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INTRODUCTION 

History of Donnelly College 

Donnelly College is an independent, co-educational college. Founded in 1949 by the Benedictine Sisters 
at Mount St. Scholastica in Atchison and the Archdiocese of Kansas City in Kansas, it is a Catholic 
college affiliated with the archdiocese. Donnelly College was located and has remained in the heart of 
Kansas City, Kansas.  

As a Catholic liberal arts and professional college, Donnelly’s institutional vision derives from a belief in 
God and in the dignity of each person. As an educational institution, Donnelly believes that education 
can lead people to recognize their potential and value as human beings, to be aware of their relationship 
to God, and to function as constructive members of society.  

As a college serving the heart of the city, Donnelly is committed to a policy of equal opportunity for all 
persons without regard to race, sex, age, handicap, natural origin, religious tradition or family status as 
specified by federal and state laws and regulations. This policy is applicable to all employment practices, 
admissions procedures, and services to students, faculty, staff, and community.  

Sister Jerome Keeler is credited with the vision of creating an independent college in Kansas City, 
Kansas. The Benedictine Sisters of Atchison, a teaching order, proposed a community college that would 
serve the urban population of Kansas City, Kansas more than 60 years ago. Bishop Donnelly was an 
enthusiastic supporter of the vision and he assured Sister Jerome that the Diocese would provide 
buildings and equipment if she could provide the faculty.  

Classes began September 12, 1949, at 1236 Sandusky with 202 students. There were 11 faculty 
members, nearly all of whom were Benedictine Sisters. Tuition was $40 a semester.  

Costs were kept low because the College was planned to serve first generation college students who 
could live at home and keep a job. As the hours accumulated on their transcripts, they could transfer to a 
4-year college or university. The devotion of the teaching Sisters always kept the costs affordable.  

The dream of a college education was made into reality for the youth of largely Catholic ethnic 
neighborhoods of Kansas City, Kansas. The names of graduates told the story: Doherty, Flynn, Jaworski, 
Ryan, Stiptich, Zugecic, Krstolic, Maciaszak and Delich were common.  

By the 1970's, these neighborhoods aged, their children were educated, and their places were taken by 
families from different ethnic backgrounds. The College began to serve a new group of first generation 
college students. The ambitious growth of the tax-supported colleges and universities gave high school 
graduates more choices for college. Suburbia was growing at the expense of the central city. "White 
flight" to the suburbs changed the population of the inner city, and many of the social and educational 
institutions shifted to the suburbs as well. Even the public community college which had been in the heart 
of downtown moved out. The College shifted from an almost exclusively white population to a majority of 
minority students, from predominantly Catholic to less than 25% Catholic, and from a majority of men to 
a majority of women.  

Donnelly College was faced with hard choices. There was sentiment for the College to move to the 
suburbs. But, the words of Sister Jerome reinforced the decision to stay in the central city. Her vision was 
a community college “to serve those who might otherwise go unserved.” There were still such students in 
this community.  

In 1982, the College moved to the recently vacated Providence Hospital on 18th Street. With this huge 
investment the message was clear: Donnelly College will continue to serve the community where it is 
most needed.  

Donnelly’s English as a Second Language program began in the early seventies. Good teaching has 
gained the program a worldwide reputation as it attracts young and old from more than 35 countries.  
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In 2000-01 Donnelly College began offering classes at Lansing Correctional facility. In 2001, Donnelly 
was designated a Hispanic Serving Institution (HSI) by the Department of Education and received a Title 
V grant for strengthening developing institutions. Donnelly received a second Title V grant in 2007 to 
develop nursing and teacher education programs. Donnelly College is firmly in step with national 
education trends. The challenge well into the next century will be to serve adult, minority, and urban 
citizens. The mission “to provide education and community services with a personal concern for the 
needs and abilities of each student, especially those who might not otherwise be served” is as valid 
today as it was in 1949.  

Mission of Donnelly College 

Donnelly College is a Catholic institution of higher education that seeks to continue the mission of Jesus 
Christ in our time by making the love of God tangible in our world.  

Specifically, the mission of Donnelly College is to provide education and community services with a 
personal concern for the needs and abilities of each student, especially those who might not otherwise 
be served.  

Vision 

By the year 2016, Donnelly College will be known for its wide variety of outstanding programming options 
and will serve as a model of excellence in all programs and instruction. Donnelly’s Catholic identity will 
be apparent in all of its programs and services. Donnelly will be a financially strong institution with an 
expanded presence in order to best serve our students and our community. Our utmost priority, in all 
endeavors, will be to demonstrate unwavering commitment to the respect for diversity of every individual.  

Institutional Goals – AQIP 

Donnelly engages in a continuous process of self-evaluation and data driven improvement projects. 
These goals evolve and can be best understood by accessing the AQIP section of the Donnelly website 
at http://donnelly-systemsportfolio.wikispaces.com/Donnelly+College+AQIP+Systems+Portfolio .	  

Strategic Planning Goals 

The report of the visiting Consultant-Evaluators from The Higher Learning Commission of the North 
Central Association, completed in 1996, stated as strength of Donnelly College: “Strategic long range 
planning is an integral part of the processes of the college.” Donnelly College focuses on strategic 
planning as a way of strengthening the institution. In the fall of 1999 the college refocused its strategic 
planning process to an issues based approach. The college identifies various challenges that must be 
met using all faculty and staff and also involving external constituencies through focus groups and other 
forums. A committee is appointed to deal with each challenge by doing an analysis of the problem and 
creating goals and objectives to deal with these challenges. The plans from each committee are 
reviewed by the Administrative Committee and by the members of the Community meeting before being 
forwarded to the Board of Trustees for their review and approval. All faculty and staff serve on one of the 
planning committees and the plans are used as the basis for developing department budgets and 
eventually the institutional budget which is subsequently approved by the Board. In June each of the 
planning committees prepares a report on which of the objectives for the previous year were 
accomplished and why others were not achieved. This report is presented to the community by the 
President in August as part of the kick-off for a new planning cycle.  

Policies and Procedures 

This Policy and Procedures Manual is a dynamic document, subject to modification by and approval of 
the Board of Trustees. The process for altering the Policy and Procedure Manual is outlined below. The 
current document can be accessed on the Donnelly website at www.donnelly.edu/htdocs/policies.html 
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Adding,	  Deleting,	  Revising	  Policies	  and	  Procedures	  

Recommended changes to the Policies and Procedures Manual will be discussed in a Community 
Meeting. The Chair of the Community Meeting will forward recommended changes that are nonacademic 
to the Administrative Council and those concerning academic policies to the Academic Council. After 
discussion the Administrative Council or the Academic Council will forward recommended changes to the 
President. If the policies require a vote by the Board, the President will present them at a Board meeting. 
For those that do not require a vote of the Board, the President will approve for inclusion in the Manual.  

Employees can access the latest version of the Policies & Procedures Manual on the College website. 
The President will advise the community about policy and/or procedure updates via the community 
listserv (community@donnelly.edu). Each employee is required to subscribe to this list and to check it 
regularly for announcements.  
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GOVERNANCE, ADMINISTRATION, AND COMMUNICATION 

Governance 

A detailed overview of the governance of the college is set out in the Policy and Procedures Manual 
Section 1.1 Please access this document at http://www.donnelly.edu/htdocs/policies.html to find 
information regarding the role of the Corporate Board, the Board of Trustees, and the administrative 
councils and committees that have responsibilities for the college. As this handbook is aimed at faculty, 
space is reserved here for discussion of communication among college staff and faculty and descriptions 
of committees and councils on which faculty may serve.  

Administration and Communication 

The following section outlines the committees at the college that ensure communication among staff and 
faculty. 

Administrative Structure 

Donnelly College is governed by a Board of Trustees which meets at least quarterly and has powers and 
authority granted by the Donnelly College Corporation to govern the business and educational affairs of 
the College.  

One of the primary responsibilities of the Board of Trustees is the selection and hiring of the President of 
the College. The President administers the business, academic and other affairs of the College subject to 
the direction of the Board of Trustees. The President is also authorized by the Board of Trustees to 
appoint such administrators as are necessary for the administration of the College.  

The College as Community 

An important aspect of the governance structure of Donnelly College is the widespread involvement of 
staff, faculty, and administration in the planning and decision-making processes. The college seeks to 
“share thoughts and ideas” among all constituencies. Our small size and compact spaces provide not 
only the advantage of personalized instruction and attention for our students in small classes with caring 
teachers, but they also allow us to congregate for all community meetings which bring together all parts 
of the faculty and staff for conversation. The following chart reflects the conversational flow at the college 
and highlights the path that ideas take as they filter down to the President.  
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College Community Chart 

 

 
In 
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order to accomplish this process of communication and governance, faculty attendance is expected at 
regular meetings as outlined below. 

Required Faculty Meetings 

Meetings generally occur on Wednesday afternoons at 2:00 pm.  Full-time faculty members are expected 
to attend all regular professional meetings and workshops scheduled unless other arrangements have 
been made with the Academic Dean. Part-time instructors are encouraged, but not obligated, to attend 
professional meetings; they are, however, obligated to comply with decisions agreed upon at these 
meetings.  Meeting schedule is normally as follows: 

 
• Community Meeting  Twice annually in the first week of the semester 
• Academic Division (Division 3) 2nd or 3rd  Wednesday  
• Faculty Senate 3rd or 4th Wednesday The Faculty Senate is comprised of all full time faculty and 

some adjunct faculty who elect to participate. The Faculty Senate Constitution can be found in 
Appendix 1 at the back of this handbook. 

• Department or Division meetings (ex. Liberal Arts and Sciences) determined by Department 
• Department heads, program directors and deans will also attend the Deans and Directors 

meeting on the last Wednesday of the month.  
	   	  



10	  
	  

	  

	  

	  

GENERAL	  CAMPUS	  POLICIES	  

Campus Environment 

Respect for Persons  

All persons, students, faculty and staff are to be respected and given the opportunity to succeed as 
members of the Donnelly College community. Disrespect either in word or action will not be tolerated and 
will result in disciplinary action.  

Donnelly College Code of Conduct  

As part of its mission, Donnelly College promotes an environment conducive to academic, social, 
spiritual, personal and physical growth for persons from a variety of economic, social, religious, racial, 
ethnic and national backgrounds. An individual who enters this college community voluntarily assumes 
obligations to accept the code of conduct of the institution to promote its purposes and functions. The 
college may take disciplinary sanctions whenever student conduct interferes with its responsibility of 
providing an opportunity for educational achievement or of protecting the rights, health and safety of its 
members.  

Members of the Donnelly Community are expected to maintain standards of conduct befitting maturing 
and responsible citizens in an academic community and reflecting the purpose of the college “to provide 
education and community services with personal concern for the needs and abilities of each student, 
especially those who might not otherwise be served.”  
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• All members of the community are expected to exhibit integrity and personal honesty in the 
classroom and in other campus affairs;  

• Conduct which leads to embarrassment, physical harm, or indignities to other persons will not be 
tolerated;  

• A genuine interest in all students and community members will be apparent/visible at all times, 
with a dedication to helping them learn to help themselves;  

• The privacy of others will be respected and information obtained in the course of duties will be 
held in the strictest of confidence;  

• The rights and views of colleagues and those served will be honored, and all individuals will be 
treated with respect, courtesy, and good faith;  

• Harassment or discrimination in any form will not be tolerated or condoned at any time;  
• Those that have the responsibility for employing and evaluating staff performance will do so in a 

responsible, considerate and equitable fashion;  
• Individuals will not use their professional relationship to further their own interests, financial or 

otherwise. 
Additionally, personal behavior of community members must conform to standards of propriety congenial 
to the College's heritage and aims, as well as to the laws of the state and nation. 
 

Equal Opportunity  

Donnelly College adheres to the principle of equal education and employment opportunity without regard 
to age, race, sex, disability, or national origin. Further, the College is committed to the maintenance of an 
atmosphere of civility and respect for all students, faculty, and staff. 
Violation of the College’s Code of Conduct may lead to disciplinary action(s) or may be grounds for 
dismissal.  
 
 

Conflicts of Interest  

In connection with federal regulation 24 CFR 84 (Institutions of Higher Education, non-profit 
organizations), Donnelly College has developed the following addendum to the Code of Conduct that 
prohibits real and apparent conflicts of interest that may arise among officers, employees, or agents; 
prohibits the solicitation and acceptance of gifts or gratuities for personal benefit in excess of minimal 
value.  

Conflicts of interest exist when it is likely that an employee could be influenced, or could be perceived to 
be influenced, by a personal interest in carrying out their duties of employment. Conflicts of interest that 
lead to biased decision-making may constitute corrupt conduct.  

No employee, officer, or agent shall participate in the selection, award, or administration of a contract 
supported by Federal funds if a real or apparent conflict of interest would be involved. Such a conflict 
would arise when the employee, officer, or agent, any member of his or her immediate family, his or her 
partner, or an organization which employs or is about to employ any of the parties indicated herein, has a 
financial or other interest in the firm selected for an award.  

The officers, employees, and agent of the recipient shall neither solicit nor accept gratuities, favors, or 
anything of monetary value from contractors, or parties to sub-agreements. However, recipients may set 
standards for situations in which the financial interest is not substantial or the gift is an unsolicited item of 
nominal value. The standards of conduct shall provide for disciplinary actions to be applied for violations 
of such standards by officers, employees, or agents of the recipient.  

An Individual employee may often be the only person aware of the potential for conflict. It is therefore 
their responsibility to avoid any financial or other interest that could compromise the impartial 
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performance of their duties, and disclose any potential or actual conflicts of interest to their supervisor or 
other senior staff member. If employees are uncertain whether a conflict exists, they should discuss the 
related interest matter with their supervisor and attempt to resolve any conflicts of interest that may exist.  

To resolve any conflicts of interest that occur, or could occur, a range of options is available depending 
on the significance of the conflict. These options include:  

• Recording the details of the disclosure while taking no further action because the potential for 
conflict is minimal or can be eliminated by disclosure, or effective supervision.  

• Relinquishing the personal interest, or  
• Being removed from the task/activity/situation where the conflict could occur.  
• Disputes over alleged conflicts of interest may be resolved through the College’s grievance 

procedure.  

Acceptance of gifts or benefits  
	  
Employees should not accept a gift or benefit that is intended to, or is likely to cause them to act in a 
partial manner in the course of their duties.  
The President may approve the acceptance of token gifts or benefits under certain circumstances 
provided that there is no possibility that the recipient can be, or might appear to be compromised in the 
process.  
Employees should report to their immediate supervisor if they believe they have received or been offered 
a favor or benefit.  
Employees dealing with, or having access to, sensitive investigations, or commercial sensitive 
information, should be particularly alert to inappropriate attempts to influence them.  
The above limitations on gifts do not apply to wedding gifts and gifts exchanged between individuals on 
birthdays, holidays and other similar occasions, provided that the gifts exchanged are not substantially 
disproportionate in value.  

Harassment and/or Discrimination 
 
No Harassment Policy 
Donnelly College is committed to providing a work environment that is free of unlawful 
harassment, including, but not limited to, sexual harassment. Accordingly, Donnelly College 
strictly prohibits and will not tolerate any unlawful harassment based on factors such as sex, race, 
religion, creed, color, national origin, ancestry, age, pregnancy, marital status, veteran status, 
disability, or any other status, condition or characteristic protected by applicable law, to the extent 
the status, condition or characteristic is protected by applicable law. This prohibition covers 
harassment by anyone in the workplace itself or in any work-related settings, including 
supervisors, managers, co-workers and non-employees. 
VIOLATION OF THIS POLICY WILL SUBJECT AN EMPLOYEE TO DISCIPLINARY ACTION 
UP TO AND INCLUDING IMMEDIATE DISCHARGE.  
Employees who believe they have been subjected to or witnessed any unlawful harassment 
should immediately report the matter to their immediate supervisor, the Director of Business 
Affairs, or the President. Employees are not required to complain first to any supervisor who they 
believe has engaged in or condoned the harassment.  
A more detailed description of this policy with examples of behavior that may constitute 
harassment is distributed to every employee upon hiring with his or her enrollment 
documentation. If you feel you have not received this documentation, or if you need further 
clarification about this policy, please consult the business office.  
Whistle Blower Policy  
If any person knows of or has a suspicion about misconduct, dishonesty or fraud, the Director of 
Business Affairs should be contacted. If the alleged wrongdoing concerns the Director of 
Business Affairs, then the President or other officer or director of the organization should be 
notified instead.  
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If the Director of Business Affairs, President or other officer of the organization receives 
information about misconduct, dishonesty or fraud, they shall inform the Board (or other 
designated committee, if one exists), which shall determine the procedure for investigating all 
credible allegations.  
At all times, the privacy and reputation of individuals involved will be respected. There will be no 
punishment or other retaliation for the reporting of conduct under this policy. If the person 
providing the information requests anonymity, this request will be respected to the extent that 
doing so does not impede any investigation.  
For the purposes of this policy, the definition of misconduct, dishonesty, and fraud includes but is 
not limited to:  

• Acts which are inconsistent with college policy;  
• Theft or other misappropriation of college assets;  
• Misstatements or other irregularities in college records;  
• Incorrect financial reporting;  
• Misuse of college resources;  
• Illegal activities;  
• Forgery or alteration of documents; 
• Any other form of fraud. 

Health and Safety 

Campus Crime Report  

The annual report is made available to students and is filed in the Admissions Office.  

Campus Security 

The Security Personnel can be contacted by calling 913-433-3350 or 913-544-8025. In emergency 
situations call 911. There is a phone in at the west end of each hallway with numbers posted. 

Safety and Security  

Each person is responsible for his/her belongings. Taking another’s belongings will not be tolerated and 
will result in disciplinary action.  
Children are welcome on campus only when accompanied by a parent or guardian. The presence of 
children in classes is only permitted in unusual circumstances and requires the permission of the 
instructor. Children of employees are permitted on campus with approval of appropriate division head.  

First Aid  
 
First aid supplies are available in Room 102 or in Marion Hall Room 111. 

Accident and Incident Reports  
 

To report an accident call Physical Plant extension 218 (913-621-8718 from your cell phone). If no one is 
in the office to answer the phone, it will roll over to a cell phone. Incident reports are maintained by the 
Vice President of Business Affairs.  

Drugs and Alcohol 

Policy for the Prevention of Drug Use and Alcohol Abuse 
In 1989 the United States Congress passed the Drug-Free Schools and Communities Act as amendments 
to the 1965 Higher Education Act. The legislation, which was signed into law in December of 1989, 
requires institutions that receive federal funds to implement a program to prevent the illicit use of drugs and 
the abuse of alcohol by students and employees.  
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Donnelly College, in order to provide a drug-free campus for the benefit of students and employees, 
adopts the following policy statement with reference to employees and students at the college.  

Donnelly College supports and endorses the 1989 Drug-Free and Communities Act. The college is 
committed to a program to prevent the abuse of alcohol and the illegal use of drugs on the campus. The 
college prohibits the unlawful possession, use, manufacture or distribution of drugs, or alcohol by 
students and employees on its campus, or as part of any college program or activity.  
Employees or students of the college who are found to be abusing alcohol or using, possessing, 
manufacturing, or distributing a controlled substance in violation of the law on college property or as a 
part of college events shall be subject to disciplinary sanction.  
 
An employee who violates this policy is subject to sanctions including suspension, non-renewal of 
contract, and termination of employment. A student found to be in violation of this policy is subject to 
action including suspension or expulsion from the college. Additionally, students found in violation of this 
policy may lose federal student aid eligibility. Illegal possession or use of drugs or alcohol may subject 
individuals to criminal prosecution.  
 
Kansas law provides that any person who violates the criminal statutes on controlled substances by 
possessing, offering for sale, distribution or manufacturing opiates and narcotics, such as cocaine or 
heroin, shall be guilty of a Class C felony, the court may sentence a person to a term of imprisonment for 
a minimum of three to five years, a maximum of 10 to 20 years, and a fine of up to $15,000. Unlawful 
possession of a depressant, stimulant, or hallucinogenic drug is punishable as a Class A misdemeanor 
with a penalty of up to a year in jail and a fine of $2,400. Depressants include barbiturates, valium and 
barbital. Hallucinogens include LSD, marijuana, and psilocybin. State law classifies amphetamines and 
meta-amphetamines as stimulants.  

The Federal Controlled Substances Act provides penalties of up to 1 year imprisonment and fines of up 
to $25,000 for unlawful distribution or possession with intent to distribute narcotics. For unlawful 
possession of a controlled substance, a person is subject to up to one year of imprisonment and fines of 
up to $5,000.  

Any person who unlawfully distributes a controlled substance to a person under 21 years of age may be 
punished by up to twice the term of imprisonment and fines otherwise authorized by law.  

Accidents and injuries are more likely to occur if alcohol and drugs are used on campus or as part of 
college activities. Every year in the United States over 200,000 people are treated in hospitals for drug 
related accidents and mental and physical illness; another 25,000 persons die every year from drug-
related accidents or health problems. Drug users can lose resistance to disease and destroy their health. 
Drug tolerance and psychological dependence can develop after sustained use of drugs. Physical 
dependency, heart problems, infection, malnutrition, and death may result from continued high doses of 
amphetamines. Chronic use of narcotics can damage lungs, cause respiratory paralysis and death. 
Depressants such as tranquilizers and alcohol can produce slowed reactions, slowed heart rate, damage 
to liver and heart, respiratory arrest, convulsions, and accidental overdoses because the abuser is 
unaware of the amount of drug or alcohol consumed. Use of hallucinogens may cause psychosis, 
convulsions, coma and psychological dependency.  
 
Alcoholism is the number one health problem in the United States. It impacts personal lives by affecting 
finances, health, social relationships and families. It has significant legal consequences. Abuse of alcohol 
or drugs may cause an individual driving a motor vehicle to injure others and may subject the abuser to 
criminal prosecution. Drunk drivers are responsible for more than half of all traffic fatalities. 



15	  
	  

Assistance for substance Abuse 
At Donnelly College referral for and assistance with substance abuse problems is available through the 
Counseling center in Room 710. Many community agencies provide assistance with counseling services, 
referral and treatment.  

Alcoholic Beverages on Campus 
Students are not permitted to have or to be served alcoholic beverages at student campus 
functions. 	  

Smoking Policy  
The Donnelly College building was declared a smoke-free building by the Board of Trustees 
on January 1, 1994.  
 
There are two smoking areas on campus.  The first is near the main, blue awning entrance of 
Marian Hall, at least 25 feet away from the door. The second is the sheltered area near the 
Donnelly Community Garden. Smokers must dispose of cigarette remains in the designated 
receptacles.  Please continue to keep these areas of our campus clean. 
	  

Building, Facilities, and Equipment 
 
Entrances and Exits  
 
Entrance and exit from the building is limited to the East entrance of the main hall, adjacent to the main 
parking lot. All other exterior passages are for emergency use only. If special circumstances arise that 
require the use of passages other than the main entrance, call extension 913-433-3350 or 913-544-
8025. For handicapped entrance to Marian Hall, use door off of the Tauromee Street parking lot.  Code 
access will need to be received from facilities.  Code access can be obtained by submitting a service 
request online. More detailed discussion of submitting a request for service is found in below.  

Visitors to Campus  

All visitors to the campus must check in at the front reception desk at the entrance to the building. 
Guests, family members, and friends of Donnelly students must receive an approval for attendance of 
any Donnelly classes from the director of the program and the classroom instructor prior to their 
attendance. Attendance should not exceed two contact hours.  

Building Hours  

Building hours follow the academic schedule, with access available 30 minutes before the start of 
classes and 30 minutes after the end of classes. The building is also available on Saturday from 8:30 – 
4:00.  Hours will be distributed electronically and posted on the web site when classes are not in session.  

After-hours Access  

After-hours access is limited to employees with alarm system pass codes. Please contact 913-433-3350 
or 913-544-8025 to make arrangements for access outside of regular hours. Additionally, faculty 
members who will need to be in the building after hours should submit on online service request. (See 
Submitting a Service Request).  

Property Maintenance  

Any member of the College staff can call attention to any item that is in need of repair or cleaning. These 
needs and other requests for ordinary repairs (lights, doors, windows, vending machines, and other 
equipment) should be made electronically to the Director of Facilities. A service request or ticket is 
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needed (http://helpdesk.donnelly.edu/tickets/ttx.cgi).  This can be found on the Donnelly home page 
under Faculty and Staff quick links. More detailed discussion of submitting a request for service is found 
in Submitting a Service Request below.  

Parking and Traffic 

	  A parking sticker will be issued to you and it must be displayed on your back window or on the driver’s 
side window.  Parking stickers are obtained from the Library.  Donnelly parking includes the main lot, the 
lot on the southwest corner of 18th and Tauromee, and the church lot across 18th Street to the east.  
Space is provided for employee parking.  There is no parking permitted which blocks entrances to the 
college or fire lanes.  Parking spaces reserved for handicapped are to be observed.  Drivers are 
requested to drive slowly and to keep cars locked at all times.  The college is not responsible for articles 
lost or stolen or for damages to vehicles in the parking lot.  

Office Assignments and Keys 
 
Director of Facilities or supervisors will have keys or codes for new faculty. 

Room Reservations  
Requests for the use of rooms (6th floor computer labs and the Meeting room) at the College, except the 
Library are made through a service Reservations should be made in advance and will be taken on a 
first-come, first-served basis and assigned according to the purpose and capacity required.  

Room Reservations Fees 
Priority goes to Donnelly College or any nonprofit organization that maintains a partnership with the 
college. External groups have access to the facilities after the college’s needs are met. Only events and 
activities congruent with the Donnelly College mission will be approved. Weekend events, including 
Fridays in June and July, are scheduled only when the college is open for classes and with proper 
security. See Registrar for more information. 

Accessibility  

The Vice-President for Business Affairs is responsible for ensuring that Donnelly maintains building and 
facilities standards that comply with the Americans with Disabilities Act.  

Fire Drills  

The Vice-President for Business Affairs is responsible for ensuring that a clear fire evacuation procedure 
is posted throughout the building and for coordinating drills as necessary in compliance with the law.  

Exits to be used for fire drills are posted in each hallway. Employees and students are responsible for 
following directions as posted.  
 
Tornado Drill Procedure  
 
The Vice-President for Business Affairs is responsible for ensuring that a clear tornado cover procedure 
is posted throughout the building and for coordinating drills as necessary in compliance with the law. 
Procedures used for tornado drills must be posted in each classroom and hallway. Employees and 
students are responsible for following directions as posted.  
 
Armed Intruder 
	  
At this time we do not have practice drills for this situation, but procedures to be used in the event of an 
armed intruder are posted in the hallways by the elevators. Faculty and students should follow the STAY 
procedure: 
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S Secure your area. Lock doors and windows and close blinds.  

T Take cover. Hide and stay out of sigh.  

A Advise others. Tell those you see to protect themselves.  

Y You must take measures to protect your self 
If possible, alert a friend or the police and then turn off phones so they will not attract undue attention.  
 
Technology 
	  
Technology policies are in place to ensure proper use of Donnelly’s technology. These policies are 
summarized here, but may be accessed in full on the Donnelly web page under Policy and Procedure 
Manual 
	  
General technology policies 

All users of the Donnelly’s technology, including phones, email system, computers, video 
recorders and players, etc. must respect and adhere to state, federal, and international laws. 
Any attempt to violate these laws will be met with prompt appropriate legal and/or disciplinary 
action.  

Efficient, ethical, authorized, and legal utilization of Donnelly’s technology which is in concert 
with our stated goals is desired.  

Do not expect privacy when you use a communications system that is operated or owned by 
Donnelly.  

Management reserves the right in certain circumstances to monitor your electronic 
conversations, to read your messages and to inspect mail or documents sent to or by you, 
including deciphering of encrypted text.  

Management reserves the right in certain circumstances to access, without notice: data or 
text caches, pager memory banks, e-mail and voice mail boxes or accounts, and other 
employer provided electronic storage systems.  

 Policy for use of email Communications 
 

Don’t put anything on e-mail that you would not broadcast to the general public.  
Be polite.  
Use appropriate language.  
Delete all messages from the e-mail system when they are no longer needed as a finite amount of 
network storage is available.  
Be aware that Internet e-mail transmissions can be easily intercepted by others.  
Forgery or attempted forgery is prohibited.  
Junk mail and/or “chain” letters are prohibited.  
Never e-mail from someone else’s e-mail account/box.  
Computer viruses can be spread easily via the Internet and especially via Internet e-mail. Don’t stop our 
virus scan programs and follow all instructions for cautious use.  
Jokes and pornographic e-mails are prohibited.  
Only Donnelly email accounts, both for students and instructors, should be used in email 
communications with students. 
E-mail attachments should not be opened unless you are expecting them from a known source. E-mail 
attachments may host viruses that can have major negative impact.  
If you receive an expected attachment and the attachment has a file extension of exe, bat, vbs, or other 
type of program file, please contact Computer Services before opening 
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Violations of this policy will result in disciplinary action up to and including termination 

Submitting a service request  

To submit a request for service go to the Donnelly College website, http://www.donnelly.edu , 
and click on the Faculty and Staff tab. On the right hand side, under the Faculty/Staff 
Quicklinks, select Service Request. The service ticket that appears can be used to request 
assistance with a large variety of items on campus including IT issues, facilities maintenance, 
room reservations, and institutional research. Click on the drop down menu under categories 
to select the area of service.  Once a request has been filed, you will receive a confirmation 
email and update when the service item has been solved.  

ACADEMIC POLICIES AND PROCEDURES 

Faculty Rank and Promotion Procedures 
APPLICATION 

Each spring semester, an email will be sent by the Rank and Promotion Committee inviting faculty to 
apply for rank and promotion in the fall.  A form will be attached to the email, which should be completed 
and returned to the Rank and Promotion Committee by faculty intending to apply by May 1. 

Minimum qualifications to apply will be outlined in the invitation.  The minimum qualifications for each 
rank are as follows: 
  
 

Minimum Qualifications for Level I Instructor: 
1. Applicant must possess a Bachelor degree AND 18+ graduate hours in their 

discipline. 
2. Applicant must have 0 to 1 years of service at Donnelly College. 

 
Minimum Qualifications for Level II Assistant Professor: 

1. Applicant must possess a Terminal Degree OR a Master’s degree in  
discipline OR Master’s plus 18 graduate hours in discipline. 

2. Applicant must have a minimum of 0 to 1 years of experience at the Instructor level 
and 0 to 1 of service at Donnelly College. 

 
Minimum Qualifications for Level III Associate Professor: 

1. Applicant must possess a Terminal Degree OR a Master’s degree in discipline OR 
Master’s plus 18 graduate hours in discipline  

2. Applicant must have a minimum of 6 years of experience at the  
Assistant Professor level AND 0 to 1 of service at Donnelly College. 

 
Minimum Qualifications for Level IV Professor: 

1. Applicant must have a Terminal Degree in field or related area of study. 
2. Applicant must have a minimum of 3 years’ experience at the Associate Professor 

level. 
3. Applicant must have a minimum of 5 years of service at Donnelly College OR 

equivalent rank at another institution. 
 

Preamble:  Activities identified are minimum level expectations for the particular rank.  To move to the 
next rank, one must already be demonstrating tasks at the base level of proficiency to move to that rank.  
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(For example, if one is an instructor, she/he should be doing the tasks at the assistant professor level 
prior to submitting application for promotion to assistant professor.)  

Each level assumes continuation of activities at prior level, yet with greater proficiency and effectiveness. 

Participation in all four areas (teaching, college scholarly activity, college service, and 
professional/community service) is expected of all full-time faculty.  Part-time faculty and adjuncts are not 
eligible for promotion. 

Moodle and faculty expectations 
 
Moodle is the online learning management system used at Donnelly. All students and faculty members 
have access to Moodle from the MyDonnelly Portal. Moodle is integrated with existing campus logon 
user names and passwords. This means the same user name and password are used to access both 
MyDonnelly as are used to logon to computers on campus. For example, for the faculty name of John 
Doe, logon will be “jdoe” or “john.doe”. The password will be the same as is used to log on to any 
campus workstation.  

Faculty members are encouraged to use Moodle to communicate with students, share assignments and 
grades with their classes, and enhance their classroom instruction. Moodle trainings are offered regularly 
at the beginning of each semester, and changes or advanced topics trainings may occur throughout the 
semester.  

All instructors are required to use Moodle for taking daily attendance, posting their syllabus, and posting 
final grades. Directions for how to use these functions, and many other functions, can be found under the 
Main Menu in Moodle. 

Faculty Expectations 

Besides teaching, the full-time instructor’s duties include:  
1) Attendance at division, assembly, community meetings and instructional workshops;  
2) A minimum of five office hours per week will be posted on the office door and maintained at a time 
available to students; 
3) Participation on at least one committee, with possible service on two.  
 
Campus Committees Include 
Rank and Promotion 
Curriculum 
Assessment 
Professional Development 
AQUIP 
Service Learning Advisory Committee 
Student Retention Committee 

A more complete description of full time faculty work hours and expectations is available in the Policy 
and Procedures Manual at http://www.donnelly.edu/htdocs/policies.html.  
 
Advising Student Organizations 
The Donnelly College Student Affairs Office is committed to providing innovative programs to help 
students get involved on campus, and giving students opportunities to develop leadership skills and 
pursue their passions through experiential learning.  
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What is an advisor? 
A student organization advisor is a faculty or staff member who provides support and guidance to officers 
and members of a student organization. The advisor not only serves as a representative of the group in 
an official capacity, but also as an advocate for the group. 
  

Why serve as an advisor? 
Advising a student organization can be a very rewarding experience for faculty. Working with students 
outside structured classroom experiences allows faculty an opportunity to share information and 
resources and to teach hands-on skills such as leadership styles, organizational ethics, and program 
planning. 
 

How do I become an advisor? 
There are three ways to become a student organization advisor at Donnelly College. 
1. Ask a student organization that you are interested in (mission, purpose, events, etc.) if it would like you 
as an advisor 
2. Be asked by a student to advise his or her organization 
3. Give your name and contact information to the V.P. of Student Affairs and you will be matched up with 
a new organization looking for an advisor.  
 

Time Commitment 
The amount of time required to serve as a student organization advisor varies based on the needs of the 
group. Minimally, Student Affairs Office expects advisors to spend two to three hours per month on 
student organization issues during the academic year. A very active advisor for a large student 
organization could expect to spend as many as two to four hours per week engaged in related activities. 
These activities can include: attending meetings, attending various events sponsored by the student 
organization which you advise, meeting with the president(s) or leader(s) of the student organization to 
discuss event programming, organizational development, and reflection.  

 
Advisor Expectations 

The Office of the Vice President of Student Affairs expects that at a minimum, advisors should be in 
communication with the organization president on a regular basis to have a pulse on the status of the 
organization. 
It is very important that the advisor and the organization leaders communicate their expectations to each 
other. The advisor should be clear about he or she will do or not do. It is recommended that you have a 
meeting at the beginning of your term as an advisor to determine these expectations. 
 
Regular Office Hours  
 
Each full-time instructor is expected to be on campus at least thirty hours through five days of each week 
that classes are in session. Faculty members should inform the immediate supervisor if they are teaching 
at another institution of higher learning. They also should inform the supervisor if they are teaching in 
another Donnelly College department. A minimum of five office hours each week is to be scheduled for 
professional services. Conference hours for consultation and guidance at times convenient for the 
students should be posted outside each faculty member’s office and filed with the Dean of Instruction. 

Procedure when instructor is absent from class 

When possible, substitution should be arranged if an instructor is unable to attend their scheduled 
classes. Additionally, the faculty member’s direct supervisor or dean should be informed that they will be 
missing or cancelling class.  
 
Reporting No Shows/Attendance 
	  
Students who have never reported to class should be reported to the Registrar’s office as “no shows” by 
using the summary attendance function in Moodle. A reminder and request for this information will be 
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sent out at the beginning of each semester. The report is due to the Registrar’s office after the 3rd week 
of classes is complete.  

Withdrawing students 

Students who exceed the number of absences determined by the departmental attendance policy should 
be withdrawn by their instructors by filling out the appropriate form in the Registrar’s office. Consult with 
your department director or immediate supervisor for more information.  

Resources 

Resources for faculty  

Campus Resources for Faculty   

• Physical Plant (maintenance/security) can be reached by calling extension 218. If no one is in 
the office to answer the phone, it will roll over to a cell phone. 

• Marian Hall Resource Room : Room 111 (Contact Director for code to door) This room is 
used by FACULTY and STAFF only and contains phone, copier (for small quantities), 
communication slots for instructors, computer, file cabinet for class exams/class related 
papers, first aid kit ,etc. 

• Donnelly Main Building 1st floor copier – Mail room (Contact Supervisor for Door code)  
• Donnelly Main Building 4th floor copier and workroom – Room has computer and printing/ 

copying capability for faculty use.  

Professional Development 
	  

Donnelly’s Professional Development Program is intended to enable faculty, staff and 
administrators to better serve students by increasing knowledge and skills and to progress 
professionally in individual disciplines.  The program also seeks to foster an atmosphere wherein 
learning is valued and shared among colleagues.   Donnelly College will provide resources 
necessary to support a commitment to ongoing professional development. 

All faculty – full -time, part-time, and adjunct – are eligible to participate in the program. Program 
participation is voluntary, but funding preference will be given to those who have developed an 
Individual Development Plan (IDP).  

Professional development refers to skills and knowledge attained for both individual development 
and career advancement.  Professional development encompasses all types of facilitated 
learning opportunities, ranging from formal coursework to conferences and webinars, to informal 
learning opportunities situated in professional or pedagogical practice. 
 
Participating in Professional Development-Professional development varies enormously from 
field to field, and includes any activity that enhances or aids individuals in performing their duties 
in any teaching, research or service capacity at Donnelly College.  Professional development 
activities may include but are not limited to participation in professional organizations and 
activities; research, scholarship and service activities; improvement and enhancement of teaching 
and pedagogy; and learning about teaching and technology issues. Individuals with questions 
about what counts as professional development should contact the current Chair of the 
Professional Development Committee.  
A wide variety of professional development sources, both internal and external, are available.  
Internal sources include on campus workshops, Faculty Senate professional development 
presentations, and department or program presentations and/or workshops. External professional 
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development opportunities include discipline-specific conferences, seminars, symposia, and other 
training efforts, professional journals and webinars. 
Applying for Professional Development Funds -Those wishing to apply for funding for 
professional development activities must follow the steps listed below.  All of the referenced forms 
are available on the Donnelly College website under the “Faculty and Staff” link.  

• Fill out an Individual Development Plan (IDP) and submit it to immediate supervisor.  
• For out-of-town activities, the applicant should contact the College Financial Analyst to 

determine the per diem for the travel city.   
• Fill out a Purchase Order to apply for advance funds to cover travel and conference 

registration.  
• Submit the REQUEST FOR PAID LEAVE – INSTRUCTORS form. 
• While traveling, applicant should save all receipts.  
• Upon return, the applicant must reconcile spending with the College Financial Analyst and 

submit the Record of Professional Development to immediate supervisor.  
IDPs may be submitted by either October 1 for the Fall semester or March 1 for the Spring 
semester.  At least one IDP per academic year is required for full-time faculty.  Copies of 
completed IDPs (with immediate supervisor’s signature) should be kept in faculty’s rank and 
promotion dossiers.   
Professional Development Committee -Those interested in serving on the Professional 
Development Committee should contact the current Chair of the Committee or their immediate 
supervisor for more information. More information about Professional Development can be found 
on the Donnelly College website under the “Faculty and Staff” link. 
 
	  

Resources for students 
	  
Campus Resources for Students 
 

• ACE and The Write Place (Campus Tutoring Center) – 2nd floor. Tutoring and writing help 
available to students.  

• Computer Lab – 3rd floor. Computers available for student use. Student monitor available to 
help with sign on or computer questions.  

• Library – 7th floor. Additional computers, study space, and resources available to students.  
 

Assessment 
	  
General grading procedures 
	  
Final grades for each student must be posted in Moodle. See the Faculty Moodle User Guide on Moodle 
for specific directions on how to post final grades for your class. You may also opt to use the Gradebook 
feature to track students’ grades.  
Submitting grades/ due dates 
The deadline to submit grades is announced by the Registrar’s Office each semester. Generally 
speaking, grades are due at 11:59 pm the Sunday following final exams during the Fall and Spring 
semesters and at 11:59 pm the Wednesday following the last day of Summer semester classes.  
 

Incompletes 

SEE APPENDIX 3 
Final Exams 
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The final exam schedule for day classes is published by the Dean of Instruction each semester. This 
schedule allows for longer examination periods for classes that incorporate comprehensive 
examinations. All day classes should follow this schedule.  
Saturday, weekend, and evening classes should schedule their final examinations for the final class 
period.  
	  
Academic Integrity 

Academic honesty is important to the functioning of any institution of higher learning. Some version of 
the academic integrity policy should appear in all class syllabi. The policy can be found in the online 
catalog by following the link below.  

http://donnelly-catalog.wikispaces.com/04.11+Academic+Dishonesty 

	  

	  

	  

	  

	  

	  

	  

 
 

APPENDIX 
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APPENDIX 1  Important Numbers and staff information 
 
Important contacts 
 
SECURITY  913-433-3350 or  913-544-8025 
 
EMERGENCY  911- From Donnelly phone be sure to dial only 911 (not 9-911)  
 
MAINTENANCE 913-433-3350 or  913-544-8025 for emergency 
   Submit Service Ticket on Donnelly Website for non-emergency 
 
IT Support     Submit Service Ticket on Donnelly website  
For immediate assistance during class due to equipment failure dial (913)621-8795 (ext. 295) 
 
Mary Carrington-Harris   President’s Administrative Assistant  (913)621-8746 (ext. 246) 
Nancy Fansher     Administrative Assistant    (913)621-8711 (ext. 211) 
Mary Pflanz  Director of Student Success   (913)621-8764 (ext. 264)  
Laurie Loethen  Human Resources/Business Office  (913)621-8765 (ext. 265) 
Amber Martinez  Registrar     (913)621-8733 (ext. 233) 
Sr. Sue Andrew  Counselor     (913)621-8724 (ext. 224) 
 
Additional telephones are located in the hall next to classrooms for emergency use. 
 
Faculty and staff must obtain individual codes for the key pads in Marian Hall from the Director of Health 
Occupations. Access is to basement, 1st and 2nd floors only.  (3rd floor is the men’s residence hall).  
 
Vending machines are located in the basement of both buildings.  
 
The Donnelly Bistro is located in the basement of the Donnelly main building.  
 
Entrance to Building and Parking 
In addition to the main building parking lot, students and faculty may park in the lot adjacent to Marian 
Hall. An individual code must be obtained to gain entrance to the building. Request for a code should be 
directed to the Director of Health Occupations. (After dark, it is advisable to exit as a group). 
The door off of the main lobby of Marian Hall is to be kept locked at all times. 
 
Classrooms 
Marian Hall classrooms 207 and 209 have Smart Boards.  Marian Hall classrooms 113, 114, 204, 205, 
and 208 are equipped with projectors.  You are encouraged to use available classroom technology to 
enhance your courses. 
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APPENDIX 2  Faculty Senate Constitution 
Constitution 

ARTICLE I:  Name 

This organization shall be known as the Donnelly College Faculty Senate. 

ARTICLE II:  Purpose 

We, the faculty members of Donnelly College, herewith form the Donnelly College Faculty Senate, an 
organization whose goal is to represent all faculty in the Donnelly College Community in matters 
pertaining to employment and professionalism. 

ARTICLE III:  Membership 

Section 1.  The Faculty Senate consists of all persons with a full-time Instructor Contract and 
representatives of the adjunct faculty with the number equivalent of up to 25% of the filled full-time 
contract positions.  The adjunct will not hold an administrative position and will be chosen through the 
application process as stated in the attachment.  However, the Faculty Senate may establish in its 
bylaws other reasonable restrictions regarding who may join as well as make reasonable provisions for 
the dismissal or recommendations of individuals.  Adjunct instructors who make such a commitment are 
paid a small stipend for attendance at these meetings. 

Section 2.  Faculty Senate will meet at least three times per semester.  Decisions will be made by casting 
votes.  Each member is entitled to one vote.  However, a vote may only be called for if the majority of 
those present are full-time faculty. 

ARTICLE IV:  Officers, Terms, and Duties 

Section 1.  Faculty Senate will elect full-time faculty members as a president, vice-president, and 
secretary by a majority vote.  Terms of each office shall be one year with the elections held before Spring 
Semester terminates to serve for the following academic year.  During the subsequent year the vice-
president will assume the role of the president.  In the event that the vice-president cannot fulfill the 
responsibilities of the president, the incoming vice-president becomes the president and a special 
election may be held for a new vice-president. 

Section 2.  Presidential duties include but are not limited to presiding over the Faculty Senate meetings 
and acting as liaison with any other organizations.  The president is the chief spokesperson for the 
Faculty Senate.  

Section 3.  Vice-presidential duties include but are not limited to revising the Faculty Handbook once per 
school year, organizing and planning the Fall and Spring Faculty Workshop events and assisting the 
President and assuming the role in the absence of the President. 

Section 4.  Secretarial duties include but are not limited to gathering information needed by the senate, 
advertising meetings, and keeping accurate records of all senate transactions. 

Section 5.  Faculty Senate will be given compensation in released time equivalent to three (3) credit 
hours per semester to be distributed in accordance with its by-laws. 
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ARTICLE VI:  Meeting Format 

Section 1.  Parliamentary procedure will serve in all matters not strictly covered by this constitution and 
subsequent by-laws. 

Section 2.  Members shall be provided an announcement of the meeting and a copy of the agenda at 
least 48 working hours prior to the opening of the meeting. 

ARTICLE VII:  Amendments 

Section 1.  This constitution may be amended or revised by approval of two-thirds of the members 
attending any regular meeting provided a written notice of the proposed revision shall have been filed 
with the secretary and presented at the preceding meeting.  The Senate members shall be given a copy 
of the proposed revisions at least ten (10) days prior to voting. 

Section 2.  The by-laws may be written, amended or revised by the method described in Section 1 of this 
article.  The by-laws, however, shall only require a simple majority rather than a two-thirds majority for 
approval. 
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APPENDIX 3  Incomplete Policy 

 
Application for Incomplete Grade 

(See back for policy and procedures) 
 

Section I – Student Personal Information 
 

Student Number  Last Name    First Name 

Section II – Request for Incomplete 

Course Number Section  Course Name   Year/Term  
 Instructor 

This course is a prerequisite to the following courses:  
______________________________________________ 

Reason for Request – attached note from physician and/or additional documentation if necessary.  

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

Estimated time needed to complete incomplete work: _________________________________________ 

Student Contact Info (phone, e-mail, address):    _____________________________________________ 

I have read the incomplete grade policy and procedures and understand that this incomplete course must be finished by the completion date indicated on this 
form or by the end of the next semester. If the work for the Incomplete is not finished, the “I” grade will be converted to an “F” and computed as a failing 
grade in the GPA. I also understand if that I will not be able to enroll in any course that has a prerequisite to this incomplete course.  
 
  
_____________________________________________________________________________________
Student Signature       Date 
Section III – Instructor Approval  

Please indicate the completion date:_______________________________________________________ 

Necessary work required to complete the course.  Please include a copy of the syllabus with notes of 
incomplete assignments and maximum points for each assignment.   

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 
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Student’s current grade and total points, not including missing work. _____________________________ 

Instructor Contact Info (phone, e-mail, address):  _____________________________________________ 

_____________________________________________________________________________________ 
Instructor Signature       Date 

Incomplete Grade Policy 

The letter grade “I” indicates “incomplete work”. An incomplete grade may be issued at the discretion of 
the instructor when a minor component of the course has not been completed due to extenuating 
circumstances. The incomplete may be issued when the missing component of the course may be 
completed without repetition of the regular work of the course. To receive an “I” the student must have 
completed at least two-thirds of the course requirements. The incomplete grade is used only when, in the 
opinion of the instructor, there is the expectation that the work will be completed in a timely manner.  

To award an incomplete the instructor must provide a copy of the syllabus and a list of the remaining 
requirements to the Vice President for Academic Affairs with additional copies provided to both the 
student and Department Chairperson. When the requirements are met and evaluated, the instructor 
submits the grade to the College Registrar’s Office in order to remove the “I.” Unless an earlier deadline 
is stipulated by the instructor of the course, an incomplete must be completed by the last day of class and 
grade submitted to the College Registrar’s Office by the deadline of grade submission of the subsequent 
Spring semester for Fall incompletes or the subsequent Fall semester for Spring and Summer incompletes; 
otherwise a grade of “F” will be recorded. 

Procedures 

To request an incomplete grade, student completes sections I and II and submits form to instructor. (If 
student is not able to complete the form, the instructor may complete the form on behalf of the student.)  
If approved, the instructor completes section III. The completed form must be submitted to the Office of 
the Registrar no later than one business day from the day of the final. Once the form is compete, the 
Registrar’s office will e-mail a copy of the approved request to the instructor, student (to the student’s 
Donnelly e-mail), Vice President for Academic Affairs and Department Chairperson.  The original form 
will be retained in the student file. When the work is completed, the instructor completes the “grade 
change” form in Office of the Registrar. Incomplete courses must be finished by the completion date 
indicated on this form or by the end of the next semester. If the work for the Incomplete is not finished, 
the “I” grade will be converted to an “F” and computed as a failing grade in the GPA. 	  

 

	  


