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INTRODUCTION 

 

 

The faculty of Marywood University are dedicated professionals who 

have an important role in providing intellectual leadership.  They are 

committed to the service of the University, their disciplines, and others.  

While the teaching role of the faculty is primary, they devote time and 

energy to a variety of activities.  They serve on committees and 

contribute their talent to strategic planning, research, grant writing, and 

recruitment. 

 

It would be impossible to capture in detail in one handbook all of the 

many issues that affect faculty.  The Faculty Handbook is intended to be 

one of several sources of general guidance.  It brings together brief 

descriptions of the privileges and obligations that are most central to 

membership on the faculty of Marywood University and selected other 

information of special interest.   

 

Nothing contained in the Faculty Handbook negates the right of the 

University to augment, repeal, or revise its policies at any time.  Policy 

changes require the approval of the President of the University and, when 

required, the Board of Trustees.  Changes, which are ordinarily       

disseminated through the President’s Memo, become effective with 

formal approval and placement in the Marywood University Policies and 

Procedures Manual. 

 

The Faculty Handbook is maintained by the Secretary of the University, 

who is responsible for updating and editing it.  This assumes the authority 

to make non-substantive changes that improve the precision of its 

language, and substantive changes that are necessary to conform to 

applicable laws.  To the extent that modification and revision of Chapter 

Two constitute other substantive changes, the Faculty Senate will be 

consulted in the interest of collegiality.   
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HISTORY OF THE UNIVERSITY 
 

Marywood College opened on September 8, 1915, with a class of thirty-four women, one of whom was 

Sister St. Mary Orr, who later became its eighth president.  In 1924, the Liberal Arts building was opened.  

In 1928, O’Reilly Hall (now Regina Hall), an on-campus residence for students, was dedicated.  In 1937, 

a major enhancement of the Liberal Arts Rotunda was completed. 

 

 
Picture courtesy of Dr. Peter Spader 

 

The superiors of the Congregation of Sisters, Servants of the Immaculate Heart of Mary, served as the 

presidents of the College for almost three decades.  Mother M. Germaine O’Neil was the first president. 

The actual administration of the College, however, was the responsibility of Sister M. Immaculata 

Gillespie, who served as Dean from 1915 to 1943.  Her influence on the College’s growth and 

development was remarkable.  The vast changes she witnessed during her lifetime, 1863 – 1947, were 

astounding.  She responded with an openness to the challenges of life that gave Marywood its dynamism 

and confidence throughout many difficult years. Under her leadership, Marywood acquired degree 

granting powers in 1917, and these were expanded in 1922 to the awarding of the Master of Arts degree.  

In 1921, the College became one of the charter members of the Middle States Association of Colleges and 

Schools.  Mother Germaine also initiated the global dimension at Marywood, welcoming the College’s 

first international students in 1917.  For 28 years, she was a stabilizing and energizing force.   
 

Sister M. Sylvia Morgan was the first president of Marywood College whose position was not the result 

of her being the superior of the IHM Congregation.  Her administration and that of her successor, Sister 

M. Eugenia Kealey, were times of great expansion and growth.  During this period, four new buildings 

were constructed, enrollment almost tripled, accreditations in various professional organizations were 

achieved, and new academic programs were developed including an expanded graduate division.  This 

growth and diversification occasioned a marked increase in the number of lay faculty members, who 

joined with the Sister faculty in advancing the mission of the College. 
 

Sister St. Mary Orr led the College through the troubled sixties.  In 1968, summarizing the College’s 

approach to the decade’s dilemmas, she wrote, 
 

Caught in the tide of a nation tossed by cross-currents of political and social issues, student 

unrest, racial crises and blurred identities, we were anchored in faith, and intent upon our mission 

of nurturing personhood and intellectual discovery. 
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This was, however, another decade of rapid growth and diversification.  The Graduate School of Social 

Work was established in 1967, and the Graduate School of Arts and Sciences became a separate entity in 

1968.  Five new buildings were dedicated between 1964 and 1968, including the Learning Resources 

Center, an addition that greatly enhanced the educational capacities of the College. 
 

Sister M. Coleman Nee succeeded Sister St. Mary as president in 1970.  The first year of her 

administration was marked with a dramatic crisis, the destruction by fire of the IHM Motherhouse, the 

building that housed the College in its first years. 
 

The subsequent years of Sister Coleman’s administration were more tranquil but no less challenging.  

Efforts to serve new student populations led to the opening of the Gillet School, a school for 

undergraduate male students and for adult and continuing education students.  During her administration, 

Marywood responded to the direction set by the Second Vatican Council, intensifying traditional 

commitment to action on behalf of justice.  While fostering students’ personal development of values of 

justice and peace, the students would become competent and compassionate professionals, well equipped 

to address the challenges of the global society.  Assuring excellent professional preparation led to the 

building of the Visual Arts Center and the expansion of the Human Services Center (now William G. 

McGowan Center for Graduate and Professional Studies) and the Health and Physical Education Center. 
 

As Sister Mary Reap became the tenth president in 1988, she assumed the leadership of a vibrant 

institution.  She continues to provide leadership rich in the traditions of service, academic excellence, and 

responsiveness to the signs of the times.  During her tenure, a number of significant events have helped to 

shape Marywood’s future.  In 1989, when campus housing was offered to all full-time students, it was 

seen as a genuine declaration of coeducation at Marywood.  In 1997, university status was achieved.  

Other significant events include academic restructuring of the University into four mixed-level, 

discipline-based colleges, a dramatic expansion of master’s education and the creation of the doctoral 

program, opening the School of Continuing Education, opening the Fricchione Day Care Center and the 

Tony Domiano Early Childhood Center, expansion of the Science Center (Center for Natural and Health 

Sciences), expansion of the Human Services Center (William G. McGowan Center for Graduate and 

Professional Studies), construction of the Insalaco Center for Studio Arts, construction of the O’Neill 

Center for Healthy Families, construction of the Robert J. Mellow Center for Athletics and Wellness, and 

acquisition and renovation of Loughran Hall for University use, including the new Marian Chapel and the 

Swartz Campus Ministry Center. 
 

As Sister Anne Munley became President of the University in 2007, she assumed the leadership of a 

vibrant institution, rich in the traditions of service, academic excellence, and responsiveness to the signs 

of the times.   
 

Marywood University has grown from a liberal arts college for women into a comprehensive 

coeducational university consisting of four colleges: 
 

Reap College of Education and Human Development 

Insalaco College of Creative and Performing Arts 

College of Health and Human Services 

College of Liberal Arts and Sciences 

School of Architecture 
 

Strengthened by its tradition of service and supported by its proud history, Marywood University faces 

the 21
st
 century with confidence and enthusiasm. 

 

Marywood has a distinctive capacity to create a learning community in which all who participate 

can shape meaningful lives that contribute to the making of a meaningful world. Creating a faith 

community, educating for justice, contributing to the formation of moral decision-makers, and 

developing leaders for today and tomorrow are enduring goals related to our core ideology and to 

our envisioned future.  Together, let us LEAD ON ! 

-- Sister Anne Munley 
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SPONSORSHIP 
 

Marywood University is one of the sponsored 

institutions of the Congregation of Sisters, Servants, 

of the Immaculate Heart of Mary, Scranton, 

Pennsylvania.  Sponsorship is the relationship by 

which the Sisters of IHM exercise stewardship as a 

means to assure fidelity to the ministries of the 

Catholic Church as reflected in the mission of the 

Congregation and the missions of its sponsored 

institutions. 

 

The founders of the Congregation, Rev. Louis Florent Gillet, C.Ss.R. and Mother Theresa Maxis 

Duchemin, IHM could not have envisioned the complexity of governance and administration of 

sponsored institutions today, as they deal with contemporary legal, financial, and ethical challenges. 

 

Marywood University, an education community spirited by the mission of the IHM Congregation, lives 

out its own mission with a commitment to spiritual, ethical and religious values, and a tradition of service.  

Thus, it enables people of all ages to develop fully as persons called by God to become free, authentic, 

and moral. 

 

The mission of the University, reflective of the mission of its sponsor, continues to be highly relevant 

today as a force for good in society.  On the one hand, as a living community sponsored by the IHM 

Congregation, the University continues in its strategic and operational planning to further the goal of 

expanded understanding of Catholic identity and the nature of IHM sponsorship.  On the other hand, as 

the sponsoring community, the IHM Congregation prepares individual Sisters for institutional service, 

maintains a mission-effectiveness program, and promotes the relationship between the Congregation and 

the University.  Over the years, the IHM Congregation has chosen consistently to maintain a commitment 

to the governance, administration and staffing of Marywood University.   

 

Marywood University is incorporated, through a legal relationship determined by civil and canon law, as 

a public charitable corporation.  It has a membership model of corporate governance that divides authority 

between the Members of the Corporation and the Board of Trustees.  The Members of the Corporation are 

the President of the Congregation together with her Council.  The Board of Trustees is made up of lay and 

religious persons who have the fiduciary responsibility, along with the Members of the Corporation, of 

promoting the corporate purpose and preserving the mission of the University in conformity with the 

spirit and mission of the IHM Congregation. 

 

The Members of the Corporation have certain reserved authority to approve decisions of the Board of 

Trustees.  These, which relate to the identity, philosophy, mission, and property of Marywood University, 

are defined in the Bylaws of the University. 
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CATHOLIC IDENTITY STATEMENT 

 

Marywood University is a living community rooted in the Christian, Roman Catholic faith and in 

the spirit of our sponsors, the Sisters, Servants of the Immaculate Heart of Mary.  We are, 

therefore, deeply committed to working toward justice and the betterment of the human 

community.  In the words of Avery Dulles, “… the hallmark of a catholic university is the 

intellectual pursuit of a Gospel value system based on the community’s dialogue with culture.”  

That commitment finds expression in our attitude and practice of joyful, loving service. 
 

Christian, Roman Catholic Tradition 
 

The faith tradition, which animates the life of the University, is richly manifest in persons, 

events, structures, and academic and co-curricular programs.  Implicit respect and support for a 

gospel-based value system is expected of each member of the community.  The presence of the 

Eucharist on campus serves as a constant reminder of the ever-present love of Jesus who invites 

all to spiritual reflection and daily prayer.  As Ex Corde Ecclesiae notes, sacramental worship is 

essential to Catholic Identity.  However, it further recommends that members of other religions 

be encouraged to pray and reflect according to their own beliefs and practices. 

 

In the undergraduate school Marywood’s Catholic character imbues the liberal arts curriculum 

with its emphasis on religious studies and philosophy.  The graduate schools provide value-based 

professional educational opportunities to men and women who are challenged to become leaders 

in their professions. 

 

The University exists for the intellectual development of its students in an atmosphere where 

Catholic Christian values, leadership skills and open respectful dialogue join to nurture fully 

human persons.  The University welcomes people of all religious and humanistic traditions to 

participate in this dialogue so as to arrive at truth.  Graduate, undergraduate and continuing 

education programs are infused with the study of ethical, moral and religious values, working 

toward a synthesis of all knowledge across many disciplines.  Administrators are responsible in a 

special way to work collaboratively with the church’s pastoral authorities.  Congruent with the 

practice and teaching of the Roman Catholic Church, the University understands its work as part 

of a wider evangelization wherein spiritual values replace secularism, social justice replaces 

injustice, and respect for all living things replaces ecological devastation.  Belief in God’s re-

creation of the earth through Jesus’ life in this world leads to study and action fostering 

responsibility for the planet at large and also for the beautification and maintenance of the 

Marywood campus itself. 
 

Community 
 

The Christian Catholic faith tradition grounds the University community.  The welcoming, 

inviting spirit which pervades Marywood finds its truest identify in shared governance, 

inclusivity, non-elitism, an ecumenical attitude, and genuine interdependence at every level and 

in every endeavor of work, spirit, and celebration.  High value is placed on the dignity of every 

person and the development of human relationships (especially family values), through 

programs, services, research and benefits available to students, employees, and the general 

public.  Mirroring the universality of God’s love, Marywood pursues diversity among its  

constituents.  By experiencing a pluralistic society on campus, students learn to accept and 

appreciate cultural differences and carry this value with them into society. 
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Service 
 

As the Christian Catholic faith tradition grounds the University community, the 

community reaches out in service.  Education is valued not only in itself, but also for its 

contribution to human good -- locally, nationally and internationally – particularly its 

contribution to bettering the lives of the poor and underserved.  Through interpersonal 

relationships, academic and professional programs, and student activities of many types, 

students and employees alike are challenged to respond to human need in constructive, 

life-giving ways.  The University undertakes the study of serious contemporary societal 

problems in order to seek out root causes, with special attention to their ethical and 

religious dimensions. 

 

By supporting a vigorous Campus Ministry staff and program, the University gives  

witness to its belief in what Ex Corde Ecclesiae terms the four essential characteristics of 

a catholic university:  Christian inspiration, faith reflection, fidelity to the Christian 

message, and service to church and humanity. 

 

Conclusion 

 

We have examined the unique character of a Catholic University and have delineated in 

particular those qualities which animate Marywood University:  its respect and support 

for the Christian Roman Catholic faith tradition, its belief in the power of community and 

its commitment to service.  We express our gratitude to those who have gone before us 

and laid the foundation for this Catholic Identity.  We ask God to bless our current work 

and to deepen the fruitfulness of our future endeavors. 
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ORGANIZATION 
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GOVERNANCE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Chapter One  includes the Mission Statement of the University 

and other information relating to its Catholic and corporate 

identity.  It includes, also, a description of the  

organizational structure that provides opportunities for  

participation in the governance of the institution. 
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1.1 MISSION STATEMENT OF MARYWOOD UNIVERSITY 
(Revised statement adopted by the Board of Trustees and approved by Members of the Corporation 2004) 

 

A Catholic university sponsored by the Congregation of the Sisters, Servants of the 

Immaculate Heart of Mary, Marywood University roots itself in the principle of justice and a 

belief that education empowers people.  Enacting its ideals, Marywood offers students a 

welcoming and supportive community that encourages men and women of all backgrounds to 

shape their lives as leaders in service to others.  Proud of its liberal arts tradition and host of 

professional disciplines, Marywood challenges students to broaden their understanding of 

global issues and to make decisions based on spiritual, ethical, and religious values.  

Marywood calls upon students to seek their full potential and invites all to engage in a 

lifelong process of learning.  Witnessing the efficacy of teaching and scholarship, Marywood 

educates students to live responsibly in a diverse and interdependent world. 
 

 

 

1.2 CORE VALUES OF MARYWOOD UNIVERSITY 

 

1. Catholic Identity.  A commitment to spiritual, ethical and intellectual values in the context of a 

faith community. 

 

2. Respect for Each Person.  Respect for the value of each human being, for diversity in the context 

of vibrant community, and for the earth and all creation. 

 

3. Empowerment.  Education to enable access and to empower the underserved to take a full role in 

the life of the broader society. 

 

4. Service.  Rooted in the deep belief that learning and scholarship serve the global community is the 

belief in the value of the diverse types of work that support that service, and the preparation of 

students for leadership by participation in service. 

 

5. Commitment to Excellence.  The belief that the work of education has the capacity to forward 

the kingdom of God, in broad and varied ways, leads us to care passionately for the quality of the 

mission of Marywood. 
 

 

 

1.3 GOALS AND OBJECTIVES OF MARYWOOD UNIVERSITY 
(Approved by the Board of Trustees 2006) 

 

Goal 1 Provide a values based context for university experiences. 

 

1.1  A majority of students will participate in service opportunities in an on-going way. 

1.2  Students will demonstrate an understanding of the ethical dimensions of their fields of study. 

1.3  A majority of students will participate in spiritual development activities. 

1.4  Employees will demonstrate core values in the work place. 

 

Goal 2 Foster an awareness and appreciation of the pluralistic nature of contemporary society. 

 

2.1  Graduates will choose to study or work in multicultural settings either at home or abroad. 

2.2  Students will demonstrate a deeper appreciation for cultural diversity and an understanding of 

 global issues. 

2.3  Enrolled students will travel abroad during their college years. 

2.4  Employee groups and governing bodies will reflect the pluralistic nature of contemporary 

 society. 
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Goal 3 Provide a supportive and welcoming environment to a diverse academic community. 

 

3.1  Students enrolled in any program will fulfill their academic goals by successfully completing 

 their degree work. 

3.2  An increasing number of racially and culturally diverse students and employees will choose 

 Marywood as a welcoming community. 

3.3  Students from a cross-section of socio-economic groups will enroll in each incoming class. 

3.4  Campus constituencies will express satisfaction with all campus services. 

 

Goal 4 Prepare people for socially responsible leadership roles. 

 

4.1  Students will participate in an internship or practicum experience. 

4.2  Students will demonstrate a significant level of co-curricular activities. 

4.3  Students will experience positive interactions with faculty members outside of class. 

4.4  Employees will serve as role models of socially responsible leaders.  

 

Goal 5 Provide a challenging instructional program. 

 

5.1  Students will demonstrate achievement of cognitive skills at a level comparable to peers on 

 standardized tests. 

5.2  Students will demonstrate the ability to think critically by engaging in research activities and 

 by developing problem solving strategies. 

5.3  Students will demonstrate the ability to integrate the liberal arts tradition with their 

 professional specializations. 

5.4  Students will demonstrate competence in both information literacy skills and communications 

 skills. 

5.5  Faculty will provide evidence of ongoing scholarly activity. 

 

Goal 6 Inspire a sense of personal responsibility for responding to social justice issues. 

 

6.1  Faculty, staff and students will participate in projects designed to address social inequities. 

6.2  Students will demonstrate knowledge of both national and international social justice issues. 

6.3  Faculty, students and staff will serve as advocates for justice in their personal and 

 professional lives. 

 

 

1.4 ACCREDITATIONS AND APPROVALS 

 
Marywood University, then Marywood College, was incorporated in the Commonwealth of 

Pennsylvania in 1917, and has been accredited by the Middle States Association of Colleges and 

Schools since 1921.  The University seeks approval and accreditation for its programs when 

appropriate.  Current accreditations and approvals are listed on the Marywood University website. 

 

 

1.5 ORGANIZATION OUTLINES (see Appendix) 

 

 

1.6 MEMBERS OF THE CORPORATION 
 

The Members of the Corporation are the President of the Congregation of the Sisters, Servants of the 
Immaculate Heart of Mary, Scranton, Pennsylvania, and her Council.  They have the right, by 
majority vote, to elect trustees and to approve actions of the Board relating to changes in institutional 
mission and philosophy; appointment of the President of the University; and acquisition, 
encumbrance, lease or disposition of real property. 
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1.7 BOARD OF TRUSTEES 

 

The Board of Trustees constitutes the governing body of Marywood University and engages in the 

policy direction of the University in accord with the terms of the Charter of Incorporation.  It 

formulates and determines general policies as shall be deemed necessary for the administration and 

development of the University in accord with its stated purposes.  It nominates and elects a President 

who shall be the Chief Executive Officer of the University. 

 

It supervises the investment of funds of the University, approves its annual budget and counsels its 

general financial administration.  It authorizes and supervises the construction of new buildings and 

seeks and approves necessary funds for academic and physical development.  It approves annually the 

terms and conditions of employment, salary policies and schedules for all staff, faculty, administrators 

and other employees of the University.  It approves and authorizes all earned degrees and all honorary 

degrees and awards upon recommendation of the President of the University and the faculty. 

 

All actions of the Board of Trustees are final except in specific instances where such action requires 

the approval of a majority of the Members of the Corporation. 

 

 
1.8 ADMINISTRATIVE STRUCTURE 

 
1.8.1 President of the University 

 
The President of the University serves for a term of five years with the right to succession, subject to 

the advice and consent of a majority of the Members of the Corporation.  In the election of the 

President, the Board of Trustees shall give first consideration to duly qualified members of the 

Congregation of the Sisters, Servants of the Immaculate Heart of Mary, Scranton, Pennsylvania. 
 

The President of the University administers the government of Marywood University as its chief 

executive officer.  She is an ex officio member of the Board of Trustees and all committees of the 

Board. 
 

In the case of the disability of the President of the University, the duties of that office shall be 

performed by a University officer designated by the Board of Trustees with the consent of a majority 

of the Members of the Corporation. 
 

It is the responsibility of the President 

to lead the University in the fulfillment of its mission, goals and objectives; 

to be committed to academic excellence and to the philosophy of a comprehensive Catholic 

university; 

to implement policy decisions of the Board of Trustees; 

to issue public statements on behalf of the University; 

to lead in the efforts of long-range planning and its implementation; and 

to work closely with the University Advancement staff in their work of fund raising. 

 

 

 

1.8.2 Provost and Vice President for Academic Affairs 

 

The President of the University appoints, with Board of Trustees approval, a Provost and Vice 

President for Academic Affairs for a term of three years with the right to succession. The Provost and 

Vice President for Academic Affairs is the chief academic officer with direct responsibility for the 

proper functioning of the academic programs of the University.  He is the administrator in charge and 

the President’s primary contact in the event of her prolonged absence. 
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1.8.2.1 Deans 

 
The deans in the Academic Affairs Area are administrative officers responsible to the Provost and Vice 

President for Academic Affairs for the proper functioning of their areas of responsibility and the 

implementation of University policies. 
 

A dean is appointed by the President of the University for a term of three years with the right to 

succession.  Such appointment may be terminated by the President of the University for cause. 
 

In the third year of a dean's term, the Provost and Vice President for Academic Affairs surveys opinion 

of selected faculty, staff, and administrators concerning the dean's performance in office.  The results 

of this survey are forwarded to the President of the University with the recommendation of the Provost 

and Vice President for Academic Affairs. 

 

  

1.8.2.2 Department Chairpersons 

 
The department chairperson is a full-time faculty member who has a leadership role with 

administrative responsibilities and is accountable to the dean of the college in which the department is 

housed.  Sometimes in larger units, individuals are appointed to provide leadership to departments who 

may be full-time administrators or who are faculty members with considerable administrative 

responsibilities.  In such cases, the intention is that they carry out the responsibilities designated below 

for the chairperson as well as specialized obligations unique to the unit because of its size, complexity, 

off campus programs or accreditations. 

 

 

Appointment 

 
1. The following are eligible to recommend candidates for the department chair: 

faculty members serving full-time in the University who are assigned to the department, 

except those working under a non-renewable contract and 

 

pro-rata faculty members who are assigned to the department, except those working 

under a non-renewable contract. 

 

2. Faculty members who are assigned full-time to the department shall be eligible for service as 

chairperson.  In December of the appropriate year, the Provost and Vice President for 

Academic Affairs will request the names of those willing to be candidates. 

3. In December of the appropriate year, the Provost and Vice President for Academic Affairs 

will send to the department the list of candidates as determined above. 

4. Each department member will send a recommendation and reasons for the recommendation to 

the Provost and Vice President for Academic Affairs. 

5. A faculty member must be recommended by a majority of those submitting recommendations. 

6. Following the department majority recommendation, the appropriate dean will submit a 

recommendation and reason(s) for the recommendation to the Provost and Vice President. 

7. If no faculty member receives a majority recommendation after the reconsideration, the 

Provost and Vice President in consultation with the appropriate dean will recommend one 

person from among the candidates. 

8. The Provost and Vice President for Academic Affairs will recommend to the President of the 

University a candidate for chairperson of each academic department.  This recommendation 

by faculty and dean will be accompanied by relevant documentation. 

9. If no full-time faculty member is willing to serve as chair, consideration will be given to pro-

rata faculty members where appropriate.  In the end, however, if departmental faculty 

members are not willing or able to assume the role, a temporary solution will be constructed 

by the administration. 
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10. The President of the University appoints chairpersons and holds the right to remove them 

from office with cause. 

 

Term of Office 

 

Ordinarily, the term of office for the chairperson is three years with a maximum reappointment of two 

additional consecutive terms.  A chairperson may be reappointed after an interim of three years. 

 

Duties 

 

While certain duties are common to all chairpersons, it is recognized that other responsibilities are 

determined by the nature and activities of the department.  However, certain general areas of 
responsibility are discerned. 
 

Department Governance includes activities such as 

conducting department meetings and disseminating minutes of such meetings to appropriate 

faculty and administration; 

establishing department committees; 

developing and implementing  long-range department programs, plans, goals, and policies; 

preparing the department for accreditation and evaluation; 

monitoring library acquisitions; 

assigning and monitoring appropriate department administrative responsibilities to individuals and 

committees; 

directing the review and revision of department catalog copy and other publications; 

maintaining department records, such as student records and course syllabi. 
 

Instruction  includes activities such as 

scheduling courses; 

supervising off-campus programs; 

developing and evaluating department programs of study; 

monitoring the requisitioning of textbooks. 

 

Department Faculty Affairs includes activities such as 

providing for the ongoing orientation of new faculty members; 

recruiting and recommending appointment of faculty members; 

assigning faculty responsibilities, such as teaching, research, and non-departmental committee 

work; 

evaluating faculty members and staff performance; 

initiating and/or participating in dismissal proceedings of a faculty member; 

keeping faculty members informed of department, college, and University plans, activities, and 

expectations. 

 

Student Affairs includes activities such as 

recruiting, selecting, and working for student retention; 

assigning and monitoring student academic advising and counseling; 

working with student organizations. 

 

External Communication includes activities such as 

improving and maintaining the department's image; 

initiating and maintaining liaison with external agencies and institutions. 

 

Budget and Resources includes activities such as 

encouraging  faculty members to submit proposals for contracts and grants; 

preparing and administering department budgets; 

setting priorities for use of travel funds; 

preparing department reports; 

managing department facilities and equipment. 
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Professional Development includes activities such as 

fostering  the development of each faculty member's special talents and  interests; 

fostering good teaching; 

stimulating faculty research and publications; 

encouraging faculty members to participate in professional meetings at regional, national, and 

international levels; 

representing the department at meetings of learned and professional societies. 

 

 

Method of Evaluation 

 

During the fall semester of the third year of a regular term of office, the appropriate dean will initiate 

an evaluation of the chairperson.  
 

Participants in the evaluation process will, at least, include full-time and pro-rata faculty members 

assigned to the department, full-time departmental professional staff, and the academic dean of the 

college in which the department is housed.  All participants except the academic dean must have 

served a minimum of one year.  

 

 

Absence 

 

In cases of short-term absence, i.e., one semester or less, an acting chairperson may be appointed by 

the President of the University to administer departmental affairs. 
 

In cases of long term absence, i.e., more than one semester, an acting chairperson will normally be 

appointed through the same process as a full term chairperson.  Service as an acting chairperson does 

not constitute a formal term of office. 

 

 

Compensation 

 

All chairpersons will receive a reduction of three credits per semester to perform those functions 

appropriate to the department, which are listed in the role description. 

 

Given the role description for chairpersons, certain chairpersons may necessitate additional 

compensation due to the nature of the department.  Additional compensation will be limited to a 

further reduction of three credits per semester and/or financial compensation.  Beyond this level, it 

may be necessary to delegate department responsibilities to other individuals with appropriate 

compensation. In order to distribute equitably such compensation, the following variables may be 

considered: 
accreditation requirements and reports 
multiple programs of study 
coordination of complex faculty responsibilities 
amount of advisement which may be peculiar to a program, e.g., number of transfer 
evaluations and visits with families of inquirers 
other factors that may affect a chairperson's responsibility such as external activities 
required by the program. 

 

Normally, a review of criteria and compensation with the dean will coincide with the term of office for 

each chairperson.  Department Heads or Administrators will typically have a larger part of their 

responsibilities designated for administration than do chairpersons. 

 

Availability  

In addition to faculty office hours, it is expected that a chairperson is available to fulfill the 

administrative duties required by his or her role. 
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1.8.2.3 Other Academic Affairs Administrators 

 
Vice President for Enrollment Management  

  

The Vice President for Enrollment Management is responsible for the enrollment management 

processes and strategies of the University.  S/he develops, coordinates, and monitors a comprehensive 

enrollment management program in order to reach the enrollment goals of the University.  The 

following administrators report to the Vice President for Enrollment Management: 

  

Director of Undergraduate Admissions   

 

The Director of Undergraduate Admissions is responsible for the recruitment of new 

undergraduate students, including transfers to Marywood University.  The Director also 

coordinates the publications of undergraduate recruitment and marketing materials. 
 
Director of Graduate Admissions 
 

The Director of Graduate Admissions is responsible for the recruitment of graduate students, 

coordinating graduate recruitment activities with the deans and faculty of the University’s 

colleges and School of Social Work. 
 

Director of Financial Aid   

 

The Director of Financial Aid is responsible for the administration of all student financial aid 

transactions, both undergraduate and graduate, including institutional awards, federal and state 

aid programs, loan programs, and endowed scholarships. 

 

Registrar  

 

The Registrar is responsible for the registration of all students, the receiving and recording of all 

grades, and for the maintenance and preservation of the official academic records of students.  

In addition, the Registrar is responsible for enrollment data and related statistical reports as 

needed.  The Registrar also serves as "designated school official" for U.S. Immigration matters 

relating to students.   

 

Webmaster 

 

The Webmaster is responsible for developing, managing, and maintaining the Marywood 

University website.  The Webmaster collaborates with other Marywood personnel to expand the 

services and information offered through the website.  The Webmaster oversees departmental 

pagemasters in the development and maintenance of area specific web pages. 

 

 

Director of Library Services 

 

The Director of Library Services is responsible for the administration of the Library, the supervision of 

Library professional staff, and the implementation of information services. 

 

 

Faculty Assistance 

 

In addition to the above, faculty members assist the Provost and Vice President for Academic Affairs 

by taking on administrative tasks as part of their workloads, such as research and community 

collaboration. 
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1.8.3 Vice President for Student Life 

 
The Vice President for Student Life is the executive officer responsible to the President of the 
University for development and administration of a comprehensive program of services and activities to 
enhance student learning and personal development.  The vice president is appointed by the President 
of the University with the approval of the Board of Trustees for three years with right to succession.  
The following are directly responsible to the vice president:  

 

 

Dean of Students 

 

The Dean of Students, who is the primary administrative liaison to the student body, supervises an 

integrated program of services and activities to enhance student development and supports their in and 

out-of-class learning experiences.  The following report to the Dean of Students:   

 

Director of Housing and Residence Life 

 

The Director of Housing and Residence Life oversees a varied program of services and activities 

to provide an educationally stimulating and rewarding living and learning experience for residents.  

Cultural, educational, spiritual, recreational and social programs are the basis of a residential 

community that contributes to students’ academic and personal development.   

 

Director of Student Activities and Leadership Development 

 

The Director of Student Activities and Leadership Development coordinates activities and 

programs to increase students' personal, social and cultural development through involvement in 

activities, organizations and programs which offer varied learning opportunities.  The 

development of leadership skills is a primary goal of the student activities program. 

 

 

Director of the Act 101 Program 

 

The Director of the ACT 101 Program coordinates several academic support services for Pennsylvania 

residents with financial need, strong motivation and academic potential who qualify for the program 

funded in part by the Higher Education Opportunity Act.   

 

Director of Athletics and Recreation 

 

The Director of Athletics and Recreation administers all aspects of the intercollegiate athletics and 

recreation program.  The University's twelve athletics teams compete as a member of the National 

Collegiate Athletic Association (NCAA) Division III in the Colonial States Athletic Conference 

(CSAC).  Formal and informal recreation opportunities also are provided through intramural sports, 

open recreation, wellness classes, sports clubs and fitness activities. 

 

Director of Campus Ministry 

 

The Director of Campus Ministry oversees development of a faith community among students, faculty 

and staff.  Opportunities for liturgical worship, prayer, spiritual direction and pastoral care are 

provided. Community service, social justice action activities and a general forum for varied leadership 

development experiences also are available.   

 

Director of Career Services 

 

The Director of Career Services and staff offer varied services and programs to assist students with 

career decisions and transitions.  Career counseling, resume preparation assistance, employment 

interviews and support with job search skills and techniques are among the services available.   
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Director of the Counseling and Student Development Center 

 

The Counseling and Student Development Center's staff assist students with many challenges, changes 

and choices.  Services ranging from assistance with decision-making, time management and study 

skills to counseling and therapy regarding serious psychological issues are provided by the 

professional staff and supervised graduate student interns.  Counseling to help with developmental 

issues related to academic and personal growth is offered, as are support groups and group sessions on 

topics important in the student community.  

 

Director of Student Health Services 

 

The Student Health Services staff is committed to a comprehensive wellness philosophy.  Primary 

care (assessment and treatment) and referrals to community physicians and campus and community 

resources for health education and counseling are provided.  Medical services, health information and 

counseling also are available.   

 

 

1.8.4 Vice President for Business Affairs and Treasurer 

 

The Vice President for Business Affairs is the executive officer responsible to the President of the 

University for the direction and administration of the financial affairs of the University, its physical 

facilities, and related matters.  The Vice President for Business Affairs also serves as Treasurer of the 

University.  The Vice President is appointed by the President of the University with the approval of the 

Board of Trustees for a term of three years with the right to succession. 
 

Responsible directly to the Vice President are the Assistant Vice President for Human Resources, 

Assistant Treasurer, Chief Information Officer, Director of Fiscal Affairs and Controller, and Director 

of the Physical Plant. 

 

 

1.8.5 Vice President for University Advancement 

 

The Vice President for University Advancement is the executive officer responsible to the President of 

the University for all phases of Marywood University’s advancement activities.  Responsible directly 

to the Vice President are the Director of Corporate/ Foundation/Government Relations, Director of 

Advancement Information, Assistant Vice President for Development, Executive Director of 

Marketing Communications, and Director of Alumni Support.  The Vice President is appointed by the 

President of the University with the approval of the Board of Trustees for a term of three years with 

right to succession. 
 
 

1.8.6 Secretary of the University 

 
The Secretary of the University is the executive officer responsible to the President of the University 

for broadly delegated duties as prescribed in the Bylaws of the University, the policies of the Board of 

Trustees, and the policies and directives of the President of the University.  S/he is appointed by the 

President of the University with the approval of the Board of Trustees for a term of three years with 

right to succession.  S/he serves as Assistant Secretary of the Board of Trustees and as an officer of the 

Marywood University Corporation. 

 

1.9 GOVERNANCE STRUCTURE 

 
1.9.1 Administrative Meetings 

 

A series of meetings are conducted in the University each month of the academic year at which 

decisions are made, recommendations formulated, and counsel given.  They serve as the principal  
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communication and governance links in the ordinary administration of the University.  These regularly 
scheduled meetings include 

the President’s Cabinet; 

The President of the University with the vice presidents 

the Academic Council; 

the academic deans with the policy and operations committees of their respective colleges; 

the department heads with their respective department faculty; 

the vice presidents with directors in their respective areas. 

 

1.9.2 Faculty 

 

1.9.2.1 Faculty Definition 
(Approved by the Board of Trustees 4/25/09) 

 

The Faculty of the University consists of full-time, part-time, and special appointment members.   

Appointments to the Faculty are made by the President of the University.  Promotion and/or tenure are 

granted to full-time faculty members by the President of the University in accord with the requirements 

of the policies of the University. 
 

1.9.2.2 Faculty Senate 

 
The official faculty organization is the Faculty Senate.  It functions as an advisory body -- part of the 

University's structure -- through which faculty members participate in the governance of the 

University.  The Senate identifies the interests and preferences of the Faculty about issues of 

significance to them and to other groups in the University community.  In response to specific requests 

from the Administration, it acts in an advisory capacity to the Administration.  It also initiates 

recommendations to the Administration on behalf of the Faculty.  Generally, it represents the Faculty's 

views on issues needing decisions and resolution by the Administration. 

 

 

1.9.2.3 General Faculty Meetings 

 

A general meeting of the entire faculty with the administration is held at the beginning of each major 

semester. 

 

 

1.9.3 Professional Staff Senate 

 

The official professional staff organization is the Professional Staff Senate.  It functions as an advisory 

body, i.e., part of the University’s structure, through which the professional staff participates in the 

governance of the University.  The Senate identifies the interests and preferences of the staff about 

issues of significance to them and to other groups in the University community.  In response to specific 

requests from the administration, it acts in an advisory capacity to the administration.  It also initiates 

recommendations to the administration on behalf of the staff.  Generally, it represents the professional 

staff views on University-wide issues needing decisions and resolution by the administration. 

 

1.9.4 Support Staff Senate 

 

The official support staff organization is the Support Staff Senate.  It functions as an advisory body, 

i.e. part of the University’s structure, through which the support staff participates in the governance of 

the University.  The Senate identifies the interests and preferences of the support staff about issues of 

significance to them and to other groups in the University community.  In response to specific requests 

from the administration, it acts in an advisory capacity to the administration.  It also initiates 

recommendations to the administration on behalf of the support staff.  Generally, it represents the 

support staff’s views on University-wide issues needing decisions and resolution by the administration. 
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1.10 UNIVERSITY STANDING COMMITTEES 

 

1.10.1 University Standing Committees Policy 
(Approved by the President of the University 10/4/02) 

 

The administrators, faculty, staff, and students of Marywood University bring to it a wealth of talent, 

knowledge, and expertise.  The University Standing Committees structure provides an avenue by 

which this reservoir of human potential is applied to institutional problem solving and planning.  

Through membership on University Standing Committees, the entire Marywood community 

participates in the operation of the institution. 

 

A University Standing Committee is established by action of the President of the University, usually 

with the recommendation of the Policy Committee.  Implied with this presidential responsibility are 

the following: 

 

1. The committee structure shall reflect the mission, goals, and objectives of the University. 

2. The University’s commitment to shared governance is a high priority. 

3. The University Standing Committees structure shall provide an opportunity for a broad 

spectrum of the Marywood community to have a voice in the operation of the institution. 

4. Committees shall have specific titles that begin with identifying keywords rather than generic 

terms.   

    Examples: 

    Student Life Committee, not Committee on Student Life; 

    Rank and Tenure Committee, not University Committee on Rank and Tenure. 

 

5. Undue proliferation of University Standing Committees should be avoided in order to 

diminish duplicative effort and unnecessary meetings.  Ad hoc committees and task forces 

should be used to handle specific, short-term issues.  When a long-term issue arises, an 

attempt should be made to find a committee that may handle the issue appropriately within its 

existing charge.  Or, if the charge of an existing university standing committee is closely 

related to a long-term issue, the charge of the committee should be expanded by the President 

of the University to encompass the issue.  Only as a last resort should a new committee be 

established 

 

It is expected that each committee will articulate an attendance policy at its first meeting in the 

academic year.  

 

UNLESS CONTRADICTED BY THE LANGUAGE OF A SPECIFIC COMMITTEE 

DESCRIPTION, THE FOLLOWING GENERAL RULES APPLY: 

 

Eligibility for membership -- Elected and appointed membership is ordinarily limited to Marywood 

University administrators, faculty, staff, and students. 

 

Terms -- The term for an elected or appointed member is three years, with possibility of one additional 

consecutive term.  Eligibility is effective again after a hiatus of one year. 

 

Staggered terms – Elected and appointed terms are staggered in the initial construction of a committee 

in order to provide for continuity. 

 

Selection of members – Members are described in committee descriptions as elected, appointed, or ex 

officio.  Although not always listed in committee descriptions, 

   the President of the University is an ex officio member of all University Standing Committees; 

   vice presidents are ex officio members of committees that affect their areas of responsibility; 

   academic deans are ex officio members of committees that affect their colleges.. 
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Elections and appointments to committee membership begin in the spring of the year with a 

completion deadline of the opening day of the fall semester.  A list of the committee’s membership is 

sent to the President of the University at any time within that time frame. 

 

Filling vacancies in unexpired terms –A vacancy in an unexpired term of an elected member is filled 

by the alternate for the position.  A vacancy in an unexpired term of an appointed member is filled by a 

new appointment.  A partial term has no bearing on eligibility of the person’s own right to election or 

appointment. 

 

Chair and secretary – Each committee selects its own chair, vice chair, and secretary. 

  The chair is responsible for  

calling, conducting and adjourning meetings, 

placing items of business, notices and motions on the agenda, 

admitting observers and visitors, 

determining the vote on a particular motion, 

seeing that the will of the committee is carried out or communicated, 

seeing to the reporting responsibilities of the committee. 

 

The committee secretary, who is not necessarily a member of the committee, is responsible for 

drafting accurate and concise agendas and minutes, 

preparing other materials for meetings, 

undertaking associated clerical tasks assigned by the chair. 

 

Effective date of membership – Committee membership is effective with the opening of the academic 

year each fall.  

 

Reports—Every University Standing Committee has reporting responsibilities. 

 
Each committee shall submit annually, usually at the end of the academic year, a summary report of its 

activities.  The report, which may be submitted in either hard copy or electronic form, is sent to the 

President of the University, to the reporting authority in the committee description, and to the 

Secretary of the University. 

 
Committees are encouraged to keep minutes of meetings.  Copies, which may be submitted in either 

hard copy or electronic form, are sent to the President of the University, to the reporting authority in 

the committee description, and to the Secretary of the University. 

 
Copies of annual reports and minutes that are sent to the Secretary of the University are filed in the 

Archives of the institution. 

Definitions 

University Standing Committee - a council, board, or committee that 

 

1. is charged by the President of the University as a permanent working unit; 

2. reports directly to the President of the University or to a vice president designated by the President 

of the University; 

3. can be a Presidential, Academic Affairs, Business Affairs, Student Life, or University 

Advancement committee. 

 

Presidential Standing Committee – a committee that is charged by the President of the University and 

must report directly to the President of the University 

 

Academic Affairs Standing Committee - a committee that is charged by the President of the 

University and must report to the Provost and Vice President for Academic Affairs 
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Business Affairs Standing Committee - a committee that is charged by President of the University and 

must report to the Vice President for Business Affairs 

 

Student Life Standing Committee - a committee that is charged by the President of the University and 

must report to the Vice President for Student Life 

 

University Advancement Standing Committee - a committee that is charged by the President of the 

University and must report to the Vice President for University Advancement 

Procedures 

Information regarding committees is available at the office of the Secretary of the University. 

 

 

1.10.2 Descriptions of University Standing Committees (see Chapter Seven) 
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CHAPTER  TWO 

 

 

 

 

 

FACULTY 

 

POLICIES 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Chapter Two includes those matters that are most central to employment 

as a member of the Marywood University faculty.  In the interest of 

collegiality, the Faculty Senate will be consulted about substantive changes 

to Chapter Two that are not necessary to conform to applicable laws. 




