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C. University Athletic Facilities 
 
 
 
Note: Proposed change to Parental Leave still pending. 
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Academic Memorandum #16  
 
Subject: Academic Due Process 
  
The following procedures prescribe academic due process at Norwich University. The University 
may exercise its right to dismiss faculty for just or sufficient cause prior to the expiration of the term 
of their appointment as stated in Academic Memorandum #9 according to the academic due process 
procedures described herein. 
  
I. Preliminary Review Procedure  
 School Investigation  
Action will be initiated at the school level to resolve the matter by agreement. A school evaluation 
will identify deficiencies cited as just or sufficient cause for termination. The Dean of the School will 
present to the faculty member a written statement of the deficiencies and evidence to support the 
statement. The faculty member will sign one copy of this statement to certify that the statement and 
the evidence have been presented to him/her. The faculty member will be given the opportunity to 
rebut the evidence or to take appropriate action to correct any deficiencies.  
Administrative Review  
If a solution is not reached at the school level, the Dean of the School will submit a written history of 
the negotiations together with a written response from the faculty member to the SVPAA and Dean 
of the Faculty. The SVPAA and Dean of the faculty may attempt to mediate discussions between the 
Dean of the School and the faculty member. If no solution is found, the SVPAA and Dean of the 
Faculty will charge the Promotion and Tenure committee to conduct a complete investigation of the 
school evaluation and the faculty member's response. The SVPAA and Dean of the Faculty will not 
participate in the investigation of the matter as a member of the Committee. If the SVPAA and Dean 
of the Faculty is serving as the Chair of the Promotion and Tenure Committee during the year when 
the investigation is required, the Committee will select a replacement from its membership to serve 
while the investigation is conducted.  
Faculty Investigative Committee  
The Promotion and Tenure Committee will conduct an investigation and review the proceedings. It 
will recommend to the SVPAA and Dean of the Faculty, the Dean of the School, and the faculty 
member actions to be taken by the University and the faculty member to resolve the matter. If 
agreement is not reached among all three, formal dismissal proceedings will be instituted.  
 
II. Formal Dismissal Proceedings  
  
A. The SVPAA and Dean of the Faculty will prepare a statement of charges including a citation of 
evidence justifying the charges.  
 
B. The SVPAA and Dean of the Faculty will initiate the election of a Faculty Hearing Committee 
consisting of five elected members of the tenured faculty. The election will be supervised by the 
Promotion and Tenure Committee. Each party is entitled to two challenges of elected members 
without stated cause. The Hearing Committee will elect a chairman from its membership. The 
SVPAA and Dean of the Faculty will charge the Hearing Committee with determining the place and 
date of the hearing. The date established will allow the faculty member at least twenty days after 
receipt of the statement of charges to prepare a defense. The Hearing Committee will further be 
charged with conducting the hearing in accordance with academic due process as established herein.  
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C. The Hearing Committee will request the faculty member to respond in writing to the statement of 
charges. The response should reach the Hearing Committee at least one week prior to the hearing.  
 
D. The Hearing Committee will recommend to the SVPAA and Dean of the Faculty whether 
suspension of the faculty member during the hearing procedures is advisable.  
 
E. Conduct of the Hearing:  
 
1. The purpose of the hearing is to present a complete and thorough disclosure of the charges and 
evidence in defense of the faculty member. This is to be an academic hearing, not a formal legal 
proceeding. It is more important that the hearing be conducted according to the tenets of fairness and 
common courtesy, than by academicians' imperfect interpretation of legal precedents.  
 
2. The hearing will be open only to those members of the faculty and staff who are directly involved 
in the matter.  
 
3. The hearing will be conducted by the chairperson of the committee, who determines the order of 
proof and secures the presentation of evidence. The chairperson will be advised by the University 
Director of Human Resources concerning all aspects of conduct of the hearing.  
 
4. The SVPAA and Dean of the Faculty or his/her designee will present the case for the 
administration. The faculty member may have a regular faculty member as counsel in presenting the 
defense.  
 
5. Written evidence in support of the charges or in defense of the faculty member may be presented 
during the hearing provided the documents have been disclosed to all parties prior to the hearing. 
Consideration will also be given to written documents presented by the administration or the faculty 
member at the hearing in rebuttal of testimony. Either party will be given the opportunity to respond 
to any written testimony.  
 
6. Oral testimony may be presented at the hearing. The administration and the faculty member will 
present to the Committee a list of witnesses to be called to testify. The Committee will assist in  
 
securing the appearance of witnesses at the hearing. Either party shall have the right to question the 
witnesses who give oral testimony. Written depositions from witnesses who cannot appear may be 
entered as evidence under item 5. above.  
 
7. The faculty member or his/her counsel and the SVPAA and Dean of the Faculty, or his/her 
designee may argue orally before the Committee. Briefs may be requested by the Committee.  
 
8. All evidence will be duly recorded. A complete transcript of the hearing will be made and copies 
furnished the SVPAA and Dean of the Faculty and the faculty member within thirty days of the 
completion of the hearing.  
 
F. The Committee will reach a decision, in conference, based on the evidence and testimony of the 
hearing. An explicit finding relative to the charges is expected.  
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G. The SVPAA and Dean of the Faculty and the faculty member will be notified of the decision in 
writing.  
 
H. The SVPAA and Dean of the Faculty will inform the President of the decision. The President and 
the chairman of the Hearing Committee will brief the Board of Trustees on the case and the decision. 
If the Board chooses to review the case, it will do so on the record of the committee hearing and 
present opportunity for argument, oral, written or both, by the principals at the hearing or their 
representatives. The Board will either sustain the decision or return the case to the Committee with 
the objections clearly stated.  
 
1. The Committee will then reconsider, dealing with each objection and, if necessary, seek new 
evidence. Its decision will be framed and communicated as before.  
 
2. The Board will study the reconsideration and make a final decision.  
 
I. The decision of the Committee need not be made public until reviewed by the Board of Trustees. 
Until the proceedings have been completed, all parties should confine their public statements on the 
matter to announcements of time and place of the hearing and the like. Decisions of both the 
Committee and the Board of Trustees will be announced by the President.  
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Academic Memorandum #17 
	
  

Subject:  Dispute Resolution Policy 

I.  Dispute Resolution Policy 
A.  This policy supersedes all previous dispute resolution policies. 

  Norwich University strives to foster an environment in which regular and non-
regular faculty feel free to bring up professional issues and employment 
disagreements for constructive consideration. This policy is intended to cover faculty 
issues relating to: 

1. Disciplinary actions.  

2. Improper and/or unfair school or departmental policies, procedures, rules, 
regulations, ordinances, and statutes or their improper or unfair 
implementation.  

3. Acts of reprisal as a result of using this procedure.  

4. Acts of reprisal as a result of being a witness or giving information during the 
informal or formal steps of this policy.  

5. Disputes involving alleged violation of federal and/or state constitutional 
rights. These do not include situations in which a person believes he/she has 
been subjected to discrimination on the basis of gender, race, ethnicity, 
religious beliefs, disability, sexual orientation, age or veteran’s status, for 
which the procedures are given in the Norwich University Non-
Discrimination Policy. 

     B.     The following matters are not grievable under this procedure: 

1. The contents of Norwich University policies, procedures, and rules approved 
by or with the authority of the President and the Board of Trustees.  

2. The measurement and assessment of work activity through an annual 
evaluation except where the employee proposes to show the evaluation to be 
arbitrary (i.e. not done according to sound reason or judgment).  

3. Termination or suspension from duties because of reduction in force, or 
release from the University as a result of a demonstrable emergency. 
Reduction in Force policy for faculty, including the appeal process, is given in 
Academic Memorandum # 7. 

4. Promotion and/or Tenure decisions. The process for appealing these decisions 
is given in Academic Memorandum #9. 
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5. Revocation of tenure. The process governing revocation of tenure is given in 
Academic Memorandum #16. 

     C.     There are three dispute resolution processes: 

1. Informal dispute resolution  

2. Mediation  

3. Formal dispute resolution  

  Faculty who are not satisfied with the outcomes of informal dispute resolution or  
  mediation may request formal dispute resolution. All faculty may use these  
  processes freely and without fear of punishment or intimidation. 

Supervisors are expected to recognize that faculty may need assistance in 
resolving disputes. All parties involved in dispute resolutions are expected to keep 
all proceedings confidential. However, frivolous claims may be grounds for 
disciplinary action. 

Note: Faculty who are uncertain whether their complaint may be considered under 
this procedure are encouraged to seek the advice of the SVPAA. 

II.  Informal Dispute Resolution 
Many faculty and their supervisors can solve their disputes informally and are 
encouraged to do so. In addition, supervisors can sometimes help two individuals 
understand and resolve their differences. Informal resolutions are encouraged within each 
department or school. However, faculty are always welcome to discuss their disputes 
directly with their Dean who will work to encourage a mutual understanding and a fair 
decision. The Director of Human Resources may serve as a resource in this process. 

• Mediation: An Alternate Dispute Resolution Process 
A faculty member or a supervisor who does not agree with the outcome of the informal 
problem solving process may choose mediation as a second step in solving problems. 
Mediation may also be requested at any stage in the formal dispute resolution process, 
and may be recommended by the SVPAA. Both parties and the SVPAA must agree to 
mediation. Mediation is a voluntary procedure led by a neutral third person to assist in 
reaching a mutually agreed upon solution. The SVPAA will normally act in this role, but 
may appoint a mediator, e.g., the Director of Human Resources could serve in this role. 

• Formal Dispute Resolution Process 
If a dispute is not resolved informally or through mediation, faculty may choose the 
formal dispute resolution process. Norwich University has established this formal internal 
procedure to resolve, fairly, concerns related to conditions of employment. No one from 
outside the University may participate in the formal process. Should mediation be 
requested during the formal stage, outside mediators may be appointed. 
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1. Step I – A faculty member who wishes to use the formal dispute resolution 
process should write a letter of complaint to the Department Chair within two 
weeks of completion of the informal solving process or the mediation process. 
This letter should describe those acts or occurrences the employee questions 
and explain what she or he wants done. The faculty member should also send 
a copy of the letter to the Dean. The Department Chair will investigate the 
matter and respond in writing with a copy to the Dean within two weeks. 
Department Chairs who wish to use this formal process start at step II. Deans 
who wish to use this formal process start at Step III. 

2. Step II - If the faculty member who requested formal dispute resolution does 
not agree with the Department Chair's response, she or he may submit a letter 
of appeal to the appropriate Dean within two weeks after the date shown on 
the written response. The faculty member should also send a copy of the 
appeal to the SVPAA. The Dean will investigate the matter and respond in 
writing, with a copy to the SVPAA, within two weeks. 

3. Step III - If the faculty member who requested formal problem solving does 
not agree with the Dean’s response, she or he may request a hearing on the 
matter within two weeks after the date of the Dean’s response. The hearing 
will be conducted by the SVPAA. 

The SVPAA will conduct a hearing into the matter within two weeks of the 
request for a hearing. The requesting faculty member will present her or his 
complaint, including supporting information from appropriate witnesses. The 
Department Chair, and/or the Dean will respond to the complaint, and may 
present witnesses in the response. Each party will have an opportunity to 
question the other party and any witnesses. The complaining faculty member 
is entitled to be accompanied and advised by another University employee of 
his or her choice, but neither party will be represented by legal counsel. The 
hearing will be conducted as informally as possible while preserving order 
and fairness in the proceedings. The SVPAA will consider the information 
presented at the hearing as well as any relevant documents, including the 
submissions and responses from the previous steps. The SVPAA will render a 
decision in writing within two weeks after the date the hearing is held. 

4. Step IV - If the faculty member who requested formal problem solving does 
not agree with the SVPAA’s decision, she or he may request a review of the 
matter by the President. The President will consider the request, and may elect 
to uphold or reject the SVPAA's decision with or without comment, or may 
elect to conduct a hearing into the matter following the same process for the 
hearing as provided at Step III. The President’s decision is final.  

• Record Keeping 
Records of formal dispute resolution procedures are maintained in a separate file in the 
Human Resources’ Office under the employee's name. 
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Academic Memorandum # 18 
 
Subject:  Professional Misconduct in Research and Other Scholarly Activities 

 
I.  Policy Statement 

Norwich University is committed to fostering an environment in which the highest 
ethical standards in the conduct of research and other scholarly activities are 
followed. The primary responsibility for maintaining such standards of honesty in the 
pursuit and dissemination of knowledge rests with the faculty, their collaborating 
staff members, and students. 

An individual engaged in research and/or other scholarly activities must be aware of 
the ethical standards governing his/her discipline and of applicable regulations. 
Persons subject to this policy should report conduct that they believe in good faith 
constitutes misconduct in research or other scholarly activities. Protection shall be 
provided to whistleblowers as detailed below in the section on Whistleblower 
Protection. 

"Professional misconduct in research and other scholarly activities" means fabrication 
or falsification of any information, breaching non-disclosure, fraud, or plagiarism in 
proposing, performing, or reviewing research, in reporting research results, or in 
conducting scholarly activities. Pertinent definitions and qualifications include: 
 
A. Fabrication is making up data or results, and recording or reporting them. 
B. Falsification is misrepresenting professional credentials, manipulating 

research materials, equipment, or processes, or changing or omitting data or 
results such that the research is not accurately represented in the research 
record. 

C. Breaching non-disclosure is unauthorized use of information that was 
acquired confidentially. 

D. Fraud constitutes misuse of research funds, information, equipment, or 
time. 

E. Plagiarism is the appropriation of another person's ideas, processes, 
results, or words without giving appropriate credit. 

F. Professional misconduct does not include honest error or differences of 
opinion. 

Persons found in violation of this policy under the procedures described below are 
subject to disciplinary action and may also be subject to civil or criminal prosecution. 

Any allegation of misconduct in research and other scholarly activities against a 
member of the faculty or his/her collaborators merits a prompt, thorough, and fair 
review. All time limits contained in this policy should be adhered to except in the 
event of extenuating circumstances not reasonably foreseeable or avoidable. In the 
event a delay is anticipated, the responsible administrator or body should document 
the reasons for delay. If the status of the matter is such that the accused or third 
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parties have been notified that an inquiry or investigation is in progress, notice of the 
delay and the reasons therefore should be provided. 

 
II.  Reason for the Policy 

Integrity in research and scholarship is a fundamental value upon which Norwich 
University is founded. Without integrity, we could not justify the privilege of 
academic freedom intrinsic to scholarship and education, nor could we provide to 
society the advancements of knowledge that derive from free and open inquiry. This 
policy is designed to address important issues of scientific integrity that arise in the 
course of daily academic life. While no set of guidelines can ensure responsible 
research conduct, this policy serves to set the high standards of integrity that we 
expect from all faculty, trainees, staff, and students. 
 
Federally funded research requires varying degrees of compliance, and this 
document is, therefore, based in part on 42 CFR 93. Individual agency regulations 
differ in wording and emphasis. Information about the policies of particular 
federal agencies is available from the appropriate personnel in the Office of 
Academic Research. 
 

III.  Strategic Direction 
This policy supports the strategic goal of strengthening research while fostering our 
stated values including respect, integrity, and promoting the intellectual capacity to 
engage in ethical decision making as expressed in the University’s capstone document 
titled NU2019. 

 
IV.  Applicability of the Policy 

This policy covers faculty, staff, graduate students, undergraduates, and personnel 
who have research responsibilities in conjunction with their employment or in 
conjunction with a course of study, and any other persons who are required by law or 
federal regulation to be covered by an approved University policy regarding 
misconduct. 

 
V.  Policy Elaboration 

A. Stage 1:  Allegation of Misconduct 
 

1. Initiation of a Charge. Signed and dated statements containing an 
allegation of misconduct1 and the reasons and bases for suspecting 
misconduct by a member2 of the University shall be sent to the Professional 
                                                

1 For simplicity, the singular "allegation" shall be used here to refer to a charge of one or multiple acts of 
misconduct. 
2 If a student is accused of misconduct as defined in this policy, and neither law nor regulation require the 
alleged misconduct to be judged under this policy, then academic honesty procedures described in pertinent 
University documents shall apply. 
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Integrity Officer (PIO), a tenured faculty member appointed annually by the 
SVPAA and Dean of the Faculty. If the one suspected of misconduct is the 
PIO, a dean or a higher administrator, then the allegation shall be made to 
the immediate administrative supervisor of the person suspected. An 
exception must occur if the person alleging misconduct is that immediate 
supervisor; in such a case, the allegation must then be sent to the supervisor 
of the person making the allegation. The individual who receives the 
allegation (hereafter called the "Informal Inquirer") must conduct an 
informal inquiry into the allegation to determine if the allegation is frivolous 
or for other reasons does not warrant a more thorough inquiry. 

2. Informal Inquiry. Within ten calendar days, the Informal Inquirer shall 
conduct a limited informal inquiry to determine whether the allegation is 
frivolous, or for other reasons does not warrant a more thorough inquiry. If 
so, the Informal Inquirer shall prepare a written finding for the file (see 
Guidelines for the Confidentiality of Records, below) and the informal 
inquiry shall end. If the allegation is judged not to be frivolous, or if any 
person in addition to the accuser and/or the immediate supervisor of the 
accused is consulted in connection with the informal inquiry, the accused 
individual shall be provided a copy of the signed and dated statement of the 
allegation and shall be accorded an adequate opportunity to respond to the 
allegation. If the response of the accused convinces the Informal Inquirer 
that the charge does not warrant a more thorough inquiry, the Informal 
Inquirer shall prepare a written finding for the file as indicated above, and 
the inquiry shall end. 

3. Continuation to a Formal Inquiry. If the Informal Inquirer decides that the 
allegation warrants a more thorough inquiry, the Informal Inquirer shall, 
within ten calendar days of receipt of the allegation, notify in writing either 
the Associate Vice President for Research (AVPR) if the charge is associated 
with research, or the Associate Vice President for Academic Affairs 
(AVPAA) if the charge is associated with a non-research-related scholarly 
activity. The AVPR or AVPAA (as appropriate), hereafter called the 
Investigation Director, shall conduct a formal inquiry to officially document 
the validity of the charge. The Informal Inquirer shall supply to the 
Investigation Director a copy of the original signed and dated statement of 
the allegation along with her/his written notification. The accused will 
already have been given a copy of the allegation by the Informal Inquirer. 
The Investigation Director shall also provide written notice to any and all 
collaborators associated with the research or scholarly activity under review, 
and to the administrator of any applicable institutional research review 
board, that a formal inquiry is pending. 

 
4. Conflict of Interest. It is crucial to avoid the appearance or reality of a 

conflict of interest. If, in the normal assignments of responsibility in the 
Initiation of a Charge, Informal, and Formal Inquiries, the task of Informal 
Inquirer or Investigation Director would pass to someone who may have a 
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conflict of interest, then that person must pass the task of Informal Inquirer 
or Investigation Director to the first individual in the normal chain of 
command who does not have a conflict of interest. Examples of apparent or 
real conflicts would include, but not be limited to, cases where the Informal 
Inquirer or Investigation Director initiated the charge of misconduct, or 
where one of these individuals was a collaborator in the research or scholarly 
activity in the course of which misconduct is alleged to have occurred. 
Similarly, other individuals who may be asked to participate in an inquiry 
must avoid real or apparent conflicts of interest. 
 

B. Stage 2: Formal Inquiry 
 

1. Selection of the Review Panel. The Investigation Director shall appoint a 
Review Panel of three or five academically qualified and impartial members 
within ten calendar days. Scholars from other institutions who are 
recognized experts in the discipline of the accused individual(s) may serve as 
necessary to ensure a panel qualified to review the allegation. The 
Investigation Director should ensure, insofar as he/she can, that none of those 
appointed to the Review Panel has any real or apparent conflict of interest 
regarding the planned inquiry. The accused person shall have the opportunity 
to challenge proposed panel members for good cause shown, including but 
not limited to circumstances in which the accused believes the member(s) to 
be unqualified due to bias or lack of expertise. 

2. Charge of the Panel. The Investigation Director shall explain, in writing, the 
responsibilities of the Review Panel and shall provide it with all material 
already at hand. 

 
3. Material to be Provided to the Panel. The person accused of misconduct 

shall be obliged to provide the Review Panel with all requested material, 
such as: (a) a list of all persons connected with the work; (b) copies of 
relevant grant applications and work progress reports; (c) all requested 
relevant research notebooks, journals, and other records; (d) copies of 
relevant abstracts and papers, published or pending; (e) other relevant 
information and materials as required. In the event the accused fails to 
respond or otherwise cooperate, the Review Panel shall continue its inquiry 
insofar as is feasible. 

The Review Panel may interview anyone who could contribute information 
helpful to the inquiry. The accused individual(s) shall be requested to 
cooperate with the Review Panel and shall have the opportunity to be heard 
and defend themselves against the allegation, including the presentation of 
additional relevant evidence and witnesses. If the accused resigns or refuses 
to participate, the Review Panel shall continue the inquiry. 

4. Conclusion of Formal Inquiry. The Review Panel shall complete its formal 
inquiry and send a written report to the Investigation Director in no more 
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than 30 calendar days. The report must indicate the reasons for deciding 
either to terminate the inquiry if the allegation is not substantiated (see 
Guidelines for the Confidentiality of Records, below), or is to continue 
further with an investigation. An investigation may continue, even if the 
original allegation was not substantiated, if the formal inquiry provided 
evidence of misconduct. In the latter case, an amended allegation shall be 
provided to the accused. The accused and the accuser shall receive copies of 
the report by the Review Panel, which must include findings of fact, 
conclusions, and the bases therefore. They shall have ten calendar days to 
comment in writing on the findings of the inquiry. Their comments shall be 
added to the record. 

C. Stage 3; Investigation 

1. Notification of the Senior Vice President for Academic Affairs (SVPAA). 
If the Review Panel determines that there is sufficient basis to continue with 
an investigation, the Investigation Director shall notify the SVPAA (unless 
the Investigation Director is the SVPAA). 

2. Sponsored Projects. It is the responsibility of the SVPAA to assure timely 
compliance with funding agency regulations regarding the reporting and 
disclosure of information relevant to misconduct in research and scholarly 
activity. When a sponsoring agency is notified that an investigation is 
underway, a copy of the notification shall be sent to the person(s) accused of 
misconduct. 

In general, sponsoring agencies shall be notified if, and only if, an 
Investigation (Stage 3) is initiated, unless earlier notification is required by 
law, by regulation, by prior agreement between the University and the 
funding agency, or by extraordinary circumstances. Any of the following 
shall be a compelling reason for notifying a sponsor before the investigation 
stage is reached: (a) there is an immediate and previously undisclosed threat 
to the public health, safety, or welfare that requires notification, (b) there is 
immediate need to protect sponsoring agency funds or other assets, (c) there 
is immediate need to protect the interests of the University member making 
the allegation, or the person accused of misconduct, or any co-investigators 
and associates, requiring early notification, (d) there is good reason to 
believe the allegation will be reported publicly, (e) there is prima facie 
evidence of criminal violation. In this instance, notification must occur 
within 24 hours. 

3. Further Investigation. The Review Panel shall continue with an 
investigation along the lines indicated in Stage 2. The Review Panel may 
request that its membership be expanded following the procedure outlined in 
Selection of the Review Panel; the expanded panel should have an odd 
number of members. The accused shall again have the right to challenge 
proposed additions to the Review Panel for good cause shown. 
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4. Expanding the Investigation. The Review Panel may expand the 
investigation to include other projects with which the accused individual(s) is 
or has been involved where the investigation thus far: (a) suggests a 
substantive link between the project under investigation and other projects, 
(b) establishes that the same research team was or may have been involved in 
other projects, (c) indicates a pattern or practice of misconduct, or (d) reveals 
other appropriate circumstances under which review should be expanded. If 
the investigation uncovers new evidence of misconduct, not previously 
alleged, the Investigation Director shall give the accused, in writing, an 
amended allegation. 

5. Time Limit. The Review Panel shall complete this phase of the 
investigation in no more than 120 calendar days and document its decision to 
the Investigation Director in a written report. The accused and the accuser 
shall receive copies of the report, which must include findings of fact, 
conclusions, and the bases therefore. They shall have ten calendar days to 
comment to the Investigation Director, in writing, on the findings of the 
investigation. Their comments shall be added to the record of the 
investigation. 

D. Subsequent Actions 

1. Notification of the Senior Vice President for Academic Affairs. Within 
ten calendar days of receiving the full report of the Review Panel, the 
Investigation Director shall forward the report to the SVPAA (if 
appropriate). The Investigation Director shall notify any other appropriate 
parties of the findings of the Review Panel, and shall recommend to the 
SVPAA an appropriate course of action. The Investigation Director shall 
notify the accused person(s) that these actions have been taken.  

2. Notification of Sponsors. If the Review Panel has determined that 
misconduct occurred in sponsored research, the SVPAA shall notify the 
sponsoring agency or agencies in writing of the findings of the investigation. 
If a sponsor received notice of an investigation in progress in accordance 
with Sponsored Projects (see above), then the sponsor shall be notified in 
writing of the outcome of the investigation even if the Review Panel finds 
that the allegation was without foundation. 

3. Disciplinary Actions. If all or part of the allegation is proven against the 
individual(s) accused of misconduct, the individual(s) shall be subject to 
disciplinary action(s) by the SVPAA, which may include termination as 
provided in Norwich University’s Faculty Manual. Procedures in this policy 
are not, however, intended to supersede procedures outlined in any other 
memoranda within Norwich University’s Faculty Manual. Individual(s) 
guilty of academic misconduct may also be expected personally to make 
restitution as appropriate under the circumstances of the case. 
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4. Notification of Journals. The SVPAA shall notify the editor(s) of 
journals to which abstracts and papers, emanating from research 
determined to be the product of misconduct, have been submitted 
and/or published. 

5. Notification of Other Institutions and Agencies. Institutions with which 
the individual(s) has been affiliated and the relevant sponsoring agencies 
should be notified by the SVPAA if there is reason to believe that the validity 
of previous research might be questionable.  

6. Appeals. If the allegation against an individual(s) is proven, wholly or in 
part, the SVPAA shall notify the accused of these results and of any 
disciplinary action to be taken. In that letter, the SVPAA shall notify the 
individual(s) that a written appeal can be directed to the SVPAA (or to the 
President if the SVPAA was the Investigation Director) within ten calendar 
days. The written appeal must be based solely upon issues of procedural error 
that substantially damaged the accused; decision without rational basis; 
decision rendered in violation of fundamental rights of the accused, as 
established by Constitutional or statutory law; or new evidence that was not 
reasonably available during the time of inquiry or investigation. In an appeal, 
the burden of proof is upon the individual making the appeal. The decision of 
the SVPAA (or President) shall be final. 

E. Guidelines for the Conduct of an Inquiry/Investigation 

1. Standards of Adjudication. A finding of professional misconduct in 
research or other scholarly activities made under this policy requires 
that: 
 
a) there be a significant departure from accepted practices of the relevant 

professional community, 

b) the misconduct be committed intentionally, knowingly, or 
recklessly, and 

c) the allegation be proven by a preponderance of the evidence. 

2. Privacy.  All University persons called upon to administer this policy, 
including but not limited to the Review Panel, shall diligently protect the 
privacy of those against whom allegations are made. Confidentiality shall 
therefore be maintained except as necessary to consult with persons as 
required by this policy and except insofar as disclosure is required by law. 
All notebooks, journals, and other materials submitted to the Panel shall be 
held in trust by the Panel. 

 
3. Restoration of Reputation. If the alleged misconduct is not substantiated by 

a thorough investigation, efforts must be undertaken to restore fully the 
reputation of the researcher and others under investigation. At a minimum, 
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written notifications must be sent to each individual and agency contacted at 
any point during these proceedings, describing the outcome of the 
investigation and including a definitive statement that the University 
supports and continues its commitment to the individual(s) against whom an 
allegation of misconduct was levied. If the accused believes the charges 
resulted in unfair treatment in the workplace, he/she may follow grievance 
procedures described elsewhere in applicable University policies.  

 
4. Collaborators. Collaborators named in allegations, against whom charges 

are not commenced under this policy, are presumed to be innocent of 
misconduct except where allegations are lodged against them as individuals 
and reviewed under the procedures of this policy. 

 
5. Whistleblower Protection. Disclosure of suspected misconduct is a 

responsibility of faculty, staff, and students. Retaliation against those who 
report misconduct is contrary to University policy. If a member of the 
University (a "whistleblower") makes an allegation of misconduct in good 
faith, the University shall, to the maximum extent possible, protect the 
whistleblower from retaliation by the accused or third parties, including but 
not necessarily limited to the initiation of disciplinary action against persons 
who engage in such conduct. If a claim is filed externally with an 
administrative agency or in a court of law against the whistleblower because 
of the filing of an allegation under this policy, the University shall retain or 
authorize the retention of legal counsel to provide a defense and indemnify 
the whistleblower against any judgments resulting from such action, 
provided that the whistleblower filed such allegation, or provided testimony 
relating to such an allegation, in good faith and in connection with his/her 
employment or enrollment at the University. If an allegation made in good 
faith results in loss of employment by the whistleblower, or so strains 
working relations that it is impractical for the whistleblower to continue in 
his/her original position, the University shall make a good faith effort to find 
substantially equivalent employment elsewhere in the University. 

If a whistleblower makes an allegation that he or she knows, or should know, 
is not true, or if an allegation is fabricated to harm the accused person, or if 
an allegation is made maliciously or recklessly, the above protections shall 
not apply and appropriate disciplinary action shall be taken against the 
whistleblower. 

 
F. Guidelines for the Confidentiality of Records 
 

1. Confidentiality.  All records, documents, and the like submitted, generated, 
or otherwise developed in connection with proceedings under this policy are 
confidential. The official record shall be maintained for at least seven years. 

 
2. Records of Proceedings Terminating before Stage 3.  All records, 

documents, and the like relative to proceedings that terminate prior to Stage 2 
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shall be maintained confidentially in the office of the Informal Inquirer. The 
records and documents shall be sealed, and filed under the name of the 
individual against whom allegations were made, in a repository created for 
the purpose of records maintenance under this policy. Under no 
circumstances should such records be referenced or included in the personnel 
file of the individual(s) against whom allegations were made. The same 
procedures shall apply relative to proceedings that terminate prior to Stage 3, 
except that such records shall be maintained in the office of the 
Investigation Director. 

 
3. Records of Proceedings Terminating after Stage 3. All records relative to 

proceedings that terminate after Stage 3 shall be maintained in the Office of 
the SVPAA. If the allegations are found to be without merit, the procedures 
for records maintenance described in the preceding paragraph shall apply, 
except that such records shall be maintained in the Office of the SVPAA. If 
the allegations are wholly or partially substantiated, the records shall be 
maintained unsealed in the Office of the SVPAA. 

4. Access to Records. Access to records shall be limited to persons to whom 
access must be granted to ensure compliance with the dictates of the law and 
this policy. All access and disclosure requests and responses thereto, shall be 
documented and maintained as part of the file. 
 

5. Administration of Confidentiality. All persons called on to administer this 
policy shall exercise diligence to assure compliance with these 
confidentiality requirements. No disclosure of, or access to, such records 
shall be permitted, except as required by law or essential to effect this 
policy. 
 

G. Review of Policy 
After completion of an investigation, faculty practices and institutional policies 
and procedures for promoting the ethical conduct of research and other scholarly 
activity and investigating allegations of misconduct should be scrutinized and 
modified in light of the experience gained.  
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Academic Memorandum #19 
 

Subject:  Promotion Standards for Non-tenure Track Faculty  
 
 
I.  APPLICABILITY 
 
This memorandum is applicable to Non-tenure Track Faculty holding designated positions in 
Kreitzberg Library, The Sullivan Museum and History Center, The School of Graduate and 
Continuing Studies, the Academic Achievement Center, and other schools and units as approved 
by the Senior Vice President for Academic Affairs (SVPAA).  This memorandum is not 
applicable to persons holding positions as Lecturers, or Visiting, Adjunct, Field or Research 
Faculty.  The procedures contained herein will be referenced by the Promotion and Tenure 
Committee when considering promotions for non-tenure track faculty.   
 
Note: Whereas this memorandum provides guidelines based on instruction, professional 
development, and service, the Norwich University Performance Management Annual Appraisal 
Form will continue to be used to evaluate annual administrative and supervisory performance.   
 
II.  NON-TENURE TRACK FACULTY: RANK DEFINITIONS 
 
 A.  Instructor  
  
        This level is intended for appointees 
 

• who are ABD and who have little or no full-time professional experience in 
accredited institutions of higher learning. 

or 
 

• who have completed a graduate level professional degree (in the case of the 
Library or Museum) in an accredited degree granting institution and who have 
little or no full-time professional experience in accredited institutions of higher 
learning. 
 

 B.  Assistant Professor 
 
 The basic qualification for this rank is an earned terminal degree (or in the case of the 
Library or Museum, a master’s degree and a minimum of three years of full-time experience at 
the rank of Instructor in accredited degree-granting institutions).  While holding this rank, the 
appointee is expected to develop competence in instructional skills and other responsibilities 
appropriate to the position; make initial scholarly contributions to the profession; and provide 
service to the University and the profession. 
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C.  Associate Professor  
 
 To merit promotion to the rank of Associate Professor, the candidate with an earned 
terminal degree in the field of appointment must have a minimum of six years of full-time 
experience at rank of Instructor and/or Assistant Professor in an accredited degree-granting 
institution.  In the case of the Library or Museum, the candidate must have a master’s degree and 
a minimum of three years of full-time experience at the rank of Assistant Professor in an 
accredited degree-granting institution.  Finally, the candidate must demonstrate 1) excellence in 
fulfilling the instructional and other responsibilities appropriate to the position; 2) professional 
development as evidenced by research or scholarly or creative contributions; and 3) proven 
service to the university and the profession at the regional or national level. 
 
 D. Professor  
 
 To merit promotion to the rank of Professor, the candidate must have a minimum of 
seven years of full-time experience at the rank of Associate Professor in an accredited degree-
granting institution.  In addition, the candidate must demonstrate the following since 
appointment at, or promotion to, the rank of Associate Professor: 1) continued excellence in 
fulfilling the instructional and other responsibilities appropriate to the position; 2) consistent 
high-level professional development as evidenced by research or scholarship or creative 
contributions; and 3) leadership in service to the university and the profession at the national 
level.  

III.  PROMOTION  
 
Promotions of Non-tenure Track Faculty will be recommended to the SVPAA by the School 
Dean or Unit Director and will be accompanied by the recommendation of the appropriate school 
or unit Promotion Committee. (The SVPAA will initiate recommendations for Deans and 
Directors.) Recommendations will be based on School or Unit Standards of Performance and 
will be forwarded to the University Promotion and Tenure Committee for deliberation and 
recommendation in accordance with Academic Memorandum # 9A (sections VII A-D).  
 
Credit toward eligibility for promotion will be allowed only for years in which the non-tenure 
track faculty member’s  contract specifically designates full-time duties (at least .75 FTE for 12-
month contracts).  Credit toward eligibility for time spent on official leave (Academic 
Memorandum #15) will be allocated only for time spent in full-time positions in accredited 
institutions of higher learning. 
 
In all cases, strong and convincing evidence of position-related competence will be required for 
promotion. Contributions to the University, the community, and the academic profession, as 
specified in the school or unit’s Standards of Performance, will also be considered. 
 
For the good of the University, the President may waive any requirements for initial appointment 
or promotion.   
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IV.  APPEALS PROCESS  
 
Promotion appeals filed by academic professionals will follow the process stipulated in 
Academic Memorandum #9 (IX A-E). 
 
V.  RECOMMENDATIONS and SUPPORTING DOCUMENTATION:  
 
The University Promotion and Tenure Committee, in order to fairly evaluate candidates for 
promotion, will augment its regular membership with three non-tenure track faculty senior in 
rank to the candidate under consideration. These faculty will be selected by the SVPAA and will 
hold full privileges only at meetings at which promotion candidacies of non-tenure track faculty 
are considered.  
 
By October 15 of each year, the School Dean or Unit Director will submit to the office of the 
SVPAA the names of all eligible candidates for promotion.  
 
By the first Wednesday of the spring semester, the School Dean or Unit Director will submit to 
the office of the SVPAA the following information about candidates recommended for 
promotion. 
 
1.  Letter of Recommendation from the School Dean or Unit Director (limited to two pages), 
which will include: 
 
 A. summary of professional qualifications: degrees earned, years of academic and 
professional service, and related professional activities; 
 
 B. summary and analysis of departmental/school/unit support; 
 
 C. evaluation of instruction and position-related performance, professional development, 
and university service; 
 
 D. related information not otherwise available to the Committee such as 
recommendations for merit increases, candidacies for awards, and recognition in a professional 
field;  
 
 E. summary of action of the appropriate Academic Promotion Committee, to include the 
specific vote for each action relevant to the candidacy; 
 
 F. School Dean’s or Unit Director’s recommendation; 
 
2. Candidate's Resume (limited to four pages), which will include: 
 
 A. education; 
 
 B. relevant employment including instruction; 
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 C. concise statement of duties and assignments at Norwich; 
 
 D. professional activities; 
 
 E. university committees and other assignments; 
 
 F. professional and scholarly awards, honors, and memberships. 
 
3. Summary Rating Sheet (should not be included in I above) 
 
The School Dean or Unit Director will submit the candidate's yearly ranking or rating for all 
years since the last promotion.  Any quantitative or qualitative systems may be used as long as it 
has been specified in the school or unit’s Procedures for Promotion. Submitted materials may 
include letter(s) written by the candidate in rebuttal or disagreement contemporaneous with that 
evaluation. 
 
4. Summary of Appropriate Evaluations including Instructional Evaluations, either quantitative 
or qualitative 
 
The School Dean or Unit Director will submit a tabular summary of all available constituent 
evaluations for each academic semester since the last promotion.  The summary will include the 
candidate’s overall average compared to school or unit averages. This tabular summary will be 
supplemented by all written comments, if available. 
 
5. Supplementary Materials 
 
The candidate will submit, through the appropriate school or unit, all supplementary materials to 
the office of the SVPAA. These materials will include the candidate’s annual evaluations for all 
years since the last promotion and supporting materials at the discretion of the candidate.	
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