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Greetings and welcome! 
 

 

I am pleased to welcome you to Minnesota State University Moorhead and to be part of our 
family.  We strive to fulfill our mission in an atmosphere of civility.  As an adjunct faculty you 
join our community of teachers/scholars in our efforts to provide quality, stimulating, innovative 
educational experiences and opportunities for our students.  In some cases, you bring unique 
talents and skills mastered through practical experience and successes in your chosen careers.  In 
other cases, you share with us your knowledge and learning when we have been confronted with 
specific area needs on a short term basis. 
 

Whatever the situation, you all fulfill a valuable role on the Minnesota State University 
Moorhead campus.  We appreciate your willingness to share with us your expertise and 
knowledge. 
 
This handbook was compiled to inform you of your rights and our institution's policies and 
programs to help you assume your role in our University family. 
 

Again, welcome, and best wishes in providing our students with rewarding educational 
opportunities! 
 
Sincerely, 
 
 
Roland E. Barden, Ph.D. 
President 
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PART I - BACKGROUND 
 
 

 

 

 
 
 
MISSION OF MINNESOTA STATE UNIVERSITY MOORHEAD 
 
The mission of Minnesota State University Moorhead is to foster excellence in teaching and 
learning.  The University strives to provide an educational environment that supports 
intellectual development, that welcomes diversity and that develops the skills and talents of 
women and men so that they have the capacity to live usefully, act responsibly and be learners all 
their lives.  The academic programs at the University are founded upon a common liberal studies 
experience and emphasize developing the unique talents of each person.  The University provides 
baccalaureate-level programs in the liberal arts, natural and social sciences, teacher education, 
business and technology, the fine arts, and professional areas.  It provides selected graduate 
programs in response to regional needs. 

 
The University encourages scholarly and creative endeavors that promote a commitment by 
faculty and students to their disciplines, to continuing professional development, and to 
excellence in learning. 
 
The University enhances the quality of life of the region with the professional, cultural, and 
recreational services offered by its students, faculty, and staff. 
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Aims of Minnesota State University Moorhead: 
 
 1. To give highest priority to continuous improvement in learning and teaching. 
  
2. To provide instruction at all levels that stimulates and promotes commitment to life-long 

learning and to open inquiry, that promotes development of higher order thinking skills 
and of multicultural, global and international perspectives.  Further, to provide 
instruction that encourages and empowers students to contribute as educated, 
compassionate, and responsible citizens within their communities, states, nations, and 
the world. 

 
 3. To provide a strong liberal studies foundation for all undergraduate programs. 
  
4. To incorporate instruction in all majors that provides breadth and depth in the discipline 

as well as recognition of the ethical bases of that discipline. 
 
 5. To provide instruction in graduate level programs that promotes increased depth in 

disciplinary or interdisciplinary studies and professional specialization. 
 
 6. To ensure that academic programs are accessible to our diverse constituencies at 

moderate cost. 
 
 7. To ensure a campus climate that embraces diversity and bases relationships on civility 

and tolerance, and that acknowledges the perspectives of women, minorities and non-
western culture. 

 
 8. To provide higher education opportunities with appropriate support and encouragement 

for all students, including international, non-traditional and traditionally under-
represented groups. 

 
 9. To provide support and encouragement for faculty development, including scholarship, 

creative activity, research and public service that enriches the individual and the 
institution, and that promotes the educational and economic development of the service 
region. 

 
10. To provide support personnel, facilities and resources that enhance and complement the 

academic experience. 
 
11. To provide students a range of co-curricular and extra-curricular activities as well as 

opportunities related to community service and leadership as a means of developing 
social awareness and enhancing the quality of their lives and developing their potential to 
thrive in a changing world. 

 
12. To provide service to the region in the form of professional, academic and recreational 

activities, and, especially, to be a center of cultural activity for the region. 
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Guidelines 
1. Smoking is prohibited in all Minnesota State University Moorhead facilities. 
 
2. Smoking will be permitted outside of University facilities provided smokers are located a 

minimum of 20 feet from doorways, windows, and ventilation systems to prevent smoke 
from entering the buildings and facilities, and it does not interfere with safety and public 
access.  

 
3. Smoking is prohibited in all vehicles or motorized equipment owned or leased by the 

University. 
 
4. Smoking at outdoor events (specifically including those in the stadium) is restricted to 

designated areas, not in seating or assembly areas. 
 
5. Visitors to Minnesota State University Moorhead are covered by this policy as temporary 

members of the University community. 
 
6. Exceptions: This policy does not prohibit the lighting of tobacco by an adult as part of a 

traditional Native American spiritual or cultural ceremony, in an otherwise no-smoking area.  
In addition, persons who believe their situation requires an exception to this policy may 
request an exemption.  Petitions may be addressed to Environmental Health & Safety. 
 

7. Enforcement: All University students and employees are expected to share the 
responsibility for informing others of the policy. Problems unresolved will be referred to 
Environmental Health & Safety and/or Security for assistance and interpretation of the 
policy, and, if necessary, to higher administrative levels of the University. 

 
8. Exterior Designated Smoking Areas: Exterior designated smoking areas are established 

and reviewed annually by the Office of Administrative Affairs, and where it is deemed that 
the best interest of the University is served, adjustments are made accordingly. 

 
9. Smoking Cessation: The University encourages its students and employees not to use 

tobacco products, and as resources permit, will provide access to smoking cessation 
programs. 

 
Smoking Policy Authority Information and Suggestions 
Smoking in educational facilities in Minnesota is governed by the Clean Indoor Act, sections 
144.411 through 144.417.  It…"prohibits smoking in those places of work where the close 
proximity of workers or the inadequacy of ventilation causes smoke pollution detrimental to the 
health and comfort of nonsmoking employees"… 
 
It provides that…"the proprietor or other person in charge of a public place shall make 
reasonable efforts to prevent smoking in the public place"... The Office of Administrative Affairs 
acts as the proprietor for Minnesota State University Moorhead facilities.  Section 144.413, Sub-
division 2, of the Clean Indoor Air Act appears to permit smoking in private offices.  However, 
the ventilation systems at Minnesota State University Moorhead are not adequate to prevent 
persons outside of offices from exposure to smoke pollution from persons smoking in offices, as 
required in section 144.414 sub-division 2, therefore smoking is not permitted in private offices. 
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Any member of the University Community may receive information and make suggestions on 
this policy by written communication to the Office of Administrative Affairs, Room 208 Owens 
Hall. 
 
Accommodations for Disabilities  Questions or concerns regarding accommodations for 
employees with disabilities should be directed to the Human Resources Director, Owens 210, 
477-2066 (Voice).   
 
Sick Leave  Adjunct faculty are credited with a prorated sick leave balance based upon 
teaching workload.  When absent because of illness, unclassified employees are responsible for 
reporting absence from duty on the Request for Paid Leave of Absence form.  Submit one form 
for each continuous absence.  The university reserves the right to request a doctor’s certification 
prior to return to duty or before approving payroll in which credit is given for sick leave.  Forms 
and your leave balance are available from the Human Resources Office, 477-2157 or from the 
employee’s department chairperson or supervisor. 
 
Payroll  Salary payment for classes that are full by approximately one week prior to the start of 
classes will likely happen on the first pay date after the second week of classes (usually the third 
week of the term).  Since enrollment figures for some classes offered through the Division of 
Continuing Studies may not be final until the first or second week of a term, payment of salary 
may be delayed beyond the first pay date.  This is due to State of Minnesota deadlines for 
payroll. 
 
Payroll deadlines to ensure that a faculty member can be paid during the first month of classes 
cannot be met if the enrollment is below 15 (Fall & Spring terms; 13 for Summer) because salary 
is not calculated until final enrollment numbers are determined.  Salary may be prorated if your 
class is not full at the time final enrollment is calculated; for example, if 13 students enroll in a 
Fall or Spring class, the salary will be 13/15 of the possible salary. 
 
Once final enrollment numbers are determined, payroll information is initiated.  From that time, 
it takes approximately one month for the information to go through the State of Minnesota 
payroll process. 
The State divides the year into 26 equal pay periods.  Each pay period covers a two-week span 
starting on a Wednesday and ending on a Tuesday.  Paychecks or direct deposit advice are 
distributed to employees at their home address on Fridays, 10 days after the pay period ends.  
This 10-day delay is needed to process and distribute paychecks for the state’s 40,000 
employees. 
 
The State of Minnesota (Minnesota Statute 177.23, subd. 4) requires that all new employees 
must sign up for full (100%) direct deposit.  Exceptions to this statute may be granted only upon 
written objection from the employee.  If questions, call the Payroll Office, Owens 214, phone 
477-2222 or 477-2223. 
 
If you are a new employee of Minnesota State University Moorhead please note that since the 
Federal Law of 1986, it is necessary for all new employees to verify their eligibility to work in 
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the United States “within three days of starting work”.  Proof of citizenship must be completed 
in the Human Resources Office, Owens 210.  Questions pertaining to the necessary 
documentation needed should be directed to (218) 477-2157. 
 
Credit Union  The State Capitol Credit Union (SCCU) is a full service financial institution. 
SCCU offers a variety of high quality financial products and services.  You may join SCCU if 
you are employed by Minnesota State University Moorhead. To join, simply contact SCCU, 
American Square West, 635 Center Avenue, Moorhead, MN to complete a membership 
application and make an initial deposit into a Capitol Share Account.  Once you become a 
member of SCCU, your family members are also eligible to join.  You may contact SCCU at 
(218) 236-7093 or call their toll free number 1-800-322-SCCU for additional information. 
 
Employee Assistance Program  The Employee Assistance Program was established on 
December 29, 1976 and is available to all Minnesota State employees and their dependents. The 
program is based upon the premise that "the State recognizes that chemical dependency or other 
problems not directly associated with ones' job function can have an effect on an employee's job 
performance."  Job performance can be adversely affected by any personal problem. The range 
of personal problems may include, but is not limited to, chemical dependency, psychological, 
marital, financial, legal and other concerns. The purpose of this program is to preserve valuable 
state employees in their positions through resolution of these personal problems. 
  
There is no charge for the diagnostic and referral services offered through the program. 
However, the costs of therapy are not covered by the program, but in many cases such as 
chemical dependency and psychological problems, the therapy costs are covered by the 
employee's/dependent's health coverage plan. The program is private and confidential unless the 
employee using the services of the program gives a special release. The only information that 
can be shared with a referrer is whether the appointment was kept or whether the employee 
accepted the recommendation for professional help for whatever personal problem was 
determined during the diagnostic interview. 
  
Supervisors will allow the use of sick leave when they help the employee make the appointment 
to visit a program counselor.  Further, the official policy states: "When a diagnosis and referral is 
made by the counselor, the employee may use sick leave for the prescribed treatment or 
rehabilitation program made available under hospitalization or health benefits presently offered 
to employees of the State of Minnesota." 
  
Diagnostic and referral sources are not limited to the Moorhead area. Employees, the family, 
union steward, supervisor or the Human Resources Office may arrange a diagnostic counseling 
interview with a diagnostic and referral counselor by calling one of the following numbers: 
• Lakeland Mental Health Center, Inc. 

♦ Moorhead - 1010 32nd Avenue South - 1-218-233-7524 
♦ Fergus Falls - 126 East Alcott - 1-218-736-69887 or 1-800-223-4512 
♦ Detroit Lakes - 714 Lake Avenue - 1-218-847-1676 
♦ New York Mills - 1-800-223-4512 
♦ Starbuck – 1-800-223-4512 
♦ Glenwood – 105 2nd Avenue Northeast - 1-800-223-4512 

 9 



• 24-Hour Emergency/Crisis Number - 1-800-223-4512 
• State Employee Assistance Program - Central Office - 1-800-657-3719 
 
Further information can be obtained from the Human Resources Office, phone 477-2157. Owens 
210. 
 
Inter Faculty Organization Membership  Adjunct faculty who teach one course or 
more than 3 credits, or who teach more than one course in an academic year are included in the 
IFO bargaining unit.  When hired, you will receive a copy of the current Agreement between the 
IFO and MnSCU.  This is based on the Minnesota Public Employee Labor Relations Act 
(PELRA), and subject tot the terms and conditions of the labor agreement between the Inter 
Faculty Organization (IFO) and Minnesota State Colleges and Universities (MnSCU). 
 
For detailed information on adjunct appointments, consult Article 21, Section E of the IFO 
Agreement.  You will also find the minimum adjunct pay per credit for the appropriate fiscal 
year in Article 11, Section A or B.  If your position qualifies you for membership in the 
bargaining unit, contact the IFO for benefits and dues. 
 
Internet Resources for Adjuncts  One national website for adjunct faculty is 
www.adjunctnation.com . 
At this website you can find information on the following: 
• Search for course texts 
• Order examination copies 
• Compile a course pack 
• Find a grant 
• Find health insurance 
• Dialogue with colleagues 
• Browse the Adjunct Advocate Magazine 
 
Tuition Waivers  Article 27, Section G. of the Agreement indicates part-time fixed-term, 
adjunct and community faculty shall be entitled to enrollment in courses at any university in the 
system without payment of tuition or fees, except laboratory and special course fees.  However, 
the number of credits available to part-time fixed-term faculty, adjunct faculty and community 
faculty members for this tuition and fee waiver shall be equal to the number of credit hours 
taught by the part-time fixed-term, adjunct or community faculty member within that year.  The 
tuition and fee waiver must be used in the period from the first summer session through the 
following spring semester in which the faculty member is employed.  The faculty members’ 
spouse, or dependent children may share this right within the credit limit established above, with 
waiver of tuition only.  Proof of financial dependency shall not be required. 
 
For purposes of this section, dependent children are financial dependents of the faculty member, 
defined as dependent on the faculty member for significant financial support.   
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PART III – ACADEMIC POLICIES AND PROCEDURES 
 
Academic Freedom  It shall be the policy of the MnSCU to maintain and encourage full 
freedom, within the law, of inquiry, teaching, and research. The Employer shall not discriminate 
against a faculty member for engaging in political activities or holding or voicing political views, 
so long as the exercise of this right does not interfere with responsibilities as a faculty 
member/employee. 
  
Refer to IFO/MnSCU Agreement, Article 4, and the MSUAASF/MnSCU Agreement, Article 4.  
 
Academic Forgiveness Policy The Academic Forgiveness Policy at MSUM gives an 
undergraduate student, who has been away from MSUM at least five years, a one-time 
opportunity to establish a new grade point average (GPA).  Students who seek redress under the 
Academic Forgiveness Policy must meet the following conditions: 
 
1. The student must not have been enrolled at MSUM for a minimum of five consecutive 

years prior to the "point of academic forgiveness." 
 
2. Upon readmission, the student must demonstrate adequate academic ability by completing 

12 undergraduate credits at MSU with a minimum GPA of 2.0 (A grade of “C” or higher in 
each class). 

 
Academic forgiveness cannot be granted if a student has earned a post-secondary degree 
following his/her initial MSUM attendance and applied MSUM credits toward that degree. 
 
Students who meet the two conditions cited above should contact the Office of Academic Affairs 
(Owens 206) for the application form.  After the Academic Forgiveness application has been 
approved, the Registrar will make the following adjustments to the student's transcript: 
 

• The transcript will be separated into two sections indicating the point of forgiveness.  
Academic forgiveness will be indicated on the transcript. 

 
• No credits will be granted for any course completed at MSUM prior to the point of 

academic forgiveness.  However, the course titles and grades from these courses will 
remain on the transcript. 

 
• Calculation of the student's grade point average will not include grades received prior to 

the point of academic forgiveness. 
 
Course Syllabus Policy  All students enrolled in a MSU Moorhead course shall be provided 
a course syllabus during the first week of class.  For courses offered in a condensed format, the 
time frame for distribution will be adjusted accordingly.  The required course syllabus elements 
follow; optional elements appear in italics.  Moreover, the items underlined are required under 
Minnesota State Colleges and Universities Board Policy 3.22, Course Syllabi. 
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1. Course Number, Title 
 

2. Instructor 
   Department 

Office Building/Office Number 
Office Telephone 
E-mail Address 
Office Hours 
Classroom Building and Room Number 
Website 

 
3. Course Description.  (The description should be taken from the MSU Moorhead Bulletin; 

include pre-requisites, credits, and lecture/laboratory breakdown.)  
 

4. Required Texts/Readings. 
 

5. Conceptual Framework.  (This is required for every syllabus for education courses.)   
 

6. Course Objectives/Student Learning Outcomes. 
 

7. Instructional Strategies:  (List the strategies that you use in this class, e.g., discussion, 
small group work, role play, and so on.)  

 
8. Course Requirements.  (Include all extra curricular events with times/dates, if possible.) 

 
9. Evaluation Standards/Course Grading Policy. 

 
10. Course Outline. 

 
11. Other.  (Any additional information that you feel is important.) 

 
12. Attendance Policy.  (Include if applicable; see MSUM Student Absence Policy, Student 

Handbook: http://www.mnstate.edu/sthandbook/POLICY/index.htm) 
 

13. Academic Honesty.  (See MSUM Student Absence Policy, Student Handbook: 
http://www.mnstate.edu/sthandbook/POLICY/index.htm) 

 
14. Special Accommodations.  (From the Disabilities Service Office: Students with 

disabilities who believe that they may need an accommodation in this class are 
encouraged to contact Greg Toutes, Coordinator of Disabilities Services, at 99-5859 
V/TTY, CMU 222, as soon as possible to ensure that accommodations are implemented 
in a timely fashion.)  

 [APAC 4/29/03] 
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Office Hours  While office hours are not required of adjunct faculty, reasonable time should 
be allotted beyond classroom hours to meet with students; alternatively, a telephone number 
where you can be reached should be included on the class syllabus. 
 
Class Lists  Three class lists are sent from the Records Office to department chairpersons for 
distribution to faculty each term.  Class lists are also available on microcomputer disks.  A 
preliminary list is sent prior to the first week of classes, a second list (after additions and drops) 
is distributed during the second week of classes, and the final list (for reporting grades) is sent 
prior to final exams. 
  
Class Periods  The daily/weekly class schedule is based primarily on three- and four-credit 
hour blocks.  There are a number of restrictions that are in place to accommodate students who 
take a mixture of three- and four-credit classes. 
Three-Credit Classes 
Three-credit classes are held on Monday-Wednesday-Friday (MWF) or on Tuesday-Thursday 
(TH).  On MWF class periods are 50 minutes long and begin on the hour.  Classes which start at 
3:00 or 4:00 may meet on MW only, in which case class periods are 75 minutes long  On TH 
class periods are 75 minutes long. 
Four-Credit Classes 
Four-credit classes may be scheduled on a MWF or TH basis, like three-credit classes, or they 
can be scheduled four days per week.  Designated MWF time slots are 70 minutes long.  Four-
credit TH class periods are 100 minutes long and begin on even hours.  Classes scheduled four 
days per week meet for 50 minutes each day.  
 
 
Daily Scheduling Options: 
4-Credit 
                             3-Credit             4- Credit            MF & any           3-Credit           4-Credit 
 Time                   MWF Option    MWF Option     2 of TWH          TH Option       TH Option         
7:00 a.m. 
 

    

8:00 a.m. 
 

8:00-8:50 
7:30-8:40 

8:00-8:50 

9:00 a.m. 
 

9:00-9:50 9:00-10:10 Not Available 

8:00-9:40 

10:00 a.m. 
 

10:00-10:50 10:00-10:50 

8:00-9:15 
 
 
9:30-10:45 

11:00 a.m. 
 

11:00-11:50 

 
10:30-11:40 

11:00-11:50 11:00-12:15 

10:00-11:40 

12:00 p.m. 
 

12:00-12:50 Not Available 

1:00 p.m. 
 

1:00-1:50 1:00-1:50 

 
12:30-1:45 

12:00-1:40 

2:00 p.m. 
 

2:00-2:50 

12:00-1:10 
 
 
1:30-2:40 

2:00-2:50 2:00-3:15 2:00-3:40 
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(Attempted credits include all courses on students’ records, including withdrawals, repeated 
courses, grades of incomplete, and courses currently in progress.  Transfer credits are included in 
the attempted credit number, but only MSUM courses are computed in the student’s GPA.) 
 
When a student’s cumulative GPA is below the required level, the student is placed on 
probation.  Students on probation must earn a 2.0 for the current semester in order to remain at 
the University.  Students on probation who do not earn a 2.0 in the current semester will be 
suspended.  Students suspended for the first time may not return to MSUM for one semester (not 
including summer term).  Second suspensions last one calendar year.  Third and subsequent 
suspensions last for two calendar years. 
 
*Because New Center (MDS) courses yield credits but no grade points, New Center students are 
not placed on academic probation until after they have completed 12 graded (non-New Center) 
credits.  Prior to completing these 12 graded credits, New Center students are required to 
complete 75% of their non-graded credits, and have a 2.0 in graded courses.  New Center 
students who fail to meet this standard will be placed on probation through the New Center, and 
will be notified of their status by letter from the Chair of the New Center.  A complete 
explanation of satisfactory academic progress rules for New Center students is available in the 
New Center for Multidisciplinary Studies Student Handbook. 
 
Procedure 
Students are put on probation each semester that their cumulative GPA remains or falls below 
the required standards.  Probation holds are placed after the drop/add period closes at the 
beginning of the semester. 
 
Being on probation prevents students from registering for future semesters.  This is because 
probation is a warning status- when students are on academic probation, they must earn a 2.0 for 
the semester, or they will be suspended and not permitted to attend the University for a specific 
period of time. 
 
Students can be placed on probation more than once, because it often requires more than one 
semester to raise the cumulative GPA to the necessary level. 
 
Probation holds are released at the end of each semester after final grades are recorded and 
suspensions are processed. 
 
Student Absences  Students are expected to attend all class meetings unless they are ill or 
officially excused as the result of participation in a university function.  However, faculty 
members may or may not take roll in their classes, and they may or may not lower the marks of 
students for the sole reason of unexcused absences.  If a faculty member has a practice of 
penalizing for nonattendance, he/she must (a) announce the policy regarding the penalty for 
nonattendance in writing during the first week of class, (b) not penalize the student for 
nonattendance unless the student is absent without official excuse for more class periods during 
the term than the number of periods the class meets each week (or more than two class periods 
during a summer session), (c) maintain accurate attendance records, and (d) submit in writing to 
the Vice President for Academic Affairs the explicit class attendance policy statement. 
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In cases of individual absence due to jury duty or other legal obligations, the student must notify 
his/her faculty instructors prior to the absence.  Each faculty member will determine the work to 
be made up and any effect on the course grade.  For military absences, see the MSU Moorhead 
Bulletin index under military withdrawal, or refer questions to the Records office. 
 
In the case of individual absence due to health or other emergency, the student must notify 
his/her faculty instructor as soon as feasible.  Each faculty member will determine the 
appropriateness of the absence, all work to be made up, and any effect on the course grade.    
 
When an official university activity conflicts with scheduled classes, students participating in the 
official activity will be regarded as excused.  Within the limits of feasibility, an excused absence 
assures a student the right to make up the missed class requirement(s).  The nature, time, and 
place of the make-up work are at the discretion of the instructor.  Official university events are 
those that are approved by the appropriate dean, athletic director, or vice president.  At least two 
weeks prior to the activity, lists of participating students should be distributed to those affected 
faculty members by the faculty member or organization advisor who will be overseeing the 
university activity.  In the case of conflict about the appropriateness of an absence or the 
feasibility of the student making up missed work, the faculty members involved should confer 
directly; the student should not be expected to mediate the conflict.  In cases where the faculty 
members involved cannot agree to a solution, the dean(s) of the respective colleges can be called 
upon to mediate.   
 
Students wishing to appeal academic decisions or policies further may do so by appealing in 
writing to the Academic Appeals Committee (Owens 206).    

[APAC 4-29-03] 
 
Adding/Withdrawing from Courses  Program changes include adding courses or 
withdrawing from courses after students have registered. During the first three days of each term, 
changes may be made at the on-line registration site.  After that, students need a “pink slip” from 
the Registrar’s office and the signature of the instructor for each course added or dropped. 
Withdrawals can be made up to and through the 55th class day in fall and spring semesters and by 
the end of the 15th day for summer sessions.   
 
Academic Appeals  A student seeking to waive a graduation requirement or similar 
academic policy should see their advisor, the Director of Academic Support Programs, Registrar, 
or  the appropriate college dean to discuss the problem and determine the procedure to be 
followed.  
 
Course Evaluation  At the end of each semester in each course that you teach, you’ll want to 
ask students to evaluate your teaching.   
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PART IV – INSTRUCTOR SUPPORT 
 
Library Services  Books are circulated to faculty members on a renewal basis. Periodicals 
are circulated to faculty members for short periods upon request.  Interlibrary loan cooperation in 
the Tri-College University Library Consortium and MINITEX, the state library network, make 
the collections of other libraries readily available.  The library staff encourages an active and 
continuing exchange between library and classroom faculty. Classroom instruction in the 
use of library materials will be presented upon request.   
 
Materials may be recommended for purchase to support instruction.  Material requests should be 
submitted through the departmental representative on the approved order form. Books may be 
placed in the reserve book collection by filling out a form available at the circulation desk.  To 
put library materials on reserve, you should give a list of the materials, indicating your name and 
the course number, to the Circulation Librarian, well in advance of the time you want the 
materials available to students.  The Library has observed that students generally check out only 
materials the instructor has designated as required.  Questions should be directed to 477-2342. 
 
The Guide to Media Services, published annually, includes detailed information about these and 
other library services.  For more information about library services call 477-2922, or consult our 
web page. 
 
Instructional Media  Services available to faculty members include (1) rental of 
instructional films from a variety of sources; (2) booking of films from the Tri-College 
University Film Library; (3) audiovisual equipment loan and repair; (4) production of slides, 
transparencies, posters, signs, photographs and other video-tape productions and campus-wide 
ATV distribution of videotaped presentations.   
 

A Guide to Media Services and a Tri-College University Film Library Catalog is published 
annually and is available at the Instructional Media office, located in the library.  For additional 
information concerning audiovisual services call 477-2295; for information concerning 
television services call 477-2233. 
 
Equipment/Property  See your department chair for equipment available for your use.  
Ownership of all University property shall reside with the institution, while custody, control and 
usage is the responsibility of each unit.  Department/unit heads are responsible for the proper 
use, maintenance and protection of all property. University property may be removed from the 
campus only with the written permission of the Administrative Vice President, Administrative 
Affairs, Owens 208, phone 477-2070.      
 
Equipment Use  The technical equipment of the Minnesota State System or university shall 
not be used by a faculty member for personal use without notice to and the consent of his/her 
Employer and the payment of a reasonable fee for the privilege enjoyed.  IFO/MnSCU 
Agreement, Article 27, Section C, Subd. 2a; MSUAASF/MnSCU Agreement, Article 20, Section 
C, Subd. 6. 
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Information Technology  The Information Technology office is located on the second floor 
of Livingston Lord Library and provides computer service to the campus.  Services include data 
entry, system design and programming, individual and group training, test generation and 
scoring, computer installation and repair, and statistical analysis.  
 
The MSUM Web Page is at www.mnstate.edu.  There you can find information about MSUM 
policy, Calendar, Bulletin Information, Courses and much more.  You will also find information 
about obtaining an email address and policy regarding development of your own web page. 
 
Computer Labs  Computer labs are located in various campus buildings.  Campus computer 
equipment includes microcomputers, workstations, minicomputers, and access to mainframe and 
supercomputers.  Electronic mail service is available to faculty.  Use of the equipment is 
restricted to Minnesota State University Moorhead faculty, staff, and students.   
 
Faculty, staff, and students are eligible to purchase computers from selected vendors through the 
campus computer store, which is located in the MSUM Bookstore.  For additional information, 
call the Information Technology office at 477-2603 or the Computer Store, 477-5915.      
 
Motor Services  Only authorized drivers are permitted to drive state vehicles.  Authorized 
drivers are defined as state employees, contract employees (if the authorization to drive a state 
vehicle is specifically provided) and students on state payroll. The university has twelve-
passenger vans, fifteen-passenger vans, station wagons, and sedans for use by employees 
conducting university-related business. To reserve a vehicle for a specific day, complete a Travel 
Requisition and then call the Maintenance Department Office, phone 477-2662.  
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PART V – SUPPORT FOR STUDENTS 
 
Write Site  The Write Site is located in Lommen Hall and is a writing resource center for 
Minnesota State University Moorhead students, faculty, and staff.  It offers help and answers 
questions regarding writing.  Tutors provide one-on-one guidance with any kind of writing 
project. 
 
Disability Services  Students with disabilities in your class have the right to reasonable 
accommodation as defined below.  The University provides services to these individuals.  Such 
students are expected to meet University standards as indicated below. 
 
Minnesota State University Moorhead recognizes its responsibilities to provide equal access to 
programs and services to individuals with disabilities, as mandated by the Rehabilitation Act of 
1973 and the Americans with Disabilities Act of 1990. 
 
Any student who has a documented disability as defined by federal law is eligible for assistance 
in order to obtain equal access to University programs and services.  S/he may request assistance 
from individual faculty/staff, departments, or the office of Disability Services.  Faculty and 
departments are encouraged to discuss with students their specific needs and respond directly to 
those needs when possible.  The office of Disability Services is always available for consultation 
and guidance, and will provide auxiliary aids and services when appropriate. 
 
Students with disabilities are expected to meet and maintain the requirements of University 
programs and services.  It should be noted, however, that adjustments to the program 
requirements may be considered a reasonable accommodation in individual situations. 
 
Students have a right to confidentiality in all matters regarding their disability.  Information is 
shared with others only on a need to know basis.  Upon request by the student or faculty member 
(with the student’s permission), the office of Disability Services will provide verification of the 
student’s eligibility, as well as what auxiliary aids and services are appropriate. 
 
The primary center for disability-related support services for students is the Office of Disability 
Services, located in the Comstock Memorial Union, Room 222.  Students with disabilities are 
encouraged to register with Disability Services to discuss their needs, as well as appropriate aids 
and services.  They are also encouraged to discuss their needs with individual faculty members, 
as it is generally best to accommodate students in the most integrated setting possible. 
 
Questions or concerns regarding support services for students with disabilities should be directed 
to the Coordinator of Disability Services, Comstock Memorial Union 222, 477-2652 (V/TTY).   
 
Questions or concerns regarding accommodations for employees with disabilities should be 
directed to the Human Resources Director, Owens 210, 477-2066 (Voice). 
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Financial Aid  The purpose of financial aid is to assist students with college-related expenses.  
Financial aid and scholarship information is available at the Office of Scholarships and Financial 
Aid.  Information concerning financial aid refund and repayment policies is included in the 
Student Handbook and may be obtained in the Financial Aid and Business offices. 
 
Counseling and Personal Growth Center  The services of the Center include individual 
counseling (personal, social, vocational and academic), interaction groups, testing, and 
vocational planning. In addition, the Center maintains a very complete and up-to-date 
occupational library in cooperation with the Placement Office. The guidance services of the 
Center are available at no charge (except for specific individual tests) to all Minnesota State 
University Moorhead students.  The Center is located on the second floor of Bridges Hall. 
 
The Center maintains a staff of student tutors, selected in cooperation with the academic 
departments, to provide tutorial services to students referred to the Center by faculty, or who 
come to the Center of their own volition.  The Center also houses the University Supplemental 
Instruction Program.  For additional information call 477-2227. 
 
Student Handbook  Students and faculty can access MSUM policies in the Student 
Handbook available from the Student Affairs office in Owens Hall or on the MSUM website at 
http://www.mnstate.edu/sthandbook . 
 
Math Learning Center  The Mathematics Learning Center, located in MacLean 276, offers 
drop in tutoring for students enrolled in Elementary Algebra (Math 090), Intermediate Algebra 
(Math 099), and College Algebra (Math 127).  The Mathematics Learning Center is open six 
hours a day, four days a week and has four to six tutors on staff.  The Center also has times 
available for general tutoring.  The daily schedule is available on the web at 
http://www.mnstate.edu/rath/mathlearningcenter/mathlearningcenter.htm . 
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PART VI – GRADING 
 
Grading System  The grading system for the semester must be clearly outlined in the 
syllabus.  It should be specific and changes or improvements should wait until the following 
semester. 
 
Posting Grades  Faculty wishing to post exam or course grades must do so in a manner that 
does not allow for identification of individuals.  For example, names, student numbers, initials, 
and social security numbers may not be used. See FERPA policy. 
 
Academic Dishonesty  Course instructors should take all reasonable measures to prevent 
academic dishonesty. If you feel you have a case of academic dishonesty in your class, you are 
urged to discuss this with your Department Chair for advice or with the College Dean.  When the 
instructor has convincing evidence of cheating, including plagiarism, the following actions may 
be taken: 
 
1. Assign a failing grade to the paper, examination, report, etc., on which the student cheated. 
 
2. Assign a failing grade for the course in which the student cheated. 
 
In either case, the instructor must inform the student and, may, but is not required to, report the 
offense and his/her action to any or all of the following: the Registrar, the Dean of the College, 
the Vice President for Academic Affairs, and the Vice President for Student Affairs.  If the 
offense is reported, the student must be notified simultaneously by the faculty member. 
 
If the instructor feels the seriousness of the offense warrants a more severe penalty, or if he/she 
believes it is appropriate to do so for any other reason, the incident may be reported to the 
Student Conduct Committee through the Vice President for Student Affairs.  The instructor's 
report must be in writing and be accompanied by evidence. After its study of the case, the 
Student Conduct Committee may take disciplinary action, including suspension or expulsion 
from the University. 
 
Any student who has been accused of cheating has the right to appeal to his/her advisor, the 
department chairperson, the College dean, the Vice President for Academic Affairs and, 
ultimately, to the President of the University. 
 
Student Conduct Code  The official university conduct statement sets forth standards, 
examples of violating acts, probable sanctions that may be expected, and the procedure to be 
followed when the policy is violated.  See the Dragon Details Student Handbook for the Conduct 
Statement of the University or contact the Director of Student Development, Comstock 
Memorial Union 224, phone 477-2524. 
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Final Examination Policy  All instructors are expected to effectively evaluate the 
performance of the students in their classes.  However, there may be some classes where formal 
examinations may not be appropriate.  Many faculty members give major examinations at 
approximately the middle of each term and again at the end of the term.  Final class periods 
during the last week of the term are scheduled by the Registrar and each one may last for as long 
as two hours. All instructors are expected to use the final class schedule for its intended purpose; 
i.e., final examinations or other appropriate classroom activity. 
 
These class periods may not be rescheduled without the permission of the Vice President for 
Academic Affairs.  
 
Student requests for early examinations during final class schedule must be referred to the 
appropriate college dean for review and approval. 
 
Night Classes are to meet during the final class schedule. 
 

Plus/Minus Grading Policy  President Barden recently approved the plus and minus 
grading policy which will be effective Fall Semester 1999. Faculty have the option of using the 
attached grading scale if they choose. Plus and minus grades will appear on the student's 
transcript, and will be used when grade point averages are calculated. 
 
Grading  All study for university credit is recorded with the following grade designations: A, 
A-, B+, B, B-, C+, C, C-, D+, D, D- or F.  “A” grades indicate excellent, “B” indicates above 
average performance, “C” is average with “D” fair and passing and “F” is failing.  A “C” 
average in majors, minors and Liberal Studies is the minimum required for graduation and a 
number of departments require higher GPA’s for various purposes.  In addition to the above 
“letter” grades, there are “I”, “P, “IP”, “AU”, “W” and “X”. 
 
All study for university credit is recorded with the following grade point assignments: 
 

 Letter  
Grade 

Grade points 
per Credit 

  Letter  
Grade 

Grade points 
per Credit 

Excellent A+ 4.00  Passing D+ 1.33 
 A 4.00   D 1.00 
 A- 3.67   D- 0.67 
Above Average B+ 3.33  Failing F 0.00 
 B 3.00  Incomplete I  
 B- 2.67  Pass P  
Average C+ 2.33  In Progress IP  
 C 2.00  Audit AU  
 C- 1.67  Withdrawal W  

 
The grade point average (GPA) is computed by dividing the number of grade points earned in a 
given course by the number of credits attempted.  Credits with grades of  “P”, “I”, “IP”, “AU”, 
or “W” are not included in computing the grade point average.  Credits with grades of "F" are 
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included in computing the grade point average.  Only those credits and grades earned at MSUM 
are used to compute the GPA.                                                                                                               
 
An “I” grade (incomplete) is granted when students are unable to complete course requirements 
for reasons beyond their control and when arrangements have been made with the instructor 
before the end of the semester.  It is the instructor’s responsibility to decide if an I should be 
given.  It is the responsibility of the student to develop a contract to meet the instructor’s 
requirements for making up an Incomplete.  Ordinarily, the Incomplete must be made up during 
the next semester in which a student is enrolled. When requirements have been met, the 
instructor will submit a change of grade form through the department chair.  It is neither 
appropriate nor legal to allow a student to make up an I grade by “sitting in” on the course the 
following term.  The student is expected to register as an audit if that student is attending a class 
and is not seeking a credit nor a grade. 
 
An “AU” grade (audit) is made on the student's permanent academic record when a course is 
audited without credit.  A student who wishes to audit a course (i.e., attend without seeking 
credit) must be admitted to the University, register for the course, and pay full tuition and fees. 
An "audit" student may attend all class sessions but is not required to complete assignments or 
projects, participate in discussions, take examinations, or meet other requirements. A student 
must declare the intent to audit a course by submitting a Course Audit form, signed by the 
instructor, within the first ten class days of a term or by notifying the instructor at the time of 
registration in an evening class, workshop, or off-campus course. A student may not receive 
credit for auditing a course except by re-enrollment for credit and successful completion of the 
course in a subsequent term.   
 

“W” grades may not be given by faculty, but are recorded by the Registrar provided the student 
has followed appropriate procedures and met the deadline date for withdrawal.  Students who 
have missed deadlines also have the right to file an academic appeal to change a grade to a W. 
 

“X” grades are reserved for courses such as undergraduate research where the effort continues 
longer than one term.  They are not to be a replacement for an I grade.  Usually the entire class 
receives X grades.  Consult the Registrar for further information.   
 
Pass-No Credit Grades  Any student with sophomore, junior, or senior standing may take 
one course per term for  a Pass-No Credit grade in areas outside the student's major or minor 
discipline. Pass-No Credit courses may not be applied to the Liberal Studies Program.  A student 
may apply up to 16 credits under the Pass-No Credit option to a baccalaureate degree program. 
No course that the student has previously failed may be repeated under the Pass-No Credit 
option.  Pass-No Credit courses are not included in computing the grade point average.  A Pass-
No Credit entry on the grade sheet is indicated by a slash (/) where the grade is to be entered. 
 
A grade of "P" is recorded for any course successfully completed under the Pass-No Credit 
option. No entry will be made if the student fails to earn credit. A Pass-No Credit agreement 
form, available from the Records Office, must be signed by the student and his/her advisor and 
returned to the Records Office on or before the tenth class day of the term.      
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Pass/Fail Courses  Certain courses, the nature of which makes it impossible to differentiate 
between passing grades, may be offered on a pass ("P") or fail ("F") basis upon receipt of 
permission from the Vice President for Academic Affairs.  All students in such courses must be 
graded on a "P" or "F" basis.  Student teaching and internships are always graded on a pass-fail 
basis.  
 
Change of Grade  Any change of a grade on the official grade report must be made by the 
instructor, who submits a change of grade form to the appropriate academic dean.  See also 
Grade Appeal Procedure.  Forms are available from your department secretary or the Records 
Office. 
 
Grade Appeal Procedure   
A. A student has a right to expect thoughtful and clearly defined approaches to course grading, 

but it must be recognized that varied standards and individual approaches to grading are 
valid.  Course grading methods should be thoroughly explained to students at the beginning 
of the semester and must appear on the course syllabus.  

 
B. In a course grade appeal, only arbitrariness, prejudice, and/or error will be considered as 

legitimate bases for an appeal.  
 
Arbitrariness:  The grade awarded represents such a substantial departure from accepted 
academic norms as to demonstrate that the instructor did not actually exercise 
professional judgment.  
 
Prejudice:  The grade awarded was motivated by ill will, and is not indicative of the 
student’s academic performance. 
 
Error:  The instructor made a mistake in fact, or failed to give students adequate notice 
of grading policies.  
 

If a student believes that discrimination or harassment was a factor in the determination of 
the course grade awarded, a complaint should be filed with the Affirmative Action Officer 
under Minnesota State Colleges and Universities policy, 1B.1 Nondiscrimination in 
Employment and Education Opportunity (see MSU 1999-2000 Dragon Details Student 
Handbook, pages 64-66).    

  
C. A student may appeal a grade reduced for academic dishonesty through the Course Grade 

Appeal Policy. 
 
D. The Course Grade Appeal process must be initiated by the student prior to the close of week 

six of the following semester. If the student moves to the formal process that must be done 
before the end of the semester in which the appeal was initiated.  In cases where an 
incomplete was originally assigned, an appeal must be made within six weeks of the date the 
final grade is posted by the Registrar’s office and available to the student on the web.  In this 
latter situation, if the student moves to the formal process, that must be done during the first 
ten weeks of the next academic year term. 
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E. Normally, the Course Grade Appeal process will be completed during the semester in which 
the appeal is filed. 

 
F. The Course Grade Appeal Process 

1. The informal steps: 
 

a. The student will discuss the issue with the instructor, and may consult with the 
department chairperson, in an attempt to resolve the matter.    

 
b. If the matter is not satisfactorily resolved, the student will discuss the issue with the 

dean in whose college the course was offered.  If the matter cannot be resolved 
informally, the student may choose to file a formal appeal. 

 
2. The formal grade appeal: 

 
a. 

b. 

c. 

d. 

e. 

f. 

The student will request a Course Grade Appeal form from the dean.  The student 
will submit it along with any supporting documentation to the dean. The student 
should keep a copy.  The dean will send a copy of the Appeal form and supporting 
documentation to the instructor. 

 
The dean will talk to the instructor and to the student to attempt resolution.  

 
If no resolution can be reached, the dean will appoint an ad hoc committee and will 
serve as a resource for the committee. The committee will consist of one faculty 
member from the academic department offering the course, two faculty members 
from other departments within the college, and two upper division students who are 
majors in fields represented in that college.  The dean shall designate one of the 
faculty members as chairperson. 

 
The instructor of the course will submit a written response to the appeal using the 
form provided and such other materials as the instructor chooses to enclose.  A copy 
of those materials will be given to the student, however any material protected by 
data privacy statutes will be redacted.  

 
The ad hoc appeals committee performs an investigative role and may request 
additional written information from the student and/or the instructor through the 
committee chairperson or the dean. 

 
Based on the information gathered, the committee will prepare written findings with 
regard to the issues raised in the appeal, that is, the alleged arbitrariness, prejudice, 
and/or error on the part of the instructor.  The committee will speak to one or more of 
the criteria as the basis for its findings.  The committee chairperson will forward 
written findings to the student, to the instructor, and to the dean.  
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g. 

h. 

i. 

j. 

k. 

The instructor and the student may each respond in writing to the dean that the 
committee’s findings are acceptable or unacceptable.  If either does not respond 
within seven days, the dean will assume that the committee’s written findings are 
acceptable to that person. 

 
If no resolution has been reached, the dean will review the written findings of the 
committee and the responses of the instructor and the student. The dean will then 
make a recommendation to the vice president for academic affairs, attaching the 
committee’s written findings, written materials gathered, and the parties’ responses.  
A copy of the dean’s recommendation to the vice president shall be provided to the 
student and the instructor. 

 
The vice president for academic affairs, or designee, will review all the materials, and 
will make a recommendation to the President, or designee, who shall make the final 
decision.  Copies of the vice president’s recommendation to the President shall be 
provided to the student and the instructor. 

 
The final decision may take the form of a: 

 
1) recommendation to the instructor and/or 
2)  change of grade and /or 
3)  determination that no action is warranted.  

 
If at any time during the formal Course Grade Appeal Process resolution is reached, 
the Course Grade Appeal Process terminates. 
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PART VII – LEGAL ISSUES 
 
Information About Students  Federal regulations (FERPA) are very clear about students’ 
rights to privacy.  It is important to carry on a class in a way that respects this privacy.  When 
returning papers, it is not appropriate to single out students who have done excellent or less than 
acceptable work.  You may ask them to volunteer information or read their answers to questions, 
but you may not read their work to the class without their permission.  Similarly, when returning 
papers or posting grades, it is important to use a scheme that prevents disclosure of student 
grades to others.  Even parents may obtain information only under certain conditions.  If you get 
a request, it is best to refer that person to the Records Office for further information.  It is also 
inappropriate to discuss student performance with colleagues or others, unless there is a 
legitimate educational interest as described below.  Portions of the regulation are provided for 
your further consideration. 
 
FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (FERPA) 
 
Student records maintained by the University fall into two general categories -- directory 
information and educational records.  As custodian of student records in compliance with the 
Family Educational Rights and Privacy Act of 1974, the University assumes the trust and 
obligation to ensure the full protection of student records.  This includes maintaining the 
confidentiality of educational records.   
 
Educational records are materials which contain information directly related to a student's 
academic progress, financial status, medical condition, etc., and are maintained by Minnesota 
State University Moorhead or a party acting on behalf of the University. Except for directory 
information, these records may not be released without the written consent of the student to any 
individual, agency, or organization other than authorized personnel. 

 
Authorized personnel include officials of MSUM, such as faculty, administrators, clerical and 
professional employees, who have demonstrated a need to know and who act in the student's 
educational interest. Access is also granted for authorized individuals or organizations 
conducting studies for the University.  These studies must be conducted in a manner that will not 
permit the personal identification of students and their parents by persons other than 
representatives of the University. Authorization for such activities will come from the 
appropriate Vice President.  Parents or legal guardians may have a right to obtain information 
under certain conditions.  If you have a request for information, please consult your department 
chair or the Records Office before complying with that request. 
 
Nothing in FERPA allows an institution or individual to discuss a student's education records 
publicly even if the information is a matter of public record.  A school official who wishes to 
respond to the media should ask the student for a properly executed release form.  Exceptions to 
this would include disclosure in response to an emergency or in response to a lawfully issued 
court order or subpoena.  Any disclosure of educational records by officials without the student's 
consent must be recorded and maintained by the Records Office. 
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NONDISCRIMINATION IN EMPLOYMENT AND EDUCATION 
OPPORTUNITY 

(MnSCU Board of Trustees Policy 1B.1) 
 
Minnesota State Colleges and Universities (MnSCU) is committed to a policy of 
nondiscrimination in employment and educational opportunities.  No person shall be 
discriminated against in the terms and conditions of employment, personnel practices, or access 
to and participation in, programs, services, and activities with regard to race, sex, color, creed, 
religion, age, national origin, disability, marital status, status with regard to public assistance, 
sexual orientation, or membership or activity in a local commission as defined by law. 
 
Harassment of an individual or group on the basis of race, sex, color, creed, religion, age, 
national origin, disability, marital status, status with regard to public assistance, sexual 
orientation, or membership or activity in a local commission has no place in a learning or work 
environment and is prohibited.  Sexual violence has no place in a learning or work environment.  
Further, the Minnesota State Colleges and Universities shall work to eliminate violence in all 
forms.  Physical contact by designated system, college, and university staff members may be 
appropriate if necessary to avoid physical harm to persons or property.    
 
This policy is directed at verbal and physical conduct that constitutes discrimination/harassment 
under state and federal law and is not directed at the content of speech.  In cases in which verbal 
statements and other forms of expression are involved, MnSCU will give due consideration to an 
individual’s constitutionally protected right to free speech and academic freedom.  The system 
office, colleges, and universities shall develop and implement a complaint process to review 
complaints of discrimination/harassment or sexual violence.  This policy supersedes all existing 
system, college, and university non-discrimination policies. 
 

Racial Discrimination/Harassment 
Part 1. Definitions 
 
Subpart A.  Racial discrimination is prohibited by state and federal law. Racial discrimination is 
defined as conduct that is directed at an individual because of his/her race, color, or national 
origin or that of his/her spouse and that subjects the individual to different treatment by agents or 
employees so as to interfere with or limit the ability of the individual to participate in, or benefit 
from, the services, activities, or privileges provided by the system or colleges and universities or 
otherwise adversely affects the individual’s employment or education. 
 
Subpart B. Racial harassment is a form of race discrimination that is prohibited by state and 
federal law.  Racial harassment is defined as verbal or physical conduct that is directed at an 
individual because of his/her race, color, or national origin or that of his/her spouse and that is 
sufficiently severe, pervasive, or persistent so as to have the purpose or effect of creating a 
hostile work or educational environment.  Racial harassment may occur in a variety of 
relationships, including faculty and student, supervisor and employee, student and student, staff 
and student, employee and employee, and other relationships with other persons having business 
at or visiting the educational environment. 
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Sex Discrimination/Harassment and Violence 
Part 2,  Definitions. 
 
Subpart A.  Sex discrimination is prohibited by state and federal law.  Sex discrimination is 
defined as conduct that is directed at an individual because of his/her gender or that of his/her 
spouse and that subjects the individual to different treatment so as to interfere with or limit the 
ability of the individual to participate in, or benefit from, the services, activities, or privileges 
provided by the system or colleges and universities or otherwise adversely affects the 
individual’s employment or education. 
 
Subpart B.  Sexual harassment is a form of sex discrimination that is prohibited by state and 
federal law.  Sexual harassment is defined as unwelcome sexual advances, requests for sexual 
favors, sexually motivated physical conduct, and other verbal or physical conduct of a sexual 
nature when: 
 
1. Submission to such conduct is made either explicitly or implicitly a term or condition of an 

individual’s employment or education, evaluation of a student’s academic performance, or 
term or condition of participation in student activities or in other events sanctioned by the 
college or university, or 

 
2. Submission to or rejection of such conduct by an individual is used as the basis for 

employment or academic decisions or other decisions about participation in student activities 
or other events or activities sanctioned by the college or university, or 

 
3. Such conduct has the purpose or effect of threatening an individual’s employment; 

interfering with an individual’s work or academic performance; or creating an intimidating, 
hostile, or offensive work or educational environment. 

 
Sexual harassment may occur in a variety of relationships, including faculty and student, 
supervisor and employee, student to student, employee to employee, and other persons having 
business with or visiting the educational environment.  Sexual harassment may occur when it is 
directed at members of the opposite gender or when it is directed at members of the same gender.  
It includes, but is not limited to: 
 
    unwelcome pressure for sexual activity; 

 
unwelcome, sexually motivated or inappropriate patting, pinching, or physical contact; 
physical contact may be appropriate, if necessary, to restrain individuals to avoid 
physical harm to persons or property; 
 
demands for sexual favors or promises of preferential treatment with regard to an 
individual’s employment or educational status, or 
 
unwelcome behavior or words of a sexual nature directed at an individual because of 
gender. 
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Subpart C.  Sexual Violence:  Acts of sexual violence are criminal behaviors and create an 
environment contrary to the goals and missions of the system and colleges and universities.  Acts 
of sexual violence include: 
 
1. Forcible acts, which include non-consensual sexual contact, and/or sexual contact in which 

the victim is incapable of giving consent (such as when the complainant is under the 
influence of alcohol or drugs); 

 
2. Nonforcible sex acts such as incest and statutory rape; and 
 
3. The threat of an act of sexual violence.  Sexual violence may include, but is not limited to: 
 

touching, patting, grabbing, or pinching another person’s intimate parts, whether 
that person is of the same sex or the opposite sex; 
 
coercing, forcing, or attempting to coerce or force the touching of anyone’s 
intimate parts; 
 
coercing, forcing, or attempting to coerce or force sexual intercourse or a sexual 
act on another; or 
 
threatening to force or coerce sexual acts, including the touching of intimate parts 
or intercourse, on another. 
 

Subpart D.  Sexual harassment and violence as sexual abuse.  Under certain circumstances, 
sexual harassment or violence may constitute sexual abuse according to Minnesota law.  In such 
situations, the system office and colleges and universities shall comply with the reporting 
requirements in M.S. Section 626.556 (reporting of maltreatment of minors) and M.S. Section 
626.557 (Vulnerable Adult Protection Act).  Nothing in this policy will prohibit the system 
office or any college or university from taking immediate action to protect victims of alleged 
sexual abuse. 
 
Subpart E.  Non-consensual Relationships.  Substantial risks are involved even in seemingly 
consensual romantic/sexual relationships where a power differential exists between the involved 
parties.  The respect and trust accorded a faculty member or other employee by a student, as well 
as the power exercised by faculty in giving grades, advice, praise, recommendations, 
opportunities for further study or other forms of advancement may greatly diminish the student’s 
actual freedom of choice concerning the relationship.  Similarly, the authority of the supervisor 
to hire, fire, evaluate performance, reward, make recommendations, assign and oversee the work 
activities of employees may interfere with the employee’s ability to choose freely in the 
relationship.  Further, it is inherently risky where age, background, stature, credentials or other 
characteristics contribute to the perception that a power differential exists between the involved 
parties which limits the student or employee’s ability to make informed choices about the 
relationship. 
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Claims of a consensual romantic/sexual relationship will not protect individuals from sexual 
harassment charges nor guarantee a successful defense if charges are made.  It is the faculty 
member, supervisor or staff who will bear the burden of accountability because of his/her special 
power and responsibility, and it may be exceedingly difficult to use mutual consent as a defense.  
Therefore, all employees should be aware of the risks involved in entering into a romantic/sexual 
relationship where there is a superior/subordinate relationship. 
 
Sexual Orientation Discrimination/Harassment 
Part 3.  Definitions. 
 
Subpart A.  Sexual orientation discrimination is prohibited by state law.  Sexual orientation 
discrimination is defined as conduct that is directed at an individual because of his/her sexual 
orientation and that subjects the individual to different treatment by agents or employees so as to 
interfere with or limit the ability of the individual to participate in, or benefit from, the services, 
activities, or privileges provided by the system, colleges and universities or otherwise adversely 
affects the individual’s employment or education. 
 
Subpart B.  Sexual orientation harassment is a form of sexual orientation discrimination that is 
prohibited by state law.  Sexual orientation harassment is defined as verbal or physical conduct 
that is directed at an individual because of his/her sexual orientation and that is sufficiently 
severe, pervasive or persistent so as to have the purpose or effect of creating a hostile work or 
educational environment.  Sexual orientation harassment may occur in a variety of relationships, 
including faculty and student, supervisor and employee, student and student, staff and student, 
employee and employee, and other relationships with other persons having business at or visiting 
the educational environment. 
 
Disability Discrimination/Harassment 
Part 4.  Definitions 
 
Subpart A.  Disability discrimination is prohibited by state and federal law.  Disability 
discrimination as defined by law is conduct that is directed at an individual because of his/her 
mental/physical disability or that of his/her spouse and that subjects the individual to different 
treatment by agents or employees without legitimate non-discriminatory reason so as to interfere 
with or limit the ability of the individual to participate in, or benefit from, the services, activities, 
or privileges provided by the system or colleges and universities or otherwise adversely affects 
the individual’s employment or education. 
 
Subpart B. Disability harassment is a form of discrimination that is prohibited by state and 
federal law.  Disability harassment is defined as verbal or physical conduct that is directed at an 
individual because of his/her mental/physical disability or that of his/her spouse and that is 
sufficiently severe, pervasive, or persistent so as to have the purpose or effect of creating a 
hostile work or educational environment.  Disability harassment may occur in a variety of 
relationships, including faculty and student, supervisor and employee, student and student, staff 
and student, employee and employee, and other relationships with other persons having business 
at or visiting the educational environment.   
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Employee Liability  As an employee of the State of Minnesota, you have certain protections 
provided that you are neither negligent nor malfeasant.  However, if you are in violation of 
University policy then you lose this protection.  Questions about liability should be directed to 
the Vice President of Administrative Affairs.  The legal version follows. 
 
All employees of the state, acting in an official capacity within the scope of their lawful duties, 
are protected by the Tort Liability Act in Minnesota Statutes 3.732-3.736.  This indemnification 
is stated as follows in M.S. 3.736, subd.  9:  
 
"The State of Minnesota shall defend, save harmless, and indemnify any employee of the State 
against any tort claim or demand, whether groundless or otherwise, arising out of an alleged act 
or omission if the employee provides complete disclosure and cooperation in the defense of the 
claim or demand . . . and if, except for elected employees, the employee's appointing authority 
certifies that the employee was acting within the scope of his employment. This determination 
may be overruled by the attorney general.  This subdivision does not apply in cases of 
malfeasance in office or willful or wanton neglect of duty."   
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PART VIII – CAMPUS EMERGENCIES 
 
Winter Weather Emergencies  MnSCU policy 4.4.1 states:  “The authority to cancel 
classes due to weather conditions or other emergencies resides with the college or university 
president or the president’s designee.  Cancellation of classes does not excuse any employee 
from work.  Employees of the college, including faculty, may take personal leave, vacation leave 
or use earned compensatory time when classes are canceled and they may choose to be absent 
from work.”  MnSCU policy 4.4.2 also gives the president the authority to close the campus 
using procedures developed for that purpose.   
 
President Roland Barden has delegated to the following persons responsibility for implementing 
this plan: the Vice President for Student Affairs will make decisions about the cancellation of 
classes, and the Vice President for Administrative Affairs, will make decisions about the closure 
of school/personnel matters.  When a decision has been made to cancel classes and/or declare a 
campus closing, we will immediately contact area radio and TV stations to communicate the 
details regarding the length of the closure and when we expect to re-open.   
 
When classes are called off, local radio and TV stations will be notified as early as possible, and 
listening to radio and TV is the best way of finding out whether classes will meet or not. One 
difficulty encountered in the past is that although the university will tell radio and TV stations 
that it is just classes that have been called off, this sometimes gets reported on the air as 
"Minnesota State University Moorhead is closed."  Clearly, the university cannot always control 
exactly what reporters say on the air. 
 
It should also be noted that about 90% of the students and employees live in the immediate 
Moorhead/Fargo area.  Consequently, if travel is possible in the two cities, the university will 
usually try to avoid calling off classes.  On the other hand, even when classes are held, it may be 
difficult for out-of-town students to get there, so faculty members are asked to take bad weather 
into consideration when evaluating student absences.   
 
Tornado Emergencies 
Tornadoes can occur at any time during the year.  However, the threat of tornadoes and high 
winds in our area will likely be more prevalent during the months of April through October. 
 
We encourage students, faculty and staff to take a minute and determine safe areas BEFORE a 
storm arrives.  The approach of severe weather may be announced by sirens located throughout 
the community and through local radio and television programs.  In case of an approaching 
tornado, the following procedures are recommended:   
 
1) Move to the nearest building and locate a safe place to wait. 
2) Assist any physically challenged individuals, if needed. 
3) Move to, or stay on, the lowest floor of any building. 
4) Stay in central corridors away from glass; cover your face with folded arms. 
5) Stay away from windows. 
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6) Leave corridor doors open. 
7) Do NOT use any elevator. 
8) Types of areas that should be considered the safest are: 
 
  *basements 
  *stairwells  
  *lower level rooms without any windows 
  *lower level hallways without any windows 
  *at Nemzek Hall—the north section only.  The fieldhouse is NOT considered to be a  
    safe area during high winds. 

  
In the case of such an emergency, all doors that lead to basement areas, which are permanently 
kept locked, will be opened and will remain so for the duration of the emergency. 
 
Fire Emergencies  The fire alarm system within the university buildings is activated in two 
ways: 
 
1. Automatically, by the smoke detection system, or 
2. Manually, by pull stations. 
 
Should you see or smell smoke prior to alarm activation by the smoke detectors, you should 
immediately activate the nearest pull station.  When an alarm sounds, please assist in the rapid 
evacuation of all personnel from the building. 
 
Disabled/handicapped persons who are unable to move down stairwells should move to the 
nearest stairwell landing. The Moorhead Fire Department will provide for their evacuation from 
there. 
 
The Moorhead Fire Department or university administration will permit re-entry when the 
building is safe.  Please cooperate by evacuating the building immediately once an alarm is 
sounded.   
 
Medical Emergencies  The Hendrix Health Center staff recommends the following 
procedures in the event of a medical emergency in the classroom or in other areas on campus:  If 
there is any indication of a life-threatening situation, dial the emergency call number which is 9-
911.  Examples of life threatening conditions could include, but are not limited to, the following:  
choking, severe chest pain and/or shortness of breath, loss of consciousness, uncontrolled 
bleeding, or debilitating injuries. 
 
Staff members at Hendrix Health Center are willing to come to the location to administer 
emergency first-aid treatment and provide support.  However, dial 9-911 first to avoid wasting 
life-saving minutes.  Then, call the Health Center at 2211.  There will be occasional instances 
when the Health Center is closed. 
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The cost of an ambulance is the responsibility of the "patient."  If the "patient" refuses transport, 
there is no charge.  There is no charge to the person who calls the ambulance. 
 
At the beginning of every term, faculty members should ask the students in their classes to notify 
them about any health problems that might require emergency treatment.  If any student comes 
forward, the instructor can ask the student, in private, what the usual emergency treatment 
involves.  This information could give the instructor a sense of confidence if an emergency 
treatment situation arises. 
 
If anyone has questions about these recommended procedures, please feel free to call the 
Director of Health Services at ext. 2327. 
 
Building Security  Faculty and staff members are asked to assist in the care and protection of 
the equipment and materials housed within university buildings. Care must also be exercised by 
the faculty and staff for the personal safety of each occupant of the buildings. The following 
guidelines are designed to provide maximum security and protection for all concerned and still 
provide convenient access to the buildings: 
  
1. Building access cards and office keys are issued only to authorized faculty, staff, and  
 classified personnel.     
  
2. Outside doors should not be blocked open on any building when the doors are locked. 
  
3. Building evacuation is mandatory for all fire alarms. 
  
4. Individual academic buildings are open from 7:00 am until after evening classes and for 

scheduled weekend classes and special events. Employees and students in the buildings after 
normal hours should have a university ID in their possession. 

 
5. Faculty and/or staff who appear to be the last persons in a building should ask unauthorized 

persons to leave the premises or contact security (477-2449). The building should be 
'secured' when the last state employee leaves.  In those buildings that have outside windows, 
employees should close and lock them before leaving the building.  

 
6. Faculty teaching evening courses may wish an escort to parking lots after class.  Call security 

at 477-2449. 
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Consumer Information 
 
Minnesota State University Moorhead makes available or distributes the following information to all 
students, employees, prospective employees: 
 
1.  Academic policies and procedures: The University’s academic policies may be found in the 

University Bulletin (catalog) and Student Handbook.  Information on Academic policies and 
procedures may be obtained at the offices of Academic Affairs, Student Affairs, Admissions, 
Records, and Financial Aid. 

 
2.  Campus Security Report: The purpose of the report is to inform the campus of campus crime 

prevention programs, crime reporting procedures, emergency response and a three-year history of 
criminal activity on campus.  A copy of the Campus Security Report is mailed annually to students 
and employees, and is available from the offices of Admissions, Security, Student Affairs, and 
Human Resources.  Prospective students and employees may call (1-800-593-7246) to obtain copies. 

 

3.  Drug Free Workplace and Schools: The purpose of this policy is to set forth the University’s policy 
regarding alcohol and other drug use, including unlawful drug use or abuse in the workplace in 
accordance with the Drug Free Workplace Act of 1988 (Public Law 100-690, Title V, Subtitle D), 
and Drug Free Schools and Communities Act Amendments of 1989 (Public Law 101-226).  A copy 
of the Drug Free Workplace information is distributed in the class registration brochure and may be 
obtained from the Records Office or Health Center. 

4.  Equity in Athletics Disclosure Act: The purpose of this information is to disclose athletic 
participation rates and financial data related to athletics.  The report is available from the offices of 
Admissions and Athletics. 

5.  Family Educational Rights and Privacy Act (FERPA): The purpose of the Family Educational Rights 
and Privacy Act is to afford certain rights to students concerning their education records, the right to 
seek to have the records corrected, and the right to have some control over the disclosure of 
information from the records.  The FERPA policy is included in the Student Handbook and additional 
information is available from the Records office. 

6.  Financial Aid:  The purpose of financial aid is to assist students with college-related expenses.  
Financial aid and scholarship information is available at the Office of Scholarships and Financial Aid.  
Information concerning financial aid refund and repayment policies is included in the Student 
Handbook and may be obtained in the Financial Aid and Business offices. 

7.  Student Right to Know: The purpose of this information is to disclose annual student completion and 
graduation rates, including graduation rates for student athletes.  This report is available at the offices 
of Admissions and Athletics. 

Minnesota State University Moorhead is committed to a policy of nondiscrimination in employment and education 
opportunity.  No person shall be discriminated against in terms and conditions of employment, personnel practices, 
or access to and participation in, programs, services, and activities with regard to race, sex, color, creed, religion, 
age, national origin, disability, marital status, status with regard to public assistance, sexual orientation, or 
membership or activity in a local commission as defined by law.  Inquiries regarding compliance should be referred 
to Barb Seiler, Affirmative Action Officer (218) 477-2229 (Voice).  
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