the moral and religious dimensions of human existence is basic to the love of wisdom. At the center of the educational 

endeavor are people. Affirming the incalculable worth of each individual, TCU seeks to be a caring community, encouraging 

close working relationships among all members of the University and challenging students, faculty and staff alike to high 

achievement. In such a setting, the enhancement of mental, physical and spiritual gifts contributes to the integration of the self 

and to the enrichment of the community and humankind. 

TCU provides undergraduate and graduate instruction in a vital and inviting residential setting for learning and living.  We 

intend to maintain and establish only undergraduate and graduate programs that are aimed toward excellence, the well-being of 

students and the wholeness of the University. We believe there must be a general compatibility among the values and daily 

practices of the University and its several units. 
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Among our many goals are the following: 

¶ To conduct curricular and co-curricular activities designed to fulfill the mission and vision of the University. 

¶ To foster undergraduate and graduate studies of excellent quality. 

¶ To provide faculty and staff of high qualification and dedication. 

¶ To expect and encourage excellent teaching and fruitful creativity and research. 

¶ To preserve and contribute to knowledge by aiding in its organization, storage, retrieval, and dispersal; and to use 

appropriate technology to this end. 

¶ To employ admission, advising, and retention policies that will enable qualified and dedicated students to enter and to 

pursue successfully their collegiate work. 

¶ To provide a variety of support services that will enhance the educational experience of all students. 

¶ To promote the development of mature individuals who respect others, who cherish a free and just society, and who are 

prepared to act as responsible citizens, literate, broadly informed, self-educating, appreciative of arts and of the fruitful 

uses of leisure, and capable of both entering and changing careers. 

¶ To support co-curricular as well as curricular opportunities for an informed understanding of religious tradition. 

¶ To contribute to the quality of life, work and leisure of citizens in the surrounding metropolitan area through regular 

instructional programs, continuing education, cultural and intellectual events, research, and through participation of 

faculty and staff in civic, religious, and other affairs. 

¶ To earn the growing support from those who share the conviction that strong, independent institutions of higher learning 

are necessary to the continuation of a free society. 

 

 

The TCU Core Curriculum  
The educational experience offered by Texas Christian University reflects its membership in the worldwide academy of 

learning. The intellectual traditions of the University, honed by the scholarship and creativity of successive generations of 

faculty, are founded upon a rational and reflective examination of humanity and its natural and social environments. The 

essential elements of these traditions are captured in the TCU Core Curriculum requirements. 

The TCU Core Curriculum is designed to: 

¶ embody the liberal arts ethos of Texas Christian University; 

¶ Link curriculum requirements to TCUôs Heritage, Mission, Vision and Values; 

¶ facilitate a focus on educational competencies, learning outcomes, and assessment; 

¶ show sensitivity to the special needs of students in different colleges and degree programs; and 

¶ provide intellectual challenges and opportunities for students and faculty. 

The liberal arts ethos of Texas Christian University is stated clearly in the Heritage, Philosophy and Goals section: 

The University . . . regards as essential the advancement and communication of general knowledge  

which enables students to understand the past, to comprehend the natural and social order, to 

search for the good and the beautiful, and to integrate knowledge into significant wholes. 

The TCU Core Curriculum has three components:  Human Experiences and Endeavors (27 hours), Heritage, Mission, 

Vision, and Values (18 hours) and Essential Competencies (12 hours plus six hours writing emphasis). All courses in the TCU 

Core Curriculum may overlay with other requirements of the studentôs degree program. The overlay feature provides the 

flexibility for core requirements to be satisfied in a range between 39 and 63 hours. 

For further information about the TCU Core Curriculum Requirements, please go to the following website: 

http://www.catalog.tcu.edu/current_year/undergraduate.  Click on ñTCU Core Curriculum.ò 

The TCU Core Curriculum Emendation and Course Information Policy may be found at the following website: 

http://www.core.tcu.edu/documents/EmendationPol6-23-05.pdf. 

 

 

 

ORGANIZATION OF THE UNIVERSITY  
 

BOARD OF TRUSTEES: 
Board of Trustees.  Under its charter, first issued by the 

State of Texas in 1874, Texas Christian University is 

controlled by its Board of Trustees. The by-laws, as 

restated, provide that the Board may consist of not less 

than 24 nor more than 50 members, at least one-tenth of 

whom and not more than one-half less one, shall be  

 

members in good standing of the Christian Church 

(Disciples of Christ). Regular meetings are held in the fall 

and spring and others at the call of the chair. The Board 

decides matters of basic policy, approves budgets, elects 

the Chancellor and Vice Chancellors and is the ultimate 

authority under the law.  

http://www.catalog.tcu.edu/current_year/undergraduate
http://www.core.tcu.edu/documents/EmendationPol6-23-05.pdf
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Officers of the Board are the chair, a chair, a secretary, 

and a treasurer and such other officers as the Board deems 

necessary. An Executive Committee acts for the Board as 

authorized. Standing committees include Academic 

Affairs, Audit, Buildings and Grounds, Development, 

Executive, Fiscal Affairs, Intercollegiate Athletics, 

Investment, Student Relations and Committee on 

Trusteeship.  

The by-laws also provide for emeritus and honorary 

members of the Board. 

 

ADMINISTRATION:  
Chancellor.  The Chancellor is the chief executive 

officer of the University. Elected to this position by the 

Board of Trustees, this officer is charged with the 

operation of the institution under and in accordance with 

policies established by the Board. More specifically, the 

Chancellor recommends policies and overall plans to the 

Board and assists in developing its decisions, makes 

reports and recommendations, receives recommendations 

and appoints or delegates appointments of faculty and 

other key personnel, represents the University in 

educational and other organizations, assists in fund raising  

and in representing the University to the public, and 

performs such other responsibilities as the Board may, 

from time to time, indicate. 

The Chancellorôs senior administrative team is called the 

Chancellorôs Cabinet and is composed of the vice 

chancellors, the Director of Intercollegiate Athletics, the 

Chief of Staff and Secretary to the Board of Trustees, and 

the Chief Investment Officer. The Director of 

Intercollegiate Athletics reports directly to the Chancellor 

on all major policy issues. The Chancellor also designates 

two staff members to serve as the Universityôs Affirmative 

Action Officer and the deputy, both reporting to the 

Chancellor in this capacity. 
 

Provost and Vice Chancellor for Academic Affairs.  
The Provost and Vice Chancellor for Academic Affairs is 

the senior member of the Chancellorôs Cabinet and acts for 

the Chancellor in his absence. The Provost convenes and 

chairs meetings of the Provostôs Council and undertakes 

special assignments at the request of the Chancellor. This 

officer has primary responsibility for coordination of 

planning, policy, development, assessment and overall 

management of the divisions of academic affairs and 

Technology Resources. This officer has primary 

responsibility for all academic divisions and programs 

including AddRan College of Liberal Arts, College of 

Communication, College of Education, College of Fine 

Arts, Harris College of Nursing & Health Sciences, M.J. 

Neeley School of Business, College of Science & 

Engineering, the Mary Couts Burnett Library, Admissions, 

the John V. Roach Honors College, and the TCU Core 

Curriculum. Working with the Provost/Vice Chancellor are 

several Associate Provosts. They have administrative 

oversight of various academic support units including: the 

Center for Academic Services, Center for Instructional 

Services, Center for International Studies (TCU Abroad), 

William H. Koehler Center for Teaching Excellence, 

William L. Adams Center for Writing, Institute of 

Behavioral Research, Intensive English Program, Ranch 

Management Program, Office for Institutional 

Effectiveness and the offices of Enrollment Management, 

Extended Education, Scholarships & Financial Aid, 

Institutional Research, International Education, Center for 

Instructional Services, Sponsored Research, Registrar, and 

Technology Resources.  In addition the Provost/Vice 

Chancellor chairs the University Council and meets 

regularly with the Executive Committee of the Faculty 

Senate. 

 

Vice Chancellor for Finance and Administration.  The 

Vice Chancellor for Finance and Administration has 

responsibility for financial and capital planning, budgeting, 

accounting, and financial reporting, internal controls, 

human resources and payroll, risk management, contract 

management, University lands, oil and gas asset 

management, management of business services ï including 

printing and mailing, post office, telephone service, 

conference services, insurance and safety, and the physical 

plant ï including building maintenance and non-residence 

custodial services, facilities planning, landscaping and 

grounds, and utility services. 

The Chief Investment Officer, Associate Vice 

Chancellor and Controller, Director of Budget and 

Financial Planning, Assistant Treasurer, Associate Vice 

Chancellor for Human Resources and Risk Management, 

Director of Business Services, and Associate Vice 

Chancellor for Facilities report to this office. 
 

Vice Chancellor for Government Affairs.  This Vice 

Chancellor reports to the Chancellor and is a member of 

the Chancellorôs Cabinet. The position has three major 

objectives: 

1. Enhance TCUôs visibility and reputation among 
the leadership of higher education and 

government 

2. Facilitate the development of high visibility 

educational programs, partnerships and projects 

for TCU in the nationôs capitol 

3. Contact both national and state legislators and 

agencies in support of important higher education 

issues and TCU projects 

A major focus of this position is to establish an 

academic and leadership presence in the nationôs capitol, 

but it also includes relationship building with the state 

legislature and agencies in Austin. Thus, the vice 

chancellor maintains relationships with the American 

Council on Education (ACE), National Association of 

Independent Colleges and Universities (NAICU), Council 

for the Advancement and Support of Education (CASE), 

Independent Colleges and Universities of Texas (ICUT) 

and others to advance the perception of TCU as a leader in 

innovative higher education. 

The vice chancellor also works with The Washington 

Center for Internships and Academic Seminars (TWC) to 

develop a Washington presence for appropriate academic 
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programs, including the Schieffer School of Journalism, 

the political science program, and others. 

The vice chancellor works to develop appropriate 

partnerships and projects that achieve visibility for TCU 

among the nationôs government and public policy leaders, 

including a regular dialogue program on national and 

international policy issues between the Schieffer School of 

Journalism and the Center for Strategic and International 

Studies (CSIS). 

The vice chancellor is also Distinguished Professor of 

Strategic Communication in the Schieffer School of 

Journalism and an adjunct fellow at CSIS. 

 

Vice Chancellor for Marketing and Communication. 
This officer reports to the Chancellor and sits on the 

Chancellorôs cabinet as the chief marketing and 

communication strategist. This officer is responsible for:  

¶ Overseeing the development of integrated, 

strategic marketing and communication plans and 

activities for the University that serve to advance 

the institution in its entirety, build the institutionôs 

reputation, recruit students and find resources; 

¶ Utilizing integrated communication and 

marketing strategies to ensure a clear 

understanding of TCU and continued 

connections, support and visibility among the 

institutionôs internal and external audiences; 

¶ Handling crises and other sensitive issues by 

developing key messages as well as 

communication strategies in conjunction with 

other key administrators and staff; 

¶ Monitoring new media, social networking and 

other communication and marketing trends to 

identify and appropriately implement strategies to 

ensure the Universityôs continued visibility with 

campus members, prospective students, alumni 

and others; 

In addition, this officer oversees the development of 

communications support and materials for student 

recruiting and fund raising; is responsible for coordinating 

various community and city-related projects; oversees 

internal communication; and works with the Chancellorôs 

staff on marketing and communications-related matters. 

This officer has oversight of the offices of 

Communications, Publications, Editorial Services, 

Community Projects, Church Relations, website 

Management, and Advancement Communications and 

shares oversight of the Admission Marketing office. In 

addition, the office of Athletics External Operations also 

works regularly with the Vice Chancellor of Marketing & 

Communication to ensure an integration of institution 

identity within athletics. 

 

Vice Chancellor for Student Affairs.  This officer is 

responsible for planning programs and formulating policy 

related to student life and student services.  Student Affairs 

programs and services are provided for students through 

Housing and Residence Life, Alcohol and Drug Education, 

the Health Center, the Counseling Center, Campus Life, 

Inclusiveness and Intercultural Services, Student 

Development Services, Brown-Lupton University Union, 

Career Services, Religious and Spiritual Life, International 

Student Services and Community Involvement. This 

officer also has responsibility for TCU Police, campus 

security, crime prevention, and parking. 

 

Vice Chancellor for University Advancement.  This 

officer oversees advancement activities including all fund 

raising and alumni relations programs. 

Working with trustees and other volunteer leaders, 

University Advancement implements programs designed 

to secure philanthropic support for TCU. Activities include 

those aimed at attracting the involvement and support of 

alumni, parents of current and former students, 

foundations, corporations, and other friends.  Clearance 

from this office must be obtained before any proposal is 

made to off-campus individuals and organizations (except 

federal and other governmental bodies) for philanthropic 

support of TCU programs, departments, or projects.  

The Office of University Development includes seven 

areas. School and College Development secures gifts from 

various constituencies to support the Universityôs seven 

schools and colleges. Regional Development focuses on 

building philanthropic support from Texas constituents and 

from other regions across the U.S. Planned Giving assists 

donors who wish to support the University with non-cash 

gifts or through deferred gifts such as trusts, annuities or 

bequests. Corporate Relations, Foundation Relations, and 

Parent Giving focus on securing gifts from those special 

segments of the donor population. Annual Giving is 

responsible for securing unrestricted gifts from various 

constituencies including alumni, parents, faculty, staff, and 

students through personal visits, telemarketing, and direct 

mail. 

Athletic Development raises funds for TCU athletic 

programs and facilities. 

The Advancement Operations Department includes 

Development Information Services (gift records and gift 

accounting), and Advancement Research. 

Donor Relations is responsible for the recognition and 

stewardship of TCUôs donors. 

Alumni Relations organizes and promotes activities to 

inform and involve alumni. 

 

 

ACADEMIC ORGANIZATION: 
The Schools and Colleges.  The seven major academic 

divisions are the basic units of the Universityôs operation. 

With their special programs and advisory bodies, they are 

the responsibility of the Provost/Vice Chancellor for 

Academic Affairs. 

The AddRan College of Liberal Arts, the College of 

Communication, the College of Education, the College of 

Fine Arts, Harris College of Nursing & Health Sciences, 

the M.J. Neeley School of Business, and the College of 

Science & Engineering offer work at both the graduate and 

undergraduate level.  The John V. Roach Honors College 
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is a non-degree granting school and offers courses at the 

undergraduate level only. 

The Academic Deans.  Each school and college is 

headed by a dean who is administratively responsible for 

its operation. Among their many duties are the 

recommendation of faculty appointments, promotion and 

tenure, preparation of proposed budgets, supervision of 

curricula, use of facilities, student degree plans, and 

approval of staff travel. 

School Directors and Departmental Chairs.  Six of the 

schools and colleges are organized along departmental 

lines.  There are no department chairs in the College of 

Education or the Honors College.  The chairs of these 

departments have administrative responsibility for 

planning and operations. They make recommendations to 

the appropriate dean on faculty, budget, travel, curriculum, 

and other matters. In addition, they assign faculty specific 

courses to be taught each term.  

Director of TCU Core Curriculum.  The great value 

that TCU places on the liberal arts and the Universityôs 

unique Heritage, Mission, Vision, and Values are partly 

captured in the university-wide TCU Core Curriculum 

requirements.  The director of the TCU Core Curriculum 

provides leadership for strategic planning in the areas of 

program integrity, implementation, funding, and 

assessment of the TCU Core Curriculum. 

 

 

Channels of Authority and Communication 

All schools and colleges and their departments and 

divisions, all administrative and service offices and 

functions, have definite lines of authority and 

communication. These channels should be followed, with 

matters submitted first to the department or division head, 

then to the dean or appropriate administrative officer. If 

necessary, certain items of major importance may then be 

passed on to the vice chancellor concerned, who may 

confer when necessary with the Chancellor. 

This general policy is designed to conserve the time and 

energy of all. However, this policy does not preclude quick 

and ready access to any of the top administrative officials 

in the case of major personal problems or other exceptional 

matters.   

 

 

ACADEMIC AND SUPPORT UNITS: 

The following section describing various academic and 

support units of the University is not all inclusive.  Other 

units also serve TCU, however these are the ones whose 

programs and services are most often needed or in which 

there is general interest. 

 

Affi rmative Action/Equal Employment Opportunity 

Office.  The Universityôs AA/EEO Office provides 

services and information concerning discrimination 

involving faculty, staff, and students. The University 

prohibits discrimination on the basis of age, gender, race, 

religion, national origin, disability or veteran status. TCUôs 

Affirmative Action Officer is Darron Turner, Assistant 

Vice Chancellor for Student Affairs.  Shari Barnes, 

Director of Employee Relations, serves as the Deputy 

Affirmative Action Officer.  Any member of the faculty, 

staff or student body may contact either officer on any 

matter relating to the Universityôs non-discrimination 

policy.  A complete list of compliance officers follows: 

 

COMPLIANCE OFFICERS 

SPRING 2012 

TEXAS CHRISTIAN UNIVERSITY  

 

Affirmative 

Action/Equal 

Employment 

Opportunity 

Officer; Title 

IX Officer 

Dr. Darron 

Turner 

 

TCU Box 297090 

Jarvis Hall 228 

817/257-5557 

d.turner@tcu.edu  

University 

Ethics Officer; 

Risk Manager; 

Human 

Resources 

Ms. Jill 

Laster 

TCU Box 298200 

Human Resources 

3100 W. Berry St. 

817/257-6798 

j.laster@tcu.edu 

Ethics & 

Compliance 

Hotline 

 1/877/888-0002 

(anonymous if desired) 

Conflict 

Resolution 

Facilitator; 

Deputy 

Affirmative 

Action Officer; 

Employee 

ADA Concerns 

Ms. Shari 

Barnes 

TCU Box 298200 

Human Resources 

3100 W. Berry St. 

817/257-5015 

s.barnes@tcu.edu  

Dir. of the Ctr. 

for Academic 

Services; 

Student ADA 

Concerns 

Ms. Marsha 

Ramsey 

TCU Box 297710 

Sadler Hall, Room 1010 

817/257-6567 

m.ramsey@tcu.edu  

Associate 

Athletics 

Director for 

Compliance 

Ms. Andrea 

Nordmann 

 

TCU Box 297620 

John Justin Athletic 

Center, Room 205 

817/257-6899 

a.nordmann@tcu.edu  

University 

Sexual 

Harassment 

Officer 

Ms. Susan 

Adams 

TCU Box 297010 

Sadler Hall, Room 2006 

817/257-7926 

s.adams@tcu.edu 

University 

Immigration 

Officer for 

Students 

Mr. John 

Singleton 

 

TCU Box 297003 

Jarvis Hall, Room 210 

817/257-7292 

j.singleton@tcu.edu  

University 

Immigration 

Officer for 

Academic 

Affairs (Faculty 

& Researchers) 

 

Compliance 

Ms. Susan 

Campbell 

TCU Box 297040 

Sadler Hall, Room 4020 

817-257-4690 

s.g.campbell@tcu.edu 

mailto:d.turner@tcu.edu
mailto:j.laster@tcu.edu
mailto:s.barnes@tcu.edu
mailto:m.ramsey@tcu.edu
mailto:a.nordmann@tcu.edu
mailto:s.adams@tcu.edu
mailto:j.singleton@tcu.edu


6 

 

Chair for HEA 

Regulations 

Information 

Security 

Officer 

Mr. Jim 

Mayne 

TCU Box 298820 

Sid W Richardson Bldg, 

Room 185 

817/257-6843 

j.mayne@tcu.edu  

Research 

Integrity 

Officer 

Dr. Bonnie 

Melhart 

TCU Box 297024 

Sadler Hall, Suite 3101 

817/257-7104 

b.melhart@tcu.edu  

 

 

BRITE DIVINITY SCHOOL  

 

Affirmative 

Action/Equal 

Employment 

Opportunity 

Officer; Title IX 

Officer;  

Sexual 

Harrassment 

Officer  

Dr. 

Francisco 

Lozada 

TCU Box 298130 

Moore Building,  

Room 203 

817-257- 5159 

f.lozada@tcu.edu     

Risk Manager 

 

 

 

 

Ms. Jill 

Laster 

TCU Box 298200 

Human Resources 

3100 W. Berry St. 

817/257-6798 

j.laster@tcu.edu 

Ethics & 

Compliance 

Hotline 

 1/877/888-0002 

(anonymous if desired) 

Conflict 

Resolution 

Facilitator; 

Deputy 

Affirmative 

Action Officer; 

Employee ADA 

Concerns  

Ms. Shari 

Barnes 

TCU Box 298200 

Human Resources 

3100 W. Berry St. 

817/257-5015 

s.barnes@tcu.edu 

Director of the 

Center for 

Academic 

Services; 

Student ADA 

Concerns 

Ms. Marsha 

Ramsey 

TCU Box 297710 

Sadler Hall, Room 

1010 

817/257-6567 

m.ramsey@tcu.edu 

 

 

Alcohol and Drug Education.  The TCU Alcohol and 

Drug Education (ADE) Center is based on a philosophy of 

student development incorporating personal and 

community wellness. ADEôs mission is to enhance 

studentsô overall academic experiences and personal 

development through the promotion of responsible 

decision making and healthy lifestyle choices, especially 

regarding alcohol and other drugs. 

The ADEôs Goals: 

1. Enhance the academic mission of the university 

by insuring that the abuse of alcohol and other 

drugs does not interfere with academic goal 

attainment; 

2. Enhance student development of leadership 

skills by providing opportunities for students to 

positively influence the campus and community 

environment;  

3. Enhance student responsibility to self, others, 

and the world by assisting individuals in 

making responsible and ethical decisions 

regarding the use of alcohol and other drugs; 

4. Clarify and enhance studentôs sense of 
citizenship through active involvement in 

programs designed to educate and inform the 

TCU community about substance use and abuse; 

5. Continue to improve the efforts of the Alcohol 

and Drug Education Center and demonstrate 

effectiveness through needs assessment and 

evaluations. 

Through the spirit organization HyperFrogs, ADE 

encourages students to develop a sense of responsibility 

for selves, for others, and for the University by assuming 

leadership in setting behavioral norms for the campus 

community.  ADE also sponsors Frogs CARE (Frogs 

Committed to Advocacy, Responsibility and Education).  

This group of peer educators brings together concerned 

students committed to making a positive difference in the 

University environment. 

The ADE staff includes Licensed Professional 

Counselors who provide confidential assessments and 

short-term counseling, as well as experts in programming 

and training.  Various programs available for academic 

classes, residence halls, and other student groups include:  

Marijuana, Women and Alcohol, Drinking and Driving, 

the Campus Social Scene, Dating Under the Influence, 

Drugs and Athletic Performance, and How to Help a 

Friend. 

Students who violate the Universityôs alcohol policy are 

required to attend an initial one-on-one interview with a 

professionally trained counselor followed by an 

educational session administered through the Alcohol and 

Drug Education Center.  The session focuses on accurate 

information on alcohol and other drugs, feedback 

regarding personal use, guidelines for responsible 

decision-making, and strategies for helping others who 

may have problems.  Students who receive a second 

violation complete additional sanctions and attend a more 

comprehensive education program. 

 

Brown-Lupton University Union.  The Brown-Lupton 

University Union is at the heart of the Campus Commons. 

Entertainment, educational, and conference events take 

place in the Union throughout the year. The Union is home 

to 14 meeting rooms, the Horned Frog Ballroom, a 300-

seat auditorium, the TCU post office, Union Grounds, the 

Spirit Store and two food service venues: Market Square 

and 1873.  The Union also houses the Heritage Center, the 

student activities suite, and the governance chamber for 

student government, faculty senate, and staff assembly.  

The information desk, located in the Heritage Center, 

mailto:j.mayne@tcu.edu
mailto:b.melhart@tcu.edu
mailto:f.lozada@tcu.edu
mailto:j.laster@tcu.edu
mailto:s.barnes@tcu.edu
mailto:m.ramsey@tcu.edu
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offers notary service, a lost and found, and a variety of 

ticket discounts to many Fort Worth/Dallas area 

attractions.  For more information, contact the Union by 

calling 817-257-7927 or visit the website at 

www.union.tcu.edu.  
 

Campus Life.  Campus Life staff meet with students to 

assist in resolving any issues that might impede success 

during the TCU Experience.  The Campus Life deans 

assist with student concerns and/or emergencies by 

working with students and their families, and also liaison 

with faculty and staff to assist students with academic 

issues.  There is a ñDean on Callò available by calling 

TCU Campus Police (817-257-7777) if an emergency 

occurs after regular business hours.  The Campus Life 

office does not function as an attendance office when 

students are absent from class.  However, the Deanôs office 

processes official University absences for faculty and 

verifies serious illnesses or family emergencies for 

students.  Not all faculty require verification of illness; 

therefore, a student should always contact faculty when 

class is missed due to illness. 

Campus Life staff may advise activities and 

organizations; consult with student leaders; and plan 

workshops, retreats and other campus-wide and 

organizational events.  The Dean of Campus Life is also 

the Sexual Harassment Officer for the University.  The 

Office of Campus Life is located in Sadler Hall, Suite 101, 

and can be reached at 817-257-7926 or you may visit their 

website at www.campuslife.tcu.edu. 

Student Discipline ï Students who enroll in TCU are 

obliged to conduct themselves in a manner compatible 

with the Universityôs function as an educational institution 

and the TCU mission statement.  Each student is expected 

to be fully acquainted with all published policies, rules and 

regulations of the University, and will be held responsible 

for compliance with them. Students are expected to 

comply with all federal, state and local laws.  This 

principle also extends to conduct off campus that is likely 

to have an adverse effect on the University and/or on the 

educational process of any student.  Students may be held 

accountable by TCU and police agencies for the same 

instance of misconduct.  Reported violations of the Code 

of Student Conduct are investigated and resolved by 

designated staff member in the Division of Student Affairs 

under the general supervision and direction of the Office of 

Campus Life.  Violations of the code are subject to a wide 

range of disciplinary action.  A complete Code of Student 

Conduct, including the educational discipline process, is 

available in the Student Handbook, online at 

www.campuslife.tcu.edu  These documents guide the 

student discipline and grievance processes. 

Health Promotion ï The Campus Life office is in a 

unique position to see both the impacts and outcomes of 

student health and lifestyle choices which may impede 

academic and social success.  The role of Health 

Promotion is to support and develop educational and 

policy-based initiatives related to student well-being and 

academic success consistent with an ecological view of the 

campus.  Health Promotion programming includes 

recognizing students in distress, sexual assault, eating 

disorder awareness, stress and other health concerns 

identified by the National College Health Assessment.  If a 

student is hospitalized for behavioral health reasons, 

Campus Life deans will work collaboratively with faculty 

members as well as with community health care providers 

to assist the student in their transition back to the 

University. 
 

Career Services.  Career Services takes TCU studentôs 

world class, value-centered education to the next level with 

professional career advising, on campus recruiting and a 

variety of networking opportunities.  Services and 

resources include: 

¶ Career Assessments 

¶ Career Advising 

¶ Résumé and Cover Letter Assistance 

¶ Video Taped Mock Interviews 

¶ Job Search Assistance 

¶ Job Listings on FrogJobs 

¶ On Campus Interviewing 

¶ The Internship Program at TCU 

¶ Professional Events and Career Fairs 

¶ Resource Center located in Jarvis Hall 

¶ Career Servicesô website, www.careers.tcu.edu, 

including key resources Optimal Résumé  

Career Services advisors are available to speak to classes 

or groups on a variety of subjects including identifying 

career options, implementing effective job search 

strategies, writing résumés and the doôs and donôts of 

interviewing.  Visit the Faculty and Staff section of our 

website, www.careers.tcu.edu to fill out the presentation 

request form and read more about our services. Evening 

appointments are available upon request. 

Career Services is located in the BNSF Railway Career 

Center in Jarvis Hall and is open 8:00 a.m. to 5:00 p.m. 

Monday through Friday.  The Alcon Career Center is 

located in the Neeley School of Business in Dan Rogers 

Hall, Room 140 and is also open from 8:00 a.m. to 5:00 

p.m.  For additional information or to schedule an advisor 

to speak to your class or group, please call 817-257-2222 

or e-mail careers@tcu.edu.  
 

Center for Academic Services (CAS).  Center for 

Academic Services in Sadler Hall coordinates a number of 

programs serving students, faculty and staff. Professional 

academic advisors, located in Room 1022, coordinate 

advising for all students attending Academic Orientation, 

as well as for all pre-major students, declared first-year 

AddRan College students, and Department of Design, 

Merchandising and Textiles students. Students considering 

a change of major may also be referred to CAS for 

assistance.  

Both online and printed academic skills resources are 

available from CAS; in addition, Academic Success 

Workshops are taught and limited individual sessions with 

an Academic Coach are offered. Advisors also instruct the 

UNPR 10001 Self- Assessment and Career Exploration 

http://www.union.tcu.edu/
http://www.campuslife.tcu.edu/
http://www.campuslife.tcu.edu/
http://www.careers.tcu.edu/
http://www.careers.tcu.edu/
mailto:careers@tcu.edu
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classes to assist students in making major- or career-

related decisions. Through College 101, our support 

program provided every spring for first-time, first-year 

students who do not achieve a 2.0 in the fall semester, 

faculty and staff mentors assist these students in the skills 

for GPA recovery. CAS maintains advising tools for 

students and faculty advisors at www.acs.tcu.edu. 

Presentations and training for academic advisors are 

conducted through individual sessions and Advisor 

Professional Development workshops offered several 

times each semester. 

Student Disabilities Services (DS), located in Room 

1010, coordinates reasonable and appropriate 

accommodations for students with documented disabilities. 

Students who may have a disability should also be referred 

to the Center. The approved syllabus statement for 

disabilities is on the Undergraduate Council website at 

www.ugradcouncil.tcu.edu. 

 

Center for Instructional Services (Instructional 

Technology and Media Production).  The successful 

integration of instructional technology and media 

production into the teaching and learning environment is 

essential in todayôs classroom. Both can potentially enrich 

the education of students at the University. The Center for 

Instructional Services supports classroom instruction by 

providing resources to faculty, staff and students to meet 

their instructional needs. The Center is comprised of three 

support areas: 

¶ Classroom Technology Support Services 

maintains and supports a complement of 

instructional media equipment for classroom 

use; training is provided for equipment installed 

in classrooms and, upon request, equipment 

may be delivered, set-up and retrieved.  

Technical support is provided on an on-going 

basis with maintenance and repair of all 

instructional technology equipment. 

¶ Media Production Support Services provides 

assistance in the planning and production of a 

variety of instructional resources, including 

graphics in various mediums and video-based 

resources, for both classroom use and special 

events. 

¶ Instructional Technology Planning Services 

provides assistance in planning, purchasing and 

installation of instructional media equipment.  

The Center for Instructional Services is located in the 

Center for Instructional Services Building. For more 

detailed information, refer to the Centerôs website at 

www.cis.tcu.edu or call 817-257-7121. 

 

Center for International Studies: TCU Abroad.  The 

mission of the Center for International Studies: TCU 

Abroad is to support international academic programs that 

foster an understanding of the global community.  The 

Center oversees TCUôs  

Semester-long programs, including TCU in London, 

TCU in Florence, TCU in Seville, and TCU Partner 

Programs in locations throughout Australia, Asia, Europe, 

Latin America and Africa.  In addition, the Center assists 

TCU faculty who want to develop summer courses specific 

to their discipline.  TCU Abroad programs strive to 

incorporate academic quality, intercultural awareness, and 

opportunities for personal growth. 

The Center for International Studies:  TCU Abroad is 

also charged with assisting Risk Management in ensuring 

compliance to TCU policies and procedures for all 

personnel who take TCU students abroad, including 

collecting forms, conducting orientations, and preparing 

handbooks for general use.  Any member of the TCU 

community who plans to develop a program or lead a 

group or students abroad should first consult the Center. 

The Center for International Studies: TCU Abroad also 

facilitates international learning opportunities at TCU, 

including administering the Certificate of International 

Studies, overseeing Phi Beta Delta Honor Society, and 

bringing a Frost Foundation Lectureship for Global Issues 

to campus each year. 

For policies, procedures, and general information 

regarding international studies, please consult 

www.studyabroad.tcu.edu.  

 

Center for Teaching Excellence, William H. Koehler.  

The mission of the William H. Koehler Center for 

Teaching Excellence is to support faculty and teaching 

staff in their work to educate students using effective 

instructional strategies and tools to facilitate student 

achievement of learning outcomes. The resources and 

activities of the Koehler Center are focused both on 

honoring the present needs of instruction and informing 

the TCU community of the increasing possibilities brought 

by changing pedagogical theory, innovative practice, and 

new technologies. The staff of the Koehler Center is 

dedicated to working with faculty and teaching staff to 

design and implement meaningful learning opportunities 

and to facilitate ongoing, reflective participation in the 

scholarship of teaching and learning. 

To accomplish its mission, the Koehler Center provides 

a variety of programs, services and resources which (1) 

support the cultivation of a campus environment which 

allows teaching excellence to flourish; (2) enhance 

professional teaching performance; (3) facilitate the 

incorporation of innovative methodologies in the 

classroom; (4) design, develop and utilize instructional 

technologies and facilitate their integration into 

instructional environments; and (5) develop ways to assess 

teaching and learning. The Koehler Center maintains the 

confidentiality of the faculty and teaching staff with whom 

we work, mindful that TCU teacher-scholars voluntarily 

engage our services in order to enhance and enrich their 

ability to help students achieve learning outcomes. 
 

Center for Writing, William L. Adams.  The William L. 

Adams Center for Writing serves the entire TCU 

community ð faculty and staff as well as undergraduate 

and graduate students. The Center provides one-on-one 

conferences that focus on individual writing projects of all 

http://www.acs.tcu.edu/
http://www.ugradcouncil.tcu.edu/
http://www.studyabroad.tcu.edu/
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types. In addition, members of the Center for Writing staff 

are available for class presentations and workshops. 

Professional writing consultants also can advise faculty 

about designing writing assignments and responding to 

studentsô writing. 

Located in Reed Hall 419, the Center for Writing is 

open from 8 a.m. to 5 p.m., Monday-Friday. For an 

appointment, use the Centerôs online scheduling system 

available at www.wrt.tcu.edu or call 817-257-7221. 

Writers may also use the Centerôs annex at the library 

Sunday through Thursday from 6 p.m. to 9 p.m. Those 

who wish to submit a paper online may do so via the 

Centerôs website. A consultant will read the paper and 

offer feedback within 48 hours. 

 

Community Involvement & Service-Learning (CISL).  
TCU faculty, staff, and students are involved in 

community service on an academic, organizational and 

individual basis. The Center for Community Involvement 

& Service-Learning offers programs and resources to 

support a vital connection between campus and 

community.  

Information and materials are available for all groups 

and individuals to assist with planning, implementing, and 

reflecting upon service opportunities. Assistance is 

provided to develop reciprocal partnerships for academic 

and co-curricular service-learning projects or volunteer 

programs.  In addition, faculty and staff may serve as 

advisors to service-related student organizations, 

participate in TCUôs campus-wide service programs 

(LEAPS, HOPS and MLK Day), go on Service Spring 

Break trips, or help with the end-of-year Trash to Treasure 

program.  Anyone searching for service opportunities may 

contact the Center for Community Involvement & Service-

Learning at 817-257-5557, meet with CISL staff in Jarvis 

Hall, or visit www.involved.tcu.edu.   
 

Counseling Center.  The Counseling, Testing & Mental 

Health Center is located through the west entrance of the 

Health Center building. The following services are 

provided for students only:  

1) short-term individual and group counseling; 

2) outreach programs and prevention education 

workshops (i.e. helping students in distress, suicide 

prevention, etc.); 

3) self-help materials on various mental health and 

developmental topics; 

4) assessments for aptitude, interests, personality, and 

LD/ADHD screening; 

5) national and local assessments and academic 

evaluation programs (CLEP, ACT, GRE subject tests, and 

MAT);  

6) referral assistance for intensive or long-term 

treatment needs; 

7) consultation with faculty and staff regarding 

intervention strategies and other areas of need and interest; 

8) psychiatric consultation, evaluation and medication 

management. 

All mental health services and most assessments for 

TCU students are provided without charge, the exceptions 

being national and local assessments described above. In 

accordance with state and federal laws and professional 

ethics, confidentiality is maintained. 

For assistance, call 817-257-7863, or come to the 

Brown-Lupton Health Center, west entrance. Regular 

office hours are 8:00 a.m. to 5:00 p.m., Monday through 

Friday. For emergencies, outside of office hours, call TCU 

Police, 817-257-7777.  

 

Culture, Community and International Services 

(CCIS).  The mission of the unit is to provide cultural 

awareness throughout the TCU Community.  CCIS also 

provides students of diverse backgrounds with the 

necessary resources to transition into college life and to 

succeed on campus and beyond.  The unit provides 

support, guidance and encouragement to TCU students, 

faculty, and staff through a variety of programs and 

services.  In addition to student services, we assist the 

University with institutional planning and policy formation 

regarding diversity and inclusiveness. 

One of the cornerstone programs of Culture, Community 

and International Services is TCU Community Scholars 

Program which provides scholarships to highly qualified 

students at selected area high schools.  If you would like 

further information, please visit the CCIS in Jarvis Hall or 

contact us at 817-257-5557.  The departments located 

within CCIS are Community Involvement & Service 

Learning, Community Scholars, International Services and 

Intercultural Services. 

 

Office of Extended Education.  The mission of 

Extended Education is to engage the University with the 

community through high quality courses, programs, 

conferences and other offerings that seek to educate, 

enlighten, renew and serve. The office sponsors open 

enrollment, certificate and custom classes providing both 

personal and professional development for the community. 

Selected classes are available to faculty and staff at a 

discounted rate. The office also coordinates a variety of 

summer programs as well as non-degree admissions. The 

Office of Extended Education is available to work with 

University departments and schools in the development of 

continuing education opportunities. 

 

Health Center.  The Brown-Lupton Health Center is an 

outpatient clinic located at 2825 Stadium Drive ï west of 

Colby Hall and north of the University Union.  The clinic 

provides ambulatory care for the various needs of TCU 

students and services are available for students only.  

Outpatient clinic hours are 9:00 a.m. to 5:00 p.m., 

Monday through Friday. Students are encouraged to visit 

the clinic at a time that will not interfere with class 

attendance. Detailed information about Health Center 

services and staff can be found on their website at 

http://healthcenter.tcu.edu.  

If a student misses class due to a Health Center visit, it is 

the studentôs responsibility to contact their professor.  In 

http://www.wrt.tcu.edu/
http://www.involved.tcu.edu/
http://healthcenter.tcu.edu/


10 

 

the case of a serious illness during which class attendance 

is not recommended, the Health Center will notify Campus 

Life to contact the studentôs professors.  Faculty members 

should use their own judgment about whether or not a 

student will be allowed to make up class work missed 

when there is no verification of illness.  

In the event of an emergency or a life-threatening 

situation, the student should go or be taken directly to the 

emergency room of a nearby general hospital.  Call 911 for 

ambulance service and emergency assistance. 

 

Housing and Residence Life.  Primarily a residential 

campus for undergraduate students, TCU can 

accommodate approximately 3,500 students in 19 

residence halls and 6 Greek affiliated halls housing 21 

Greek organizations in the Worth Hills area of campus.  

Residence hall configurations include all female, co-ed, 

and apartment style living for upper class students. Each 

residence hall provides study areas, lounges, laundry 

rooms, wireless internet and recreational space for student 

use.   

The mission of Housing and Residence Life is to 

develop inclusive, safe and educational residential 

communities by providing high quality facilities, services 

and programs.  The department develops and implements 

programs that build relationships and connections to their 

residence hall community, TCU and the larger community. 

Students are offered opportunities to practice ethical 

leadership skills as part of the residence hall floor, 

residence hall councils and for the entire resident student 

population. 

The University has a cooperative agreement with the 

GrandMarc at Westberry Place, a privately owned and 

managed student housing facility adjacent to the campus. 

Other housing information and current regulations are 

distributed to students at the beginning of each semester.  

Detailed housing information may be viewed at 

www.rlh.tcu.edu/rlh/ and at my.tcu.edu under the Housing 

& Residence Life link. 
 

Human Resources Department.  The Human Resources 

Department provides guidelines and policies for the 

Universityôs personnel programs. The department assists 

with benefits, compensation, training, employee relations, 

HR administration, leave, payroll, and recruitment, 

selection and employment policies and procedures.  HR 

staff is available to assist with issues and faculty and staff 

should contact, 817-257-7790 for detailed information 

related to any human resource or payroll matter.  Human 

Resources information can also be found on the website at 

www.hr.tcu.edu or employees should access employee self 

service through the TCU portal to review benefits 

information, payroll, taxes and salary data and personal 

information available through the Human Resources 

Information System. 

 

Institutional Effectiveness, Office for.  The Office for 

Institutional Effectiveness serves to enhance student 

learning and institutional effectiveness at TCU by 

providing leadership and assistance to the campus 

community in assessment activities, accreditation, and 

ongoing quality enhancement. The Office for Institutional 

Effectiveness is responsible for providing support services 

to all academic units in their assessment efforts and will 

serve as an assessment resource to educational and 

administrative support units on an ad hoc basis. The office 

also oversees and supports the WEAVE Online 

Assessment Management System and the accreditation and 

reaffirmation process. For assistance, faculty and staff may 

contact Catherine Wehlburg, Assistant Provost for 

Institutional Effectiveness, at 817-257-7156.   
 

Institutional Research.  The Office of Institutional 

Research functions as the official reporting entity for the 

university.  In this capacity, the office is responsible for 

collecting and disseminating quantitative data frequently 

requested of the university.  Much of this material is used 

for decision support and is published by this office in the 

Fall Fact Book.  This document is available online at 

www.ir.tcu.edu. 

Institutional Research also responds to most external 

surveys and information requests, conducts original 

quantitative and qualitative research to support University 

policy-making decisions, conducts annual surveys of 

graduating seniors, graduate students, and recent alumni, 

assists departments across campus with survey and 

information needs, maintains databases for trend analyses, 

and manages the Student Perception of Teaching (SPOT). 

Information may be requested by contacting the Office of 

Institutional Research, Room B17 Library; telephone 817-

257-7793. 

 

Intensive English Program.  The non-degree credit IEP 

helps individuals advance rapidly towards their academic, 

professional, or personal English language goals. 

Advanced-level IEP students may enroll in TCU courses 

for degree credit while in the non-degree credit program. 

(Successful completion of the advanced-level IEP allows 

applicants to a TCU degree program to waive the TOEFL 

admission requirement. Undergraduate candidates should 

see the admission section on ñAdmission of International 

Studentsò in the current TCU catalog.  Graduate candidates 

should contact the IEP office.) 

An IEP student begins at his or her own level and studies 

intensively at least 20 hours each week. Classes are 

organized into teams of twelve or fewer students. The IEP 

sessions begin every month except December. 

TCU faculty and staff members who are native speakers 

of languages other than English may enroll in classes at a 

substantially discounted IEP tuition rate. TCU faculty, 

staff, and students who are native English speakers may 

join the IEP students in Conversation and Cultural 

Partners.  TCU departments, schools or colleges that pay a 

studentôs summer or semester IEP tuition will receive a 

matching IEP tuition scholarship for an additional summer 

or semester for the same student.  Please visit 

www.iep.tcu.edu for more information. 

 

http://www.rlh.tcu.edu/rlh/
http://www.hr.tcu.edu/
http://www.ir.tcu.edu/
http://www.iep.tcu.edu/
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Intercollegiate Athletics.  The Department of 

Intercollegiate Athletics at TCU is administered through 

the Office of the Chancellor in accordance with the 

constitutions, bylaws and other policies of the National 

Collegiate Athletic Association (NCAA) and the Mountain 

West Conference (MWC).  The Athletics Director is 

charged with the operation of the department.  (Physical 

education comes under the College of Education, and 

intramural athletics is regulated by the Student Activities 

Office.)  

Faculty and staff provide a sounding board to the 

department through service on the University Athletics 

Committee.  One faculty member maintains the position of 

Faculty Athletics Representative.  The Faculty Athletics 

Representative serves as liaison to the department from the 

faculty, provides oversight on matters of academic issues 

related to student-athletes, and represents the institution in 

NCAA and MWC business.   

Faculty and staff members are provided tickets of 

admission for a nominal fee.  For information regarding 

faculty and staff and retired faculty and staff tickets see 

ñTickets for Athletics Events.ò 

 

International Student Services.  International Student 

Services (ISS) facilitates the academic and cultural success 

of more than 500 international students from over 90 

countries.  The office maintains immigration materials 

from the students in compliance with the regulations of the 

Bureau of Citizenship and Immigration Services.  

Academic success and cultural integration are primary 

overlapping goals of ISS.  The office collaborates with 

many areas of the university to develop programs that meet 

the needs of TCUôs expanding international student 

population.  Staff advise or provide support for the 

International Student Association, the International 

Alumni Association, and the KinoMonda World Cinema 

Series.  If you would like further information, please 

contact International Student Services located in Jarvis 

Hall at 817-257-5557 or www.wholewideworld.tcu.edu.  

 

Library.  Mary Couts Burnett Library provides 

intellectual resources, innovative technology tools, and an 

inspiring physical and virtual environment to serve TCUôs 

diverse community of learners, supported by approachable 

and resourceful staff.  Students and faculty have access to 

more than 2 million books, CDs, DVDs, videos and nearly 

63,000 current journals, electronically and in paper. More 

than 300 databases, many which include the full text of 

journal articles are available 24 hours a day via the 

libraryôs website (http://library.tcu.edu), and the 

ñFrogScholarò search box provides a single search of over 

200 million records from most databases as well as the 

library catalog. 

Materials are arranged according to the Library of 

Congress system in open stacks for convenient access to 

most items.  Librarians and staff select, maintain, and 

interpret the collections for library users.  A music/media 

library and audio center and the Brite Divinity Library are 

also located in the Library.  Particular collections include 

Texas, United States, and European Union documents; the 

Archives of the Van Cliburn International Piano 

Competition; the papers of former Speaker of the House, 

James C. Wright, Jr.; the papers of Amon G. Carter, Sr.; 

the Universityôs historical collection, and the special 

collections of rare books and manuscripts such as the 

William Luther Lewis Collection of English and American 

Literature. 

Reference librarians 

(http://library.tcu.edu/info/reference.asp#subject) 

providing library and research assistance are available in 

the Information Commons area of the library.  They can be 

contacted in person, by phone, by e-mail or by live text 

messaging as described at: 

http://library.tcu.edu/askalibrarian.asp.  Reference 

librarians are also subject liaisons for various subjects 

taught at the University.  The reference librarians regularly 

teach courses on using the libraryôs resources and are 

willing to schedule individual consultation appointments 

for more in-depth research assistance.  In addition, the 

reference librarians are responsible for purchasing 

materials for the libraryôs collections (both print & 

electronic) for their assigned subject disciplines. 

The Library maintains 24 hours for five of the seven 

days a week that it is open during the fall and spring terms.  

Operating hours are available from the libraryôs website 

(http://library.tcu.edu).  Different environments for 

studying include group study rooms and various ñquiet 

zonesò throughout the building.  The scholarly materials 

are supplemented by the popular reading or bestseller 

authors collection located next to Bistro Burnett where you 

can enjoy coffee and a variety of refreshments. 

Through active membership in local, regional and 

national library consortia, the library is able to secure for 

TCU faculty and students the advantages that come with 

library resource sharing.  TCUôs membership in TexShare 

enables TCU faculty and students to obtain borrowing 

privileges from more than 150 academic libraries 

throughout Texas. 
 

Marketing and Communication. TCU is a major 

teaching and research university with the personalized 

atmosphere of a smaller college. It educates individuals to 

think and act as ethical leaders and responsible citizens in 

the global community. Our aim is to provide a world-class, 

values-centered, university experience.  

The Marketing & Communication division develops 

strategic plans and initiatives to help build the Universityôs 

reputation, recruit students and find resources. It seeks to 

communicate a better understanding of TCUôs strengths, 

character, mission and goals. It analyzes audiences, 

designs messages and selects media to support these 

objectives. The division operates much as an internal 

public relations and advertising agency, utilizing a creative 

team approach to marketing and communication problem 

solving. 

To maintain an integrated approach, the institutionôs 

overall marketing priorities are set and major initiatives are 

http://www.wholewideworld.tcu.edu/
http://library.tcu.edu/
http://library.tcu.edu/info/reference.asp#subject
http://library.tcu.edu/askalibrarian.asp
http://library.tcu.edu/
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coordinated through three levels of advisory and 

implementation groups. 

TCU Marketing Advisory Board.  This board has 

representation with significant marketing and 

communications-related responsibilities from departments 

across the University and helps communicate the 

marketing and communication program of the University 

to its constituents. 

TCU Managers Group.  This group translates ideas of 

the advisory board into strategic implementation plans. 

They set overall marketing planning priorities; review and 

approve specific target marketing initiatives, oversee 

marketing research projects; and oversee implementation 

of said strategies. 

TCU Marketing Action Teams.  These teams are small 

and consist of experts in professional areas needed for 

implementing priority strategic marketing initiatives. 

The Marketing and Communication division consists of 

the following offices: 

Office of Communications.  The Director of 

Communications and the staff (1) helps units inside the 

University develop strategic communications and 

marketing plans, (2) handle all media relations, (3) is 

responsible for internal communications, (4) assist with 

various video production projects, and (5) research 

advertising opportunities.  

Getting the word out ð The Office of Communications 

staff function as account executives to build the 

distinctions of TCUôs schools, colleges, centers and 

administrative departments. Account executives develop 

communication and marketing strategies by identifying 

reputation-defining events, activities and people that 

advance the reputation of TCUôs units and work to 

integrate those strategies with the Universityôs central 

message and goals. 

Handling sensitive issues and crisis ð The Office of 

Communications will prepare a fact sheet for all issues 

relating to official University business which have public 

interest. The Vice Chancellor and Director of 

Communications, in consultation with others will form a 

management committee when necessary, appoint 

spokespersons, and help them organize and prepare 

statements. The purpose is always to tell the truth and tell 

it quicklyðand to be mindful of the publicôs need to 

know, the Universityôs legitimate interests, other privacy 

considerations, and liability concerns. 

Interviews with the press ð On sensitive matters related 

to official University business, it is requested that faculty 

and staff work directly with the Vice Chancellor and 

Director of Communications. On matters related to other 

day-to-day stories, faculty and staff are urged to cooperate 

with the news media and to return their calls promptly. 

Any media contact, however should be coordinated with 

this office, so that the communications staff can help 

maximize exposure and be fully aware of news media 

activities. 

Internal communications ð TCU This Week online is 

the primary internal communications periodical. News and 

information for it must be turned in to the Internal 

Communications Manager by Friday prior to Monday 

publication. Items for internal publication should be 

submitted via e-mail to news@tcu.edu. 

Office of Editorial Services.  The director and staff 

serve as the ñUniversity editorò and writes, edits and/or 

reviews for accuracy and style all official publications and 

periodicals. This office also produces The TCU Magazine, 

the official magazine sent four times each year to alumni 

and other University constituents.  

Office of Publications.  The director and staff handle the 

design and print production management for all official 

University publications.  The printing of any publication 

not specifically listed in the central communications 

budget must be paid for by the ordering department. No 

charges are made, however, for design or management 

time of projects handled by this office. Cost estimates can 

be furnished for the purpose of departmental budgeting. 

No liabilities are assumed for cost overruns, which can 

happen in large-job printing. 

Ordering ð Work order forms must be filled out in full 

with deadline needs clearly indicated and agreed to by the 

Director of Publications. Please note that no job begins 

until all information is in hand, including final copy. This 

office handles more than 500 projects each year. 

Stationery, business cards and mailing labels are ordered 

directly from TCU Printing Services. 

Office of Community Projects.  The executive director 

of community projects handles all official University 

events such as Commencements, groundbreakings, 

Convocation, dedications and other special community 

relations marketing and communication projects. 

University schools, colleges and departments may 

request planning assistance on a time-available basis. 

Church Relations.  The director works to build strong 

relations with and support from the Disciples of Christ 

denomination and individual congregations. The office 

coordinates communications, and also participates in 

student recruiting and fund-raising activities related to the 

church and its constituents. 

Admission Marketing.  The admission marketing 

director reports both to the Vice Chancellor for Marketing 

& Communication and the Dean of Admission. 

Responsibilities include (1) preparation, testing and 

evaluation of all admissions marketing materials; (2) 

recruiting communication process planning and 

management; and (3) planning and implementation of 

special initiatives to meet specific goals. 

Website Management. The director of Website 

management oversees the development of TCUôs presence 

on the Internet including tcu.edu and social networking 

sites such as Facebook and Twitter, as well as YouTube 

and iTunesU and consults with other University 

departments on the design and management of their 

websites.  

Advancement Communications. The senior director of 

advancement communications develops the 

communications support strategies, tactics and materials 

for annual fund raising and comprehensive campaigns. 
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Ranch Management Program.  Established in 1956, 

the Ranch Management Program provides professional 

training to meet the challenges of the dynamic and rapidly 

changing careers associated with agricultural resource 

management.  This program provides intensive classroom 

instruction in basic principles of ranch management 

combined with extensive field study of all phases of the 

ranching industry. Students are selected by interview for 

the limited-enrollment program. Students may earn a 

Certificate of Ranch Management by completing the 

program during one academic year or a Bachelor of 

Science degree in Ranch Management by completing all of 

the requirements as set out in the Undergraduate Studies 

Catalog.  A Graduate Certificate in Ranch Management is 

available to students who have previously earned a 

bachelorôs degree with a cumulative 3.0 GPA. 

A series of courses is presented in the evening designed 

for ranchers, business and professional people as well as 

other students unable to attend the full-time program. 

Courses are taught by the Ranch Management faculty, 

using course outlines from the day program. Information 

from onsite ranch studies is brought to the evening 

classroom as extensive travel is not possible. In some 

instances, two courses from the regular program have been 

combined to provide a uniform format of three-semester 

hours credit. 

Ranch Management also has an active alumni program 

with a quarterly newsletter, two annual reunions called 

ñRoundups,ò counseling/consulting service, and up-to-date 

biographical information on former students. An active 

placement service provides job opportunities for alumni 

and current graduates from worldwide sources. The 

Program Director reports to the Associate Provost and 

Dean of University Programs. 
 

Religious and Spiritual Life.  Religious and spiritual 

life on the TCU campus represents the diverse 

denominations, backgrounds and faith traditions of more 

than 10,000 students, faculty and staff that make up our 

campus community. The campus supports over 25 student 

religious communities and has relationships with over 30 

communities of worship in the Fort Worth area. 

Programs and services addressing religious and spiritual 

life within TCU include: chapel services, small group 

studies, retreats, interfaith dialogue, meditation, faith-

based social justice programs hunger relief work, a 

monthly film series, annual speakers and much more. 

Additional resources include Robert Carr chapel, a multi-

faith prayer room in Jarvis Hall and the RSL resource 

library.  

All campus ministers and religious life staff affiliated 

with the office are available to provide pastoral care, speak 

in classes, serve as a resource to faculty and staff and 

collaborate with the University community on programs of 

interest. Religious and Spiritual Life staff also serve as an 

educating voice and resource on issues of ethics, values, 

vocation and social justice. Information about religious 

and spiritual life on or near the campus is available in 

Jarvis Hall (8:00 a.m. to 5:00 p.m. weekdays), online at 

www.faith.tcu.edu, or by calling 817-257-7830. 
 

Robert Carr Chapel.  Robert Carr Chapel was built and 

dedicated in 1952 thanks to a gift from the Carr family of 

San Angelo and the architectural design of Joseph R. 

Pelich. The chapel is home to a state-of-the-art Carillon 
system and an expanded sound system installed in 2010 

allowing for state-of-the-art sound quality and 

accommodates the growing number of large concert 

groups requesting the chapel.  
The chapel is open to all students, faculty, staff and 

friends of the University week days from 6 a.m. to 

midnight except when previously scheduled services are 

held. Monthly university worship services in the chapel 

include Howdy Week Chapel, Carols by Candlelight, Ash 

Wednesday, Easter Sunrise, Taize, and much more. 

Weddings at Robert Carr are a long-standing, beautiful 

tradition and are open to students, faculty, staff, alumni 

and members of the community.  To reserve the chapel for 

a wedding, contact our chapel coordinator at 817-257-7831 

or e-mail robertcarrchapel@tcu.edu.  The chapel is also 

used for special services and occasions on campus 

including awards ceremonies, student organization 

services, musical performances, and student worship. 

There are no fees for departments or student organizations 

wishing to reserve the chapel for campus events. 

 

Sponsored Research, Office of.  Established in 1969, 

the Office of Sponsored Research (OSR) reports to the 

Associate Provost for Academic Affairs.  The OSR 

provides information on specific funding sources available 

to faculty, assists faculty in the preparation of grant 

proposals/budgets facilitates effective communication and 

interaction between researchers and potential sponsors. 

Additionally, the Director works with the Associate 

Provost for Academic Affairs in formulation of University 

policies pertaining to grants, contracts, and other 

extramurally funded activities; participates in development 

of interdisciplinary, institutional and cooperative grant 

proposals; and lends general support to the Associate 

Provost in administration and conduct of the research 

programs of the University. 

The OSR furnishes supplies supporting data and 

technical advice to the Office of Financial Operations as 

required for grant and contract administration and provides 

administrative assistance to project directors and research 

staff as appropriate. 
 

Student Development Services.  The mission of Student 

Development Services is to maximize studentsô potential 

through individual and community development. The unit 

provides leadership, training and skill development 

through interactive activities, and programs that meet 

student needs throughout their college experience. By 

overseeing leadership development, community and 

international involvement, organizational membership, 

experiential learning, mentoring, transitional 

programming, and the cultivation of a culture of care, SDS 

http://www.faith.tcu.edu/
mailto:robertcarrchapel@tcu.edu
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provides the opportunity to learn, to lead, to achieve, and 

to contribute. The unit houses Orientation, Frog Camp, 

Connections, Leadership for Life, Student Organizations, 

Women and Menôs Programs, Community Renewal, Class 

Deans, and the TCU Leadership Center. Student 

Development Services is located in the University Union 

on the second floor. The telephone number is 817-257-

7855.  

Orientation  - The Orientation program is designed to 

assist new students, transferring students and families with 

the transition to TCU by providing essential information 

and helping students meet new and continuing students, 

faculty, and staff.  While at Orientation, students meet with 

an academic advisor and register for the first semester of 

classes. Each summer there are several sessions from 

which to choose, and there is also a one-and-a-half-day 

session in January for students starting in the spring 

semester.  

Frog Camp - Frog Camp is a 3-5 day experiential 

retreat that immerses new students in TCU history and 

traditions, helps them establish new friendships, and 

guides them in acquiring the most basic skills they need to 

be successful in college.  Different camps are held in 

locations as diverse as the mountains of Colorado, the city 

of London, and right here in Fort Worth, each with its own 

unique opportunities to begin finding oneôs place in the 

TCU family.  Regardless of the choice, each new Horned 

Frog becomes a part of a small group of no more than 15 

students.  Along with upper class students and a member 

of the faculty or staff, group members find out what it 

means to be Horned Frogs, and along the way forge lasting 

bonds and friendships!  

Connections ï After attending Orientation and Frog 

Camp, it is time for students to make a connection to the 

TCU community. Connections is a leadership program 

specifically designed to help new students transition 

successfully to college life. The mission of Connections is 

to encourage a smooth transition to college life for first-

year students by providing opportunities for peer 

networking, skill building, leadership development and 

faculty involvement outside of the classroom.  

Connections offers: 

¶ A consistent group of first-year students 

who serve as a support and networking 

group: 

¶ Interaction with successful, upper-class 

student mentors; 

¶ Significant interaction with a faculty 

member outside a classroom setting; and 

¶ Class activities that develop leadership-

knowledge and skills 

Leadership for Life ï The Leadership for Life coaching 

program offers students the opportunity to be assigned a 

personal coach ï a successful upper-class student who has 

been specially trained by an internationally-known 

coaching expert. Coaches meet with students in person at 

the conclusion of Connections, sometime in mid-

November. Following that meeting, coaches will stay in 

touch throughout the remainder of the school year and will 

be available to guide and support students as needed. 

Coaches will connect students to important campus 

programs and resources and help empower them to create 

success for themselves through goal-setting, prioritization, 

self-care, and maximization of studentsô strengths. With 

the assistance of a coach, students can decide their own 

definition of leadership and success, and work toward 

achieving their own personal level of excellence. 

Transfer Students ï Along with typical developmental 

tasks, transfer students have unique needs in making the 

transition to TCU. Special Orientation sessions are 

provided for transfer students in June and August. Transfer 

students are encouraged to attend a Frog Camp and to 

participate in the T-Connections program during their first 

semester on campus. Participation in all three programs 

helps students become more familiar and comfortable with 

the University. The Transfer Student Organization and 

Dean of Transfer Students ensure that all transfer students 

receive regular and comprehensive communication about 

relevant resources and services, and are welcomed to TCU. 

Community Renewal ï Community Renewal is a 

campus initiative that promotes and works for a campus 

community where people know and care about one 

another. A campus-based version of Community Renewal 

Internationalôs holistic model for creating safe, caring and 

socially sustainable communities, Community Renewal at 

TCU is a unique pilot project that intends to foster an ethos 

of care and communal responsibility on campus. The 

Community Renewal initiative encourages members of the 

TCU community to take responsibility for thinking and 

acting in ways that promote the well-being of those around 

them and the community as a whole. The initiative centers 

on the principle that communities thrive when positive, 

committed attention is given to human relations. 

Class Deans ï A class dean is designated for each class. 

The class dean stays with the class through the four years 

of the traditional college experience. The class dean serves 

as a general point of contact for all members of the class 

and provides important information to the members of the 

class on service, programs and activities that are especially 

relevant to the class. The dean also serves as a referral 

agent and a source of information, guidance and 

inspiration for students who have questions or concerns. 

TCU Leadership Center ï The TCU Leadership Center 

offers leadership programs flexible enough to meet the 

diverse needs of todayôs students and comprehensive 

enough to ensure a thorough exposure to contemporary 

leadership topics. The TCU Leadership Center acts as a 

clearinghouse for programs, information and resources 

related to leadership skill development and training. 

Students, faculty and staff may take advantage of an 

extensive leadership library and video collection, or 

inquire as to strengths-based campus and mentor training. 

The Center participates in various campus scholarship and 

leadership award programs designed to support leadership 

development and offers non-credit leadership seminars for 

students who are interested in dedicating more time and 

energy to their growth as a leader. The TCU Leadership 
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Center has also offered international leadership 

experiences in Italy, Scotland, Africa and Mexico. 

Student Organizations ï Over two hundred student 

organizations are available for student involvement 

including academic and honorary groups, special interest, 

student government, political, sports clubs, religious, 

service, and fraternities and sororities. This wide range of 

organizations assists students with opportunities to expand 

new interests, enhance the academic experience, develop 

leadership skills, and network with their peers. Faculty 

participation as advisors is welcomed. 

Womenôs and Menôs Programs ï The mission of 

Womenôs and Menôs Programs at TCU is to explore the 

impact gender plays in personal, professional and cultural 

aspects of life through resources and referrals, increased 

awareness, and facilitated dialogue. To realize this 

mission, the goals of the department are:  (1) to provide 

resources and refer where appropriate; (2) to increase 

awareness on various aspects of the gendered experience; 

and (3) promote dialogue and conversation on and off 

campus. 

Parent and Family Programs - TCU Parent and 

Family Programs provide a supportive and developmental 

structure for parents and families as their students 

transition from adolescence to adulthood within the TCU 

community. These efforts are accomplished through an 

informational website, monthly educational newsletters, 

formal programs, presentations, an ombudsman 

relationship, and individual conversations. There are two 

official parent programs at TCU and numerous ways to get 

involved. 

TCU Parent Council ï A group of approximately 60 

families who meet twice a year to discuss issues 

surrounding the academic and co-curricular activities of 

the campus. In addition to receiving information, these 

parents provide feedback, act as ambassadors to parents 

within their own communities and assist with University 

initiatives. 

The TCU Parentsô Association ï The TCU Parentsô 

Association is open to parents and guardians of all 

undergraduate TCU students and offers an opportunity 

to formally connect and get involved with TCU. 
 

Student Publications.  The TCU Daily Skiff, the student 

newspaper, covers the TCU campus and community and 

serves as a laboratory newspaper effort for the School of 

Journalism.  

If you desire campus awareness for some project, 

program, or personality, do not wait for the reporter to 

seek you out.  Call the TCU Daily Skiff editor and give him 

or her the information. 

Suggestions for the publication may be made by 

contacting the editor-in-chief (ext. 6269, 

editor@dailyskiff.com). News items should be submitted 

directly to the student reporter covering your office or by 

telephone, e-mail or interoffice mail to the news editors 

(ext. 7428, news@dailyskiff.com, or TCU Box 298050). 

Image is a student magazine published, like the Skiff, 

under the advisement of the School of Journalism. 

 

TCU Police.  TCU Police Department provides police 

service on property owned or controlled by Texas 

Christian University.  All officers are licensed and certified 

as peace officers by the State of Texas.  The Department 

assists other police agencies on request and performs 

police and assistance services on the TCU campus. TCU 

Police Department has full investigative responsibility and 

arrest authority for offenses occurring on the TCU campus. 

The Department conducts foot, bicycle, and vehicle patrols 

24 hours a day throughout the year. The Departmentôs 

Security personnel provide additional surveillance on 

campus and reports problems for police response. The 

Student Escort Service (Froggie Five-0) provides golf cart 

transportation for campus community members between 

the hours of 8:00 p.m. and 1:00 a.m. during the Fall and 

Spring semesters. Police officers may provide escorts at 

any time. Contact police dispatch at 7777 to arrange an 

escort. 

Crime, suspicious activity, or security problems should 

be reported in a timely manner to TCU Police Department 

by calling 817- 257-7777.  The TCU Police Department 

website also has an anonymous report form 

(www.police.tcu.edu) for confidential use by campus 

community members if desired.  Physical or building 

security problems may be reported at any time; a police 

dispatcher or other staff person is available for your 

assistance.  Any faculty or staff member also may contact 

the TCU Police Department Crime Prevention Office at 

817-257-7276 for problem assessment or crime prevention 

presentation information.  You also may visit the TCU 

Police Department office at 3025 Lubbock or use one of 

the emergency phones located around campus. TCU Police 

Department is open 24 hours a day, seven days a week 

throughout the year. 

 

TCU Press.  Although the first books with the TCU 

Press imprint were published in the late 1940s, TCU Press 

was formally created by the Board of Trustees in 1966 for 

the purpose of publishing works by scholars from both the 

United States and abroad. It is a member of the 

Association of American University Presses and, along 

with Southern Methodist University Press, Texas A&M 

University Press, the Texas State Historical Association, 

the University of North Texas Press, and several other 

presses, is a member of a warehousing/distribution 

consortium housed at Texas A&M University Press. 

TCU Pressô primary purpose is to contribute to TCUôs 

central academic mission of discovering, developing, and 

disseminating knowledge. Yet as a vibrant regional press it 

gives particular attention to the history and literature of 

Texas and the American West. It publishes about 15 titles 

a year, and its books have won major awards from the 

Texas Institute of Letters, the National Cowboy Hall of 

Fame, and the Western Writers of America.  An editorial 

board made up of TCU faculty and a community advisory 

board oversee the quality of its publications.  The TCU 

Press is located at 3000 Sandage Street. 
 

mailto:editor@dailyskiff.com
mailto:news@dailyskiff.com
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Technology Resources.  Technology Resources 

provides a wide range of technology support for all levels 

of the University.  Services include maintaining and 

securing the network infrastructure throughout the campus, 

academic and administrative computer systems, and 

providing application development and customization, 

customer support, hardware repair and software training. 

¶ Customer Services provides phone and onsite 

support for faculty, staff and students. 

¶ Enterprise Application Services provides 

administrative and academic application 

development and customization for PeopleSoft, 

Banner, ImageNow, RedDot, and other 

applications used across campus. 

¶ Information Security Services maintains the 

security of all TCU computing and technology 

systems. 

¶ Network Services maintains TCUôs wired and 

wireless networks, fiber system, datacenters, 

and access to the Internet and high-speed 

research networks. 

¶ Computer Systems provides centralized 

administration for TCUôs database, e-mail, 

application, Web and other servers, and 

maintains more than 3,000 faculty, staff and lab 

client computers. 

¶ Hardware and Purchasing provides centralized 

technology purchasing and consultation for the 

University as well as onsite hardware support 

and repair. 

¶ Training provides training courses in various 

computer applications, including Microsoft 

Office and PeopleSoft.  One-on-one training 

sessions or custom-designed classes are 

available. 

To request assistance with any computer-related 

problem or question, please contact the Computer Help 

Desk: 

Help Desk Phone:  817-257-6855  

    (faculty and staff) 

    817-257-5855  

    (students) 

 

TR Department Phone: 817-257-7682 

E-mail:   help@tcu.edu 

Web:   http://www.tr.tcu.edu  

 

University Recreation Center.  The University 

Recreation Center (URC) serves as a community center of 

the campus.  The programs and facilities offered by the 

URC are available to all students and faculty/staff (with 

memberships) for the purpose of encouraging the lifelong 

pursuit of active, healthy lifestyles, and to enhance 

personal development through participation, employment, 

and leadership opportunities. 

Facility - The 232,500 sq. ft. facility provides for a 

variety of recreational opportunities.  Activities include 

swimming, basketball, volleyball, badminton, 

weightlifting, an indoor track for walking and jogging, 

cardiovascular training equipment, a games area, a 

climbing wall, computer access, and food service. 

Aquatics - The Aquatics Program offers 

instructional and fitness activities in the water, in addition 

to recreational swimming.  There are three pools in the 

University Recreation Center: 25 yard lap pool, 22 ft deep 

diving well, and an outdoor leisure pool. 

Intramurals - Structured, competitive, and 

recreational sporting events are scheduled throughout the 

academic year.  Activities involve team sports, individual 

or dual events, and special events.  Only currently enrolled 

TCU students and faculty/staff may participate in the 

Intramural Sports Program. 

Fitness/Wellness ï The Fitness/Wellness program 

offers group fitness and other wellness opportunities 

through classes and individualized personal training, and 

equipment orientations.  Classes are designed for beginner, 

intermediate, and advanced levels.   

Outdoor Programs - Through the Campus 

Recreation Centerôs Climbing Wall and the TCU TEAM 

Challenge program, individuals are allowed to participate 

in and experience activities that cause them to reflect and 

learn about their relationship to others as well as their own 

abilities and limitations.  Participants will attempt to 

recognize their own abilities via the philosophy of 

ñChallenge by Choice,ò support their fellow group 

members and possess a desire to learn more about 

themselves through low ropes course elements. 

Sport Clubs - The Sport Club program is designed 

to serve individual interests in different sport and 

recreational activities.  Membership is open to all students 

and the club must be a recognized student organization.  

These interests can be competitive, recreational, or 

instructional in nature, as clubs may represent TCU in 

intercollegiate competition or conduct intra-club activities 

such as practice, instruction, social activities, and 

tournament play. 

Memberships - Members of the TCU faculty and 

staff are required to purchase a membership to have access 

to the Campus Recreation Center.  The current price is $60 

per year for an annual membership. Spouses and/or 

dependents of currently employed Faculty/Staff members 

are also eligible to purchase memberships. For more 

information about any of the programs offered by the 

Department of Campus Recreation, please call 817-257-

PLAY. 

 
 

 

 

 

mailto:help@tcu.edu
http://www.tr.tcu.edu/
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CONSTITUTION OF THE FACULTY ASSEMBLY AND FACULTY SENATE  
 

ARTICLE I.  THE FACULTY ASSEMBLY  

 

Section 1. Function of the Faculty Assembly   

A. The Faculty Assembly is the organization of the 

whole faculty. Its major function is to facilitate and 

encourage communication within the University; among 

the several schools; and among the faculty, students, 

administrative officials and the Board of Trustees.  

B. The Faculty Assembly may be convened to hear 

reports on the state of the University from the Chancellor 

or other administrative officials.  

C. The Faculty Assembly may be convened to permit 

members to direct questions to the Chancellor or other 

administrative officials or to the Chair of the Faculty 

Senate. 

D. The Faculty Assembly may discuss any University 

policy or practice and express its opinion thereon to the 

Chancellor or other appropriate administrative officials or 

under unusual circumstances to the Board of Trustees. 

 

Section 2. Composition and Voting Rights  

A. Composition.  The Faculty Assembly consists of 

members and associate members. 

B. Members.  Full-time faculty are members of the 

Faculty Assembly with the right both to participate in 

deliberations and to vote.  

C. Associate Members.  Part-time faculty are associate 

members of the Faculty Assembly with the right to 

participate in deliberations but without the right to vote. 

 

Section 3. Officers 

A. The Chair of the Faculty Senate shall serve as Chair 

of regular meetings of the Faculty Assembly and special 

meetings except those called at the request of the 

Chancellor or Provost/Vice Chancellor responsible for 

academic programs. 

B. The Chancellor or someone designated by him/her 

shall preside at special meetings of the Faculty Assembly 

called by the Chancellor.  

C. The Provost shall preside at meetings called by 

him/her.  

D. The Secretary of the Faculty Senate shall serve as 

Secretary of the Faculty Assembly. 

 

ARTICLE II.  THE FACULTY SENATE  

 

Section 1. Functions and Duties    

A. The Faculty Senate is the representative body of the 

Faculty Assembly designed primarily to express the views 

of the teaching and research members of the faculty. 

Actions of the Faculty Senate shall be subject to review by 

the Faculty Assembly, and may be revoked at a meeting of 

the Faculty Assembly by a majority vote of the members 

present and voting. 

B. The Faculty Senate may discuss and express its views 

upon any matter affecting the University. 

1. The Faculty Senate shall have the power to review 

and evaluate the educational policies, degree requirements, 

curricula, questions on academic freedom, student-faculty 

relations, faculty-administration relations, and practices of 

the University and may make recommendations 

concerning them through appropriate channels.  

2. The Faculty Senate may review admissions policies, 

research contracts policy, student behaviors policies, 

athletic policies, and broad financial policies and make 

recommendations to the Administration, University 

Council, House of Student Representatives, and under 

unusual circumstances, to the Board of Trustees. 

C. The Faculty Senate may originate nominations for 

honorary degrees. 

1. Faculty members, administrative officials, members 

of the Board of Trustees, or any other person associated 

with the University, may submit nominations for honorary 

degrees (see Faculty Senate Handbook, Appendix 1.0, for 

criteria and guidelines). 

2. After screening by the Executive Committee of the 

Faculty Senate and confirmation by the Senate in 

executive session, nominations shall be forwarded to the 

Chancellor, who may then forward them to the Board of 

Trustees. 

D. The Faculty Senate adjudicates and forwards 

honorary degree recommendations to the Chancellor. 

E. The Faculty Senate may establish such committees 

and subcommittees as it chooses to aid in the performance 

of its duties and may invite persons not members of the 

Senate to serve on these committees and subcommittees. 

 

Section 2. Membership  

A. Elective Members.   

1. Membership shall be by general election of the 

faculty. 

2. Only full-time faculty members with the academic 

rank of Instructor or higher and whose duties include more 

than half-time teaching and/or research shall be eligible for 

election to the Faculty Senate. 

3. There shall be members representing all schools 

and colleges. 

B. The immediate past Chair of the Faculty Senate (if 

not otherwise an elected member of the Senate) shall be an 

ex officio member of the Faculty Senate with the right to 

participate fully in the deliberations and to vote. 

C. The Chancellor of the University and the Provost 

shall be invited to attend meetings of the Faculty Senate at 

the discretion of the Faculty Senate Executive Committee. 

D. Election of members to the Faculty Senate, in 

consultation with the Committee on Committees, shall be 

administered by a Faculty Election Committee, composed 

of the Executive Committee of the Faculty Senate. 

 



19 
 

Section 3. Officers  

A. The Officers of the Senate shall be the Chair, Chair-

elect, Past-chair, Secretary, and Assistant Secretary. No 

more than three of these officers shall be from the same 

College or School. 

B. The Chair-elect, Secretary, and Assistant Secretary 

shall be elected by the Senate at the last meeting of the 

academic year and the term of office shall be one year. The 

incumbent Chair-elect shall become Chair. The Committee 

on Committees, in consultation with the Faculty Election 

Committee, shall serve as the nominating committee for all 

officer elections. 

 

Section 4. Committees  

A. Executive Committee.  The Executive Committee of 

the Faculty Senate shall consist of the Chair, the Secretary, 

the Chair-elect, the Assistant Secretary and the immediate 

past Chair. 

B. Consultative Committee of the Faculty Senate 

Executive Committee.  Among regular duties, the Faculty 

Senate Executive Committee will, when appropriate, serve 

in a consultative function by meeting with and advising the 

Chancellor and other administrative officers and, under 

unusual circumstances, the Board of Trustees on matters of 

general University concern, including faculty grievance 

appeals or conflict resolution requests. The Faculty Senate 

Executive Committee shall meet with the Chancellor at 

his/her request, or upon request of a majority of the 

members of the Faculty Senate Executive Committee, or 

by direction of the Senate.  No formal votes shall be taken 

at such consultations, nor shall the Consultative 

Committee take any action that might commit the Senate 

against its will. 

C. The Committee on University Committees.  A 

Committee on University-wide Committees shall be 

appointed by the Executive Committee in session. It shall 

consist of one Senator from each of the schools, colleges 

and divisions that elect Senators. This committee shall 

nominate to the proper appointing authorities faculty 

members of committees established by the Senate, the 

Administration, or the Student Body. All nominees must 

be approved by the Senate. Faculty members so nominated 

are not required to be elective members of the Senate, 

though they may be. 

D. Other Committees of the Faculty Senate shall be 

appointed by the Executive Committee, as it deems 

necessary.  

 

Section 5. Bylaws  

Unless otherwise herein provided, the Senate may adopt 

its own regulations, bylaws, and rules of order. 

 

ARTICLE III.  AMENDMENTS   

 

Amendments to this Constitution may be proposed by 

the Faculty Senate or by any member of the Faculty 

Assembly. Amendments shall become effective when 

approved by a two-thirds majority of the Faculty Assembly 

voting thereon by mail ballot, and upon ratification by the 

Board of Trustees. Adequate written notice of the proposed 

amendments shall be given to the members of the Faculty 

Assembly. 

 

ARTICLE IV.  RATIFICATION  

 

The provisions of the Constitution shall become 

effective upon adoption by a majority of the Faculty 

Assembly voting thereon by mail ballot, and upon 

approval by the Board of Trustees of Texas Christian 

University. 
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BYLAWS OF THE FACULTY ASSEMBLY AND FACULTY SENATE  
 

ARTICLE I.  THE FACULTY ASSEMBLY  

 

Section 1.  Meetings  

A. Regular Meetings.  The Faculty Assembly shall meet 

during the University sessions as necessary. 

B. Special Meetings.  The Chair of the Faculty Senate 

shall call a Special Meeting of the Faculty Assembly at 

any time upon the request of the Chancellor, the Provost, 

the Executive Committee of the Faculty Senate, a majority 

of the Faculty Senate, or the written request of thirty 

members of the Faculty Assembly. 

C. For mail-ballot or e-ballot, twenty percent (20%) of 

voting members shall constitute a quorum. 

 

ARTICLE II.  THE FACULTY SENATE  

 

Section 1.  Meetings 

A. Regular Meetings.  The Faculty Senate shall hold a 

minimum of four regular meetings each year. 

B. Special Meetings.  The Chair of the Senate may call 

special meetings of the Senate and shall do so upon the 

written request of the elected members of the Senate.  The 

Senate may hold an executive session when matters of a 

confidential nature are being considered; only regularly 

elected Faculty members may attend unless the Senate 

votes to invite others. 

C. A quorum shall consist of a simple majority of the 

membership. 

D. The Senate may vote on motions per electronic vote 

(e-ballot) if a face-to-face Senate discussion has been held 

but final details on an issue need to be clarified and 

communicated to Senators. E-balloting may also occur if 

special circumstances exist. 

E. Visitors.  Members of the faculty may attend Faculty 

Senate meetings; the Chair of the Senate may invite others 

to attend. 

 

Section 2.  Functions and Duties 

A. The agenda for each meeting of the Faculty Senate 

shall be distributed by e-mail to all members of the Faculty 

Assembly prior to each Senate meeting. 

B. Minutes of the Faculty Senate shall be distributed by 

e-mail to all members of the Faculty Assembly after each 

Senate meeting.  

 

Section 3.  Membership and Elections   

A. Members representing the several academic units 

comprising TCU. These academic units are:  AddRan 

College of Liberal Arts, M. J. Neeley School of Business, 

College of Communication, College of Education, College 

of Fine Arts, Harris College of Nursing & Health Sciences, 

College of Science & Engineering, and University 

Programs. 

B.  Faculty should be counted only in the academic unit 

of their appointment for the purpose of Senate 

representation. Each academic unit shall be allocated one 

Senator for every nine full-time faculty in the unit, with a 

minimum of one Senator per unit. An additional seat will 

be allocated for 5 or more full-time faculty beyond 

multiples of nine. 

C. Term of Office and Elections 
1. The Faculty Election Committee (Constitution 

II.2.D) shall have the following duties: 

a. determine who is eligible to vote for and to serve 

on the Faculty Senate; 

b. oversee the election process; 

c. determine, every three years, the apportionment of 

Senators to colleges based on the official faculty 

list received from the Office of the Provost; 

d. monitor attendance of Senators at meetings and 

take corrective action regarding absences if 

necessary; 

e. appoint Senators for academic units unable to fill 

their allocated seats or which have Senators who 

have resigned. The appointee must have been a 

candidate in a recent election but may be from any 

academic unit.  

f. strive to maintain proportional distribution among 

academic units. 

2. The term of office of elected senators shall be three 

years; appointed Senators shall complete the term to which 

they were appointed. 

3. It is recommended that the elections shall proceed 

as follows: 

a. By the seventh week of spring semester, the 

Faculty Election Committee shall contact by e-mail 

all eligible faculty requesting their response 

concerning willingness to serve on the Senate. 

b. By the ninth week, a list of candidates for each 

academic unit shall be created from all the names 

of that unitôs willing faculty. Voting instructions 

shall specify that a valid ballot will contain votes 

up to the number of open positions in the unit. 

c. The Faculty Election Committee resolves any 

inconclusive election in an academic unit by 

conducting a second election. The ballot shall 

consist of at least one more candidate than the 

number of seats to be filled. These candidates shall 

be those who previously received the most votes. 

Any inconclusive results of a second election shall 

be resolved by the Faculty Election Committee. 

d. Election results shall be announced to the faculty 

by the twelfth week of the Semester. 

 

Section 4.  Officers 

A. Eligibility.  Any Senator who has served during the 

current academic year is eligible for nomination. 

B. Officers of the Senate shall be the Chair, Chair-Elect, 

Secretary, Assistant Secretary, and Past-Chair. 

C. Presentation of a preliminary slate of officers for 

election shall be presented at the next to last Senate 
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meeting of the spring semester to allow for additional 

nominations. 

D. Election by secret ballot shall take place at the last 

meeting of the academic year. 

E.  Vacancies.  In the event of a vacancy in the office of 

Chair, the Chair-elect becomes Chair, and a new Chair-

elect is elected by the Senate. In the event of a vacancy in 

the offices of Chair-elect or Assistant Secretary, a new 

Chair-elect or Assistant Secretary is elected by the Senate. 

Election of officers to fill these vacancies shall be 

administered by the Faculty Election Committee through 

e-mail ballot within 30 days of the occurrence of the 

vacancy. 

 

Section 5.  Faculty Senate Executive Committee (FSEC)  

A.  The FSEC shall serve as the Election Committee of 

the Faculty Senate. 

B.  The FSEC shall appoint the membership of Senate 

Standing Committees, giving due consideration to 

Senatorsô preferences and the needs of the Senate. 

C.  The FSEC shall develop the specific charges given 

to Standing Committees each year. 

D.  The FSEC shall serve as the screening committee in 

forwarding names of nominees for honorary degrees to the 

Senate for a vote. The FSEC shall then forward any 

approved recommendations to the Chancellor (see 

Constitution, Art. II, sec. 1C). 

E.  The FSEC, in consultation with the Provost, shall 

plan the agenda of the regular Faculty Assembly meetings.  

F.  The FSEC may act on behalf of the Senate on matters 

which in its opinion cannot be deferred until the next 

regular Senate meeting.  

G.  The FSEC and the Senate Chair shall annually 

communicate in writing to the Department Chairs and 

Deans of all Senators their gratitude for the time and 

commitment of each Senator and recognition of the 

support provided by those administrative levels, without 

which the Senate could not conduct its work. 

H.  The FSEC and the Senate Chair shall circulate to the 

Faculty an end-of-year summary of Senate activity. 

 

Section 6.  Standing Committees  

The Faculty Senate shall have the following Standing 

Committees: 

A.  The Academic Excellence Committee shall monitor 

and review the academic policies and practices of the 

University. 

B.  The Committee on Committees shall nominate to the 

proper appointing parties faculty members to serve on 

University Committees as well as on ad hoc committees, 

task forces, etc., established by the Senate, Student House, 

or Administration. 

C.  The Faculty Governance Committee shall monitor 

and review the structure of the Senate and of Senate 

committees and recommend changes to improve their 

effectiveness. 

D.  The Student Relations Committee shall represent the 

Senate in matters relating to student concerns. 

E.  The Tenure, Promotion and Grievance Committee 

shall monitor the effectiveness of University policies on 

tenure, promotion, and grievance found in the Handbook 

for Faculty and Staff. 

 

Section 7.  Other Senate Responsibilities 

Faculty Senate representation to other bodies shall 

include the following: 

A.  The University Budget Advisory Committee 

(UBAC) shall have three Senate representatives. The 

Senate Chair-elect who will serve a one-year term shall 

automatically fill one position. The other two positions 

shall be elected, by written ballot, at the May Senate 

meeting, to serve three-year terms. 

B.  The Heritage, Mission, Vision, and Values 

Committee (HMVV) serving the TCU Core Curriculum 

will have Senate representation in accordance with the 

HMVV Charter. The two elected representatives shall be 

elected, by written ballot, at the May Senate meeting. The 

Committee on Committees shall nominate the remaining 

faculty. 

C.  When Senate representation is needed in groups not 

under the responsibility of the Committee on Committees, 

the Faculty Senate Executive Committee may appoint such 

representatives, subject to Senate approval. 

 

 

FACULTY SENATE EXECUTIVE COMMITTEE  

2011-2012 
 

Chair ï Dan Williams   English 

Past Chair ï Dianna McFarland  Psychology 

Chair Elect ï Marie Schein  Modern Lang. 

Secretary ï Alan Shorter   Theatre 

Asst. Secretary ï David Sandell  Sociology & 

     Anthropology 

 

 

MEMBERSHIP LIST 2011-2012 
AddRan - Humanities & Social Sciences 

  David Bedford (SPAN, 2012) 

  Carrie Leverenz (ENGL, 2012) 

  Ed McNertney (ECON, 2012) 

  Joddy Murray (ENGL, 2013) 

  Johnny Nhan (CRJU, 2014) Nominated for election 

  Jan Quesada (RELI, 2014) 

  David Sandell (SOCI, 2013) 

  Marie Schein (MOLA, 2013) 

  Michael Strausz (POSC, 2014) 

  Angela Thompson (SOCI, 2014) 

  David Vanderwerken (ENGL, 2013) 

  Dan Williams (ENGL, 2013) 

  Scott Williams (MOLA, 2014) 

Business 

  Robert Akin (MKTG, 2012) 

  Julie Baker (MKTG, 2013) 

  Arnie Barkman (ACCT, 2014) 

  Ted Legatski (MANA, 2012) 

  Steve Mann (FINA, 2013) 
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  Artemis Moon (MKTG, 2012) 

  Ranga Ramasesh (INFO, 2013) 

  Greg Stephens (MANA, 2013) 

Communication 

  Cara Jacocks (COMM, 2012) 

  Tricia Jenkins (FTDM, 2012) 

  Chris Sawyer (COMM, 2013) 

  Paul Schrodt (COMM, 2013) 

Education 

  Sarah Fuentes (EDUC, 2013) 

  BiYing Hu (EDUC, 2014) 

  Steve Palko (EDUC, 2012) 

Fine Arts 

  Martin Blessinger (MUSI, 2013) 

  Jon Burgess (MUSI, 2013) 

  Richard Estes (MUSI, 2013) 

  Misha Galaganov (MUSI, 2012) 

  San-ky Kim (MUSI, 2014) 

  Krista Scott (THEA, 2014) 

  Alan Shorter (THEA, 2014) 

  R. Eric Simpson (MUSI, 2014) 

  Michael Skinner (THEA, 2014) 

Nursing & Health Sciences 

  Ronald Anderson (SONA, 2013) 

  Lynn Flahive (COSD, 2013) 

  Diane Hawley (NURS, 2013) 

  Suzy Lockwood (NURS, 2013) 

  Linda Moore (SOWO, 2012) 

  Hylda Nugent (NURS, 2012) 

  Gloria Solomon (KINE, 2013) 

  Jo Nell Wells (NURS, 2014) 

Science & Engineering 

  Onofrio Annunziata (CHEM, 2013) 

  Rebecca Dority (NUTR, 2014) 

  Billy Farmer (COSC, 2013) 

  Greg Friedman (MATH, 2014) 

  Tracy Hanna (CHEM, 2014) 

  Dianna McFarland (PSYC, 2012) 

  Magnus Rittby (PHYS, 2013) 

  Michael Sawey (BIOL, 2012) 

  Loren Spice (MATH, 2013) 

University Programs 
  Jeffrey Geider (RAMA, 2014) 

 
*Reappointment on 3-year cycle.  Representation was last 

calculated based on faculty of the academic year 2010-

2011, for terms beginning Fall 2011. 

 

 

 

 

 

 

UNIVERSITY COUNCIL
 

In general, all major academic matters involving policy, 

development of programs, degree offerings, calendar and 

some aspects of student life fall within the purview of the 

University Council.  Matters that cannot be resolved by 

other committees and recommendations of the Graduate 

Council and Undergraduate Council may be submitted to 

the Council for review and decision.  Responsibilities 

include, but are not limited to, the following: 

¶ academic calendar including final examination 

scheduling, class recesses, registration periods, and 

related issues; 

 ̧ graduation requirements for all degrees including 

grading policies and computation of GPA, residency 

requirements, semester-hour credit requirements, 

transfer credit, and thesis/dissertation requirements; 

 ̧ academic policies governing all students such as 

Final Examination Policy, Academic Conduct 

Policy, Student-Initiated Withdrawal Policy, 

Academic Probation & Suspension Policy, and use 

of the Q symbol; 

¶ policies governing retention and progression of 

students in academic programs; 

¶ curriculum requirements including proposed 

changes in the TCU Core Curriculum Requirements 

and related school/college requirements, proposed 

addition or deletion of degree programs, and 

proposed (significant) programmatic changes; 

 

¶ annual review of all international consortia 

relationships and education contractual agreements; 

¶ such matters as brought to the Council by the 

Provost/Vice Chancellor for Academic Affairs. 

Faculty membership on University Council is normally 

restricted to full-time faculty, excluding lecturers. 

 

Council Membership for 2011-2012 

Chair:  Dr. R. Nowell Donovan, Provost/Vice  

 Chancellor for Academic Affairs 

Elected Members:        Term Exp. 

Charlotte Hogg   (AddRan-Humanities)  2012 

Manochehr Dorraj (AddRan-Social Sciences) 2014 

Greg Stephens  (Business)   2012 

Chris Sawyer  (Communication)  2012 

Cecilia Silva  (Education)   2013 

Brian West  (Fine Arts)   2014 

Dennis Cheek  (Nursing & Health Sciences) 2013 

Jeff Coffer  (Science & Engineering) 2013 

Elizabeth Gillaspy (At-Large Member)  2014 

Lyn Dart  (At-Large Member)  2014 

Ex Officio Members: 

Andrew Schoolmaster (AddRan)  

Homer Erekson  (Business) 

David Whillock  (Communication) 

Mary Patton              (Education) 

Scott Sullivan            (Fine Arts) 
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Paulette Burns  (Nursing & Health Sciences) 

Demitris Kouris  (Science & Engineering) 

Bonnie E. Melhart (University Programs) 

Kathy Cavins-Tull (Student Affairs) 

June Koelker    (Library) 

Peggy Watson   (Honors) 

Patrick Miller  (Registrar) 

Student Members: 

President of the Student Government Association 

Vice President of the Student Government Association 

 

 

 

 

GRADUATE COUNCIL
 

In general, the Graduate Council reviews and recom- 

mends policies and practices pertain to graduate academic 

affairs; reviews and acts on all graduate curricula changes 

(courses and programs) emanating from the 

school/colleges or the Office of Graduate Studies and 

Research; periodically reviews graduate programs for 

consistency within the University's mission and individual 

program integrity.  Recommendations of the Graduate 

Council will be forwarded to the Provost/Vice Chancellor 

for Academic Affairs for review and approval or referral to 

the University Council as appropriate. 

Responsibilities include but are not limited to the review 

and recommendation as appropriate of the following: 

¶ unit course offerings (including 

additions/deletions) applicable to degree and 

certificate programs: note that 5000-level 

courses are considered both graduate and 

undergraduate; 

¶ addition or deletion of majors; 

¶ addition or deletion of degree programs; 

¶ requirements for masters and doctoral degrees; 

¶ policies governing program admission and 

continued matriculation; 

¶ graduate grading policies and practices; 

¶ criteria for graduate financial aid; 

¶ criteria and procedures for appointment to the 

Graduate faculty; 

¶ such matters as brought to the Council by the 

Provost/ Vice Chancellor for Academic 

Affairs. 

Faculty membership on Graduate Council is normally 

restricted to full-time faculty, excluding lecturers.  In order  

 

 

 

to serve on the Graduate Council, an individual must be a 

member of the Graduate Faculty. 

 

Council Membership for 2011-2012 

Chair:  Bonnie E. Melhart, Associate Provost and  

             Dean of University Programs 

Elected Members:       Term Exp. 

Mona Narain  (AddRan-Humanities)  2014 

Peter Szok  (AddRan-Social Sciences) 2012 

Dan Short  (Business)   2013 

Chip Stewart  (Communication)  2013 

Renae Stetson  (Education)   2011 

David Brock  (Fine Arts)   2012 

Jennifer Watson  (Nursing & Health Sciences) 2012 

Giridhar Akkaraju (Science & Engineering) 2014 

Appointed Members 

Neil Easterbrook  (AddRan-Humanities)  2013 

Steve Woodworth (AddRan-Social Sciences) 2013 

David Preston  (Business)   2013 

John Tisdale  (Communication)  2012 

Nancy Meadows  (Education)   2013 

Dick Lane  (Fine Arts)   2013 

Rhonda Keen  (Nursing & Health Sciences) 2012 

Anna Petursdottir  (Science & Engineering) 2012 

Ex Officio Members: 

Don Coerver  (AddRan) 

Bill Cron  (Business) 

Melissa Schroeder (Communication) 

Kay Stevens  (Education) 

Joseph Butler  (Fine Arts) 

Debbie Rhea  (Nursing & Health Sciences) 

Magnus Rittby  (Science & Engineering) 

Pat Miller  (Registrar) 

 

 

 

 

UNDERGRADUATE COUNCIL  
 

 

In general, the Undergraduate Council reviews and 

recommends policies and practices pertaining to under- 

graduate academic affairs; reviews and acts on all under-

graduate curricula changer (courses and programs) 

emanating from the schools/colleges; periodically reviews  

 

 

under-graduate programs for consistency within the 

Universityôs mission and individual program integrity.  

Recommendations of the Undergraduate Council will be 

forwarded to the Provost/Vice Chancellor for Academic 

Affairs for review and approval or referral to the 

University Council as appropriate. 



24 
 

Responsibilities include but are not limited to the review 

and recommendation as appropriate of the following: 

¶ unit course offerings (including 

additions/deletions) applicable to degree and 

certificate programs; note that 5000-level  

courses are considered both undergraduate and 

graduate; 

¶ addition or deletion of majors and minors; 

¶ addition or deletion of degree and certificate 

programs; 

¶ requirements for bachelor's degrees; 

 ̧ policies governing program admission and 

continued matriculation; 

 ̧ undergraduate grading policies and practices; 

 ̧ policies involving credit by examination, 

experiential learning and other nontraditional 

course credit experiences; 

 ̧ such matters as brought to the Council by the 

Provost/Vice Chancellor of Academic Affairs. 

Eligibility for membership on Undergraduate Council is 

normally restricted to full-time faculty, excluding 

lecturers. 

 

Council Membership for 2011-2012 
Chair:  Mike Butler, Associate Dean of AddRan College 

        of Liberal Arts 

Elected Members:       Term Exp. 

Theresa Gaul  (AddRan-Humanities)  2014 

Ken Stevens  (AddRan-Social Sciences) 2013 

Jane Mackay  (Business)   2014 

Laura Bright  (Communication)  2014 

Amber Esping  (Education)   2013 

Martin Blessinger  (Fine Arts)   2013 

Suzy Lockwood  (Nursing & Health Sciences) 2012 

Becky Bittle  (Science & Engineering) 2012 

Appointed Members:  

Bonnie Frederick  (AddRan-Humanities)  2013 

Kiril Tochkov  (AddRan-Social Sciences) 2014 

Elizabeth Plummer (Business)   2013 

Lyn Dart  (Science & Engineering) 2012 

 

 

 

 

 

TCU CORE CURRICULUM  

HERITAGE, MISSION, VISION AND VALUES COMMITTEE  
 

The Heritage, Mission, Vision and Values Committee is a 

Faculty Senate Committee that vets courses for the Heritage, 

Mission, Vision and Values (HMVV) Curriculum and that 

works with other constituencies to develop assessment 

procedures for the HMVV Curriculum.  Committee 

membership is a combination of Faculty Senators and the 

faculty at large.  For further information about the Committee, 

including its Charter, please consult the Committeeôs Web 

page at the following address:  www.hmvv.tcu.edu. 

 

 

 

 

 

 

Committee Membership for 2011-2012 
From the Faculty Senate: 

Suzy Lockwood, Chair (Nursing & Health Sciences) 

Robert Simpson (Fine Arts) 

From the Faculty at Large: 

Theresa Gaul  (AddRan) 

Nadia Lahutsky (AddRan) 

Claire Sanders  (AddRan) 

Andy Haskett  (Communication) 

Blaise Ferrandino (Fine Arts) 

Ex Officio: 

Ed McNertney  (Director, TCU Core  

                                            Curriculum) 

 

 

 

RESEARCH COMMITTEES  
 

Institutional Animal Care and Use  -  develops standards 

and reviews proposed projects to insure compliance with 

federal and University policies related to the humane care and 

use of laboratory animals in research. 

 

Committee Membership for 2011-2012 

Magnus Rittby, Chair  (PHYS) 2015 
Marinda Allender (NURS)  2013 

Ron Burns (CRJU)   2014 

Matthew M. Chumchal (BIOL)  2012 

Harriet Cohen (SOWO)  2013 

Brent Cooper (PSYC)   2016 

Scott R. Nollet (MATH)  2012 

Chris Watts (COSD)   2015 

Egeenee Daniels (VETERINARIAN), ex. off. 

Cynthia Walsh (CTR ETHICAL LDRSHP & RESP  

    CITIZENSHIP), ex. off.  

Bo Soderbergh (NON-TCU AFFILIATED MEMBER),  

   ex. off. 

Janis Morey (DIR., SPONSORED RESEARCH), liaison 

Administrative Oversight:  Associate Provost & Dean of  

  University Programs Bonnie Melhart 

http://www.hmvv.tcu.edu/
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Institutional Review Board for Human Subjects Research   
develops standards and reviews proposed projects to insure 

compliance with University policy related to provisions for 

health, welfare, privacy, dignity and human concerns in 

research involving human subjects. 

 

Committee Membership for 2011-2012 

Meena Shah, Chair (KINE)  2013 

Morrison Wong, past chair (SOC-ANTH)2013 

Anna Petursdottir, chair elect (PSYC) 2012 

David Cross (PSYC)   2015 

Sally Fortenberry (DEMT)  2015 

Sherrie Reynolds (EDUC)  2016 

Charles Walker (NURS)  2014 

Eric Yorkston (MARK)  2014 

Stacy Pickett (PRISONER ADVOCATE), alternate 

Laurie Jagielski (NON-AFFILIATED MEMBER), ex. off. 

Mary C. Spijkerman (NON-AFFILIATED MEMBER),  

     ex. off. 

Linda Wolzson (DIR., MENTAL HEALTH), ex. off. 

Janis Morey (DIR. SPONSORED RESEARCH), liaison 

Administrative Oversight:  Associate Provost & Dean of  

  University Programs Bonnie Melhart 

 

 

Intellectual Property Review Committee (IPRC) -  reviews 

disclosures related to intellectual property and recommends to 

the Provost regarding actions to be taken including, but not 

limited to, copyright, patent, trademarks and related legal 

protections. The committee is responsible for maintaining a 

published process for review and contact with 

creators/inventors. The IPRC may consult with outside entities 

regarding feasibility and marketing for intellectual properties, 

as budget allows. 

 

Committee Membership for 2011-2012 
Richard Allen (FTDM)  2015 

Stacy Landreth Grau (MARK)  2014 

Joel Mitchell (KINE)   2013 

Ken Morgan (GEOL)   2015 

Antonio Sanchez-Aguilar (COSC) 2014 

Ray Smilor (MGMT)   2013 

Greg Saltsman (student) 

Administrative Oversight:  Associate Provost & Dean of  

  University Programs Bonnie Melhart

 

 

 

UNIVERSITY ADVISORY COMMITTEE
 

The University Advisory Committee advises the 

Provost/Vice Chancellor for Academic Affairs on his/her 

actions concerning promotion and tenure in accordance 

with the policy and procedures of the Faculty Advisory 

Committee Structure. 

 

 

 

 

 

 

Committee Membership for 2011-2012 

Ronald Burns  (AddRan-Humanities)  2013 

TBA   (AddRan-Social Sciences) 2011 

Jane Mackay, Chair (Business)   2012 

Paul Witt  (Communication)  2012 

Cecilia Silva  (Education)   2013 

Sally Fortenberry  (Fine Arts)   2014 

Linda Moore  (Nursing & Health Sciences) 2013  

Mauricio Papini  (Science & Engineering) 2012 

 

 

 

 

TERMS AND CONDITIONS OF SERVICE
 

Full -time Faculty.  The official TCU faculty is 

composed of all those engaged in full-time, continuing  

service to the University regardless of rank.  

Appointment to the faculty is confirmed by a letter and 

annual contract (except for faculty who hold tenure). 

Unless prior arrangements have been made with the dean 

of the college, faculty are expected to be on campus at the 

beginning of their contract period. Faculty appointed for a 

specified period of service (usually  

one year or one semester) are appointed as a lecturer. 

Appointment as a lecturer is by special contract for a fixed 

service period with no obligation on the part of the 

University to extend or renew. 

 

 

Part-time Faculty.  Individuals not employed full-time 

that are responsible for instructional activities in one of the 

academic divisions of the University are part-time faculty. 

Part-time faculty may hold a continuing appointment, a 

specified period appointment, or be appointed on a course-

by-course basis. Faculty holding the latter type of 

appointment are referred to as adjunct faculty. 

Adjunct Faculty.  The adjunct faculty title may be 

conferred on those persons with appropriate academic 

credentials and/or experience who serve as resource  

persons or teach courses in various departments and 

programs. Adjunct faculty appointment carries with it 

certain privileges and may or may not involve 

compensation. 
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Postdoctoral Appointees.  Individuals who hold either a 

research or professional doctorate and who are awarded 

appointments of a temporary nature for continued 

education and research experience are appointed as a 

Postdoctoral Fellow or Postdoctoral Researcher. 

Appointees should normally be no more than one to three  

years beyond the receipt of the doctoral degree. Funds for 

these appointments are usually from external sources in the 

form of a grant or contract. It should be noted that these 

are not faculty appointments, nor are these positions on  

any academic or staff tracks for promotion and 

advancement. Postdoctoral appointees are appointed by the  

Provost/Vice Chancellor for Academic Affairs on the 

recommendation of the dean of the school or college. 

Emeritus Faculty.  Emeritus rank is indicated by adding 

the term ñEmeritusò before the rank held by the faculty at 

the time of retirement. Candidates for emeritus status 

usually will have held permanent tenure, have been 

associated with TCU for at least 10 years and have 

contributed meritorious service to the University. 

Candidates for Emeritus status will have met the criteria 

governing either teaching, research, professional service, 

advising, or continued professional development 

appropriate to their rank at the time of retirement.  

With the retireeôs (candidateôs) consent, the tenured 

faculty of each department shall meet and review retiring 

faculty for the purpose of recommending emeritus status.  

The subsequent procedures for nomination and 

appointment to emeritus status are the same as those for 

promotion in rank.  Emeritus status does not entitle the 

holder to a stipend from the University, but persons 

holding this title are accorded full faculty status with  

regard to faculty social activities and faculty benefits, in 

the attendance at athletic events, fine arts performances, 

and other cultural activities on campus.  Names and titles 

of all emeritus faculty and staff members are included in 

the Undergraduate Studies Catalog. 

Appointments and Contracts.  Appointment to the 

faculty is made by the Provost/Vice Chancellor for 

Academic Affairs.  Official notification is given by letter.  

TCU has pledged itself to a program of equal employment 

opportunity and all appointments to all divisions and 

departments of the University will be made without regard 

to gender, color, religion, disability, race, national origin, 

or veteran status. 

Normally, faculty appointments are for an academic year 

unless otherwise indicated.  Reappointment of faculty is 

made by contract on a year-to-year basis until such time as 

the faculty member may be elected to ñpermanent tenureò 

by the Board of Trustees.  Faculty members holding 

ñpermanent tenureò receive an annual electronic 

notification  concerning salary at my.tcu.edu (employee 

self-service link). 

Terms of Employment.  Members of the faculty, with a 

few specific exceptions, are employed on the basis of a 

nine-month academic year, for which they receive 12 

monthly paychecks.  If a faculty member resigns from 

TCU effective at the end of any nine-month academic 

year, the faculty member may elect to (1) continue to 

receive any remaining monthly paychecks due according 

to his/her contract or until August 31, or (2) have any 

remaining monthly paychecks accelerated and paid in full 

at the date of termination (usually May 31). Assignments 

for summer work, which are not guaranteed, will be made 

by the appropriate dean on recommendation of the 

department chair.  Twelve-month faculty do not accrue 

vacation time and may refer to the policy online in the 

Academic Affairs Administrative Handbook. 

New Faculty Orientation.  New faculty members attend 

an orientation program provided by the Provost/Vice 

Chancellor for Academic Affairs through the Koehler 

Center for Teaching Excellence prior to the beginning of 

classes in the fall and spring (as appropriate). You can find 

out more information at www.cte.tcu.edu.  

Removal.  Except as provided for in university policy 

described in the tenure statement (q.v.), University bylaws 

state that any employee may be removed, discharged, 

and/or suspended at anytime by the chief executive officer 

when, in his or her judgment, the interest of the University 

shall require it, all without liability for damages or for 

future compensation resulting there from.  However, 

employees who hold ñpermanent tenureò may be removed, 

discharged, and/or suspended only in accordance with 

provisions shown in the tenure policy. 

Academic Freedom and Faculty Responsibility.  TCU 

recognizes the principles advanced in the American 

Association of University Professors (AAUP) 1940 

Statement of Principles on Academic Freedom and Tenure 

and embraces the following: 

(a) Teachers are entitled to full freedom in research and 

in the publication of the results, subject to the adequate 

performance of their other academic duties; but research 

for pecuniary return should be based upon an 

understanding with the authorities of the institution. 

(b) Teachers are entitled to freedom in the classroom in 

discussing their subject, but they should be careful not to 

introduce into their teaching controversial matter which 

has no relation to their subject. Limitations of academic 

freedom because of religious or other aims of the 

institution should be clearly stated in writing at the time of 

the appointment. 

(c) College and university teachers are citizens, 

members of a learned profession, and officers of an 

educational institution.  When they speak or write as 

citizens, they   should be free from institutional censorship 

or discipline, but their special position in the community 

imposes special obligations.  As scholars and educational 

officers, they should remember that the public may judge 

their profession and their institution by their utterances. 

Hence they should at all times be accurate, should exercise 

appropriate restraint, should show respect for the opinions 

of others, and should make every effort to indicate that 

they are not speaking for the institution. 

One of the bulwarks of academic freedom, permanent 

tenure, has been available at TCU for decades.  A revised 

statement on the subject, developed by a joint committee 

and recommended by the Faculty Senate and the 

http://www.cte.tcu.edu/
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administration, was approved by the Board of Trustees in 

the Spring of 1999. 

 

 

Tenure Policy 

(Revised by Board of Trustees, Spring, 1999) 

Preamble 

A University faculty must have academic freedom in 

teaching and research and freedom for extramural 

activities consistent with responsible citizenship. 

Academic freedom through permanent tenure is 

indispensable to the success of Texas Christian University 

in accomplishing its charter purposes and in fulfilling its 

obligation to society as a responsible institution of higher 

learning. Information will be forthcoming on individual 

college websites regarding criteria. The following 

principles, definitions and procedures shall constitute the 

tenure policy for the faculty of Texas Christian University. 

 

Section I - Principles and Definitions 

A.  The faculty of Texas Christian University shall be 

defined as personnel holding full-time academic-year 

appointments regardless of rank. Adjunct and part-time 

faculty and faculty who are employed for special projects 

with specified time limits are not covered by this 

document.    

 

Section II - Permanent Tenure   

A.  All permanent tenure designations granted prior to 

the effective date of this document shall be honored. 

B.  Probationary periods of service. 

1. Any full-time faculty member as defined in Section 

I.A., who has not been elected by the Board of Trustees 

to permanent tenure, shall be considered as being on 

probationary service. The duration of the period of 

probationary service will be determined by the 

conditions set forth in this document. 

2. Permanent tenure at Texas Christian University 

shall normally be conferred upon a member of the 

faculty only after he or she has served a probationary 

period. Professors and associate professors who come to 

the University with prior tenure status at a fully 

accredited institution of higher learning may have the 

probationary provision waived upon the 

recommendation of the department in which the faculty 

member shall have tenure. The recommendation for 

waiver shall be reviewed in parallel with 

recommendation for initial appointment. 

3. Every nontenured, full-time member of the faculty 

must have a written contract with the University. Ap- 

pointments may be for one year or for other stated 

periods, subject to renewal. For faculty who devote more 

than three-fourths of their time to teaching and research, 

the total period of full-time service in a tenure-track 

appointment prior to acquisition of tenure shall not 

exceed seven years, including all previous full-time 

service in a tenure-track appointment with the rank of 

instructor or higher at other accredited institutions of 

higher learning, subsequent to completing terminal 

qualifications in his or her field. The probationary period 

for a person granted credit for prior service may extend 

to as much as four years even if the total full-time 

service in the profession thereby exceeds seven years. In 

calculating the length of the probationary period the 

following rules will apply: 

a. Prior full-time service with faculty rank at other 

accredited institutions must be counted toward the 

probationary period if the service was: 

(1) subsequent to completing terminal  

qualifications, and 

(2) more than three-fourths time teaching and 

research, and 

(3) in a tenure-track appointment at such 

institutions. 

b. Prior full-time service with faculty rank at other 

accredited institutions may be counted, may not be 

counted, or may be counted less than year-for-year if 

the service was:  

(1) prior to completing terminal qualifications, or 

(2) three-fourths time or less teaching and 

research, or 

(3) in a nontenure-track appointment at such 

institutions.  The faculty member, at his or her 

sole option, may elect to count such service, not 

to count such service or to count it less than year-

for-year. 

c. Prior to a prospective faculty memberôs choice of 

whether or not to exercise the option provided in 

B.3.b. above, the University shall undertake to 

disclose to the prospective faculty member its criteria 

for promotion and tenure generally and particularly in 

the college and/or department in which the 

appointment is to be made, so that the prospective 

faculty member can make an informed decision on 

whether or not to exercise the option provided in 

B.3.b. above. 

d. The option of a prospective faculty member to 

count or not to count prior service, or to count it less 

than year-for-year, set out in B.3.b. above, shall be a 

one-time option to be exercised at the time of the 

prospective faculty memberôs initial tenure-track 

appointment at TCU. The number of prior years 

service to be counted and the length of the maximum 

probationary period shall be explicitly set forth in the 

prospective faculty memberôs initial letter of 

appointment. 

e. Prior service at TCU must be counted toward the 

probationary period if it was in a tenure-track 

appointment. Such service must be counted even  if 

rendered prior to completing terminal qualifications.  

f. If prior full -time service with faculty rank at TCU 

was in a non-tenure track appointment, the faculty 

member, at his or her sole option, may elect to count 

such service, not to count such service, or to count it 

less than year-for-year. 

g. The option provided in B.3.f. shall be a one-time 

option to be exercised at the time of the prospective 
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faculty memberôs initial letter of appointment to a 

tenure-track position at TCU.  The number of prior 

years service to be counted and the length of the 

maximum probationary period shall be explicitly set 

forth in the prospective faculty memberôs initial letter 

of appointment.  

h. Time spent on leave of absence from TCU will 

count as part of the probationary period of service. 

Exceptions must be approved by the Provost/Vice 

Chancellor for Academic Affairs and stated in writing 

at the time of granting the leave.  

i. In the case of an extraordinary experience or event 

beyond the individualôs control that affects a non-

tenured faculty memberôs performance, which may or 

may not include a leave covered by the Family 

Medical Leave Act, the faculty member may request 

an extension of the probationary period. Additionally, 

a female faculty member may request an extension of 

the probationary period in the case of uncomplicated 

pregnancy and subsequent childbirth. Such a request 

should be timely, but no later than one year after the 

event of consequence, the date of delivery, and in no 

case after the tenure materials have been submitted. In 

making request for an extension of the probationary 

period, the faculty member relinquishes any and all 

claims to de facto tenure. A faculty member may 

address such a request directly to the Provost/Vice 

Chancellor for Academic Affairs or to the Dean or 

Department Chair who will forward such request to 

the Provost/Vice Chancellor for Academic Affairs for 

decision. Prior to rendering a decision, the 

Provost/Vice Chancellor for Academic Affairs will 

consult with the Academic Dean. 

4. Except for faculty members who have tenure status, 

persons with full-time teaching or research appointment 

of any kind will be informed in writing each year of their 

appointment and the terms and conditions thereof as 

follows:  

a. The institution will normally notify faculty 

members in writing of the terms and conditions of 

their renewals by March 15, but in no case will such 

information be given later than April 15. 

b. After the first year the chairperson and tenured 

faculty members will review annually the progress of 

the non-tenured faculty within their department. The 

non-tenured faculty member and the appropriate dean 

will be informed in writing of the results of this 

review. If the faculty member wishes to  challenge the 

findings of the review, he or she may file a dissenting 

report and request a conference with the chairperson 

and the tenured faculty, the dean and the Vice 

Chancellor for Academic Affairs. 

c. A decision on tenure, favorable or unfavorable, 

shall be made by the institution at least twelve months 

prior to the completion of the probationary period. 

5. Written notice from the chief academic officer that 

a probationary appointment is not to be renewed must be 

given to the faculty member in advance of the expiration 

of his or her appointment as follows:  

a. no later than March 1 of the first year of service if 

the appointment expires at the end of that academic 

year; or, if a probationary appointment terminates 

during an academic year, at least three months in 

advance of its termination; 

b. no later than December 15 of the second year of 

service if the appointment expires at the end of that 

academic year; or, if an appointment terminates during 

an academic year, at least six months in advance of its 

termination; 

c. at least 12 months before the expiration of an 

appointment after two years of service at the 

institution. 

6. Faculty whose appointments assign one fourth or 

more of their time to duties other than teaching and 

research may be granted tenure according to the proce-

dure in Section II.B.3.d. Since the granting of tenure 

depends primarily upon demonstrated teaching and 

research ability, a department must necessarily have 

sufficient data before making a tenure decision; 

therefore, until an appointment of more than three-

fourths time teaching and/or research is made, there shall 

be no limit to the probationary period. Only periods of 

service involving more than three-fourths time in 

teaching and/or research shall count as part of the 

probationary period. 

C.  Eligibility for tenure.    

Tenure ordinarily shall not be given to instructors unless 

specifically employed in a tenure-track instructor position 

nor to assistant professors.  

D.  Procedure for granting of tenure.  

1. Any eligible person may be nominated for tenure by 

the tenured members of the faculty in the department 

involved. They shall nominate to the department 

chairperson, who shall in turn, if he or she concurs, 

nominate to the dean of the college, the Vice 

Chancellor(s) involved, and the Chancellor, who will 

decide whether to forward the nomination to the Board 

of Trustees. All candidates for tenure must be mindful of 

the critical importance of their college requirements and 

should be aware that each department has its own 

separate criteria. External review letters will be required. 

Consult your collegeôs criteria. If the nomination is not 

accepted at any point in this procedure, the reasons for 

the veto will be sent back to the department chairperson. 

The chair-person will discuss the decision and reasons 

with the nominee. 

2. Appropriate consultation will be made in accor-

dance with procedures outlined in the Faculty Advisory 

Committee Structure and printed in the current Faculty 

and Staff Handbook. 

3. An associate or full professor may apply for tenure 

through his or her department chairperson in any year. If 

the application is denied, he or she may appeal first to 

the dean of the college and then to the appropriate Vice 

Chancellor. 

Official tenure and faculty promotion files submitted to 

the Provostôs Office are to be in electronic form.  These 

electronic files will be retained for as long as the faculty 
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member is employed at TCU, plus two years, after which 

TCU will destroy the files.  The full materials retention 

policy (including disposition of supplemental materials) is 

available online in the Academic Affairs Administrative 

Handbook. 

 

Section III - Resignations 

A.  A faculty member may terminate his or her 

appointment effective at the end of an academic year, 

provided that he or she gives notice in writing at the 

earliest possible opportunity, but normally not later than 30 

days prior to the end of the academic year. The faculty 

member may properly request a waiver of this requirement 

of notice in case of hardship or in a situation where he or 

she would otherwise be denied substantial professional 

advancement. In this case, the faculty member shall act as 

early as possible so as to provide maximum time for 

replacement. 

 

Section IV - Dismissal Procedures  

A.  Cause for dismissal or reduction in rank of tenured 

faculty shall be stated in writing and shall be related 

directly and substantially to the fitness of the faculty 

member in his or her professional capacity as a teacher or 

researcher. Threat of dismissal or reduction in rank will 

not be used to restrain faculty members in their exercise of 

academic freedom or other rights of American citizens. 

B.  Dismissal or reduction in rank of a faculty member 

with tenure, or in the case of a faculty member with a 

probationary appointment, before the end of his or her 

term (contract period) as specified in II.B.5, will be 

preceded by discussion between the faculty member and 

appropriate administrative officers, looking toward a 

mutually acceptable conclusion. 

1. Should the above fail, cause for dismissal or 

reduction in rank of a faculty member shall be stated in 

writing by the Chancellor in a letter of terminal 

appointment (a) received at least twelve months prior to 

the end of the terminal academic year in the case of a 

tenured faculty member, or (b) received at least five 

months prior to the termination date in other cases. 

2. After receipt of the Chancellorôs letter, the faculty 

member shall have 30 days to request a hearing before 

the Faculty Tenure Hearing Committee by a letter to the 

chairperson of the Faculty Senate. 

3. The Faculty Tenure Hearing Committee shall 

consist of five employees of Texas Christian University, 

one selected by the faculty member in question, one 

selected by the Chancellor and three selected from a list 

of 10 in accord with the following plan. As needed, the 

Committee on Committees of the Faculty Senate will 

nominate and the Senate shall approve the names of 10 

faculty members as potential members and six additional 

faculty members as potential replacement members of 

Hearing Committees. When a Hearing Committee must 

be formed, the chairperson of the Faculty Senate, or 

designated representative thereof, shall present a list of 

10 names approved by the Senate to the two parties for 

ranking according to their preferences for membership 

on the Hearing Committee. The chairperson of the 

Senate, or designated representative, shall then select the 

three names most preferred by both parties, breaking any 

tied rankings by a method he or she deems appropriate. 

These three persons shall then designate one among 

themselves to serve as Chair of the Hearing Committee. 

Ideally, members of a Hearing Committee should not be 

selected as advocates but rather because they are 

impartial, knowledgeable concerning the issues and 

skillful in eliciting pertinent information. 

C.  Once the Hearing Committee is organized, the 

procedures below shall apply: 

1. The Faculty Tenure Hearing Committee shall obtain 

a copy of the terminal appointment letter with a 

statement of cause from the Chancellor. The hearing 

shall begin no later than 30 days after receipt of the 

faculty memberôs written request. Written notice of the 

date of the hearing shall be forwarded by the chairperson 

of the Faculty Tenure Hearing Committee to the 

committee members, the Chancellor, and the faculty 

member.  

2. The Hearing Committee, in consultation with the 

Chancellor and the faculty member, shall exercise its 

judgment as to whether the hearing should be public or 

private. 

3. The burden of proof that adequate cause exists rests 

with the institution and shall be established by 

substantial evidence. 

4. During the proceedings the faculty member shall be 

permitted to have an academic advisor and/or legal 

counsel of his or her own choice. If the faculty member 

elects to have legal counsel present, the University also 

shall be permitted to have legal counsel present. 

5. At the request of either party or the Hearing 

Committee, a representative of a responsible educational 

association shall be permitted to attend the proceedings 

as an observer upon nomination by and at the cost of the 

nominating party. 

6. The faculty member shall be afforded an 

opportunity to obtain necessary witnesses and 

documentary or other evidence, and the administration 

of the institution shall, insofar as it is possible, secure 

the cooperation of such witnesses and make available to 

the faculty member necessary documents and other 

evidence. 

7. The faculty member and the administration shall 

have the right to confront and cross-examine all 

witnesses. Where the witness cannot appear, but the 

Hearing Committee determines that the interests of 

justice require admission of his or her statement, the 

committee shall identify the witness, disclose his or her 

statement, and if possible provide for interrogatories.  

8. A verbatim record of the hearing or hearings shall 

be taken and a typewritten copy shall be made available 

to the faculty member and the Chancellor. 

9. The faculty member and the Chancellor shall be 

notified in writing of the Hearing Committeeôs findings.  

10. Prior to and during the hearings, except for such 

simple announcements as may be required for 
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assembling the interested parties, the faculty member, 

administrators and the committee members should avoid 

public statements and publicity about the case.   

11. If the Faculty Tenure Hearing Committee finds 

that adequate cause for dismissal or reduction in rank 

has not been established by the evidence in the record, it 

shall so report to the Chancellor no later than 15 days 

following the conclusion of the hearings. If the Faculty 

Tenure Hearing Committee concludes that adequate 

cause for dismissal or reduction in rank has been 

established, but that an action less than dismissal or 

reduction in rank would be appropriate, it shall so 

recommend with supporting reasons. The Chancellor 

shall either accept or reject the report within 30 days 

after receipt. If the Chancellor rejects the report, he or 

she shall state his or her reasons for doing so in writing 

to the Faculty Tenure Hearing Committee and to the 

faculty member and shall provide an opportunity for 

response. 

D. Action by the Board of Trustees.  

1. The Chancellor shall, upon request of the faculty 

member, transmit to the Faculty Relations Committee of 

the Board of Trustees the record of the case. That 

committee shall review the findings, recommendations, 

and material evidence, making further investigation or 

additional comments as it deems proper, and shall refer 

the record and its recommendations to the Board of 

Trustees at its next regular or special meeting or to the 

Executive Committee if no Board Meeting is imminent. 

Should the Board of Trustees not accept the 

recommendations of the Faculty Tenure Hearing 

Committee, then the Board must return to the Hearing 

Committee their reasons. These reasons shall be 

considered and final recommendations shall be sent 

forward by the Hearing Committee. The Board of 

Trustees, or the Executive Committee acting for it, shall 

consider the final recommendations of the Hearing 

Committee and make the final decision. 

E.  Suspensions and Reassignments. 

The faculty member shall normally continue in his or her 

assigned duties until the date of termination stated in the 

Chancellorôs letter (Section IV. B.l.), or the date of 

termination stated in the employment contract, whichever 

is earlier. Should there be circumstances or evidence to 

suggest a suspension or reassignment, the administration 

shall consult with the Faculty Tenure Hearing Committee, 

or, if it has not been formed, with the Faculty Senate 

Executive Committee, before deciding whether the faculty 

member in question shall be allowed to continue his or her 

duties. 

F.  Terminal salary or notice. 

As noted above, if the appointment of a tenured faculty 

member is terminated, the faculty member shall receive his 

or her written notice at least 12 months prior to the end of 

the terminal academic year. Should there be a finding that 

the conduct which justified dismissal involved moral 

turpitude, this provision for terminal notice or salary need 

not apply. Moral turpitude shall be interpreted in the 

framework of values accepted by the academic community 

at large. On the recommendation of the Faculty Tenure 

Hearing Committee or the Chancellor, the Board of 

Trustees, in determining what payments will be made 

beyond the effective date of dismissal, may take into 

account the length and quality of service of the faculty 

member. 

 

Section V - Termination Procedures in the Event of 

Elimination or Severe Reduction of an Academic 

Program 

A.  When, in the judgment of the administration, 

financial circumstances mandate serious consideration of 

the elimination or reduction of a program with an 

accompanying dismissal or reassignment of tenured 

faculty, an ad hoc committee shall be formed to participate 

in the deliberations and to advise the administration with 

regard to appropriate actions. The committee shall be 

comprised of the Faculty Senate Executive Committee, the 

chief academic officer, the dean of the school or college 

and the departmental chairperson concerned. The tenured 

faculty members whose appointments may be directly 

affected, shall have the opportunity to meet with the 

committee in order to provide information which the 

tenured faculty members consider to be relevant. The chief 

academic officer of the University shall serve as 

chairperson of the ad hoc committee. Should the decision 

be made that the concern is bonafide and that the 

termination or reassignment of one or more tenured faculty 

members is necessary, the ad hoc committee shall assist 

the administration in its efforts to work out the most 

equitable arrangement possible for the tenured faculty 

members concerned and for the University. In these 

circumstances, the procedures in Section IV do not apply. 

If the appointment of a tenured faculty member is 

terminated under these circumstances, the faculty member 

shall receive his or her written notice at least twelve 

months prior to the end of the terminal academic year. 

 

 

Faculty Appointment, Reappointment and 

Promotion Policy 
(Revised by Faculty Senate, October 1, 1998) 

  

Advancement in rank is made by the Board on 

recommendation of the Chancellor. 

I.  General Criteria 

The following general criteria shall apply in 

consideration of recommendation for reappointment and 

promotion. Departmental and/or college documents 

identify specific criteria and emphases used to determine if 

faculty have met these general criteria.  They are readily 

available to the University community and specifically 

reported to each non-tenured, tenure track faculty member 

on an annual basis. These criteria are: 

A.  Teaching 

B.  Scholarship, creativity and its equivalents 

C.  Service to the University and the profession 

D.  Advising and related activities 



31 
 

E.  Professional development 

F.  Conduct in accord with the Statement on  

     Professional Ethics 

Teaching and scholarship are the central considerations 

in reappointment and promotion.  Service to the University 

and the profession, advising, professional development, 

and professional ethics are also important considerations 

but will not serve as substitutes for teaching and 

scholarship. 

A.  Teaching  

The instruction of students is the first purpose of the 

University and the prime responsibility of every faculty 

member.  Therefore, Texas Christian University expects 

each member of the faculty to have knowledge of his or 

her subject commensurate with the teaching assignment, to 

maintain awareness of developments in his or her 

discipline, and to communicate to students both knowledge 

of and interest in his or her discipline. The faculty member 

should encourage students in responsible and careful 

inquiry, in appreciation of the interrelation of various 

disciplines, and in recognition of the uses of learning and 

the value of the educated mind.  The University affirms 

that teaching effectiveness can be assessed; the procedures 

and results of such assessment to be a part of 

considerations for reappointment and promotion. 

B.  Scholarship, Creativity and Their Equivalents  

Texas Christian University expects that each member of 

the faculty will provide evidence of his or her professional 

competence through scholarship, research and other 

creative activities appropriate to the discipline, with such 

activities presented in the proper professional forums and 

reflected in the classes conducted by the faculty member. 

Such activities must be measured by quality, not merely by 

quantity, and, at the time of consideration for 

reappointment and promotion, the criteria expressed in 

Section II of this document shall be applied. 

C.  Service to the University and the Profession 

Service to the University and to the Profession are 

integral aspects of faculty responsibility. 

1. University service.  The faculty member should 

perform well in committee and other non-teaching 

University assignments.       

2. Professional service.  The faculty member should 

participate in professional and community 

organizations related to his or her discipline. 

D.  Advising and Related Activities 

Advising is an important faculty function which 

encompasses academic as well as other activities such as 

career counseling which may be considered appropriately 

related to advising by academic units. 

E. Professional Development 

Faculty members are expected to actively maintain 

professional knowledge and skills, and be aware of 

developments within their discipline and fields of 

specialization.  They should pursue programs of study and 

self-development related to their academic discipline and 

should continue to cultivate their academic interests and 

professional competencies throughout their careers. 

 

F. Conduct in accord with the Statement on Professional  

    Ethics  

Faculty members are expected to comply with the 

Statement on Professional Ethics adopted by the Faculty 

Senate on February 4, 1993. 

 

II.  Guidelines for Appointment, Reappointment and  

Promotion 
The following should be regarded as firm but not 

absolute criteria because unusual circumstances and 

qualifications may justify special procedures. Professional 

credentials of the faculty holding the rank of Assistant 

Professor or higher are understood to include the 

appropriate terminal academic degree or the earned 

professional equivalents. For such degrees and equivalents, 

teaching experience is not an allowable substitute. The 

terms of appointment to any academic rank will be stated 

in writing by the appropriate administrative officer of the 

University at the time appointment is made and in 

accordance with procedures described in the Faculty and 

Staff Handbook.  

The criteria here stated are not to affect adversely the 

ranks held by members of the faculty of Texas Christian 

University at the time of the adoption of this policy, but 

following its adoption the policy will apply to all decisions 

regarding reappointment and promotion. 

Faculty Ranks 

A.  Non-tenure track appointments 

1.  Lecturer.  This title is reserved for individuals 

holding specified period appointments, generally of 

one year or less.  

2.  Instructor (various ranks).  

This appointment is renewable and continuation 

in the position is contingent upon successful 

performance in the areas of teaching, professional 

service, advising and related activities, and 

continuing professional development.  Details 

concerning the nature of these appointments can be 

obtained from the college concerned. 

3.  Professor of Professional Practice (various 

ranks). 

These appointments are renewable and 

continuation in the position is contingent upon 

successful performance in the areas of teaching, 

professional service, advising and related activities, 

and continuing professional development.  Details 

concerning the nature of these appointments can be 

obtained from the college concerned. 

B.  Tenure-track appointments. 

Assistant Professor.  The candidate for an assistant 

professorship is expected to demonstrate an increasing 

knowledge of his or her discipline, and growing 

competency in teaching and scholarship. As a general 

rule, five years of service in this rank is expected 

before consideration for promotion to an associate 

professorship.  This time framework may be modified 

if the candidate has prior experience elsewhere in a 

tenure-track position. 
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C.  Tenured appointments 

The faculty member appointed, reappointed, or 

promoted to either of the tenured ranks is so assigned 

with the expectation that he or she will continue to 

contribute significantly to his or her profession. Such 

assignment should be made only after careful 

consideration of the professional abilities and 

prospects of the candidate. The criteria for 

appointment, reappointment, and promotion to an 

associate professorship differ from those of a 

professorship in degree rather than in kind. 

1. Associate Professor.  It is expected that the 

candidate for this rank will demonstrate his or her 

professional competence through teaching, 

scholarship, research, publication, and/or other 

creative activities appropriate to the discipline, with 

such activities presented in the proper professional 

forum.  The candidate for associate professor should 

demonstrate his or her general understanding of a 

large part of the discipline, willingness to continue 

study in his or her subject, and concern to improve 

teaching.  As a general rule, more than five years of 

service in this rank are expected before consideration 

for promotion to a full professorship. 

2. Professor.  The candidates for this rank will, by 

their reputation within the University and beyond, 

manifest teaching, scholarship, creative activities and 

professional achievements compatible with the highest 

aspirations of the University faculty community.  In 

addition, such faculty should provide leadership in the 

University and by their activities should define the 

best character of Texas Christian University.  

 

III.  Professional Review and Development of Tenured 

Faculty 

The purpose of a professional peer review of tenured 

faculty is to provide effective evaluation, beneficial 

counsel, and timely and positive assistance to ensure that 

each faculty member has every opportunity, consistent 

with departmental, college and university goals, to 

experience healthy professional development and 

productivity throughout the faculty memberôs entire career. 

This policy is intended to be consistent with the AAUP 

report guidelines for post-tenure review (ñOn Post-Tenure 

Review,ò prepared by a sub-committee of Committee A on 

Academic Freedom and Tenure, and approved by 

Committee A in May 1997). 

1. The review process must not subvert the rights of 

academic freedom and tenure, nor reduce the faculty 

memberôs prerogatives of appeal as specified by the 

Handbook for Faculty and Staff (Faculty Grievance 

Policy). The faculty member always has the prerogative 

to provide a written response to an action at any stage of 

the post tenure review process. 

2. Each tenured faculty member shall be reviewed and 

evaluated at least every five years by a faculty review 

committee established in accordance with departmental 

policies and procedures for review of tenured faculty. 

Faculty members with administrative appointments at 

the level of Dean and above shall be exempt from this 

process. 

3. The criteria used in the evaluation shall be 

established by departmental policies and procedures for 

review of tenured faculty. These criteria should clearly 

state departmental expectations, consistent with 

departmental, college and university goals, for all areas 

of evaluation; and should be differentiated by rank and 

level of seniority as relevant. 

4. The initial year for the review of a tenured faculty                                                           

member shall be established by departmental policies 

and procedures for review of tenured faculty. Special 

situations (e.g., approved leave) may justify an 

adjustment in the evaluation cycle. Approval for an 

adjustment in the evaluation cycle is required by the 

Dean for the department involved. 

5. A written report shall be provided to each faculty 

member undergoing review with a copy to the 

Department Chair. The Department Chair shall transmit 

the report to the Dean with additional comments as 

appropriate. The faculty member under review must 

have the opportunity to see these comments and to offer 

a rebuttal, if desired. Areas of exceptional contribution, 

if any, should be noted along with recommendations to 

the administration for appropriate recognition. The 

written report must include a faculty development plan 

that specifies the goals and objectives established by the 

faculty member in consultation with the review 

committee for the three year period prior to the next 

review. The goals and objectives in the faculty 

development plan must be consistent with department 

and university goals, and the plan must specify methods 

for assessing the achievement of these goals and 

objectives at the time of the next review. 

6. If significant areas of deficiency are identified, the 

faculty development plan must include a performance 

improvement plan that addresses the areas of deficiency. 

This plan, developed in consultation with the faculty 

member, shall include specific guidance and 

recommendations to assist the faculty member more 

fully to meet individual, departmental, college, and 

university goals. The performance improvement plan 

must include specific information on a timetable, 

methods of assessing achievement of objectives, and 

description of a process for monitoring progress and 

identification of completion. The Department Chair must 

provide a written report to the faculty member and to the 

Dean upon completion of the performance improvement 

plan. 

 

IV.  Access to Records  

All documents related to the appointment, reappointment 

and promotion process are part of the faculty member's 

personnel file. TCU policy is in accordance with a federal 

law which allows employee access to their personnel file. 

 

V.  Nondiscrimination 

A.  All appointments, promotions, renewals, and non- 

renewals of appointments shall be made without 
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discrimination with regard to gender, sexual orientation, 

religion, handicap, race, national origin, political 

affiliation, or veteran status. 

B.  All departmental committees and administrative 

officials will adhere to the Affirmative Action program of 

the University. 

 

 

Statement on Professional Ethics 

 

On February 4, 1993, the TCU Faculty Senate adopted 

as its policy on professional ethics the AAUP Statement on 

Professional Ethics. The statement is reproduced from the  

AAUP, American Association of University Professors, 

Policy Documents & Reports, 1990 Edition. 

 

The Statement 
I.  Professors, guided by a deep conviction of the worth 

and dignity of the advancement of knowledge, recognize 

the special responsibilities placed upon them.  Their 

primary responsibility to their subject is to seek and to 

state the truth as they see it.  To this end professors devote 

their energies to developing and improving their scholarly 

competence.  They accept the obligation to exercise critical 

self-discipline and judgment in using, extending, and 

transmitting knowledge.  They practice intellectual 

honesty.  Although professors may follow subsidiary 

interests, these interests must never seriously hamper or 

compromise their freedom of inquiry. 

II.  As teachers, professors encourage the free pursuit of 

learning in their students.  They hold before them the best 

scholarly and ethical standards of their discipline. 

Professors demonstrate respect for students as individuals 

and adhere to their proper roles as intellectual guides and 

counselors.  Professors make every reasonable effort to 

foster honest academic conduct and to ensure that their 

evaluations of students reflect each studentôs true merit. 

They respect the confidential nature of the relationship 

between professor and student. They avoid any 

exploitation, harassment, or discriminatory treatment of 

students.  They acknowledge significant academic or 

scholarly assistance from them.  They protect their 

academic freedom. 

III.  As colleagues, professors have obligations that 

derive from common membership in the community of 

scholars.  Professors do not discriminate against or harass 

colleagues.  They respect and defend the free inquiry of 

associates.  In the exchange of criticism and ideas 

professors show due respect for the opinions of others.  

Professors acknowledge academic debt and strive to be 

objective in their professional judgment of colleagues.  

Professors accept their share of faculty responsibilities for 

the governance of their institution. 

IV.  As members of an academic institution, professors 

seek above all to be effective teachers and scholars.  

Although professors observe the stated regulations of the 

institution, provided the regulations do not contravene 

academic freedom, they maintain their right to criticize and 

seek revision.  Professors give due regard to their 

paramount responsibilities within their institution in 

determining the amount and character of work done 

outside it.  When considering the interruption or 

termination of their service, professors recognize the effect 

of their decision upon the program of the institution and 

give due notice of their intentions. 

V.  As members of their community, professors have the 

rights and obligations of other citizens.  Professors 

measure the urgency of these obligations in the light of 

their responsibilities to their subject, to their students, to 

their profession, and to their institution.  When they speak 

or act as private persons they avoid creating the impression 

of speaking or acting for their college or university.  As 

citizens engaged in a profession that depends upon 

freedom for its health and integrity, professors have a 

particular obligation to promote conditions of free inquiry 

and to further public understanding of academic freedom.    

 

 

Graduate Faculty Policy 

(Approved by Graduate Council, October 28, 1997) 

 

Preamble 

The existence of a Graduate Faculty at TCU is consistent 

with the mission and goals of the university, reflects the 

highest ideals of teaching and scholarship, and has the 

distinct value of representing to students the high caliber of 

faculty who sustain the institutionôs commitment to 

excellence throughout its graduate enterprise. It also 

contributes to the institutionôs reputation as assessed by the 

regional accrediting association and signaled through 

national categorical descriptors of colleges and 

universities.  The following principles and procedures shall 

constitute the Graduate Faculty policy at TCU. 

 

I.  Principles 

The primary role of Graduate Faculty members at TCU 

is the academic and scholarly instruction of graduate 

students. Members of the Graduate Faculty are expected to 

transmit an advanced/specialized body of knowledge 

effectively and to mentor graduate students in the 

systematic development of skills of inquiry and creativity 

that result in a meaningful contribution to the discipline. 

By engaging in service to the university and the discipline 

as well as recurring professional development activities, 

members of the Graduate Faculty also serve as role models 

for their students. Graduate Faculty membership, therefore, 

is a distinction that is earned and maintained. 

 

II.  Criteria f or Membership 

Appointment/reappointment to a membership category 

of the Graduate Faculty requires that the individual meet 

the applicable minimum, general, and unit criteria. 

Consideration of the degree to which a faculty member has 

met all applicable criteria must be based primarily on 

issues of quality, not merely quantity. 
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A. Minimum Criteria 

1. Appropriate terminal degree or equivalent 

Individuals must hold a terminal degree appropriate 

to the discipline or present evidence of exceptional 

competence for the responsibilities assigned. For those 

individuals awaiting the awarding of their terminal 

degree, certification by the degree-granting institution 

that they have met all requirements for the degree is 

acceptable. 

2. Faculty Status 

Full-time faculty members with the rank of 

Assistant, Associate, or full Professor who hold a tenure-

track position at TCU are eligible for appointment as 

Graduate Faculty. All other individuals are eligible for 

appointment as Associate Graduate Faculty. 

B. General Criteria  

1. Teaching and mentoring of graduate students 

TCU expects each faculty member to have a 

knowledge of the subject area commensurate with 

graduate-level teaching, to engage regularly in the 

development of his/her teaching skills, and to evidence 

consistently a record of effective teaching.  

Recognizing the unique distinctions that 

characterize masterôs and doctoral-level teaching and 

mentoring, faculty must demonstrate teaching abilities 

appropriate to the level of graduate instruction to which 

they are assigned.  

2. Scholarship and its equivalents 

TCUôs intention is to assure graduate students that 

the development of their skills of scholarship and 

creativity is directed by faculty members who are 

recognized scholars/artists continually engaged in the 

production of significant contributions to their 

disciplines. To that end, faculty members are expected to 

demonstrate a sustained record of scholarship/creative 

activities that is (a) appropriate to the discipline, (b) 

subject to peer review, and (c) presented in forums 

common to the field.   

Faculty expected to direct doctoral dissertations 

independently must have attained distinction in their 

scholarly/creative endeavors and demonstrated their 

ability to direct students in the pursuit of original and 

substantive scholarship. 

C. Unit Criteria 

Department and school/college documents provide 

specific standards and emphases which (a) further interpret 

the General Criteria, (b) are appropriate to the respon-

sibilities to which the individual is to be assigned, and (c) 

in the Ph.D.-granting departments, make distinctions 

between masterôs and doctoral level program assignments. 

Unit documents, including future changes, must be 

approved by the Graduate Council.   

 

III.  Membership Categories and Responsibilities 

A. Graduate Faculty  

Individuals appointed/reappointed to the category, 

Graduate Faculty, may 

1. teach courses earning graduate credit 

2. independently direct doctoral dissertations or 

masterôs theses 

3. serve as a member of advisory, thesis, or  

    dissertation committees 

4. serve as the University representative to final 

examination committees 

5. serve as a member of the Graduate Council 

Except as described in Section VI, individuals are 

appointed/reappointed as Graduate Faculty for a six-year 

term. Appointment/reappointment as Graduate Faculty 

may be terminated by action of the appropriate academic 

dean. 

B. Associate Graduate Faculty 

Individuals appointed/reappointed to the category, 

Associate Graduate Faculty may 

1. teach courses earning graduate credit 

2. serve as a member of advisory, thesis, or 

    dissertation committees 

Individuals are appointed/reappointed as Associate 

Graduate Faculty for a specified term not to exceed their 

length of appointment to the university. 

Appointment/reappointment as Graduate Faculty may be 

terminated by action of the appropriate academic dean.  

 

IV.  Appointment/Reappointment and Appeal Procedures 

Nominations for appointment/reappointment to either 

category of Graduate Faculty membership must originate 

in the department. Departmental nomination procedures 

are established by the department faculty, subject to 

approval by the school/college dean, but must include an 

endorsement by the chair. In the event that the nominee is 

the department chair, departmental procedures will specify 

responsibility for submitting the letter of endorsement. 

Nominations from the department will be forwarded to 

the school/college dean who, if he/she approves, will make 

the appointment. 

A negative recommendation or decision for 

appointment/reappointment to either category of Graduate 

Faculty must include a written statement noting the 

reason(s) for the denial. A negative recommendation by 

the department chair may be appealed to the Academic 

Dean. A negative decision or a decision to terminate an 

appointment to either Graduate Faculty category (See 

Section VII) by the Academic Dean may be appealed to 

the Graduate Council. Decisions of the Graduate Council 

may be appealed to the Provost and Vice Chancellor for 

Academic Affairs, whose decision shall be final. 

A. Procedure to Appeal Denial/Termination of 

Graduate Faculty Status to the Graduate Council. 
Notice to appeal should be sent in writing within 30 

days, along with appropriate documents, to the Chair of the 

Graduate Council. Within five business days of receiving 

written notification of an appeal request, the Chair will 

appoint a panel of three Graduate Council members 

(members not from the same college as the appellant) to 

review written statements from the appellant and academic 

dean. The panel will render a written decision to either 

uphold or reverse the deanôs decision within 10 business 
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days of the panel being appointed. All parties may agree to 

an extension. 

 

V.  Nomination Materials 

Individuals nominated for either Graduate Faculty or 

Associate Graduate Faculty must submit (1) the standard 

cover form with signatures, (2) a letter of nomination by 

the department chair of designee addressing all applicable 

criterion statements, and (3) a current vita in TCU format. 

 

VI.  Provisional Appointments 

Faculty considered for reappointment as Graduate 

Faculty who do not meet the applicable criteria in 

existence at the time of the nomination may be 

recommended for a provisional appointment by the 

department to the school/college dean. Provisional 

appointments are normally for a two-year period and may 

not be renewed. Members of the Graduate Faculty who fail 

to qualify for re-appointment following a provisional 

appointment will be dropped from membership on the 

Graduate Faculty and normally are not eligible for re-

nomination for three years. 

Individuals being considered for initial appointment as 

Graduate Faculty or those who hold an Associate Graduate 

Faculty appointment may not be recommended for a 

provisional appointment. 

 

VII.  Termination of Appointment 
When personnel actions are imposed on a faculty 

member under any of the Universityôs policies, that action 

may include a recommendation to the school/college dean 

that the individualôs appointment/reappointment as 

Graduate Faculty or Associate Graduate Faculty be 

terminated.   

 

 

Faculty Advisory Committee Structure  

(Revised by Faculty Senate, 1991,  

edited, 2000 and 2005) 

 

I.  Purpose 
The welfare of faculty members and the quality of 

University programs as they are affected by promotion and 

tenure, are a major concern to the faculty and administra-

tion of Texas Christian University. Because both faculty 

and administration have an interest in assuring that 

equitable and reasonable judgments are rendered in these 

matters, Faculty Advisory Committees are created at the 

department, college and University levels. 

Each committee shall advise the appropriate adminis-

trator on the fairness of his or her individual recommen-

dations concerning promotion and tenure. While the 

Advisory Committee does not relieve any administrator of 

his or her fundamental responsibility for those recommen-

dations, it is the conviction of administration and faculty 

that the interests of the University and the morale of the 

faculty are best supported if duly constituted faculty 

committees are consulted about such recommendations 

and if structures exist by which these committees of the 

faculty may consult with the appropriate administrator on 

any private or confidential matter related to promotion and 

tenure. 

Committee members shall hold in confidence all 

information they examine or discuss. Any violation of this 

trust by a member shall be grounds for his or her removal 

from the committee by the appropriate administrative 

officer, after consultation with other members of the 

committee. 

 

II.  Name 

The committees established are the Department 

Advisory Committee (where the department is a separate 

budget unit), the College (School) Advisory Committee, 

and the University Advisory Committee.  These 

committees advise and on occasion meet respectively with 

the departmental chair, the dean of the college (school), 

and the chief academic officer. 

 

III.  Functions and Procedures 

In the interest of efficiency and equity, each year, 

sometime prior to the commencement of regular work, an 

orientation to the purpose and procedures of the Advisory 

Committee shall be conducted by the appropriate 

administrator. 

At the time when recommendations concerning tenure 

and promotion are to be considered, the administrator shall 

present in writing to his or her advisory committee a list of 

proposed recommendations along with the proper 

documentation to support these recommendations. 

The advisory committee shall then meet separately from 

the administrator to consider the recommendations with 

regard to individual faculty rights; to quality and needs of 

programs; and to equity in the department, college, or 

University. Unless invited for the specific purpose of 

answering questions about the written evidence, the 

administrator shall not be present at the deliberations of the 

advisory committee. The Faculty Appointment, 

Reappointment, and Promotion Policy, as well as the 

official statements of criteria developed by the several 

departments or other administrative units, shall serve as a 

guide for recommendations on promotion and tenure. 

When the advisory committee has completed its 

deliberations, it shall meet with the administrator to 

discuss the proposed recommendations. The committee 

shall then advise the administrator whether or not the 

evidence provided, in its judgment, supports the 

recommendations. 

In each case and at every level the judgment of the 

advisory committee shall be in writing, but shall not 

include the specific vote count, which shall remain 

confidential.  The administrator's final recommendation 

shall include the judgment of the appropriate advisory 

committee. If a majority of the committee disagrees with 

an administratorôs recommendation, the committee may 

file with the next appropriate administrator a report stating 

its reasons for dissent. 
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A department chair shall discuss his or her proposed 

action concerning promotion and/or tenure with the faculty 

member before forwarding or declining to forward such 

recommendation to the dean. If the dean declines to 

endorse and forward a chairôs recommendation concerning 

promotion and/or tenure, the dean shall discuss the reasons 

for the denial with the chair and the candidate before 

submitting the college recommendation to the chief 

academic officer. If the chief academic officer declines to 

endorse and forward a deanôs recommendation concerning 

promotion and/or tenure, the chief academic officer shall 

discuss the reasons for the denial with the dean, the chair 

and the candidate before submitting the University 

recommendations to the Chancellor. All recommendations 

and documentation shall become part of the candidate's 

personnel file and as such, are accessible to the candidate.  

If a department chair chooses to appeal the deanôs 

decision not to endorse and forward a departmental 

recommendation, the chairôs recommendation will be 

forwarded to the chief academic officer together with a 

statement of the deanôs reasons for denial.  

If the dean chooses to appeal a decision of the chief 

academic officer not to endorse and forward a college 

(school) recommendation, the deanôs recommendation will 

be forwarded to the Chancellor together with a statement 

of the chief academic officerôs reasons for denial.  

If the chair does not submit a recommendation and the 

Department Advisory Committee files a dissenting report, 

the dean, if he or she supports the committee, shall allow 

the chair the privilege of consultation and appeal before 

forwarding the college recommendations to the chief 

academic officer. 

If the dean does not endorse and forward a favorable 

recommendation and the College (School) Advisory 

Committee files a dissenting report, the chief academic 

officer, if in support of the committee, shall give the dean 

the privilege of consultation and appeal before forwarding 

the University recommendations to the Chancellor. 

An administrator may, at his or her discretion, refer a 

reappointment to his or her advisory committee. In such a 

case, the same procedures shall be followed as are 

followed for tenure and promotion.  

 

IV.  Structure 

No faculty member shall serve on more than one 

advisory committee.  Members of the Faculty Senate 

Executive Committee may not serve on the University or 

College Advisory Committee, and ordinarily will not serve 

on the Department Advisory Committee. 

A. Department Advisory Committee  

Given the wide differences in departmental size, it is 

not feasible to describe here the precise composition of a 

departmental advisory committee. The number of 

members for each departmental advisory committee 

shall be determined by the dean of the appropriate 

school or college. The process of selection shall involve 

both election by full-time faculty within the department 

and appointment by the chairman of the department. The 

number of elected members and of appointed members 

shall be equal if the total membership is an even 

number; if the total membership is an odd number, the 

number of elected members shall exceed the number of 

appointed members by one. The department chairman is 

not eligible to serve on the departmental advisory 

committee. Insofar as possible, junior faculty with 

limited experience will serve only under unusual 

circumstances.  The term of service of committee 

members shall be determined by the separate 

departments.  The committee shall elect a committee 

chair at a meeting held before the end of the spring 

semester; that chair shall serve for the ensuing year.  

B. College (School) Advisory Committee 

Section 1.  Each College (School) Advisory 

Committee shall consist of four faculty members. Two 

shall be elected by the faculty of the college (school).  

Two shall be appointed by the dean. When possible no 

department shall be represented by more than one 

member of the committee. 

Any school or college may apply to both the Provost 

and the Faculty Senate proposing an alternate structure 

for the college of schoolôs advisory structure. The 

grounds for proposing an alternate structure may 

include, but are not limited to, (i) a structure that is more 

fully representative of the school or college, and (ii) a 

response to a situation wherein the number of full-time 

faculty is insufficient to conform with the prescribed 

structure. In any situation where the college or school 

advisory committee consists of an odd number of 

faculty, the elected representatives shall be in the 

majority. If both the Provost and the Faculty Senate 

approve the change, the school or college will continue 

operating under this revised structure, as articulated, 

until such time as they might seek further action.  

Section 2.  To be eligible to serve on a College 

(School) Advisory Committee, a faculty member must 

have tenure. A faculty member who devotes one half or 

more of his or her time to administrative duties is not 

eligible, nor are departmental chairs.  

Section 3.  All full-time faculty members shall have 

voting rights. 

Section 4.  Nominations and election  

a. The procedure for filling all Advisory Committee 

vacancies shall involve two stages: a nominating 

ballot and an election ballot. Both ballots shall be 

conducted by mail. 

b. Nominating ballot 

(1) A nominating ballot shall be prepared for the 

college (school). Each nominating ballot shall 

contain the names of all persons in the college 

(school) or division eligible for the office to be 

filled. Voters may indicate three choices for each 

vacancy. 

(2) The candidates for college (school) commit-

tees receiving the four highest number of votes shall 

be placed in order by lot on the election ballot.  

(3) Before placing a nomineeôs name on the final 

ballot the chairman of the College (School) 

Advisory Committee shall confirm the nomineeôs 
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willingness to serve if elected. If the nominee 

declines, his or her name shall be replaced by the 

next highest nominee on the ballot who consents to 

serve. 

c. Election ballot  

(1) The election ballots for the committee shall be 

distributed to all full-time faculty members 

according to college (school) or division. Voters 

may indicate one choice for the vacancy. The 

candidate or candidates receiving plurality will be 

declared elected. 

(2) Nominations and elections shall be supervised 

by the college (school) or division. Voters may 

indicate one choice for the vacancy the committee 

shall designate first and second alternates in 

conformity with the results of the election. The first 

alternate shall serve if the person elected is unable 

to at any time before the next regular election. The 

second alternate shall serve if both the principal and 

the first alternate are unable to serve. 

d. All ties in any balloting shall be broken by lot. 

Section 5.  The term of service shall be three years so 

staggered that the terms of no more than two members 

expire in the same year. 

Section 6.  Any member who has served a full term 

shall not be eligible for appointment or reelection for 

three years. 

Section 7.  The annual election of the Advisory 

Committee shall be held no later than three weeks before 

the close of the academic year in the spring semester. 

The dean shall announce his or her appointees within 

one week after the results are tabulated.  The committee 

shall elect a chair for the ensuing year at a meeting to be 

held before the end of the spring semester. 

 

C. University Advisory Committee 

Section 1.  The University Advisory Committee shall 

consist of eight faculty members. Four shall be elected 

by the Faculty Senate from among the total tenured 

University faculty. Four shall be appointed by the chief 

academic officer after consultation with the Executive 

Committee of the Faculty Senate. The elected members 

and appointed members shall represent the schools and 

colleges as follows:  AddRan College, two members 

representing each of the major divisions of the College; 

and one member representing the School of Business, 

the College of Communication, College of Education, 

College of Fine Arts, College of Health & Human 

Sciences, and the College of Science & Engineering 

respectively. 

Section 2.  To be eligible to serve on the University 

Advisory Committee, a faculty member must have 

tenure. A faculty member who devotes one half or more 

of his or her time to administrative duties is not eligible, 

nor are departmental chairs. 

Section 3.  The term of service shall be three years so 

staggered that the terms of no more than three members 

expire in the same year.  

Section 4.  Any member who has served a full term 

shall not be eligible for appointment or reelection for 

three years.  

Section 5.  The Faculty Senate and the chief academic 

officer shall announce their selections no later than six 

weeks before the close of the academic year in the 

spring semester. The committee shall elect a chair for 

the ensuing year at a meeting held before the end of the 

spring semester. 

 

 

Academic Conduct Policy 

(Adopted by University Council, December 6, 1995) 

 

If it is to fulfill its missions, an academic community 

requires that all of its participants maintain the highest 

standards of honor and integrity. The purpose of the 

Academic Conduct Policy is to make all aware of these 

expectations. Additionally, the policy outlines some, but 

not all, of the situations that violate these standards. 

Further, the policy sets forth a set or procedures that will 

be used when these standards are violated. In this spirit, 

this policy outlines below:  (1) Academic Misconduct; (2) 

Procedures for Dealing with Academic Misconduct, and 

(3) Sanctions.  These are not meant to be exhaustive. 

I.  Academic Misconduct 

Any act that violates the spirit of the academic conduct 

policy is considered academic misconduct.  Specific 

examples include, but are not limited to: 

A.  Cheating.  Examples of cheating include: 

1. Copying from another studentôs test paper, 

laboratory report, other report, essay, or computer files and 

listings. 

2. Using in any academic exercise or academic setting, 

material and/or devices not authorized by the person in 

charge of the exercise or setting. 

3. Collaborating with or seeking aid from another 

student during an academic exercise without the 

permission of the person in charge of the exercise.  

4. Knowingly using, buying, selling, stealing, 

transporting, or soliciting in entirety or in part, the contents 

of a test or other assignment unauthorized for release. 

5. Substituting for another student, or permitting 

another student to substitute for oneself, in a manner that 

leads to misrepresentation of either or both studentsô work. 

B.  Plagiarism  
The appropriation, theft, purchase, or obtaining by any 

means anotherôs work, and the unacknowledged 

submission or incorporation of that work as oneôs own 

offered for credit. Appropriation includes the quoting or 

paraphrasing of anotherôs work without giving proper 

credit. 

C.  Collusion   
The unauthorized collaboration with another in 

prepared work offered for credit.  

D.  Abuse of Resource Materials   
Mutilating, destroying, concealing, or stealing such 

materials. 



38 
 

E.  Computer Misuse   
Unauthorized or illegal use of computer software or 

hardware through the TCU Computer Center or through 

any programs, terminals, or freestanding computers 

owned, leased, or operated by TCU or any of its academic 

units for the purpose of affecting the academic standing of 

a student. 

F.  Fabrication and Falsification 
Unauthorized alteration or invention of any 

information or citation in an academic exercise or 

academic setting.  Falsification involves inventing or 

counterfeiting information or citation for use in any 

academic exercise or academic setting. 

G.  Multiple Submission 
The submission by the same individual of substantial 

portions of the same academic work (including oral 

reports) for credit more than once in the same or another 

class without authorization. 

H.  Complicity in Academic Misconduct 
Helping another to commit an act of academic 

misconduct.  

I.  Bearing False Witness 

Knowingly and falsely accusing another student of 

academic misconduct. 

 

II.  Procedures for Dealing with Academic Misconduct 

A.  Definitions 
1. Day refers to a school day on which classes are 

meeting. 

2. Academic dean refers to the dean of the college or 

school offering the course in which the academic 

misconduct is alleged to have taken place. 

3. Department chair refers to the academic 

administrator responsible for the unit providing the 

instruction in which the alleged academic misconduct 

occurred. 

4. Faculty refers to the instructor of the course in 

which the suspected academic misconduct occurred. 

5. Advisor refers to any person selected by the student 

who accompanies the student during formal hearings.  The 

advisor may speak with the student but may not actively 

participate in the hearings. 

6. The Academic Appeals Committee is a standing 

University Committee.  The charge and membership of the 

Committee may be found in the current Handbook for 

Faculty and Staff. 

B.  Investigation and Initiation 
1. Students who know of an act of academic 

misconduct should report the incident to the faculty 

member teaching the course.  The faculty member will 

obtain the basic facts of the allegation and ask the student 

reporting the misconduct to write and sign a statement of 

facts.  The name(s) of the student(s) reporting suspected 

academic misconduct will remain confidential during the 

informal faculty/student meeting, but must be revealed to 

the accused student if the resolution proceeds beyond the 

faculty member and the accused student. 

2. Faculty who suspect academic misconduct or who 

have academic misconduct reported to them must initiate 

an investigation and meet with the accused student within 

five (5) days of becoming aware of the incident.  A faculty 

member who is made aware by another person of an act of 

academic misconduct has the responsibility to investigate 

the allegation, and, if warranted, pursue the issue as 

outlined below (C.1).  

3. In instances where the suspected academic 

misconduct is discovered during an academic exercise, the 

faculty member has the right to suspend immediately the 

student involved in the alleged activity from further work 

on the academic exercise. 

4. A student accused of academic misconduct, will 

proceed in the course without restriction until resolution of 

the issue or until the academic dean has taken an action as 

specified in III.B that removes the student from the course. 

5. An ñIò grade should be given by the instructor if the 

alleged misconduct occurs near the end of a semester, for 

example, during finals, and a sanction outlined in section 

III has not been applied by the instructor or the dean. 

6. If more than one student is accused of the same act 

of misconduct (e.g., giving and receiving aid), each 

individual student is guaranteed the right to have his/her 

case heard separately.  With each studentôs permission, the 

cases can be combined.  The faculty/student conference 

(C.1) is expected from this requirement. 

C.  Resolution 
1. Meeting Between Faculty Member and Student. 

This is the first step to be taken in resolving an incident of 

suspected academic misconduct. 

a. Within five (5) days of suspecting misconduct, the 

faculty member will hold a meeting with the student.  At 

this meeting, the faculty member will inform the student 

of all allegations against him or her and present any 

information supporting the allegations. 

b. The student will be given the opportunity to 

respond to the allegations.  The student has the right not 

to respond. 

c. The faculty member will decide whether or not 

academic misconduct has occurred and, if warranted, 

apply any combination of sanctions in III.A below, or 

refer the matter to the dean for more severe sanctions 

(probation, suspension, or expulsion). Findings of 

academic misconduct are based on the preponderance of 

the evidence. 

d. The faculty member will notify the student in 

writing of his or her decision and may send copies to the 

academic dean, the dean of the college in which the 

student is enrolled, the department chair, and the Dean 

of Campus Life.  Any such copies of the findings will be 

kept on file in the college and department offices and in 

the student discipline files maintained by the Dean of 

Campus Life. 

2. Meeting with Department Chair.  This meeting takes 

place when the student wishes to appeal either the findings 

of the faculty member or the severity of the sanction(s). 

a. Within five (5) days of being notified by the faculty 

member of the disposition of the incident of academic 

misconduct, the student may request a meeting with the 

department chair. 
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b. The department chair will become acquainted with 

the facts and meet with the parties involved in the case.  

The student has the right to meet with the department 

chair without the faculty member being present.  

c. The department chair may either support or reverse 

the findings of the faculty member, and may lessen the 

sanction(s) imposed by the faculty member even while 

supporting its findings.  The chair may not increase the 

severity of the sanction(s). 

d. The department chair will notify the student and 

faculty member of his or her decision in writing and may 

send copies to the faculty member, the academic dean 

and the Dean of Campus Life.  Any such copies of the 

findings will be kept on file in the college and 

department offices and in the student discipline files 

maintained by the Dean of Campus Life. 

3. Meeting with Academic Dean.  This meeting takes 

place if the student wishes to appeal either the findings of 

the department chair or the severity of the sanction(s), if 

the faculty member recommends sanctions in addition to 

those listed in III.A.3 and 4 or if the student has been 

found guilty of academic misconduct previously. 

a. Within five (5) days of being notified by the chair of 

the disposition of the incident of academic misconduct, the 

student may request a meeting with the academic dean. 

b. The academic dean will hear the facts of the case 

and make a decision about the alleged act of academic 

misconduct or the appropriateness of the sanctions 

administered by the faculty member. The academic dean 

can issue any combination of sanctions listed in III. 

c. The academic dean will notify the student of his or 

her decision in writing with copies to the department 

chair and the faculty member. Copies of the findings 

will be kept on file in the college office and may be sent 

to the Dean of Campus Life. 

4. Academic Appeals Committee.  Should the student 

wish to appeal the decision of the academic dean, he or she 

has the right to request a hearing before the Academic 

Appeals Committee.  

a. The student must request this hearing by submitting 

an appeal letter to the chair of the university Academic 

Appeals Committee no later than five 5 days from the 

date of receiving written notification of the dean's 

finding.  

b. Upon receipt of the appeal letter, the chair of the 

Academic Appeals Committee may request materials 

from the student, the faculty member, the department 

chair, and/or the dean. 

c. The appealing student has the right to appear before 

the Academic Appeals Committee. The student may 

bring one person with him or her as an advisor. The 

advisor may not speak for the student or to the 

committee. The advisor may only speak with the student. 

The student must inform the University five 5 class days 

in advance if his or her advisor is an attorney in order for 

the University to also have an attorney present. Each 

party shall bear the expense of his/her legal counsel. 

Legal counsel is to provide counsel only and may not 

participate directly in the meeting. The meeting is an 

administrative hearing, not a court proceeding, and is not 

subject to the procedures or practices of a court of law. 

 

III.  Sanctions  

A.  By the faculty member: 
1. Grant no credit for the examination or assignment 

in question (treated as a missed assignment).  

2. Assign a grade of ñFò (or a zero) for the 

examination or assignment in question. 

3. Recommend to the academic dean that the student 

be dropped immediately from the course with a grade of 

ñFò.  

4. Recommend to the academic dean that the student 

be placed on probation, suspended or expelled from the 

University. 

B.  By the academic dean or Academic Appeals 

Committee: 

(Previous academic misconduct will be taken into 

account when either the academic dean or the Academic 

Appeals Committee considers sanctions for academic 

misconduct.) 

1. Apply sanctions in III.A. 

2. Drop student from the course with a grade of ñFò.  

This grade cannot be changed by student-initiated 

withdrawal and the grade will be included in the 

computation of the GPA even if the course is repeated. 

3. Place the student on suspension from the University 

for a specified period of time. 

4. Expel the student from the University.  

5. In a case where the academic dean as defined above 

is not the dean of the college in which the student is 

enrolled, he or she shall recommend to the Provost/Vice 

Chancellor for Academic Affairs that the student be placed 

on probation, suspended or expelled. 

 

 

Conflict Resolution Policy for Faculty 
(Approved by Faculty Senate and Chancellor, May 2005) 

 

I.  Purpose 

The purpose of this policy is to afford TCU faculty a 

prompt and fair method for the resolution of work-related 

problems or disputes and to encourage informal dispute 

resolution through discussion and mediation. 

 

II.  Definitions 

Dispute or grievance is a complaint or concern voiced 

by any faculty member regarding a condition of 

employment or the application, meaning, or interpretation 

of policies or procedures as they affect work activity.  

Issues related to faculty tenure, promotion and/or 

reappointment are not considered for tenure track faculty 

under this policy.  Step 4 of this policy applies only to non-

tenure track faculty members. 

 

III.  Administrative Responsibility 

Academic Affairs is responsible for administering and 

interpreting this policy. 
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IV.  Summary of Faculty Conflict Resolution Process 

Step 1:  Informal Discussion 

¶ The faculty member and supervisor discuss the 

conflict and attempt to resolve the issues 

informally. 

¶ Conflict Resolution Facilitator (CRF) schedules 

appointment within 1 day of contact by the 

disputant. 

¶ CRF has 5 days from the initial appointment to 

resolve the conflict before proceeding to 

mediation. 

Step 2:  Mediation 

¶ CRF assigns mediators to case within 3 days of 

request. 

¶ Mediators have 10 days, once notified, to 

conduct mediation. 

¶ Mediators may request an extension of time to 

complete mediation. 

¶ If settled, mediator submits agreement to CRF 

for safekeeping. 

¶ If impasse results, CRF is notified in writing. 

Step 3:  Peer Review Panel/Provost Review 

¶ CRF has 5 days from date of impasse 

notification to appoint a three-person peer 

review panel and designate one member to 

Chair the Panel. 

¶ Panel Chair schedules and conducts the hearing 

within 10 days of the date of the appointment of 

the Panel by the CRF. 

¶ Chair has 3 days after Panel hearing to submit 

the final, written decision to the Provost for 

review. 

¶ The Provost has 3 days upon notification by the 

Chair to review, concur and/or modify and 

finalize the Panel decision. 

¶ The Chair, within 2 days of written notification 

from the Provost, issues a final, written 

decision to all parties to the dispute. 

Step 4:  Chancellor Review (Dismissal disputes only) 

¶ Parties may appeal the Peer Review Panel and 

Provost decision to the Chancellor by notifying 

the CRF within 5 days of receipt of the 

decision. 

¶ The CRF has 3 days to notify the Chancellor 

and forward the written Peer Review Panel 

decision for review by the Chancellor. 

¶ The Chancellor issues a final decision within 10 

days of the CRF notification. 

 

For complete information, see Personnel Policies and 

Procedures Manual:  Policy Number2.016.  
 

 

Faculty Appeal Policy  
(Approved by the Faculty Senate, Spring 2010.  Information 

regarding this policy can be obtained from the Provost.) 

 

This Faculty Appeal Policy (FAP) applies exclusively to 

faculty for whom a promotional track exists, who in a non 

adversarial forum wish to appeal reappointment, 

promotion and/or tenure denial decisions.  Appeal 

processes for the dismissal of a tenured faculty member are 

found in Section IV of the Tenure Policy in the Handbook 

for Faculty and Staff.  All other types of appeals are to be 

addressed by the Conflict Resolution Policy for Faculty in 

the Handbook for Faculty & Staff.  Disputes that may 

occur during the tenure probation period, for example, 

those that relate to the annual review, are also handled 

through the Conflict Resolution Policy for Faculty.   

The main sections of this policy are:  I. Purpose, II. 

Administrative Responsibility, III. Faculty Duties and 

Responsibilities, IV. Appeal Process, V. Summary of 

Review Steps Based on Appeal Origination, Figure 1: 

Overview Map of the Appeal Process, VI. Sequence 

and Timing for all Review Levels, VII. Definitions, 

VIII. FAP Facilitator Consultation & Informal 

Facilitated Discussion, and IX. Listing of Resource 

Exhibit Documents. 

 

I.  Purpose 

This policy provides faculty with a reconsideration or 

appeal of reappointment, tenure and/or promotion denial 

decisions. This policy applies to termination of faculty, to 

tenure and/or promotion decisions that result in the 

termination of faculty, or to promotion denial decisions of 

tenured or ranked professors (e.g., assistant professors, 

professors of professional practice). 

II . Administrative Responsibility   

The Provost and the Faculty Appeal Policy (FAP) 

Facilitator are responsible for administering this policy.  

Appellants shall not suffer reprisal or prejudice from 

exercising their rights under this appeal policy.  The FAP 

Facilitator shall ensure that the appeal process timeline is 

followed as stated or as altered by mutual consent of the 

parties. 

 

III. Faculty Duties & Responsibilities 

The initial decisions regarding the awarding of tenure 

and promotion are made by faculty in the home department 

of the candidate.  Subsequently, these decisions either are 

affirmed or denied sequentially at the Department Chair, 

College Dean, and University levels before presentation to 

the Board of Trustees.  If a faculty member formally 

questions either the process and/or the outcome of tenure 

and promotion decisions, then this faculty appeal process 

is intended to provide notice, an opportunity to be heard, 

and feedback regarding these decisions.  The granting of 

tenure is a right vested exclusively with the Board of 

Trustees. Therefore, all decisions involving promotion 

and/or tenure appointments made under the Tenure and 

Promotion Policy shall constitute recommendations to 

appropriate administrative bodies. The burden of proof in 

the presentation of a tenure appeal at all stages rests with 

the Appellant (i.e., faculty member who is appealing; see 

section VI. Definitions).  
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IV. Appeal Process 

An Appellant may initiate an appeal at any step of the 

tenure and/or promotion process; see 

http://www.provost.tcu.edu/Tenure_and_Promotion/tenure

promotion.html for a description of the normal tenure 

and/or promotion process and the appropriate employment 

policy for other promotional ranked faculty.  The appeal 

begins at the level at which the denial decision has 

occurred (i.e., Department, School, College, or University) 

using the procedures described here.   

The appeal must begin within 20 days (one month) of 

the faculty memberôs receipt of written formal notification 

of denial.  The Appellant contacts the University FAP 

Facilitator who will meet with and advise the Appellant.  

The Appellant begins the formal appeal process of a tenure 

and/or promotion decision though a written request to the 

FAP Facilitator.  See Figure 1 for a summary of the appeal 

process, section VII for the sequence and timing of 

specific events, and section VIII for specifics of the FAP 

Facilitator consultation.   

The appeal/reconsideration will originate at the level at 

which the denial took place and the appeal shall move 

from lower levels to higher levels within the university.  

That is, the appeal case will move forward from the 

Department to the College Level and finally to the Faculty 

Appeal Hearing Committee (FAHC) and Provost.  For 

example, a request for a reconsideration of a 

promotion/tenure denial that originates in the Department 

may not bypass the College Level Review. Substantive 

appeals, however, may only be considered in the academic 

unit or home (e.g., department) of the appellant.  The 

Appellant may terminate the appeal process at any time. 

If the denial is upheld (that is, the denial is not 

overturned) at all levels through the final appeal step 

which is the FAHC and Provost, the appeal process ends.  

If the denial is overturned at the Department Level or at 

the College Level, the appeal process ends and the case 

resumes under the normal tenure policy or the relevant 

policy on employment of ranked professors of professional 

practice, instructors, or the like.  If the denial is overturned 

at the University Level by the FAHC, the recommendation 

is forwarded to the Provost; otherwise the appeal ends.  

The appeal process may include Informal Facilitated 

Discussions.  An Informal Facilitated Discussion can be 

requested by any appropriate party at any point in the 

appeal process to promote communication and clarification 

of relevant issues. Appellants are permitted to be 

accompanied by a colleague or professional support 

person/advisor during any scheduled meeting. 

 

V. Summary of Review Steps Based on Appeal 

     Origination  

Departmental Level Review 

If a promotion and/or tenure denial decision was made 

at the Departmental Level, the faculty member requests 

a departmental reconsideration in writing to the 

Department Chair.  Next, the Department Chair and the 

Department Advisory Committee shall conduct a review 

of the Appellantôs Appeal File composed of the faculty 

memberôs original promotion and/or tenure application 

packet and the written request.  The Departmental Level 

Review includes requests for reconsideration for any 

reason given by the faculty member.  Note: substantive 

appeals of tenure or promotion denials may only be 

made in the academic unit of the Appellant where 

subject matter expertise exists. 

College Level Review 

If a promotion and/or tenure denial decision was made 

at the College Level, or if the appeal proceeds to the 

College Level, the Appellant requests a reconsideration 

in writing to the Dean.  The Dean, in consultation with 

the College Advisory Committee (if relevant), shall 

conduct the review of the Appellantôs Appeal File. The 

Dean, upon review, may exercise the option of 

remanding the case back to the Department for review.  

If a remand occurs, the Department Chair and Advisory 

committee will give the original decision an additional 

review and make a recommendation to the Dean and the 

College Advisory Committee. The College Level 

Review includes appeals for any reason given by the 

Appellant.  If a substantive issue is raised, the College 

shall defer to the department or academic unit where the 

subject matter expertise exists to judge the fairness of 

the denial.  

University Level Review 

Appeals originate at the University level in one of 

three ways: a) the University Advisory Committee 

denies a tenure and/or promotion recommendation to the 

Provost, or b) the Provost declines to recommend tenure 

and/or promotion after the University Advisory 

Committee recommends tenure and/or promotion, or c) a 

College Level denial of tenure and/or promotion 

recommendation is forwarded at the written request of 

the faculty member to the Provost.   

For the first case above, the faculty member may 

submit a written request for appeal to the FAHC.  

In the second case, where the original denial decision 

was made by the Provost, the Appellant may continue 

the appeal by written request of a review by the FAHC.  

In the third case, the Provost, upon review, may exercise 

the option of consulting the University Advisory 

Committee Dean prior to making a decision. Regardless, 

if the appeal is denied, the faculty member may request a 

final appeal to the FAHC. The FAHC decision is 

forwarded to the Provost and the Provostôs decision is 

final.  

Faculty Appeal Hearing Committee (FAHC) Review 

The last step of any faculty appeal is a review by and 

recommendation of the FAHC. The FAHC is used only 

once for any given faculty appeal and after lower level 

reviews are exhausted.  Appeals arrive at the FAHC 

because of denial decisions originating at any one of 

three levels of the process: 1) a departmental level 

denial, 2) a college level denial, or 3) a University level 

denial. The FAHC is created on an ad hoc basis for each 

appeal case and will disband upon the completion of the 

case.  The members will hear the case, review the 

Appeal File, and when or if necessary, request an 

http://www.provost.tcu.edu/Tenure_and_Promotion/tenurepromotion.html
http://www.provost.tcu.edu/Tenure_and_Promotion/tenurepromotion.html
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Informal Facilitated Discussion and/or consult with the 

relevant parties to the case.  Regardless of how an appeal 

originates, when the appeal appears before the FAHC, 

the FAHC may consult with the Departmental and/or 

College Advisory Committee members, as well as the 

Department Chair and/or College Dean, before rendering 

a recommendation.  Where substantive issues are raised 

in the appeal, the FAHC, Provost, Dean, and College 

Advisory Committee shall always defer to the judgments 

of the qualified faculty members of the Appellantôs 

academic unit or home.  

The FAHC final report will be written and sent to the 

Appellant, FAP Facilitator, and Provost within 10 days 

of receiving the Appeal File from the FAP Facilitator.  A 

faculty appeal ends once the FAHC either recommends 

to the Provost that the denial be overturned or decides 

that the denial shall not be overturned but rather upheld.  

FAHC recommendations require an affirmative vote of a 

simple majority of the members. The sequence and 

timing of each of these steps in the process are further 

described in section VI. 
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  OVERVIEW OF THE APPEAL PROCESS     
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VI. Sequence and Timing for all Review Levels 

Once the Appellant requests a reconsideration of a 

denial decision in written form, the FAP Facilitator  will 

guide the sequence of events according to the below steps.  

After step 1, the timing of subsequent events may be 

reasonably adjusted due to special circumstances for either 

party, based on mutual consent.   

1. The Appellant contacts the University FAP 

Facilitator who will meet informally with and 

advise the Appellant.  The FAP Facilitator will 

schedule an appointment with the Appellant 

within 2 days and will meet with the Appellant 

within 10 days of the Appellantôs initial contact.  

The Appellant begins the formal appeal process 

within 20 days (one calendar month; see section 

VI Definitions) of receipt of the written notice of 

a promotion or tenure denial by written request to 

the FAP Facilitator (email is sufficient).  This 

written notice begins the procedure clock. 

2. Within 5 days of the written request of appeal to 

the Facilitator, the Appellant forwards to the 

Facilitator a copy of the promotion or tenure 

application packet and a letter of request for a 

reconsideration (i.e., the Appeal File; see section 

VI Definitions) written to the appropriate 

administrator and committee members. 

3. Within 1 day of formal written notification by the 

Appellant, the FAC Facilitator notifies the 

appropriate (level of the original denial decision) 

administrator and corresponding advisory 

committee members and within 1 day of receiving 

materials for the Appeal File from the Appellant, 

forwards this file to them. 

In the case of a Review by the Faculty Appeal 

Hearing Committee (FAHC), the appropriate 

administrators are the College Dean and the Chair 

of the Faculty Senate.  The selection process for 

the FAHC shall occur within 10 days and the 

steps as shown below will apply. 

4. The administrator, advisory committee members, 

or FAHC members may request an Informal 

Facilitated Discussion for communication and 

clarification at any time.  This request is made of 

the FAP Facilitator.  The Review process is 

temporarily stopped and the sequence and timing 

steps of the Informal Facilitated Discussion (see 

section VIII.) are followed. 

5. The administrator or appropriate committee 

members have 10 days from the receipt of the 

Appeal File to review the Appellantôs case and 

issue a written response to the Appellant and FAP 

Facilitator.  This document becomes part of the 

Appeal File.  In the case of a Review by the 

FAHC, their written response is the final decision 

and the response and decisions are forwarded to 

the Appellant, FAP Facilitator and Provost (along 

with recommendations); the appeal ends at this 

step.  In the case of a Review by the Department, 

College, or University, the following steps of this 

process will apply.  

6. Within 3 days of the receipt of the Department 

Chairôs, Deanôs or Provostôs written response, the 

Appellant will notify the FAP Facilitator of the 

decision either to: a) end the appeal process; b) 

request an Informal Facilitated Discussion or c) 

continue the appeal through the next step.    

7. Within 1 day of the Appellantôs notification, the 
FAP Facilitator will report the decision to the 

Department Chair.   

8. If the Appellant has chosen to continue the 

appeal, s/he must generate a written response to 

the Review which had been completed.  This 

response is to be provided to the FAP Facilitator 

within 2 days of the Appellantôs notification to 

continue the appeal.  This document becomes part 

of the Appeal File.   

9. Within 1 day of receipt of the Appellantôs written 

response, the FAP Facilitator shall send in writing 

a request of the appropriate Level for either an 

Informal Facilitated Discussion or a Review. 

10. Appellants who request a Review at the 

Department Level may not bypass College Level 

Review.  Before a faculty member who originates 

a Review at the Department Level requests an 

appeal to the FAHC, the written request for 

reconsideration by the Department must be filed 

with the Provost. An appeal case stops with the 

decision and/or recommendation that is forwarded 

to the Provost by the FAHC, by earlier resolution 

at the Department or College Level, or by the 

decision of the Appellant. 

 

VII. FAP Definitions  

Appeal/Reconsideration:  A reconsideration of a 

promotion and/or appeal denial always occurs at the 

department level.  Because the faculty member is 

requesting a second look, the Faculty Appeal Policy 

provides for the original decision making body to take a 

second look or reconsideration of the original 

tenure/promotion denial decision. Reconsideration or 

substantive appeals of tenure and/or promotion denials 

must always be made in the academic unit (usually at the 

department level) of the appellant where subject matter 

expertise exists.  An appeal/reconsideration is a written 

request for a review by the faculty member regarding the 

failure to recommend the faculty member for tenure and/or 

promotion or the denial of tenure and/or promotion. 

Appeals, rather than reconsideration requests, are made to 

the next level decision making bodies (e.g., the Dean or 

College Advisory Committee).  If a faculty member is 

denied tenure and/or promotion by their respective 

department, they may request in writing a reconsideration 

of that decision. If the faculty member wishes to appeal the 

decision after a reconsideration of the decision, then the 

appeal may proceed to the Dean, the College Advisory 

Committee, or the Faculty Appeal Hearing Committee.   
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Appeal File:  A file containing the Appellantôs original 

tenure and promotion application packet and all relevant 

documents needed for a formal review of the promotion or 

tenure denial decision.  The file consists of a brief written 

statement by the Appellant, written recommendations of 

the Department Chair, Dean, and/or Advisory Committees, 

and any other documents produced during the appeal 

process. 

Appellant:  An Appellant is any promotional track 

faculty (e.g., professor of professional practice or clinical 

professor) or tenure-track or tenured faculty who seeks to 

appeal a tenure and/or promotion denial decision using the 

procedures available under this FAP process.  

Advisor/Attorney/colleague or professional support 

person: At any time that a faculty member meets for an 

appeal or reconsideration of the tenure and/or promotion 

denial with any University official, the faculty member 

may consult with a colleague or professional support 

person/advisor. If either party selects an attorney as the 

advisor, the party shall provide the other party with at least 

a one weekôs notice before any meeting which the parties 

will jointly attend. The faculty appellantôs advisor may 

attend these meetings. The advisor does not participate 

directly or make any type of representation. 

Day:  A day refers to normal business days during the 

academic year (i.e., fall and spring academic semesters).   

The parties and/or FAP Facilitator may, after mutual 

agreement, extend the time limits of the process. 

Faculty Appeal Hearing Committee (FAHC):  The 

Faculty Appeal Hearing Committee shall consist of five 

employees of Texas Christian University, one selected by 

the Appellant in question, one selected by the Dean of the 

Appellantôs college and three selected from a list of 10 in 

accord with the following plan. The Faculty Senate 

Executive Committee will identify the names of 10 faculty 

as potential members.  The Faculty Senate Chair shall then 

present this list of 10 names to the two parties for ranking 

according to their preferences for membership on the 

Hearing Committee. The chairperson of the Senate, or 

designated representative, shall then select the three names 

most preferred by both parties, breaking any tied rankings 

by a method s/he deems appropriate. These three persons 

shall then designate one among themselves to serve as 

Chair of the five-person Faculty Appeal Hearing 

Committee. The committee is named on an ad hoc basis 

for each appeal case and will disband upon the completion 

of the case.  The members will hear the case, review the 

Appeal File, and when or if necessary, request an Informal 

Facilitated Discussion and/or consult with the relevant 

parties to the case.  FAHC recommendations require an 

affirmative vote of a simple majority of its members. A 

final report will be written and sent to the Appellant, FAP 

Facilitator, and Provost within 10 days of receiving the 

Appeal File from the FAP Facilitator.  Faculty Appeal 

Hearing Committee decisions are final and end the appeal 

process. 

Faculty Mediator:  A faculty mediator serves as a 

neutral third party who listens to both sides of a dispute. A 

mediator does not make decisions for the parties. Rather, a 

mediator facilitates dialogue among the parties and assists 

them in reaching resolution to their dispute. The FAP 

Facilitator will typically appoint two faculty mediators 

from the Mediators Committee when mediation is 

requested. All appointed faculty mediators (either TCU-

employed or non TCU-employed mediators) will have 

received 40 hours of training in compliance with Title 7, 

Chapter 154, Texas Civil Practice and Remedies Code (see 

Exhibit A), and consistent with the Texas Mediation 

Trainer Roundtable Annotated Standards (see Exhibit B).  

The mediators must abide by the Standards of Practice 

established by the Texas Association of Mediators (see 

Exhibit C) and the Ethical Guidelines for Mediators 

established by the State Bar of Texas Alternative Dispute 

Resolution Section (see Exhibit D). 

Informal Facilitated Discussion:  An Informal 

Facilitated Discussion is designed to promote open 

dialogue between parties as they inquire, clarify, or 

explore relevant issues and concerns.  These mediated 

sessions are voluntary and based on agreement by each 

party that confidentiality of the information shared in the 

discussion will be maintained.  The discussions are 

informal in that the format is conversational.  The 

discussion is facilitated by two Faculty Mediators who are 

professionally trained to guide othersô dialogue impartially 

(see Faculty Mediator above).  The sessions are 

discussions, thus more than one meeting may be needed as 

questions are raised and solutions sought.  This process 

allows Appellants, Department Chairs, Deans, and the 

Provost to meet informally and talk about the elements of 

the case and is an opportunity for all parties to seek win-

win outcomes in their dispute. Informal facilitated 

discussions are an aid to the process and are not intended 

to substitute for the decision making process described in 

the Tenure Policy of the Faculty and Staff Handbook. 

Faculty Appeal Policy (FAP) Facilitator:  The FAP 

Facilitator is a current TCU tenured faculty member who 

represents and assists the parties engaged in the Faculty 

Appeal Policy (FAP).  The FAP Facilitator will not make 

decisions for the parties. The FAP Facilitator is neither a 

representative of the Appellant, the faculty, or the 

administration.  The FAP Facilitator, similar to the 

mediators, will receive 40 hours of training in compliance 

with Title 7, Chapter 154, Texas Civil Practice and 

Remedies Code.  FAP Facilitators may also receive 

additional training related to dispute resolution. The 

Provost, in consultation with the Faculty Senate Executive 

Committee, will appoint: a) an FAP Facilitator for a term 

of five years, and b) an FAP Facilitator Alternate, for a 

five year period, who serves as both an apprentice to the 

FAP Facilitator, and where necessary (e.g., a conflict of 

interest situation) as a substitute for the FAP Facilitator.   

Normally, the FAP Facilitator Alternate will succeed the 

FAP Facilitator upon completion of the five year 

appointment.  The FAP Facilitator and FAP Facilitator 

Alternate will report to the Faculty Senate Chair and 

administer the policy with the Provost.  The FAP 

Facilitators will serve terms with a two year overlap.   
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Parties:  Under the policy, parties to the appeal may 

include any of the following:  the Appellant, Department 

Chair, Dean, Provost, Department, College, Faculty 

Appeal Hearing Committee, or Department, College, or 

University Advisory Committees. 

Remands:  Under the FAP: a) the Dean may remand a 

promotion and tenure decision back to the Department 

Chair and Advisory Committee or b) the Provost may do 

the same by remand a decision to the Dean and the College 

Advisory Committee. The intent of a one-time-only use of 

a remand is to give the decision a second look.  If upon 

remand, a decision is changed, then normal procedures 

will be followed.  If no change in the decision is made, 

then the decision will ultimately be resolved by a FAHC or 

Provost decision as per the FAP process. 

Time limits:  A day refers to normal business days 

during the academic year (i.e., fall and spring academic 

semesters).   The parties and/or FAP Facilitator may, after 

mutual agreement, extend the time limits of the process. 

 

VIII. FAP Facilitator Consultation & Informal  

         Facilitated Discussion 

The FAP Facilitator is a third-party facilitator who is 

available to assist the Appellant in determining the basis 

and procedures for the appeal; the Facilitator consults with 

all parties to answer questions or to provide clarification.  

The FAP Facilitator will continue to serve and will consult 

with all the parties throughout the appeal process and is 

responsible for ensuring the timelines of the policy or to 

obtain mutual consent from all parties to alter the 

timelines.  

The Appellant begins the appeal of a tenure and/or 

promotion denial by contacting the FAP Facilitator to 

discuss his or her case.  The FAP Facilitator will schedule 

an appointment with the Appellant within 2 days and will 

meet with the Appellant within 10 days of the Appellantôs 

initial contact.  The FAP Facilitator will meet with and 

advise the Appellant.  The Appellant then will formally 

initiate the appeal of a denial of tenure and/or promotion 

by notifying the FAP Facilitator in writing (email 

notification satisfies this requirement).  The procedure 

clock starts at this written notification and is to be started 

within 20 days of the written notification of the denial of 

promotion or tenure.   

Within 5 days after the formal notification of the appeal, 

the Appellant will provide the FAP Facilitator with a set of 

materials and documents in support of the appeal case. 

These materials will constitute the Appeal File. Only 

written responses at each appeal step may be added to this 

Appeal File.  If the Appellant is on a tenure track, the 

supporting materials will include a copy of the Tenure and 

Promotion Application Packet along with a written 

statement and supporting recommendations or other 

relevant documents. If the Appellant is on a promotional 

ranked track (e.g., professors of clinical practice) the 

supporting materials will include copies of relevant 

materials or documents along with a written statement and 

supporting recommendations for the appeal case. The 

supporting materials and documents become the original 

documents of the Appeal File.  Also see above, section VI 

Sequence and Timing for all Review Levels. 

Informal Facilitated Discussion  An Informal 

Facilitated Discussion is a mediation that occurs during the 

appeal process between the Appellant and appropriate 

level administrators (e.g., if the appeal is at the Department 

Level, the appropriate level administrator is the 

Department Chair and/or the Department Advisory 

Committee).  This meeting will include two trained 

mediators to facilitate conversation.  The purpose of the 

Informal Facilitated Discussion is to promote open, 

confidential dialogue and to further explore and discuss 

reasons for the decision to deny tenure and/or promotion.  

The Informal Facilitated Discussion is a voluntary process 

and all parties involved in the discussion must agree to 

confidentiality concerning the content of these discussions.  

If  the appeal case moves forward, additional Informal 

Facilitated Discussions may be requested by the Appellant, 

administrators, or advisory committee members.   

The FAP Facilitator will guide and be responsible for 

the sequence of events of the Informal Facilitated 

Discussion according to the following:   

1.  If the Appellant or an appropriate-level 

administrator requests an Informal Facilitated 

Discussion, the FAP Facilitator will contact the 

appropriate parties, determine their agreement to 

the session and then notify all parties that the 

discussion will occur.  If one party does not agree 

to this discussion, it will not occur.  The FAP 

Facilitator will work with TCU Human Relations 

Department personnel to assign 2 faculty 

mediators from a list of trained mediators.  

2.    The informal discussion will take place within 10 

days and may be extended by mutual consent of 

parties involved in the session.   

3.    Within 3 days of the conclusion of the Informal 

Facilitated Discussion, the mediators will notify 

the FAP Facilitator of the session outcome.  

Within that same 3 days, parties other than the 

Appellant who are involved in the Discussion and 

in subsequent decisions from the Discussion will 

notify the FAP Facilitator in writing (email 

satisfies this requirement) concerning any 

decisions.  For example, if the Informal 

Facilitated Discussion has occurred during a 

Review at the Departmental Level, the 

Department Chair or Department Advisory 

Committee Members will have 3 days after that 

discussion to issue a written response.  The 

Facilitator subsequently will report all outcomes 

to all parties within 1 day. 

4.    Within an additional 3 days, the Appellant will 

notify the FAP Facilitator of  his or her decision 

regarding the continuance of the appeal.  That is, 

if the denial is overturned, the appeal case is 

ended; if the denial is upheld and the Appellant 

chooses not to continue the appeal, the appeal 

case is ended.  Or, if the denial is upheld and the 

Appellant so chooses, the appeal will continue to 
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the next level and will end with decisions made 

by the Faculty Appeal Hearing Committee. 

5.    The FAP Facilitator will report the Appellantôs 

decision to all concerned parties within 1 day of 

notification by the Appellant; if the appeal will 

continue, this includes parties at the next level.  If 

the Appellant has chosen to continue the appeal, 

s/he must generate a written response to the 

Review which had been completed for 

consideration at the next level.  This response is 

to be provided to the FAP Facilitator within 2 

days of the Appellantôs notification to continue 

the appeal.  This document becomes part of the 

Appeal File.   

6.    Within 2 days after the receipt of the Appellantôs 

written response, the FAP Facilitator shall 

assemble and/or forward the Appeal File for 

review to the appropriate Level.   

 

IX. Listing of Resource Exhibit Documents 

These documents are available upon request of the FAP 

facilitator:  

Exhibit A:  Title 7, Chapter 154, Texas Civil 

Practices and Remedies Code 

Exhibit B:  Texas Mediation Trainers Roundtable 

40 Hour Basic Mediation Training Standards 

Exhibit C:  Standards of Practice established by 

Texas Association of Mediators 

Exhibit D:  Ethical Guidelines for Mediators, State 

Bar of Texas Alternative Dispute Resolution 

Section 

 

Student Grievance Procedures.  The University has 

both informal and formal procedures which a student may 

follow when presenting grievances.  A grievance is defined 

as any dispute or difference concerning the interpretation 

or enforcement of any provision of University regulations, 

policies, or procedures or state or federal laws applicable 

on the campus. Administrators, faculty, and students are 

encouraged in all instances to resolve grievances 

informally, and as promptly as possible. However, formal 

procedures may be followed when needed. These assure all 

parties to the dispute ñfair playò rights and set certain time 

limitations. Information about the student grievance 

procedure policy is available from the office of the Dean 

of Campus Life.  

 

Public Office.  Recognizing the rights of faculty and 

staff members to engage in responsible political activity, 

the Board of Trustees adopted the following policy in 

March 1973: 

The university faculty member is a citizen and, like 

other citizens, is free to engage in political activities 

consistent with his or her obligation as a teacher and a 

scholar at Texas Christian University. 

Many kinds of political activity (e.g., holding part-

time office in a political party, seeking election to an 

office under circumstances that do not require extensive 

campaigning, or serving by appointment or election in a 

part-time political office) do not interfere significantly 

with academic duties and responsibilities; where such is 

the case, this activity is consistent with effective service 

as a member of the faculty. Other kinds of political 

activity (e.g., intensive campaigning for elective office, 

serving in a state legislature, or serving a limited term in 

a full-time position) do interfere significantly with 

academic duties and responsibilities; for such activity, a 

faculty member will seek a leave of absence from the 

university.  

In recognition of the legitimacy of political activity by 

faculty members, the university will provide institutional 

arrangements to permit it, similar to those applicable to 

other public or private extramural service. Generally 

speaking, the equivalent of no more than one day a week 

should be devoted to the duties of the office. Some 

extramural offices may require reduction of the faculty 

memberôs workload or a leave of absence for the 

duration of an election campaign or term of office, 

accompanied by equitable adjustment of compensation 

when appropriate. A faculty member may take an 

approved leave of absence without pay up to two years 

with such further extensions as the Chancellor, after 

consultation with appropriate divisional heads, may 

grant. 

A faculty member, planning to undertake public office 

or seeking a leave for that purpose, should recognize that 

he/she has a primary obligation to the institution and to 

his/her growth as an educator and scholar. Mindful of 

problems which political activities may create for the 

administration, colleagues, and students, he/she shall 

consult with his/her administrative superior to determine 

the feasibility of pursuing such activities. The results of 

this consultation, if favorable, will be put in a written 

proposal and submitted through channels for 

concurrence or other decision by the Chancellor. If 

approved, an agreement shall be signed in duplicate by 

both the Chancellor and the faculty member. 

 

 

WORK LOAD POLICY  
(Approved by the Provostôs Council, 

September 2004) 

 

Workload - Faculty.  Faculty workload at TCU includes 

teaching, research and creative activities, professional 

service including administrative tasks, advising and 

counseling students, and other assignments requested by 

University officials. In general, assignment of a teaching 

load involves consideration of variables, which include but 

are not limited to number of sections, number of 

preparations, class enrollments (i.e., credit hours 

generated), course level, contact hours, and similar factors.  

Work load, including teaching load, for any specific 

faculty member is highly variable and depends on specific 

assignments by appropriate University officials.  Normal 

teaching load is defined as equivalent to 12 semester credit 

hours during each semester of the academic year. 
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Emergency Situations.  In emergency situations a full-

time faculty member may be approved to teach a 

maximum overload of four semester hours with the 

approval of the Chair, Dean, and the Provost/Vice 

Chancellor for Academic Affairs.  Requests for overload 

assignments must be accompanied by (1) documentation 

that an emergency situation exists, (2) explanation as to 

why the assignment would be considered an overload, and 

(3) a plan to rectify the situation during the semester the 

emergency exists. Should some type of overload 

compensation to the faculty member be deemed 

appropriate by the Dean, a load reduction in the following 

semester is the preferred accommodation. In some cases, 

the faculty member may receive remuneration at the 

adjunct rate in the unit. 

 

MLA Teaching Assignments.  Full-time faculty may 

also teach in the Master of Liberal Arts program, provided 

that they teach no more than two courses within three 

successive years. Teaching MLA courses during the 

summer session does not count against the maximum 

number. 

 

Exempt Staff/Academic Administrator Teaching 
Assignments.  Professional personnel employed by TCU 

are a valuable resource who can serve an important role by 

teaching on an adjunct faculty basis; likewise, periodic 

teaching provides exempt staff members a varied and 

expanded dimension to their professional activities. 

However, exempt staff are employed to provide expertise 

and skills in support areas; their primary responsibility is 

in these areas. The following guidelines govern non-

instructional exempt staff teaching assignments: (1) Full-

time exempt staff will not be approved to teach during 

their normal working hours without express written 

agreement for each course from the appropriate supervisor 

and hiring unit.  (2) Full-time exempt staff will not be 

approved to teach more than one section (usually 3 

semester hours) in a given semester. (3) Full-time exempt 

staff will not be approved to teach more than one section 

during the three summer sessions (i.e., one section in one 

of the sessions). (4) Part-time exempt staff will not be 

approved to teach more than two sections during a given 

semester and may not teach more than two sections during 

the three summer sessions. Part-time exempt staff will not 

be approved to teach sections scheduled at times which 

conflict with their primary responsibilities. (5) No 

compensation will be paid to individuals for teaching 

during their normal working hours for whom teaching is 

part of their job descriptions. (6) All exempt staff (full and 

part time) must obtain the written approval of his/her 

supervisor each time he/she teaches as an adjunct faculty.  

Compensation will be on the basis of adjunct faculty rates. 

No compensation will be based on a percentage of salary 

or on a commission basis. 

Academic administrative personnel normally are not 

compensated for teaching assignments.  In order for an 

academic administrator to receive additional compensation 

for teaching, each of the following criteria must be met: 

(1) The administrator should not hold an academic 

appointment in the department in which the course is to be 

offered. (2) The course must be offered in the evening or at 

a time beyond the administratorôs normal work schedule.  

In other words, teaching the course must be viewed as 

above the normal responsibilities of the administrator. (3) 

Generally the course must be a specialized offering of the 

department or program. This means that few, if any, 

faculty members in the department are qualified to teach 

the course. (4) An administrator cannot teach more than 

one course per year at additional compensation. (5) 

Compensation will be based on adjunct faculty rates. Any 

exception to these guidelines must be approved by the 

Provost/Vice Chancellor for Academic Affairs. 

Individuals employed in positions classified as 

nonexempt staff will not be approved for teaching 

assignments. 

 

Leaves of Absence - Faculty.  The University supports a 

plan of leaves of absence with pay for full-time faculty. 

The term of such leave will be one semester or two 

semesters. Remuneration will be full salary for a leave of 

one semester or half-salary for a leave of two semesters.  

Normally, leaves are awarded only to tenured faculty who 

have been at TCU for seven years. Seven years usually 

must pass between leaves. Faculty who receive leaves with 

pay assume a contractual obligation to return to the 

University for at least one year. 

The faculty member should request his/her leave to the 

Provost/Vice Chancellor for Academic Affairs through the 

department chairman and dean, who must submit covering 

letters. The application should give a clear statement of 

objectives and plans for the period requested. A full up-to-

date curriculum vita should accompany the request. 

Applications must be received by the Provost/Vice 

Chancellor no later than November 15 of the academic 

year preceding the leave. Announcements will be made on 

or around December 15. Priority will be given those 

requests that will serve the teaching and research 

competence and productivity of faculty in their positions at 

TCU. It is expected that applicants will make every effort 

to obtain outside financial assistance. 

Faculty development leaves are intended to reduce 

teaching obligations so that recipients can concentrate their 

energy and time on research and creative activity. 

Similarly, faculty on a development leave should minimize 

their service obligations and if they are chairing a 

committee, this responsibility should be relieved until the 

end of the leave. 

Leaves of absence without pay for the purpose of further 

study, military duty and other appropriate reasons may be 

granted by the Provost/Vice Chancellor for Academic 

Affairs on the recommendation of the appropriate dean or 

administrative official. They will be granted for good 

cause for the period requested which falls within the term 

of the appointment. Where possible, such absence should 

be planned so as to interfere with work of the University as 

little as possible. Requests should be filed at the earliest 

possible date but at least several months in advance. 
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Faculty membersô insurance and other benefits may be 

kept in force provided prior arrangements and the 

necessary changes have been made with the Human 

Resources Department. Tuition remission for spouse 

and/or dependents will not continue. The University, upon 

approval by the Provost/Vice Chancellor for Academic 

Affairs, will make available an interest-bearing note in the 

amount of the tuition charges. If the faculty member 

returns for at least one full academic year of employment, 

the principal and interest will be cancelled. 

The University, in compliance with the Family and 

Medical Leave Act of 1993, provides up to twelve weeks 

of leave to eligible faculty and staff in the following 

situations:  (1) childbirth, adoption or acceptance of a 

foster child; (2) to care for a seriously ill spouse, domestic 

partner, child, or parent; (3) for the personôs own serious 

illness. Leave is granted provided certain conditions are 

met. See University policies 6.015 (Sick Leave) and 6.025 

(Leaves of Absence) for more information or contact the 

human resources department. 

 

Sick Leave.  Faculty with fewer than six years of 

employment at TCU are eligible for up to three months of 

paid sick leave plus an additional three months of unpaid 

sick leave.  After six years of employment, these 

allowances double.  It is the policy of TCU to provide 

faculty with paid time off for personal or family illness or 

injury, disability due to pregnancy and childbirth, and the 

birth or adoption of a child to the extent of accrued sick 

leave.  In order to take leave upon the initial date of birth 

or adoption of a child, the child does not have to be ill.  

Sick leave can be used for this purpose so that faculty, 

male and female, may have an opportunity to balance 

career and family.  If both parents are employed by the 

University, only one parent may take sick leave to care for 

the child upon the initial date of birth or adoption.  

For complete information, see University Policies and 

Procedures Manual: Policy 6.015 Sick Leave and 

accompanying Guidelines for Leave to Care for a Child at 

Time of Birth or Adoption. 

 

 

ACADEMIC RESPONSIBILITIES AND 

PROCEDURES 

 

Teaching.  The instruction of students is the first 

purpose of the University and the prime responsibility of 

every faculty member. 

Faculty members must maintain professional 

competency. The University encourages all faculty and 

staff members to continue their formal education, where 

applicable, and to belong to the important learned and 

professional societies in their fields. Contributions to 

professional and other publications are not only 

encouraged, but are considered important to the 

maintenance of professional competency. Faculty 

members are expected to contribute their expertise to 

various university committees. Chairs and deans should 

make a special effort not to allow such work to consume 

an unreasonable amount of the faculty memberôs time. 

Faculty members are urged to accept invitations to 

events given by student organizations. The University 

encourages the involvement of the faculty in the out-of-

class activities of students. 

 

Student Perception of Teaching. Affirming that the 

instruction of students is the first purpose of the University 

and the prime responsibility of every faculty member, the 

University requires that all faculty members provide 

students in their classes with the opportunity to formally 

evaluate instruction in accordance with established 

procedures. 

Such evaluation provides beneficial information to the 

faculty member for the continued improvement of 

instruction and provides one measure of a faculty 

memberôs performance for decisions concerning 

promotion, tenure and merit salary increases. The 

evaluation of all part-time and full-time faculty will occur 

each semester. Requests for formal course evaluations to be 

conducted outside of the normal course evaluation period and which are 

to be used for the evaluation of faculty job performance and 

continuation must be approved by the Chief Academic Officer. 

 

Registration.  Faculty and university staff members are 

expected to serve as needed during the periods of 

registration under the supervision of the dean or 

department head. It is imperative that this important 

process go as smoothly and rapidly as possible. 

 

Class Scheduling.  The compilation of class schedules 

in such a large university is necessarily complex and 

difficult.  

Classes will be scheduled from 8 a.m. - throughout the 

day. So far as possible, classroom assignments and hours 

will be drawn up with every consideration for convenience 

and need, but the teacherôs assignment may be distributed 

throughout the available hours.  Many factors, such as size 

of class, equipment needed, etc., must be considered. 

Consequently, any requests for changes should be 

carefully considered and discussed with the department 

chairman and dean. To avoid conflicts, all changes in the 

published schedule must be cleared by the Registrarôs 

Office. 

 

Class Periods.  All classes and laboratories should begin 

promptly at the scheduled hour and every effort should be 

made to close the periods on time. 

Classes which run beyond the regular time and prevent 

students from reaching their next class have been a cause 

of complaint. Every effort must be made to avoid this 

situation. 

 

Course Syllabus.  Students in each course will be given 

a syllabus very early in the term, preferably on the first 

meeting of a course. A file copy of the syllabus should be 

submitted to the department chair or analogous supervisor. 

A syllabus should include the following:  
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* the goals of the course; 

* a clear statement of course expectations - 

essentially, what students shall be expected to do in 

order to satisfactorily complete the course at different 

performance levels (generally speaking, what does it 

take to get an A, B, C, etc.?);   

* a statement of the faculty member's policies on 

attendance, make-up work, missed exams and the like; 

* information concerning major projects or papers and 

when these assignments must be completed by the 

students; 

* information about the number and dates of the 

exams; 

* a statement reflecting TCU policy regarding 

accommodations under Americans with Disabilities Act 

(ADA).  

* a statement indicating how the instructor can be 

reached and how office hour requirements will be met. 

 

Class Rosters.  Departmental class rosters can be 

produced in each department. Faculty can also access class 

rosters on the Web. New rosters should be produced before 

the first day of class, at the end of the first week of classes, 

and periodically to inform faculty of changes that have 

taken place. 

In all instances, a careful check should be made as soon 

as possible to make sure that the students attending the 

class appear on the class roster. If a student is attending but 

the name is not on the roster, he or she should be instructed 

to contact the Office of the Registrar immediately. If a 

name is listed on the roster, and the student has not 

attended, contact the Office of the Registrar. If, after 

contact with the Office of the Registrar, a name continues 

to appear on the class roster and the student is not in 

attendance, please notify the Office of the Dean of Campus 

Life. Students enrolled for the course for non-credit (or 

audit) are indicated by the symbol ñAUò on the roll. 

 

Office Hours.  In addition to regular classroom and 

laboratory hours, all faculty members should be available 

for consultation at regularly scheduled office hours. This 

schedule should be arranged after consultation with dean 

or department head, and the office hours clearly posted for 

the aid of students. 

 

University Communication.  TCU makes every attempt 

to communicate in a timely and effective manner. The 

University utilizes U.S. mail, campus mail, telephone calls, 

and/or TCU-provided e-mail to communicate official 

University business. Information communicated by TCU 

e-mail (tcu.edu account) is considered an official 

communication from the University. In the event of an 

emergency, the University will most likely communicate 

via e-mail. Most offices use TCU e-mail exclusively to 

communicate important information; therefore, it is 

important to access the TCU e-mail account regularly or 

forward that account to an e-mail account that is accessed 

regularly. It is also imperative to keep address and 

telephone information current. These are maintained via 

FrogNet. 

 

Independent Study Protocol.  Credit bearing courses at 

TCU must be approved by the appropriate school or 

college curriculum committee and, as appropriate, the 

Undergraduate and/or Graduate Council.  Following 

approval at these levels, courses must also be approved by 

the University Council.  This is a critical dimension of 

faculty governance.  On occasion, a credit bearing course 

may be offered on an experimental basis to allow faculty 

to refine the course content and approach before 

submitting it for formal approval.  In these cases, approval 

from the Academic Dean is required and may not be given 

for more than two semesters.  Courses taught as Special 

Problems, Special Projects, Independent Study or Directed 

Study may be offered without Curriculum Committee and 

Council approval if no more than three students are 

enrolled. 

 

Audit Enrollment (Course visitor).  Occasional 

visitation of classes by students is allowed with the consent 

of the instructor. Any extended attendance requires 

enrollment as an auditor. Auditors are admitted to classes 

on a space-available basis only. A non-refundable audit fee 

is charged. TCU Scholars are given the opportunity to 

audit one class (for which auditing is permitted) without 

fee within 12 months after notification of eligibility. TCU 

Scholars will be expected to follow established regulations 

for auditors. The following regulations are applicable:  

l. Certain classes ð laboratory and clinical classes, 

Ranch Management classes, laboratory sections of 

lecture classes, activity and performance classes (e.g., 

various studio art courses, music performance courses 

and ballet classes) ð may not be audited. 

2. The only period during which students may register 

for an audit or change a credit class to audit is from the 

second day of late registration to the last day of late 

registration as published in the University calendar.  It is 

recommended that prospective students consult the 

instructors of courses in which they are interested before 

they register.  Students wishing to audit graduate courses 

must be admitted for graduate studies and have written 

approval of either the instructor of the course for which 

they wish to register or the Dean of the college in which 

the course is taught. 

3. Classroom recitation and participation may be 

restricted at the discretion of the instructor; no grade is 

assigned and no credit is awarded. 

4. If credit is desired, the student must register for and 

repeat the regular course after paying regular tuition. 

5. The auditor's name will appear on the instructor's 

class roster. In order for ñAUò to appear on the student's 

transcript, the instructor must certify at the end of the 

semester that the student has attended as an auditor by 

entering an AU. Auditors who are not approved by the 

instructor should have a final grade NAU recorded on 

the roster. Enrollments with NAU will be omitted from 

the student's record.  
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Student Records.  All permanent academic records of 

students are kept in the Registrarôs Office.  No disciplinary 

actions are ever recorded on a transcript. 

 

The Family Educational Rights and Privacy Act.  TCU 

abides by the Family Educational Rights and Privacy Act 

of 1974, a federal law which provides that the University 

will maintain confidentiality of student records. Faculty 

should be aware of the requirements of The Family 

Educational Rights and Privacy Act as the University 

accords all the rights under the law to its students. No one 

outside the institution shall have access to, nor will the 

institution disclose, any information from studentsô 

educational records without the written consent of the 

student except to personnel with a need to know within the 

institution, to officials of other institutions in which 

students seek to enroll, to persons or organizations 

providing studentsô financial aid, to accrediting agencies 

carrying out their accreditation function, to persons in 

compliance with a judicial order, and to persons in an 

emergency in order to protect the health or safety of 

students or other persons. 

In addition, the parents of a student who have 

established the studentôs status as a dependent according to 

the Internal Revenue Code of 1954, Section 152, may have 

access to student records (student is claimed as a 

dependent on the parentsô most recent tax return). If a 

question arises as to the dependency status of a student, 

please contact the office of the Registrar for clarification. 

All the exceptions to the law outlined above are permitted 

under the Act. 

Within the TCU community, only those members, 

individually or collectively, acting in the studentsô 

educational interest are allowed access to student 

educational records. Those members include personnel in 

the administrative offices of the University and academic 

personnel within the limitations of their need to know.  

At the discretion of the University, TCU may provide 

directory information in accordance with the provision of 

the Act to include studentôs name, address, telephone 

number, e-mail, image, names of parents of dependent 

students, date and place of birth, major field of study, dates 

of attendance, degrees and awards received, the most 

recent previous educational agency or institution attended 

by the student, participation in officially recognized 

activities and sports, and weight and height of members of 

athletic teams. Students may withhold directory 

information by notifying the Registrar in writing. Request 

for non-disclosure will be honored by the institution for 

only one year and authorization to withhold directory 

information must be filed annually in the Registrarôs 

Office. 

The law also provides students with the right to inspect 

and review information contained in the educational 

records, to challenge the content of those records, to have a 

hearing if the outcome of the challenge is unsatisfactory, 

and to submit explanatory statements for inclusion in their 

files if they feel the decisions of the hearing panels are not 

acceptable.  Local policy explaining in detail the proce-

dures to be used by TCU for compliance with the 

provisions of the Act is available in the following offices: 

Provost/Vice Chancellor for Academic Affairs, Vice 

Chancellor for Student Affairs, Dean of Campus Life, 

Registrar, Scholarships and Financial Aid.  

 

Withdrawals from Classes.  After a student has been 

duly enrolled in a class, he or she is considered to be 

officially in that class and responsible for a grade until he 

or she has formally dropped from the class or withdrawn 

from school. Merely discontinuing class attendance does 

not constitute a drop or withdrawal. A student who desires 

to drop a course or withdraw from the University should 

follow the established procedure originating in the 

Registrarôs Office.  The date of withdrawal for purposes of 

tuition adjustment shall be the date of official withdrawal. 

The Registrarôs Office should be consulted for details 

concerning current university withdrawal policy. 

 

Attendance Expectations and Official Absence Policy.  
Regular and punctual class attendance is essential, and no 

assigned work is summarily excused because of absence, 

no matter what the cause. Records of class attendance are 

the responsibility of the faculty, and every courseôs 

syllabus should clearly state the instructorôs policy on class 

attendance and how attendance affects a studentôs final 

evaluation in the course. Students who miss an 

instructional experience are expected to meet with faculty 

to discuss their absence as soon as possible. 

When a student is absent to represent the University (as 

in athletics, chorus, band, national or state meetings of 

organizations represented at TCU), then an Official 

University Absence may be granted by the Campus Life 

Office. Faculty/staff who wish to have an activity 

sanctioned for Official University Absence status, must 

submit the names of all students, including date and hours 

absent from campus, to the Campus Life Office no later 

than one week prior to the date of the activity. The Dean of 

Campus Life reviews and approves the request as 

appropriate and distributes the names to all faculty through 

a weekly e-mail to department heads and administrative 

personnel. Faculty are required to permit students to make 

up work missed because of Official University Absences. 

When a student misses class for any reason other than an 

Official University Absence, the student is expected to 

follow the instructorôs policy as stated in the course 

syllabus. The student should contact his/her instructor as 

soon as possible after he/she knows the absence will occur 

or has occurred. If the cause of the absence is a serious 

illness, catastrophic accident, or family emergency, each 

instructor should assist the student to make up any missed 

work. Time lost through such absences should not 

prejudice class standing. Faculty members should specify 

the appropriate time frame for making up missed work. If 

the cause of the absence is less compelling (choosing to 

miss class, oversleeping), instructors may or may not 

permit the student to make up missed work, and may or 

may not assess a penalty for class absence. 
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If any of the following conditions are true, the faculty 

member should contact the Campus Life Office: 

¶ The faculty member is concerned for the studentôs 
health or well being, or thinks the student needs 

additional help. 

¶ The student has had excessive absences in the 

class. (An instructor should not assume that 

continued absence from class indicates an official 

withdrawal unless confirmed by the Registrar.) 

¶ The faculty member believes the student has been 

untruthful about the cause of his/her absence. 

If the Campus Life Office is working with a student 

regarding an emergency or ongoing personal concerns 

affecting the studentôs academic performance, the 

studentôs faculty will be notified by e-mail or telephone. 

Students are encouraged to use the resources of the 

Campus Life Office if an emergency situation occurs, or if 

assistance is needed to resolve individual concerns. 

 

Disruptive Classroom Behavior and Lack of Academic 

Progress Policy.  Disruptive behavior is prohibited. 

Disruptive behavior includes but is not limited to conduct 

that substantially interferes with or obstructs the teaching 

or learning process.  Civil expression of disagreement with 

the course instructor, during times when the instructor 

permits discussion, is not itself disruptive behavior and is 

not prohibited. 

When any student, acting individually or in concert with 

others, obstructs or disrupts, or attempts to obstruct or 

disrupt any teaching, research, administrative, disciplinary, 

or public service activity, or any other activity authorized 

to be discharged on behalf of the University or held on the 

Universityôs premises, the student may be asked to stop the 

disruptive behavior by an instructor or staff of the 

University.  If the student continues, an instructor/staff 

member is authorized to tell the student to leave the area or 

classroom and, if the student will not leave, to call campus 

police.  

The instructor/staff may immediately call campus police, 

without prior request to the student, if presented with an 

unsafe situation, threatening behavior, violence, or in other 

appropriate circumstances. 

1.  Withdrawal of Student from Class or Other 

Educational Experience 

When a student disrupts a class or other educational 

experience, acts in a threatening manner, is not making 

acceptable academic progress, or if the studentôs behavior 

or lack of preparation is detrimental to the educational 

experience of others or could create an unsafe condition, or 

if the student is compromising the learning environment, 

the instructor may take action to withdraw the student from 

the class or educational experience. 

To do this, the instructor shall provide the student 

written notice of intent to withdraw the student from the 

class or educational experience, with an explanation of the 

instructorôs reason(s), and with a copy to the instructorôs 

department chair (or, when there is no department chair, to 

the associate dean of the instructorôs college or school). 

The notice should schedule a meeting with the student and 

the department chair (or, when there is no department 

chair, with the associate dean or dean of the instructorôs 

college or school) to occur within 7 days of the notice.  

The instructor may bar the student from the class or 

educational experience pending the result of the meeting, 

and the written notice should advise the student if there is 

such a bar.  At the meeting, the student may have one 

advisor.  Following the meeting, the instructor shall decide 

whether to withdraw the student from the class or 

educational experience.  If a student is withdrawn, his or 

her grade will be recommended by the instructor to the 

dean of the instructorôs college or school as either a  ñQò 

or an ñF.ò  The student may appeal this decision within 7 

days in writing to the academic dean or designee.  During 

the studentôs appeal, the student remains withdrawn from 

and is barred from attending the class.   The academic dean 

or his/or her designeeôs decision on this appeal is final. 

2.  Denying Enrollment, Suspension, Expulsion, 

and Other Appropriate Action  

When a student disrupts a class or other educational 

experience, acts in a threatening manner, is not making 

acceptable academic progress, or if the studentôs behavior 

or lack of preparation is detrimental to the educational 

experience of others or could create an unsafe condition, or 

if the student is compromising the learning environment, 

or if the student has acted contrary to the professional or 

ethical standards of the University, a department thereof, 

or a particular field, an academic dean, or the deanôs 

designee,  may additionally: 

A. deny class enrollment to the student; or 

B. suspend or expel the student from the 

University or from one or more of its 

programs; 

C. take other appropriate action.  

The student affected by such a decision by an 

academic dean, or the deanôs designee, may appeal in 

writing within 7 days to the Academic Appeals 

Committee.  The decision of the academic dean (or 

designee) remains in place during the pendency of the 

appeal.  The Academic Appeals Committeeôs decision on 

the matter is final. 

A student so suspended or expelled shall have a grade 

of ñQò or ñFò recorded for each course in progress as 

determined appropriate by the academic dean.  The 

transcript will not record suspension or expulsion. 

3.  Non-students and Non-enrolled Students 

Non-students and students not enrolled in class may 

be permanently removed by an instructor of the class, 

without formal review.  Non-students who disrupt 

University activities may be removed from campus and 

banned from returning. 

4.  Other 

Although some disruptive behavior may be due to a 

mental or physical disorder, as it relates to violence, 

disruptive or threatening behavior, students with such 

disorders will be held to the same standards as others. 

Nothing in this policy limits a person including but not 

limited to an instructor, academic dean, associate dean, or 
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department chair from referring a matter to the Office of 

the Dean of Campus Life or pursuing disciplinary action 

against a student or person through a complaint filed in the 

Office of the Dean of Campus Life. 

This policy is not intended to limit any authorized 

University employee, staff member, official, vice 

chancellor, chancellor, members of the Board of Trustees, 

or a member of the Office of Dean of Campus Life, from 

appropriately addressing behaviors covered by the policy. 

Approved by University Council, May 2005 

 

Class ñWalks.ò  The granting of ñwalksò or early 

dismissal of classes and laboratories is viewed as a grave 

breach of professional and academic integrity by the 

University. This is especially true on days preceding 

holidays. ñWalksò will not be granted at any time unless 

circumstances beyond the control of the faculty member, 

such as sudden illness or emergency, should occur. 

 

Grading.  The Universityôs system of grading and a 

discussion of the grade-point system will be found in the 

Undergraduate Studies Catalog in the bachelorôs degree 

section under Definitions and Regulations, in the Graduate 

Studies Catalog under Academic Rating System, and in the 

Brite Divinity School Catalog under Grading and point 

system. All faculty members should familiarize themselves 

with this section, especially that area dealing with ñIò 

grades and drops. 

A ñQò grade is assigned for a course which is dropped 

with permission of the dean of the school or college of the 

studentôs major (and dean of the school or college in which 

the course is offered, if different) in consultation with the 

instructor of the course when reasonably possible.  

The Universityôs course numbering system will also be 

found in the Catalog. 

 

Grade Rosters.  Faculty members are expected to report 

ñUnsatisfactory Progress Reportsò for students at mid-

semester.  A distinctive set of Web-based grade rosters is 

produced.  Also, final Web-based class rosters for semester 

grade reporting are produced. Information related to the 

deadlines, grades, and the return of the rosters will be e-

mailed.  Grades will be available to students online at the 

end of each semester. At mid-semester, students are 

provided notices by e-mail of the courses in which their 

progress has been reported as unsatisfactory. 

 

Procedures for Grade Appeal. 

Preconditions for a Formal Grade Appeal.  In the 

event a student questions the appropriateness of a grade 

assigned for a course or the results of another critical 

component of a degree requirement (e.g., oral exam, juried 

exhibition, thesis, etc.) the student must first discuss the 

matter with the faculty member(s). These discussions 

between the faculty member and the student should be 

initiated by the student as soon as possible after the grade 

is assigned, but no later than five academic days into the 

next long semester.  The faculty member is expected to 

respond within 5 academic days of the initiation.  If there 

is no response from the faculty member, the student may 

present the issue directly to the department chair.  In the 

event that the faculty member(s) agrees to change the 

grade/decision, the normal process for changing a grade 

shall be followed.  If the student wishes to appeal the 

facultyôs decision after these discussions, he or she must 

follow the formal grade appeals process outlined below. 

Note:  An academic day is defined as a school day on 

which TCU classes are meeting.  Initiation of the 

discussion is any attempt to contact the faculty of record, 

or chair of examination committee in the case of a 

candidacy exam or thesis/dissertation defense, about the 

grade including email or other written correspondence 

(recommended), personal meeting, and telephone call or 

message. 

Formal Grade Appeal: 

1.  Appeal to the Department Chair or appropriate 

Administrator (see Deanôs office for appropriate 

administrator). 

The student may appeal the faculty decision in writing  to 

the department chair or appropriate administrator within 

fifteen academic days of the first day of the next long 

semester if a satisfactory resolution is not reached in the 

initial discussion with the faculty (see exceptions in this 

appeal level).  Exceptions to deadlines set forth herein for 

students in unusual circumstances (for example, studying 

abroad) may be granted in writing by the dean of the 

college/school in which the course (or critical component) 

was offered.  An exception may also be granted by the 

Provost/Vice-Chancellor for Academic Affairs. 

The department chair or appropriate administrator will 

become familiar with the facts of the case by 

communicating with the student and the faculty 

member(s).  The parties have a right to meet with the chair 

without the other party present.  The faculty member or 

examination committee chair will respond in writing  to 

the department chair concerning the studentôs appeal. 

The department chair or appropriate administrator may 

either accept or deny the studentôs appeal.  The chair will 

notify the student and faculty member(s) of his/her 

decision in writing within ten academic days of receiving 

the appeal.  In the event that the department chair accepts 

the studentôs appeal, and no further appeals occur, he/she 

will initiate a grade change through the dean of the college. 

EXCEPTIONS - If the department chair is involved in 

the appeal as the faculty member (one of the faculty 

members), the chair of the department advisory committee 

will assume the departmentôs role in the appeal process.  If 

the department does not have a department advisory 

committee, the chair of the school/college advisory 

committee will assume the department chairôs role in the 

appeal process. 

2.  Appeal to the Academic Dean ð The chairôs 

position may be appealed in writing  by the student or 

faculty member(s) to the appropriate dean within ten 

academic days of the department chairôs decision (see 

exceptions in this appeal level). 
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The dean will become familiar with the facts of the 

case by reading the prior appeal documents and by 

communicating with the student, faculty member(s), and 

the department chair.  The parties have the right to meet 

with the dean without the other party present. 

The academic dean will notify the student, faculty 

member(s), and the department chair of his/her decision in 

writing  within ten academic days of receiving the appeal.  

In the event the dean upholds the studentôs appeal and no 

further appeals occur, the change of grade shall be reported 

by the dean to the registrarôs office. 

EXCEPTIONS - If the dean of the college/school is 

involved in the appeal as the faculty member, the 

appropriate associate dean will assume the deanôs role in 

the appeal process.   

3.  Appeal to the Academic Appeals Committee ð 

The deanôs decision may be appealed in writing  by the 

student, the faculty member(s), or the department chair to 

the Academic Appeals Committee within ten academic 

days of the deanôs decision. 

The appeal by the student, the faculty member(s), or 

the department chair will be sent to the Academic Appeals 

Committee chair in writing.   The material corresponding 

to the appeal should include a letter to the committee 

discussing the reason for the appeal and all pertinent 

documents that support the appeal.  When the appeal is 

received the committee chair will ask the appropriate dean 

for all written documents pertaining to the appeal.  Once 

the chair receives the documents they will be distributed to 

the appropriate committee members for review.  During 

the review of the material, the chair may request other 

documents pertaining to the appeal. The chair will set a 

date for a hearing that will include the appropriate 

committee members, the student, and the faculty 

member(s).  The chair will request that the dean or a 

designee be present to represent the college or school.   

A hearing will take place at which time all parties will 

have an opportunity to discuss their case and committee 

members will ask questions to better understand the 

appeal. 

The committee will confer and come to a decision on 

whether to support the appeal or not.  All parties will be 

notified in writing of the committeeôs decision within ten 

academic days of the hearing.  In the event the committee 

upholds the studentôs appeal, and no further appeals occur, 

the chair will advise the appropriate dean to report the 

change of grade to the registrarôs office. 

The student, faculty member(s) or the chair may 

appeal the committeeôs decision to the Provost of the 

University in writing  within ten academic days of the 

committeeôs decision. 

All questions pertaining to the appeals policy and 

procedures should be addressed to the Chair of the 

Academic Academics Appeals Committee or the Provostôs 

Office. 

 

Final Evaluative Exercise Policy.  Faculty members are 

to administer an appropriate final evaluative exercise in all 

classes. The form of the evaluative exercise may vary 

according to the course level, objective(s) and instructional 

methodology. Prior agreement with the appropriate next 

level administrator is required before omitting a final 

exercise. 

The five-day periods for final examinations at the close 

of the fall and spring semester are published in the 

University Calendar.  Final examinations for evening 

classes are conducted in the regular classrooms during the 

week of final examinations.  If necessary, the final 

examination for evening classes meeting twice a week may 

be scheduled for both of those nights.  The schedule for 

final examinations is to be followed; no final examination 

may be given before the beginning of the final examination 

period (see exception for graduating students). 

If the published final examination schedule would 

require a student to take more than two final examinations 

in a 24-hour period, the student can arrange to take one of 

the exams at another time.  The student shall determine 

which final examination is to be rescheduled.  The 

rescheduled exam shall be given at a time mutually 

agreeable to the student and the faculty member.  A final 

exam may not be rescheduled so as to violate the 24-hour 

rule.  Rescheduling arrangements must be made one week 

prior to the last day of classes.  Unless the student is 

graduating, the exam must be taken during final 

examination week.  Rescheduling of final examinations 

is permitted only for graduating seniors and to meet 

the 24-hour rule. 

 

End of Semester Study Period.  The academic calendar 

provides for a study period between the last day of classes 

and the beginning of final examination week. This study 

period is intended to provide maximum, uninterrupted 

study time. No classes, laboratories, or examinations of 

any kind will be scheduled during this period (see 

exception for graduating students). 

 

Exception to Final Examination and Study Day 

Policies for Graduating Students.  Grades for graduating 

students must be submitted to the Registrar at least 72 

hours prior to commencement exercises. In any term in 

which a Commencement is scheduled, study days and 

Saturday   will be available for faculty to reschedule final 

examinations for graduating students. Final examinations 

originally scheduled after 4:00 p.m. on Wednesday of final 

exam week are rescheduled on the corresponding study 

days and Saturday as required at the same time of day as 

originally scheduled. 

 

Teaching Materials Policy.  Instructional materials 

authored, created, produced or supplied by the course 

instructor may be assigned to be purchased by students for 

a course taught by the author. If such materials are simply 

reproduced for class distribution, the cost charged to 

students may not exceed the cost of reproduction and 

distribution. If the instructor receives direct financial 

benefit, the instructor must disclose the financial benefit 

and the department chair or dean may ask for justification 

before rendering a decision about the appropriateness of 
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the materials. The chair or dean must provide an explicit 

rationale if the instructional materials are judged 

inappropriate.  

 

Instructional Equipment Policy.  Equipment approved 

for purchase by the Provost/Vice Chancellor for Academic 

Affairs for the instructional setting will be inventoried and 

maintained through the Center for Instructional Services. 

Requests and approvals for purchases will come to deans 

through department chairpersons and faculty. Equipment 

housed permanently in an academic building will be 

available for all classes taught in the building. Scheduling 

of the equipment will be handled by the department that 

initially requested the purchase of the equipment, and 

requests will be granted on a first-come/first-served basis. 

Individuals who use equipment in the instructional setting 

are expected to be trained adequately and are responsible 

for contacting the Center for Instructional Services to 

obtain this training. The instructor is responsible for the 

safeguarding of the equipment, and his/her department 

may be held financially responsible if equipment is 

damaged. 

 

eCollege Distance Learning and Web Enhanced 

Courses Procedures and Standards. 

The purpose of these procedures and standards is to 

maintain the high quality of instruction at TCU by 

specifying the procedure for requesting a TCU Online 

course, training requirements, and overall standards for 

Web content.  

Involvement in distance education is an activity 

consistent with the overall mission and purpose of TCU. 

TCU will have a plan to secure and/or make available the 

technology appropriate to support the programs offered.  

TCU makes a financial and administrative commitment to 

maintain distance education programs and to support the 

faculty and learner services needed to ensure an effective 

learning environment. 

Note: The only course management system that is 

supported currently by TCU is eCollege (called TCU 

Online at TCU). TCU Online is supported by the 

eLearning Initiatives staff within the William H. Koehler 

Center for Teaching Excellence 

Definitions 

Distance Learning Course Using Internet (eCourse) is 

fully distance course that is offered over the Internet using 

asynchronous and/or synchronous pedagogies. Currently 

this internet-based course uses a course management 

platform (i.e., eCollege) as the means of transmitting 

information to and from the student. In this type of class, 

there is no face-to-face meeting between instructor and 

students. 

Web-Enhanced Course (eCompanion) is Web-

enhanced (eCompanion) traditional (face-to-face) class 

that uses a course management platform to accompany the 

class. The eCompanion can function in a variety of ways, 

depending on the goals of the course and the desire of the 

professor to enrich his or her course.  Assigned activities 

will vary, depending on the faculty member and the 

discipline. 

eSPOT is an electronic version of the traditional 

SPOT evaluation that includes a section that measures the 

studentsô comfort and experience with technology, and a 

section that measures the mechanics of course delivery 

(i.e., was the system frequently down, was the system easy 

to use, etc).   

Standards for a TCU Online eCourse and 

eCompanions 

1. All eCourses will use at least three methods of 

evaluating student learning.  

2. eCompanions must meet for at least 2/3rd of 

assigned classroom time in the traditional 

classroom. 

3. All eCourses and eCompanions must be 

accessible as defined by Section 508 of the 

United States Access Board. This will help ensure 

that access to Web-based courses is not restrictive 

in its access. All content on eCourses and 

eCompanions need to meet the standards set forth 

in Section 508. These standards are available 

online at http://www.access-

board.gov/sec508/guide/1194.22.htm 

4. All distance learning faculty will have their 

eCourses assessed using the eCollege Assessment 

Tool.  Results will be shared with Department 

Chair or Program Director on an annual basis. 

Those teaching eCompanions are encouraged to 

do the same. 

5. All eCourses will use eSPOT and will use results 

to make modifications to the course. The 

coordination of eSPOT will be done by the Office 

of Institutional Research (as is SPOT). 

6. There is no cost to the student for taking an 

eCompanion course, but a fee will be assessed 

(based on number of credit hours) for each 

student taking an eCourse. 

Training Standards for Faculty Using TCU Online 

1. The faculty member must complete the following 

workshops. This can also be done via individual 

consultations. A certificate will be provided as 

evidence all training has been completed. 

a. Demonstration of eCollege 

b. Building Your Course 

c. Effective Teaching with Course Tools 

d. Online Gradebook 

e. Tips and Tricks for Course Design 

2. It is recommended that the Faculty Member also 

complete the eFaculty Certification Course 

offered through eCollege. 

Approval of an eCompanion course using a Course 

Management Platform (eCollege) 

1. Faculty Member completes the appropriate 

training in eCollege with CTE staff. 

2. Faculty Member requests a course shell for each 

section of an eCompanion from CTE.  

http://www.access-board.gov/sec508/guide/1194.22.htm
http://www.access-board.gov/sec508/guide/1194.22.htm
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3. The Department Chair requests the Registrar to 

modify the attribute assigned to ECOL. 

Approval of an eCourse using a Course Management 

Platform (eCollege) 

1. Faculty Member completes appropriate training in 

eCollege with CTE staff. 

2. Faculty Member submits a proposal to the 

Department Chair or Program Director providing 

a clear and concise written statement of intended 

learning outcomes, instructional strategies, and 

methods used in the delivery of distance 

education for the new eCourse. 

3. Faculty Member uses TCU Online to teach the 

course first as an eCompanion course for at least 

one semester prior to teaching the eCourse.  

Appropriate assessment is reviewed before 

eCompanion course can become a distance 

learning (eCourse) course. 

4. After course has been developed in eCollege and 

taught as an eCompanion course, the Faculty 

Member uses the eCollege Assessment Tool 

and/or SPOT/eSPOT to evaluate the eCollege 

course shell and forwards the results to the 

Department Chair or Program Director. 

5. Department Chair or Program Director reviews 

the eCollege Assessment results (and/or other 

assessment documents) and makes 

recommendations to the faculty member for 

changes. 

6. Upon approval by the Department Chair or 

Program Director, the Department Chair or 

Program Director notifies the Associate Registrar 

to appropriately label the eCourse in the course 

schedule (NOTE: all eCourses must have the 

attribute assigned as ECOL and must have a 

section number of 4**). 

Note:   

The MLA Advisory Committee will be the approving 

party of all new MLA course requests.  The Faculty 

Member will work with the Program Director and 

Associate Provost for Academic Affairs to assess the 

course. The approved MLA course may be delivered as an 

eCourse after approval by Program Director. 

Nursing: Once a course has been approved by the 

appropriate school, college, and university curriculum 

committees, and received approval of the HSN Director, a 

course may be offered as a fully online course (eCourse) in 

the HSN program. 
Approved by Deansô Council, March 2004 

 

Procedures for Ordering Textbooks and Course 

Packets.  Textbook orders are to be placed through the 

TCU Bookstore only.  Any request for a copy of the 

departmental textbook list is to be referred to the director 

of the TCU Bookstore. This information then becomes the 

sole property of Barnes & Noble and should not be 

released elsewhere. 

Through deans and department chairmen, book and 

supply list order forms are processed for each class and 

instructor on the following dates: 

 

   Term                      Due Date to TCU Bookstore 

Fall Semester                          February 14 

Spring Semester                     October 1 

Summer Terms                       February14 

(Please note:  These dates are subject to change depending 

on class start dates.) 

The forms are supplied by the TCU Bookstore about 

four weeks in advance of these due dates and are available 

online through the Bookstore website. Supply lists are due 

into the TCU Bookstore on the same schedule as the book 

lists. Desk copies should be ordered directly from the 

publishers.  Go to www.tcubookstoreonline.com.  Click on 

ñOnline store/textbooks.ò  Then click on ñFacultyò at the 

top of the page.  You can also e-mail the store manager 

direct with that information at SM328@bncollege.com.  

While ñdesk copiesò should be ordered by the individual 

faculty member directly from the publisher, the TCU 

Bookstore will order a teacher copy if requested separately 

on the class book order form by professor.  This additional 

ordered copy will be billed to the department as a 

requisition charge.   

NOTICE:  The sale of textbooks and supplies directly to 

students by individuals employed at TCU or through 

departments is strictly prohibited. 

Faculty members are encouraged to make careful 

distinction between books that are required and those that 

only are recommended. After the start of classes, or in the 

event of delayed delivery, the TCU Bookstore will be glad 

to take special orders for books not in stock.  Every effort 

will be taken to secure the books and provide timely 

delivery. 

 

Outside Speakers.  TCU welcomes the presentation and 

discussion of diverse points of view through speakers 

sponsored by recognized campus organizations. 

There is no absolute right on the part of any organization 

to assemble and hear a speech at any particular time or 

place and under any and all circumstances. However, the 

fact that speaker may be provocative or strike at prejudices 

and hold views contrary to those held on campus is not in 

itself a basis for the denial of the right of an organization 

to hear him or her. 

No prior approval is needed for departmental or faculty 

invitations to speakers before classes or seminars or for 

guest speakers off campus. If there is a question 

concerning the wisdom of inviting a speaker by a student 

organization, it should be referred to the Public 

Presentation Committee. If there is a question concerning 

the wisdom of inviting a speaker presented or sponsored 

by an academic department it should be referred through 

academic channels. 

 

Discipline Students.  When discipline problems occur, 

every effort is made to deal with each case individually 

and to protect the interests of the student, as well as the 

http://www.tcubookstoreonline.com/
mailto:SM328@bncollege.com
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interests of the University. Professional student affairs 

personnel attempt to assist individual students with any 

problem that might impede successful educational 

progress.  

All members of the university community share 

responsibility for the way that it functions, and each 

student, staff and faculty member has not only the right but 

also the obligation to submit significant rules infractions to 

the appropriate university office. 

A complete statement of TCU policy concerning student 

conduct can be found in the Undergraduate Studies 

Catalog and in the Student Handbook. 

 

Student-Initiated Withdrawal Policy.  The purpose of 

student-initiated withdrawal from courses is to enhance the 

learning opportunity in a program of study. On recognition 

that a student may lack the back-ground needed for the 

mastery of course content, the subject matter in a course 

does not match student need or interest as anticipated, or 

that course requirements will limit effective appropriation 

of learning in a semesterôs overall program of study, a 

student may officially withdraw from any course until five 

(5) academic days following the published date that mid-

semester reports of unsatisfactory work are due to the 

Registrar. The date of withdrawal for all purposes, 

including tuition adjustment, shall be the date of official 

withdrawal. 

There will be no withdrawals after this date during the 

fall and spring semesters, or a comparable period during a 

shorter session.    

Any student who experiences unusual hardship may seek 

special consideration through a written petition to the dean 

of the college of his or her major. Petitions should, where 

possible, be documented with supporting statements from 

a doctor, counselor, or family member. That a student is 

doing unsatisfactory work in a course will not be taken as 

sufficient reason for special consideration. If, in the 

opinion of the dean, the request is justified, a grade of ñQò 

(dropped by the deanôs permission) may be assigned by the 

dean after consultation with (1) the instructor of the 

course, (2) the chair of the department, and (3) the dean of 

the college in which the course is offered. Any dean 

assigning a ñQò will notify the Registrarôs Office.  

 

Academic Processions and Regalia.  All faculty and 

those staff with advanced degrees and employed on at least 

a three-quarter time basis are expected to participate in 

academic processions held in conjunction with 

convocations, commencements, and other formal 

ceremonies. Reimbursement for one half of the rental fee 

for academic regalia may be obtained through the Office of 

the Provost/Vice Chancellor for Academic Affairs. 

 

 

 

 

 

 

TCU LIBRARY  
 

Mary Couts Burnett Library provides intellectual 

resources, innovative technology tools, and an inspiring 

physical and virtual environment to serve TCUôs diverse 

community of learners, supported by approachable and 

resourceful staff.   

 

Collections Print/Electronic.  Students and faculty have 

access to over 1,500,000 books, CDs, DVDs, videos, and 

nearly 63,000 current journals, electronically and in paper.  

Over 300 databases, many of which include the full text of 

journal articles are available through the libraryôs website 

(http://library.tcu.edu).  Examples of popular databases are 

Academic Search Complete, Business Source Complete, 

PsycINFO and Science Direct. 

Materials are arranged according to the Library of 

Congress system in open stacks for convenient access to 

most items.  A music library and audio center and the Brite 

Divinity Library are also located in the Library.  Particular 

collections include Texas, United States, and European 

Union documents; the Archives of the Van Cliburn 

International Piano Competition; the papers of former 

Speaker of the House, James C. Wright, Jr.; the papers of 

Amon G. Carter, Sr.; the University's historical collection; 

and special collections of rare books and manuscripts such 

as the William Luther Lewis Collection of English and 

American Literature. 

 

Reference/Research Services. Reference Librarians 

(http://library.tcu.edu/info/reference.asp#subject) 

providing library and research assistance are available in 

the Information Commons area of the library.  They can be 

contacted in person, by phone, by e-mail or by live text 

messaging as described at:  

http://library.tcu.edu/askalibrarian.asp.  Reference 

Librarians are also subject liaisons for various subjects 

taught at the University.  The Reference Librarians 

regularly teach courses on using the libraryôs resources and 

are willing to schedule individual consultation 

appointments for more in-depth research assistance.  In 

addition, the Reference Librarians are responsible for 

purchasing materials for the libraryôs collections (both 

print & electronic) for their assigned subject disciplines. 

 

Borrowing.  Faculty and staff may borrow items for up 

to four months, with the exception of certain materials, 

such as videotapes and DVDôs, which have shorter loan 

periods.  The book limit is 200.  All items are subject to 

recall after two weeks (one week during the summer), and 

borrowers may incur fines for failure to respond to recalls.  

Payment for lost library materials is the responsibility of 

the borrower.  Items become ñassumed lostò at 22 days 

past the due date and are charged to your account through 

TCU Financial Services.  Items may be renewed by phone, 

through the Libraryôs website (http://library.tcu.edu), or in 

person. 

http://lib.tcu.edu/
http://library.tcu.edu/info/reference.asp#subject
http://library.tcu.edu/askalibrarian.asp
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Periodicals are, generally, non-circulating; however, 

they may be borrowed by special arrangement with the 

Periodicals Department. 

Family members of faculty/staff should get an Affiliate 

ID Card.  To get this card please first visit TCU Human 

Resources to establish an ID number.  The TCU ID Card 

Center will create the ID that the Library Circulation 

department will register to be used as a borrower card.  

This card allows family members to check out up to 5 

books for a period of four weeks.  Fines and charges for 

lost books are ultimately the responsibility of the TCU 

employee. 

 

Interlibrary Loan and Document Delivery.  Library 

materials needed for research that are not in the TCU 

Library collections often may be secured through 

Interlibrary Loan.  Faculty and graduate students have this 

privilege automatically; others should consult with a 

librarian.  This service does not generally incur costs to the 

borrower, but when an item exceeds $19.00 the patron is 

asked to pay one-half of fees.  Interlibrary Loan request 

forms can be found on the library website 

(http://illiad.tcu.edu).  

Additional document delivery services are available.  

Faculty may request that the Library arrange for document 

delivery accounts, so journal articles can be ordered and 

received by fax or down-loading without library 

mediation.  The Library provides these accounts in lieu of 

subscribing to some journals.    

 

Reciprocal Faculty Borrower Cards.  TCU Participates 

in two programs that extend borrowing privileges.  

TexShare enables borrowing privileges at most academic 

libraries in Texas.  Please see the Circulation Staff to issue 

the TexShare Borrowing Card.  Borrowers should be ready 

to abide by whatever conditions or rules are set by the 

lending institution.  Faculty seeking to use libraries out of 

the region or state can see if the Reciprocal Faculty 

Borrowing Program would suit their needs.  This is a 

program developed by the Research Libraries Advisory 

Committee of OCLC (Online Computer Library Center) to 

give faculty at RFBP institutions borrowing privileges and 

on-site access to the collections of other participating 

academic research libraries. It is not a part of WorldCat 

Resource Sharing. Program participation is restricted to 

those academic research institutions that meet specific 

measurable requirements.  Faculty should ask the 

Reference Librarians about the OCLC reciprocal program. 

 

Library Acquisitions.  A book approval plan, delineated 

by academic departments, to assist in the selection of 

current publications is supplied by the Library.  The 

Library invites the participation of the University 

community in recommending materials for purchase.  

Faculty requests are generally charged to the Libraryôs 

departmental allocations in the books account. 

The Acquisitions Department furnishes request slips for 

book orders, and book orders may be placed through an 

online order form available from the libraryôs website 

(http://library.tcu.edu/services/faculty.asp).  Complete 

information, including priority rating, should be filled in 

on all order forms.  Please note that the RUSH designation 

is only for items that are urgently needed. 

Questions concerning acquisition of new periodical 

subscriptions should be directed to the departmental library 

liaison or to the Collection Development Librarian. 

 

Photocopying.  The Library has several photocopying 

and microform machines, and for a small fee individuals 

may make copies of pages from library materials.  Copiers 

and microform machines are outfitted with equipment to 

use TCU ID cards (students only), faculty departmental ID 

cards for department charge back (please contact the 

library administrative office to request a card), or coin/bill 

acceptors to accept payment.   

Copyright Law of the United States (Title 17, U.S. 

Code) governs the making of photocopies or other 

reproductions of copyrighted materials.  It is the 

responsibility of the persons making the copies to adhere 

to the copyright laws, and they are liable for any 

infringement. 

 

Placing Materials on Reserve.  Instructors should bring 

their reserve lists to the Library Reserve Desk in the 

Circulation department at least two weeks before 

assignments are made in class.  Standard reserve forms 

may be obtained from the Circulation department or online 

forms are available at 

http://library.tcu.edu/howto/reserve.asp.  Electronic reserve 

is also an option.  For further information call the 

Circulation department at 257-6113. 

 

Class Visits to the Library.  Basic Library Orientation 

sessions for TCU freshmen, sophomores and transfer 

students may be scheduled with Laura Steinbach, 

Orientation Librarian by calling 817-257-7117 or 257-

7311. An online request form is available on the libraryôs 

website 

(http://library.tcu.edu/howto/orientation/requests.asp).  

Advanced Bibliographic Instruction is offered by a 

subject specialist within the TCU Library Reference 

Department. These librarians provide in-depth resource 

demonstrations specifically related to your course topic(s). 

Please refer to our Reference Department Staff Directory 

(http://library.tcu.edu/info/reference.asp#subject) for 

subject librarian contact information. 

 

Faculty Research Rooms.  A limited number of study 

rooms are available for assignment to faculty members 

engaged in research. Priority in assignment is made by the 

University Library Committee and the Dean of the Library.  

Application forms are obtained from the Library 

Administration office. 

 

Scholarôs Study.  Graduate students may apply for 

reserved study space in the library, awarded on an annual 

basis.  Selection is based on the need for in-building 

http://illiad.tcu.edu/
http://library.tcu.edu/services/faculty.asp
http://library.tcu.edu/
http://library.tcu.edu/info/reference.asp#subject
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library resources.  For more information, please contact the 

Library Administrative Office. 

 

Information Commons.  Reference Librarians (Library 

and research assistance) and Technology Resources 

Consultants (computing assistance) are available at the 

Information Commons located within the library.  TCUôs 

Center for Writing (http://www.wrt.tcu.edu) maintains an 

annex office in the Information Commons Computer Lab 

and has evening office hours.  The Information Commons 

Computer Lab has over 110 computers, PC and MAC, 

along with 50 PC and five Mac laptops available for use in 

the Library on the campus WiFi network.  Six Frog Pods, 

collaborative group computing spaces, are available to 

students and can be reserved at the Information Commons 

Desk. 

The Library maintains 24 hours for five of the seven 

days a week that it is open during the fall and spring terms.  

Operating hours are available from the libraryôs website 

(http://library.tcu.edu/info/hours.asp). Different 

environments for studying include group study rooms and 

various ñquiet zonesò throughout the building.   The 

scholarly materials are supplemented by the popular 

reading or bestseller authors collection located next to 

Bistro Burnett where you can enjoy coffee and a variety of 

refreshments.   
 

 

SPONSORED RESEARCH 

 

Texas Christian University recognizes the importance of 

research and creative activities as a necessary function of a 

true university. When properly oriented, it is a valuable 

ingredient complementing the teaching function of the 

university. It is one of the principal means of faculty 

creativity, initiative and enterprise. When properly 

performed, it will bring honor and prestige to the faculty 

and the university, as well as attract support and additional 

competent faculty and students, particularly graduate 

faculty and students. Research is, therefore, actively 

encouraged by the University. 

The University is principally interested in encouraging 

basic research. ñBasicò research is the discovery of new 

knowledge rather than the routine application of existing 

knowledge. TCU recognizes, however, that complex 

problems of modern society frequently require the highest 

order of creativity for solutions. The creative search for 

means of applying basic truths to such complex problems 

is considered to be within the proper domain of the 

University. When faced with the necessity for making a 

value judgment in specific areas, the faculty member 

should ask the question, ñWill the proposed research lead 

to results suitable for publication in the open literature of 

my field, as a thesis, or as a doctoral dissertation?ò  If the 

answer is not clearly in the affirmative, it is highly 

questionable whether the task lies within the proper 

domain in the University. 

The University will expect all members of the faculty to 

engage in such research and creative endeavor as is 

necessarily concomitant with instruction. In addition, it 

will expect all graduate faculty and instructors to engage in 

individual research projects or other productive and 

creative endeavors as befits a community of scholars and is 

in keeping with the responsibilities inherent in the 

direction of theses and dissertations. 

All research proposals and contracts submitted for 

extramural funding must be routed for internal approvals 

through the Purple Sheets found at https://grants.tcu.edu. 

Internal approvals include the chair of the department 

submitting the proposal, the dean of the college submitting 

the proposal, the Controller, the Director of Sponsored 

Research and the Associate Provost for Academic Affairs. 

Routing should begin at least four working days prior to 

the submission of the proposal and include the proposal, 

budget, budget justification, application and other pertinent 

documents. 

The Office of Sponsored Research (OSR) is responsible 

for procuring the signature of the Chancellor when 

necessary and such other signatures as needed. The office 

maintains a number of electronic sources of support for 

research and provides sponsored programs information 

under External Grants/Contracts Information. Up-to-date 

reports on sponsored research at TCU are also a 

responsibility of this office.  

Procedures for preparing proposals, details concerning 

the conduct of research and creative activities, and related 

policies may be found on the OSR Home Page at 

www.sponsoredresearch.tcu.edu. The OSR is eager to 

work together with faculty and staff for successful grant 

award outcomes; therefore, for answers to research-related 

questions, please call 817-257-7516. 

 

 

 

 

https://grants.tcu.edu/
http://www.sponsoredresearch.tcu.edu/
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Staff Assembly 
The TCU Staff Assembly was established in 1999 to provide an opportunity to discuss issues and address concerns of all 

staff. The Assembly consists of both exempt and nonexempt staff, representing all areas of the University. Meetings, held 

monthly from September to May, may include invited guests and guest speakers. Elections are conducted in the spring and 

delegates are selected by their peers for two-year, renewable terms. Directed by an Executive Committee of officers, the Staff 

Assembly also has a number of committees to carry out its work: elections, professional development, policy review, 

community service, committee on committees, Web page and college resource program. 

 

 

 

BYLAWS FOR THE CONSTITUTION OF THE TCU STAFF ASSEMBLY
 

I.  MISSION AND VISION STATEMENTS 

The mission of the Staff Assembly is to initiate 

communication among staff by providing a forum for 

expression and exchange of ideas and serve as an advocate 

for staff with administration. 

The vision of the Staff Assembly is to foster a superior 

work environment with highly-motivated staff. 

 

II.  JURISDICTION, DUTIES, AND POWERS 

The Staff Assembly shall study, consider, and exchange 

ideas concerning issues affecting Staff. 

The Staff Assembly shall seek, devise, and propose to 

the Administration, as appropriate, new programs, 

modifications of current programs, or solutions to 

problems. 

The Staff Assembly shall review proposed policies 

and/or programs referred by the Administration. 

The Staff Assembly shall provide a communication 

channel between Staff and the University Administration. 

 

III.  REPRESENTATION AND COMPOSITION 
A.  Representation 

     The Staff Assembly represents all non-faculty staff 

employed in a regular-budgeted/grant-funded position of at 

least 3/4 time. 

B.  Composition 

     One Representative shall be elected for every 20 

staff members in each Chancellorôs/Vice Chancellorôs 

division. The Executive Committee has the authority to 

appoint, at their discretion, up to three members-at-large to 

the Assembly for a 2-year term of office. The Director of 

Human Resources shall serve as a resource for the Staff 

Assembly.  

C.  Terms of Office 

    Terms of office shall begin June 1. The term of office 

of all Representatives shall be two years, with half of the 

members elected in each year. In the initial election, one- 

half of the Representatives shall be elected to a one-year 

term. 

 

 

 

 

 

IV.  STRUCTURE OF THE STAFF ASSEMBLY 
A.  Officers 

         1) The Executive Committee shall be comprised of 

the Officers of the Assembly, the Chair, Chair-elect, 

Immediate Past Chair, Historian, Parliamentarian, 

Treasurer, Secretary, and Assistant Secretary. 

         2) The Chair-elect, Secretary, and Assistant Secretary 

shall be elected by the Assembly at the last meeting of the  

year, and the term of office shall be one year. The 

incumbent Chair-elect shall become Chair. 

a) Eligibility for Office 

               Any Representative who is currently serving on 

Staff Assembly is eligible for nomination to any office, 

providing there is at least one year remaining in an existing 

term or if he or she has been re-elected. If the Assembly 

term of the Chair-elect shall expire before the conclusion 

of the Chair-electôs term of office as Chair, he or she shall 

assume the office of Chair as an ex-officio member of the 

Assembly. 

b) Vacancies 

                In the event of a vacancy in the office of Chair, 

the Chair-elect becomes Chair, and the Assembly elects a 

new Chair-elect. In the event of a vacancy in the offices of 

Chair-elect, Secretary, or Assistant Secretary, a new Chair-

elect, Secretary, or Assistant Secretary, shall be elected by 

the Assembly. Election of officers to fill these vacancies 

shall be administered by the Staff Election Committee 

within 30 working days of the occurrence of the vacancy. 

3) Appointed Positions 

a)  Parliamentarian 

                By the first meeting the Chair shall, with the 

approval of the Executive Committee, appoint a 

Parliamentarian for the following year from among the 

elected members. 

b)  Historian 

                By the first meeting the Chair shall, with the 

approval of the Executive Committee, appoint a Historian 

for the following year from among the elected members. 

c)  Treasurer 

     By the first meeting of each year, the Chair shall, 

with the approval of the Executive Committee, appoint a 

Treasurer from among the elected members. 
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B.  Standing Committees 

  1) The Standing Committees of the Staff Assembly 

shall be as follows: 

            College Resource Committee 

            Committee on Committees 

            Community Service Committee 

            Election Committee 

            Policy and Advocacy Committee 

            Professional Development Committee 

            Media and Communications Committee 

  2)  Staff Assembly Committees shall meet as needed 

during the year at 3:30 p.m. unless otherwise scheduled.  

  3)  Committees shall meet as needed with the Chair 

of the Staff Assembly. 

C.  Meetings of the Staff Assembly 

  1)  The Staff Assembly shall meet on the first 

Tuesday of each month from September to May, with the 

exception of January, at 3:30 p.m.  Special meetings may 

be called by the Executive Committee. 

  2)  The Chancellor or his or her designee will be 

invited to provide reports of an appropriate interest at the 

regular meetings of the Staff Assembly. 

  3)  The Staff Assembly shall conduct its meetings 

according to the current edition of Robertôs Rules of 

Order. 

  4)  No business shall be transacted at a meeting 

unless a quorum is present and continues to be present at 

the meeting. A quorum shall consist of a simple majority 

of the membership. 

  5)  The Staff Assembly shall be granted released 

time to attend Staff Assembly Meetings. Work schedules 

shall be adjusted as necessary. 

 

V.  RESPONSIBILITIES OF REPRESENTATIVES  

                         AND OFFICERS 

A.  Representativesô Responsibilities 

  1)  Communicate with their constituencies both 

formally and informally.  

  2)  Serve on Assembly committees and attend 

committee meetings. 

  3)  Attendance Policy 

   If a Representative misses two meetings during 

the year, the Assembly secretary shall notify the incumbent 

and inquire as to the Representativeôs intentions. Should 

the Representative wish to vacate the seat, the person 

receiving the second highest number of votes will assume 

the seat. If a third absence occurs, it will be assumed that 

the incumbent has vacated the seat. Within three (3) weeks 

of the third absence, a written appeal for reinstatement 

outlining the extenuating circumstances can be made to the 

Executive Committee of the Staff Assembly. Prior to the 

next Staff Assembly meeting, the Executive Committee 

will inform the Representative of its decision regarding 

reinstatement or replacement by the first alternate. 

B.  Executive Committee Responsibilities 

  1)  Serve as members of the Staff Assembly 

Executive Committee. 

  2)  Fulfill responsibilities as listed in the Assembly 

Bylaws. 

  3)  Meet with the Chancellor as needed. 

  4)  Attend meetings. 

   a)  Meets as an executive committee on the third 

Tuesday of each month. 

   b)  Executive Committee members may meet as 

deemed necessary and shall act on behalf of the Assembly 

on matters that, in their judgment, cannot be deferred. 

C.  Chairôs Responsibilities 

  1)  Schedule meetings of the Executive Committee 

during the summer to plan upcoming yearôs agenda items 

and committee charges. 

  2)  Plan agenda for all regularly scheduled Assembly 

meetings in consultation with the Executive Committee 

and committee chairs. 

  3)  Meet with the Chair of the Faculty Senate at least 

once a semester and other University committees as 

deemed necessary. 

  4)  Invite Skiff reporter to cover all the regularly 

scheduled Assembly meetings during the year. 

  5)  Schedule and plan an orientation meeting for the 

Assembly committee chairs. 

  6)  Oversee an annual review of the bylaws by the 

Executive Committee. 

  7)  Prepare an annual report for the final Assembly 

meeting of the year outlining those charges that have been 

successfully completed and those that are pending. 

  8)  Distribute the Annual Report to the Chancellor 

and all of the membership. 

  9)  Discuss and submit budget to the Chancellor for 

the upcoming year. 

  10)  Represent the Staff Assembly at the opening day 

Faculty/Staff luncheon and other University events as 

deemed necessary. 

D.  Chair-electôs Responsibilities 

  1)  Assist the Chair in planning the agenda for Staff 

Assembly meetings. 

  2)  Serve as Chair of the Staff Assembly in the 

absence of the Chair. 

E.  Secretaryôs Responsibilities  

  1)  Take minutes at all formal Assembly meetings. 

  2)  At least one week before the next meeting, 

distribute the minutes of the previous meeting to all 

Representatives. 

  3)  Take attendance and record it in the minutes. 

  4)  Distribute the agenda for any Assembly meeting 

or special meeting. 

F.  Assistant Secretaryôs Responsibilities 

  1)  The principal duty of the Assistant Secretary is to 

conduct the annual Staff Assembly elections in 

consultation with the Staff Election Committee. 

   a)  Obtain an official staff list from Human 

Resources. 

   b)  Determine the number of Representatives 

allocated from each unit of the University. 

   c) Canvas eligible staff members as to their 

willingness to serve on the Staff Assembly. 

   d)  Conduct an election for each division and, if 

necessary, a final, runoff ballot. 
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   e)  Fill vacancies which may occur between 

elections. 

  2)  Conduct any other elections required by the Staff 

Assembly. 

G.  Parliamentarian Responsibilities 

  1)  The Parliamentarian shall serve as the arbitrator 

for all procedural questions that come before the Staff 

Assembly. 

H.  Historian Responsibilities 

  1)  The Historian documents and preserves the key 

events and highlights of Staff Assembly. This can be done 

by, but not limited to photographs, video and other media. 

I.  Treasurerôs Responsibilities 

1)  Oversee expenditure of funds from budget 

approved by Executive Committee. Attend budget 

management training. 

 

VI.  STANDING COMMITTEE CHARGES 
The College Resource Committee shall be responsible 

for coordinating programs to educate TCU employees and 

their dependents concerning their benefits and the 

processes entailed in becoming a college student. 

The Committee on Committees represents the interests 

of the Staff in the structure, functions, and membership of 

the University Committees, and through the Executive 

Committee to nominate members for all University 

Committees. The committee also nominates candidates for 

Assembly Offices. 

The Community Service Committee shall be 

responsible for identifying, coordinating, and promoting 

community outreach projects. 

The Election Committee shall assist with the initiating, 

publicizing, conducting and tabulating of nominations and 

results for all necessary elections. The chair of the Election 

Committee shall be the Assistant Secretary. 

The Policy and Advocacy Committee shall review and 

make recommendations to the Assembly concerning 

University policies, procedures, directives, etc. especially 

as they relate to advocacy for TCU Staff. The committee 

will also be responsible for identifying and addressing 

additional ways to advocate for the needs of staff at TCU. 

The Professional Development Committee shall be 

responsible for at least one workshop a semester. 

The Media and Communications Committee shall be 

responsible for creating and maintaining the Staff 

Assembly website and any other media that promotes or 

communicates Staff Assembly activities. 

The Staff Assembly may establish such standing and ad 

hoc committees as it deems appropriate. The Executive 

Committee shall appoint the members and the Chair shall 

designate the chair of any such committee.  Such members 

and chairs shall serve during the Staff Assembly Chairôs 

term of office unless the committee is earlier dissolved or 

the Chair acts to remove a member or a committee Chair. 

 

VII. AMENDMENTS AND RATIFICATION  
Amendments to the Bylaws may be proposed by any 

member of the Staff Assembly. The Staff Assembly 

Executive Committee shall review and present for 

consideration the proposed changes, with 

recommendations, to the Staff Assembly. At least 30 days 

before such vote the members of the Staff Assembly shall 

be notified of the proposed amendments. Proposed 

amendments shall become effective when approved by a 

two-thirds majority vote of the Staff Assembly voting 

thereon by ballot and upon ratification by the 

Administration. 

 

 

 

STAFF ASSEMBLY EXECUTIVE 

COMMITTEE  

2011-2012 
 

Chair ï Randy Chambers  Grounds Maintenance 

Chair Elect ï Kim Weber  Technology Resources 

Past Chair ï Angela Kaufman Religious & Spiritual  

     Lif e 

Secretary ï Beth McLaughlin Facility Services 

Asst. Secretary ï Totsy Sturm Human Resources 

Parliamentarian ï Susan Oakley Human Resources 

Historian ï Cindy McPherson Technology Resources 

Treasurer ï Suzie Mahony  Extended Education 

 

 

 

STAFF ASSEMBLY MEM BERS 2011-2012 
 

Ed Adcock (Mechanical & Electrical Maintenance, 2013) 

Mary Jane Allred (Doctorate Nurse Practice, 2012) 

Judy Altenberg-Cyr (Athletics, 2012) 

Lisa Aven (Physical Plant Administration, 2012) 

Cynthia Baker (Engineering, 2012) 

Martha Barron (AddRan, 2013) 

Susan Bartlett (Technology Resources, 2012) 

Walter Betts (Library, 2012) 

Drew Brown (Mechanical & Electrical Maintenance, 

2013) 

Terri Cain (Athletics Administration, 2013) 

Jessica Cates (Career Services, 2012) 

Randy Chambers (Ground Maintenance, 2013) 

Metra Collins (Facility Services, 2012) 

Charme Cone (Development, 2013) 

Beverly Cotton (Brite, 2013) 

Sherry Crenshaw (Advancement Operations, 2013) 

Julie Curry (Registrar, 2012) 

Mike Fazli (TCU Police, 2012) 

Ervey Garcia (TCU Police, 2012) 

Lindsay Gastorf (Honors College, 2012) 

Rosa Gomez (Human Resources, 2012) 

Martha Gonzalez (Human Resources, 2012) 

Julie Graver (TCU Police, 2012) 

Jim Gribble (Library, 2013) 

Andrea Heitz (Advancement Operations, 2012) 

John Hernandez (Housing, 2012) 

Zoanne Hogg (Assessment, 2012) 

Leigh Holland (Intercultural and Outreach Services, 2012) 
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Mary Ruth Jones (Housing/Residence Life, 2012) 

Zoranna Jones (Nursing, 2012) 

Jill Kendle (Library, 2013) 

Stephanie Key (Athletics, 2013) 

Kristin Kirkpatrick (Conference Services, 2012) 

Larry Kitchens (Center for Instructional Services, 2012) 

Karin Lewis (Chancellorôs Office, 2013) 

Joanne Lott (Human Resources, 2012) 

Suzie Mahony (Extended Education, 2012) 

Diana Martinez (Facility Services, 2012) 

Mary Martinez (Office of Admission, 2012) 

Barbara McClellan (Information Security Services, 2012) 

Beth McLaughlin (Facility Services, 2013) 

Cindy McPherson (Technology Resources, 2013) 

Sheri Milhollin (ID Card Services, 2012) 

Carrie Moore (Donor Relations, 2012) 

Cindy Mulkey (Financial Services, 2012) 

Brad Murphey (TCU Police, 2012) 

Betty Nance (Modern Language Studies, 2012) 

Susan Oakley (Human Resources, 2012) 

Gabriel Ogidiagba (Residential Housekeeping, 2012) 

Sue Ott (Music, 2012) 

Joan Owens (Athletics, 2012) 

Sandy Record (Office of Communications, 2013) 

Clyde Ridge (Building & Equipment Maintenance, 2013) 

Charlene Smith (Music, 2013) 

Kathy Smith (Housing/Residence Life, 2012) 

Totsy Sturm (Human Resources, 2012) 

Brad Thompson (Student Activities, 2012) 

Aisha Torrey-Sawyer (Neeley School, 2012) 

Willie Tyler (Facility Services, 2013) 

Doris Wallace (Schieffer School of Journalism, 2012) 

Kim Weber (Technology Resources, 2012) 

Laura Weisbrod (Volleyball, 2013) 

Nancy Weiser (Athletics, 2012) 

James Wilder (Physical Plant, 2012) 

James Williams (Music, 2013) 

Christopher Wood (Office of Admission, 2013) 

Murielle Wright (College of Education, 2012) 

Sali Xhakupi (Facility Services, 2012) 

 

 
 

 

Compensation Policies and 

Procedures 
 

Compensation Philosophy.  As a learning community 

dedicated to ethical leadership, TCUôs compensation 

philosophy must be driven by the Universityôs mission:  To 

educate individuals to think and act as ethical leaders and 

responsible citizens in the global community.  Staff and 

faculty are integral to the fulfillment of this mission and 

the Universityôs compensation system should always 

reflect this commitment. 

Basic to TCUôs compensation philosophy must be the 

recognition that hiring and retaining excellent employees is 

paramount to the Universityôs future achievement.  To 

remain a nationally ranked institution, TCU must be 

committed to providing competitive wages and benefits for 

all employees.  In order to attract, motivate and retain a 

highly qualified and diverse workforce, the Universityôs 

pay and benefits must reflect appropriate market value and 

must be subject to continual re-evaluation.  To that end, 

TCU must ensure that adequate resources are allocated to 

reflect the high priority of employee compensation. 

To be effective, this compensation system must use 

merit-based pay decisions that reflect each employeeôs 

performance and investment in the Universityôs mission.  

As a result, employees can anticipate wage adjustments 

and opportunities for growth.  In addition, the 

compensation system must be fair, equitable, clearly 

communicated and easily understood by all employees. 

 

Additional Jobs.  Staff employed by the University may 

work for other departments at the University and be paid 

for their services by these departments.  The following 

guidelines apply in this situation: 

1. The work may be performed for another 

department within the University providing the 

additional work is performed on the staff 

memberôs own time and is approved in writing by 

the department chair or immediate supervisor for 

the regular job in the primary department. 

2. Vacation time is charged when a staff member is 

absent from his/her primary job in order to carry 

out an assignment for additional compensation. 

3. Conflicts in time between the primary job and the 

temporary assignment must be resolved to the 

satisfaction of the primary job supervisor.  

4. Additional pay for nonexempt staff must comply 

with the Fair Labor Standards Act.  Overtime will 

be calculated for all hours worked in excess of 40 

hours per week. 

5. Payment for all time worked outside a staff 

memberôs regular job will be paid through 

payroll. Payment will almost always result in 

overtime monies for a nonexempt full -time 

position. Contact payroll for assistance in 

submitting the correct form. 

 

Fair Labor Standards Act.  The provisions of the Fair 

Labor Standards Act (FLSA) provide the foundation for 

the Universityôs wage and salary policies and procedures. 

The Fair Labor Standards Act applies to faculty, exempt, 

nonexempt and student staff.  TCU policies comply with 

the following Fair Labor Standards Act Requirements: 

1. Comply with the minimum wage guidelines. 

2. Pay overtime wages to nonexempt employees when 

overtime is worked. 

3. Maintain accurate time and absence records for 

nonexempt employees and students. 

4. Apply FLSA exemption tests to all University 

positions. 
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5. Comply with child labor restrictions. 

6. Comply with the equal pay amendment guidelines. 

For complete information, refer to Policy 5.010 Fair 

Labor Standards Act. 

 

Job Profiles.  Departments must prepare results oriented 

job profiles outlining qualifications and responsibilities for 

each position in the department. Contact Human Resources 

for assistance. These profiles are used for hiring, 

communicating responsibilities to staff and gathering 

market data for salaries paid to comparable jobs. 

 

Overtime.  Overtime is defined as hours actually worked 

or permitted to be worked in excess of 40 hours per week. 

Overtime is calculated at the rate of an additional .5 times 

the average hourly rate of pay. This overtime 

compensation rate is required by the Fair Labor Standards 

Act of 1938, As Amended. For the purpose of calculating 

overtime, holiday, vacation and personal leave are 

considered hours worked. Sick leave is not considered to 

be hours worked. 

 

Performance Management.  The Universityôs 

performance management program provides the staff 

member and supervisor with an opportunity to discuss job-

related objectives and set goals for the future. Staff is 

appraised on an annual basis.  

    For complete information, refer to Policy 2.010 

Performance Evaluation.  

 

Premium Pay.  Premium pay applies when a regular 

staff member is required by a supervisor to work under the 

following situations: 

1.  when the University is closed due to bad weather, 

holidays or other University closings (this does not apply 

to early closings authorized by the Chancellor or his 

designee prior to holidays), 

2.  when additional hours are worked due to being called 

back to work for emergencies, 

3.  working more than 40 hours in a work week, or 

4.  working a non-traditional shift on a regular basis. 

The following chart is a summary of premium pay in 

effect at TCU.   

 

Type of Pay Regular Additional Total 
 Pay Premium Pay 

Bad Weather 1 1.5 2.5 

Callback (4 hour 0 1.5 1.5 
        minimum)    

Christmas Closing 1 1.5 2.5 
(1 hour minimum)    

Easter Sunday 
(1 hour minimum) 

1 2 3 

Holiday Pay 1 2 3 
(1 hour minimum)    

Overtime 1 .5 1.5 

University Closings 1 1 2 
(1 hour minimum)    

Second Shift:  
Majority of hours 
worked between 
4:00 PM and  
12:00 AM 

 $0.50  $0.50  

Third Shift:  
Majority of hours 
worked between 
12:00 AM and 
7:00 AM 

 $1.00 $1.00 

Lead Pay (per 
hour) 

 $1.00  $1.00  

For complete information, refer to policy 6.005, Premium 

Pay.  

Definitions: 

1. The standard week is defined as 40 work hours. 

2. Overtime is defined as any hours worked over 40 in 

one workweek. Overtime must be authorized by a 

supervisor before it is worked. 

3. Bad weather, Christmas closing, holidays and 

University closings are considered as time worked for 

the purpose of calculating overtime. 

4. Days eligible for premium pay are 8 hours long. 

5. Hours worked do not include meal breaks. 

6. Breaks are counted as hours worked if they are 20 

minutes or less. 

If more than one pay procedure applies to a workweek, 

the procedure resulting in maximum compensation to the 

employee is used. Only one pay procedure can be used for 

any one situation during a standard workweek. 

For complete information, refer to Policy 5.001 

Premium Pay. 

If a holiday falls on Saturday, the preceding Friday is 

considered a holiday. If the holiday falls on Sunday, the 

following Monday is considered a holiday. Under these 

circumstances, an employee working both days can receive 

holiday pay for only one of these days. 

Shift differential is paid for the entire shift when four or 

more consecutive hours of the workday fall between  

7:00 p.m. and 7:00 a.m. Shift differential also applies to 

overtime worked in addition to the regular 40-hour 

workweek. 

 

Promotions and Transfers.  A promotion is movement 

to a higher-level position. A transfer is a lateral move to a 

position at the same level. A staff member who receives a 

promotion or transfer should give the immediate 

supervisor a two-week notice. The two-week notice may 

be waived by the supervisor. 

For complete information, refer to Policy 2.005 Transfer 

and Promotion. 

 

Rest Breaks.  Departments may schedule a maximum of 

two rest breaks during an eight-hour workday. Each break 

should be no more than 15 minutes. Rest breaks do not 

accumulate. Unused breaks cannot be added together to 

shorten the workday. 
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Salary Administration Manual for Nonexempt Staff.  A 

salary administration manual for staff has been published 

is available on the HR website at www.tcu.edu under 

Forms and Publications.  Please refer to this manual for 

more complete information about TCUôs staff 

compensation program. 

 

Time Keeping Procedures.  The provisions of the Fair 

Labor Standards Act of 1938, As Amended (FLSA) apply 

to Texas Christian University nonexempt staff positions 

regardless of the source of funding for the positions. This 

law provides the foundation for all time keeping 

procedures at Texas Christian University.  Time sheets 

must accurately reflect all hours worked by students and 

staff.  Departments who hire students should inquire with 

the students to see how many jobs they have on campus as 

over time will be paid after the 40
th

 hour is worked. 

TCU requires departments to keep time records on all 

nonexempt staff. Time records can be generated by using a 

time clock or by having each employee record hours 

worked on a time sheet. TCU supervisors are responsible 
for monitoring the hours worked by employees and 

assuring that TCU is in compliance with the Fair Labor 

Standards Act. Each department should retain all copies of 

time records; vacation-sick leave forms, overtime forms 

and any documentation affecting pay. 

All documentation affecting a nonexempt paycheck 

should be submitted to payroll before 5:00 PM of the pay 

period ending week (overtime, vacation, etc.). 

Departments who have staff working on Friday evenings 

on the last day of the pay period have until Monday 

morning at 10:00 AM to submit time. Employees must 

submit the forms to their manager for approval and retain a 

copy for their files. In the event of a holiday, department 

managers, facilitators, and employees must check the HR 

website (www.hr.tcu.edu) for deadline schedules. In the 

event of holidays and university closings, deadlines will 

accelerate. (Rule of thumb ï the deadlines move up at least 

one day and the due date becomes before 3:00 p.m.) Check 

for schedule changes on www.hr.tcu.edu.  

NOTE:  PAFs are due to HR before Wednesday of the 

pay period ending week. 

Full-time employees at TCU are hired to work an 8-hour 

day. A nonexempt employee must secure authorization in 

advance from the supervisor before working more than 8 

hours in one day or more than 40 hours in one week.  

Nonexempt employees working overtime must be paid for 

the extra hours over 40 each week.  There are no 

exceptions; this will not be waived by an agreement 

between a supervisor and an employee. 

 

Work Week Definition.  A standard workweek consists 

of 40 hours for 52 weeks per year.  TCUôs workweek 

begins at 12:01 a.m. Saturday and ends the following 

Friday at 12:00 midnight.  Supervisors and department 

heads set up the work schedule for each staff member.  

 

 

Employee Relations Policies and 

Procedures 
 

Progressive Counseling.  The University has established 

policies and practices to ensure efficient business 

operations. Staff members who violate these policies, 

practices, and laws are subject to disciplinary action. In 

most cases, such as failure to follow instructions, 

insolence, policy infractions, or inappropriate 

absenteeism/tardiness, the immediate supervisor takes 

corrective action. Normally, progressive counseling is 

applied in the following sequence:  

1.  First Offense ð Verbal Warning 

2.  Second Offense ð Written Warning 

3.  Third Offense ð Separation from the University 

Appropriate action will be determined based on factors 

such as severity, frequency and degree of deviation from 

expectations and length of time involved.  An employeeôs 

employment may be terminated after other disciplinary 

measures have failed or when a first time incident occurs 

that is extremely serious.  Misconduct such as theft, deceit, 

lying, physical abuse, alcohol, drug use on duty, or refusal 

to follow a direct order may result in immediate discharge. 

Supervisors must consult with their vice chancellor and/or 

the director of employee relations before discharging an 

employee. 

 

Conflict Resolution for Staff.  TCU offers measures to 

facilitate conflict resolution. The University provides 

services to work out issues and problems between and 

among campus community members. To that end, a 

conflict resolution facilitator is available to offer services. 

TCU encourages early conflict intervention and provides 

trained mediators to assist staff with conflicts at any level. 

 

Conflict Resolution Policy.  The purpose of this policy 

is to afford all TCU staff employees a prompt and fair 

method for the resolution of work-related problems or 

disputes and to encourage informal dispute resolution 

through discussion and mediation. 

Step 1: Informal Discussion 

¶ The staff member and supervisor discuss the 

conflict and attempt to resolve the issues 

informally. 

¶ Conflict Resolution Facilitator (CRF) schedules 

appointment within 1 day of contact by the 

disputant. 

¶ CRF has 5 days from the initial appointment to 

resolve the conflict before proceeding to 

mediation. 

Step 2: Mediation 

¶ CRF assigns mediators to case within 3 days of 

request.  

¶ Mediators have 10 days, once notified, to conduct 

mediation. 

¶ Mediators may request an extension of time to 

complete mediation. 

http://www.tcu.edu/
http://www.hr.tcu.edu/
http://www.hr.tcu.edu/
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¶ If settled, mediator submits agreement to CRF for 

safekeeping. 

¶ If impasse results, CRF is notified in writing. 

Step 3: Peer Review Board/Provost Review 

¶ CRF has 5 days from date of impasse notification 

to appoint a three-person peer review board and 

designate one member to Chair the panel. 

¶ Panel Chair schedules and conducts the hearing 

within 10 days of the date of the appointment of 

the panel by the CRF. 

¶ Chair has 3 days after board hearing to submit the 

final, written decision to the Provost for review. 

¶ The Provost has 3 days upon notification by the 

Chair to review, concur, and/or modify and 

finalize the board decision. 

¶ The Chair, within 2 days of written notification 

from the Provost, issues a final, written 

decision to all parties to the dispute. 

Step 4: Chancellor Review (Dismissal disputes only) 

¶ Parties may appeal the Peer Review Panel and 

Provost decision to the Chancellor by notifying 

the CRF within 5 days of receipt of the 

decision. 

¶ The CRF has 3 days to notify the Chancellor and 

forward the written Peer Review Panel decision 

for review by the Chancellor. The Chancellor 

issues a final decision within 10 days of the 

CRF notification. 

   For complete information, refer to Policy Number 2.015 

Conflict Resolution ï Staff and 2.016 Conflict Resolution - 

Faculty. 

 

 

Recruitment, Selection, and 

Employment Policies and 

Procedures 
 

Background Checks.  TCU conducts criminal 

background checks on final candidates for all staff hires, 

both exempt and nonexempt. The process must be 

completed prior to an official offer of employment or 

issuance of an appointment letter. 

Background checks must also be conducted for 

volunteers. Individuals working in camps or special 

programs (whether a TCU employee or a person or 

organization which owns or operates a program for 

minors on a college campus) must have an annual 

background check. 

 

Employment Categories.   
1. Regular ð assigned to those positions without an 

identified expiration date.   

2. Temporary Status ð assigned to those positions 

that may or may not be subject to renewal.   

3. Full -Time Staff ð assigned to staff employed 

2,080 hours per year, 40 hours per week, 52 weeks 

per year, i.e., 100% full-time equivalent.  

4.  Part-Time Staff ð assigned to staff employed less 

than 2,080 hours per year. 

 

Employment Role of Human Resources Department.  

The Human Resources Department is responsible for 

recruiting, screening and referring applicants and advising 

supervisors on the selection of new staff members. 

Vacancies are posted on the Human Resources website, 

and all applications must be submitted online. 

Employment opportunities are announced by the Human 

Resources Department through postings on the HR 

website, www.hr.tcu.edu. These postings are revised to 

reflect the latest vacancies. 

 

Exempt Staff Appointments.  Appointment to exempt 

staff is made by the Chancellor or one of the Vice 

Chancellors. Official notification is given by an 

appointment letter. 

 

Introductory Period for Staff.  An introductory period 

of 90 days for staff offers a new employee and the 

supervisor an opportunity to determine the appropriateness 

of the job match. During this period, either party may 

choose to terminate the employment arrangement without 

notice.  

 

Job Postings.  New positions and vacancies must be 

posted a minimum of five working days. A current job 

profile must accompany the Job Requisition when a 

position is posted.  The funding for a position must be 

approved by the Budget Office before a job can be posted. 

 

New Staff Orientation.  All new staff employees attend 

an orientation presented by the Human Resources 

Department. New staff members are released from their 

duties to attend orientation. Time spent in orientation 

counts as time worked. These sessions provide an 

overview of policies, benefits and general information to 

acquaint the new staff with the University. Individual 

departments continue this orientation to familiarize the 

new staff member with his/her job. 

 

Resignation.  Members of the faculty and staff are 

expected to submit written notice regarding intentions to 

resign from the University. Normally the notification to 

resign should provide one semester notice for faculty, a 

30-day notice from exempt staff, and a two-week notice 

for non-exempt staff. The notice should be forwarded to 

the appropriate supervisor or department chairman for 

processing. Every effort should be made to prevent any 

interruption of the regular program or work in progress. 

Exceptions to normal notifications will be handled on a 

case-by-case basis. (For rules governing faculty see 

Tenure Document Sect. III p.12.) 

 

http://www.hr.tcu.edu/
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Temporary Staff.  The Human Resources Department 

administers a temporary staff service to provide assistance 

during short-term absences of regular staff members and 

to provide additional help during times of heavy 

workloads. These employees may apply for available 

regular positions; if selected, they are subject to new hire 

guidelines.   

For complete information, refer to Policy 2.004 

Temporary Staff Policy 

 

University at Will Employment Statement.  Staff is 

employed subject to the at will doctrine of the State of 

Texas, the policies and regulations of the University as 

stated in the current Faculty and Staff Handbook and the 

Personnel Policies Manual, which may be amended 

periodically. 

 

 

Leave Policies and Procedures 
 

Community Service Leave.  Staff members may use up 

to 12 hours of paid time per year off during regularly 

scheduled work hours to participate in approved volunteer 

activities. Staff members must secure supervisor approval 

and must complete satisfactory documentation. Volunteer 

hours are considered release time from normal duties and 

should be reported as hours worked. Volunteer hours are 

not intended to add additional hours to the staff member's 

regularly assigned hours. Volunteer hours do not 

accumulate and may be used only during the specified trial 

period for this program. Volunteer hours are not paid upon 

termination. 

 

Family Medical Leave Act.  Employees are eligible to 

take up to 12 weeks for medical and/or family leave within 

any 12 month period provided they have worked for TCU 

at least one year and for at least 1,250 hours during said 

year. Per government regulations, if an employee is out 

three days or more, he/she should contact Human 

Resources for the required paperwork to initiate FMLA, if 

applicable.  An employee must exhaust all compensable 

time (sick and vacation hours) and thereafter may have to 

take leave without pay if sufficient accruals are not 

available to cover the leave. The employee must present a 

release from his/her treating physician to Human 

Resources before returning to work. The employee will be 

returned to his/her same position or an equivalent position. 

The University, in compliance with the Family and 

Medical Leave Act of 1993, provides up to twelve weeks 

of leave to eligible faculty and staff in the following 

situations: 

1. childbirth, adoption or acceptance of a foster child; 

2. to care for a seriously ill spouse, domestic partner, 

child of 18 years or younger, or parent; or 

3. for the personôs own serious illness.  Leave is 

granted provided certain conditions are met. 

Benefits are not affected by leave with pay.  However, 

vacation and sick leave do not accrue during leave without 

pay.  Insurance coverage continues during leave without 

pay if arrangements are made with the Human Resources 

Department prior to the beginning of the leave.  

Contributions to retirement and tax-deferred annuity plans 

cease during leave without pay. 

Section 585(a) of the National Defense Authorization 

Act for FY 2008 (NDAA) amended the FMLA to provide 

eligible employees working for covered employers 

additional leave rights related to military service. 

An eligible employee who is the spouse, son, daughter, 

parent, or next of kin of a covered service member who is 

recovering from a serious illness or injury sustained in the 

line of duty on active duty, is entitled to up to 26 weeks of 

leave in a single 12-month period to care for the service 

member.  An eligible employee who is the spouse, son, 

daughter, parent of a service member may also request 

FMLA due to a qualifying exigency resulting from the 

personôs active military duty or call to active duty. 

For complete information, refer to Policy 6.020 Family 

and Medical Leave Act. 

For additional information on FMLA amendments, 

please see 

http://www.dol.gov/esa/whd/fmla/NDAA_fmla.htm  

 

Catastrophic Sick Leave Bank Program.  The 

Catastrophic Sick Leave Bank Program gives staff a 

chance to support co-workers who are experiencing a 

catastrophic illness or injury. The program allows eligible 

staff to donate accrued vacation hours to a catastrophic 

sick leave bank program to be used by other eligible staff 

members. This program was developed to create a caring 

environment and because members of the staff have 

expressed a desire to assist their co-workers. While the 

program establishes a mechanism for vacation leave 

transfers, participation is entirely voluntary. Hours will be 

allocated on a first-come, first-served basis. Once the pool 

is exhausted in any given year, the program will cease to 

operate for the balance of that year. 

For complete information, refer to Policy 6.070 

Catastrophic Sick Leave Bank. 

 

Leaves of Absence.  The University recognizes that it 

may be necessary for a staff member to be away from the 

job for personal or professional reasons. Arrangements for 

leave should be made through the appropriate unit head, 

dean or vice chancellor so that the function of the unit is 

carried on with minimum interruption. 

Leaves with pay may be granted for death in the family 

and jury duty. Leaves without pay may be granted for 

personal or professional reasons such as military duty, 

additional education or medical reasons. 

1. Death in the Family:  A short-term leave of absence, 

not to exceed three working days, will be granted to 

the staff member in the event of a death in the 

family.  Arrangements will be made with the 

immediate supervisor.  If additional time off is 

required, it may, with the appropriate approval, be 

charged to vacation. 

http://www.dol.gov/esa/whd/fmla/NDAA_fmla.htm
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2. Jury Duty:  A maximum of two weeks with pay will 

be granted for jury duty.  Pay will not be reduced by 

any amount received as jury pay.  If additional time 

off is required, it may, with the appropriate 

approval, be charged to vacation. 

For more complete information, refer to Policy 6.025 

Leaves of Absence.  

 

Personal Leave.  A full-time nonexempt staff may 

request a maximum of two hours paid personal leave each 

month. Personal leave allows the employee to take care of 

business which can be accomplished only during regular 

work hours and is not covered by other types of leave. This 

may include driverôs license renewal, legal business and 

parent/teacher conferences. Personal leave is granted at 

supervisory discretion and does not accumulate from one 

month to the next. 

 

Sick Leave.  TCU provides staff with paid time off for 

illness or injury, disability due to pregnancy and childbirth, 

and birth or adoption of a child to the extent of accrued 

sick and/or vacation leave.  In order to take leave upon the 

initial date of birth or adoption of a child, the child does 

not have to be ill.  Sick leave and/or vacation can be used 

for this purpose so that staff, male and female, may have 

the opportunity to balance career and family.  If both 

parents are employed by the University, only one parent 

may take sick leave to care for the child upon the initial 

date of birth or adoption.  

A full -time staff member accrues sick leave at the rate of 

eight hours a month. A staff member who works half time 

or more, but less than full time, accrues sick leave on a 

prorated basis. The maximum amount of sick leave 

accrued is 60 days. Sick leave earned during any month of 

employment may be used at any time during that month or 

any following month. Holidays that occur during sick 

leave are not counted as sick leave. Staff members may use 

sick leave for illness or disability occurring while on 

vacation upon submission of proof of admission to a 

hospital during that period. In such cases, the employee 

may not extend the vacation leave beyond the originally 

approved date. The unused portion of the vacation leave 

will remain in the employeeôs vacation accrual for use at a 

future time. 

Upon separation from the University, the staff member 

is not paid for unused sick leave. Unused accrued sick 

leave days are credited upon retirement as time worked for 

purposes of calculation for the Universityôs final 

contribution to a staff memberôs retirement plan. 

A staff member who must be absent from work because 

of illness or injury must notify the supervisor as soon as 

possible. It is the responsibility of the employee to keep 

the supervisor informed of the expected duration of the 

illness and the anticipated date of return to work. A request 

for use of accrued sick leave hours is submitted on 

Employee Self Service at my.tcu.edu and then submitted to 

the supervisor via Supervisor Self Service for approval 

based on department needs. Paper forms are available on 

the HR website www.hr.tcu.edu for employees who do not 

have access to computers. The request is sent to the payroll 

department before 5:00 p.m. of the pay period ending date 

for payment. Vacation leave can be used in the event the 

sick leave balance is reduced to 0 (zero). Negative 

vacation and sick leave balances will result in leave 

without pay status. Staff members can verify their balances 

on Employee Self Service. 

Accumulated sick leave is not paid off at the time of 

termination. However, when a staff member retires, the 

value of any unused sick leave is calculated and a final 

retirement contribution of 11.5% of the leave value is 

made to the staff memberôs retirement fund. 

 

Extended Sick Leave:  Absences for illness or disability 

are charged against accrued sick leave for the first 60 

working days of the illness or disability. If the staff 

member has fewer than 60 working days of accrued sick 

leave, the remainder of the first 60 working days of 

absence will be charged first to accrued vacation and then 

to leave without pay when all paid leave has been 

exhausted. 

A staff member who has been employed continuously 

with the University for at least five years may request up to 

60 additional working days of paid sick leave for absence 

due to illness or disability that extends beyond 60 working 

days. Medical certification of the illness or disability must 

be provided to Human Resources. At that time Human 

Resources will confer with the appropriate Vice 

Chancellor. Staff is eligible for extended medical leave one 

time within a five-year period.  

For complete information, refer to Policy6.015 Sick 

Leave Policy, Extended Medical Leave and accompanying 

Guidelines for Leave to Care for a Child at Time of Birth 

or Adoption. 

 

Vacation.  Exempt staff who work in a regular position 

100% full-time accrue vacation at the rate of 14.67 hours 

per month (22 days per year). 

A full -time nonexempt staff member who has been 

employed by the university for less than ten years accrues 

vacation at the rate of 8 hours per month (12 days per 

year). Those who have been employed ten or more years 

accrue at the rate of 13.33 hours per month (20 days per 

year). 

Staff who work at least 50% time in a regular position, 

but less than 100%, accrue vacation on a prorated basis 

according to the percentage of full-time worked. Vacation 

may not be taken before it is accrued. The maximum 

vacation that may be accrued is the amount earned in 1 1/2 

years. Employees do not continue to accrue hours beyond 

the maximum. Holidays that occur during vacation are not 

charged against vacation accrual. 

A request for use of accrued vacation hours is submitted 

in advance on Employee Self Service at my.tcu.edu and 

then submitted to the supervisor via Supervisor Self 

Service for approval based on department needs. Paper 

forms are available on the HR website www.hr.tcu.edu for 

employees who do not have access to computers. The 

request is sent to the Payroll Department before 5:00 p.m. 

http://www.hr.tcu.edu/
http://www.hr.tcu.edu/
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of the pay period ending date for payment. Negative 

vacation and leave balances will result in leave without 

pay status. Staff members can verify their balances on 

employee self-service.  After separating from the 

University, a staff member with at least 6 months service is 

paid for unused accrued vacation on the pay period 

following separation. Human Resources must receive the 

PAF to terminate services before the vacation can be paid. 

Staff cannot take unused vacation time to extend their 

working time at the University. 

For complete information, refer to Policy 6.001 

Vacation Policy ð Staff. 

 

Electronic Reporting of Leave Time.  Electronic 

reporting of leave time started in January 2011. For 

departments enrolled in our electronic reporting of time, 

employees submit leave time through Employee Self 

Service. Leave time is routed electronically for supervisor 

approval, according to the approval structure established 

by the department manager and/or the delegate. The 

electronic leave form and Manager Self Service are not 

management tools. Human Resources recommends, and 

strongly encourages departments to continue to use their 

current business practices for scheduling and posting 

employee schedules. The implementation of electronic 

leave forms is ongoing, and if your department is not 

currently using the electronic leave form, then paper forms 

should be submitted to report time to the HR office before 

the deadline. When submitting paper forms, the 

department and the employee must keep a copy of the 

request for their records. The original request is sent to the 

payroll department before 5:00 p.m. of the pay period 

ending date for payment. 
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Benefits 
 

Medical, Dental and Vision Insurance.  Active faculty 

and staff employed in regular positions whose full time 

equivalent is 75% or more are eligible the first of the 

month following the date of hire for coverage in the 

medical/dental/vision insurance plans. Enrollment must be 

completed within 30 days of the date of employment. 

Spouses, domestic partners and unmarried dependent 

children up to 26 years old are also eligible for coverage 

with proof of dependent status.  

After the initial 30-day period, faculty and staff may 

enroll in the next annual open enrollment period or in 

cases of a qualifying event. New family members must 

enroll within the first 30 days following marriage or 60 

days after the birth or adoption of a child.   

Faculty and staff who retire in accordance with the 

University definition of retirement, and their eligible 

family members, may continue health insurance coverage 

after retirement. 

Any request for health related and/or claim information 

should be directed to the respective insurance carrier. If a 

situation cannot be resolved between the employee and the 

insurance company, a request for assistance should be 

made to a benefitsô representative in the Human Resources 

department. 

 

Continuation Medical Insurance Coverage (COBRA).  
Under ñqualifying events,ò faculty and staff and their 

covered family members may continue medical insurance 

coverage.  

Faculty, staff and dependents have the right to continue 

coverage for up to 18 months when it would otherwise 

terminate because of the individualôs separation from 

employment or reduction in hours. In the case of divorce, 

legal separation from spouse, or the dependent child 

becoming ineligible, coverage may be continued for up to 

36 months. 

In order to continue insurance, faculty and staff must 

notify the Human Resources Department within 60 days of 

divorce, legal separation or a dependent childôs becoming 

ineligible under the rules of the plan. 

Only persons covered under the group plan when the 

qualifying event occurs are eligible for continuation of 

coverage. In the event that a person on continuation of 

coverage marries or has a child, the new spouse or child 

may be added for coverage. Coverage for such persons 

ends when the original 18 or 36 month period of 

continuation coverage ends.  

 

Flexible Spending Accounts and Pre-tax Insurance 

Premiums.  Participants in the Universityôs group medical, 

dental and vision plans are eligible for payment of 

insurance premiums on a pre-tax basis. Eligible faculty and 

staff may set aside additional funds on a pre-tax basis in 

Flexible Spending Accounts (FSA) for medical, dental and 

vision expenses not covered by insurance and for 

dependent care expenses.  

Year-end W-2 forms reflect the lower taxable income 

resulting from the salary reduction agreement. 

Flexible Spending Account participants sign new salary 

reduction agreements each year during open enrollment in 

the fall for an effective date of January. Changes during 

the year are permitted only with qualifying events.  

 

Life Insurance.  Faculty and staff employed in regular 

positions whose full-time equivalent working status is 75% 

or more are eligible immediately upon employment to 

enroll in the Universityôs life insurance plan. Each eligible 

person receives a basic amount of group term life 

insurance equal to one times annual salary, or $25,000, 

whichever is greater, from the University. Basic life 

insurance benefits reduce by 50% at age 70, but not less 

than $25,000. Eligible employees may also elect 

supplemental life insurance coverage. Supplemental life 

insurance benefits reduce by 50% at age 70. Coverage also 

is available for spouses, domestic partners and unmarried 

dependent children up to 25 years old. The individual pays 

for elective additional insurance and family coverage. 

Enrollment must occur within the first 30 days of 

eligibility or evidence of insurability will be required. 

 

Long-Term Care Insurance.  Faculty and staff 

employed in regular positions whose full-time equivalent 

working status is 75% or more are eligible to enroll in the 

Universityôs long-term care plan.  Enrollment must occur 

within the first 30 days of eligibility or evidence of 

insurability will be required. 

Multiple benefit options are available for long-term care 

expenses such as nursing home facilities, assisted living 

facilities and home health care. 

 

Long-Term Disability Insurance.  Faculty and staff 

employed in regular positions whose full time equivalent 

working status is 75% or more are eligible to enroll in the 

Universityôs long-term disability plan. Enrollment must 

occur within the first 30 days of eligibility or evidence of 

insurability will be required.  

Disability benefits eligibility begins after six months 

after the onset of disability. Benefits provide 60% (Base 

Plan) or 70% (Buy-Up Plan) salary replacement (up to a 

maximum monthly benefit of $10,000). Plan benefits are 

reduced by other income such as Social Security, Workerôs 

Compensation, or retirement plan disability benefits. In no 

case is the monthly benefit less than $100. The plan also 

makes contributions to the basic retirement account for the 

duration of the disability up to the time of retirement age, 

provided the individual has not cashed out the account. 

 

Additional Insurance.  TCU offers six additional 

voluntary benefit programs: 

1. Short Term Disability (Paycheck protection to fill 

gaps before LTD begins) 

2. Personal Accident Indemnity Plan (24 hour on or 

off the job accident coverage) 

3. Maximum Difference Cancer Plan (Cancer expense 

protection) 
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4. Hospital Intensive Care Plan (ICU protection) 

5. Hospital Protection (Broad hospital coverage 

including pregnancy) 

6. Specified Health Event Protection (Heart attack, 

stroke, etc.) 

 

Retirement Contributions.  TCU offers three basic 

retirement plans:  

1. Teachers Insurance and Annuity Association/ 

College Retirement Equities Fund (TIAA/CREF)  

2. Pension Fund of the Christian Church (PFCC) 

3. Tax Deferred Retirement Account (TDRA) through 

the Pension Fund of the Christian Church (PFCC) 

Eligible faculty and staff who have two continuous years 

service with TCU and are employed to work at least 1,000 

hours per year are eligible for membership in one of the 

plans. Occasional faculty and temporary staff are not 

eligible for participation. Enrollment in the plans is not 

automatic but requires completion of the appropriate 

application forms in the Human Resources Department; 

however, the employer contribution will be automatically 

deposited into an employee fund with TIAA-CREF if the 

employee fails to elect one of the three basic retirement 

plans by their deadline date.  

Contributions for faculty and staff are based on an 

annual benefit base salary amount and do not include 

occasional additional pay such as summer school teaching.  

The University contributes an amount equal to 11½% of 

salary for faculty and staff participants in one of the three 

basic retirement plans. 

Participation by faculty and staff in the Pension Fund of 

the Christian Church requires that the participant 

contribute 2.5% of salary in addition to the Universityôs 

contribution. The percentage paid by the participant 

provides a package of long-term disability insurance, death 

benefits and scholarships for dependent children of 

deceased and disabled participants. 

If an employee opts out of the Pension Fund of the 

Christian Church, a TDRA plan is available that does not 

require a 2.5% employee contribution.  This plan does not 

offer disability, death or education benefits. 

 

Supplemental Retirement Plans.  The University offers 

a supplemental retirement plan in the form of tax-deferred 

annuities with the following companies:  Teachers 

Insurance and Annuity Association/College Retirement 

equities Fund (TIAA/CREF), Pension Fund of the 

Christian Church, Fidelity Investments, Travelers/MetLife, 

American Century and the Variable Annuity Life 

Insurance Company (AIG-VALIC). There is no waiting 

period for eligibility for these plans.  The major features of 

the annuity plans are: 

1. Contributions are made to tax-deferred annuities 

by salary reduction and are not included in wages 

for federal income tax purposes until they are 

withdrawn or paid out as a monthly benefit. 

2. Contributions may be made in any amount not to 

exceed the legal maximum limit. 

3. Lump sum withdrawals prior to age 59 ½ are 

subject to a 10% penalty tax in certain 

circumstances.  Contact the Human Resources 

department for additional information. 

4. Contributions are regulated by the Internal 

Revenue Code.  Individual limits vary depending 

on salary, length of service, age, previous 

contributions to a tax-deferred annuity and 

University contributions into a retirement plan. 

 

Retiring with Benefits from TCU.  The Amendment to 

the Age Discrimination in Employment Act of 1975, 

which became effective January 1, 1994, prohibits 

mandatory retirement of any faculty or staff member at any 

age.  

Retirement is possible, beginning at age 55, with a 

minimum of ten years service (five years if employed prior 

to January 1, 2005) in a regular position, provided that 

years of service plus age equal 75.  This is called the Rule 

of 75.  Faculty and staff who retire on this basis are 

eligible for all University benefits provided to retirees.  

Any changes to health insurance elections must be made 

during the open enrollment period preceding the date of 

retirement. All coverage must be in effect at least three 

months prior to retirement. 

Faculty or staff members planning to retire should 

contact the Human Resources Department several months 

prior to retirement so that arrangements can be made for 

retirement and health insurance benefits. 

For complete information, refer to Policy 2.030 

Retirement. 

 

Tuition Assistance.  The tuition assistance program is 

available to faculty and staff members employed in regular 

positions whose full time equivalent (FTE) is equal to or 

greater than 75%.  Assistance applies to academic credit 

tuition only; it does not include books, fees or any other 

charges. 

For faculty and staff participating in the tuition 

assistance benefit, the general fee is $25 per credit hour.  

For dependents, the general fee is $80 per credit hour or 

$925 per semester for 12 or more hours of coursework. 

Eligibility of the faculty or staff member for this benefit 

begins upon completion of six months of employment at 

the University.  Thereafter, the faculty and staff member 

may participate in the next regularly scheduled semester or 

summer term. 

Authorization to take classes during working hours must 

be obtained from the supervisor before enrolling in the 

class.  Work time lost to attend classes must be made up. 

Dependents of faculty and staff become eligible for a 

waiver of 50% of TCU tuition after one year of service and 

100% of TCU tuition after three years of service.  

Thereafter, the dependent may participate at the 

appropriate benefit level in the next regularly scheduled 

semester or summer term.  

Dependent children are eligible for undergraduate 

programs only.  Dependents may receive tuition assistance 

benefits through the semester in which the child reaches 
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age 24.  This benefit has a maximum limit of 10% above 

the number of semester hours required for a specific 

program of study. 

Spouses and domestic partners are eligible for tuition 

assistance toward the completion of either one 

undergraduate or one graduate degree only. 

Reimbursement of full community college tuition will be 

provided for dependent children who do not meet TCU 

admission requirements and attend Tarrant County College 

or a community college in a county adjacent to Tarrant 

County.  This applies to dependent children of eligible 

faculty and staff after one year of service, regardless of 

hire date. 

Tuition reimbursement does not cover the educational 

costs of certificates, vocational or trade programs. 

Tuition assistance funds may not be combined with any 

other grant or scholarship awards designated as tuition 

awards.  This includes, but is not limited to academic 

scholarships, need based grants (with the exception of the 

Federal Pell Grant) and TCU activity awards. 

Dependent children demonstrating academic excellence 

may be recognized as recipients of academic scholarships.  

The monetary proceeds of these awards will not be 

combined with the tuition benefit. However, if the parent 

(employee) should cease to be eligible for the tuition 

benefit, the monetary benefits of the grant or scholarship 

may be reinstated (not grandfathered) assuming the student 

has maintained the academic standing required for renewal 

of academic scholarships. 

Tuition is subject to tax laws.  This is reviewed 

periodically by Congress.  In compliance with section 127 

of the IRS regulations, Human Resources will assess the 

tax applicability of graduate tuition benefits for each 

calendar year. The assessments will be made after the class 

drop period. Benefits related to undergraduate tuition 

remain non-taxable at this time. 

   For employees, only the graduate tuition benefit that 

exceeds the IRS exemption is taxable. However, all 

graduate tuition benefits for spouses and domestic partners 

are taxable regardless of the tuition benefit value as there 

is no IRS exemption for spouses or domestic partners.  
Applications for tuition assistance are available in the 

Office of Financial Aid and online at 

http://www.hr.tcu.edu.  Contact Human Resources at ext. 

7790 concerning the tuition assistance program. 

Dependent children of faculty and staff may also 

participate in the Tuition Exchange Program.  The Tuition 

Exchange Program is a partnership of more than 500 

colleges and universities offering competitive tuition 

exchange scholarships to dependents of faculty and staff 

employed at member institutions.  Dependent children of 

faculty and staff with at least three years of service are 

eligible for this program.  Information and program 

guidelines are available in the Office of Scholarship and 

Financial Aid. Additional information can be found at: 

www.tuitionexchange.org.  

For complete information, refer to Policy 6.005 Tuition 

Assistance. 

 

Holidays.  All benefit eligible staff receive the following 

official holidays:  

New Yearôs Day  Independence Day 

Martin Luther King Day Labor Day  

Good Friday   Thanksgiving 

Memorial Day  Christmas Day 

 

If a holiday falls on a Saturday, the University is closed 

the preceding Friday. If a holiday falls on Sunday, the 

University is closed the following Monday. 

Check the HR website for the schedule of pay days: 

www.hr.tcu.edu (payroll calendars). 

The period from December 26 through December 31 is a 

Christmas break. Essential personnel, as defined by the 

Chancellor and Vice Chancellors, will be required to work 

during this period. A staff member who works a partial 

year is eligible for paid holidays occurring during his or 

her period of employment. 

The Chancellor may designate additional days when the 

University is closed.   

For complete information, refer to Policy 6.050 Holiday 

and Christmas Closing. 

 

Credit Union.  Faculty and staff are eligible for 

membership in the Educational Employees Credit Union. 

A minimum deposit of $25.00 opens an account. Members 

have access to savings, loans and share-draft (check 

writing) accounts. Payments may be made through payroll 

deduction. Membership may continue when the member 

retires or terminates employment with the University. 

Membership application forms are available in the Human 

Resources department. 

 

Identification Cards.  Photo identification cards are 

issued to staff members for use of University facilities and 

tickets for University functions.  ID cards are issued in the 

Brown-Lupton University Union, Room 2033. 

A lost or stolen card may be replaced by paying a fee in 

the Office of Financial Services.  

 

Savings Bonds.   

¶ Savings bonds may be purchased online at 

http://www.savingsbonds.gov/.  

¶ Purchase securities directly from the U.S. 

Treasury. 

¶ Set up and manage an account. 

¶ Get information about your Treasure securities 

and find out if they are still earning interest. 

 

TCU Bookstore Discount.  Presenting a TCU 

identification card prior to registering the sale at the 

bookstore will allow a faculty or staff member to receive a 

10% discount on most purchases.  

 

Recreational/Entertainment Discounts.  Faculty and 

staff are eligible for discounted or free admission to a 

variety of on-campus events, and discounts for theater 

tickets and other community entertainment activities.  

http://www.hr.tcu.edu/
http://www.tuitionexchange.org/
http://www.hr.tcu.edu/
http://www.savingsbonds.gov/
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Tickets to off-campus events may be purchased at the 

Information Desk in the University Union.  As designated 

by the Human Resources Office, all benefits eligible 

faculty, staff and retirees, as well as adjunct faculty are 

eligible for discounts to athletic event season tickets. 

 

Recreational Facilities.   The University Recreation 

Center (URC) is the community center for the campus. 

The facilities are available to all faculty and staff with 

memberships for the purpose of encouraging active, 

healthy lifestyles, and to enhance personal development 

through participation, employment and leadership 

opportunities. 

The 202,000 sq. ft. facility provides for a variety of 

recreational opportunities. Activities include swimming, 

basketball, volleyball, badminton, weightlifting, an indoor 

track for walking and jogging, cardiovascular training 

equipment, a games area, a climbing wall, computer 

access, swimming pools, and food service. 

Members of the TCU faculty and staff are required to 

purchase a membership to have access to the URC. For 

more information about any of the programs offered, 

please call 817-257-PLAY. 

 

Workersô Compensation.  The University provides 

benefits to faculty and staff in the case of death or injury in 

the course and scope of employment. The insurance carrier 

pays related costs as defined by state law. 

 To comply with state and federal laws and regulations, 

every injury, illness or death which occurs in the course 

and scope of employment by faculty and staff must be 

reported immediately to the Risk Manager for processing 

the Workersô Compensation claim, regardless of the 

severity of the injury or illness. Failure of a supervisor to 

submit the claim in a timely manner may result in penalties 

imposed upon the University. 

For information concerning coverage and the proper 

procedures in filling out the necessary forms please contact 

the Risk Manager at 817-257-7778. 

 

On-the-Job Injuries.  The University provides Workersô 

Compensation coverage for on-the-job injuries for all 

employees. The University defines ñemployeeò as faculty 

and staff, as well as student workers paid by regular or 

work-study funds. If there is a question as to status, please 

contact Human Resources or the TCU Risk Manager. In 

order that employees receive prompt care and coverage the 

following basic reporting procedures should be followed: 

1. Employees must report all injuries immediately to 

their supervisor. 

2. Medical attention should be given to the employee 

in accordance to the severity of the injury. 

3. Notification of an injury should be made at the 

earliest possible time to the Risk Manager (817-257-

7778) who will coordinate appropriate referral and 

verification procedures. Failure to report a workersô 

compensation injury timely may result in denial of 

eligible benefits by the insurance carrier. 

4. The supervisor should complete a Work Injury 

Report. The Risk Manager must receive the Work Injury 

Report within twenty-four hours of the reported injury. 

As soon as possible, the supervisor should have the 

injured employee complete the Work Injury Report and 

submit the report to the Risk Manager. A copy of the 

TCU Work Injury Report is available via the TCU Risk 

Management website at 

www.saf.tcu.edu/Work%20Injury%20Report.pdf.  

5. A medical release is required prior to returning to 

work. All medical releases must be processed through 

the Risk Manager.  

Questions concerning Texas Workersô Compensation 

Law or on-the-job injury claims should be directed to the 

Risk Manager or the Safety Director. 

 

 

Human Resources 

Administration  
 

Affirmative Action/Equal Employment Opportunity.  In 

their roles as compliance officers, the Universityôs 

Affirmative Action/Equal Employment Opportunity 

Officer and the Deputy report directly to the Chancellor. 

The AA/EEO officer directs the Universityôs affirmative 

action plan and provides administrative oversight to the 

University committee on compliance and affirmative 

action. Both the AA/EEO officer and the deputy AA/EEO 

officer are available to serve as liaisons for individuals and 

unit heads on all matters pertaining to the Universityôs 

non-discrimination policy.  

The Affirmative Action Program for qualified 

individuals with disabilities and qualified protected 

veterans is available for inspection by any employee or 

applicant for employment upon request between 9:00 a.m.-

4:00 p.m. at the Human Resources department. 

 

Conflict of Interest and Code of Conduct Policy.  The 

Universityôs Code of Conduct applies to all members of 

the University community:  1) individuals who are paid by 

the University when they are working for the University, 

including officers, faculty and staff; 2) consultants, 

vendors, and contractors when they are doing business 

with the University; 3) trustees; and 4) individuals who 

perform services for the University as volunteers. The code 

of conduct refers to all these persons collectively as 

ñmembers of the University communityò or ñcommunity 

members.ò 

Integrity and Ethical Conduct:  The University is 

committed to the highest ethical and professional standards 

of conduct as an integral part of its mission, the promotion 

of learning. To achieve this goal, the University relies on 

each community memberôs ethical behavior, honesty, 

integrity, and good judgment. Each community member 

should demonstrate respect for the rights of others. Each 

community member is accountable for his/her actions. 

http://www.saf.tcu.edu/Work%20Injury%20Report.pdf
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This code of conduct describes standards to guide us in 

our daily University activities. We believe that these 

standards are already being followed. Our goal is to 

commit them to writing and to ensure that they are 

understood and followed by the community. 

Compliance with Laws and University Policies:  The 

University and each community member must transact 

University business in compliance with all laws, 

regulations, and University policies related to their 

positions and areas of responsibility. Understanding and 

following these standards can be complex, such as for 

example, in the areas of purchasing, use of technology, and 

employment matters. Only designated officers are 

authorized to sign contracts or authorize certain personnel 

actions. 

In addition, community members are expected to behave 

in a manner which respects the freedom of others, as well 

as, refraining from interfering with, obstructing or 

disrupting a normal University activity, even while 

exercising their own freedom of expression. Managers and 

supervisors are responsible for teaching and monitoring 

compliance in their areas. 

Reported Suspected Violations or Concerns:  The 

Universityôs compliance efforts focus on teaching 

members of the University community the appropriate 

compliance standards for the areas in which they work. 

Nevertheless, violations may occur. In addition, members 

of the University community may have concerns about 

matters that they are not sure represent violations. This 

section describes community membersô responsibilities for 

reporting violations or concerns, and how these 

responsibilities may be carried out. 

Each community member is encouraged to report 

violations or concerns about violations of this code of 

conduct that come to his/her attention. Mangers have a 

special duty to adhere to the standards set forth in this 

code, to recognize violations, and to enforce the standards. 

Disciplinary actions for proven violations of this code of 

conduct, or for retaliation against anyone who reports 

possible violations, will be determined on a case-by-case 

basis and may include termination of employment. 

Individuals who violate the code may also be subject to 

civil and criminal charges in some circumstances. 

How to Report a Violation or Discuss a Concern:  You 

may report violations or concerns to your immediate 

supervisor or department head or to the University Ethics 

Officer at (817) 257-6798. You may also call the 

independent Ethics & Compliance Hotline at 1-877-888-

0002. Reports may be made anonymously to this number if 

the caller so desires. 

For complete information, refer to Policy 2.070 Conflict 

of Interest. 

 

Name Change Policy.  Texas Christian University 

utilizes the social security card as the documentation to 

allow an individual to change his/her name of record at 

TCU. The Human Resources office, the Office of the 

Registrar, and the Office of Career Services are authorized 

to change an individualôs name of record at TCU. A social 

security card bearing the new name must be presented to 

one of these offices. 

The original documentation for all current or former 

students will be retained in the Office of the Registrar. 

Name change documentation for employees who did not or 

do not attend the institution will be retained in the Human 

Resources office. A notification of changes in name of 

record at TCU will be transmitted from the authorizing 

office (Human Resources office, Office of the Registrar, or 

Career Services) to each of the other offices. 

For complete information, refer to Policy 3.000 Name 

Change. 

 

Outside Employment.  The question of faculty and staff 

members engaging in outside professional activities for 

compensation frequently arises.  The following factors 

justify the Universityôs permitting such activities under 

certain conditions. 

1. Exceptional skills of these individuals are thus 

made available as a contribution to community life.  

2. Practical experience in the staff memberôs field may 

improve his or her skills on the campus. 

3. Such activities may provide a legitimate way of 

supplementing the income derived from the University. 

On the other hand, the individualôs first responsibility is 

to the University.  It is imperative that there is a clear 

understanding as to the conditions under which outside 

work is approved. The following policies regarding outside 

work will apply: 

1. Outside services should be consistent with the 

academic training and prestige of the profession. 

2. No outside service shall be competitive with any 

program of the University.  

3. Any commercial advertising using the TCU 

affiliation of the faculty or staff member is prohibited. 

4. Any outside work requiring more than an average 

of eight (8) hours per week shall be considered to 

impinge on the individualôs obligations to his or her 

primary position with the University. 

5. Clearance must be made with the appropriate dean 

and vice chancellor prior to taking any outside 

assignment in any area of professional activity. This 

provision does not apply to that portion of the year when 

the individualôs time is not contracted to the University.  

6. Any outside work which conflicts or interferes with 

scheduled assignments is improper. 

7. Outside work does not justify any individual 

spending less time on campus than is normally expected 

and does not excuse neglect of any obligation normally 

expected of a staff member.  

8. Outside work is no substitute for research or the 

publication of creative work which enhances the stature 

of the faculty.  Such outside work can only complement 

such creative endeavor. 

 

Personal Data Changes.  Address or telephone number 

changes should be updated through Employee Self Service 

at my.tcu.edu.  
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Personnel Files.  A faculty or staff member has the right 

to review his or her personnel file. Official faculty 

personnel files are maintained in the Provost/Vice 

Chancellor for Academic Affairs office.  Faculty who wish 

to view their files should contact the Vice Chancellorôs 

office at extension 7101.  Staff files and additional files on 

faculty are located in the Human Resources Department 

where they may be reviewed by appointment.   

Personnel files are confidential, and information is 

sprotected.  In situations involving promotions or transfers, 

prospective supervisors may review current and past 

performance appraisal forms. 

 

Photos.  New faculty members serving as TCU media 

experts are requested to have a current photo on file in the 

Office of Communications.  Photo sessions will be 

announced by e-mail and typically occur in October.  

There is no cost for these photos (unless personal prints are 

ordered).  Call ext. 7810 for more information. 

 

 

Human Resources General 

Policies 
 

Training.  TCU offers many valuable training 

opportunities. Subjects include management skills, 

communication techniques, legal updates and more. TCUôs 

Management Institute Training Program is designed to 

help supervisors and managers become more effective 

leaders in the workplace. Comprised of 10 four-hour 

modules, the program offers a variety of learning 

opportunities for both new and experienced managers, plus 

those aspiring to leadership roles at the University. The 

program is ongoing, with one class offering approximately 

each month throughout the year. Faculty and staff not 

planning to complete the entire program may enroll in 

individual classes. Those attending all 10 modules will 

receive certificates upon completion.  For administrators, 

Human Resources also offers an Executive Management 

Series with classes offered periodically throughout the 

year. Please refer to the Human Resources website for 

current training opportunities. Training classes attended 

during an employeeôs normal work schedule should be 

considered time worked. 

 

Wellness.  TCUôs Wellness Program offers faculty and 

staff a host of opportunities to improve and maintain their 

overall health and wellbeing.  Events such as educational 

seminars, along with incentives for participation in the 

program, encourage healthy lifestyle choices and foster a 

culture of wellness among all TCU employees.  The goal 

of the Wellness Program is to improve the state of 

physical, spiritual, intellectual, social, emotional and 

occupational wellbeing throughout the TCU community. 

For complete information, refer to Policy 4.000 Career 

and Development. 

 

Equal Employment Opportunity.  In all its employment 

practices, Texas Christian University seeks to recruit, hire 

and promote qualified persons in all job classifications 

without regard to race, religion, color, national origin, 

gender, disability or veteran status.  Compensation, 

benefits, University-sponsored training and education, 

social and recreational programs are administered on the 

same basis of nondiscrimination.  Harassment on the basis 

of race or national origin is a form of discrimination.  TCU 

staff who engage in such behavior will be subject to 

disciplinary action.  A faculty or staff member who has 

been subjected to racial or ethnic harassment may contact 

the affirmative action office or use the Universityôs 

procedure without fear of reprisal.  

For complete information, refer to Policy 1.001 

Affirmative Action and Equal Opportunity Policy. 

 

Nepotism.  The University desires for employment, 

financial audit, and/or academic decisions to be free from 

nepotism and the appearance of a conflict of interest or 

favoritism often associated with nepotism.  

For complete information, refer to Policy 2.050 

Nepotism. 

 

Personnel Policies and Procedures.  Human Resources 

policies change and new policies are introduced from time 

to time.  In the event of a conflict between the policies on 

the HR website and this handbook, the policies on the HR 

website take precedence. All policies may be found at 

www.hr.tcu.edu.   

 

Sexual Harassment Policy.  The University 

administration, faculty, staff, and students are responsible 

for assuring that the University maintains an environment 

for work and study free from sexual harassment.  Sexual 

harassment is unlawful and impedes the realization of the 

Universityôs mission of distinction in education, scholar-

ship, and service.  Sexual harassment violates the dignity 

of individuals and will not be tolerated. The University 

community seeks to eliminate sexual harassment through 

education and by encouraging faculty, staff, and students 

to report concerns or complaints. Prompt corrective 

measures will be taken to stop sexual harassment if it 

occurs.  

This policy applies to faculty, staff, and students 

enrolled at or employed by Texas Christian University. 

The policy applies to the total educational environment of 

Texas Christian University including academic, research, 

extracurricular, training or other program activity. 

No member of the Texas Christian University 

community may sexually harass another.  Any faculty 

member, staff member or student found in violation of this 

policy will be subject to disciplinary action.  Retaliation 

for filing a complaint against sexual harassment is 

prohibited.  

University administrators will make every reasonable 

effort to conduct all proceedings in a manner which will 

protect the confidentiality of all parties. 
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Sexual harassment is any unwelcome sexual advance, 

request for sexual favor, reference to gender or sexual 

orientation, or other physical or verbal conduct of a sexual 

nature even under the guise of humor when: 

¶ Submission to or rejection of such conduct is used 

either explicitly or implicitly as a basis for any 

decision affecting terms or conditions of an 

individualôs employment, participation in any 

program or activity, status in an academic 

course; or 

¶ An individualôs submission to or rejection of such 

conduct is used as a basis for academic or 

employment decisions affecting that individual; 

or 

¶ Such conduct has the effect or the purpose of 

unreasonably interfering with an individualôs 

academic or work performance or of creating 

an intimidating, hostile, or offensive 

employment or educational environment.  

A consensual sexual relationship between a supervisor 

and employee is a violation of the TCU Sexual Harassment 

Policy. It is a breach of professional ethics for a faculty or 

staff member to initiate or to acquiesce to a sexual 

relationship with a student or person under direct or 

indirect supervision of that faculty or staff member. Texas 

Christian University thus prohibits, for example, a sexual 

relationship between a faculty member and a student 

enrolled in a course taught by that faculty member. The 

above applies even when both parties appear to have 

consented to the relationship.  

Any complaint of alleged sexual harassment should be 

immediately referred to the University sexual harassment 

office, Susan Adams, Sadler Hall 101, 817-257-7926. 

Copies of the complete policy and current educational 

information are available in the Campus Life office. 

For complete information, refer to Policy 1.005 

Discrimination and Harassment. 

 

Unemployment Compensation Policy.  The 

Unemployment Compensation Act applies to all faculty 

and staff members of the University.  Claims are processed 

through the Human Resources department.  The Texas 

Work Force Commission determines the separated faculty 

or staff member's eligibility for unemployment payments.  

   Supervisors and department heads who receive the 

ñNotice to Employer of Claim for Unemployment 

Benefitsò form must forward it immediately to the Human 

Resources Office. The University must respond to the 

Texas Work Force Commission within twelve calendar 

days of the date of the form. 

For complete information, refer to Policy 6.030 

Unemployment Compensation Policy  

 

 

 

 

Payroll Policies and Procedures 
 

Direct Deposit.  As a result of emergency and business 

continuation planning, TCU Human Resources has 

implemented direct deposit for all employees. This 

includes all student workers and temporary employees. All 

employees will receive payment of wages through an 

electronic means. Direct deposit of funds ensures payroll 

payments are made to all employees on time. New 

employees will receive one paper check until the direct 

deposit or pay card information is pre-noted. 

Employees who choose not to direct deposit into their 

personal bank account will be issued an electronic pay 

card. Ask a payroll professional for details. 

Signing up online for direct deposit is easy. Go to 

my.tcu.edu; click Employee Self Service, then HR Self-

Service Home and then the Direct Deposit link under 

Payroll Information. Enrollment will be effective the 

second pay cycle after it is entered. View the pay 

information online under Employee Self Service ï Payroll 

Information. 

Several banks offer ATMs on campus: such as Citibank 

and Bank of America (Brown-Lupton University Union), 

Wells Fargo (Rickel Recreation Center) and Worth 

National Bank (Smith Hall). 

 

Exempt Staff.  Exempt staff is paid monthly. Paydays 

are scheduled on the last working day of the month. If a 

payday falls on a weekend or banking holiday, direct 

deposit will post the preceding workday. 

Accelerated deadlines and pay dates are announced on 

the HR website:  www.hr.tcu.edu.  

 

Foreign Nationals.  All foreign nationals must have a 

tax ID number, which is a social security number. All 

foreign nationals with an F-1, J-1 or M-1 visa are exempt 

from U.S. social security tax. If the U.S. has a tax treaty 

with a specific country, the U.S. source income may be 

exempt from U.S. taxation under provisions in the treaty. 

All foreign nationals no matter how they are receiving a 

payment are required to complete a ñForeign National 

Questionnaire,ò which is obtained on the Human 

Resources website www.hr.tcu.edu under the payroll tab. 

The payroll departmentôs Payroll Tax Coordinator must 

have the Foreign National Questionnaire and copies of 

required supporting documentation before any pay (wages 

or honorariums) is released. 

Copies of the following documents must be provided to 

the Payroll Tax Coordinator in the Human 

Resources/Payroll office:  Visa, passport, 1-94, 1-20, or 

DS 2019 social security card, TCU ID and a Foreign 

National Questionnaire (form located www.hr.tcu.edu). 

All honorariums to international individuals are subject to 

30% withholding. 

International tax documents (1042s) will be issued in 

March to those who have tax treaties, honorariums and/or 

nonqualified scholarship money within the calendar year. 

http://www.hr.tcu.edu/
http://www.hr.tcu.edu/
http://www.hr.tcu.edu/
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For more information, refer to www.hr.tcu.edu, payroll tab 

or contact payroll at ext. 5114 for more information. 

 

Lost Checks.  In the event of a lost paycheck, please 

come to the Human Resources/Payroll office and complete 

a stop payment form. The Human Resources/Payroll office 

is located at 3100 West Berry. 

 

Nonexempt Staff.  Nonexempt staff is paid biweekly. 

Paydays are scheduled on alternate Fridays. If a payday 

falls on a banking holiday, direct deposit is posted on the 

preceding workday.  

Payroll deadlines, pay date schedule changes are 

announced on the HR website: www.tcu.edu.  

 

Pay Periods and Salary Payments.  Faculty and partial 

year exempt staff receive their pay for the fall and spring 

semesters in 12 equal monthly paychecks.    

 

Payroll Forms.  All fo rms, pay calendars, and 

publications are available on the Human Resources 

website www.hr.tcu.edu. Holiday and University closings 

will create changes to the processing schedules and pay 

dates. Changes are announced on the HR website:  

www.hr.tcu.edu.   

 

Payroll Verification.  For payroll verification and 

accuracy of all taxes withheld and reported, TCU requires 

all employees to present their social security card at the 

time of hire. 

 

W-2 Tax Forms.  It is strongly advised and 

recommended that all employees receive their annual tax 

documents (W2) electronically, by registering at 

https://www.getmyw2.com/tcu.  Receiving your annual tax 

documents electronically via a secured website prevents 

mail fraud and guarantees earlier distribution.  This 

process is in line with the campus-wide initiative of going 

green.  Employees can also refer to this website for any 

previous yearôs annual tax documents. 

 

Withholding (W-4 Forms).  Withholding exemption 

certificates (Form W-4) must be updated on Employee Self 

Service (my.tcu.edu). Changes are updated by submitting 

information online through Employee Self Service at 

my.tcu.edu-employee self service-payroll information.  In 

the absence of any updated to employee self service taxes 

are withheld at the highest rates.  Review changes at 

employee self-service:  my.tcu.edu - employee self service 

ï view tax information.  

 

Helpful HR websites: 

 www.hr.tcu.edu 

 my.tcu.edu 

 https://www.getmyw2.com/tcu  

 

 

Reimbursement Policy and 

Procedures for University-Related 

Business Expenses 
 

Policy Updates.  Please check the TCU Financial 

Services website at www.vcfa.tcu.edu/210.asp for the most 

current information regarding TCUôs reimbursement 

policy and procedures since procedures may be updated 

after printing of the Handbook for Faculty and Staff. Any 

new procedures posted to the Financial Services website 

supersede the procedures in the printed handbook. 

 

Policy Statement.  It is the policy of Texas Christian 

University to reimburse faculty and staff for properly 

authorized, necessary and reasonable expenses incurred in 

the conduct of University business or authorized in a 

budgeted grant or contract.  The intent of this policy is to 

ensure the reimbursement is fair and equitable to both the 

individual and the University. 

Faculty or staff traveling on business are responsible for 

complying with the Universityôs reimbursement policy and 

should exercise the same care in incurring expenses as they 

would in personal travel.  This policy applies to all 

expenses fully or partially reimbursed by the University 

regardless of the source of funds.  When expenditures are 

to be charged to a sponsored project, the terms of the 

applicable award will take precedence if they are more 

restrictive than University policy. 

While these guidelines are intended to be compre-

hensive, it is impossible to anticipate every situation that 

may be encountered.  Thus, the individual is expected to 

apply these guidelines on a conservative basis, consistent 

with normal living standards, and where the policy is 

silent, to exercise good business judgment. 

All expenses incurred in the conduct of University 

business will be reported on the online TCU 

Reimbursement Form.  This form will be filed in the 

Financial Services Office, with all supporting 

documentation and receipts, within 30 days of the incurred 

expense.  Faculty participating in summer study abroad 

programs that are three weeks or longer in duration must 

submit reimbursement forms and all supporting 

documentation and receipts within 45 days of the date of 

their return.  The reimbursement form must be personally 

signed by the individual incurring the expense. 

Reimbursement forms, like all financial documents and 

records, are subject to review and approval by the 

Financial Services Office prior to processing the 

reimbursement.   

 

Air Travel.  If a faculty or staff member elects to travel 

by commercial airline, reimbursement will be no greater 

than the most economical unrestricted coach fare available 

from a major carrier.  When the schedule permits, the 

traveler should explore the availability of discount air 

fares, measuring potential savings against the cost of 

additional meals and lodging and the risk of possible 

http://www.hr.tcu.edu/
http://www.tcu.edu/
http://www.hr.tcu.edu/
http://www.hr.tcu.edu/
https://www.getmyw2.com/tcu
http://www.hr.tcu.edu/
https://www.getmyw2.com/tcu
http://www.vcfa.tcu.edu/210.asp


80 
 

forfeiture in the event the trip is unexpectedly cancelled or 

delayed. The University does not reimburse for meal 

expenses incurred by the traveler between the travelerôs 

home and airports in the DFW metroplex or for meals at 

DFW metroplex airports before flights or on flights 

originating from DFW metroplex airports. Exceptions may 

be considered in cases of lengthy flight delays.. 

 

Airline Ticket Reimbursements.  It is often to TCUôs 

advantage for employees to purchase airline tickets or 

conference packages months in advance. In fact, it is often 

much more cost effective for employees to book flights 

directly via the Internet rather than through a travel agent. 

In those cases, employees can be reimbursed for such 

travel expenses before the travel actually occurs. After 

incurring such expenses, the employee can request 

approval for a travel advance in accordance with the 

procedures outlined in the Expense Advance section. The 

employee will then receive an advance to cover the cost of 

the travel expenses that have already been incurred, even if 

the actual travel will not occur within the next 30 days. 

The advance will be charged to the individualôs employee 

account receivable (EAR) until the travel occurs. After the 

travel occurs, the employee must submit the expense 

documentation with the completed travel reimbursement 

form. 

 

Airport Parking.  Airport parking will be reimbursed. 

The traveler should exercise judgment by weighing cost 

against other factors when considering the duration, type 

and location of alternate types of parking.  Mileage 

reimbursement for use of a personal vehicle for trans-

portation will be allowed from/to the individualôs home 

to/from the airport for travel on unscheduled workdays 

(such as weekends). For travel during scheduled workdays, 

mileage reimbursement will be allowed from/to the 

individualôs TCU worksite to/from the airport. If the 

traveler chooses to have someone drive them to/from the 

airport rather than parking at the airport, round trip 

mileage to/from the airport will be reimbursed when that 

mileage is submitted without any parking charges. 

However, the additional mileage reimbursement cannot 

exceed the cost that would have been incurred for airport 

parking for the trip. 

 

Approval of Reimbursement Form.  The budget code of 

the department, grant, or contract being charged, along 

with the signature of the budget manager(s) approving the 

expenditure, is required on all reimbursement forms. 

Faculty or staff may not authorize travel or approve 

expense reimbursements for themselves or for persons to 

whom they report.  Budget managers and other authorized 

approvers must review and, if they approve the stated 

expenditures, personally sign the reimbursement form.   

 

Automobile Travel. 
A.  Rental - A faculty or staff member may rent an 

automobile if a public carrier is not available, if rental is 

more economical, or if the rental will materially increase 

the efficient use of the travelerôs time.  The use of a rental 

car must be for University business and not for the 

convenience of the individual.  A rental contract or 

detailed receipt must be attached to the reimbursement 

form.  The cost of rental should be limited to that of a 

compact or medium-sized car.  

The Universityôs fleet liability carrier offers physical 

damage coverage on rental cars used for University 

business and rented in TCUôs name. An explanation of 

insurance coverage options is available on the Risk 

Management website at www.saf.tcu.edu. 

B.  Personal - Reimbursement for the expense of 

using a personal vehicle for University travel will be 

limited to the authorized mileage rate in effect on the date 

of travel. Mileage reimbursement for use of a personal 

vehicle will be allowed from/to the individualôs home 

to/from the business travel destination for travel on 

unscheduled workdays (such as weekends). For travel 

during scheduled workdays, mileage reimbursement will 

be allowed from/to the individualôs TCU worksite to/from 

the business travel destination. If the traveler chooses to 

have someone drive them to/from the airport rather than 

parking at the airport, round trip mileage to/from the 

airport will be reimbursed when that mileage is submitted 

without any parking charges. However, the additional 

mileage reimbursement cannot exceed the cost that would 

have been incurred for airport parking for the trip using the 

lowest daily parking rate. 

The vehicle owner must have public liability 

insurance in force with at least the minimum coverage 

required by Texas law.  Any damage or loss to a personal 

vehicle used on University business is the responsibility of 

the owner. Private insurance coverage serves as primary 

policy for third party liability and physical damage to the 

vehicle. Vehicle owners are responsible for any deductible 

under the private auto policy. When commercial air 

transportation is available but the individual elects to drive 

a personal vehicle, the total reimbursement for mileage and 

related expenses such as hotel parking may not exceed the 

cost of the most economical unrestricted coach fare 

available (at the time that advance air transportation would 

have been purchased) and related expenses such as 

taxis/airport shuttles, mileage to/from the airport, and 

airport parking using the lowest daily parking rate. 

Documentation of the cost of such air fare must be 

submitted with the reimbursement form. 

C.  Combined Business and Personal Travel - 

When an individual combines business and personal travel, 

the University will reimburse the necessary expenses 

required to accomplish the business portion of the trip.  A 

detailed explanation of expenses and allocations is 

required. 

D.  Car Services/Taxis ï If an individual has a 

business reason for utilizing a taxi or car service to/from 

the airport, reimbursement for the cost of the car 

service/taxi cannot exceed the cost that would have been 

incurred for mileage to/from the airport and airport parking 

for the trip using the lowest daily parking rate. 
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Contributions or Donations.  Due to its nonprofit tax 

status, TCU does not make contributions or donations to 

other universities or other nonprofit or charitable 

organizations. Such contributions generally do not meet 

the purpose of TCUôs tax-exempt status under IRS 

guidelines. Any such contributions or donations submitted 

on a reimbursement form will not be eligible for 

reimbursement. 

 

Credit Cards.  Corporate personal credit cards are 

available to staff and faculty members who are required to 

travel extensively on University business.  To acquire a 

credit card, the person must obtain approval from a vice 

chancellor or dean.  Those authorized to have a University 

credit card must file an expense report and pay the credit 

card bill direct. 

 

Documentation.  Original supporting documentation 

(not copies) is required for all reimbursements.  The actual 

type of documentation required is described on the 

reimbursement form.  According to the Internal Revenue 

Code, reimbursements made without the proper supporting 

documentation must be reported as taxable income to the 

employee.  (Also see Shared Expenses.) 

In accordance with IRS rules, the business purpose of 

each expense on the reimbursement form must be clearly 

documented. This includes complete documentation for all 

meals provided for others (see Meals and Lodging) and 

other expenses. Reimbursement forms that do not contain 

complete documentation of the business purpose of the 

expense will be returned for further documentation before 

processing the reimbursement. The IRS requires that the 

business purpose of reimbursable expenses be documented 

in a manner that is clearly apparent to an outside auditor. 

 

Excess Baggage.  Charges for excess baggage will be 

reimbursed only for transporting University materials or 

when there is extended travel on University business.  

 

Expense Advance.  A faculty or staff member may 

request an "expense advance" for University related 

expenses in lieu of using personal funds.  This advance 

will be charged to the individualôs employee account 

receivable (EAR) and must be cleared by the submission 

of a properly completed reimbursement form.  Any 

advance drawn in excess of the actual expenses incurred 

should be returned to the Financial Services Office within 

five (5) business days of the travelerôs return.  The 

individualôs personal check or a copy of a TCU cashierôs 

receipt showing payment to the EAR must accompany the 

reimbursement form.  An expense advance should not be 

requested for expenses that can be paid directly by the 

University (i.e., supplies and certain travel expenses).  

Expense advances not settled within 30 days after the 

expense is incurred may be deducted from the personôs 

paycheck. Unsettled expense advances for terminating 

employees may be deducted from the final paycheck. 

Expense advances must be processed as follows: 

*  Requests for expense advances must be approved 

by the appropriate budget manager and submitted in 

writing to the Financial Services Office at least five 

business days before the date the funds are needed.  

*  After that time, expense advances will be available 

from the cashiers in the Financial Services Office. All 

expense advances will be issued in cash, unless the 

expense advance request specifies the need for a check.  

*  Expense advances are charged to the employee who 

signs for the cash. 
 

Foreign Travel.  Receipts for foreign travel must be 

converted into U.S. dollars. The applicable conversion rate 

and amount should be documented on the receipt or on the 

reimbursement form using the foreign currency calculator 

tool provided with the online form. 

 

Gifts, Gift Certificates, Awards or Prizes.  If employees 

are to be reimbursed for awards/prizes/ gifts or gift 

certificates given to others, a detailed list of the names of 

the award/prize/gift/gift certificate recipients, as well as a 

designation as to whether they are TCU employees or 

students, must be included as supporting documentation 

with the reimbursement form.  If the award/prize/gift/gift 

certificate is given to a TCU employee, the value of the 

award/prize/gift/gift certificate is subject to inclusion on 

the employeeôs W-2 form and to federal income taxation. 

If the award/prize/gift/gift certificate is given to a TCU 

student, the value of the award/prize/gift/gift certificate 

may be reportable on Form 1099 for the student. 

 

Grant or Contract Expenses.  If expenses are to be 

reimbursed from a grant or contract, a prior examination of 

the terms of that grant or contract should be made to 

determine if the expense is allowable. Reimbursements 

from grants or contracts must comply with applicable TCU 

reimbursement policies. If the terms of the grant or 

contract are more restrictive than TCUôs policies, the terms 

of the grant or contract will apply to the reimbursement. 

 

Gratuities.   Reimbursements for gratuities generally 

should not exceed 15%-20% of the meal or service, 

depending on the circumstances (such as the size of the 

group for a meal reimbursement). Explanations should be 

provided for gratuities that exceed 25%. 

 

Internal Revenue Compliance.  The Financial Services 

Office will insure that TCUôs travel expenditure and 

reimbursement policies, procedures, and report forms are 

maintained in such a way as to qualify as an "Accountable 

Plan" as defined by the Internal Revenue Service.  Periodic 

modifications to the reimbursement policy and forms will 

be made, as necessary, to insure that favorable tax 

treatment is obtained in accordance with the IRS Code. 

 

Meals and Lodging.  Faculty and staff will be 

reimbursed for reasonable food and lodging expenses 

incurred in connection with University business when filed 

on a reimbursement form.  The University will not reim-
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burse excessive expenses if, for personal reasons, the 

individual elects to dine or stay at a premier establishment.  

When expenses for food and lodging appear excessive, the 

person may be requested by the Financial Services Office 

or reviewing party to justify the perceived excess.  The 

detailed portion of a bill for lodging must be submitted 

with the reimbursement form. Meals provided for others, 

or group meals, must also be reported separately on the 

reimbursement form. When being reimbursed for meals for 

others, the specific business purpose of the meal and the 

names, titles, and business relationship of all people 

attending the meal must be documented on the 

reimbursement form. TCU reimburses meals and lodging 

"per receipt."  However, budget managers may establish 

more restrictive limits for acceptable levels of expenditure 

reimbursement.  

IRS rules allow for nontaxable reimbursement of meals 

only in conjunction with overnight business trips. 

Reimbursements for meals incurred in conjunction with 

non-overnight business trips are subject to inclusion on the 

employeeôs W-2 form and federal income taxation if the 

business purpose of the meal is not appropriately 

documented on the reimbursement form. 

 

Mileage Reimbursements.  Reimbursement for the 

expense of using a personal vehicle for University travel 

will be limited to the authorized mileage rate in effect on 

the date of travel. Mileage reimbursement is not allowed 

for commuting between the individualôs home and normal 

worksite on scheduled workdays. Mileage reimbursement 

for use of a personal vehicle will be allowed from/to the 

individualôs home to/from the airport or other business 

travel destination for travel on unscheduled workdays 

(such as weekends). For travel during scheduled workdays, 

mileage reimbursement will be allowed from/to the 

individualôs TCU worksite to/from the airport or other 

business travel destination. If the traveler chooses to have 

someone drive them to/from the airport rather than parking 

at the airport, round trip mileage to/from the airport will be 

reimbursed when that mileage is submitted without any 

parking charges. However, the additional mileage 

reimbursement cannot exceed the cost that would have 

been incurred for airport parking for the trip. 

When commercial air transportation is available but the 

individual elects to drive a personal vehicle, the total 

reimbursement for mileage and related expenses such as 

hotel parking may not exceed the cost of the most 

economical unrestricted coach fare available (at the time 

that advance air transportation would have been 

purchased) and related expenses such as taxis/airport 

shuttles, mileage to/from the airport, and airport parking. 

(See Section B of Automobile Travel for additional 

information.) 

Individuals must document the business purpose of the 

travel to support mileage reimbursements. The to/from 

destinations, as well as the date and number of miles 

traveled, must be documented for each individual mileage 

reimbursement claim. 

 

Non-Reimbursable Travel Expenses.  Expenses that are 

not directly related to or required for official University 

travel but incurred for the personal use or convenience of 

the traveler will not be reimbursed (e.g., personal 

entertainment such as pay TV movies or magazines and 

newspapers; first class passage instead of coach or 

economy; excessive personal phone calls; etc.) 

 

Payments for Services.  Employees should not pay other 

individuals for services performed on behalf of TCU.  

Payments for services must be made directly by the TCU 

Accounts Payable Department in the Financial Services 

Office.  If it is absolutely necessary for an employee to pay 

an individual for services performed on behalf of TCU, the 

employee must obtain a signed receipt from the individual 

and provide the name and social security number of the 

person receiving payment for the services as supporting 

documentation with the employeeôs reimbursement form.  

The payment for services will be subject to Form 1099 

reporting by the Accounts Payable Department. 

 

Sales and Occupancy Tax.  The University is exempt 

from Texas sales tax.  Faculty and staff should review 

expenses as they are incurred to verify that sales tax has 

not been assessed.  In the case of hotel taxes, the 

University is exempt from Texas hotel occupancy tax.  The 

University is not exempt from the city portion of the hotel 

occupancy tax.  Although not required to do so, some other 

states also may honor the Universityôs exemptions.  Copies 

of the Universityôs Texas Sales Tax Exemption and Texas 

Hotel Occupancy Tax Exemption forms are available in 

the Financial Services Office.  These forms should be 

submitted to the hotel at the time of registration/check-in. 

 

Shared Expenses.  When expenses of an individual or 

activity are shared by TCU and any other entity, detailed 

explanations of expenses and allocations are required.  In a 

shared expense situation, copies of supporting 

documentation are acceptable if the original documents are 

not available.  It must be stated which entity received the 

originals.  The total reimbursement from TCU and all 

other sources should not exceed the cost of the activity. 

 

Travel Expenses as Income.  Any travel advance not 

cleared in a timely manner as required by the IRS must be 

reported by TCU as additional compensation on the 

employeeôs W-2 form. 

 

Traveling with Companions.  In general, the expenses 

of a spouse, family member or others accompanying the 

business traveler are not reimbursable unless such travel is 

for a specific, pre-approved business purpose on behalf of 

TCU. 

TCU will not reimburse spouseôs travel expenses when a 

spouse or other person attends a meeting or conference and 

has no significant role or performs only incidental duties. 

Such attendance does not constitute a valid University 

business purpose. 
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When a spouse who attends a function has a significant 

role in the proceedings such as direct responsibility for 

planning, production and oversight of official events or 

activities, this constitutes a bona fide University business 

purpose. In addition, attendance as a business 

representative of University at a professional conference 

or function, or significant involvement in fundraising 

activities are also considered bona fide University business 

purposes but must be properly documented and approved 

in advance of the travel for reimbursement by the 

University. Reimbursable spousal travel must be pre-

approved by the appropriate Vice Chancellor or Chancellor 

prior to incurring expenses. Upon approval, TCU will 

reimburse the business traveler for the spouseôs non-

personal expenses directly resulting from travel on 

University business. Travel for spouses should not be 

charged to TCU accounts with travel agencies unless pre-

approval for the business purpose of the spousal travel has 

been documented. Such written pre-approval must be 

attached to any travel agency invoices or employee 

expense reimbursement forms.  

Travel by a spouse of an employee that does not serve a 

bona fide business purpose should be paid for by the 

employee or spouse individually. Travel that is 

inadvertently incurred by the University and is not 

determined to be a bona fide business purpose must be 

reimbursed to the University by the employee or spouse 

individually. Payroll and the Financial Services office will 

evaluate any spousal travel that is paid for by TCU to 

determine whether the payment is taxable for federal 

income tax purposes. If deemed taxable for federal income 

purposes, these amounts will be included in the 

employeeôs W-2 in accordance with Internal Revenue 

Service procedures. 

When being reimbursed for meals for others, the specific 

business purpose of the meal and the names, titles, and 

business relationship of all people attending the meal must 

be documented on the reimbursement form. 

 
 

 

 

 

 

 

 

 

 

 

 

RISK MANAGEMENT, SAFETY AND  

EMERGENCY PREPAREDNESS 
 

 

EMERGENCY PREPAREDNESS 
Communication during an emergency is critical, and 

there are four things we ask each of you to do to assist 

TCU and reassure your own family: 

When on campus, call TCU police at ext. 7777 

instead of 911 in case of emergency.  This actually 

minimizes response time as TCU police are able to assist 

emergency responders navigate the campus and get to you 

sooner.  Program 817-257-7777 into your cell phones for 

on-campus emergencies, or dial ext. 7777 on campus. 

Update your local and emergency contact 

information on file with TCU.   We will only be able to 

contact your spouse or other family member in an 

emergency if this information is current.  Faculty and staff 

can download a PCF (personal change form) by clicking 

on ñforms and publicationsò on the human resources 

website at www.hr.tcu.edu.  If you need assistance with the 

PCF form, contact your supervisor. 

Call home to let your family know you are safe.  
We expect campus phone lines could be overrun with 

incoming calls if an emergency occurs in our area or on 

campus.  You can help keep phone lines open and campus 

operating as normally as possible by calling home and 

telling your family you are safe. 

Communicate a designated meeting place to your 

family.   If you choose to leave campus in an emergency, 

make sure your family knows where you will go if you are 

not heading home (a colleagueôs home, for instance). . . 

and how they can reach you there. 

At TCU, campus safety is a top priority.  To that end, the 

University places a priority on informing faculty, staff and 

students about campus emergencies.  In the event of an 

emergency or weather-related closures or delays, TCU will 

inform the campus through the following sources: 

¶ TCU ALERT (text and campus-wide e-mail) 

¶ TCU home page www.tcu.edu 

¶ Recorded information line (817-257-INFO or 

4636; toll free at 1-866-321-7428) 

The TCU ALERT service sends emergency text 

messages to campus members via cell phones, campus-

wide e-mails and messages to home phones. 

ENROLL IN TCU ALERT:  www.emergency-

preparedness.tcu.edu 

Additional emergency preparedness resources and 

training is available via the Emergency Preparedness 

website at www.emergency-preparedness.tcu.edu.  

 

 

http://www.hr.tcu.edu/
http://www.tcu.edu/
http://www.emergency-preparedness.tcu.edu/
http://www.emergency-preparedness.tcu.edu/
http://www.emergency-preparedness.tcu.edu/
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RISK MANAGEMENT 

The Risk Management Department can assist faculty or 

staff with a variety of issues which range from automobile 

(rental, use on business, students driving, field trips, etc.), 

liability (for student participation in non-tradition 

educational experiences, contracts, dealing with vendors, 

etc.), workers compensation (for work related injuries), 

safety, environmental health, emergency preparedness, and 

business continuity.  More information can be found at 

http://www.saf.tcu.edu/default.htm or by calling the 

Director of Risk Management at ext. 7778. 

 

SAFETY POLICY 
Detailed information of the Universityôs safety, 

environmental and insurance policies can be found on the 

TCU Risk Management website.  To find this website, visit 

the TCU homepage (http://www.tcu.edu) linking to ñOn-

Campus Resourcesò then to ñRisk Management.ò  

Additional information on emergency procedures can be 

found in the TCU publication titled, TCU ï Responding to 

Emergencies.  Copies of this publication are available 

through the Safety department, ext. 6363. 

It is the policy of the University to provide the safest 

possible environment for students, faculty, staff and the 

general public. Each member of the University family 

must accept the challenge of maintaining an accident-free 

environment. 

The University Safety Director has the responsibility to 

assist in the establishment of an effective safety program 

for the University.  A portion of this responsibility 

includes identifying safety deficiencies and problems, 

assisting in the development of written programs for 

compliance with governmental safety regulations, and 

assisting departments in the establishment of safety 

procedures.  Deans, unit and department heads are 

responsible for implementing the appropriate safety 

procedures in their respective areas.  All employees are 

expected to fully support the safety program, follow proper 

procedures and ensure that equipment and facilities are 

maintained to desired standards. 

 

Floor Deputy Program.  To assist in emergencies, the 

University has established a program using ñfloor 

deputiesò that are assigned to each floor of most major 

buildings on campus.  These deputies assist in evacuation 

and securing buildings during emergencies.  They are 

identifiable through their bright orange vests.  Contact 

your floor deputy, or the Safety department, ext. 6363, for 

further information on this program. 

 

General Fire Safety.  In general, devices with open 

flames (candles, etc.) are prohibited in most areas except 

when a permit has been obtained from the local fire 

department. 

All faculty and staff should recognize emergency 

situations as quickly as possible so preventive measures 

can be taken.  Be familiar with the locations and operation 

of fire extinguishers near your office and classrooms.  The 

Safety Director will make arrangements for training in the 

use of fire extinguishers if so desired. 

The first person detecting a fire should: 

1. Remain calm. 

2. Activate the nearest automatic fire alarm station (in 

equipped buildings). To activate, follow the instructions 

on the pullbox.  In buildings without fire alarms, the Fort 

Worth Fire Department recommends that occupants 

have whistles, air horns or similar devices to notify 

others of the fire emergency. 

3. If time permits, call the TCU Campus Police at 

(817)257-7930, or extension 7777.  The Campus Police 

dispatcher will confirm notification of the fire and notify 

the other appropriate individuals. 

4. Call the FWFD (911).  Identify the building by 

name and street address. 

5. Notify others in the immediate area.  If time permits 

ask that all doors, windows and openings be closed. 

6. If circumstances warrant, a portable fire 

extinguisher may be used. If there is any doubt as to 

whether the fire can be contained with the use of the 

portable extinguisher, evacuate the building 

immediately. 

7. Be prepared to provide information to the police 

and/or Fire Department concerning the fire emergency. 

Inform these authorities, or your floor deputy, if you 

believe anyone is still inside the structure.  Do not re-

enter the building until fire officials indicate that it is 

safe for you to do so.  You will receive this information 

from the fire department, the police, your floor deputy or 

Physical Plant personnel. 

For your own safety, please observe the following 

practices: 
1. Become familiar with all exits and stairwells in 

your building. In the event of a fire blocking your most 

direct route of egress, knowledge of the general floor 

plan will provide alternate exits for your use. 

2. Do not prop open fire doors. In the event of a fire, 

fire doors keep smoke and fire out of the fire escape 

stairwells. 

3. Use the stairway in case of a fire. Elevators should 

never be used due to possible electrical failure. 

4. Check closed doors for heat before entering an area. 

If they feel hot to the touch, use an alternate route.  DO 

NOT REENTER THE BUILDING UNTIL FIRE 

OFFICIALS INDICATE THAT IT IS SAFE FOR YOU 

TO DO SO. 

 

Bomb Threats.  If you receive a bomb threat, notify 

TCUPD immediately.  Notify your supervisor once you 

have police en route to your location. 

 

Hazard Communication Program.  This program is 

based on federal and state requirements concerning the use 

of hazardous chemicals in the workplace.  A copy of the 

written program is available to all employees for review 

through the safety directorôs office.  The safety director 

will assist any department in compliance with these 

requirements. 

http://www.saf.tcu.edu/default.htm
http://www.tcu.edu/
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Hazardous Waste/Chemical Spill Procedures.  It is the 

policy of this University to follow the requirements set 

forth by federal and state agencies concerning the storage 

and disposal of hazardous waste.  The safety director will 

assist any department with concerns in this area. 

 

Lockout/Tagout and Electrical Safety.  Each 

department involved in the maintenance of equipment or 

where persons have a potential for exposure to electrical 

shock should develop lockout/tagout procedures which 

meet or exceed the appropriate governmental regulations. 

The safety director will assist any department in this area. 

 

BAD WEATHER POLICY 

Days the University is officially closed because of 

weather conditions are designated as bad weather days. 

When the University is officially closed, all students, 

faculty and staff members will be excused from reporting, 

except for those persons providing essential services 

related to: 

1. Health and safety 

2.The presence of a residential student community, 

and 

3. Agreements with the public for the use of university 

facilities. 

The decision to close the University will be made by  

6 a.m. on the day in question and will be communicated to 

local news media. Members of the University community 

are encouraged to get their information from that source. 

 

Severe Storm/Tornado Procedures.  The University has 

established uniform instructions in the event of a severe 

storm and/or tornado.  Although tornadoes can occur at 

anytime during a given year, the typical tornado season for 

the TCU area is March through September. 

Definition of Terms ð Tornado/Severe Storm Watch. 

This indicates that a tornado or severe thunderstorm is 

possible until a set time.  Severe weather conditions would 

include the possibility of high winds, hail, funnel clouds, 

etc.  During a watch, you should monitor the weather and 

be prepared to seek immediate shelter. 

Tornado/Severe Storm Warning.  This indicates that a 

tornado or severe storm has been detected by either sight 

or radar.  Be aware that since tornadoes can form quickly, 

there may not be enough time to issue a warning for those 

in the immediate area.  For this reason, you should be 

prepared to move quickly. 

Sources for Tornado/Severe Storm Information.  The 

primary source for notification is the Civil Defense siren 

indicating that a severe storm is imminent or a tornado has 

been sighted or indicated by radar.  There are two sirens 

located by the baseball field and across from the Smith 

Entrepreneurs Hall.  You should be aware that the Civil 

Defense system is tested the first Wednesday of each 

month at 1:00 p.m., if clear weather exists. 

Additional sources of information include KTCU-FM, 

local radio and television stations, and ñnarrow bandò FM 

receiver-weather alert radios.  Weather radios are located 

in residence hall offices.  Additionally, the weather is 

monitored by TCU Campus Police and the HVAC Control 

Center through local TV stations and by using weather-

alert radios. 

How to Prepare for a Severe Storm or Tornado.  

Upon detection of severe weather or tornadoes within the 

city, the city of Fort Worth Emergency Management 

Agency will sound the All-Hazard siren.  At the sound of 

the All-Hazard warning siren, faculty, staff and students 

are to proceed immediately to a designated storm shelter 

area in an orderly fashion.  

In general, the safest area in a building is interior 

hallways on the lowest floor away from windows and 

doors.  Avoid areas with large roof spans or excessive 

glass (i.e., lecture halls, gymnasiums, lobbies, etc.). 

If time permits, occupants of smaller temporary or 

residential-type buildings should go to a building of major 

construction.  If time doesnôt permit, find shelter in an 

interior closet or hallway. 

Residential Hall occupants should take a pillow when 

they leave their room.  If a tornado hits, curl up so that 

your head and eyes are protected. 

Do not leave the building to reach a vehicle in an effort 

to drive away from the storm.  If you are in a vehicle, leave 

it immediately for a safe building or ditch.  Donôt try to 

outrun a tornado.  Donôt stay in the vehicle. 

Remain in the shelter area until you have determined 

whether the storm has passed (contact Campus Police at 

7777 for the latest information).  Do not call the Weather 

Bureau except to report a tornado.  

Injuries should be reported to the TCU Campus Police 

office. 

Lightning Warning System.  Texas Christian 

University has installed a lightning prediction system 

manufactured by Thorguard, Inc.  This system is designed 

to predict a lightning strike within a defined geographical 

region.  Using sensors connected to a computer, this 

system is able to measure and analyze the electrostatic 

field in the atmosphere.  It is in this field that lightning 

originates.  Once pre-established detection limits are 

reached, the system activates a series of horns and strobe 

lights to warn those working outside to seek shelter.  Since 

this system is automated, it can provide warning even 

when there appears to be no evidence of lightning.  The 

system is designed to operate from 6:00 am until midnight. 

Six sets of warning horns and strobes have been installed 

around the TCU campus.  They are located at the Soccer 

field, Daniel-Meyer Coliseum, Annie Richardson Bass 

Building, Moudy Visual Arts/Communication Building, 

the Recreational Center and the Liebrock Village. 

When the conditions for a lightning strike exist, the 

system will give a steady, 15-second blast on the horn 

cluster.  At the same time, a yellow strobe will activate 

and stay on until the danger has passed.  Once the potential 

for a lightning strike has passed, the system will activate 

the horns for an all-clear signal ð three steady blasts ð 

and the strobe lights will go off. 

In many cases, weather systems bring with them high 

winds, tornados, and hail.  By design, the Thorguard 
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system will likely activate as severe weather approaches 

the campus.  While this system may provide some warning 

to these different types of weather phenomena, it does so 

only because lightning may accompany the storm.  The 

warning of storms having the possibility of large hail and 

tornados still comes from monitoring local weather 

stations and the weather alert system provided by the City 

of Fort Worth.  The weather alert sirens covering the TCU 

campus are located at the corner of Bellaire Drive North 

and Alton Drive and across from the Smith Entrepreneurs 

Hall. 

Should you hear the Thorguard Lightning Prediction 

System activate, then you should go inside a nearby 

building.  Do not seek shelter under towers, trees or other 

tall objects that could attract a lightning strike.  Motor 

vehicles can provide shelter, but once inside do not touch 

any metal that could be part of the vehicle frame.  If you 

have outdoor groups working, cease operations and guide 

your participants inside. 

Should you have any questions or concerns about the 

lightning prediction system, please contact the TCU Risk 

Management at ext. 6363 or visit the TCU Risk 

Management website. 

 

 

 

 

PREFERRED EMERGENCY STORM SHELTERS 
 

¶ STAY AWAY FROM ROOMS WITH LARGE ROOF SPANS (LECTURE HALLS , GYMS, ETC.) 

¶ STAY AWAY FROM AREAS WHERE GLASS WINDOWS/WALLS EXIST (LOBBIES, 

HALLWAYS , ETC.) 

¶ PLACE AS MANY WALLS /DOORS BETWEEN YOU AND THE OUTSIDE WALL OF THE 

BUILDING YOU ARE IN (INSIDE RESTROOMS, CLOSETS, SMALL CONFERENCE ROOMS, 

ETC.) 

¶ GO TO THE LOWEST FLOOR OR, PREFERABLY A BASEMENT 

¶ MONITOR EVENTS THROUGH THE USE OF RADIOS, TELEVISION , OR THE INTERNET  

 

Bldg ID Quad Bldg Name Location Description 

HO1 

Worth 

Hills Wiggins Hall 1st floor, Rooms 163 & 147 (Kitchen) 

  

 

  1st Floor, Rooms 152, 148, Corr 3 & 4 

  

 

  1st Floor, Corridor from rooms 125 to 121 

  

 

  1st Floor, Room 103 (restroom) 

  

 

  2nd Floor, Corridor from rooms 202 to 209 

  

 

  2nd Floor, Corridor from rooms 242 to 269 

      2nd Floor, Rooms 262 & 251 (restrooms) 

HO2 

Worth 

Hills Brachman Hall 1st Floor, Rooms 111 & 109 (restrooms) 

  

 

  1st Floor, Corridor from rooms 116 to 114 

  

 

  1st Floor, Corridor from rooms 108 to 106 

  

 

  

1st Floor, Corridor outside Room 121 (kitchen) and Room 109 

(restroom) 

HO3 

Worth 

Hills F.Sadler Hall 2nd Floor, Corridor from rooms 200 to 224 

HO4 

Worth 

Hills 

Martin-Moore 

Hall 1st Floor, Rooms 104/105 and 127/128 (restrooms) 
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      2nd Floor, Corridors from Rooms 200 to 224 and Rooms 226 to 248 

HO5 

Worth 

Hills Moody Hall 1st Floor, Rooms 104 and 117 (kitchens) 

  

 

  2nd Floor, Corridors from Rooms 224 to 200 and 246 to 225.  

  

 

  2nd Floor, Rooms 234 and 240 (restrooms).  

      2nd Floor, Room 238 (laundry room). 

HO6 

Worth 

Hills Tomlinson Hall 1st Floor, Rooms 126 and 139  

  

 

  

2nd Floor, Corridors from Room 200 to Room 224 and Room 248 to 

226. 

      2nd Floor, Rooms 208, 235, 238, 239 and 241 

HO7 

Worth 

Hills 

Beckham-

Shelburne Hall 1st Floor, Rooms 128 and 130 (kitchens) 

  

 

  2nd Floor, Corridors from Rooms 200 to 224 and Rooms 226 to 248. 

  

 

  

2nd Floor, Rooms 240 and 234 (restrooms), Room 236 (laundry), Room 

239/213 (trash room) 

H19 

Worth 

Hills 

Tennis Team 

Bldg Interior rooms, as 104, 111, 114, 117 

H18 

Worth 

Hills 

Baseball 

Stadium Visitor locker room, coaches office, shower room (home locker room) 

AO3 Athletics 

Daniel-Myer 

Coliseum Lower Level, Rooms 011/010 and 019/020 (restrooms) 

  

 

  Lower Level, Rooms 013, 014, 015, 018 (storage) 

      Lower Level, Rooms 012, 016,017, 017B, 017A 

AO4 Athletics Walsh Complex Tunnel 

  

 

  Football Locker Room/Restroom/Showers 

      Rooms 112 and 115 (restrooms) 

A06 Athletics 

Ranch Mgmt. 

Bldg. Restrooms, relocate to BLUU 

A10 Athletics Dee J. Kelly Ctr. Restrooms, back service hallway 

A11 Athletics 

Justin Athletic 

Center Rooms 100D and 100E (restrooms) 

A17 Athletics 

Martin-Meyer 

Complex Internal hallways and offices, restrooms. 

WO1 West Sadler Hall Ground Floor, Corridor from Rm 17 to 16A (south end) 

  

 

  Ground Floor, Corridor from Rm 16A to Stairwell. 

  

 

  Ground Floor, Corridor from Stairwell to Rm 14 

  

 

  Ground Floor, Rm 22 (restroom) 

      Ground Floor, Corridor, north end 
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WO2 West Jarvis Hall 

1st floor, restrooms, vestibule by west stairwell (rm. 127), hallway by 

prayer room (rm 112) 

WO3 West Clark Hall Lobby of basement (003), stairwell below ground level 

WO4 West Foster Hall Basement Floor, Corridor from Rm 005 to C009 

      Basement Floor, Room  C003 

WO5 West Mabee Hall First Floor, Rm 121, 122, 123, 124 Restrooms (restricted access) 

  

 

  First Floor, Rm T106 (trash), L106 (laundry) 

      First Floor, Alcove between Rm 121/122 

WO6 West Waits Hall Basement, Corridor, West Stairwell, Rm 007 (utility room) 

      Basement, Elevator Lobby 

WO8 West Milton Daniel Basement, Corridor, From Rm 003 to Rm B09 

  

 

  Basement, Stairwell by Rm 008 to first floor 

  

 

  Basement, Alcoves by Rm 023/025, 027/029 

  

 

  Basement, Alcoves by Rm 019/021 

      Basement, Corridor From Room 023 to 029 

WO9 West Colby Basement, Corridor from Rm B02 to B07 

      Basement, Corridor and Storage area 

W10  West Sherley Corridor in 1st floor area and basement 

W11 West Reed Hall Corridor in 1st floor  

W13 West Health Ctr Rms. 109, 110, 111, 127, 131, 132 

W14 West Ed Landreth Hall 

Ground floor, Rm B33, B31, B29, B23, B24, B25, B27 (overflow 

rooms, restricted access) 

  

 

  Ground floor, Corridor from Rm B31 to east side of B26  

  

 

  Ground floor, Corridor from B20 to B11 

  

 

  Ground floor, Corridor from B10 to B09 

  

 

  Ground floor, Rm B10 and B09, (overflow, restricted access) 

  

 

  Ground floor, Corridor from Rm B02 to B08 

  

 

  Ground floor, Stairwell/closet by Rm B15 

  

 

  Ground floor, Rm B17 (restroom)  

      Ground floor, Corridor from B04 to B06 

W15 West Rickel Bldg. Basement, Corridor from Rm 044 to Elevator Lobby 

  

 

  Basement, Corridor from Elevator Lobby to Rm 036 

      Basement, Corridor from Rm 036 to 035 

W16 West Fish Hall First Floor, Restrooms in Rm 108, 107, 105, 106 

  

 

  First Floor, Alcove between Rm 107/108 

      First floor, Laundry Rm, Elevator Lobby, Trash room 

W18 West 

Miller Speech & 

Hearing Rm 136, Restroom 

  

 

  Rm 143, 144, 145, 150, 149, 148 and observation hallway  

  

 

  Rm 119A, 125  
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      Rm 155 

W19 West Ballet Bldg Basement, Corridor, North end outside of Rm 003 & 004 

  

 

  Basement, Rm 005S 

  

 

  

Basement, Corridor middle section from outside Room 001 to midway 

of Room 006 

      Basement, Corridor, South-end, outside Rm 006 

W23 West Herdon Hall First Floor, Restrooms in Rm 117, 118, 119, 120 (restricted access) 

  

 

  First Floor, Alcove between Rm 117/118 

      

First floor, Laundry Rm (L105), Elevator Lobby (E105), Trash room 

(T105) 

W27 West Moncrief Hall First Floor, Corridor from Rm 101 to 113 

  

 

  

First Floor, Restrooms in Rm 101/103, 105/107, 109/111 (restricted 

access) 

  

 

  First floor, Corridor from rm 133 to 141 

  

 

  First Floor, Restrooms in Rm 133/135, 137/139, 141/143, 145/147 

      First Floor, Rm 129a/129b (Public restrooms) 

W28 West Walker Hall Ground Floor, Stairwell ground level, north end 

  

 

  Ground floor, Corridor outside Rm 016B 

  

 

  Ground Floor, Lobby outside elevator  

  

 

  Ground Floor, Closet nest to elevator lobby 

  

 

  Ground floor, Restrooms and closets in Rm 017, 016, 015 

      Ground Floor, Public lobby 

W29 West 

Walsh 

Performing Arts First floor, Rm 134, overflow (restricted area) 

  

 

  

First floor, Rm 125, 135, 120, 119, 118, 113, 112, 143, 144, 156 

overflow (restricted area) 

  

 

  First floor, Rm 115 & 116, overflow (restricted area) 

  

 

  First Floor, Rm 130, 129, 128, 126 overflow (restricted area) 

  

 

  First Floor, Rm 127 & 131 overflow (restricted area)  

  

 

  First floor, Corridor from elevator to Rm 115 

  

 

  First Floor, corridor from Rm 115 to Green Room 136A 

  

 

  First Floor, Closet in Rm 117 (mechanical room)  

      First Floor, Restrooms 132 & 142 

W30 West 

PW/TB Clock 

Tower First Floor, Stairwell under stairs, Rm 12A 

W31 West Britain Hall First Floor, Restrooms in Rm 101,102,103,104 (restricted access) 

  

 

  First Floor, Alcove between Rm 103/104 

      First floor, Laundry Rm , Elevator Lobby, Trash room  

W32 West Mullins Hall First Floor, Restrooms in Rm 109, 110, 111, 112 (restricted access) 
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  First Floor, Alcove between Rm 109/112 

      First floor, Laundry Rm , Elevator Lobby, Trash room  

W33 West 

Human 

Resources Training Room 

W34 West 

Univ. Rec. 

Center Basement, Rm 002 (men's locker room) and outside corridor 

  

 

  Basement, Corridor 016 

  

 

  Basement, Women's Locker room  

  

 

  Basement, Women's showers/restroom 

      Basement, Cooridor Northwest end 

W36 West Palko Bldg Men's restroom, corridor by rm 127, Bailey building 

W37 West 

Samuelson Res 

Hall Basement Rm 014, 012, 011 

  

 

  Basement Rm 013 

  

 

  First floor, Trash rm 112 

  

 

  

First Floor, Restrooms in Rm 111, 107, 130, 127 124 133, 103, 105, 

116, 114 (restricted)  

  

 

  First floor, Rm 139/136 (public restrooms) 

      First Floor, Corridor outside Rm 129 & 128 

W38 West Carter Res Hall First floor, Trash rm 129 

  

 

  

First Floor, Restrooms in Rm 130, 134, 136, 138, 127, 125, 122, 119, 

108, 104, 118, 115, 113 (restricted)  

  

 

  First floor, Rm 102/103 (public restrooms) 

      First Floor, Corridor outside Rm 114 

W39 West King Res Hall First floor, Trash rm 129 

  

 

  

First Floor, Restrooms in Rm 130, 134, 136, 138, 127, 125, 122, 119, 

108, 104, 118, 115, 113 (restricted)  

  

 

  First floor, Rm 102/103 (public restrooms) 

      First Floor, Corridor outside Rm 114 

W40 West Wright Res Hall First floor, Trash rm 112 

  

 

  

First Floor, Restrooms in Rm 127,124, 123, 133, 137, 103, 105, 116, 

114, 105, 114 111, 107 (restricted)  

  

 

  First floor, Rm 138/139 (public restrooms) 

  

 

  First Floor, Corridor outside Rm 128 

W41 West BLUU 

North, 1st floor, work corridor by loading dock to include employee 

work room, women's restroom and stair well behind elevators on this 

level 

  

 

  North, 2nd floor, restrooms and enclosed stairwells on this floor 

      

South, 1st floor, restrooms by auditorium, lobby to BLUU office area, 

computer area behind meeting rooms 
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W42 West Scharbauer Hall 

1st floor; restrooms,north/south corridors, work corridor by north 

stairwell, lobby and corridors of associate dean's office, vending room 

  

  

2nd floor; corridors and lobby, restrooms 

  

  

3rd floor; corridors and lobby, restrooms 

E01 East 

MC Burnett 

Library Basement, Corridor outside elevator 

  

 

  Basement, Stacks area outside Rm B14/B15 

  

 

  Basement, Corridor outside Rm B23, B25, B25 and B29 

      Sub - basement, entire corridor area (restricted) 

E02 East SW Richardson Level One Floor, Corridor from Rm 159 to 143 

      Level One Floor, Corridor from  Rm 109 to 111 

E03 East Winton-Scott First Floor, Corridor from Rm 169 to 123 

E04 East Bass Bldg First Floor, Rm 111/113 (restrooms) 

  

 

  First Floor, Rm 105/106 (closet) 

      First Floor, Corridor from Rm 112 to Rm 110 

E05 East  Beasley Hall Ground Floor, Ground floor level stairwell by Rm 7 

  

 

  Ground floor, Rm 16 

  

 

  Ground floor, Lobby area outside Rm 18 through 21 

      Ground floor, Restroom lobby, Rm 17 

E06 East Moore Bldg Ground floor, Ground floor level stairwell by Rm 13 

      

Ground floor, Rm 20, Rm 18 (restroom), Corridor outside Rm 20 to Rm 

16 

E07 East Dan Rogers Hall First floor, Corridor from Rm 154 to 161 & from Rm 168A to 169 

E08 East Moudy North Basement, Entire corridor area  

E10 East Carr Chapel No refuge areas 

E15 East Tandy Hall First floor, first floor level stairwells by Rm 120 and Rm 190 

      First floor, Rm 128 and 107 (restrooms) 

E35 East TCU Police First floor, Storage area under stairwell and Rm 107 

E36 East C-8 Housing First floor, Bathroom/Shower in units 213/214 (restricted area) 

      Second floor, Bathroom in units 215/216 (restricted area) 

E37 East C-7 Housing First floor, Bathroom/Shower in units 209/210 (restricted area) 

      Second floor, Bathroom in units 211/212 (restricted area) 

E38 East C-6 Housing First floor, Bathroom/Shower in units 205/206(restricted area) 

      Second floor, Bathroom in units 207/208 (restricted area) 

E39 East C-5 Housing First floor, Bathroom/Shower in units 201/202 (restricted area) 

      Second floor, Bathroom in units 203/204 (restricted area) 

E40 East Beasley House 

First floor, Corridor  and bathrooms (restricted) for Rm 301, 302, 303, 

304 

E41 East 

Abell-Hanger 

House 

First floor, Corridor  and bathrooms (restricted) for Rm 401, 402, 403, 

404 
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E42 East Moore House First Floor, bathrooms of Rm 501, 502, 503, 504  

      First Floor, alcove to entrance of rm 501, 502, 503, 504 

E45 East 

C-4 Grad 

Housing First floor, Bathroom/Shower in units 113/114 (restricted area) 

      Second floor, Bathroom in units 115/116 (restricted area) 

E46 East 

C-3 Grad 

Housing First floor, Bathroom/Shower in units 109/110 (restricted area) 

      Second floor, Bathroom in units 111/112 (restricted area) 

E47 East 

C-2 Grad 

Housing First floor, Bathroom/Shower in units 105/106 (restricted area) 

      Second floor, Bathroom in units 107/108 (restricted area) 

E48 East 

C-1 Grad 

Housing First floor, Bathroom/Shower in units 101/102 (restricted area) 

      Second floor, Bathroom in units 103/104 (restricted area) 

E49 East 

Secrest-Wible 

Bldg First floor, Mechanical Room in Rm 118 

E51 East 

Tucker 

Technology Ground floor, Corridor in office suite and restrooms 

  

 

  

Ground floor, Corridor outside Rm 019 and reception area. Corridor 

outside Rm 007 and 010. 

E54 East 

Design, Merch & 

Textiles Storage room, 123A in center of building 

E55 East Smith Entr. Hall 1st floor, Kitchen area hallway by restrooms 

E56 East DIS Restrooms and store room by the restrooms 

 
Additional information of the Universityôs safety, environmental and insurance policies can be found on the TCU Risk 

Management website.  To find this website, visit the TCU homepage (http://www.tcu.edu) linking to ñOn-Campus Resourcesò 

then to ñRisk Managementò or go to www.saf.tcu.edu.  

 

 

 

GENERAL POLICIES AND SERVICES
 

Abuse Information, Substance.  Abuse of alcohol and 

drugs has been shown to cause serious health problems 

including: 

Alcohol.  Frequent or heavy use of alcoholic beverages 

can result in brain damage; cirrhosis of the liver; cancer of 

the liver, cancer of the mouth, throat and  

pancreas; stomach ulcers; heart damage; lowered sex 

hormone production; and lowered immunity to infections 

and disease.   

Alcohol use by pregnant women can also cause birth 

defects, lowered birth weight and/or mental retardation in 

children. 

 

 

The use of alcohol is involved in half of all traffic 

related deaths and permanent disabilities.  Alcoholism can 

lead to family dysfunction and violence.  Alcoholics are 

six or more times as likely to commit suicide as non-

alcoholics. 

Drugs.  The use of illegal drugs, including but not 

limited to marijuana, cocaine, heroin, crack, inhalants, 

amphetamines, psychedelics and so called ñdesigner 

drugsò has been shown to result in physical and mental  

disorders. Lung damage (including lung cancer), lowered 

immunity to disease, memory loss, depression, flashbacks,  

http://www.tcu.edu/
http://www.saf.tcu.edu/
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lowered production of sex hormones, birth defects, low 

birth weight infants and severe psychological disorders 

may result from the use of drugs. 

These drugs are highly addictive, both physically and 

psychologically.  The body builds a tolerance to such 

drugs so that larger and more frequent doses are required 

to satisfy the need for the drug.  

 

Alcohol and Drugs.  Specific University policies with 

regard to both alcohol and drugs are outlined below: 

Alcohol.  Except for certain specified areas in University 

residence halls approved by the Vice Chancellor for 

Student Affairs (see the University Calendar/Student 

Handbook for the student alcohol policy), and for specific 

events authorized by the Chancellor or Provost in 

University buildings, the consumption, sale or use of 

alcoholic beverages is prohibited on the campus. 

The consumption of alcohol is permissible for persons of 

legal drinking age in parking lots immediately adjacent to 

Amon Carter Stadium from two hours before and until two 

hours after TCU home football games. Alcohol is not 

permitted in the Stadium at any time. 

 

 

 

 

Alcohol and Drug Penalties 
 

 

  TEXAS STATE LAW   

OFFENSE CLASS/DEGREE MINIMUM MAXIMUM 

    PUNISHMENT PUNISHMENT 

 Manufacture or delivery of  State Jail Felony to  Up to 2 years in jail and  10 years to life in jail and a 

 controlled substance (drugs)  First Degree Felony  a fine of up to $10,000  fine of up to $250,000 

 Possession of  State Jail Felony to  Up to 2 years in jail and  15 years to life in jail and a 

 controlled substance (drugs)  First Degree Felony  a fine of up to $10,000  fine of up to $250,000 

 Possession or delivery  Class B Misdemeanor  180 days in jail or a fine of  5 years to life in jail and a 

 of marijuana  to First Degree Felony  up to $2,000, or both  fine of up to $250,000 

 Driving while intoxicated  Class B Misdemeanor  72 hours to 180 days in  2 to 10 years in jail and a 
 (alcohol or other drugs or 
both)  to Third Degree Felony  jail or a fine of up to $2,000,  fine of up to $10,000 

   BAC - .08  or both   

  
     

Fine of $250 to $2,000, jail 
time of up to 180 days 

      Community service of 8 to 

 Public intoxication  Class C Misdemeanor  Fine of up to $500 40 hours, driver's license 

      suspension for 30 to 180 

      days and attend one alcohol  

      awareness class 

    
Attend one alcohol 
awareness class, 20-40  180-day driver's license 

 Purchase, consumption or   hours community service,  suspension, up to $2,000 fine, 

 possession of alcohol by a Class C Misdemeanor fine up to $500, 30-day  180-day jail term 

 minor   driver's license suspension   

    
 

  

Sale of alcohol to a minor Class A Misdemeanor  Fine up to $4,000, up to  Fine up to $4,000, up to one 

     one year in jail, or both  year in jail, or both, 180-day 

  
 

180-day driver's license  driver's license suspension 

    suspension   
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  FEDER AL LAW   

OFFENSE   MINIMUM MAXIMUM 

    PUNISHMENT PUNISHMENT 

 Manufacturing, distribution or dispelling of Imprisonment up to 3 years; Life imprisonment (no parole) 

 illegal drugs 
 

and a fine of $250,000 or 
both and fine up to $8 million 

      
(individual) or $20 million 
(other) 

    
Imprisonment for up to 1 
year and a fine of not 

5 to 20 years imprisonment 
and fine of at least $5,000 

 Possession of illegal drugs 
 

less than $1,000 or both Plus investigation/court 

    
 

costs 

 Distribution of drugs to a person under 21 years of age 
Double the federal penalty 
for distribution of drugs Triple the federal penalty for 

    
 

distribution of drugs 

 

The purchase or sale of alcoholic beverages is prohibited 

everywhere on the campus. Furthermore, no person may 

provide any alcoholic beverages to any person less than 21 

years of age. The University also prohibits the use or 

possession of alcoholic beverages in all instructional  

settings including those remote to the campus. 

Drugs.  The University prohibits the unlawful 

possession, use, manufacture or distribution of illicit drugs 

on University property or at University sponsored 

activities.  Besides their legal implications these drugs are  

 

a health hazard and are incompatible with the philosophy 

and objectives of the University. 

For complete information, refer to Policy 2.007 Drug and 

Alcohol Abuse. 

In addition, faculty and staff directly engaged in the 

performance of work under the provisions of a federal  

contract ($25,000 or more) or grant are subject to the 

Drug-Free Workplace Act of 1988.  For complete 

information on the specific provisions of this act, contact 

the Human Resources Department, the Alcohol and Drug 

Education Center, or the Office of Research and Sponsored 

Projects.  

Any violation of these policies may result in disciplinary 

action ranging from a reprimand to suspension without pay 

for an appropriate period or termination of employment. 

Sources of Help.  An individual may seek assistance to 

correct a drug or alcohol abuse problem under the 

Americans with Disabilities Act. Employees who seek this  

assistance are offered appropriate protections under the 

ADA. 

For complete information, refer to Policy 2.006 Drug-

Free Workplace. 

 

Building Use Fees.   Fee schedules are available upon 

request from the Office of Conference Services. Requests  

for special fee consideration must be submitted in writing 

to Conference Services for review by the appropriate vice 

chancellor. Conference Services will notify the individual 

or group whether the request to use a facility has been  

 

 

granted or denied. The appropriate fees will be included in 

the notification. Decisions of Conference Services may be  

appealed in writing. Events will be assigned into one of 

three general categories described below: 

Category I - TCU and Disciples of Christ Events. 
(Housing, housekeeping and other necessary expenses, as 

well as other real expenses incurred will be charged.) 

1.  Special workshops, meetings or conferences 

initiated and officially sponsored by a TCU department. 

2.  Non-student housing requests by TCU departments 

or TCU organizations. 

3.  TCU student organization events open to the entire 

campus, open to non-TCU guests or requiring an 

admission fee. 

Category II - Non-TCU Events (reduced Rental Fee). 

1.  Events sponsored by educational institutions. 

2.  Programs or events sponsored by chartered youth 

groups. 

Category III ï Non-TCU Events (Basic Rental Fee). 

Any use not defined in above categories but consistent 

with the Universityôs Use of Facilities guidelines. 

 

Campus No Smoking Policy.  In the interest of creating 

a healthier work environment, all TCU facilities are 

designated ñNo Smokingò in accordance with City of Fort 

Worth Ordinance #12009. This policy means that smoking 

is not allowed in any campus building or in any University 

owned vehicle. Persons who desire to smoke must do so 

outdoors. Ash cans have been placed outside the entrances 

to all campus facilities. 

 

Commercial Promotions Involving TCU.  Commercial 

enterprises sometimes solicit advertising from off-campus 

firms for publications or products with the promise that the 

item will be distributed on campus to students and/or 

faculty and staff. TCU does not permit such distribution 

except where approval has been given by Marketing & 

Communication. 

Student initiated publications (those planned and 

produced by students), designed for distribution to persons 

other than the members of the sponsoring student 
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organization, must be approved by the Student 

Publications Committee. University regulations prohibit 

the sale of advertisements for student publications, 

programs or special brochures, except by permission of the 

Student Publications Committee. 

Commercially initiated publications or products (those 

planned and promoted by individuals or firms for 

commercial purposes) must be approved by Marketing & 

Communication. 

In addition, individuals or firms seeking permission to 

use the University name, its official seal or other TCU 

symbols (such as the Horned Frog) on a product for 

commercial purposes, should obtain prior approval from 

Marketing & Communication. This includes give-away 

items containing commercial advertising for distribution 

on campus.  

An advisory committee composed of representatives 

from the Division of Student Affairs, Alumni 

Affairs/Development, Athletics, University Store, Student 

Programming Council, and Marketing & Communication 

sets and interprets general policies and hears appeals. 
 

Computer Technology Acquisitions, Policy for.  This 

policy applies to all TCU departments. The intent of the 

policy is to ensure that computer technology and services 

comply with University defined policies, procedures, 

support standards and security safeguards. Examples of 

computer technology include, but are not limited to:  

desktop and notebook computers, netbooks, iPads, tablets, 

servers, workstations, printers, software applications, 

operating system software, wireless devices, network 

equipment or specialized networked-based appliance, and 

technical/functional computer services.  Specifically: 

¶ All computer technology for TCU business must 

be purchased through Technology Resources. 

Computer technology purchased for personal use 

will not be reimbursed by the University. Further, 

computer technology purchased with personal 

funds, regardless of the intended use, will not be 

reimbursed by the University. 

¶ All computer technology assets purchased with 

University Funds are the property of the 

University and not a specific faculty or staff 

memberôs personal property. University funds 

include, but are not limited to, grant funds, 

endowed funds, restricted, or unrestricted funds. 

¶ Funding for maintenance or support agreements 

must be coordinated with Technology Resources 

prior to purchase. 

¶ All desktop/notebook computers and peripherals 

acquired must meet University standards. For 

models and specifications, see Desktop 

Specifications List.  In addition to maintain 

network connectivity, computers and peripherals 

must meet minimum configuration specifications.  

Please see Minimum Configuration Guide for 

latest requirements. 

¶ Technology Resources must approve any server 

or specialized appliance requiring network 

connectivity prior to acquisition.  In addition, the 

device must meet the required conditions for 

connectivity.  For current requirements, please see 

Connectivity Requirements. 

¶ Network connected servers or appliance devices 

must reside in an environment approved by 

Technology Resources. 

¶ Technology Resources must approve any 

technology that incorporates any kind of wireless 

access to ensure meeting TCU guidelines prior to 

purchase.  Please see the Wireless Guidelines for 

current guidelines. 

¶ Technology Resources must review and approve 

any software application system prior to 

acquisition. 

¶ Computer technology procured with restricted 

funds must be coordinated through Technology 

Resources. 

 

Conference Services.  The use of TCU facilities by 

outside groups or by TCU groups holding events open to 

the entire campus or community must be approved by 

Conference Services. By policy, the needs of the 

University come first. Outside groups receiving preference 

are those that share the educational goals of TCU. 

Regularly scheduled college and departmental programs 

do not require use of facilities application and approval. 

Faculty or student membership in an organization does 

not necessarily make a meeting of such a group an integral 

part of the TCU program. 

In order to ensure facility availability and University 

authorization, groups must submit an application to 

Conference Services. Written approval from Conference 

Services is required before a group publicizes the event 

and facilities. 

Application for use of a facility should be made at least 

30 days before a proposed event. Application forms are 

available from Conference Services, 3015 Merida Street, 

(Box 298310), (817) 257-7641. 

Conference Services will assist the project sponsor in 

working out details with the TCU representatives 

responsible for different facilities and services. 

The use of Robert Carr Chapel for weddings is governed 

by a separate policy.  Information regarding use of the 

chapel for weddings is available from the Office of 

Religious & Spiritual Life.  Requests for wedding 

receptions are no longer accepted for any University 

facility.   

 

Contracts.  A contract is a legal agreement between two 

or more parties, especially one that is written and 

enforceable by law. A contract comes in many forms that 

most might not think of as contracts. Leases for equipment 

such as copiers, golf carts or storage facilities are 

contracts. Most contracts contain language that includes 

specific performance issues, penalties, jurisdiction 
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requirements, insurance requirements and indemnification 

and subrogation clauses. Documents labeled as Letter of 

Agreement or Scope of Work are considered contracts 

since they are written agreements between TCU and 

another party. As with any University expense 

commitment, budgeted funds must be available and set 

aside by the applicable department to cover any contract 

expenses. 

For these reasons, there are only few people at TCU who 

have the authority, either by Board resolution or 

administrative delegation, to sign contracts. 

Signature authority: 

Associate Vice Chancellor and Controller (ext. 5016) 

ï has review and signature authority for contracts for TCU 

Press, Student Government Association and Alumni 

contracts, event contracts, travel related agreements for 

athletics (other than air travel and post-season travel), 

fraternity and sorority chapter facility agreements on 

master agreements approved by the Vice chancellor for 

Finance and Administration, and the financial components 

of research contracts. 

Associate Provost for Academic Affairs (ext. 7104) ï 

has review and signature authority for the non-financial 

components of research contracts, non-financial 

international education agreements, and international 

education agreements with a financial impact of $5,000 

and less. 

Associate Provost for Academic Planning & 

Budgeting (ext. 5070) ï has review and signature authority 

for non-financial educational agreements (such as 

articulation agreements) and educational agreements with 

a financial impact of $5,000 and less. 

Executive Director of Technology Resources (ext. 

7682) ï has authority for renewal of licensing and 

maintenance contracts for existing computer hardware and 

software, as long as such renewals contain no changes to 

the basic terms and conditions, including limits of liability 

and indemnification. 

Provost (ext. 7101) ï has authority for adjunct faculty 

contracts. 

Vice President of Business and Finance for Brite (ext. 

5710) ï has review and signature authority for all Brite 

contracts. 

Vice Chancellor for Finance and Administration, 

Assistant Treasurer, and Associate Vice Chancellor and 

Controller ï have authority for banking and investment 

agreements. 

Chief Investment Officer and Vice Chancellor for 

Finance and Administration ï have authority for 

endowment investment contracts. 

Vice Chancellor for University Advancement ï has 

authority for cash gift acceptances that do not require 

financial exchanges by TCU to a third party. 

Chancellor and Vice Chancellor for Finance and 

Administration ï have authority for real estate contracts. 

Athletics Director (ext. 7710) ï has authority for 

athletic game contracts and related guarantees, as well as 

athletic equipment contracts of $5,000 and less. 

Dean of the Library (ext. 7106) ï has authority for 

library materials contracts (for books, databases, journals, 

and associated library subscriptions). 

Vice Chancellor for Marketing and Communication 

(ext. 7810) ï has authority for billboard, advertising, and 

other media buy agreements with a financial impact of 

$50,000 and less. 

Director of Contract Administration (ext. 5808) ï has 

review and signature authority for contracts for TCU Press, 

Student Government Association and alumni contracts, 

event contracts, travel related agreements for athletics 

(other than air travel and post-season travel), and fraternity 

and sorority chapter facility agreements on master 

agreements approved by the Vice Chancellor for Finance 

and Administration, as well as review and signature 

authority for other contracts with a financial impact of 

$5,000 and less (excluding real estate, banking, 

investment, financing, and construction contracts). 

All other contracts should be reviewed and signed by 

the Vice Chancellor for Finance and Administration (ext. 

7815). 

In order to facilitate the contract review and signature 

process, the TCU Contract Routing Form that includes 

the following information should be provided to the 

contract reviewer along with the contract: 

 Contract purpose 

 Financial obligation (in dollars), including budget 

code 

 Explanation of terms that need clarification or 

may be problematic along with the recommended 

change if necessary 

 Submitterôs initials next to contract signature line, 

indicating that submitter has reviewed and approved the 

contract 

The Contract Routing Form and contract should be 

submitted to the Director of Contract Administration for 

review prior to forwarding to the Vice Chancellor for 

Finance and Administration for signature. The Director of 

Contract Administration will work directly with the 

submitter and the other party to the contract in resolving 

any contract issues before forwarding the contract to the 

Vice Chancellor for Finance and Administration for 

signature. The Director of Contract Administration also 

will consult with the Risk Management Department 

regarding any insurance, indemnification or subrogation 

clauses and with the Technology Resources Department 

regarding any technology clauses prior to forwarding the 

contract to the Vice Chancellor for Finance and 

Administration for signature. 

 

Dining Service.  Dining service is provided at TCU 

through a contract arrangement with the Sodexo 

Corporation.  Faculty and staff are invited to eat in any of 

the University dining areas. In addition, the dining service 

provides a wide variety of catering services on the campus. 

Further information is available by contacting the Dining 

Service office (817-257-7283) located in the University 

Union. 
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Energy Conservation Policy.  TCU is dedicated to a 

program of energy conservation. The University 

community is encouraged to use energy wisely - to use 

what they need, but need what they use.  

Goals have been established to conserve energy and 

reduce consumption through optimum use of facilities and 

the elimination of wasteful practices.  Building deputies 

are encouraged to support energy conservation goals and 

to report malfunctioning systems to the Physical Plant 

Work Control Center, (817) 257-7956.  During unoccupied 

hours, heating and air conditioning will be turned off in 

campus buildings controlled by the Energy Management 

Control System. 

The Vice Chancellor for Finance and Administration and 

the Associate Vice Chancellor for Facilities are responsible 

for the coordination of the energy program. Questions 

about energy conservation and suggestions for 

improvement should be made directly to the Associate 

Vice Chancellor for Facilities at 817-257-7955. 

 

Facility Maintenance, Repair, or Modification; 

Furniture, Finishes, Interior Plants.  The Physical Plant 

is responsible for accomplishing all facility maintenance, 

repair, space modification and new work. Refer to the 

publication A Userôs Guide to Physical Plant Services for 

more detail. 

1. Requests for maintenance and repair are submitted 

to the Work Control Desk, ext. 7956. 

2. Requests for space modification or new work 

require a PPD No. 45 cost estimate form. The requestor 

must obtain the dean/unit headôs approval prior to 

submitting the request to the Physical Plant for a cost 

estimate. 

3. All furniture purchases must be coordinated through 

Facilities Planning, ext. 7953. Assistance will be provided 

to assure furniture meets University standards of quality, 

durability and maintainability. 

4. All carpet purchases, installation, replacement or 

repair  is accomplished by the Physical Plant in 

accordance with carpet standards. Limited funds are 

budgeted by the Physical Plant for requests costing $5,000 

or less. Requests costing more than $5,000 are handled on 

a special request basis. 

5. Exterior and interior signage that is installed or 

fixed to the building or grounds is provided by the 

Physical Plant in accordance with University signage 

standards. Requests for new signs should be submitted to 

the Work Control Desk, ext. 7956. No other symbols or 

graphics should appear on signs identifying buildings or 

offices. 

6. All interior  plants that are provided and maintained 

by a contract maintenance agreement must be obtained 

through the Physical Plant and will be funded by the 

requesting department. 

7. Procedures for key control, key assignments and 

replacement of lost keys are outlined in TCU Policy 

Letter 2.002 dated 8 October 2002. 

8. Prior to performing or authorizing any excavation, 

trenching or digging on TCU property to a depth 

exceeding four inches below grade, the initiating party is 

required to obtain an excavation permit. For assistance 

with permit procedures, contact the Physical Plant Control 

Center, ext. 7954. 

9. Contact Facility Services, ext. 7957, for assistance 

with office relocation or disposal/storage of unused 

furniture and equipment. 

10. Procedures for the purchase and installation of 

alarm systems, including security cameras, panic 

alarms and intrusion devices are outlined in the TCU 

Alarm Systems Control Policy Letter dated 24 May 2005. 

 

Fire Arms and Deadly Weapons Policy.  TCU is 

committed to providing a safe environment for faculty, 

staff, students, and campus visitors. The University, in 

conformance with Texas Penal Code Sections 46.03 and 

46.035, prohibits the possession of any firearm or deadly 

weapon on University property or at University-sponsored 

events even if an individual has been issued a Concealed 

Carry Permit by the state. Violation of this policy will 

result in disciplinary action. (See TCU Personnel Policies 

and Procedures Manual: Policy No. 2.060.) 

 

Frog Prints.  Faculty and staff personal copying, 

including color copies, faxes, and bindery services are 

available from Frog Prints Copy Center, which is located 

in the GrandMarc Building at 2865 West Bowie (across 

from Tucker Technology Bldg.). The Frog Prints manager 

is available to work with faculty members in planning 

support for special projects, special printing needs and 

other required student projects. For specific information 

and hours of operation, call (817) 257-5992 

 

KTCU-FM Radio.  KTCU-FM 88.7 is a 10,000-watt 

radio station, serving the campus as well as Fort Worth and 

surrounding communities. It is licensed by the Board of 

Trustees at TCU and is operated by the Department of 

Film, Television and Digital Media. Daily programming 

features a mix of Americana, rock and Texas/Red Dirt 

music. At night, the music turns more alternative and 

indie. Programs vary from popular to classical music, and 

include talk features. 

KTCU-FM serves as the ñvoiceò for TCU football, 

basketball and baseball.  A primary role of the station is to 

provide a learning laboratory for students of broadcasting 

at TCU. The station broadcasts on 88.7 on the FM dial and 

can be heard via the internet at www.ktcu.net.  

 

Lost and Found.  The TCU Police Department is the 

official University Lost and Found department. Articles 

lost or found should be reported as soon as possible to 

assist the office in returning property to the rightful owner. 

 

Mailing and Contact Lists for Alumni and Friends of 

the University, Procedures for Requesting, Using and 

Updating.  University Advancement maintains a database 

of all alumni and friends of the University. This database is 

used extensively by a variety of offices on campus 

including the Chancellor and many departments outside of 

http://www.ktcu.net/
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University Advancement. Information about TCUôs 

alumni and friends changes rapidly, and thousands of 

updates (names, addresses, e-mail addresses, phone 

numbers, employers, etc.), are made to TCUôs alumni and 

friendsô records each year. It is imperative that the most 

current information be used when a department needs to 

contact all or part of TCUôs constituency. To insure this 

result, the following policies have been adopted: 

¶ Banner (TCUôs alumni/development database) is 

the Universityôs official repository of information 

about alumni, parents, friends, corporations, and 

foundations. When updates are made to this 

system, the information is available to everyone 

on campus. There are to be no departmental 

mailing or contact lists maintained for University 

use other than Advancementôs 

alumni/development database (Banner). 

¶ Information on alumni, parents, and friends 

constantly changes making information pulled 

even a few days before out of date. So, a new list 

should be pulled within 4-5 days of each mailing. 

Requests for new lists should be made to 

Development Information Services (DIS) 

(extension 6088). 

¶ Requests for new lists must be submitted to DIS 

10 business days before the data is needed. The 

list will be pulled as close as possible to the date 

the information will be used. This will ensure the 

information is as up-to-date as possible. 

¶ New or updated information (address, telephone, 

e-mail address, etc.) received from alumni and 

friends should be sent to DIS, so it can be entered 

into Banner for campus use. New information 

should be e-mailed to 

advdisdataupdates@mail.tcu.edu or sent to 

Veleria Cowsen, TCU Box 298240. 

¶ In the event that friends of the University are not 

on Banner but are included on a departmentôs 

mailing list, records for the individuals and/or 

organizations will be added to and maintained in 

Banner. 

¶ Any mass communication, especially 

solicitations, must be planned and coordinated 

with University Advancement well in advance of 

the mailing date. This is to ensure we are 

interacting with our constituents in a professional, 

well-coordinated way to avoid alienating them 

with too many mailings at one time. 

Questions regarding this policy should be directed to Dr. 

Roby V. Key, Associate Vice Chancellor for Advancement 

Operations (extension 7706). 

 

Mailing and Post Office Services. 

Mailing Deadlines - Monday ð Friday.  

First class departmental mail for metering:  3 p.m. 

Mail with stamps already affixed:  4:30p.m. 

Hours of Operation ð Monday ð Friday 

Mailing Services           8:00 a.m. ð 4:30 p.m. 

Post Office                    8:00 a.m. ð 4:30 p.m. 

U.S. Mail.  Postage for all official University business is 

paid by each University department. Mailing Services 

located in the Brown-Lupton University Union (BLUU) is 

equipped to meter all business mail.  The deadline for daily 

mail processing (Monday through Friday) is 3:00 p.m. 

Personal mail must NOT be sent through the Mailing 

Services Office. All personal mail must be stamped and 

deposited in the designated U. S. Mail receptacle or 

handled through the window service operation of the U. S. 

Contract Station located in the BLUU. 

TCU Mail Addresses.  The manager of mailing services 

assigns box numbers. Mail is sorted by the TCU box 

number not department or individual names. It is the 

responsibility of each department to notify correspondents 

of their correct mailing address, which must include the 

appropriate TCU box number. When departments divide 

into new departments or when employees move from one 

department to another or leave the University, it is the 

responsibility of the originating department to forward 

mail to the new department or old employee by placing the 

new box number on the mail piece and returning it to the 

post office for processing. 

Special Services.  TCU Mailing Services provides the 

following special services:  USPS Express Mail, Federal 

Express, and International Mail.  Contact Mailing Services 

regarding these services and for assistance in selecting the 

best service available. To receive the Universityôs Federal 

Express shipping discount, all departments must reference 

the TCU account number. Do not open individual accounts 

with Federal Express or other mailers without contacting 

the Mailing Services Coordinator. 

Note: The shipment of hazardous materials MUST be 

coordinated with the TCU Safety Director. 

Interoffice Mail.   All interoffice mail is handled 

through the U.S. Post Office Contract Station in suite 1200 

of the BLUU. Envelopes must be clearly marked 

ñInteroffice Letterò and MUST bear the return address of 

the originating department. Other names on reusable 

envelopes should be MARKED OUT to avoid any 

confusion. To avoid delays in delivery, the complete name, 

department and box number must be provided in the 

address section of the envelope. Interoffice mail 

improperly addressed will be ñreturned to sender.ò 

Personal mail between department members or department 

and students is not allowed.  

Mailings in the following categories require prior 

approval by the Manager of Mailing Services: 

1. Student organizationôs mailings of 50 pieces or more. 

2. Departments and students conducting departmentally 

sponsored mailings such as class project surveys. 

3. Unlabeled full coverage mailings by departments. 

One-page mailings of this type must be tri-folded to letter 

size or a folding charge will be assessed. 

Mail is delivered to the TCU Post Office at 6:00 a.m. 

Mail pick-up is 4:30 p.m.  TCU Post Office hours of 

operation are 8:00 a.m. to 4:30 p.m. Monday through 

Friday. Questions regarding policy and procedures for use 

of interoffice mail or incoming U.S. mail should be 

mailto:advdisdataupdates@mail.tcu.edu
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directed to the supervisor of the TCU Post Office in the 

BLUU, 817-257-7840. 

Mailing Permits.  The University has special permits 

for second class, third class (bulk and single piece), first 

class business reply mail and first class pre-sort. These 

may be used under specified conditions and in accordance 

with U.S. Postal regulations and University procedures. 

Bulk mail is sent to the U.S. Post Office every day at  

1:00 p.m. After it leaves the campus, allow an average of 

two weeks for delivery. All address list files for permit 

mailings should be electronically transmitted to Mailing 

Services for certification and processing. Mailing Services 

must have a job ticket on file before we accept any 

materials or address files. All questions concerning use of 

permit mail should be directed to the coordinator of 

Mailing Services Office, 817-257-7899.  

Special Notation.  Materials printed for third class 

(bulk) mailing should never be deposited directly in any 

U.S. Postal facility. Postal regulations are not flexible. 

Surplus materials mailed in small numbers require 

additional postage and removal of all permit information. 

 

Network and Computer Usage Policy.   
Introduction .  TCU provides technology to help 

facilitate the academic, research, and administrative needs 

of students, faculty and staff. Technology allows you to 

quickly and efficiently access and exchange information, 

both within the TCU community and around the globe. 

This valuable resource is provided as a privilege, and with 

that privilege comes the responsibility of all users to 

conduct themselves in a manner consistent with the 

mission, purposes and values of the University. It is the 

responsibility of every person who uses University 

Computing Resources to read and abide by this Network 

and Computer Usage Policy. 

Applicability . This policy is applicable to the entire 

TCU community (students, faculty, staff and other 

authorized users) and to all University Computing 

Resources, whether owned, leased, contracted or managed 

by TCU. University Computing Resources include, but are 

not limited to: 

¶ hardware (e.g. computers, mobile computing 

devices, servers, network devices) 

¶ telecommunication equipment (e.g. phone 

systems, traditional phones, cell phones, 

smartphones) 

¶ storage media (e.g. discs, flash drives, external 

drives) 

¶ peripheral devices (e.g. printers, scanners, 

monitors) 

¶ networks 

¶ software 

¶ electronic data. 
Appropriate Use.  TCU expects all users of University 

Computing Resources to respect the rights and privacy of 

other users, respect the integrity of physical facilities and 

controls, and respect the ownership and usage rights for 

digital media. You may only use those University 

Computing Resources that you are authorized to use, and 

must use them in the manner and to the extent you are 

authorized. Use of University Computing Resources must 

not violate any applicable laws, rules or policies. Use of 

University Computing Resources must adhere to the 

Universityôs Code of Conduct policy, available on the 

Human Resources website at: http://www.hr.tcu.edu. 

University Computing Resources are intended to be used 

for University-related activities and, depending upon the 

circumstances, reasonable personal use. What constitutes 

ñreasonable personal useò may depend on your 

relationship with TCU. For example, a resident studentôs 

personal internet and e-mail use is generally acceptable, 

but similar activities by an employee during working hours 

must not interfere with the employeeôs job performance. 

Improper use of University Computing Resources can 

subject you to discipline by TCU. The following list, while 

not exhaustive, contains examples of what TCU deems to 

be improper use. 

¶ Using University Computing Resources for 

personal commercial or financial gain. 

¶ Consuming a significant amount of bandwidth or 

network resources. 

¶ Any activity that compromises network security. 

¶ Knowingly installing or distributing a program, 

such as a computer virus, intended to damage or 

strain ad computer or network. 

¶ All owing unauthorized users to access any TCU 

network. 

¶ Using another personôs account. 

¶ Using or disclosing another personôs password. 

¶ Connecting personal computers or devices to the 

Universityôs Network without prior 

authorization. 

¶ Using unauthorized network devices, such as 

routers, firewalls, and wireless access points. 

¶ Manually assigning an IP address to a network 

device or otherwise using an IP address that is 

not assigned to you. 

¶ Attempting to access any data or information by 

breaching or circumventing security measures. 

¶ Attempts to monitor, analyze, or tamper with 

network data packets. 

¶ Personal use of TCU Computing Resources 

during working hours by an employee of the 

University which interferes with the 

employeeôs job performance. 

In addition to violations of TCU rules, certain computer 

misconduct is prohibited under federal and state laws. 

Such misconduct can subject you to a civil lawsuit and/or 

criminal prosecution. Examples of such misconduct 

include: 

¶ Using University Computing Resources to 

conduct illegal activity, to promote or advocate 

illegal activity, or to discuss illegal activities with 

the intent to commit them. 

http://www.hr.tcu.edu/
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¶ Using University Computing Resources to harass, 

defame, abuse, or threaten others. 

¶ Falsely obtaining electronic services or data 

without payment of required charges. 

¶ Knowingly accessing a computer or network 

without the effective consent of the owner. 

¶ Accessing, copying, transporting (to another 

person or location), modifying, or destroying 

programs, records, or data belonging to TCU or 

another user without authorization, whether such 

data is in transit or storage. 

¶ Physical theft, relocation, modification, or 

damage to any TCU computer or network 

equipment, facilities, or property. This includes 

all computer labs, network hubs, wiring, ports 

and links. 

Copyright and Intellectual Property .  Unauthorized 

duplication of copyrighted works, such as books, movies, 

photographs, video games, music and software, is a 

violation of federal copyright law. TCU supports strict 

compliance with federal laws regarding copyright 

infringement. Anyone who engages in illegal copying shall 

be subject to disciplinary action under TCUôs policies and 

may be sued in federal court by the copyright owner. 

E-mail/Electronic Communications/Social Networks.  

Electronic communications (e-mail, text messages, social 

networks, blogs, etc.) enjoy tremendous popularity in our 

society. Much of the communication between TCU staff, 

administration and students will be electronic. The 

informality and immediacy of electronic communications 

can, however, lead to content abuse. TCU neither sanctions 

nor censors individual expression of opinion in electronic 

communications, but TCU expects a certain level of 

etiquette and civility in these communications. Electronic 

communications must not: 

¶ contain profanity, obscenity or inappropriate 

jokes; 

¶ harass, defame or intimidate others; 

¶ misrepresent the identity of the sender; or 

¶ be broadcast indiscriminately to a large number of 

recipients. 

Use common sense when communicating electronically. 

A good rule of thumb is to assume that any message you 

send will be forwarded to someone you do not know. 

Never send confidential information electronically unless 

you use appropriate electronic security measures, such as 

encryption. 

Users who make use of social networks, forums and 

other public sites do so voluntarily, with the understanding 

that they may encounter material they deem offensive. Use 

of University Computing Resources to post or display 

offensive materials on social networks and forums may 

subject you to discipline by TCU. Users who subscribe, 

post messages, or simply browse through such sites must 

abide by the rules governing each in addition to TCUôs 

policies. 

Privacy/Access/Disclosure of Information.  In general, 

information stored on a computer or sent electronically 

over a network is considered private and confidential, 

unless the owner or sender makes that information 

available to others. All users must respect this right of 

privacy. Examination of private information without 

authorization from the owner is a violation of this policy. 

Merely attempting to circumvent security measures 

protecting the information will be treated as a violation and 

may subject you to discipline. 

On shared and networked computer systems, certain 

information about users and their activities is visible to 

others. Users are cautioned that certain accounting and 

directory information (for example, user names and 

electronic mail addresses), certain records of file names 

and executed commands, and information stored in public 

areas, are not private. Nonetheless, such unsecured 

information about other users must not be manipulated in 

ways that they might reasonably find intrusive; for 

example, eavesdropping by computer and systematic 

monitoring of the behavior of others are likely to be 

considered invasions of privacy that would be cause for 

disciplinary action. 

TCU will exercise reasonable security measures to 

protect your private files and data. Nonetheless, users 

should understand that no security mechanisms are perfect, 

and the potential for unauthorized access to private 

information does exist. Exercise caution when creating 

digital files or messages containing personal or sensitive 

information. Shut down or lock your computer before 

leaving it unattended. Do not share your network password 

or leave it displayed on or near your computer. Many 

instances of unauthorized access are attributable to the 

careless actions of the owner. 

Even though TCU deems your electronically stored 

information to be private, users must understand that in 

certain situations, such information may be accessed, 

reviewed and/or disclosed by TCU. 

¶ If you request technical assistance, the technical 

staff may need to view specific data in order to 

investigate, diagnose, or correct a problem. 

¶ TCU logs network activity on a routine basis, and 

these logs are reviewed periodically by system 

administrators. The logs include a record of user 

processes. 

¶ System administrators may access and review 

usersô files and communications when it is 

necessary to maintain or prevent damage to 

systems. 

¶ TCU may access the computer and electronic data 

of an employee who is absent or unavailable if 

such access is necessary to carry out the 

employeeôs job responsibilities during the 

absence. 

¶ Electronic data left behind by a former student or 

employee, excluding retirees, becomes the 

property of the University and may be accessed, 

archived and/or deleted, at the sole discretion of 

the Chief Technology Officer. 
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¶ Electronic data will be accessed and disclosed in 

connection with authorized TCU investigations of 

policy violations. 

¶ TCU will comply with any lawful administrative 

or judicial order, warrant or subpoena requiring 

the production of electronic files or data. 

¶ TCU may preserve and/or disclose your 

communications and/or documents in connection 

with civil lawsuits. These disclosures may occur 

even if you are not a party to the lawsuit. All such 

disclosures will be coordinated through TCU 

legal counsel. 

In some situations, the law requires that TCU give you 

advance notice that your data or files may be disclosed to a 

third party. Even if legal notice is not required, TCU will 

try to inform you of a data disclosure unless the 

circumstances warrant otherwise. 

To access, review and/or disclose electronic data and 

information, TCU may access discs, tapes, drives and other 

storage media, and electronic communications, whether in 

transit or storage. Keep in mind that even if you delete 

files or electronic communications stored on TCUôs 

servers, copies of the data may still persist on backup 

media and may therefore be subject to access and 

disclosure in the situations described above. 

Enforcement.  Suspected violations of this policy will 

normally be handled through TCU disciplinary procedures 

applicable to the relevant user. TCU may suspend a userôs 

access to University Computing Resources, prior to the 

initiation or completion of such disciplinary procedures, 

when it reasonably appears necessary to preserve the 

integrity, security, or functionality of University 

Computing Resources or to protect TCU from liability. 

TCU may also refer suspected violations of applicable 

laws to appropriate law enforcement agencies. 

The Universityôs Chief Technology Officer shall be the 

primary contact for the interpretation, enforcement and 

monitoring of this policy and the resolution or problems 

concerning it. Any legal issues concerning the policy shall 

be referred to the appropriate officials for advice. 

Employees may appeal the resolution of problems in 

regarding this policy via the Universityôs Conflict 

Resolution Policy. 

Web Pages/Domain Names/E-mail 

Addresses/Account Names.  TCU maintains certain 

domain names and web pages considered to be ñofficialò 

pages of the University. These official web pages are to be 

used for TCU business and may only be modified by 

authorized individuals. Using or displaying TCU logos on 

other web pages without the express written permission of 

TCU is prohibited. Additionally, users must not maintain 

any website, web page or internet domain name purporting 

or suggesting to be ñofficialò pages of the University. If 

confusion is possible, an appropriate disclaimer should be 

displayed. 

TCU owns all account names as well as e-mail addresses 

having the tcu.edu domain. TCU may revoke or modify 

your tcu.edu e-mail addresses or account names at any 

time. Therefore, using TCU e-mail for personal 

communications is done at your own risk. Upon your 

separation from the University, excluding retirement, your 

right to send and receive e-mail through your tcu.edu 

address will cease. 

Security/Network Issues.   

¶ Since computer systems and networks are 

imperfect, users are strongly requested to report 

any bugs or security holes to TCUôs technical 

staff. Likewise, users should not disseminate to 

others any information that could jeopardize, 

circumvent, or degrade system security or 

integrity. 

¶ Users recognize that systems and networks are 

imperfect and waive any responsibility for lost 

work or time that may arise from their use. TCU 

will not compensate users for degradation or loss 

of personal data, software, or hardware as a result 

of their use of University-owned systems or 

networks, or as a result of assistance they may 

seek from TCUôs technical staff. 

¶ TCU must ensure that academic work takes 

precedence at all times over other computing 

activities in its facilities. In situations of high user 

demand that may strain available computer 

resources, TCU reserves the right to restrict (e.g. 

to specific times of day) or prohibit computer 

activities such as game playing. 

Data Retention & Destruction.  TCU systems are 

backed up on a routine basis to ensure the ability to 

recover from computer or network failures or disturbances. 

TCU cannot, however, guarantee the restoration of any lost 

or deleted information stored on its servers. 

Further, once your relationship with TCU ends, your 

access to University Computing Resources terminates. 

Therefore, a user which leaves or separates from the 

University or its employment will not necessarily have 

access to University property or any personal files, e-mail 

or other data stored on University property 

If you utilize University Computing Resources to store 

your personal files, documents and communications, you 

do so at your risk. TCU recommends that you store your 

personal data on your own storage media. At a minimum, 

you should maintain a backup copy of your personal data. 

At no time does the University accept liability for the 

maintenance, backup, security or loss of personal data. 

 

Painting, Self Help.  The Physical Plant is responsible 

for painting campus facilities. Proper preparation of 

surfaces is important and selection of standard high 

quality, durable, low VOC paint is essential. Standard 

colors reduce costs of maintenance. Self help painting is 

discouraged. However, if desired, faculty and staff must 

have the approval of the Dean and/or appropriate Vice 

Chancellor. An approved PPD 45 must be submitted to the 

Physical Plant with proposed colors. The Physical Plant 

will return the PPD 45 to the requestor with the required 

paint specifications. The requestor must agree to do the 
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work at no cost to the University, repair any damage that 

might result from the work and return it to the original 

color when he/she moves out of the space. This space will 

not be included in routine painting in the future unless it 

has been returned to the original color. 

 

Parking and Traffic Regulations.  Traffic rules are an 

official part of university regulations and are to be 

observed by all campus community members. Receipt of a 

traffic citation from the TCU Police Department indicates 

that a university traffic regulation has been violated and 

instructions on the citation, including those regarding 

payment of fines, must be followed. 

Staff and faculty members are required to register their 

vehicle(s) driven and/or parked on campus with the TCU 

Police Department and to properly display the appropriate 

parking decal as indicated in the permit instructions. New 

parking permits/decals are issued at the beginning of each 

academic year or as required. 

Beginning August 15 each year, a non-refundable fee is 

charged when a vehicle is registered and a parking permit 

is received to allow parking on campus property during the 

specified year. The Campus Parking and Traffic 

Regulations brochure contains the current parking plan, 

campus speed limits, and other pertinent information 

regarding the operation of vehicles on TCU property. 

Copies are available from the TCU Police Department 

offices and can also be found online at 

www.police.tcu.edu. Students, faculty and staff are not 

eligible to park in zones reserved for visitors. 

 

Personal Property on Campus.  Personal property on 

campus is used at the ownerôs risk. Any damage or loss of 

personal property should be reported to the appropriate 

homeowner/tenant insurance carrier. Faculty and staff 

members are responsible for any deductible under the 

homeowner/tenant policy. 

 

TCU Printing and Copying Services.  TCU Printing and 

Copying Services department located at 2865 West Bowie 

at the corner of West Bowie and Greene St. in the 

GrandMarc building provides digital printing and 

photocopying, design and pre-press services, offset 

printing, including 4-color process, wide-format color and 

b/w prints and a variety of bindery services for the many 

departments of the University.  Other design services are 

available through the Office of Publications. Delivery 

service for completed jobs is available upon request.  

Self-service photocopy machines, located in several 

buildings throughout the campus, are available for 

departments that have been issued access codes.  Self-

service copiers are also available in the Printing and 

Copying Services Department.  The departmentôs Copy 

Center is available to handle classroom materials and a 

variety of work, especially large volume requirements.   

Faculty and staff personal copying, including color 

copies, faxes, and bindery services are also available at this 

location.  All photocopying is done in compliance with the 

copyright law of the United States. 

TCU Printing and Copying Services houses one of the 

numerous FAX machines on campus. With the exception 

of the unit in Frog Prints and in TCU Printing and 

Copying, all campus FAX machines are for official 

University business only. For complete information 

concerning all of the departmentôs services, contact 817-

257-7838. 

 

Purchasing Procedures.   Contact the Director of 

Purchasing in the Financial Services Office for more 

information regarding purchasing policies and procedures. 

 

Recycling.  TCU is committed to protecting the 

environment and actively supports recycling. Designated 

tan recycling dumpsters are located throughout the 

campus. The housekeeping staff collects paper, plastic and 

other recyclable materials from academic and 

administrative buildings and places the waste in the 

dumpsters for collection by Waste Management. The 

material collected is segregated by the waste disposal 

company at their off campus facility. Recyclable material 

from residence halls is collected by residential 

housekeeping and placed at the curb once a week for 

pickup by the waste disposal company. Food waste and 

other similar waste materials are not recyclable and are 

taken to the off campus landfill. The physical plant 

maintains a commercial sized dumpster for collection of 

metals and other recyclable construction material. For 

specific information on recycling, contact the Physical 

Plant, 817-257-7955. 

 

Sales and Solicitations.  Canvassing, selling and 

offering for sale is strictly prohibited on campus and in 

University buildings without special permission.  Faculty 

or staff who are approached by vendors should notify the 

Campus Life office or the Vice Chancellor for Student 

Affairs at once.  

 

Sexual Assault Reporting.  Any TCU employee 

informed of an allegation of sexual misconduct or sexual 

assault involving a member of the TCU community is 

expected to file a report with the Office of Campus Life or 

the TCU Police Department. University officials who are 

serving in a professional role in which communication is 

privileged under Texas law are not bound by this 

expectation, except as the law required. TCU police are 

informed of all allegations of sexual assault although the 

victim may choose blind reporting ï i.e. the victimôs name 

is not attached to the report. Allegations of sexual assault 

received by the TCU Police Department are reported to the 

Fort Worth Police Department. 

 

Soliciting Gifts for TCU.  University Advancement has 

programs in place to develop relationships with a wide 

variety of stakeholders and to engender maximum support 

for the University. Many thousands of gifts, both large and 

small, are solicited each year from alumni, parents, friends, 

corporations, and charitable foundations. Fund-raising 

efforts must be coordinated by the University Advance-

http://www.police.tcu.edu/
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ment office to achieve the desired results and ensure that 

gifts are processed and acknowledged promptly and 

according to IRS regulations. Individual mailings from 

departments, groups, or faculty to raise funds for special 

annual projects MUST first be approved by the University 

Advancement office. Such approval avoids duplicating 

mailing lists, making two requests to one donor, sending 

too many direct mail pieces to alumni, and other 

potentially embarrassing situations. 

The University Advancement office is charged with the 

responsibility of raising funds to support TCUôs annual 

operations as well as gifts for endowment, scholarships, 

campus facilities and other projects. The final decisions 

about fund-raising initiatives are made by the Chancellor 

and Provost. Those decisions are based on the academic 

priorities of TCU and the potential for philanthropic 

support from the Universityôs constituent groups. 

(University Advancement maintains a comprehensive 

record of donor interests and giving patterns, which 

enables staff to make an accurate assessment of which 

programs most closely match a donorôs interests.) 

Funds for programs and projects not approved in the 

budget or among the trustee-approved development 

objectives cannot be solicited without the approval of the 

appropriate academic department chair, the appropriate 

dean, and the Provost/Vice Chancellor of Academic 

Affairs. In order to begin that approval process, a form 

MUST be secured from the University Advancement 

office. The staff in the University Advancement office can 

instruct faculty in the proper procedure for seeking 

approval to have a program or a project listed on the 

University fund-raising agenda. The Advancement office 

is not permitted to raise funds until the sign-off process is 

completed. 

Receiving Unsolicited Gifts.  From time to time a 

member of the faculty or administrative staff may be 

approached by a prospective donor who desires to make a 

gift to the University or one of its schools or departments. 

Such unsolicited gifts may be in the form of cash for a 

particular project or need, or they may be property, 

equipment, supplies, or works of art.  

Non-cash gifts pose special legal and technical 

challenges. For example, the donor must establish an 

accurate value at the time of the gift. Such gifts must be 

acknowledged in ways that satisfy both University and 

Internal Revenue Service policies. Also, some non-cash 

gifts call for adjustments in university insurance coverage.  

To avoid potential embarrassment or legal 

complications, it is the policy that no faculty member or 

university representative may accept gifts, either cash or 

non-cash, without the involvement of the University 

Advancement office. Gifts to a school or department will 

be processed by the University Advancement office. 

 

TCU Sponsored Activities Away from Campus, 

Procedures for.  -  The table found at 

www.provost.tcu.edu outlines the procedures for taking 

students on trips within the Metroplex, beyond the 

Metroplex but within the U.S. and abroad. 

Of particular importance for international  trips are the 

following procedures: 

¶ Obtain the dean or department headôs endorsement 
of a proposed international program and forward to 

the Center for International Studies: TCU Abroad 

(the Center). 

¶ Attend a faculty/staff orientation offered by the 

Center. 

¶ Have all students complete legal and liability 

paperwork (available from the Center). 

¶ Hold a pre-departure orientation with students, and 

contact the Center for information covering 

mandatory health, safety, and liability issues. 

¶ File a detailed itinerary with the Center, including 

flight information, housing information, emergency 

plans, and on-site contacts. 

¶ Heed travel alerts and travel warnings according to 

the TCU policy. 

¶  

International SOS.  -  TCU contracts with International 

SOS (SOS) to provide worldwide travel, medical and 

security advice and services for all TCU faculty, staff and 

students traveling abroad under the auspices of TCU. The 

services provided by SOS range from telephone advice and 

referrals to full-scale evacuation by private air ambulance. 

Detailed information about the services is on the TCU SOS 

website (log onto http://my.tcu.edu and look under Study 

Abroad for International SOS). 

To ensure coverage, individuals must do the following 

prior to departure: 

¶ Go to the TCU SOS website by logging onto 

http://my.tcu.edu and looking under Study Abroad 

for International SOS. 

    Complete the Emergency Record on ISOS page. 

¶ Contact the Center for International Studies: TCU 

Abroad, studyabroad@tcu.edu, 817-257-7473, for a 

membership card, or download a card from the TCU 

SOS website. Carry this card, which contains the 

TCU group membership number and the Alarm 

Center phone numbers at all times while abroad. 

¶ Confirm that personal health insurance is in place 

while abroad. 

Before and during the time abroad, travelers can review 

up-to-date reports on safety and security, health issues, 

medical care and vaccination requirements on the SOS 

website (per previous instructions). 

For more information on International SOSô services, 

see the Center for International Studies: TCU Abroad 

website at www.studyabroad.tcu.edu under Health and 

Safety. 

Approved by Provostôs Council 10/19/2005 

 

TCU International Travel Procedures.  All faculty 

and staff planning TCU funded international travel with 

TCU students must coordinate travel with the TCU Center 

for International Studies (CIS).  Contact CIS staff for 

guidance at least eight weeks prior to departure.  Further 

http://www.provost.tcu.edu/
http://my.tcu.edu/
http://my.tcu.edu/
mailto:studyabroad@tcu.edu
http://www.studyabroad.tcu.edu/
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guidance is available through the CIS website at 

http://studyabroad.tcu.edu/default.asp?pid=146.  

Travel Warnings and Travel Alerts.  Faculty, staff 

and students should be aware of Travel Warnings (long-

term risk conditions) issued by the U.S. Department of 

State concerning countries for which travel by U.S. 

citizens is considered dangerous and should be avoided.  

Prior to making any travel plans, those wishing to travel 

abroad using TCU or external research funds, should check 

the U.S. State Department website for advisories 

(http://travel.state.gov/travel/cis_pa_tw/tw/tw_1764.html).  

TCU will not  permit employees to travel on University 

business to countries where Warnings have been issued. 

In cases where the State Department has issued a 

Travel Alert  (short-term risk conditions) for dangerous 

areas within a country, TCU faculty/staff/student groups 

are not permitted to travel in the designated area without 

prior written approval by the dean or appropriate vice 

chancellor.  The U.S. State Department website details 

Travel Alerts 

(http://travel.state.gov/travel/cis_pa_tw/pa/pa_1766.html).  

If a faculty/staff/student group has planned for travel 

abroad and a Travel Warning  is issued prior to departure, 

that travel must be cancelled, even if deposits have been 

paid.  If an individual or group has departed prior to a 

Travel Warning , the individual or group must return to 

the U.S. as soon as possible.  In both cases, University 

funds will be permitted as expense reimbursement.  Please 

review all TCU expense reimbursement procedures prior 

to travel. 

Contact should be made with TCU as soon as possible 

to coordinate return and to establish a communication 

point. 

TCU has partnered with International SOS who can 

assist with travel inquiries and emergencies.  Please 

consult this site PRIOR to travel.  Information is available 

through the Center for International Studies or 

http://studyabroad.tcu.edu/default.asp?pid_&cat=Home.  

Faculty and staff are required to plan for and maintain 

cell phone service for emergency communication while 

traveling. Itineraries and emergency contact 

information  must be on file with the department chair and 

TCU Police prior to travel on any TCU funded trip outside 

the U.S.  

Travel Insurance and Repatriation.  Individuals 

should be advised that TCU insurance coverage will not 

cover any claims arising out of travel in areas where a 

Travel Warning  has been issued.  Further, emergency 

repatriation coverage may be limited or not available in 

additional countries that are not on the State Department 

Travel Warning  list.  Contact the Center for International 

Studies (CIS) early in the planning process to determine 

emergency repatriation resources and restrictions.  CIS can 

also provide information on travel insurance options for 

students, faculty and staff.  Travel insurance should be 

considered for departments planning international group 

travel.  

http://studyabroad.tcu.edu/default.asp?pid=&cat=Home.  

 

Students with Disabilities, Procedures for.  
TCU complies with the Americans with Disabilities Act 

and with Section 504 of the Rehabilitation Act of 1973 

regarding students with disabilities. 

No otherwise qualified individual shall be denied access 

to, or participation in, the services, programs and activities 

of TCU solely on the basis of a disability. The University 

shall provide reasonable accommodations for each eligible 

student who (a) has a physical or mental impairment that 

substantially limits a major life activity, (b) has a record or 

history of such an impairment, or (c) is regarded as having 

such an impairment. 

Each eligible student is responsible for presenting 

relevant, verifiable, professional documentation and/or 

assessment reports to the Coordinator, Student Disabilities 

Services.  Information concerning a studentôs disability is 

treated in a confidential manner in accordance with 

University policies as well as applicable federal and state 

laws.  Documentation presented to the Coordinator shall be 

reviewed by appropriate University professional(s) to 

verify the existence of a disability. Further documentation 

may be required from the student to substantiate the claim 

of a disability or to assist the University in determining 

appropriate accommodations. 

Eligible students seeking accommodations should 

contact the Coordinator as soon as possible in the 

academic term for which they are seeking accommo-

dations. The Coordinator shall prepare letters to 

appropriate faculty members concerning specific, 

reasonable academic adjustments for the student. The 

student is responsible for delivering accommodations 

letters, conferring with faculty members, and returning 

validation of the receipt of information to the Coordinator.  

The Coordinator shall consult with the student and with 

University faculty and staff to ensure delivery of 

appropriate support services and shall serve as liaison 

between the student and the faculty member as needed. 

Students who wish to appeal a decision regarding 

appropriate accommodations shall do so in writing to the 

Affirmative Action Officer, who shall decide the appeal.  

The Affirmative Action Officerôs decision may be 

appealed within 7 calendar days in writing to the Provost, 

whose decision may be appealed in writing within 7 

calendar days directed to the Chancellor. At any step 

during such an appeal, the person deciding the appeal may 

confidentially consult with appropriate 

professionals/advisors within or outside the University. 

The Coordinator, Student Disabilities Services is located 

in Sadler Hall, room 1010, and may be contacted at the 

Center for Academic Services, Texas Christian University, 

TCU Box 297710, Fort Worth, TX 76129, 817-257-6567. 

 

TCU Vehicles.  The Physical Plant is responsible for 

managing the TCU vehicle fleet, including purchase and 

sale of authorized vehicles.  Refer to the publication TCU 

Fleet Management Guide for more detail. 

 

Telephone and Voice Mail.  Telephone trouble should 

be reported to BusinessServices@tcu.edu.  For particular 

http://studyabroad.tcu.edu/default.asp?pid=146
http://travel.state.gov/travel/cis_pa_tw/tw/tw_1764.html
http://travel.state.gov/travel/cis_pa_tw/pa/pa_1766.html
http://studyabroad.tcu.edu/default.asp?pid_&cat=Home
http://studyabroad.tcu.edu/default.asp?pid=&cat=Home
mailto:BusinessServices@tcu.edu
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needs concerning telephone or voice mail use, please 

check the TCU Telecommunications Web page at 

www.telecom.tcu.edu or contact Business Services at 817-

257-7798.  Voicemail password resets (other than the 

ownerôs voice mail box) require written approval from the 

department head. Please allow a minimum of five working 

days to schedule installation and move requests.  In order 

to keep the names and locations associated with TCU 

extensions correct in the E911 database, please notify 

Business Services, ext. 7798, of any personnel or 

assignment changes.   
All personal long distance calls should be reimbursed to 

the department that pays the monthly invoice prior to the 

next billing cycle. 

 

Tickets for Athletics Events.  As designated by the Human 

Resources Office, all benefits-eligible faculty, staff and 

retirees, as well as adjunct faculty, may purchase a 

maximum of four (4) season tickets to all home football 

games for a reduced rate as determined by Athletics.  The 

reduced rate will be 20% off the full ticket price.  If a 

donation is also required in the area requested by the 

faculty/staff member, the full donation amount will be 

required for each ticket. For example, if the full ticket 

price is $200 plus a $100 required donation to the Frog 

Club, the faculty/staff member will pay $160 for the ticket 

plus the $100 required donation.  Additional tickets above 

the maximum of four (4) will be full price.  Tickets in the 

club and/or suite areas will be full ticket price plus 

donation.  There is no discount in the club or suite area. 

Eligible faculty/staff also have the opportunity to 

purchase reserved season tickets to menôs basketball, 

womenôs basketball, and/or baseball for a reduced rate per 

sport.  The Athletics Department also offers a reduced rate 

general admission pass to eligible faculty/staff members, 

which is valid for admission to the sports of menôs 

basketball, womenôs basketball, baseball, volleyball and 

soccer.  To qualify for general admission passes, 

faculty/staff members MUST purchase football season 

tickets.  Tickets may be obtained at the ticket office in 

Daniel-Meyer Coliseum. 

All tickets for away games and postseason events are 

full price and subject to availability.  Faculty/staff may not 

use their TCU ID card to receive free admission to athletic 

events even while enrolled in courses. 

For information, contact the TCU Athletics Ticket 

Office at 817-257-FROG (3764). 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.telecom.tcu.edu/
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Guidelines for TCU Graphics 
 

 

 

I. Introduction 
TCU, like all businesses and civic organizations, even governments, has an image that exists in the minds of its 

publics.  This image is made up in part by all the visual statements to which publics are exposed.  Advertising, printed matter, 

architecture, news reports, and programs all contribute to this image. 

A cornerstone of TCUôs image is its visual identity.  These guidelines are intended to provide a systematic means of 

influencing the visual statements which routinely are projected and which collectively can produce positive, consistent and 

unmistakable impressions important to the effectiveness of our overall image. 

 

II.  TCUôs Identifying Symbols 
Four symbols have achieved acceptance by the TCU community through their traditional and continued use.  All of 

these have been registered in the U. S. Copyright Office. 

1. The Seal of the University.                                  

 
 
This is the oldest symbol in continuous use by the University. It has undergone a number of re-designs but the 

design elements and wording have remained consistent.  The ñ1873ò was added in 1998 when Michael R. Ferrari 

became Chancellor.  This is the only version to be used. 

Guidelines for use of the seal: 

  A.  The seal may signify authentication on: 

1.  Certificates, diplomas, official reports and publications of an official nature 

2.  Programs, invitations and notices of a formal and official nature 

3.  Additional uses approved by the Chancellor 

B.  The seal should not be used in general advertising. 

1.  Only reproduction-quality seals should be used.  These can be obtained from the Office of  

     Publications at ext. 7809. 

 

2. The University Logo                               

 
 

A. The University logo should be used on all printed matter involving the University. 

B. Modification or rearrangement of the letters is prohibited. 

C. No embellishment or decoration may be added. 

D. It should always be printed on a horizontal plane relative to the intended angle for viewing. 

E. Only reproduction quality images should be used.  (These can be obtained from the Office of 

Publications at ext. 7809.) 

 

3. The Athletics Symbol (only used by Athletics)             
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This symbol, adopted in 1998, was selected to represent the athletic program. 

Guidelines for use of the Athletics Symbol: 

A.  It should be used on all printed matter and advertising pertaining solely to TCU athletics. 

B.  It should be used on athletics uniforms when a TCU identity is required. 

C.  It should not be used in conjunction with the Seal or the TCU logo. 

D.  No embellishment or decoration should be added. 

E.  It should never be used with type overprinted or touching it. 

F.  Only reproduction quality images should be used.  (These can be obtained from the Office of 

Publications at ext. 7809 or Sports Marketing at ext. 6928.) 

 

4. The Horned Frog 

 
 

This horned frog was adopted by AddRan Christian University about 1897.  The tough, durable little creature represents the 

spirit of the Southwest and the school that in 1902 became known as TCU.  The horned frog pictured above is the only graphic 

representation approved for current use. 

Guidelines for use of the Horned Frog: 

A. It may be used as a graphic element in promoting TCU. 

B. It is most appropriate for non-athletics, extracurricular and other academic uses. 

C. This approved version of the horned frog is available through the Office of Publications at ext. 7809. 

D. No other variations may be used with the exception of the athletics frog.  

 

5.  Commercial Use of Official Symbols: 
A. The commercial use of any TCU symbol that states or implies endorsement by the University is 

prohibited. 

B. Promotional efforts utilizing a copyrighted TCU symbol must be for the promotional and monetary 

benefit of the University alone. 

C. Use of University facilities and/or personnel alone do not provide acceptable grounds for use of TCU 

symbols in promoting non-TCU events or programs. 

D. Use of symbols for the purpose of producing a product with TCU imprint or for any multiple 

reproductions for distribution must be approved by the Universityôs franchising agent, the publications 

director, at ext. 7809. 

 

III.  Adoption and Use of Additional Symbols 
A. No symbols other than those above are authorized for use in promoting and identifying the University. 

B. Departments and activities within the University are discouraged from adopting separate sub-symbols for their 

separate use in order to avoid diluting and detracting from official symbols and to avoid confusion. 

C. Sub-symbols are not categorically prohibited and may be allowed if need is justified and approved by the Office 

of Marketing and Communication for these considerations: 

1.  The audience with which the office or activity would be associated is specialized, distinct and not 

reached through the Universityôs traditional academic or athletics appeal. 

2.  The program or activity is so specialized and unique that a distinctive identification is needed to 

distinguish it from the University.  

3.  The separate symbol will be used with sufficient frequency to establish it as an identity. 

D. In order to develop a separate identity, approval must be obtained from the Office of the Vice Chancellor for 

Marketing and Communication, and must: 

1.  Have a distinctive appearance and must not detract from the dignity and integrity of the Universityôs 

overall image 

2.  Always be accompanied by the TCU logo  

3.  Be designed so as to relate to the functions of the program or activity. 
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IV. Color Standards 
The official colors of Texas Christian University are purple and white.  The two colors designated for official usage and 

utilizing the Pantone Matching System (PMS), a printing industry standard, are PMS 267 and PMS 268.  PMS 267 is used 

on uncoated paper stock and PMS 268 on coated. 

 

V. Application of Standards 
Following are guidelines for standard applications for some of the most frequently used items employing TCU 

graphics.  The effectiveness of these guidelines depends upon the consistency with which they are applied and the extent to 

which they are applied.   

1. Stationery 

A.  Basic stationery design to be utilized on all TCU letterheads and envelopes. 

B.  Individualized stationery is discouraged in order to reduce loss due to obsolescence.  If there is an overriding 

need for personalized stationery, it is recommended that monarch (personal sized) stationery be printed and 

that minimum quantities be maintained. 

C.  Letterheads to be used for off-campus correspondence should be printed on TCU watermarked bond.   

D.  Letterhead and envelopes should be ordered directly from Printing Services at ext. 7838. 

2. Business Cards 

A. Basic design for all business cards uses the official TCU logo.  If there is an overriding need for variation, 

approval must be obtained by the Office of Marketing and Communication. 

B. TCU symbol is printed in purple and embossed, all other wording is printed in black.  

C. An alternate version includes a blind embossed TCU symbol with no purple printed and all other wording in 

black. 

D. All business cards should be ordered through Printing Services, Ext. 7838. 

E. A normal order of cards is 250, 500 or 1,000.  Orders should be placed two to four weeks in advance of need. 

3. Advertising 

A. All University advertising should contain the TCU logo. 

B. All advertising must be scheduled and placed through the Office of Communications, ext. 7810 at least four 

weeks in advance of publication. 

4. Signage 

All outdoor information and identification signage should reflect the existing graphic style: 

A. Background color is dark brown 

B.  Type style is Optima demi-bold in all capital letters 

C.  Layout is flush left with mass of type to the left of and above center 

D.  No other symbols or graphics should appear on signs identifying buildings or offices.  When appropriate, 

directional arrows or other necessary functional symbols may be added to informational signs.  Informational 

signs may utilize upper and lower case lettering if necessary for legibility. 

E.  As it becomes feasible, existing signage reflecting the Optima style should be converted to a style utilizing 

the Goudy family of type. 

5. Printed Material (posters, brochures, flyers, invitations, booklets) 

No specific formats are required for printed materials.  Use of the appropriate identifying symbols will provide 

continuity between printed pieces while allowing maximum latitude for creativity and production efficiency.  

Consistency between like items and subsequent issues of the same item is, however, essential and required. 

The Office of Publications at ext. 7809 must approve the design of any printed matter intended for off-campus 

distribution. 

6. Miscellaneous 

Novelty items, promotional and advertising specialty items and any other use of elements of the TCU identity not 

specifically discussed here must be approved by the director of publications at ext. 7809. 
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