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The Manual 
The Wichita State University Policies and Procedures Manual was adopted to bring WSU policies 
and procedures together in one manual, and was initially compiled from the following sources: 

• Wichita State University Faculty Handbook (Academic Year 1994-1995 Revision)
• Wichita State University Policies and Procedures Manual published by the Division of

Finance and Administration in 1994
• Unclassified Professional Personnel Policy and Procedures
• Handbook for Classified Staff
• Student Employment Policy and Procedures
• Other formally approved policies and procedures not included in the documents listed

above
The manual was first adopted July 1, 1997, and reaffirmed July 1, 2014. Policy manual sections 
lacking an effective date were in effect previous to when the manual was first adopted. 
Additions or revisions to the manual must be proposed by an Initiating Authority and 
approved by the President as outlined in the Policies and Procedures Manual - Policy.  
The manual is the official compendium for all university policies and is regulated by the 
General Counse's office. 

https://www.wichita.edu/about/policy/policy.php
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1.01  Board of Regents 
Effective: July 01, 1997Revised: July 01, 2014 

I. Policy

Wichita State University is one of six state universities governed by the Kansas Board of Regents. 
Established in 1925 by the Kansas Legislature, the board is composed of nine members appointed 
by the Governor with the advice and consent of the Senate. Board members serve overlapping 
terms of four years; no more than five members may be identified with the same political party. 
The board is assisted by a professional staff, allowing the members to address questions of 
general policy. In its consideration of policies, the board is also guided by recommendations from 
the chief executive officers of the six Regents universities. The board delegates to the university 
chief executive officer and his/her staff the internal administration and operation of an individual 

university. 

II. Regents Institutions Councils

Several state councils provide the mechanisms through which cooperation and coordination 
among the Regents universities are achieved. Go to Kansas Board of Regents Councils & 
Committees for a complete list. 

https://www.kansasregents.org/about/councils_committees
https://www.kansasregents.org/about/councils_committees


1.02 / Mission and Vision Statements for Wichita State 
University 
Effective: July 01, 2013 

I. Mission

The mission of Wichita State University is to be an essential educational, cultural, and economic 
driver for Kansas and the greater public good. 

II. Vision

Wichita State University is internationally recognized as the model for applied learning and 
translational research. 

This vision means Wichita State University will be “the model” not merely “a model” for requiring 
students to apply their skill sets in practical or real world contexts. It requires that everyone at 
Wichita State University can state what each student will be able to accomplish in terms of 
applied learning or translational research. This vision extends beyond the student experience — 
it requires that everyone at the university engage in or support applied learning and translational 
research. The fulfillment of this vision will be realized in many different ways across the Wichita 
State University campus. 



1.03 / University Administration 
Effective: February 13, 2017 

I. Policy

The institution's administrative structure includes at a minimum a president, chief financial 
officer, and chief academic officer with appropriate credentials and experience and sufficient 
focus on the institution to ensure appropriate leadership and oversight. The administrative 
structures of each academic and the non-academic unit, as delegated by the president, can be 
found on the websites of those respective units. 



1.04 / Execution of Contracts 
Effective: July 01, 1997 I Revised: October 10, 2018 

I. Purpose
To comply with Regents Policy on contracts.

II. Policy
a. This policy is intended to be subject to and in compliance with Board of Regents (Board)

policies on contracts.
b. For purposes of this policy, a "contract" is any agreement or promise which purports to

obligate the University1 to perform some responsibility or to take some specific action[s].
c. All University contracts must be in writing and must be in the name of Wichita State

University. Colleges, individual schools, divisions and departments shall not enter into
contracts.

d. The President, Provost, vice presidents on the President's Executive Team, Chief of Staff,
and General Counsel are the only individuals authorized to contractually bind the
University by the execution of a contract. The President, Provost, vice presidents on the
President's Executive Team, Chief of Staff and General Counsel may further delegate
authority to execute contracts (and thereby legally commit) on behalf of the University
with consideration given to the type of contract and the amount of revenue and expenses
involved.

e. All contracts or contract forms involving an expenditure of funds by the University in an
amount of One Million ($1,000,000) or more must be authorized by the President prior
to execution on behalf of the University. The Board’s President and Chief Executive Officer 
must be notified in writing of any contract which requires expenditures or transfers by
the State University of an amount greater than one million dollars ($1,000,000), excluding
contracts directly related to a capital improvement project

¹ Unless otherwise noted, this policy is applicable only to Wichita State University. While it does 
apply to auxiliary enterprises of the University, it does not apply to affiliated corporations of the 
University. Items 6 and 7 in Chapter II, Section D of the Board Policy Manual defines auxiliary 
enterprises as self-supporting university-operated enterprises which include, but are not limited 
to, student housing, student health services, unincorporated student unions, and parking. The 
Board Policy Manual defines affiliated corporations as incorporated entities which are funded 
solely or primarily by monies other than state funds and whose purpose is to enhance or support 
the mission and activities of the institution. Affiliated corporations include, but are not limited 
to, alumni associations, incorporated student unions, boards of trustees, endowment 
associations, and athletic corporations. 



III. Implementation

This policy will be distributed to appropriate University personnel for dissemination and 
implementation. 

(Note: The reader should also refer to the Foreign Gifts and Contracts Policy at Section 13.16 
of this manual.) 

https://www.wichita.edu/about/policy/ch_13/ch13_16.php


1.05 / Internal Audit Charter 
Effective: July 01, 1997 I Revised: December 07, 2012 

I. Purpose

Internal auditing is an independent, objective assurance and consulting activity designed to add 
value and improve an organization's operations. It helps an organization accomplish its objectives 
by bringing a systematic, disciplined approach to evaluate and improve the effectiveness of risk 
management, control and governance processes. 

II. Authority

The Kansas Board of Regents Internal Audit Function Policy specifies that each state university 
shall have an internal audit function. At Wichita State University, the internal audit function is led 
by the Director of Internal Audit who reports directly to the University President on all audit 
matters. The Internal Audit Function Policy of the Board further specifies that internal auditors 
shall: 

• Have no restrictions placed on the scope of their work.
• Have full and free access to all records, properties and personnel relevant to an audit.
• Have no responsibilities for the activities they audit.
• Report directly to the Board Fiscal Affairs and Audit Committee any situations wherein

the auditor perceives a conflict of interest with or on the part of the university chief
executive officer's involvement with the subject of an audit.

III. Responsibility

It is the responsibility of Internal Audit to provide assurance and consulting services in a manner 
consistent with the International Standards for the Professional Practice of Internal Auditing and 
Code of Ethics promulgated by the Institute of Internal Auditors. Internal Audit will assist the 
university in maintaining effective controls by evaluating their effectiveness and efficiency and 
by promoting continuous improvement. Areas of audit emphasis include: 

• Achievement of the university's strategic objectives.
• Reliability and integrity of financial and operational information.
• Effectiveness and efficiency of operations and programs.
• Safeguarding of assets.
• Compliance with laws, regulations, policies, procedures and contracts.



1.06 / Affiliated Corporations 
Effective: July 01, 1997 I Revised: June 17, 2016 

I. Wichita State University Intercollegiate Athletic Association, Inc.

Wichita State University Intercollegiate Athletic Association was incorporated to schedule, 
manage, and promote University athletic contests in harmony with the general education policy 
of the University. 

II. Wichita State University Union Corporation

Wichita State University Union Corporation was incorporated to promote the educational 
purposes of the University, and to provide management and operational services and facilities 
for operating the Rhatigan Student Center. 

III. Wichita State University Alumni Association

Wichita State University Alumni Association was incorporated to promote the welfare of the 
University and to encourage and stimulate the interest of students, former students, and all 
others in the University. 

IV. Wichita State University Innovation Alliance, Inc.

Wichita State University Innovation Alliance was incorporated to oversee and manage 
relationships with public and private organizations that engage in innovation-based partnerships 
to support the University's mission, and to facilitate the University's intellectual property 
development, dissemination and licensing. 

V. WSIA Investments Corporation

WSIA Investments Corporation was incorporated to manage WSU-created intellectual property 
that is to be commercialized, to license technology and receive royalties, identify and evaluate 
commercialization projects, and manage the Innovation Campus. 



1.07 / Recognition of Wichita State University Foundation 
Effective: November 10, 2008 

I. Purpose

The purpose of this statement is to acknowledge the role of the Wichita State University 
Foundation. 

II. Preamble

The Wichita State University Foundation was originally incorporated in 1965.

III. Policy

The Wichita State University Foundation was incorporated to support the educational 
undertakings, and all related or beneficial activities, of Wichita State University. 

IV. Implementation

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The President shall have primary responsibility for publication, dissemination and 
implementation of this University policy. 



1.08 / Recognition of Wichita State University Board of 
Trustees 
Effective: November 10, 2008 

I. Purpose

The purpose of this statement is to acknowledge the role of the statutorily created Wichita State 
University Board of Trustees. 

II. Preamble

The Wichita State University Board of Trustees was established in 1963 by the legislation which 
brought the University of Wichita into the Regents System as a state university. 

III. Policy

The Wichita State University Board of Trustees was established for the education enrichment 
purposes set forth in K.S.A. 76-3a16 and for the advancement of the general welfare of Wichita 
State University. The Board of Trustees currently receives and allocates monies from the one and 
one-half mill tax levy provided for in 76-3a07, as amended. 

IV. Implementation

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The President shall have primary responsibility for publication, dissemination and 
implementation of this University policy. 



 

 

1.09 / Strategic Plan Implementation 
Effective: August 08, 2017 Revised: April 20, 2021 

I.Initiating Authority 
1. The Office of the President serves as the initiating authority. 

II.Purpose 
1. The Strategic Plan Committee (the "Committee") is a University-level standing 

committee created by the President, which serves to facilitate the advancement 
and implementation of the WSU Strategic Plan through the facilitation of 
subordinate action and unit-level plans. The purpose of this policy is to define the 
structure and responsibilities of the Committee. 

III.Committee Structure 
1. Appointments 

The following appointments shall be made to the Committee. There are no term 
limits for appointees. 

1. Administrative Unit Representation and Plans 

The Committee shall be comprised of a representative from each of the 
unit, department and/or area ("Units") identified in this section, and as 
designated by the President. The dean or senior executive of each Unit 
shall appoint their Unit representative to the Committee. Each 
representative is expected to be an integral part of their Unit's strategic 
planning process and a person who can effect change in their Unit. Each 
representative is charged with reporting on and representing their Unit 
plan, as noted below: 

1. Academic Affairs - Academic Master Plan 
2. Campus of Applied Science and Technology - Strategic Plan 
3. Chief Diversity Officer - Diversity Plan 
4. Facilities Planning - Facilities Master Plan 
5. Finance and Administration - University Budget 
6. Human Resources - Talent Management Plan 
7. Information Technology Services - Technology Plan 
8. Industry and Defense Programs - I&D Plan 
9. Research - Research Plan 
10. Strategic Communications - Communications Plan 
11. Strategic Enrollment Management - SEM Plan 

https://www.wichita.edu/about/strategic_plan/WSU_Strategy.php


 
12. Student Affairs - Student Affairs Plan 
13. Wichita State University Foundation – Budget 

 

2. Representatives Appointed by University Organizations 

Each of the following organizations ("Organization") shall appoint a 
representative using the Organization's process for selecting Committee members. 
Representatives are expected to be a voice for their constituents, as well as be an 
active participant in the work of the Committee as it relates to the University's 
Academic Master Plan: 

1. Faculty Senate 
2. University Staff Senate 
3. Student Government Association 
4. Graduate Student Association 

3. Chair of the Committee 

The Vice President for Strategic Engagement and Planning chairs the Committee. 
This position facilitates the activities of the Committee. 

IV.Committee Responsibilities 
1. Committee Charge 

The Committee is charged with implementing, facilitating, and advancing the 
WSU Strategic Plan. 

2. Primary Responsibilities 

The primary responsibilities of the Committee shall include: 

1. Integrating the Unit-level strategic plans and goals into the plans and goals 
of the University to aid in shaping and formulating the University's 
Strategic Plan and to support all institutional, accreditation, and regulatory 
reporting obligations. 

2. Assessing progress towards targets by: 
1. Collecting data and other artifacts that support annual reporting of 

progress; 
2. Recommending initiatives and areas for improvement of 

University efforts; 
3. Reporting initiatives and activities through the strategic planning 

reporting portal; and 
4. Coordinating University continuous improvement efforts. 



 
3. Providing meaningful cross-campus conversation on strategic topics to 

demonstrate progress on the University's strategic plan, to include: 
1. Transferring implementation responsibility of the strategic plan to 

campus stakeholders including but not limited to vice presidents, 
and deans; and 

2. Facilitating University strategic plan events (e.g. Fall Strategic 
Plan Annual Review, Spring Strategic Plan Forum). 

4. Reviewing Strategic Plan templates, tools, and metrics for needed changes 
to the University's Strategic Plan. 

5. Ensuring two-way communication with the various University Senates. 
6. Scheduling the review of, and providing feedback to leaders on the, 

subordinate action plans of the units, areas, and entities to ensure: 
1. Unit plans are linked to University Strategic Plan; and 
2. The Units engage in continuous improvement of their respective 

action plans. 
3. University Strategic Plan Review 

1. The University is committed to reviewing and updating the University 
Strategic Plan every three to five years, as dictated by the President. The 
Strategic Planning Committee shall participate in such review and update 
alongside representatives from the community and University 
constituency groups and representatives, including, but not limited to, 
representation from the following additional Units: 

1. Athletic Department 
2. Government Relations 
3. Industry Engagement and Applied Learning 
4. Wichita State University Alumni Association 

 



1.10 / Shared Governance 
Effective: June 05, 2017 I Revised: June 19, 2019 

I. Purpose

To provide the structure to promote collaboration among faculty, staff, and administration as 
well as accountability to meet the mission and the vision of the University. 

II. Policy

The variety and complexity of the tasks performed by institutions of higher education produce 
an inescapable interdependence among governing board, administration, faculty and staff. The 
relationship calls for adequate communication among these components and full opportunity for 
appropriate joint planning and effort. The University supports and recognizes the work and time 
commitment of the members of the committees, councils, and senates that make up the shared 
governance structure. 

A. Staff must confer with their immediate supervisor regarding the capacity for the unit to
absorb the loss of the staff member's time necessary to serve on the committee, council
or senate. Workload, staff member performance, attendance and/or dependability and
unit budget are examples of, but not an exhaustive list of, reasons that may prevent a
manager from approving a staff member to participate in committees, councils and
senates. Management should mitigate these to the greatest extent possible.

B. Faculty and staff shall be afforded the necessary time during their regularly scheduled
hours to complete duties attributed to their service on committees, councils and senates.

C. Because of the significant level of effort required of faculty senate president and
president elect, the work assignment of the individuals shall be adjusted during their
service to the University. For the president of the faculty senate, this adjustment shall be
equivalent to a three (3) credit hour course in each of the summer, fall and spring
semesters for the service year. Additional compensation can be negotiated in lieu of
course release. For the president elect of the faculty senate, this shall be the equivalent
of a three (3) hour credit course in the spring semester of the service year. All such efforts
must be in-load and supported by the University.



Chapter 2 - Academic Policies 

 2.08 / Posthumous Degrees
Effective: July 1, 1997 | Revised: November 4, 2015

 2.10 / Program Discontinuance
Effective: July 1, 1997

 2.11 / Deactivation of Courses
Effective: July 1, 1997

 2.16 / Centers, Institutes and Bureaus
Effective: October 31, 2009

 2.17 / Student Academic Integrity
Effective: July 14, 2010 | Revised: August 7, 2020

https://www.wichita.edu/about/policy/ch_02/ch2_08.php
https://www.wichita.edu/about/policy/ch_02/ch2_10.php
https://www.wichita.edu/about/policy/ch_02/ch2_11.php
https://www.wichita.edu/about/policy/ch_02/ch2_16.php
https://www.wichita.edu/about/policy/ch_02/ch2_17.php


2.08 / Posthumous Degrees 
Effective: July 01, 1997 I Revised: November 04, 2015 

I. Purpose

To create a policy that standardizes a procedure for the awarding of posthumous degrees. 

II. Policy

The award of a posthumous degree recognizes the academic achievement of the student. 
Upon the recommendation of the student's major department to award a posthumous 
degree, the dean of the college will contact the family to ascertain their wishes and then will 
forward an appropriate recommendation to the Provost with a copy to the Registrar. If the 
degree to be awarded is a graduate degree, the chair's concurrence with the award must note 
the approval of the graduate faculty of the department. 

To be eligible for a posthumous degree an undergraduate student must be degree-seeking 
and typically within 30 hours of completing the bachelor's degree or within 15 hours of 
completing the associate's degree. 

A graduate student must be "near completion" of the degree. An approved plan of study must 
be on file or in the process of approval. All graduate school rules and regulations pertaining 
to time limits, incomplete grades, transfer credits, etc., will be in effect. 

During the commencement ceremony the names of posthumous degree recipients should be 
read at the beginning of each college list of names. If printing deadlines can be met, the 
student's name should be printed in the commencement bulletin. 



2.10 / Program Discontinuance 

Effective: July 01, 1997 

I. Introduction

Program discontinuance has already occurred at Wichita State University and has been 
necessitated by numerous environmental pressures on the University. Various economic, 
social, technical and educational demand trends may lead to further reallocation decisions of 
increasing difficulty as the University works to serve the interests of its publics. 

In 1977 the Wichita State University mission statement concluded that "Wichita State 
University can best serve its urban mission by being an excellent university." Excellence 
comes at the price of high investment of scarce resources and the University must use its 
limited resources in an optimal manner to achieve the greatest degree of excellence in its 
programs. A decision to discontinue a program must be recognized as a basic tool in the 
university's efforts to fulfill its mission. 

When faced with the necessity of program discontinuance, the faculty of Wichita State 
University must take a positive stance toward the issues involved. Any action requiring 
program discontinuance must be contained and directed in ways acceptable to the academic 
standards of Wichita State University. 

Discontinuance decisions, when necessary may often involve the redirection of resources to 
other programs. It is crucial that such decisions be made so that the ability of the University 
to fulfill its mission is significantly enhanced. Such decisions must be guided by a 
comprehensive statement of principles and procedures to ensure that the University's 
mission is, in fact, properly served, that decisions are based on bona fide long-term trends in 
the environment, that the well being of the current students is served to the greatest possible 
extent, and that the spirit as well as the letter of the University's tenure commitment to 
faculty is honored. 

II. Definitions

A. Program discontinuance
"Program discontinuance" at Wichita State University refers to the termination of an
academic unit (college, department, division, center or school) in which a degree is
offered. It may also refer to the termination of a specific or unique degree program with
no other change to the academic unit which offers that degree program.



 
Programs subject to discontinuance under these procedures are those listed in the 
"Degree and Certificate Program Inventory for Regents Institutions." By specific action of 
the faculty of the relevant college, concurred in by the University President, areas of 
emphasis or academic sub-specialties within existing degree programs may be considered 
as "programs" to be treated under this document. 

B. Teaching faculty 
The term "teaching faculty" refers to all unclassified personnel with the faculty rank of 
instructor or higher whose duties are 50 percent or more teaching and/or research and/or 
library services. 

C. Academic weeks 
The term "academic weeks" will be used to specify those periods of time, according to 
the University calendar, during which the University is officially in session (excluding 
Summer Session). 

III. Procedures 

A. Recommendations for the initiation of program discontinuance may be originated from 
any of several sources. Specifically, these would include the academic unit in which the 
degree is offered, the dean of the college in which the program is offered or the Provost. 

B. Program discontinuance will be the decision of the President of Wichita State University 
upon recommendation from the Provost. Decisions regarding program discontinuance 
will be made on the basis of bona fide educational considerations only and these decisions 
will be distinct from and unrelated to those based upon financial exigency. 

C. When an academic unit offers more than one degree program and less than the total unit 
is recommended for discontinuance, the faculty members of the continuing academic unit 
will not be considered for dismissal unless the unique or specific degree program 
discontinuance significantly reduces the resources, structure or performance of that 
academic unit or unless the faculty member is demonstrably unqualified for continued 
appointment in the continuing unit even following reasonable efforts at retraining. This 
determination would be made upon recommendation from the academic unit to the dean 
of the college or appropriate budget review officer. 

D. Proposals for potential program discontinuance shall be made in writing to the Provost. 
Such proposals will include identification of circumstances leading to the 
recommendation, a detailed rationale for the recommendation, a statement of the 
projected impact on the mission of the University and the academic unit, a statement of 
the projected impact on students and faculty of the academic unit, and a statement of 
the financial resources and faculty positions likely to be affected by the recommendation. 

E. The President and/or the Provost will provide confidential copies of the program 
discontinuance recommendation to the members of the Executive Committee of the 
Faculty Senate. The President and/or Provost will meet with the Executive Committee to 
seek its confidential advice relative to the wisdom of proceeding with a review of the 
program discontinuance proposal. The President will also provide opportunity for the 



Institutional Equity and Compliance Director to provide advice on the effect of the 
proposed reduction on compliance with the University's affirmative action plan. 

F. If the President and/or Provost decide to proceed with the program discontinuance
proposal, the Provost will transmit to the dean of the affected unit copies of the proposal
with the request that the dean seek the confidential advice of a committee of all
departmental chairs in the college about the wisdom of proceeding with the program
discontinuance. The chair of the affected unit will be notified of the proposed action at
least one academic week in advance of the committee meeting of the department chairs.
The chair of the affected unit will have the option of meeting with the President or
Provost. The dean will communicate the committee recommendation with his or her own
recommendation back to the Provost.

G. If the President and/or Provost decide to proceed with consideration of program
discontinuance, the faculty of the affected unit will be notified first and a copy of the
discontinuance proposal will be distributed to all members of the faculty of the college
affected. Faculty members and students of the affected college will be invited to submit
within two academic weeks written statements or arguments or rebuttal on the proposal
to the college dean for distribution to the teaching faculty of the college. Within a period
of not less than two academic weeks nor more than four academic weeks of the
distribution of the written statement or rebuttal to the teaching faculty, the teaching
faculty of the college shall be convened to vote its agreement or disagreement with the
recommendation for program discontinuance. Absentee ballots shall be accepted. A copy
of that action including the vote count shall be forwarded to the Provost, the dean of the
college and the President of the Faculty Senate.

H. At the next meeting of the Faculty Senate, the Senate President will report the proposed
program discontinuance and the action of the college faculty on that matter. No Senate
action is required but the Senate may, by majority vote, choose to record a position of
agreement or disagreement with the proposed program discontinuance which shall be
forwarded to the University President.

I. The President of Wichita State University will evaluate the initial recommendation, the
actions of the review bodies, the recommendation of the Provost and will, within four
academic weeks, render a final decision regarding the recommendation for program
discontinuance. If the decision is in favor of program discontinuance, the statement from
the President will include a detailed timetable for the discontinuance action and a
statement, with reference to all provisions of this document, detailing actions to be taken
regarding the affected students and faculty. The statement must be distributed to the
Provost and the dean, chair and faculty of the affected unit.

IV. Rights and Privileges of Students and Faculty

A. The provisions of this section will apply to all program discontinuance actions regardless
of the originating source. The Provost will make a public announcement of the
discontinuance of the program and faculty representatives from the program shall
contact all students who are enrolled in the degree program. No student should be



 
admitted after the announcement has been made. Consideration of the impact on current 
students will be made to help them complete their degree program. 

B. After the public announcement is made, there will be a maximum of a three-year period 
of continuance to accommodate current students. If it is not possible for students to 
complete their degree programs within this three-year period, the University will make 
reasonable efforts to accommodate such students. Such efforts should include but not be 
limited to the following: 

1. permitting the student to complete his/her degree program by taking work in related 
departments; 

2. permitting the student to complete his/her degree program at another institution; 
3. making provisions in the case of graduate students for supervision of dissertations 

and administration of graduate examinations by faculty at other institutions; and 
4. honoring existing multi-year fellowships. 

C. For faculty members in the unit being considered for discontinuance, the written 
termination notice from the President must include the following: 

1. a statement of the basis for the decision to dismiss; 
2. a description of the manner in which the decision to dismiss was made; 
3. a disclosure of data on which the President relied; and 
4. a statement of the faculty member's right to respond to the dismissal. 

D. For faculty members holding probationary appointments, the notice of 
nonreappointment must meet the prescribed terms. 

E. The appointment of a tenured faculty member should not be terminated in favor of 
retaining a faculty member without tenure, unless there are extraordinary circumstances 
where a serious distortion of the academic program would otherwise result. 

F. Faculty on continuous tenured appointments who are scheduled for dismissal for reasons 
of program discontinuance will be retained as long as possible during the years in which 
their program is being phased out and will receive their full salaries with appropriate merit 
increases. During the time in which students in a discontinued program are permitted to 
compete their degree, tenured faculty will be continued in their previous duties or will, 
by mutual consent, be reassigned to other suitable positions within the University. Every 
reasonable effort will be made to find a position acceptable to the faculty member as well 
as to the unit to which the assignment is being considered. 

G. Addition of faculty relocated within the university will not displace present tenured or 
probationary personnel. The unit involved in the placement as well as the faculty member 
must participate in the decision-making process. If placement in another position would 
be facilitated by a reasonable period of retraining, financial and administrative support 
for such training will be proffered. 

H. If continued appointment of a tenured faculty member is deemed impractical due to 
significantly decreased student participation during the three-year phase-out period; and, 
if relocation is unreasonable, the faculty member will be assigned other duties for no 



 
more than 12 months. Early retirement or part-time employment should also be 
considered as additional options. 

V. Appeals 

A. A faculty member who receives written notice of termination for the reason of 
discontinuance of a program will have all the rights of due process as established in the 
Grievances Procedures section under Resolution of Internal Disputes. 

B. A faculty member who receives notice of termination for this reason may initiate review 
by making a written request to the Chair of the Rules Committee stating the grounds for 
challenging the decision to terminate. 

C. The administration must demonstrate initially that the decision to terminate was arrived 
at in accordance with established University policy as described in this document; the 
faculty member then bears the burden of proving the validity of his/her allegations of 
improper action. 

D. Grounds for the claim of improper action may include but are not limited to: 

1. failure of the University to follow established processes for determination of program 
discontinuance; 

2. incomplete or erroneous data in selecting the faculty member for dismissal; 
3. failure of the University to make a reasonable effort to place the faculty member in 

another suitable position; 
4. unfairness based on discrimination and/or principles of affirmative action. 

E. If a hearing is determined to be necessary, the specific procedures for the hearing are 
provided in the statement of Policies and Procedures for Processing Grievances of Faculty 
at Wichita State University under Resolution of Internal Disputes. 

F. In the case of a claim of unfairness based on discrimination and/or principles of 
affirmative action, procedures will also be those set forth in the Policies and Procedures 
for Processing Grievances. 

 

 

 

 

 

 

 



2.11 / Deactivation of Courses 
Effective: July 01, 1997 

I. Purpose

This policy is established to insure students have accurate catalog information about the 
opportunities to study at Wichita State University. The policy establishes procedures for 
identifying courses to be stricken from the catalog (called deactivation), procedures for 
offering courses in the deactivated category, procedures for activating courses deactivated 
and having such courses included in the catalog (called reactivated), and procedures for 
identifying courses among those courses deactivated for possible deletion. 

II. Policy

A. Identifying Courses to be Deactivated
1. Courses not offered within the most recent five-year period are candidates for

deactivation.
2. Each spring the Provost will request the Registrar to compile a list of courses not

offered during the most recent five-year period. This is the list of courses which are
"Candidates for Deactivation."

3. The list of "candidate courses" will be distributed to deans, along with a request to
share this information with relevant chairpersons, for review and consideration.

4. Unless the chairperson and dean request a course or set of courses be retained or
deleted through the regular curriculum committee procedures, the "candidate
courses" provided by the Registrar will be deactivated. Deactivation means they will
not be advertised in the catalog. Deactivated courses may be offered (see below),
reinstated (see below), and "blue-carded."

5. A list of deactivated courses, including course descriptions, will be distributed to
relevant deans for distribution to appropriate curriculum committees and
chairpersons.

B. Procedures for Offering a Deactivated Course
Courses which have been deactivated may be included in a schedule of courses by
following the procedures outlined below.



 
1. The chairperson should list the deactivated course(s) on the proposed course 

schedule as he/she would a regular course. 
2. The chairperson should submit a Wichita State University Curriculum Change Form 

through the dean, to the Registrar requesting that the deactivated course(s) be 
offered with the proposed course schedule. You need only to complete item #9 at the 
top of this form and item I, A, 1-3 indicating "Offering Deactivated Course." Attach 
this to the proposed course schedule. The Schedule of Courses will include a course 
description for any deactivated course that is offered. 

3. Submit a copy of the Curriculum Change Form to the Office of Academic Affairs. This 
is for information purposes only. 

C. Procedures for Including a Deactivated Course in the Next Catalog Printing 
The procedures for having a deactivated course made active and advertised in the 
undergraduate and graduate catalogs (i.e., reactivation) are also relatively 
straightforward. However, reactivation should only be undertaken when a department 
expects to regularly offer a course that is currently deactivated: 
1. The chairperson should submit a Wichita State University Curriculum Change Form 

through the dean, to the Office of Academic Affairs. Complete item #9, indicating 
other action, Inclusion in Catalog, and Section I.A., showing the department and 
course number, course title, credit hours, course description, prerequisites, and the 
appropriate 11-digit identification number. Under Section VI briefly outline the 
manner in which the department will regularly offer the course(s). 

2. If the course is being offered immediately, also attach a copy of the Curriculum 
Change Form to the proposed schedule. 

3. The Provost will forward the request to both University Communications (for inclusion 
in the relevant catalogs) and to the Registrar's Office (to take the course(s) out of the 
deactivated file.) 

D. Deletion of Deactivated Courses 
A deactivated course may be deleted if it is not periodically offered. 
1. Each spring the Provost will request from the Registrar a list of courses that have been 

on deactivation status for five years. 
2. Unless requested otherwise by both the chairperson and dean, courses on this list will 

be deleted through the regular curriculum committee procedure. 

E. Information About Deactivated Courses 
A list of deactivated courses will be made available to students and faculty. 
1. The Provost will request the Registrar to provide a list of deactivated courses each fall 

semester. This list will be distributed to relevant deans, for distribution to relevant 
chairpersons, departments and curriculum committees. 

2. Whenever a deactivated course is offered, a course description will be included in that 
semester's Schedule of Courses. 



 
 

2.16 / Centers, Institutes and Bureaus 
Effective: October 31, 2009 

I.     Purpose 

The purpose of this statement is to set forth University policy with regard to the creation and 
initiation of Centers, Institutes and Bureaus at Wichita State University. 

II.    Preamble 

Board of Regents policy states that all centers, institutes and bureaus should enhance the 
visibility of a given subject or activity and that there should be sufficient resources provided 
in support of the center, institute or bureau to meet the goal of increased visibility.1 It is 
crucial that the University have a formal process in place to ascertain and assure compliance 
with Regents requirements and to verify that the creation and initiation of such an entity is 
in the best academic and financial interests of the University. 

¹ See Item 7(j) in Chapter II, Section A of the Board of Regents Policy Manual. See also Item 
7(e) in Section A with regard to required approvals. 

III. Policy 

A. No center, institute or bureau shall be initiated without the specific authorization and 
approval of the President of the University, after review and recommendation by the 
Provost. (It is noted that Centers of Excellence, which are funded through legislative 
appropriation, should have state and nation-wide recognition and should be unique 
within the state. Centers of Excellence require consideration and approval by the Board 
of Regents and the Kansas Legislature.) 
 

B. The Provost shall be responsible for the development of criteria and guidelines for 
consideration and use by faculty, departments and/or colleges interested in the creation 
and initiation of a center, institute or bureau. 

IV. Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. The Provost shall have primary responsibility for 
publication, dissemination and implementation of this University policy. 

 



 
 

2.17 / Student Academic Integrity 
Effective: July 14, 2010 I Revised: August 07, 2020 

I.     Initiating Authority 

A. The Provost or their designee is the initiating authority for this policy. The Provost is 
responsible for the development and implementation of policies and procedures for the 
administration of the Student Academic Integrity policy. The Provost is responsible for 
notifying the University community of substantial changes to this policy. 

B. Additionally, the Associate Dean of Students serves as the primary Conduct Administrator, 
unless otherwise designated by the Vice President of Student Affairs. The Conduct 
Administrator is responsible for Student Conduct & Community Standards to oversee and 
administrate the policies and procedures for the Student Academic Integrity policy. 

II.     Person/Groups involved in Review 

A. This policy shall be reviewed a minimum of every three years under the direction of the 
Provost. 

B. Other parties that may be included in the review of the Student Code of Conduct include: 

1. Student Conduct & Community Standards office staff; 
2. Associate Vice President for Academic Affairs; 
3. Associate Vice President for Student Affairs & Dean of Students; 
4. Vice President for Student Affairs; 
5. Faculty Senate; and 
6. Office of General Counsel. 

III.     Purpose Statement 

A. This policy sets forth the expectations for the responsible acquisition, discovery, and 
application of knowledge by Students at the University, including the ethical use of 
information resources, and to ensure the integrity of academic credit and degrees 
conferred by the University. 

B. The University is committed to the ethical pursuit of knowledge. In order to ensure the 
integrity of faculty evaluation of Students, all members of the University community share 
responsibility for ensuring that Students have demonstrated successful mastery of the 
learning objectives for each Academic Activity. By conferring a degree, the University is  
 



 
assuring the general public that the Student has successfully met all requirements for 
graduation, including meeting the learning objectives for each Academic Activity. 
Indifference to academic misconduct is not a neutral act—failure to confront and or deter 
such behaviors will reinforce, perpetuate, and increase the prevalence of academic 
misconduct in the University community. 

C. Students are expected to complete independent, original work for each academic course 
or activity unless otherwise specified by the Faculty Member. Students should seek 
clarification when in doubt. Faculty Members are required to communicate their 
expectations regarding Academic Integrity; including, but not limited to, collaboration, 
information sharing, and conducting ethical research. All syllabi must include information 
(or refer the student to accessible information) on the Student Academic Integrity policy. 
Additionally, Faculty Members are expected to adhere to the policy pertaining to the 
reporting and resolution of alleged violations of Student Academic Integrity. 

D. Discretion is expected by those involved in the Academic Integrity process, especially as 
related to investigations of academic misconduct allegations. Details should only be 
shared with those that are on a need to know basis, and with compliance of FERPA. 

IV.    Policy Statement 

A. As members of the University community, all Students, Student Groups, and Student 
Organizations are expected to display respect for the rights of themselves and others and 
to be accountable for their behavior. Lack of familiarity with University Policy is not a 
defense to a violation of this policy. Unless specifically noted in the policy definition, 
intent is not a required element to establish a policy violation. 

B. Academic misconduct includes a broad range of infractions. The following list, while not 
comprehensive, provides examples of actions that violate the expectations for the 
responsible acquisition, discovery, and application of knowledge by Students at WSU: 

1. Plagiarism – Representing the words, ideas, graphics, or any portion of another's 
work, whether published or unpublished, as one's own and/or without appropriate 
and/or accurate citation/attribution. 

2. Unauthorized Use or Possession of Materials or Resources – Using or possessing any 
materials or resources during an Academic Activity without the express permission of, 
or in a manner that is inconsistent with the express permission of, the Faculty 
Member. Unauthorized use of materials or resources includes, but is not limited to, 
any electronic device; course textbooks, articles, cheat sheets, other print sources; 
and/or looking at another individual's current or previous academic work. This 
includes submission of materials that were purchased or otherwise obtained by an 
outside or commercial source (e.g. ghostwriting or pay-for-paper services). 

3. Unauthorized Collaboration or Consultation – Collaborating or consulting with 
another individual or group during an Academic Activity without the express 
permission of the Faculty Member. 



 
4. Fabrication, Falsification, or Misrepresentation of Information – Providing fabricated 

or falsified information or misrepresenting information in an Academic Activity or 
related to academic attendance or other academic requirements. 

5. Academic Interference – Engaging in any behavior or taking any material(s) for the 
purpose of interfering with an Academic Activity. Academic Interference includes, but 
is not limited to: removing, concealing, damaging, destroying, or stealing materials or 
resources that are necessary to complete or perform an Academic Activity; tampering 
with another person or group's work; and/or interfering with another Student's 
academic performance. 

6. Unauthorized Resubmission – Submitting an Academic Activity which has been 
previously submitted for credit, publication, or presentation without authorization 
from the Faculty Member to which the submission is made. This provision also applies 
when repeating a course, regardless of whether or not a grade was awarded for the 
previous enrollment period. 

7. Facilitation of Academic Misconduct – Engaging in behavior that facilitates another 
person or group's ability to engage in or causes another person or group to engage in 
academic misconduct, including but not limited to providing another Student with a 
copy of the Student's work and/or access to unauthorized materials or resources, or 
forcing or coercing another Student to complete academic work on behalf of another. 

8. Bribery – Offering, giving, receiving, or soliciting any funds, goods, services, or 
anything else of value in exchange for an academic advantage for any Student. 

9. Unauthorized Sale, Distribution, or Receipt of Academic Materials – Buying, selling, 
receiving, or distributing academic materials without the express permission of the 
Faculty Member including, but not limited to previous assessments, study guides, 
solutions manuals, lecture slides, or any other form of intellectual property. This 
includes, but is not limited to, providing academic materials to crowdsourced digital 
databases and web platforms. 

10. Research Misconduct – Research Misconduct, as defined in and prohibited under, 
Policy 9.13/Misconduct in Research. Alleged violations of research misconduct will be 
addressed pursuant to policy 9.13. However, academic sanctions may be made when 
the alleged research misconduct impacts or is any way tied to the Student’s academic 
work. 

V. Definitions 

For the purpose of this policy only, the following definitions shall apply: 
A. Academic Activity - Any draft, assignment, assessment, examination, project, applied 

learning (e.g. internships, co-ops, practicums, field experiences or trips, clinical 
experiences, or Student teaching), research, publication, presentation, or other activity 
that is completed, submitted, and/or required to fulfill course or degree requirements or 
obtain a specific distinction, or is conducted in conjunction with an academic program or 
course. 



 
B. Conduct Administrator – the Associate Dean, or their designee, authorized to address a 

Student, Student Group, or Student Organization’s concerns. 
C. Faculty Member - Any member of the University community who has responsibility for 

classroom or other teaching activities, mentoring, or academic evaluation of a Student. 
This includes, but is not limited to, instructors, researchers, applied learning/practicum 
supervisors, teaching assistants, research assistants, graduate assistants, lab assistants, 
and course and program directors. 

D. Student - Any individual who has been notified of admission to the University; is enrolled 
in, auditing, or participating in any University course or program; is assigned a space in a 
University owned or managed housing facility; or has a continuing relationship with the 
University. This includes, but is not limited to, Orientation, Intensive English, National 
Student Exchange, and Study Abroad. An individual is considered a Student until they 
notify the University they are no longer a Student, or the University informs them that 
they are no longer a Student for reasons including, but not limited to, withdrawal, 
transfer, graduation, academic disqualification, or expulsion. An individual who has been 
suspended is still considered a Student during the suspension period. Students who leave 
the University before an Academic Integrity complaint is resolved may be prohibited from 
future enrollment and/or accessing University records until the matter is resolved. 

E. Student Group - Any number of persons who are associated with the University and each 
other, but who have not registered, or are not required to register, as a Student 
Organization that conducts business or participates in University-related activities. 
Student Groups include, but are not limited to, Student Government Association, Student 
Activities Council, musical or theatrical ensembles, sport clubs, or intercollegiate or 
independent varsity athletic teams. 

F. Student Organization - Any Student-led organization that has been approved and is 
recognized by the Student Government Association. 

G. University - Wichita State University (WSU) and its affiliates. 
H. University Policy - Any written guidelines of the University or the Kansas Board of Regents 

as found in, but not limited to, the Student Code of Conduct, Housing and Residence Life 
Handbook, Graduate/Undergraduate Catalogs, Student Organization & Advisor 
Handbook, WSU Policies and Procedures Manual, Library Facilities Policy, Board of 
Regents Board Policy Manual, Traffic Regulations, and/or Intramural Sports Handbook. 

VI. Administrative Procedures 

A full listing of the Student Academic Integrity administrative procedures can be found in the 
Academic Integrity Handbook. Faculty Senate approval is needed for all changes to the 
Academic Integrity Handbook. 

 

 



VII. Related University Policies

A. Policy 9.13/Misconduct in Research
B. Academic Integrity Handbook



Chapter 3 - General Employment Policies 

Policies in Chapter 3 apply to all Wichita State University employees except where the subject 
matter of the policy is specifically addressed in another chapter of the WSU Policies and 
Procedures Manual. 

 3.01 / Equal Opportunity and Affirmative Action
Effective: July 1, 1997 | Revised: November 25, 2019

 3.02 / Notice of Nondiscrimination
Effective: March 25, 2016 | Revised: November 25, 2019

 3.03 / Drug Free Workplace
Effective: July 1, 1997 | Revised: November 26, 2019

 3.04 / Commitment of Time, Conflict of Interest, Consulting and Other Employment
Effective: January 30, 2018

 3.05 / Social Media Use
Effective: February 23, 2018

 3.06 / Sexual Harassment, Discrimination and Retaliation for Employees, Students and
Visitors 
Effective: January 8, 2016 | Revised: December 7, 2020 

 3.08 / Public Employee Organizations, Associations, and Unions (Rescinded)
Effective: July 1, 1997 | Revised: July 15, 2019

 3.09 / English Language Proficiency
Effective: July 1, 1997 | Revised: November 2, 2016

 3.12 / Security and Confidentiality of Student Records and Files
Effective: February 24, 1998 | Revised: January 21, 2014

 3.15 / Internal Dispute Resolution Process
Effective: February 23, 2018

 3.16 / Nepotism
Effective: July 1, 1997 | Revised: May 7, 2019

 3.17 / Political Activity
Effective: July 1, 1997 | Revised: June 5, 2017

 3.19 / Prohibition of Retaliation
Effective: February 12, 2004 | Revised: May 21, 2018

 3.20 / Initiation of Employment
Effective: July 1, 2004

 3.21 / Emergency Hires
Effective: December 3, 2004 | Revised: January 14, 2013
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https://www.wichita.edu/about/policy/ch_03/ch3_09.php
https://www.wichita.edu/about/policy/ch_03/ch3_12.php
https://www.wichita.edu/about/policy/ch_03/ch3_15.php
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https://www.wichita.edu/about/policy/ch_03/ch3_20.php
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 3.22 / Employment Oath
Effective: January 1, 2005

 3.23 / Commercial Driver's License - Drug and Alcohol Testing
Effective: July 1, 1997 | Revised: July 10, 2006

 3.24 / Use of Temporary Employment Agencies
Effective: November 1, 2006

 3.25 / Additional Compensation
Effective: May 15, 2007 | Revised: January 12, 2021

 3.27 / Emeritus Status
Effective: January 1, 2005 | Revised: June 4, 2019

 3.29 / Search Waivers
Effective: February 1, 2008 | Revised: March 25, 2016

 3.30 / Exempt and Non-Exempt Employees
Effective: July 14, 2008 | Revised: February 9, 2020

 3.31 / Background Checks for Employment
Effective: August 31, 2008 | Revised: September 19, 2008

 3.32 / Employment of Foreign Nationals
Effective: November 10, 2008 | Revised: May 1, 2012

 3.33 / Eschewing Campus/Workplace Violence
Effective: February 13, 2009 | Revised: January 18, 2011

 3.34 / Family and Medical Leave Act
Effective: August 1, 2009 | Revised: November 4, 2010

 3.35 / Independent Contractor
Effective: July 1, 1997 | Revised: November 26, 2019

 3.36 / Copyright
Effective: July 1, 1997 | Revised: July 17, 2019

 3.37 / Employment Files
Effective: February 14, 2010 | Revised: June 4, 2019

 3.38 / Lactation Support for Nursing Mothers
Effective: March 7, 2011 | Revised: August 8, 2019

 3.41 / Separation of Employment
Effective: February 23, 2018 | Revised: April 30, 2019

 3.42 / Tuition Assistance Program for Employee
Effective: May 10, 2001 | Revised: December 1, 2018

 3.43 / Tuition Assistance Program for Spouses and Dependent Children
Effective: December 1, 2011 | Revised: December 1, 2018

 3.44 / Mandatory Reporting of Sexual Abuse of Minors
Effective: January 9, 2012 | Revised: March 25, 2016

 3.45 / Salary Spread
Effective: May 10, 2013
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https://www.wichita.edu/about/policy/ch_03/ch3_30.php
https://www.wichita.edu/about/policy/ch_03/ch3_31.php
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https://www.wichita.edu/about/policy/ch_03/ch3_33.php
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https://www.wichita.edu/about/policy/ch_03/ch3_35.php
https://www.wichita.edu/about/policy/ch_03/ch3_36.php
https://www.wichita.edu/about/policy/ch_03/ch3_37.php
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https://www.wichita.edu/about/policy/ch_03/ch3_43.php
https://www.wichita.edu/about/policy/ch_03/ch3_44.php
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 3.46 / Veterans Preference in the Application Process
Effective: September 8, 2014 | Revised: March 25, 2016

 3.47 / Discrimination Review Procedures for Students, Employees and Visitors
Effective: April 9, 2015 | Revised: November 26, 2019

 3.48 / Coaching and Corrective Action
Effective: February 23, 2018

 3.49 / Employee Training and Professional Development
Effective: November 2, 2016 | Revised: November 26, 2019

 3.50 / Performance Evaluation
Effective: November 2, 2016 | Revised: September 10, 2019

 3.51 / Pre-Employment Drug Screening
Effective: July 1, 1997 | Revised: December 9, 2016

 3.53 / Shared Leave Program for Employees
Effective: October 19, 2018

 3.54 / Furlough
Effective: January 29, 2019

 3.55 / Attendance
Effective: January 29, 2019

 3.56 / Rehire Eligibility
Effective: May 7, 2019

 3.57 / Paid Parental Leave Program for Employees
Effective: July 1, 2019

 3.58 / Protection from Retaliation for reporting Wrongful Conduct
Effective: July 16, 2019

 3.59 / Reduction in Force
Effective: July 16, 2019

 3.60 / Children in the Workplace
Effective: July 16, 2019

 3.61 / Workforce Transitions
Effective: August 8, 2019

 3.62 / Travel Pay for Non-Exempt Employees
Effective: August 8, 2019

 3.63 / Volunteer Policy
Effective: August 20, 2019
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3.01 / Equal Opportunity and Affirmative Action 
Effective: July 01, 1997 I Revised: November 25, 2019 

I.Purpose 

To set forth the University’s policies regarding equal opportunity and affirmative action. 

II.Policy 

As the state’s most diverse learning and research institution, Wichita State University 
(WSU) must continually address issues of diversity and multiculturalism. Every member 
of the university community is expected to engage in action that leads towards the 
development of a more inclusive community. In line with the university’s mission, 
proactive efforts towards increasing diversity and the elimination of discrimination are 
necessary. 

In accordance with Titles VI and VII of the Civil Rights Act of 1964, the Equal Pay Act of 
1963, the Age Discrimination in Employment Act of 1967, the Age Discrimination Act of 
1975, Executive Order 11246, Title IX of the Education Amendments of 1972, Section 503 
and 504 of the Rehabilitation Act of 1973, The Americans with Disabilities Act, the 
Vietnam Veterans Readjustment Assistance Act of 1974, the Jobs for Veterans Act of 
2002, the Kansas Acts Against Discrimination, the Kansas Age Discrimination in 
Employment Act, and all other applicable civil rights and non-discrimination statutes, 
WSU prohibits discrimination in its employment practices, or in its educational programs 
or activities. See Policy 3.02 / Notice of Nondiscrimination. WSU also prohibits retaliation 
against any person making a complaint of discrimination or against any person involved 
or participating in the investigation of any such allegation. 

A. Equal Opportunity 

WSU is committed to providing an equal opportunity for all qualified individuals 
to be considered for employment, benefits and conditions of employment, and 
educational programs and activities, regardless of age (40 years or older), 
ancestry, color, disability, ethnicity, gender, gender expression, gender identity, 
genetic information, marital status, national origin, political affiliation, parental 
status, pregnancy, race, religion, sex, sexual orientation, or status as a veteran. A 
university environment providing equal opportunity in hiring and all conditions of 
employment will make strides towards the elimination of discrimination. 

 



B. Affirmative Action

WSU is committed to taking specific, result-oriented steps to increase the number
of historically underrepresented persons and increase the overall diversity.
Cultural and intellectual diversity are critical components of preeminent learning
communities. WSU will actively focus on and encourage applications from
underrepresented group members and will strive to provide a positive and
supportive environment for members of these groups.

WSU shall monitor its efforts to increase diversity through its Affirmative Action
Program. The university’s AAP shall outline strategic initiatives and set goals to
increase the representation of underrepresented group members.

The Office of Institutional Equity and Compliance is charged with the responsibility
of responding to complaints of discrimination, monitoring university procedures
regarding equal opportunity, setting goals, and monitoring and evaluating the
university’s progress towards its affirmative action goals.

The full text of the Affirmative Action Plan is available from the Office of Institutional 
Equity and Compliance. 

CONTACT: 

Director of Institutional Equity and Compliance 
Human Resources Center, Room 110A 
Telephone: (316) 978-3205 
Christine.Taylor@wichita.edu 

mailto:Christine.Taylor@wichita.edu


3.02 / Notice of Nondiscrimination 
Effective: March 25, 2016 I Revised: November 25, 2019 

I.Purpose

To set forth the University’s policies on nondiscrimination. 

II.Policy

Wichita State University (WSU) does not discriminate in its employment practices, or in 
its educational programs or activities on the basis of age (40 years or older), ancestry, 
color, disability, ethnicity, gender, gender expression, gender identity, genetic 
information, marital status, national origin, political affiliation, pregnancy, race, religion, 
sex, sexual orientation, or status as a veteran. WSU also prohibits retaliation against any 
person making a complaint of discrimination or against any person involved or 
participating in the investigation of any such allegation. Sexual misconduct, relationship 
violence, and stalking are forms of sex discrimination and are prohibited under Title IX of 
the Education Amendments Act of 1972, other federal law, and WSU policy. The following 
persons have been designated to handle inquiries regarding WSU’s non-discrimination 
policies: the Institutional Equity and Compliance Director (Telephone: (316) 978-3205), 
Title IX Coordinator (Telephone: (316) 978-5177), or Equal Opportunity Coordinator 
(Telephone: (316) 978-3186), each located at Wichita State University, 1845 Fairmount, 
Wichita, KS 67260, Human Resources Building. 

WSU will not discharge or in any other manner discriminate against employees or 
applicants because they have inquired about, discussed, or disclosed their own pay or the 
pay of another employee or applicant. However, employees who have access to the 
compensation information of other employees or applicants as a part of their essential 
job functions cannot disclose the pay of other employees or applicants to individuals who 
do not otherwise have access to compensation information, unless the disclosure is 

A. in response to a formal complaint or charge,
B. in furtherance of an investigation, proceeding, hearing or action, including an

investigation conducted by the University, or
C. consistent with the University's legal duty to furnish the information.

III.Administrative Procedures
A. Each University job advertisement shall contain a statement indicating that the

University is an equal employment opportunity employer. Additionally, all
University publications, including catalogs, newsletters, magazines, brochures,
folders, posters and flyers must contain the following language:



 
“Wichita State University does not discriminate in its employment 
practices, educational programs, or activities on the basis of age (40 years 
or older), ancestry, color, disability, ethnicity, gender, gender expression, 
gender identity, genetic information, marital status, national origin, 
political affiliation, pregnancy, race, religion, sex, sexual orientation, or 
status as a veteran. The following persons have been designated to handle 
inquiries regarding WSU’s non-discrimination policies: the Institutional 
Equity and Compliance Director (Telephone: (316) 978-3205), Title IX 
Coordinator (Telephone: (316) 978-5177), or Equal Opportunity 
Coordinator (Telephone: (316) 978-3186), each located at Wichita State 
University, 1845 Fairmount, Wichita, KS 67260, Human Resources 
Building.” 

University publications include publications of University affiliated corporations. 
Labor law posters are strategically located in buildings across campus to facilitate 
dissemination of the information to employees. 

B. Complaints or concerns related to alleged discrimination will be addressed under 
the applicable University policy: 

 3.06 / Sexual Misconduct, Sexual Harassment, Relationship Violence and 
Stalking Policy for Employees and Visitors 

 3.19 / Prohibition of Retaliation 
 3.47 / Discrimination Review Procedures for Students, Employees and 

Visitors 
 8.16 / Sexual Misconduct, Relationship Violence, and Stalking Policy for 

Students 
C. Individuals who believe they have experienced discrimination or retaliation in 

violation of this policy should contact the following: 
 Christine Taylor, J.D., LL.M., Director Institutional Equity and 

Compliance 
Wichita State University 
Human Resources Center, 110A 
1845 Fairmount, Wichita KS 67260-0138 
Telephone: (316) 978-3205 
Email: christine.taylor@wichita.edu 

 Sara Zafar, J.D., Title IX Coordinator 
Wichita State University 
Human Resources Center, 116 
1845 Fairmount, Wichita KS 67260-0138 
Telephone: (316) 978-5177 
Email: sara.zafar@wichita.edu 

 Michael Irvin, J.D., MPA, Equal Opportunity Coordinator 
Wichita State University 

https://www.wichita.edu/about/policy/ch_03/ch3_06.php
https://www.wichita.edu/about/policy/ch_03/ch3_19.php
https://www.wichita.edu/about/policy/ch_03/ch3_47.php
https://www.wichita.edu/about/policy/ch_08/ch8_16.php
tel:13169783205
mailto:christine.taylor@wichita.edu
tel:3169785177
mailto:sara.zafar@wichita.edu


 
Human Resources Center, 110 
1845 Fairmount, Wichita KS 67260-0138 
Telephone: (316) 978-3186 
Email: michael.irvin@wichita.edu 

 Isabel Medina Keiser, Section 504/ADA Coordinator and Director of 
Disability Services 
Wichita State University 
Office of Disability Services 
1845 Fairmount, Wichita KS 67260 
Telephone: (316) 978-6970 
Email: isabel.medinakeiser@wichita.edu 

 Kansas Human Rights Commission 
900 SW Jackson, Suite 568-South 
Landon Office Building 
Topeka, KS 66612-2818 
Telephone: (785) 296-3206 Fax: (785) 296-0589 
Email: khrc@ink.org 

 Equal Employment Opportunity Commission 
Gateway Tower II 
400 State Ave., Suite 905 
Kansas City, KS 66101 
Telephone: (800) 669-4000 
Fax: (913) 551-6957 
TTY: (800) 669-6820 

 Office for Civil Rights, Kansas Office 
U.S Department of Education 
Office for Civil Rights 
One Petticoat Lane 
1010 Walnut St, Suite 320 
Kansas City, MO 64106 
Telephone: (816) 268-0550 
Fax: (816) 268-0599; TDD: (800) 877-8339 
Email: OCR.KansasCity@ed.gov 

 Office for Civil Rights, National Headquarters 
U.S Department of Education 
Office for Civil Rights 
Lyndon Baines Johnson Dept. of Education Building 
400 Maryland Avenue, SW 
Washington, DC 20202-1100 
Telephone: (800) 421-3481 
Fax: (202) 453-6012; TDD: (800) 877-8339 
Email: OCR@ed.gov 

tel:3169783186
mailto:michael.irvin@wichita.edu
tel:3169786970
mailto:isabel.medinakeiser@wichita.edu
http://www.khrc.net/
tel:17852963206
mailto:khrc@ink.org
https://www1.eeoc.gov/field/kansascity/index.cfm
tel:18006694000
tel:18162680550
mailto:OCR.KansasCity@ed.gov
tel:18004213481
mailto:OCR@ed.gov


IV.Applicable Laws and Additional Resources
 Executive Order 11246
 41 C.F.R. 60-1.35(C)
 48 C.F.R. 52.222-26
 OFCCP’s Pay Transparency Nondiscrimination Provision

https://www.dol.gov/ofccp/pdf/pay-transp_%20English_formattedESQA508c.pdf


 
 

3.03 / Drug Free Workplace 
Effective: July 01, 1997 I Revised: November 26, 2019 

I.Initiating Authority 

Human Resources 

II.Purpose 

Wichita State University (University) is committed to providing a safe and drug-free work 
environment, fostering Employees’ good health, protecting University property and 
assets and complying with all state and federal drug-free workplace initiatives through 
this drug-free workplace policy. 

III.Policy Statement 
A. The University maintains a drug-free workplace. As a condition of their 

employment, Employees are strictly prohibited from: 
1. Reporting to Campus or performing work for the University while impaired 

by, or under the influence of, Controlled Substances; 
2. Reporting to Campus or performing work for the University while impaired 

by, or under the influence of, alcohol; and 
3. Manufacturing, distributing, dispensing, possessing or using a Controlled 

Substance on Campus, or while the Employee is on duty, on official 
University business, or on Stand-by-Duty. 

B. This policy does not prohibit a moderate consumption of cereal malt beverages or 
alcohol by an employee at an event on Campus that is approved pursuant to WSU 
Policy 11.07 (Cereal Malt Beverages and Alcoholic Liquor) as long as such 
consumption is approved by the Employee’s supervisor. 

C. In addition to these prohibitions, Employees must adhere to all reporting 
requirements set forth in this policy. 

D. Violations of this policy may result in coaching and corrective action up to and 
including separation of employment.  

IV.Definitions 

For the purpose of this policy only, the following definitions shall apply: 

A. Campus 

Buildings, facilities, grounds, or property controlled by the University. 



B. Controlled Substance

Those substances included in Schedule I through V of Section 202 of the
Comprehensive Drug Abuse Prevention and Control Act of 1970 (21 U.S.C. § 812).
The term does not include the use of a controlled substance pursuant to a valid
prescription or other uses authorized by law.

C. Conviction

A finding of guilt (including a plea of nolo contendere) or imposition of sentence,
or both, by any judicial body charged with the responsibility to determine
violations of the federal or state criminal drug statutes.

D. Employee

An individual who provides services to the University on a regular basis in
exchange for compensation and receives a W-2 for such services. This includes
temporary and part-time Employees.

E. Leadership

Includes individuals at the University who have Employees reporting to them, or
are Department Chairs/Directors.

F. Stand-By-Duty

A defined period of time in whichstrongan Employee is required to be available  to
return to work outside of the Employee’s regularly scheduled work hours as a
requirement of the Employee’s position.

V.Administrative Procedure
A. Employees must notify Leadership of a Conviction for unlawful manufacture,

distribution, dispensing, possession or use of Controlled Substance occurring on
Campus no later than five (5) working days after such Conviction.

1. Leadership must notify the respective Vice President, who shall assure
compliance with further notification requirements, including notifying the
Office of Research and Technology Transfer (ORTT).

2. ORTT shall notify the appropriate granting/contracting agency within ten
(10) working days of receiving notification.

B. Leaders and Employees should be knowledgeable of University resources,
including, but are not limited to, Employee Assistance Program, University leave
policies, University Couseling and Prevention Services, and Drug-Free Awareness
Program.

https://www.ecfr.gov/cgi-bin/text-idx?SID=4f38c8e6cc8093b62d2c38b1229b0481&mc=true&tpl=/ecfrbrowse/Title21/21cfr1308_main_02.tpl
https://www.deadiversion.usdoj.gov/21cfr/21usc/812.htm


 
C. Additional information, including detailed procedures related to this policy, are 

found on the Human Resources website . 

VI.Applicable Laws And Additional Resources 
 Drug Free Schools and Communities Act Amendments of 1989 
 Drug Free Workplace Act, 41 U.S. Code § 8101, et seq. 
 KS Executive Order 89-114 
 State of Kansas Substance Abuse Policy Alcohol and Drug-Free Workplace 

Affirmation Form 
 Schedules of Controlled Substances, 21 U.S.C. § 812 
 11.07 / Cereal Malt Beverages and Alcoholic Liquor 
 4.32 / Substance Abuse 
 Employee Assistance Program 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.wichita.edu/services/humanresources/Business_Partners/drugfreeworkplace.php
https://www.wichita.edu/about/policy/ch_11/ch11_07.php
https://www.wichita.edu/about/policy/ch_04/ch4_32.php
https://www.wichita.edu/services/humanresources/Total_Rewards/Benefits/Other_Benefits/Employee_Assistance_Program.php


 
 

3.04 / Commitment of Time, Conflict of Interest, Consulting and 
Other Employment 
Effective: January 30, 2018 

I.Preamble 

Wichita State University encourages its employees to interact with business, industry, 
public and private foundations and other government agencies in a personally and 
professionally responsible manner while at all times upholding the integrity and 
reputation of the University. The purpose of this policy is to implement, consistent with 
the Kansas Board of Regents (“Regents”) policy, standards, expectations and 
requirements related to conflict of interest and conflict of time commitment that may 
arise in the course of one's employment. University employees should be mindful that 
their outside personal and professional activities may intersect with their University 
activities and responsibilities. This activity need not always be avoided, but rather 
disclosed, reviewed, managed and monitored on a continuing case by case basis to ensure 
and/or minimize conflicts of time commitment and conflicts of interest. 

II.Applicability 

This University policy supplements the Regents Policy on Conflict of Time Commitment, 
Conflict of Interest, Consulting, and Other Employment. This policy shall apply to all 
University employees with the exception of student employees and graduate assistants, 
as that term is defined in Chapter 8.04, Graduate Assistantships. 

III.Policy 
A. Annual Reporting 

Employees must annually report to the University whether or not they or 
members of their immediate family (spouse and dependent children), personal 
household, or associate entities (e.g., corporations, partnerships or trusts in which 
they have a significant interest) have (or may appear to have) consulting 
arrangements, significant financial or managerial interests, or other employment 
in an outside entity (“external activities”). For purposes of this policy, the term 
“significant financial or managerial interests” is defined as all holdings greater 
than $5,000 or more than 5% ownership. Included in this annual reporting is 
disclosure of any interests that could reasonably appear to be affected by the 
employee's research or other university activity. 

 



B. Online Reporting

Reporting procedures developed at Wichita State University reflect Regents policy 
requirements. Required reporting information has been consolidated into an 
online training and reporting program, which can be found in the “Employee 
Required Training” section of myWSU. 

C. Ongoing Duty to Report

In addition to annual reporting, employees must disclose any current or 
prospective situations that may raise questions of conflict of time commitment or 
conflict of interest as soon as such situations become known in the same manner 
as annual reports. 

D. Federal Reporting Requirements

The University is required to adhere to and implement any additional policies and 
procedures and disclosure requirements that are imposed by applicable federal 
conflict of interest laws. For additional information on federal conflicts of interest, 
see Chapter 9.22, Disclosure of Financial Conflicts of Interest for Public Health 
Service Supported Investigators. For specific federal regulations, see the links 
below under “External Policies and Regulations.” 

E. Conflict of Time Commitment
1. A conflict of time commitment may exist when an employee's external

activities, performed with or without pay, involve a commitment of time that
may compete, or appear to compete with the employee's obligations to the
University.

2. Employees should maintain a presence on campus and expend a commitment
of time commensurate with their appointments or position requirements. The
specific responsibilities, position requirements, employment obligations, and
professional activities that constitute an appropriate and primary
commitment of time will differ across schools and departments. It is
incumbent upon employees to know the expectations of their position.

F. Conflicts of Interest
1. A conflict of interest exists when an employee's external activities create, might

reasonably create, or appear to create an inability of the employee to perform
his or her University duties. An actual, potential or perceived conflict of interest
depends on the situation and not necessarily on the character or actions of the
employee. A conflict of interest may exist even if no improper acts result from
it.

2. Except in purely incidental and minor ways, University resources, including but
not limited to facilities, materials, personnel, or equipment shall not be used in

https://www.wichita.edu/about/policy/ch_09/ch9_22.php
https://www.wichita.edu/about/policy/ch_09/ch9_22.php


 
external activities unless prior written approval has been received from the 
University President (or designee). Such permission shall be granted only when 
the use of University resources is determined to further the mission of the 
University. When such permission is granted, the employee shall make 
arrangements to reimburse the University for institutional materials, facilities or 
services used in the external activity and reimburse the University no later than 
the end of the calendar year in which they are used. 

3. Proprietary or other information confidential to the University shall not be used 
in external activities unless prior written approval has been received from the 
University President (or designee). 

4. Employees shall not involve University students or any other employee in their 
external activities if such involvement is in any way coerced or conflicts with the 
involved participants' required commitment of time to the University. 

G. Consulting and Other Employment 
1. Consulting for Other State of Kansas Agencies 

Employees seeking to consult for other State of Kansas agencies (including 
other Regents institutions) must obtain the written approval of both the 
external agency/institution and the University by and through their 
respective Vice President (or designee). The University will make payment 
through the regular process and shall receive reimbursement through the 
inter-fund transfer process. 

2. Consulting Outside the University 

Employees are encouraged to engage in a limited amount of external 
consulting activity, provided such activity: 

 Further develops the employee in a professional sense, or 
serves the greater good in a professional capacity; 

 Does not interfere with the employee's job duties, teaching, 
research or service to the University; and 

 Is consistent with University objectives. 

Absent prior written approval from the employee's respective Vice 
President (or designee), no employee shall have significant outside 
managerial responsibilities, nor act as principal investigator on sponsored 
projects that could be conducted at the University but are instead 
submitted and managed through another organization. 

 

 



 
3. Other Employment 

The University expects all employees to give full professional effort to their 
university duties and assignments. An employee cannot engage in gainful 
employment outside the University that is incompatible with his or her 
institutional commitments. Nor can an employee transact business for 
personal gain unrelated to the University from his or her university office, 
or at times when it might interfere with commitments to the University. 
While participation in academic conferences, workshops and seminars 
does not usually constitute consulting or outside employment, organizing, 
operating or participating in such meetings for profit may be construed by 
the University as consulting and/or outside employment. 

4. Student Employment with Companies Owned or Controlled by a University 
Employee 

University employees must disclose all potential conflicts of interest 
involving University students who are employed by a company in which 
the University employee (or his/her spouse or household member) has an 
ownership interest and any one of the following exist: 

 The student is enrolled in a course taught by the University 
employee, 

 The University employee is a member of the student's 
thesis or dissertation committee, 

 The University employee is the student's advisor or the 
director of the student's thesis or dissertation research, or 

 The University employee and student have any professional 
or educational interaction. 

The University employee must make every effort to disclose this potential 
conflict to their respective Vice President (or designee) prior to the 
student's employment. 

5. Prior Approval for Consulting Activities and Employment Outside the 
University 

Employees shall inform their respective Vice President (or designee) of all 
consulting activities and employment outside the university for which the 
employee is compensated. The employee shall report in writing the 
proposed arrangements, and secure written approval prior to engaging in 
the consulting activities or other employment. The report shall indicate the 
extent and nature of the consulting activities or employment, the amount 



 
of time to be spent, including travel time, and the amount of time to be 
spent or expected to be spent on all such outside consulting activities or 
employment during the coming academic year. 

H. Approval and Administration Responsibilities 

The employee, his or her immediate supervisor, and the Research Compliance 
Office together shall have primary responsibility for identifying and managing 
conflicts of interest and conflicts of time commitment based upon employee 
reporting. Included in this process must be the determination as to whether the 
conflict(s) can be managed, a decision that must be made by the immediate 
supervisor. If there is a determination that the conflict(s) can be managed, the 
employee, his or her immediate supervisor, the Research Compliance Office and 
the Office of General Counsel shall draft the management plan, which must be 
approved by the employee's respective Vice President prior to implementation. 
Once in place, the Research Compliance Office will be responsible for monitoring 
the management plans, with input from the employee's immediate supervisor and 
the Office of General Counsel, when necessary. 

I. Appeal 

In the event that agreement is not reached by all parties concerned with the 
management of a case of conflict or apparent conflict, the aggrieved party(ies) 
may pursue an appeal with the University Conflict of Interest Review Committee. 

J. Use of University Name 

The name of the University may never be used as an endorsement of an 
employee's external activities without expressed and advance written approval of 
the University President (or designee). Employees may list their institutional 
affiliation in professional books, articles, and monographs they author or edit and 
in connection with professional workshops they conduct or presentations they 
make without securing approval. 

K. University Training and Resources to Avoid and Manage Conflicts of Interest 

Employees involved in sponsored research must complete conflict of interest 
training no less than every four (4) years. The University provides online training 
that may be accessed by clicking on the CITI Program link in the following 
paragraph. 

Any employee who believes he or she may encounter an actual or potential 
conflict he or she is encouraged to participate in conflict of interest training 
offered by the University no less than every four (4) years. More information 



 
regarding this training can be located at CITI Program and on the Research 
Compliance webpage. 

L. Related Policies and Resources 
1. Related WSU Policies 

 Section 3.16 / Employment of Relatives 

 Section 9.22 / Disclosure of Financial Conflicts of Interest 
for Public Health Service Supported Investigators 

2. External Policies and Regulations 

 Kansas Board of Regents Board Policy Manual 

 National Institutes of Health Financial Conflict of Interest 

 National Institutes of Health Research Integrity 

 National Science Foundation Conflicts of Interest 

 State of Kansas Governmental Ethics Commission 

 Federal Contracting Requirements Related to 
Organizational Conflicts of Interest, See generally 48 CFR 
1352.209-74 and FAR Subpart 9.5 

M. Document Retention 

All required disclosures made under this policy (e.g., annual reports, ongoing 
reports, Management Plans, etc.) must be maintained for a minimum of three (3) 
years following the latter of: 1) the disclosure of an actual or perceived conflict of 
interest; 2) determination by the Research Compliance Office that the conflict of 
interest no longer exists; or 3) the conclusion of the grant, contract, work or 
project that mandates conflict of interest disclosure. 

N. Failure to Comply 

Failure to comply with this policy may result in disciplinary or other necessary 
action to ensure compliance. Employees involved in sponsored research may be 
denied the opportunity to submit research proposals to external funding agencies. 

 

 

 

 

 

 

https://www.citiprogram.org/
https://www.wichita.edu/research/Compliance/ComplianceIndex.php
https://www.wichita.edu/research/Compliance/ComplianceIndex.php
https://www.wichita.edu/about/policy/ch_03/ch3_16.php
https://www.wichita.edu/about/policy/ch_09/ch9_22.php
https://www.wichita.edu/about/policy/ch_09/ch9_22.php
https://www.kansasregents.org/about/policies-by-laws-missions/board_policy_manual_2
https://grants.nih.gov/grants/policy/coi/index.htm
https://grants.nih.gov/policy/research_integrity/index.htm
https://www.nsf.gov/policies/conflicts.jsp
https://ethics.kansas.gov/


 
 

3.05 / Social Media Use 
Effective: February 23, 2018 

I.Purpose 

The Kansas Board of Regents (KBOR) provides guidance on the use of social media by all 
non-student staff. The purpose of this policy is to describe the procedures for 
implementing the KBOR Social Media Policy at Wichita State University. 

II.Policy 

This policy will be used to address the improper use of social media as defined in 
the Kansas Board of Regents' Social Media Policy in a manner consistent with the First 
Amendment constitutional rights and academic freedom principles. 

III.Definitions 
 Employee 

For purposes of this policy, Employee is an individual who, when hired, provides 
services on a regular basis in exchange for compensation, receives a W-2, and who 
does not provide these services as a part of an independent business. 

 Leadership 

For purposes of this policy, Leadership is individuals who have employees 
reporting to them, or Department Chairs/Directors. 

IV.Procedures 

A. An incident is identified that may be an improper use of social media, in 
violation of the KBOR Social Media Policy. 

B. Leadership reviews the concern with the Employee in a timely manner to 
understand the situation surrounding the incident. 

C. If it is determined that a violation of KBOR policy has occurred, Leadership will 
follow the guidelines set forth in Section 3.48, Coaching and Corrective Action. 
The violation decision is finalized with input from Leadership and the 
Employee. Each situation is considered on a case-by-case basis. 

 

https://www.kansasregents.org/about/policies-by-laws-missions/board_policy_manual_2/chapter_ii_governance_state_universities_2/chapter_ii_full_text#social
https://www.aaup.org/report/1940-statement-principles-academic-freedom-and-tenure
https://www.wichita.edu/about/policy/ch_03/ch3_48.php


 
 

3.06 / Sexual Harassment, Discrimination and Retaliation for 
Employees, Students and Visitors 
Effective: January 08, 2016 I Revised: December 07, 2020 
Please see this page for additional Confidential Resources and Reporting Options 

INDEX 

I.       PURPOSE 
II. SCOPE 

III. DEFINITIONS 
IV. TITLE IX COORDINATOR 

A. Role and Responsibility of the Title IX Coordinator 
B. Independence and Conflict-of-Interest 
C. Administrative Contact Information 

V. NOTICE/COMPLAINTS OF DISCRIMINATION, HARASSMENT, AND/OR RETALIATION 
VI. UNIVERSITY RESPONSE 

A. Supportive Measures 
B. University’s Response to Respondent 
C. Emergency Removal 
D. Promptness 
E. Privacy 
F. Confidentiality/Considerations for Complainants Before They Report 

VII. UNIVERSITY JURISDICTION 
A. Application of Policy 
B. Time Limits on Reporting 
C. Online Harassment and Misconduct 

VIII. RELATED POLICIES 
A. Consensual Relationship Policy 
B. Policy on Nondiscrimination 
C. Policy on Protected Characteristic Discrimination 
D. Policy on Disability Discrimination and Accommodation 

IX. REVIEW PROCEDURES FOR DISCRIMINATORY HARASSMENT ON THE BASIS OF SEX 
A. Sexual Harassment 
B. Sexual Assault 
C. Dating Violence 
D. Domestic Violence 
E. Stalking 
F. Other Sex-based Offenses 
G. Force, Coercion, Consent, and Incapacitation 
H. Sexual Exploitation 

https://www.wichita.edu/administration/oiec/resourcesandreporting.php
https://www.wichita.edu/about/policy/ch_03/ch3_06.php#_Toc48159809
https://www.wichita.edu/about/policy/ch_03/ch3_06.php#_Toc48159810
https://www.wichita.edu/about/policy/ch_03/ch3_06.php#_Toc48159811
https://www.wichita.edu/about/policy/ch_03/ch3_06.php#_Toc48159812
https://www.wichita.edu/about/policy/ch_03/ch3_06.php#_Toc48159813
https://www.wichita.edu/about/policy/ch_03/ch3_06.php#_Toc48159814
https://www.wichita.edu/about/policy/ch_03/ch3_06.php#_Toc48159815
https://www.wichita.edu/about/policy/ch_03/ch3_06.php#_Toc48159816
https://www.wichita.edu/about/policy/ch_03/ch3_06.php#_Toc48159817
https://www.wichita.edu/about/policy/ch_03/ch3_06.php#_Toc48159818
https://www.wichita.edu/about/policy/ch_03/ch3_06.php#_Hlk48140049
https://www.wichita.edu/about/policy/ch_03/ch3_06.php#_Toc48159819
https://www.wichita.edu/about/policy/ch_03/ch3_06.php#_Toc48159820
https://www.wichita.edu/about/policy/ch_03/ch3_06.php#_Toc48159821
https://www.wichita.edu/about/policy/ch_03/ch3_06.php#Confidentiality
https://www.wichita.edu/about/policy/ch_03/ch3_06.php#_Toc48159822
https://www.wichita.edu/about/policy/ch_03/ch3_06.php#_Toc48159823
https://www.wichita.edu/about/policy/ch_03/ch3_06.php#_Toc48159824
https://www.wichita.edu/about/policy/ch_03/ch3_06.php#_Toc48159825
https://www.wichita.edu/about/policy/ch_03/ch3_06.php#_Toc48159826
https://www.wichita.edu/about/policy/ch_03/ch3_06.php#_Toc48159827
https://www.wichita.edu/about/policy/ch_03/ch3_06.php#_Toc48159828
https://www.wichita.edu/about/policy/ch_03/ch3_06.php#_Toc48159829
https://www.wichita.edu/about/policy/ch_03/ch3_06.php#_Toc48159830
https://www.wichita.edu/about/policy/ch_03/ch3_06.php#_Toc48159831
https://www.wichita.edu/about/policy/ch_03/ch3_06.php#_Toc48159832
https://www.wichita.edu/about/policy/ch_03/ch3_06.php#_Toc48159833
https://www.wichita.edu/about/policy/ch_03/ch3_06.php#_Toc48159834
https://www.wichita.edu/about/policy/ch_03/ch3_06.php#_Toc48159835
https://www.wichita.edu/about/policy/ch_03/ch3_06.php#_Toc48159836
https://www.wichita.edu/about/policy/ch_03/ch3_06.php#_Toc48159837
https://www.wichita.edu/about/policy/ch_03/ch3_06.php#_Toc48159838
https://www.wichita.edu/about/policy/ch_03/ch3_06.php#_Toc48159839


 
I. Other Civil Rights Offenses 
J. Retaliation 
K. Notice to Mandated Reporters (Responsible Employees) 
L. When a Complainant Does Not Wish to Proceed/Requests for Privacy 
M. Federal Timely Warning Obligations 
N. False Allegations and Evidence 
O. Amnesty for Complainants and Witnesses 
P. Federal Statistical Reporting Obligations 

X. INTERIM RESOLUTION PROCESS FOR ALLEGED VIOLATIONS OF SEXUAL HARASSMENT, 
DISCRIMINATION AND RETALIATION POLICY 

A. Overview 
B. Notice / Complaint 
C. Initial Assessment 
D. Violence Risk Assessment 
E. Dismissal (Mandatory and Discretionary) 
F. Counterclaims 
G. Right to an Advisor 

XI. RESOLUTION PROCESSES 
A. Privacy of Resolutions Proceedings 
B. Informal Resolution 
C. Respondent’s Acceptance of Responsibility 
D. Negotiated Resolution 
E. Grievance Process Pool 

XII. FORMAL GRIEVANCE PROCESS 
A. Notice of Investigation and Allegations 
B. Resolution Timeline 
C. Appointment of Investigators 
D. Ensuring Impartiality 
E. Investigation Timeline 
F. Delays in the Investigation Process and Interactions with Law Enforcement 
G. Steps in the Investigation Process 
H. Role and Participation of Witnesses in the Investigation 
I. Recording of Interviews 
J. Evidentiary Considerations in the Investigation 
K. Referral for Hearing 
L. Hearing Decision-maker Composition 
M. Evidentiary Considerations in the Hearing 
N. Notice of Hearing 
O. Alternative Hearing Preparation Options 
P. Pre-Hearing Preparation 
Q. Pre-Hearing Meetings 
R. Hearing Procedures 
S. Joint Hearings 

https://www.wichita.edu/about/policy/ch_03/ch3_06.php#_Toc48159840
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3.06 / Sexual Harassment, Discrimination and Retaliation for 
Employees, Students and Visitors [1] 

I.Purpose 

Wichita State University (“the University”) is committed to providing a workplace and 
educational environment, as well as other benefits, programs, and activities, that are free 
from discrimination, harassment, and retaliation. To ensure compliance with federal and 
state civil rights laws and regulations, and to affirm its commitment to promoting the 
goals of fairness and equity in all aspects of the educational program or activity, the 
University has developed internal policies and procedures that provide a prompt, fair, and 
impartial process for those involved in an allegation of discrimination or harassment on 
the basis of sex. The University upholds the equal dignity of all members of its community 
and strives to balance the rights of the parties in the grievance process during what is 
often a difficult time for all those involved. 

II.Scope 
A. This policy prohibits all forms of discrimination on the basis of sex. Sometimes, 

discrimination involves the exclusion from activities, such as admission, athletics, 
or employment. Other times, discrimination takes the form of harassment or, can 
encompass sexual harassment, sexual assault, stalking, sexual exploitation, dating 
violence or domestic violence. When an alleged violation of this policy is reported, 
the allegations are subject to resolution using the Formal Grievance Process as 
determined by the Title IX Coordinator, and as detailed below. 

B. When the Respondent is a member of the University community, the grievance 
process may be available regardless of the status of the Complainant, who may or 
may not be a member of the University community. This community includes, but 
is not limited to, students, student organizations, faculty, administrators, staff, 
and third parties such as guests, visitors, volunteers, invitees, and campers. The 
procedures below may be applied to incidents, patterns, and/or to the campus 
climate, all of which may be addressed and investigated in accordance with this 
policy. 

III.Definitions 
A. Advisor means a person chosen by a party or appointed by the University to 

accompany the party to meetings related to the resolution process, to advise the 
party on that process, and to conduct cross-examination for the party at the 
hearing, if any. 

B. Attempted Offense(s): means attempts to complete any of the acts defined by 
this Policy as sexual harassment or other sex-based offenses as completed acts. 

https://www.wichita.edu/about/policy/ch_03/ch3_06.php#_ftn1


 
C. Complainant means an individual who is alleged to be the victim of conduct that 

could constitute harassment or discrimination based on a protected class; or 
retaliation for engaging in a protected activity. 

D. Confidential Resource means an employee who is not a Mandated Reporter of 
notice of harassment, discrimination, and/or retaliation (irrespective of Clery Act 
Campus Security Authority status). These employees are required to keep all 
information disclosed to them confidential within the legal and ethical bounds of 
their profession. At WSU, those who work at Counseling and Prevention Services, 
Student Health Center, athletic trainers and ordained clergy acting in their 
pastoral role are confidential resources. 

E. University Business Day means any weekday (Monday-Friday) that the University 
is open. 

F. Education program or activity means locations, events, or circumstances where 
the University exercises substantial control over both the Respondent and the 
context in which the sexual harassment or discrimination occurs and also includes 
any building owned or controlled by a student organization that is officially 
recognized by the University. 

G. Final Determination means a conclusion by the standard of proof that the alleged 
conduct occurred and whether it did or did not violate policy. 

H. Finding means a conclusion by the standard of proof that the conduct did or did 
not occur as alleged. 

I. Formal Complaint means a document filed/signed by a Complainant or signed by 
the Title IX Coordinator alleging harassment or discrimination based on a 
protected class or retaliation for engaging in a protected activity against a 
Respondent and requesting that the University investigate the allegation. 

J. Formal Grievance Process means a method of formal resolution designated by the 
University to address conduct that falls within the policies included below, and 
which complies with the requirements of 34 CFR Part 106.45. 

K. Grievance Process Pool means any individuals who may perform the role of 
hearing officers, and advisors (though not at the same time or with respect to the 
same case). 

L. Hearing Decision-maker means those who have decision-making and sanctioning 
authority within the University’s Formal Grievance process. 

M. Investigator means the person or persons charged by the University with 
gathering facts about an alleged violation of this Policy, assessing relevance, 
synthesizing the evidence, and compiling information into an investigation report 
and file of directly related evidence. 

N. Mandated Reporter (also referred to as a Responsible Employee) means an 
employee of the University who is obligated by policy to share knowledge, notice, 
and/or reports of harassment, discrimination, and/or retaliation with the Title IX 
Coordinator and/or their supervisor. 



 
O. Notice means that an employee, student, or third-party informs the Title IX 

Coordinator or other Official with Authority of the alleged occurrence of harassing, 
discriminatory, and/or retaliatory conduct. 

P. Official with Authority (“OWA”) means an employee of the University explicitly 
vested with the responsibility to implement corrective measures for harassment, 
discrimination, and/or retaliation on behalf of the University. 

Q. Parties means the Complainant(s) and Respondent(s), collectively. 
R. University means Wichita State University, a postsecondary education program 

that is a recipient of federal funding. 
S. Remedies mean post-finding actions directed to the Complainant and/or the 

community as mechanisms to address safety, prevent recurrence, and restore 
access to the University’s educational program. 

T. Respondent means an individual who has been reported to have engaged conduct 
that could constitute harassment or discrimination as defined within this policy; 
or retaliation for engaging in a protected activity. 

U. Resolution means the result of an Informal Resolution Process, or Formal 
Grievance Process. 

V. Sanction means a consequence imposed by the University on a Respondent who 
is found to have violated this policy. 

W. Sexual Harassment means the umbrella category including the offenses of sexual 
harassment, sexual assault, stalking, and dating violence and domestic violence. 
See Section IX .A , for greater detail. 

X. Title IX Coordinator means at least one official designated by the University to 
ensure compliance with Title IX and the University’s Title IX program. References 
to the Coordinator throughout this policy may also encompass a designee of the 
Coordinator for specific tasks. 

Y. Title IX Team refers to the Title IX Coordinator, any Deputy Title IX Coordinator, 
any Office of Institutional Equity and Compliance (“OIEC”) staff member and any 
member of the Grievance Process Pool. 

IV.Title IX Coordinator 
A. Role and Responsibility of the Title IX Coordinator 

Sara Zafar serves as the Title IX Coordinator[2]. The Title IX Coordinator has the 
primary responsibility for coordinating the University’s efforts related to the 
intake, investigation, resolution, and implementation of supportive measures to 
stop, remediate, and prevent discrimination, harassment, and retaliation 
prohibited under this policy. 

B. Independence and Conflict-of-Interest 
1. The Title IX Coordinator manages the Title IX Team and acts with 

independence and authority free from bias and conflicts of interest. The 
Title IX Coordinator oversees all resolutions under this policy and these 
procedures. The members of the Title IX Team are vetted and trained to 
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ensure they are not biased for or against any party in a specific case, or for 
or against Complainants and/or Respondents. 

2. Concerns involving bias or conflict of interest by the Title IX Coordinator 
contact the Executive Director of Institutional Equity and Compliance, 
Christine Taylor at Christine.taylor@wichita.edu, or 316-978-3205. 
Concerns of bias or a potential conflict of interest by any other Title IX 
Team member should be raised with the Title IX Coordinator. 

3. Reports of misconduct or discrimination committed by the Title IX 
Coordinator should be reported to the Executive Director of Institutional 
Equity and Compliance. Reports of misconduct or discrimination 
committed by any other Title IX Team member should be reported to the 
Title IX Coordinator. 

C. Administrative Contact Information 
1. Complaints, reports, or notice of alleged policy violations, or inquiries 

about or concerns regarding this policy and procedures, may be made 
internally to: 

a. Sara Zafar, J.D. 
Title IX Coordinator 
Office of Institutional Equity and Compliance 
 
116 Human Resources Center 
1845 N. Fairmount Street 
Wichita, KS 67260 

(316) 978-5177 

Email: sara.zafar@wichita.edu 

Web: https://wichita.edu/oiec 

https://cm.maxient.com/reportingform.php?WichitaStateUniv
&layout_id=8 

b. Christine Taylor, J.D., LL.M. 
Executive Director 

Office of Institutional Equity and Compliance 
(316) 978-3205 
christine.taylor@wichita.edu 
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c. Michael Irvin, J.D., MPA
Equal Opportunity Coordinator

Office of Institutional Equity and Compliance 
(316) 978-3186
OIEC@wichita.edu or michael.irvin@wichita.edu

d. Becky Endicott
Senior Associate Athletic Director, Senior Women’s
Administrator Intercollegiate Athletics

Title IX Deputy Coordinator for Athletics 

Charles Koch Arena, Room 201 

(316) 978-3540

e. Judy Espinoza
Executive Director Human Resources

Title IX Deputy Coordinator for Employees and Visitors 

Human Resources Center, Room 117 

(316) 978-3540

Judy.espinsoza@wichita.edu 

f. Linnea Glenmaye
Associate Vice President for Academic Affairs

Title IX Deputy Coordinator for Faculty 

Morrison Hall, Room 109 

(316) 978-5054

Linnea.glenmaye@wichita.edu 

g. Alicia Newell
Assistant Vice President for Student Affairs

Title IX Deputy Coordinator for Students 
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Rhatigan Student Center, Room 231 

(316) 978-6105

Alicia.newell@wichita.edu 

2. The University has determined that the following administrators are
Officials with Authority (OWAs), whose knowledge of alleged sexual
harassment, discrimination and retaliation set forth in this Policy, triggers
the University’s duty to respond in accordance with this Policy.

a. Executive Director of Institutional Equity and Compliance
Office: HR 110A
Telephone: 978-3205

b. Title IX Coordinator
Office: HR 116
Telephone: 978-5177

c. Equal Opportunity Coordinator
Office: HR 110
Telephone: 978-3186

3. This list may be updated from time to time at the discretion of WSU. The
titles, office locations and telephone numbers are current as of August
14, 2020. Please refer to the Wichita State University Directory to search
faculty and staff.

4. University has classified employees as Mandated Reporters (Responsible
Employees) of any knowledge they have that a member of the
community is experiencing harassment, discrimination, and/or
retaliation. The section below on Mandated Reporters details which
employees have this responsibility and their duties, accordingly.

5. Inquiries may be made externally to:
a. Office for Civil Rights (OCR)

U.S. Department of Education
400 Maryland Avenue, SW
Washington, D.C. 20202-1100

Customer Service Hotline #: (800) 421-3481 

Facsimile: (202) 453-6012 
TDD#: (877) 521-2172 

Email: OCR@ed.gov 

Web: http://www.ed.gov/ocr 
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b. Kansas City Office 

Office for Civil Rights 
U.S. Department of Education 

One Pettycoat Lane 
1010 Walnut Street, 3rd Floor, Suite 320 
Kansas City, MO 64016 

TDD #: 800-877-8339 

6. Employees may also file complaints of discrimination with: 
a. EEOC Field Office Gateway Tower 

400 State Avenue, Suite 905 
Kansas City, Kansas 66101 
Phone: 1-800-669-4000TTY: 1-800-669-6820 
Fax: 913-551-6957 

b. Kansas Human Rights Commission (KHRC) 
900 SW Jackson Street 
Suite 568-S 
Topeka, KS 66612-1258 
Phone: 785-296-3206 
Fax: 785-296-0589 

V.Notice/Complaints of Discrimination, Harassment, and/or Retaliation 
A. Notice or complaints of discrimination, harassment, and or retaliation may be 

made using any of the following options: 
1. File a complaint with, or give verbal notice to the Title IX Coordinator, 

Deputy Title IX Coordinator, Title IX Team Member, or any OWA (see 
contact information above). Reports may be made at any time (including 
during non-business hours) by using the telephone number or email 
address, or by mail to the office address, listed for the Title IX Coordinator 
or any other official listed. 

2. Any person may report incidents of harassment, discrimination or 
retaliation, regardless of whether the person reporting is the Complainant. 

3. Report online, using the report form. Anonymous reports are accepted but 
can give rise to a need to investigate. The University tries to provide 
supportive measures to all Complainants, which is impossible with an 
anonymous report. Because reporting carries no obligation to initiate a 
formal response, and as the University respects Complainant requests to 
dismiss complaints unless there is a compelling threat to health and/or 
safety, the Complainant is largely in control and should not fear a loss of 
privacy by making a report that allows the University to discuss and/or 
provide supportive measures. 

tel:18006696820
tel:7852963206
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4. WSU Police Department at police@wichita.edu, or 911 Emergency TDD, 

Non-emergency, 316-978-3450, or Wichita Policy Department, Non-
emergency 316-268-4111, or 911 Emergency. 

5. Be assisted by a campus authority in notifying law enforcement if the 
victim so wishes. 

6. Decline to notify authorities. 
B. A Formal Complaint means a document filed/signed by the Complainant or signed 

by the Title IX Coordinator alleging a policy violation by a Respondent and 
requesting that the University investigate the allegation(s). A complaint may be 
filed with the Title IX Coordinator in person, by mail, or by electronic mail, by using 
the contact information in the section immediately above, or as described in this 
section. As used in this paragraph, the phrase “document filed by a Complainant” 
means a document or electronic submission (such as by electronic mail or through 
an online portal provided for this purpose by the University that contains the 
Complainant’s physical or digital signature, or otherwise indicates that the 
Complainant is the person filing the complaint. 

C. If notice is submitted in a form that does not meet this standard, the Title IX 
Coordinator will contact the Complainant to ensure that it is filed correctly. 

VI.University Response 
A. Supportive Measures 

1. The University will offer and implement appropriate and reasonable 
supportive measures to the parties upon notice of alleged harassment, 
discrimination, and/or retaliation. 

2. Supportive measures are non-disciplinary, non-punitive individualized 
services offered as appropriate, as reasonably available, and without fee 
or charge to the parties to restore or preserve access to the University’s 
education program or activity, including measures designed to protect the 
safety of all parties or the University’s educational environment, and/or 
deter harassment, discrimination, and/or retaliation. 

3. The Title IX Coordinator shall make every effort to promptly make 
supportive measures available to the parties upon receiving notice, report 
or a complaint. At the time supportive measures are offered, the 
University will inform the Complainant, in writing, that they may file a 
formal complaint with the University either at that time or in the future, if 
they have not done so already. The Title IX Coordinator works with the 
Complainant to ensure their wishes are considered with respect to the 
planned and implemented supportive measures. 

4. The University will maintain the privacy of supportive measures, provided 
that privacy does not impair the University’s ability to provide supportive 
measures. The University will act to ensure the parties experience as 
minimal an academic impact as possible. The University will implement 
measures in a way that does not unreasonably burden the other party. 

5. These actions may include, but are not limited to: 
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a. Referring to counseling, medical, and/or other healthcare services 
b. Referring to the Employee Assistance Program 
c. Assisting with visa and immigration 
d. Counseling for student financial aid 
e. Referring to community-based service providers 
f. Altering campus housing assignment(s) 
g. Altering work arrangements for employees or student-employees 
h. Preparing a safety plan 
i. Providing campus safety escorts 
j. Supporting no contact orders between the parties 
k. Providing academic support, extensions of deadlines, or other 

course/program-related adjustments 
l. Issuing a University No Trespass Notice 
m. Issuing timely warnings 
n. Modification of class schedule, withdrawals, or leaves of absence 
o. Increasing security and monitoring of certain areas of the campus 
p. Any other actions deemed appropriate by the Title IX Coordinator 

6. Violations of no contact orders will be referred to the appropriate student 
or employee conduct processes for enforcement. 

B. University’s Response to Respondent 
1. The Title IX Coordinator will notify a Respondent when it takes action that 

impacts the Respondent directly, such as instituting Supportive Measures 
to the Complainant that restrict the Respondent’s privileges or access to 
campus or upon the filing of a Formal Complaint. 

2. However, depending on the circumstances and the Complainant’s wishes, 
the Respondent may not be notified of a report of conduct addressed 
under this Policy or the outcome of the Title IX Coordinator’s initial 
assessment of the allegations. 

3. Once a Respondent is notified by the Title IX Coordinator about the 
allegations raised against the Respondent under this Policy, the Title IX 
Coordinator will offer to meet with the Respondent to review available 
Supportive Measures. The Title IX Coordinator will discuss the Grievance 
Process and answer any questions. 

C. Emergency Removal 
1. The University can act to remove a Respondent entirely or partially from 

its education program or activities on an emergency basis when an 
individualized safety and risk analysis determines that an immediate threat 
to the physical health or safety of any student or other individual arising 
from the allegations of sexual harassment justifies removal. This risk 
analysis is performed by the Title IX Coordinator in conjunction with the 
CARE Team using its objective violence risk assessment and behavior 
intervention procedures. 



 
2. When an emergency removal is imposed, the student, employee, or two 

(2) representatives from a student organization will be given notice of the 
action and the option to request to meet with the Title IX Coordinator 
before such action/removal is imposed, or as soon thereafter as 
reasonably possible, to show cause why the action/removal should not be 
implemented or should be modified. 

3. This meeting is not a hearing on the merits of the allegation(s), but rather 
is an administrative process intended to determine solely whether the 
emergency removal is appropriate. If this meeting is not requested in a 
timely manner, objections to the emergency removal are waived. A 
Complainant and their Advisor may be permitted to participate in this 
meeting if the Title IX Coordinator determines it is equitable to do so. This 
section also applies to any restrictions that a coach or athletic 
administrator may place on a student-athlete arising from allegations 
related to Title IX. There is no appeal process for emergency removal 
decisions. 

4. A Respondent may be accompanied by an Advisor of their choice when 
meeting with the Title IX Coordinator for the show cause meeting. The 
Respondent will be given access to a written summary of the basis for the 
emergency removal prior to the meeting to allow for adequate 
preparation. 

5. The Title IX Coordinator has sole discretion under this policy to implement 
or stay an emergency removal and to determine the conditions and 
duration. Violation of an emergency removal under this policy will be 
grounds for discipline, which may include expulsion or termination. 

6. The University will implement the least restrictive emergency actions 
possible in light of the circumstances and safety concerns. As determined 
by the Title IX Coordinator, these actions could include, but are not limited 
to: removing a student from a residence hall, temporarily reassigning an 
employee, restricting a student’s or employee’s access to or use of 
facilities or equipment, allowing a student to withdraw or take grades of 
incomplete without financial penalty, authorizing an administrative leave, 
and suspending a student’s participation in extracurricular activities, 
student employment, student organizational leadership, or 
intercollegiate/intramural athletics. 

7. At the discretion of the Title IX Coordinator, alternative coursework 
options may be pursued to ensure as minimal an academic disruption as 
possible on the parties. 

D. Promptness 
1. All allegations are acted upon promptly by the University once it has 

received notice or a formal complaint. Typically, complaints can take 60-
90 days to resolve. However, exceptions and extenuating circumstances 



 
may cause a resolution to take longer. The University will avoid all undue 
delays within its control. 

2. If the general timeframes for resolution outlined in University procedures 
will be delayed, the University will provide written notice to the parties. 
This notice will include the cause of the delay, and an estimate of the 
anticipated additional time needed. 

E. Privacy 
1. Every effort is made by the University to preserve the privacy of reports. 

The University will not share the identity of any individual who has made 
a report or complaint of harassment, discrimination, or retaliation; any 
Complainant, any individual who has been reported to be the perpetrator 
of sex discrimination, any Respondent, or any witness, except as permitted 
by the Family Educational Rights and Privacy Act (FERPA), 20 U.S.C. 1232g; 
FERPA regulations, 34 CFR part 99; or as required by law; or to carry out 
the purposes of 34 CFR Part 106, including the conducting of any 
investigation, hearing, or grievance proceeding arising under these policies 
and procedures. 

2. The University reserves the right to designate which University officials 
have a legitimate educational interest in being informed about incidents 
that fall within this policy, pursuant to the Family Educational Rights and 
Privacy Act (FERPA). 

3. Only a small group of officials who need to know will typically be told about 
the complaint, including but not limited to: Office of Institutional Equity 
and Compliance, Division of Student Affairs, Student Conduct and 
Community Standards, University Police, Care Team and the Threat 
Assessment Team. Information will be shared as necessary with 
Investigators, Hearing Panel members/Decision-makers, witnesses, and 
the parties. The circle of people with this knowledge will be kept as tight 
as possible to preserve the parties’ rights and privacy. 

4. Confidentiality and mandated reporting are addressed more specifically 
below. 

F. Confidentiality/Considerations for Complainants Before They Report 

For the Complainant to make informed choices about reporting conduct falling 
within this Policy, they should be aware that all University Employees (except 
those listed as Confidential Resources) are Mandatory Reporters. See Section VI 
E. Confidential Resources must maintain as confidential what the Complainant 
tells them and are not required to report alleged Policy violations to the Title IX 
Coordinator, except in limited circumstances such as in extreme cases of 
immediate threat or danger or abuse of a minor. 



Confidential resources may offer options and resources without any obligation to 
inform an outside agency or a University official unless a Complainant has 
requested that information be shared. 

Complainants may want to consider whether they want to share personally 
identifiable details with those who have a duty to report allegations of Policy 
violations to the Title IX Coordinator or whether they would prefer to share only 
with those who must maintain confidentiality. 

The following are on campus Confidential Resources: 

1. Counseling and Prevention Services — (316) 978-4792
2. Student Health Services — (316) 978-4792
3. Wichita Area Sexual Assault Campus Outreach Advocate — (316) 978-5257

VII.University Jurisdiction
A. Application of Policy

1. This policy applies to the University’s education programs and activities,
and to conduct that takes place on campus, on property owned or
controlled by the University, at University sponsored events, or in buildings
owned or controlled by University recognized student organizations. The
Respondent must be a member of the University’s community for its
policies to apply.

2. This Policy can apply to the effects of off-campus misconduct that
effectively deprives someone of access to the University’s educational
program. The University may also extend jurisdiction to off-campus and/or
to online conduct when the Title IX Coordinator determines that the
conduct affects a substantial University interest.

3. Regardless of where the conduct occurred, the University will address
notice/complaints to determine whether the conduct occurred in the
context of its employment or educational program or activity and/or has
continuing effects on campus or in an off-campus sponsored program or
activity. A substantial University interest includes:

a. Any action that constitutes a criminal offense as defined by law.
This includes, but is not limited to, single or repeat violations of any
local, state, or federal law;

b. Any situation in which it is determined that the Respondent poses
an immediate threat to the physical health or safety of any student
or other individual;

c. Any situation or conduct that significantly impinges upon the rights,
property, or achievements of oneself or others or significantly
breaches the peace and/or causes social disorder; and/or

d. Any situation detrimental to the educational interests or mission of
the University.



 
4. If the Respondent is unknown or is not a member of the University 

community, the Title IX Coordinator will assist the Complainant in 
identifying appropriate campus and local resources and supportive options 
and/or, when criminal conduct is alleged, to contact local or campus law 
enforcement if the individual would like to file a police report. 

5. The University may take actions as appropriate to protect the Complainant 
against third parties, such as barring individuals from University property 
and/or events. 

6. When the Respondent is enrolled in or employed by another institution, 
the Title IX Coordinator can assist the Complainant in contacting the 
appropriate individual at that institution, because it may be possible to 
allege violations through that institution’s policies. 

7. The University may be able to assist and support a student or employee 
Complainant who experiences discrimination in an externship, study 
abroad program, or another environment external to the University where 
sexual harassment or nondiscrimination policies and procedures of the 
facilitating or host organization may give recourse to the Complainant. 

B. Time Limits on Reporting 
1. There is no time limitation on providing notice/complaints to the Title IX 

Coordinator. However, if the Respondent is no longer subject to the 
University’s jurisdiction and/or significant time has passed, the ability to 
investigate, respond, and provide remedies may be more limited or 
impossible. 

2. Acting on notice/complaints significantly impacted by the passage of time 
(including, but not limited to, the rescission or revision of policy) is at the 
discretion of the Title IX Coordinator, who may document allegations for 
future reference, offer supportive measures and/or remedies, and/or 
engage in informal or formal action, as appropriate. 

3. When notice/complaint is affected by a significant time delay, the 
University will typically apply the policy in place at the time of the alleged 
misconduct and the procedures in place at the time of notice/complaint. 

C. Online Harassment and Misconduct 
1. University policies are written and interpreted broadly to include online 

and cyber manifestations of any of the behaviors prohibited below, when 
those behaviors occur in or have an effect on the University’s education 
program and activities or use University networks, technology, or 
equipment. 

2. The University may not control websites, social media, and/or other 
venues in which harassing communications are made. When such 
communications are reported to the University, it will engage in a variety 
of means to address and mitigate the effects. 

3. Any online postings or other electronic communication by students, 
including cyber-bullying, cyber-stalking, cyber-harassment, etc., occurring 



 
completely outside of the University’s control (e.g., not on University 
networks, websites, or between University email accounts) will only be 
subject to this policy when such online conduct can be shown to cause a 
substantial in-program disruption. Otherwise, such communications are 
considered speech protected by the First Amendment. Supportive 
measures for Complainants will be provided, but protected speech cannot 
legally be subjected to discipline. 

4. Off-campus harassing speech by employees, whether online or in person, 
may be regulated by the University only when such speech is made in an 
employee’s official or work-related capacity. 

VIII.Related Policies 
A. Consensual Relationship Policy 

In the event employees are married, in an intimate partnership, have a domestic 
relationship, or have sexual contact with another employee or student with whom 
they have direct professional power differential or supervisory responsibilities, 
they are required to disclose the relationship to the appropriate supervisor. 
Supervisors should contact their Human Resource Business Partner for guidance 
as necessary if this applies to their employee(s). See: WSU Policies and Procedures 
3.06 

B. Policy on Nondiscrimination 

The University adheres to all federal and state civil rights laws and regulations 
prohibiting discrimination in public institutions of higher education. See: WSU 
Policies and Procedures 3.02 Notice of Non-Discrimination 

C. Policy on Protected Characteristic Discrimination 
1. The University does not discriminate against any employee, applicant for 

employment, student, or applicant for admission on the basis of protected 
characteristics. Grievances related to disability status and/or 
accommodations for employees and students is set forth in WSU Policies 
and Procedures 3.47/ Discrimination Review Process for Students, 
Employees and Visitors. See: WSU Policies and Procedures 
3.47/Discrimination Review Procedures for Students, Employees, and 
visitors 

2. Students, staff, administrators, and faculty are entitled to an employment 
and educational environment that is free of discriminatory harassment. 
Wichita State University’s Policies and Procedures 3.47/Discrimination 
Review Process for Students, Employees and Visitors is not meant to inhibit 
or prohibit educational content or discussions inside or outside of the 
classroom that include germane but controversial or sensitive subject 
matters protected by academic freedom. 
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3. WSU Policies and Procedures 3.47/Discrimination Review Procedures for 

Students, Employees, and visitors sets forth the specific forms of legally 
prohibited harassment that are also prohibited under University policy. 
When speech or conduct is protected by academic freedom and/or the 
First Amendment, it will not be considered a violation of University policy, 
though supportive measures will be offered to those impacted. 

D. Policy on Disability Discrimination and Accommodation 
1. The University is committed to full compliance with the Americans With 

Disabilities Act of 1990 (ADA), as amended, and Section 504 of the 
Rehabilitation Act of 1973, which prohibit discrimination against qualified 
persons with disabilities, as well as other federal and state laws and 
regulations pertaining to individuals with disabilities. 

2. See: WSU Policies and Procedures 8.10/Students with Disabilities; 
See: WSU Workplace Accommodations Procedures; and See: WSU Policies 
and Procedures 3.47/Discrimination Review Procedures for Students, 
Employees, and visitors 

IX.Review Procedures For Discriminatory Harassment On The Basis Of Sex 
A. Sexual Harassment 

1. The Department of Education’s Office for Civil Rights (OCR), the Equal 
Employment Opportunity Commission (EEOC), and the state of Kansas 
regard Sexual Harassment, a specific form of discriminatory harassment, 
as an unlawful discriminatory practice. 

2. The University has adopted the following definition of Sexual Harassment 
in order to address the unique environment of an academic community, 
which consists of employer and employees, and students. 

3. Acts of sexual harassment may be committed by any person upon any 
other person, regardless of the sex, sexual orientation, and/or gender 
identity of those involved. 

4. Sexual Harassment, as an umbrella category, includes the offenses of 
sexual harassment, sexual assault, domestic violence, dating violence, and 
stalking, and is defined as: 

5. Conduct on the basis of sex that satisfies one or more of the following: 
a. Quid Pro Quo: 

i. an employee of the University, 
ii. conditions either implicitly or explicitly the provision of an 

aid, benefit, or service of the University, 
iii. on an individual’s participation in unwelcome sexual 

conduct. 

b. Sexual Harassment: 
i. unwelcome conduct, 

ii. determined by a reasonable person, 
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iii. to be so severe, and 
iv. pervasive, and, 
v. objectively offensive, 

vi. that it effectively denies a person equal access to the 
University’s education program or activity. 

B. Sexual Assault[3] 
1. Sexual Assault means one of the following sexual offenses, whether 

forcible or nonforcible, when directed at another person without that 
person’s Consent, including instances where the person is incapacitated: 

a. Rape – The penetration, no matter how slight, of the vagina or anus 
with any body part or object, or oral penetration by a sex organ of 
another person without the consent of the Complainant.[4] 

b. Fondling – The touching of the private body parts of another person 
(buttocks, groin, breasts) for the purpose of sexual gratification, 
without the consent of the Complainant, including instances where 
the Complainant is incapable of giving consent because of age or 
because of temporary or permanent mental or physical incapacity. 

c. Incest – Nonforcible sexual intercourse between persons who are 
related to each other within the degrees wherein marriage is 
prohibited by Kansas law. 

d. Statutory Rape – Nonforcible sexual intercourse with a person who 
is under the statutory age of consent (16 years of age in Kansas). 

C. Dating Violence [5] 
1. Dating Violence is defined as violence committed by a person who is or has 

been in a social relationship of a romantic or intimate nature with the 
Complainant. The existence of such a relationship shall be determined 
based on the Complainant’s statement and with consideration of the 
length of the relationship, the type of relationship, and the frequency of 
interaction between the persons involved in the relationship. 

2. For the purposes of this definition: 
a. Dating violence includes, but is not limited to, sexual or physical 

abuse or the threat of such abuse. 
b. Dating violence does not include acts covered under the definition 

of domestic violence. 
D. Domestic Violence [6] 

1. Domestic Violence is defined as a felony or misdemeanor crime of violence 
committed: 

a. By a current or former spouse or intimate partner of the 
Complainant; 

b. By a person with whom the Complainant shares a child in common; 
c. By a person who is cohabitating with, or has cohabitated with, the 

Complainant as a spouse or intimate partner; 
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d. By a person similarly situated to a spouse of the Complainant under 

the Kansas domestic or family violence laws; or 
e. By any other person against an adult or youth Complainant who is 

protected from that person’s acts under the Kansas domestic or 
family violence laws. 

2. To categorize an incident as Domestic Violence under this policy, the 
relationship between the Respondent and the Complainant must be more 
than just two people living together as roommates. The people 
cohabitating must be current or former spouses or have an intimate 
relationship. 

E. Stalking [7] 
1. Stalking is defined as engaging in a course of conduct directed at a specific 

person that would cause a reasonable person to: 
a. Fear for the person’s safety or the safety of others; or 
b. Suffer substantial emotional distress. 

2. For the purposes of this definition: 
a. Course of conduct means two or more acts, including, but not 

limited to, acts in which the stalker directly, indirectly, or through 
third parties, by any action, method, device, or means, follows, 
monitors, observes, surveils, threatens, or communicates to or 
about a person, or interferes with a person’s property. 

b. Reasonable person means a reasonable person under similar 
circumstances and with similar identities to the Complainant. 

c. Substantial emotional distress means significant mental suffering 
or anguish that may, but does not necessarily require medical or 
other professional treatment or counseling. 

F. Other Sex-based Offenses 
1. Sex Discrimination (also referred to as Non-Sexual Harassment Sex 

Discrimination). Providing differential treatment on the basis of sex such 
as in athletics, or with respect to employment, admissions or enrollment 
or participation in an academic course. 

2. Sexual exploitation. Occurs when a person engages in non-consensual or 
abusive conduct that takes sexual advantage of another individual for the 
person’s own advantage or benefit, or to benefit or advantage anyone 
other than the individual being exploited and does not constitute any other 
offense addressed in this Policy. 

3. Discrimination on the basis of sexual orientation, gender identity or gender 
expression. Providing differential treatment on the basis of sexual 
orientation, gender identity or gender expression, or harassment on the 
basis of sexual orientation, gender identity or gender expression. 

4. Discrimination against pregnant and parenting students. Providing 
differential treatment on the basis of a Student’s status as a pregnant or 
parenting Student or harassment on the basis of a Student’s status as being 
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a pregnant or parenting Student. See: WSU Policies and Procedures: 
8.21/Accommodations for Pregnant and Parenting Students 

G. Force, Coercion, Consent, and Incapacitation 
1. As used in the offenses above, the following definitions apply: 

a. Force: Force is the use of physical violence and/or physical 
imposition to gain sexual access. Force also includes threats, 
intimidation (implied threats), and coercion that is intended to 
overcome resistance or produce consent. 

Sexual activity that occurs by is forced is, by definition, non-
consensual, but non-consensual sexual activity is not necessarily 
forced. Silence or the absence of force or resistance alone is not 
consent. Consent is not demonstrated by the absence of force or 
resistance. While resistance is not required or necessary, it is a 
clear demonstration of non-consent. 

b. Coercion: Coercion is unreasonable pressure for sexual activity. 
Coercive conduct differs from seductive conduct based on factors 
such as the type and/or extent of the pressure used to obtain 
consent. When someone makes clear that they do not want to 
engage in certain sexual activity, that they want to stop, or that 
they do not want to go past a certain point of sexual interaction, 
continued pressure beyond that point can be coercive. 

c. Consent: 

i. Is: 

 knowing, and 
 voluntary, and 
 clear permission 
 by word or action 
 to engage in sexual activity. 

ii.Since individuals may experience the same interaction in different 
ways, it is the responsibility of each party to determine that the 
other has consented before engaging in the activity. 

iii. If consent is not clearly provided prior to engaging in the 
activity, consent may be ratified by word or action at some 
point during the interaction or thereafter. 

iv. Consent can also be withdrawn once given, if the withdrawal is 
reasonably and clearly communicated. If consent is withdrawn, 
that sexual activity should cease within a reasonable time. 
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v. Consent to some sexual contact (such as kissing or fondling) 

cannot be presumed to be consent for other sexual activity 
(such as intercourse). A current or previous intimate 
relationship is not enough to constitute consent. 

vi. Proof of consent or non- consent and the burden of collecting 
evidence sufficient to reach a determination regarding 
responsibility, rests on the University, not the parties. 

vii. The burden remains on the University to determine whether its 
policy has been violated. The existence of consent is based on 
the totality of the circumstances evaluated from the 
perspective of a reasonable person in the same or similar 
circumstances, including the context in which the alleged 
incident occurred and any similar, previous patterns that may 
be evidenced. 

viii. Consent in relationships must be considered in context. When 
parties consent to BDSM (Bondage, discipline/dominance, 
submission/sadism, and masochism) or other forms of kink, 
non-consent may be shown by the use of a safe word. 
Resistance, force, violence, or even saying “no” may be part of 
the kink and thus consensual, so the University’s evaluation of 
communication in kink situations should be guided by 
reasonableness, rather than strict adherence to policy that 
assumes non-kink relationships as a default. 

2. Incapacitation: A person cannot consent if they are unable to understand 
what is happening or is disoriented, helpless, asleep, or unconscious, for 
any reason, including by alcohol or other drugs. It is a violation of this Policy 
if a Respondent engages in sexual activity with someone who is incapable 
of giving consent. 

a. It is a defense to a sexual assault policy violation if the Respondent 
neither knew nor should have known the Complainant was 
physically or mentally incapacitated. “Should have known” is an 
objective, reasonable person standard which assumes that a 
reasonable person is both sober and exercising sound judgment. 
The use of alcohol or other drugs will never function as a defense 
for any behavior that violates this Policy. 

b. Incapacitation occurs when someone cannot make rational, 
reasonable decisions because they lack the capacity to give 
knowing/informed consent (e.g., to understand the “who, what, 
when, where, why, or how” of their sexual interaction). 

c. Incapacitation is determined through consideration of all relevant 
indicators of an individual’s state and is not synonymous with 
intoxication, impairment, blackout, and/or being drunk. 



 
d. This Policy includes incapacity resulting from a temporary or 

permanent physical or mental health condition, involuntary 
physical restraint, and/or the consumption of incapacitating drugs. 

H. Sexual Exploitation 
1. In addition to the forms of sexual harassment described above, which fall 

within the coverage of Title IX, the University prohibits Sexual Exploitation 
as a form of discrimination. 

2. Sexual Exploitation means: taking non-consensual or abusive sexual 
advantage of another for their own benefit or for the benefit of anyone 
other than the person being exploited, and that conduct does not 
otherwise constitute sexual harassment under this policy. Examples of 
Sexual Exploitation include, but are not limited to: 

a. Sexual voyeurism (such as observing or allowing others to observe 
a person undressing or using the bathroom or engaging in sexual 
acts, without the consent of the person being observed) 

b. Invasion of sexual privacy 
c. Taking pictures, video, or audio recording of another in a sexual act, 

or in any other sexually-related activity when there is a reasonable 
expectation of privacy during the activity, without the consent of 
all involved in the activity, or exceeding the boundaries of consent 
(such as allowing another person to hide in a closet and observe 
sexual activity, or disseminating sexual pictures without the 
photographed person’s consent), including the making or posting 
of revenge pornography 

d. Prostituting another person 
e. Engaging in sexual activity with another person while knowingly 

infected with human immunodeficiency virus (HIV) or a sexually-
transmitted disease (STD) or infection (STI), without informing the 
other person of the infection 

f. Causing or attempting to cause the incapacitation of another 
person (through alcohol, drugs, or any other means) for the 
purpose of compromising that person’s ability to give consent to 
sexual activity, or for the purpose of making that person vulnerable 
to non-consensual sexual activity 

g. Misappropriation of another person’s identity on apps, websites, 
or other venues designed for dating or sexual connections 

h. Forcing a person to take an action against that person’s will by 
threatening to show, post, or share information, video, audio, or an 
image that depicts the person’s nudity or sexual activity 

i. Knowingly soliciting a minor for sexual activity 
j. Engaging in sex trafficking 
k. Creation, possession, or dissemination or child pornography 



 
l. Stealthing (The practice of a man covertly removing or damaging a 

condom during sexual intercourse, when his partner has only 
consented to condom-protected sex) 

I. Other Civil Rights Offenses 

Violation of any other University policies may constitute a Civil Rights Offense 
when a violation is motivated by actual or perceived membership in a protected 
class, and the result is a discriminatory limitation or denial of employment or 
educational access, benefits, or opportunities. See: WSU Policy 3.47 

J. Retaliation 
1. Protected activity under this policy includes reporting an incident that may 

implicate this policy, participating in the grievance process, supporting a 
Complainant or Respondent, assisting in providing information relevant to 
an investigation, and/or acting in good faith to oppose conduct that 
constitutes a violation of this Policy. 

2. Acts of alleged retaliation should be reported immediately to the Title IX 
Coordinator and will be promptly investigated. The University is prepared 
to take appropriate steps to protect individuals who fear that they may be 
subjected to retaliation. 

3. It is prohibited for the University or any member of the University’s 
community to take materially adverse action by intimidating, threatening, 
coercing, harassing, or discriminating against any individual for the 
purpose of interfering with any right or privilege secured by law or policy, 
or because the individual has made a report or complaint, testified, 
assisted, or participated or refused to participate in any manner in an 
investigation, proceeding, or hearing under this policy and procedure. 

4. Charges against an individual for code of conduct violations that do not 
involve sex discrimination or sexual harassment but arise out of the same 
facts or circumstances as a report or complaint of sex discrimination, or a 
report or complaint of sexual harassment, for the purpose of interfering 
with any right or privilege secured by Title IX, constitutes retaliation. 

5. The exercise of rights protected under the First Amendment does not 
constitute retaliation. 

6. Charging an individual with a code of conduct violation for making a 
materially false statement in bad faith in the course of a grievance 
proceeding under this policy and procedure does not constitute 
retaliation, provided that a determination regarding responsibility, alone, 
is not sufficient to conclude that any party has made a materially false 
statement in bad faith. 

K. Notice to Mandated Reporters (Responsible Employees) 
1. All University employees (including student employees), with the 

exception of those who are specifically designated as Confidential 
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Resources, are Mandated Reporters (“Responsible Employees”) and must 
promptly share with the Title IX Coordinator all known details of a report 
made to them in the course of their employment. A “Responsible 
Employee” includes any employee who: 

a. Has the duty to report to appropriate school officials sexual 
harassment or any other misconduct by students or employees; or 

b. A student, employee or visitor could reasonably believe has the 
authority or responsibility to take action. 

2. Employees must also promptly share all details of behaviors under this 
Policy that they observe or have knowledge of, even if not reported to 
them by a Complainant or third-party. 

3. Complainants may want to carefully consider whether they share 
personally identifiable details with non-confidential Mandated Reporters, 
as those details must be shared with the Title IX Coordinator. 

4. Generally, disclosures in climate surveys, classroom writing assignments or 
discussions, human subjects research, or at events such as “Take Back the 
Night” marches or speak-outs do not provide notice that must be reported 
to the Coordinator by employees, unless the Complainant clearly indicates 
they desire to report or a seek a specific response from the University. 

5. Supportive measures may be offered as the result of such disclosures 
without formal University action. 

6. Failure of a Mandated Reporter to report all information they are aware of 
regarding an incident of harassment on the basis of sex or discrimination 
addressed by this Policy, to the Title IX Coordinator is a violation of 
University Policy and can be subject to disciplinary action for failure to 
comply. 

7. When a Mandated Reporter is engaged in harassment or other violations 
of this Policy, they still have a duty to report their own misconduct, though 
the University is not on notice when the harasser is also a Mandated 
Reporter unless the harasser does in fact report themselves. 

8. A Mandated Reporter who is a target of harassment or other misconduct 
under this Policy is not required to report their own experience, though 
they are encouraged to do so. 

L. When a Complainant Does Not Wish to Proceed/Requests for Privacy 
1. If a Complainant does not wish their name to be shared with the 

Respondent, does not wish an investigation, or does not wish to pursue a 
Formal Complaint, they may make a request to the Title IX Coordinator, 
who will evaluate the request in light of the duty to ensure the safety of 
the campus and compliance with state or federal law. 

2. The Title IX Coordinator has ultimate discretion over whether the 
University proceeds when the Complainant does not wish to do so, and the 
Title IX Coordinator may sign a Formal Complaint initiating the grievance 
process after completion of an appropriate violence risk assessment. 



 
3. The Title IX Coordinator’s decision should be based on the results of the 

violence risk assessment that show a compelling risk to health and/or 
safety requiring the University to pursue formal action to protect the 
community. 

4. A compelling risk to health and/or safety may result from evidence of 
patterns of misconduct, predatory conduct, threats, abuse of minors, use 
of weapons, and/or violence. The University may be compelled to act on 
alleged employee misconduct irrespective of a Complainant’s wishes. 

5. The Title IX Coordinator must also consider the effect that non-
participation by the Complainant may have on the availability of evidence 
and the University’s ability to pursue a Formal Grievance Process fairly and 
effectively. 

6. When the Title IX Coordinator executes the written complaint, they do not 
become the Complainant. The Complainant is the individual who is alleged 
to be the victim of conduct that could constitute a violation of this policy. 

7. When the University proceeds, the Complainant (or their Advisor) may 
have as much or as little involvement in the process as they wish. The 
Complainant retains all rights of a Complainant under this Policy 
irrespective of their level of participation. Typically, when the Complainant 
chooses not to participate, the Complainant may request that their Advisor 
serve as proxy for the Complainant throughout the process, acting to 
ensure and protect the rights of the Complainant, not in the Complainant’s 
place as a party. 

8. The University’s ability to remedy and respond to notice may be limited if 
the Complainant does not want the University to proceed with an 
investigation and/or grievance process. The goal is to provide the 
Complainant with as much control over the process as possible, while 
balancing the University’s obligation to protect its community. 

9. If the Complainant requests confidentiality/no formal action and the 
circumstances allow the University to honor that request, the University 
will offer informal resolution options (see below), supportive measures, 
and remedies to the Complainant and the community, but will not 
otherwise pursue formal action. 

10. If the Complainant elects to take no action, they can change that decision 
and pursue a formal complaint at a later date. Upon making a formal 
complaint, a Complainant has the right, and can expect, to have allegations 
taken seriously by the University, and to have the incidents investigated 
and properly resolved through these procedures. 

M. Federal Timely Warning Obligations 
1. Parties reporting sexual assault, domestic violence, dating violence, and/or 

stalking should be aware that under the Clery Act the University must issue 
timely warnings for incidents reported to them that pose a serious or 



 
continuing threat of bodily harm or danger to members of the campus 
community. 

2. The University will ensure that a Complainant’s name and other identifying 
information is not disclosed, while still providing enough information for 
community members to make safety decisions in light of the potential 
danger. 

N. False Allegations and Evidence 
1. Deliberately false and/or malicious accusations under this policy, as 

opposed to allegations which, even if erroneous, are made in good faith, 
are a serious offense and will be subject to appropriate disciplinary action. 

2. Witnesses and parties knowingly providing false evidence, tampering with 
or destroying evidence after being directed to preserve such evidence, or 
deliberately misleading an official conducting an investigation can be 
subject to discipline under University policy. 

O. Amnesty for Complainants and Witnesses 
1. The University community encourages the reporting of misconduct and 

crimes by Complainants and witnesses. Sometimes, Complainants or 
witnesses are hesitant to report to University officials or participate in 
grievance processes because they fear that they themselves may be in 
violation of certain policies, such as underage drinking or use of illicit drugs 
at the time of the incident. Respondents may hesitate to be forthcoming 
during the process for the same reasons. 

2. It is in the best interests of the University community that Complainants 
choose to report misconduct to University officials, that witnesses come 
forward to share what they know, and that all parties be forthcoming 
during the process. 

3. To encourage reporting and participation in the process, the University 
maintains a policy of offering parties and witnesses amnesty from minor 
policy violations – such as underage consumption of alcohol or the use of 
illicit drugs – related to the incident. 

4. Amnesty does not apply to more serious allegations such as physical abuse 
of another or illicit drug distribution. The decision not to offer amnesty to 
a Respondent is based on neither sex nor gender, but on the fact that 
collateral misconduct is typically addressed for all students within a 
progressive discipline system, and the rationale for amnesty – the 
incentive to report serious misconduct – is rarely applicable to Respondent 
with respect to a Complainant. 

P. Federal Statistical Reporting Obligations 
1. Campus officials – those deemed as Campus Security Authorities – have a 

duty to report the following for federal statistical reporting purposes (Clery 
Act): 



 
a. All “primary crimes,” which include homicide, sexual assault, 

robbery, aggravated assault, burglary, motor vehicle theft, and 
arson; 

b. Hate crimes, which include homicide, sexual assault, robbery, 
aggravated assault, burglary, motor vehicle theft, and arson; 

c. VAWA[8] – based crimes, which include sexual assault, domestic 
violence, dating violence, and stalking; and 

d. Arrests and referrals for disciplinary action for weapons-related law 
violations, liquor-related law violations, and drug abuse-related 
law violations. 

Q. All personally identifiable information is kept private, but statistical information 
must be passed along to university law enforcement regarding the type of incident 
and its general location (on or off-campus or in the surrounding area, but no 
addresses are given) for publication in the Annual Fire and Safety Report and daily 
campus crime log. 

R. Campus Security Authorities include: student affairs/student conduct staff, 
university law enforcement, local police, coaches, athletic directors, residence life 
staff, student activities staff, human resources staff, advisors to student 
organizations, and any other official with significant responsibility for student and 
campus activities. 

X.Interim Resolution Process For Alleged Violations Of Sexual 
Harassment, Discrimination And Retaliation Policy 

A. Overview 
1. The University will act on any formal or informal notice/complaint of violation of 

the policy on Equal Opportunity, Harassment, and Nondiscrimination (“the 
Policy”) that is received by the Title IX Coordinator or any other Official with 
Authority by applying these procedures. 

2. The procedures below apply only to qualifying allegations of sexual harassment 
(including sexual assault, dating violence, domestic violence, and stalking, as 
defined above) and other sex-based offenses listed in section IX F of this Policy, 
involving students, staff, administrators or faculty members. 

3. If other policies are invoked such as policies on protected class harassment, 
discrimination, and retaliation, see: WSU Policy 3.47 for a description of the 
procedures applicable to the resolution of such offenses. 

4. All other allegations of misconduct unrelated to incidents covered by this Policy 
will be addressed through procedures set forth in University policies. 

B. Notice / Complaint 
1. Upon receipt of a complaint or notice to the Title IX Coordinator of an alleged 

violation of the Policy, the University initiates a prompt initial assessment to 
determine the next steps the University needs to take. 

2. The University will initiate at least one of three responses: 
a. Offering supportive measures because the Complainant does not want to 

proceed formally; 
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b. An informal resolution; 
c. A Formal Grievance Process including an investigation and a hearing. 

3. The investigation and grievance process will determine whether or not the Policy 
has been violated. If so, the University will promptly implement effective remedies 
designed to ensure that it is not deliberately indifferent to harassment or 
discrimination, their potential recurrence, or their effects. 

C. Initial Assessment 

Following receipt of notice or a complaint of an alleged violation of this Policy, the Title IX 
Coordinator[9] engages in an initial assessment, which is typically one to five business days 
in duration. The steps in an initial assessment can include: 

1. If notice is given, the Title IX Coordinator seeks to determine if the person 
impacted wishes to make a formal complaint, and will assist them to do so, if 
desired. 

If they do not wish to do so, the Title IX Coordinator determines whether to initiate a 
complaint because a violence risk assessment indicates a compelling threat to health 
and/or safety. 

2. If a formal complaint is received, the Title IX Coordinator assesses its sufficiency 
and works with the Complainant to make sure it is correctly completed. 

3. The Title IX Coordinator reaches out to the Complainant to offer supportive 
measures. 

4. The Title IX Coordinator works with the Complainant to ensure they are aware of 
the right to have an Advisor. 

5. The Title IX Coordinator works with the Complainant to determine whether the 
Complainant prefers a supportive and remedial response, an informal resolution 
option, or a formal investigation and grievance process. 

6. If a supportive and remedial response is preferred, the Title IX Coordinator works 
with the Complainant to identify their wishes and then seeks to facilitate 
implementation. No Formal Grievance Process is initiated, though the 
Complainant can elect to initiate one later, if desired. 

7. If an informal resolution option is preferred, the Title IX Coordinator assesses 
whether the complaint is suitable for informal resolution, whether an informal 
process may serve the situation best or is available, and may seek to determine if 
the Respondent is also willing to engage in informal resolution. 

8. If a Formal Grievance Process is preferred, the Title IX Coordinator determines if 
the misconduct alleged falls within the scope of Title IX: 

a. If it does, the Title IX Coordinator will initiate the formal investigation and 
grievance process, directing the investigation to address: 

 an incident, and/or 
 a pattern of alleged misconduct, and/or 
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 a culture/climate issue, based on the nature of the complaint. 

b. If it does not, the Title IX Coordinator determines that Title IX does not 
apply (and will “dismiss” that aspect of the complaint, if any), assesses 
which policies may apply, which resolution process is applicable and will 
refer the matter accordingly. Or refers the matter for resolution under 
other university policy(s). Please note that dismissing a complaint under 
Title IX is procedural and does not limit the University’s authority to 
address a complaint with an appropriate process and remedies. 

D. Violence Risk Assessment 
1. In many cases, the Title IX Coordinator may determine that a Violence Risk 

Assessment (VRA) should be conducted by member of the CARE team if the 
Respondent is a student or student employee as part of the initial assessment. A 
VRA aids in ten critical and/or required determinations, including: 

a. Emergency removal of a Respondent on the basis of immediate threat to 
physical health/safety; 

b. Whether the Title IX Coordinator should pursue/sign a formal complaint 
absent a willing/able Complainant; 

c. Whether to put the investigation on the footing of incident and/or pattern 
and/or climate; 

d. To help identify potential predatory conduct; 
e. To help assess/identify grooming behaviors; 
f. Whether it is reasonable to try to resolve a complaint through informal 

resolution, and what modality may be most successful; 
g. Whether to permit a voluntary withdrawal by the Respondent; 
h. Whether to impose transcript notation or communicate with a transfer 

University about a Respondent; 
i. Assessment of appropriate sanctions/remedies (to be applied post-

hearing); and/or 
j. Whether a Clery Act Timely Warning and/or Trespass order is needed. 

2. Threat assessment is the process of evaluating the actionability of violence by an 
individual against another person or group following the issuance of a direct or 
conditional threat. A VRA is a broader term used to assess any potential violence 
or danger, regardless of the presence of a vague, conditional, or direct threat. 

3. VRAs require specific training and are typically conducted by psychologists, clinical 
counselors, social workers, case managers, law enforcement officers, student 
conduct officers, or other CARE team members. A VRA requested by the Title IX 
Coordinator should occur in collaboration with the CARE team or threat 
assessment team. Where a VRA is required by the Title IX Coordinator, a 
Respondent refusing to cooperate may result in a charge of failure to comply 
within the appropriate student or employee conduct process. 

4. A VRA assesses the risk of actionable violence, often with a focus on 
targeted/predatory escalations, and is supported by research from the fields of 
law enforcement, criminology, human resources, and psychology. A VRA is not an 



 
evaluation for an involuntary behavioral health, nor is it a psychological or mental 
health assessment. 

5. More about the University’s process for VRA can be found below/in Appendix B. 
E. Dismissal (Mandatory and Discretionary) 

1. The University must dismiss a formal complaint or any allegations therein if, at any 
time during the investigation or hearing, it is determined that: 

a. The conduct alleged in the formal complaint would not constitute sexual 
harassment as defined in the Policy hereinabove, even if proved; and/or 

b. The conduct did not occur in an educational program or activity controlled 
by the University (including buildings or property controlled by recognized 
student organizations), and/or the University does not have control of the 
Respondent; and/or 

c. The conduct did not occur against a person in the United States; and/or 
d. At the time of filing a formal complaint, a complainant is not participating 

in or attempting to participate in the education program or activity of the 
University. 

2. The University may dismiss a formal complaint or any allegations therein if, at any 
time during the investigation or hearing: 

a. A Complainant notifies the Title IX Coordinator in writing that the 
Complainant would like to withdraw the formal complaint or any 
allegations therein; or 

b. The Respondent is no longer enrolled in or employed by the University; or 
c. Specific circumstances prevent the University from gathering evidence 

sufficient to reach a determination as to the formal complaint or 
allegations therein. 

3. Upon any dismissal, the University will promptly send written notice of the 
dismissal and the rationale for doing so simultaneously to the parties. 

4. This dismissal decision is appealable by any party under the procedures for appeal 
below. The decision not to dismiss is also appealable by any party claiming that a 
dismissal is required or appropriate. A Complainant who decides to withdraw a 
complaint may later request to reinstate and refile it. 

F. Counterclaims 
1. The University is obligated to ensure that the grievance process is not abused for 

retaliatory purposes. The University permits the filing of counterclaims but uses 
an initial assessment, described above, to assess whether the allegations in the 
counterclaim are made in good faith. Counterclaims by the Respondent may be 
made in good faith, but are, on occasion, also made for purposes of retaliation. 
Counterclaims made with retaliatory intent will not be permitted. 

2. Counterclaims determined to have been reported in good faith will be processed 
using the grievance procedures below. Investigation of such claims may take place 
after resolution of the underlying initial allegation, in which case a delay may 
occur. 



 
3. Counterclaims may also be resolved through the same investigation as the 

underlying allegation, at the discretion of the Title IX Coordinator. When 
counterclaims are not made in good faith, they will be considered retaliatory and 
may constitute a violation of this policy. 

G. Right to an Advisor 
1. The parties may each have an Advisor of their choice present with them for all 

meetings and interviews within the resolution process, if they so choose. The 
parties may select whoever they wish to serve as their Advisor. This could include 
an attorney, advocate or support person. 

2. The law permits one Advisor for each party. 
3. Witnesses are not entitled to Advisors within this grievance process however they 

may be advised externally. 
4. The chosen Advisor should be eligible and available. A party cannot insist on an 

Advisor who doesn’t have the inclination, time or availability. 
5. The Advisor cannot have institutionally conflicting roles, for example, the Title IX 

Coordinator who has an active role in the matter, or a supervisor who must 
monitor and implement sanctions. 

6. Choosing an Advisor who is also a witness in the process creates potential for bias 
and conflict-of-interest. A party who chooses an Advisor who is also a witness can 
anticipate that issues of potential bias will be explored by the hearing Decision-
maker(s). 

7. The University may permit parties to have more than one Advisor upon special 
request to the Title IX Coordinator. The decision to grant this request is at the sole 
discretion of the Title IX coordinator and will be granted equitably to all parties. 

8. Who Can Serve as an Advisor 
a. The Advisor may be a friend, mentor, family member, attorney, or any 

other individual a party chooses to advise, support, and/or consult with 
them throughout the resolution process. The parties may choose Advisors 
from inside or outside of the University community. 

b. The Title IX Coordinator will offer to assign a trained Advisor for any party 
if the party does not have an advisor at the time of hearing. If the parties 
choose an Advisor from the pool available from the University, the Advisor 
will be trained by the University and be familiar with the University’s 
resolution process. 

c. If the parties choose an Advisor from outside the pool of those identified 
by the University, the Advisor may not have been trained by the University 
and may not be familiar with University policies and procedures. 

d. Parties also have the right to choose not to have an Advisor in the initial 
stages of the resolution process, prior to a hearing. 

9. Advisors in Hearings/University-Appointed Advisor 
a. Under U.S. Department of Education regulations applicable to Title IX, 

cross-examination is required during the hearing, and must be conducted 



 
by the parties’ Advisors. The parties are not permitted to directly cross-
examine each other or any witnesses. 

b. If a party does not have an Advisor for a hearing, the University will appoint 
a trained Advisor for the limited purpose of conducting any cross-
examination. 

c. A party may reject this appointment and choose their own Advisor, but 
they may not proceed without an Advisor. If the party’s Advisor will not 
conduct cross-examination, the University will appoint an Advisor who will 
do so regardless of the participation or non-participation of the advised 
party in the hearing itself. 

d. Extensive questioning of the parties and witnesses will also be conducted 
by the Decision-maker(s) during the hearing. 

10. Advisor’s Role 
a. Advisors support the parties and assist them through the Grievance 

Process. The parties may be accompanied by their Advisor in all meetings 
and interviews at which the party is entitled to be present, including intake 
and interviews. 

b. The parties are expected to ask and respond to questions on their own 
behalf throughout the investigation phase of the resolution process. 
Although the Advisor generally may not speak on behalf of their advisee, 
the Advisor may consult with their advisee, either privately as needed, or 
by conferring or passing notes during any resolution process meeting or 
interview. For longer or more involved discussions, the parties and their 
Advisors should ask for breaks to allow for private consultation. 

c. Advisors should help the parties prepare for each meeting and the hearing 
and are expected to advise ethically, with integrity, and in good faith. 

d. The Advisor’s role in the hearing is limited to cross examination of the 
other party and of any witnesses. An Advisor may not make a presentation 
on behalf of or represent the party during any meeting or proceeding in 
the grievance process and may not speak on behalf of the party to the 
Investigator(s) or Decision-makers, except during cross-examination. 
Advisors may ask process-related questions to the Investigator(s), Hearing 
Chair, Decision-Maker(s), or the Title IX Coordinator. 

e. The University cannot guarantee equal Advisory rights, meaning that if one 
party selects an Advisor who is an attorney, but the other party does not 
or cannot afford an attorney, the University is not obligated to provide an 
attorney. 

11. Pre-Interview Meetings 
a. Advisors may request to meet with the administrative officials conducting 

interviews/meetings in advance of these interviews or meetings. This pre-
meeting allows Advisors to clarify and understand their role and 
University’s policies and procedures. 

12. Advisor Violations of University Policy 



 
a. All Advisors are subject to the same University policies and procedures, 

whether they are attorneys or not. 
b. Advisors are expected to advise their advisees without disrupting 

proceedings. 
c. Advisors should not address University officials in a meeting or interview 

unless invited to (asking procedural questions). 
d. The Advisor may not make a presentation or represent their advisee during 

any meeting or proceeding and may not speak on behalf of the advisee to 
the Investigator(s) or other Decision-maker(s) except during a hearing 
proceeding, during cross examination. 

e. Any Advisor who oversteps their role as defined by this policy will be 
warned only once. 

i. If the Advisor continues to disrupt or otherwise fails to respect the 
limits of the Advisor role, the meeting will be ended, or other 
appropriate measures implemented. 

ii. Subsequently, the Title IX Coordinator will determine how to 
address the Advisor’s non-compliance and future role. 

13. Sharing Information with the Advisor 
a. The University expects that the parties may wish to have the University 

share documentation and evidence related to the allegations with their 
Advisors, including attorney Advisors. Parties may share this information 
directly with their Advisor or other individuals if they wish. Doing so may 
help the parties participate more meaningfully in the resolution process. 

b. If a party chooses an attorney advisor, the OIEC team and Decision-makers 
within this grievance process are not bound to attorney-attorney 
communications. All communications and documentation from the OIEC 
team or Decision-makers will be sent to the parties via their University 
assigned email. 

c. Privacy of Records Shared with Advisor 

i. Advisors are expected to maintain the privacy of the records 
shared with them by the party they are advising. 

ii. These records may not be shared with third parties, disclosed 
publicly, or used for purposes not explicitly authorized by the 
University. 

iii. The University may require Advisors to sign a non-disclosure 
agreement to ensure the confidentiality of the information 
shared with them by the University. 

iv. The University may seek to restrict the role of any Advisor who 
does not respect the sensitive nature of the process or who fails 
to abide by the University’s privacy expectations. 

 



 
14. Expectations of an Advisor 

a. The University generally expects an Advisor to adjust their schedule to 
allow them to attend University meetings when planned, but may change 
scheduled meetings to accommodate an Advisor’s inability to attend, if 
doing so does not cause an unreasonable delay. 

b. The University may also make reasonable provisions to allow an Advisor 
who cannot attend in person to attend a meeting by telephone, video 
conferencing, or other similar technologies as may be convenient and 
available. 

15. Expectations of the Parties with Respect to Advisors 
a. A party may elect to change Advisors during the process and is not 

obligated to use the same Advisor throughout. The parties are expected to 
inform the Investigator(s) of the identity of their Advisor at least two (2) 
business days before the date of their first meeting with Investigators (or 
as soon as possible if a more expeditious meeting is necessary or desired). 

b. The parties are expected to provide timely notice to the Title IX 
Coordinator if they change Advisors at any time. It is assumed that if a 
party changes Advisors, consent to share information with the previous 
Advisor is terminated, and a release for the new Advisor must be secured. 
Parties are expected to inform the Title IX Coordinator of the identity of 
their hearing Advisor at least two (2) business days before the hearing. 

c. As a public entity, the University fully respects and accords the Weingarten 
rights of employees. For parties who are entitle to union representation, 
the University will allow the unionized employee to have their union 
representative (if requested by the party) as well as an Advisor of their 
choice present for all resolution-related meetings and interviews. To 
uphold the principles of equity, the other party (regardless of union 
membership) will also be permitted to have two Advisors. Witnesses are 
not permitted to have union representation or Advisors in grievance 
process interviews or meetings. 

16. Assistance in Securing an Advisor 
a. For representation, Respondents may wish to contact organizations such 

as: 

i. FACE 
ii. SAVE 

b. Complainants may wish to contact organizations such as: 

i. The Victim Rights Law Center  
ii. The National Center for Victims of Crime  

iii. The Time’s Up Legal Defense Fund 
 

https://www.facecampusequality.org/
http://www.saveservices.org/
https://www.victimrights.org/
https://victimsofcrime.org/
https://nwlc.org/times-up-legal-defense-fund/


 

XI.Resolution Processes 
A. Privacy of Resolutions Proceedings 

1. Resolution proceedings are private. All persons present at any time during the 
resolution process are expected to maintain the privacy of the proceedings in 
accordance with University policy. 

2. While there is an expectation of privacy around what Investigators share with 
parties during interviews, the parties have discretion to share their own 
knowledge and evidence with others if they so choose. The University encourages 
parties to discuss this with their Advisors before doing so. 

B. Informal Resolution 
1. Informal Resolution can include three different approaches: 

a. When the parties agree to resolve the matter using an informal/alternate 
resolution process. 

b. When the Respondent accepts responsibility for violating policy, and 
desires to accept a sanction and end the resolution process; or 

c. When the Title IX Coordinator can resolve the matter informally by 
providing supportive measures to remedy the situation. 

2. To initiate Informal Resolution, a Complainant must file a formal complaint, as 
defined above. If a Respondent wishes to initiate Informal Resolution, they must 
contact the Title IX Coordinator in writing to so indicate. 

3. It is not necessary to pursue Informal Resolution first in order to pursue a Formal 
Grievance Process, and any party participating in Informal Resolution can stop the 
process at any time and begin or resume the Formal Grievance Process. 

4. Prior to implementing Informal Resolution, the University will provide the parties 
with written notice of the reported misconduct and any sanctions or measures 
that may result from participating in such a process, including information 
regarding any records that will be maintained or shared by the University. 

5. The University shall obtain voluntary, written confirmation that all parties wish to 
resolve the matter through Informal Resolution process before proceeding and 
will not pressure the parties to participate in the Informal Resolution process. 

6. The Informal Resolution option is an informal process, including facilitation , 
mediation or restorative practices, etc. by which a mutually agreed upon 
resolution of an allegation is reached. All parties must consent to the use of the 
Informal Resolution process. 

7. The Title IX Coordinator may consider the following factors to assess whether 
Informal/Alternate Resolution is appropriate, or which type of Informal Resolution 
processes may be most successful for the parties: 

a. The parties’ amenability to Informal Resolution process; 
b. Likelihood of potential resolution, considering the allegations set forth in 

the Formal Complaint; 
c. The parties’ motivation to participate; 
d. Cleared violence risk assessment/ongoing risk analysis; 
e. Disciplinary history; 



 
f. Whether an emergency removal is needed; 
g. Complaint complexity; 
h. Goals of the parties. 

8. The Title IX Coordinator shall determine whether the Informal Resolution process 
is appropriate, and the Title IX Coordinator must approve any resolution 
agreement reached as a result of the Informal Resolution process. 

9. The Title IX Coordinator maintains records of any resolution agreement reached, 
and failure to abide by the resolution agreement may result in appropriate 
responsive/disciplinary actions. 

10. Results of complaints resolved by Informal Resolution are not appealable. 
11. The Informal Resolution agreement is not final until it is signed by all parties and 

the Title IX Coordinator. 
C. Respondent’s Acceptance of Responsibility 

1. The Respondent may accept responsibility for all or part of the alleged policy 
violations at any point during the resolution process. 

2. If the Respondent indicates an intent to accept responsibility for all of the alleged 
misconduct, the formal process will be paused, and the Title IX Coordinator will 
determine whether Informal Resolution can be used according to the criteria in 
that section above. 

3. If Informal Resolution is applicable, the Title IX Coordinator will determine 
whether all parties and the University are able to agree on responsibility, 
sanctions, and/or remedies. 

a. If so, the Title IX Coordinator implements the accepted finding that the 
Respondent is in violation of University policy and implements agreed-
upon sanctions and/or remedies, in coordination with other appropriate 
administrator(s), as necessary. 

4. This result is not subject to appeal once all parties indicate their written assent to 
all agreed upon terms of resolution. 

5. When the parties cannot agree on all terms of resolution, the Formal Grievance 
Process will resume at the same point where it was paused. 

6. When a resolution is accomplished, the appropriate sanction or responsive actions 
are promptly implemented in order to effectively stop the harassment or 
discrimination, prevent its recurrence, and remedy the effects of the 
discriminatory conduct, both on the Complainant and the community. 

D. Negotiated Resolution 
1. The Title IX Coordinator, with the consent of the parties, may negotiate and 

implement an agreement to resolve the allegations that satisfies all parties and 
the University. 

2. Negotiated Resolutions are not appealable. 
E. Grievance Process Pool 

1. The Formal Grievance Process relies on a pool of administrators (“the Pool”) to 
carry out the process. Members of the Pool are announced in an annual 
distribution of this policy to all students, parents/guardians of students, 



 
employees, prospective students, and prospective employees. They are also listed 
in the Annual Title IX Report published by the Title IX Office. The Title IX 
Coordinator, in consultation with the OIEC team, appoints the Pool.[10] 

a. Pool Member Appointment: While members of the Pool are typically 
trained in a variety of skill sets and can rotate amongst the different roles 
listed above in different cases, the University can designate permanent 
roles for individuals in the Pool, using as substitutes or to provide greater 
depth of experience when necessary. The process of role assignment may 
be the result of particular skills, aptitudes, or talents identified in members 
of the Pool that make them best suited to particular roles. 

b. Pool Membership: Pool members are usually appointed to three-year 
terms. Individuals who are interested in serving in the Pool are encouraged 
to contact the Title IX Coordinator. 

c. Pool Member Training: Pool members receive annual training. This 
training includes, but is not limited to: 

i. The scope of the University’s Discrimination and Harassment Policy 
and Procedures 

ii. Implicit bias 
iii. Disparate treatment and impact 
iv. Reporting, confidentiality, and privacy requirements 
v. Applicable laws, regulations, and federal regulatory guidance 

vi. How to implement appropriate and situation-specific remedies 
vii. How to investigate in a thorough, reliable, and impartial manner 

viii. How to uphold fairness, equity, and due process 
ix. How to weigh evidence 
x. How to conduct questioning 

xi. How to assess credibility 
xii. Impartiality and objectivity 

xiii. How to render findings and generate clear, concise, evidence-
based rationales 

xiv. The definitions of all offenses 
xv. How to apply definitions used by the University with respect to 

consent (or the absence or negation of consent) consistently, 
impartially, and in accordance with policy 

xvi. How to serve impartially by avoiding prejudgment of the facts at 
issue, conflicts of interest, and bias 

xvii. Any technology to be used at a live hearing 
xviii. Issues of relevance of questions and evidence 

xix. How to determine appropriate sanctions in reference to all forms 
of harassment, discrimination, and/or retaliation allegations 

2. Specific training is also provided for Appeal Officers, intake personnel, Advisors 
(who are University employees). All Pool members are required to attend these 
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trainings annually. The materials used to train all members of the Pool are 
available on the OIEC website. 

XII.Formal Grievance Process 
A. Notice of Investigation and Allegations 

1. The Title IX Coordinator will provide written notice of the investigation and 
allegations (the “NOIA”) to the Respondent upon commencement of the Formal 
Grievance Process. This facilitates the Respondent’s ability to prepare for the 
interview and to identify and choose an Advisor to accompany them. The NOIA is 
also copied to the Complainant, who is to be given advance notice of when the 
NOIA will be delivered to the Respondent. 

2. The NOIA will include: 
a. A meaningful summary of all of allegations, 
b. The identity of the involved parties (if known), 
c. The precise misconduct being alleged, 
d. The date and location of the alleged incident(s) (if known), 
e. The specific policies implicated, 
f. A description of the applicable procedures, 
g. A statement of the potential sanctions/responsive actions that could 

result, 
h. A statement that the University presumes the Respondent is not 

responsible for the reported misconduct unless and until the evidence 
supports a different determination, 

i. A statement that determinations of responsibility are made at the 
conclusion of the process and that the parties will be given an opportunity 
to inspect and review all directly related and/or relevant evidence 
obtained during the review and comment period, 

j. A statement about the University’s policy on retaliation, 
k. Information about the privacy of the process, 
l. Information on the need for each party to have an Advisor of their 

choosing and suggestions for ways to identify an Advisor, 
m. A statement informing the parties that the University’s Policy prohibits 

knowingly making false statements, including knowingly submitting false 
information during the resolution process, 

n. Detail on how the party may request disability accommodations during the 
interview process, 

o. A link to the University’s VAWA Brochure, 
p. The name(s) of the Investigator(s), along with a process to identify, in 

advance of the interview process, to the Title IX Coordinator any conflict 
of interest that the Investigator(s) may have, and 

q. An instruction to preserve any evidence that is directly related to the 
allegations. 



 
3. Amendments and updates to the NOIA may be made as the investigation 

progresses and more information becomes available regarding the addition or 
dismissal of various charges. 

4. Notice will be made in writing and may be delivered by email to the parties’ 
University - issued email or designated accounts. Once emailed notice will be 
presumptively delivered. 

B. Resolution Timeline 

The University will make a good faith effort to complete the resolution process within a 
sixty-to-ninety (60-90) day time period, including appeal, which can be extended as 
necessary for appropriate cause by the Title IX Coordinator , who will provide notice and 
rationale for any extensions or delays to the parties as appropriate, as well as an estimate 
of how much additional time will be needed to complete the process. 

C. Appointment of Investigators 

Once the decision to commence a formal investigation is made, the Title IX Coordinator 
appoints one investigator usually within two (2) business days of determining that an 
investigation should proceed. 

D. Ensuring Impartiality 
1. Any individual materially involved in the administration of the resolution process 

including the Title IX Coordinator, OIEC Team and Decision-maker(s) may neither 
have nor demonstrate a conflict of interest or bias for a party generally, or for a 
specific Complainant or Respondent. 

2. The Title IX Coordinator will vet the assigned Investigator to ensure impartiality by 
ensuring there are no actual or apparent conflicts of interest or disqualifying 
biases. The parties may, at any time during the resolution process, raise a concern 
regarding bias or conflict of interest, and the Title IX Coordinator will determine 
whether the concern is reasonable and supportable. If so, another individual will 
be assigned and the impact of the bias or conflict, if any, will be remedied. If the 
source of the conflict of interest or bias is the Title IX Coordinator, concerns should 
be raised with Executive Director of OIEC. 

3. The Formal Grievance Process involves an objective evaluation of all relevant 
evidence obtained, including evidence which supports that the Respondent 
engaged in a policy violation and evidence which supports that the Respondent 
did not engage in a policy violation. Credibility determinations may not be based 
solely on an individual’s status or participation as a Complainant, Respondent, or 
witness. 

4. The University operates with the presumption that the Respondent is not 
responsible for the reported misconduct unless and until the Respondent is 
determined to be responsible for a policy violation by the applicable standard of 
proof. 



 
E. Investigation Timeline 

1. Investigations are completed expeditiously, normally within thirty (30) business 
days, though some investigations may take weeks or even months, depending on 
the nature, extent, and complexity of the allegations, availability of witnesses, 
police involvement, etc. 

2. The University will make a good faith effort to complete investigations as promptly 
as circumstances permit and will communicate regularly with the parties to 
update them on the progress and timing of the investigation. 

F. Delays in the Investigation Process and Interactions with Law Enforcement 
1. The University may undertake a short delay in its investigation (several days to a 

few weeks) if circumstances require. Such circumstances include, but are not 
limited to: a request from law enforcement to temporarily delay the investigation, 
the need for language assistance, the absence of parties and/or witnesses, and/or 
accommodations for disabilities or health conditions. 

2. The University will communicate in writing the anticipated duration of the delay 
and reason to the parties and provide the parties with status updates if necessary. 
The University will promptly resume its investigation and resolution process as 
soon as feasible. During such a delay, University will implement supportive 
measures as deemed appropriate. 

3. The University action(s) are not typically altered or precluded on the grounds that 
civil or criminal charges involving the underlying incident(s) have been filed or that 
criminal charges have been dismissed or reduced. 

G. Steps in the Investigation Process 
1. All investigations are conducted in a thorough, reliable, impartial, prompt, and fair 

manner. Investigations involve interviews with all relevant parties and witnesses; 
obtaining available, relevant evidence; and identifying sources of expert 
information, as necessary. 

2. All parties have a full and fair opportunity, through the investigation process, to 
suggest witnesses and questions, to provide evidence and expert witnesses, and 
to fully review and respond to all evidence on the record. 

3. The Investigator(s) typically take(s) the following steps, if not already completed 
(not necessarily in this order): 

a. Determine the identity and contact information of the Complainant 
b. In coordination with campus partners (e.g., the Title IX Coordinator), 

initiate or assist with any necessary supportive measures 
c. Identify all policies implicated by the alleged misconduct and notify the 

Complainant and Respondent of all of the specific policies implicated 
d. Commence a thorough, reliable, and impartial investigation by identifying 

issues and developing a strategic investigation plan, including a witness 
list, evidence list, intended investigation timeframe, and order of 
interviews for all witnesses and the parties 

e. Prepare the Notice of Investigation and Allegation (NOIA). The NOIA may 
be amended with any additional or dismissed allegations 



f. Notice should inform the parties of their right to an Advisor, who could be
a member of the Pool or an Advisor of their choosing present for all
meetings attended by the party

g. Provide each interviewed party and witness an opportunity to review and
verify the Investigator’s summary notes (or transcript) of the relevant
evidence/testimony from their respective interviews and meetings

h. When participation of a party is expected, provide that party with written
notice of the date, time, and location of the meeting, as well as the
expected participants and purpose

i. Interview all available, relevant witnesses and conduct follow-up
interviews as necessary

j. Allow each party the opportunity to suggest witnesses and questions they
wish the Investigator(s) to ask of the other party and witnesses, and
document in the report which questions were asked, with a rationale for
any changes or omissions.

k. Complete the investigation promptly and without unreasonable deviation
from the intended timeline

l. Provide regular status updates to the parties throughout the investigation.
m. Prior to the conclusion of the investigation, provide the parties and their

respective Advisors (if so desired by the parties) with a list of witnesses
whose information will be used to render a finding

n. Prepare a comprehensive investigation report fully summarizing the
investigation, all witness interviews, and addressing all relevant evidence.
Including relevant physical or documentary evidence.

o. The Investigator gathers, assesses, and synthesizes evidence, but does not
make conclusions, engage in policy analysis, or make recommendations as
part of their investigative report.

p. Prior to the conclusion of the investigation, provide the parties a secured
electronic or hard copy of the draft investigation report as well as an
opportunity to inspect and review the evidence obtained as part of the
investigation that is directly related to the reported misconduct, including
evidence upon which the University does not intend to rely in reaching a
determination, for a ten (10) business day review and comment period so
that each party may meaningfully respond to the evidence. The parties
may elect to waive the full ten days. Each copy of the materials shared will
be watermarked on each page with the role of the person receiving it (e.g.,
Complainant, Respondent, Complainant’s Advisor, Respondent’s Advisor).

q. The Investigator may elect to respond in writing in the investigation report
to the parties’ submitted responses and/or to share the responses
between the parties for additional responses.

r. The Investigator will incorporate relevant elements of the parties’ written
responses into the final investigation report, include any additional
relevant evidence, make any necessary revisions, and finalize the report.



 
The Investigator(s) should document all rationales for any changes made 
after the review and comment period. 

s. The investigator shares the report with the Title IX Coordinator for their 
review and feedback. 

t. The Investigator will incorporate any relevant feedback, and the final 
report is then shared with all parties and their Advisors through secure 
electronic transmission at least ten (10) business days prior to a hearing. 
The parties are also provided with a file of any directly related evidence 
that was not included in the report. 

H. Role and Participation of Witnesses in the Investigation 
1. Witnesses (as distinguished from the parties) who are employees of the University 

are expected to cooperate with and participate in the University’s investigation 
and resolution process. Failure of such witnesses to cooperate with and/or 
participate in the investigation or resolution process constitutes a violation of 
policy and may warrant discipline. 

2. While in-person interviews for parties and all potential witnesses are ideal, 
circumstances (e.g., study abroad, summer break) may require individuals to be 
interviewed remotely. Zoom, FaceTime, WebEx, or similar technologies may be 
used for interviews if the Investigator(s) determine that timeliness or efficiency 
dictate a need for remote interviewing. The University will take appropriate steps 
to reasonably ensure the security/privacy of remote interviews. 

3. Witnesses may also provide written statements in lieu of interviews or choose to 
respond to written questions, if deemed appropriate by the Investigator(s), 
though not preferred. If a witness submits a written statement but does not intend 
to be and is not present for cross examination at a hearing, their written statement 
may not be used as evidence. 

I. Recording of Interviews 

All interviews are audio and/or video recorded. All involved parties will be made aware of 
the audio and/or video recording. No unauthorized audio or video recording of any kind 
is permitted during investigation meetings. 

J. Evidentiary Considerations in the Investigation 

The investigation does not consider: 1) incidents not directly related to the possible 
violation, unless they evidence a pattern; 2) the character of the parties; or 3) questions 
and evidence about the Complainant’s sexual predisposition or prior sexual behavior, 
unless such questions and evidence about the Complainant’s prior sexual behavior are 
offered to prove that someone other than the Respondent committed the conduct 
alleged by the Complainant, or if the questions and evidence concern specific incidents of 
the Complainant’s prior sexual behavior with respect to the Respondent and are offered 
to prove consent. 



 
K. Referral for Hearing 

1. Provided that the complaint is not resolved through Informal Resolution, once the 
final investigation report is shared with the parties, the Title IX Coordinator will 
refer the matter for a hearing. 

2. The hearing cannot be less than ten (10) business days from the conclusion of the 
Investigation –when the final investigation report is transmitted to the parties and 
the Decision-maker(s)–unless all parties and the Decision-maker(s) agree to an 
expedited timeline. 

3. The Title IX Coordinator will select an appropriate Decision-makers from the Pool 
depending on whether the Respondent is an employee or a student. Allegations 
involving student-employees will be directed to the appropriate Decision-makers 
depending on the context of the alleged misconduct. 

L. Hearing Decision-maker Composition 
1. The University will designate a single Decision-maker or a three-member panel 

from the Pool, at the discretion of the Title IX Coordinator. With a panel, one of 
the three members will be appointed as Chair by the Title IX Coordinator. 

2. The Decision-maker(s) will not have had any previous involvement with the 
investigation. The Title IX Coordinator may elect to have an alternate from the 
Pool sit in throughout the resolution process in the event that a substitute is 
needed for any reason. 

3. Those who have served as Investigators will be witnesses in the hearing and 
therefore may not serve as Decision-makers. Those who are serving as Advisors 
for any party may not serve as Decision-makers in that matter. 

4. The Title IX Coordinator may not serve as a Decision-maker or Chair in the matter 
but may serve as an administrative facilitator of the hearing if their previous role(s) 
in the matter do not create a conflict of interest. Otherwise, a designee may fulfill 
this role. The hearing will convene at a time determined by the Chair or designee. 

M. Evidentiary Considerations in the Hearing 
1. Any evidence that the Decision-maker(s) determine(s) is relevant and credible 

may be considered. The hearing does not consider: 1) incidents not directly 
related to the possible violation, unless they evidence a pattern; 2) the character 
of the parties; or 3) questions and evidence about the Complainant’s sexual 
predisposition or prior sexual behavior, unless such questions and evidence about 
the Complainant’s prior sexual behavior are offered to prove that someone other 
than the Respondent committed the conduct alleged by the Complainant, or if the 
questions and evidence concern specific incidents of the Complainant’s prior 
sexual behavior with respect to the Respondent and are offered to prove consent. 

2. Previous disciplinary action of any kind involving the Respondent may be 
considered in determining an appropriate sanction upon a determination of 
responsibility, assuming the University uses a progressive discipline system. This 
information is only considered at the sanction stage of the process. 



 
3. The parties may each submit a written impact statement prior to the hearing for 

the consideration of the Decision-maker(s) at the sanction stage of the process 
when a determination of responsibility is reached. 

4. After post-hearing deliberation, the Decision-makers render a determination 
based on the preponderance of the evidence; whether it is more likely than not 
that the Respondent violated the Policy as alleged. 

N. Notice of Hearing 
1. No less than ten (10) business days prior to the hearing, the Title IX Coordinator 

or the Chair will send notice of the hearing to the parties. Once mailed, emailed, 
and/or received in-person, notice will be presumptively delivered. 

2. The notice will contain: 
a. A description of the alleged violation(s), a list of all policies allegedly 

violated, a description of the applicable procedures, and a statement of 
the potential sanctions/responsive actions that could result. 

b. The time, date, and location of the hearing and a reminder that attendance 
is mandatory, superseding all other campus activities. 

c. Any technology that will be used to facilitate the hearing. 
d. Information about the option for the live hearing to occur with the parties 

located in separate rooms using technology that enables the Decision-
maker(s) and parties to see and hear a party or witness answering 
questions. Such a request must be raised with the Title IX Coordinator at 
least five (5) business days prior to the hearing. 

e. A list of all those who will attend the hearing, along with an invitation to 
object to any Decision-maker on the basis of demonstrated bias. This must 
be raised with the Title IX Coordinator at least two (2) business days prior 
to the hearing. 

f. Information on how the hearing will be recorded and on access to the 
recording for the parties after the hearing. 

g. A statement that if any party or witness does not appear at the scheduled 
hearing, the hearing may be held in their absence, and the party’s or 
witness’s testimony and any statements given prior to the hearing will not 
be considered by the Decision-maker(s). For compelling reasons, the Chair 
may reschedule the hearing. 

h. Notification that the parties may have the assistance of an Advisor of their 
choosing at the hearing and will be required to have one present for any 
questions they may desire to ask. The party must notify the Title IX 
Coordinator if they do not have an Advisor, and the University will appoint 
one. Each party must have an Advisor present. There are no exceptions. 

i. A copy of all the materials provided to the Decision-maker(s) about the 
matter, unless they have been provided already.[11] 

j. An invitation to each party to submit to the Chair an impact statement pre-
hearing that the Decision-maker will review during any sanction 
determination. 

https://www.wichita.edu/about/policy/ch_03/ch3_06.php#_ftn11


 
k. An invitation to contact the Title IX Coordinator to arrange any disability 

accommodations, language assistance, and/or interpretation services that 
may be needed at the hearing, at least seven (7) business days prior to the 
hearing. 

l. Whether parties may bring mobile phones/devices into the hearing. 
3. Hearings for possible violations that occur near or after the end of an academic 

term (assuming the Respondent is still subject to this Policy) and are unable to be 
resolved prior to the end of term will typically be held immediately after the end 
of the term or during the summer, as needed, to meet the resolution timeline 
followed by the University and remain within the 60-90 business day goal for 
resolution. 

4. In these cases, if the Respondent is a graduating student, a hold may be placed on 
graduation and/or official transcripts until the matter is fully resolved (including 
any appeal). A student facing charges under this Policy is not in good standing to 
graduate. 

O. Alternative Hearing Preparation Options 
1. If a party or parties prefer not to attend or cannot attend the hearing in person, 

the party should request alternative arrangements from the Title IX Coordinator 
or the Chair at least five (5) business days prior to the hearing. 

2. The Title IX Coordinator or the Chair can arrange to use technology to allow 
remote testimony without compromising the fairness of the hearing. Remote 
options may also be needed for witnesses who cannot appear in person. Any 
witness who cannot attend in person must inform the Title IX Coordinator or the 
Chair at least five (5) business days prior to the hearing so appropriate 
arrangements can be made. 

P. Pre-Hearing Preparation 
1. The Chair, after any necessary consultation with the parties, Investigator(s) and/or 

Title IX Coordinator, will provide the names of persons who will be participating in 
the hearing, all pertinent documentary evidence, and the final investigation report 
to the parties at least ten (10) business days prior to the hearing. 

2. Any witness scheduled to participate in the hearing must have been first 
interviewed by the Investigator or have proffered a written statement or 
answered written questions, unless all parties and the Chair assent to the 
witness’s participation in the hearing. The same holds for any evidence that is first 
offered at the hearing. If the parties and Chair do not assent to the admission of 
evidence newly offered at the hearing, the Chair will delay the hearing and instruct 
that the investigation needs to be re-opened to consider that evidence. 

3. The parties will be given a list of the names of the Decision-maker(s) at least five 
(5) business days in advance of the hearing. All objections to any Decision-maker 
must be raised in writing, detailing the rationale for the objection, and must be 
submitted to the Title IX Coordinator as soon as possible and no later than one 
day prior to the hearing. Decision-makers will only be removed if the Title IX 



 
Coordinator concludes that their bias or conflict of interest precludes an impartial 
hearing of the allegation(s). 

4. The Title IX Coordinator will give the Decision-maker(s) a list of the names of all 
parties, witnesses, and Advisors at least five (5) business days in advance of the 
hearing. Any Decision-maker who cannot make an objective determination must 
recuse themselves from the proceedings when notified of the identity of the 
parties, witnesses, and Advisors in advance of the hearing. If a Decision-maker is 
unsure of whether a bias or conflict of interest exists, they must raise the concern 
to the Title IX Coordinator as soon as possible. 

5. During the ten (10) business day period prior to the hearing, the parties have the 
opportunity for continued review and comment on the final investigation report 
and available evidence. That review and comment can be shared with the Chair at 
the pre-hearing meeting or at the hearing and will be exchanged between each 
party by the Chair. 

Q. Pre-Hearing Meetings 
1. The Chair may convene a pre-hearing meeting(s) with the parties and/or their 

Advisors to invite them to submit the questions or topics they (the parties and/or 
their Advisors) wish to ask or discuss at the hearing, so that the Chair can rule on 
their relevance ahead of time to avoid any improper evidentiary introduction in 
the hearing or provide recommendations for more appropriate phrasing. 
However, this advance review opportunity does not preclude the Advisors from 
asking at the hearing for a reconsideration based on any new information or 
testimony offered at the hearing. The Chair must document and share their 
rationale for any exclusion or inclusion at this pre-hearing meeting. 

2. The Chair, only with full agreement of the parties, may decide in advance of the 
hearing that certain witnesses do not need to be present if their testimony can be 
adequately summarized by the Investigator(s) in the investigation report or during 
the hearing. 

3. At each pre-hearing meeting with a party and their Advisor, the Chair will consider 
arguments that evidence identified in the final investigation report as relevant is, 
in fact, not relevant. Similarly, evidence identified as directly related but not 
relevant by the Investigator(s) may be argued to be relevant. The Chair may rule 
on these arguments pre-hearing and will exchange those rulings between the 
parties prior to the hearing to assist in preparation for the hearing. The Chair may 
consult with legal counsel and/or the Title IX Coordinator, or ask either or both to 
attend pre-hearing meetings. 

4. The pre-hearing meeting(s) will be recorded. 
R. Hearing Procedures 

1. At the hearing, the Decision-maker(s) has the authority to hear and make 
determinations on all allegations of discrimination, harassment, and/or retaliation 
and may also hear and make determinations on any additional alleged policy 
violations that have occurred in concert with the discrimination, harassment, 



 
and/or retaliation, even though those collateral allegations may not specifically 
fall within the policy on Sexual Harassment, Discrimination and Retaliation. 

2. Participants at the hearing will include the Chair, any additional panelists, hearing 
facilitator, the Investigator(s) who conducted the investigation, the parties (In 
incidents involving student groups or organizations, the president, director, team 
captain or other member of student leadership will participate in the student 
conduct process on behalf of the group or organization), Advisors to the parties, 
any called witnesses, the Title IX Coordinator and anyone providing authorized 
accommodations or assistive services. 

3. The Chair will answer all questions of procedure. Anyone appearing at the hearing 
to provide information will respond to questions on their own behalf. 

4. The Chair will allow witnesses who have relevant information to appear at a 
portion of the hearing in order to respond to specific questions from the Decision-
maker(s) and the parties and will then be excused. 

S. Joint Hearings 
1. In hearings involving more than one Respondent or in which two (2) or more 

Complainants have accused the same individual of substantially similar conduct, 
the default procedure will be to hear the allegations jointly. 

2. However, the Title IX Coordinator may permit the investigation and/or hearings 
pertinent to each Respondent to be conducted separately if there is a compelling 
reason to do so. In joint hearings, separate determinations of responsibility will be 
made for each Respondent with respect to each alleged policy violation. 

T. The Order of the Hearing-Introductions and Explanation of Procedure 
1. The Chair explains the procedures and introduces the participants. This may 

include a final opportunity for challenge or recusal of the Decision-maker(s) on the 
basis of bias or conflict of interest. The Chair will rule on any such challenge unless 
the Chair is the individual who is the subject of the challenge, in which case the 
Title IX Coordinator will review and decide the challenge. 

2. The Chair AND/OR hearing facilitator then conducts the hearing according to the 
hearing script. At the hearing, recording, witness logistics, party logistics, curation 
of documents, separation of the parties, and other administrative elements of the 
hearing process are managed by a non-voting hearing facilitator appointed by the 
Title IX Coordinator. The hearing facilitator may attend to: logistics of rooms for 
various parties/witnesses as they wait; flow of parties/witnesses in and out of the 
hearing space; ensuring recording and/or virtual conferencing technology is 
working as intended; copying and distributing materials to participants, as 
appropriate, etc. 

U. Investigator Presents the Final Investigation Report 
1. The Investigator will present a summary of the final investigation report, including 

items that are contested and those that are not, and will be subject to questioning 
by the Decision-maker(s) and the parties (through their Advisors). The 
Investigator(s) will be present during the entire hearing process, but not during 
deliberations. 



 
2. Neither the parties nor the Decision-maker(s) should ask the Investigator their 

opinions on credibility, recommended findings, or determinations, and the 
Investigators, Advisors, and parties will refrain from discussion of or questions 
about these assessments. If such information is introduced, the Chair will direct 
that it be disregarded. 

V. Testimony and Questioning 
1. Once the Investigator present their report and are questioned, the parties and 

witnesses may provide relevant information in turn, beginning with the 
Complainant, and then in the order determined by the Chair. The 
parties/witnesses will submit to questioning by the Decision-maker(s) and then by 
the parties through their Advisors (“cross-examination”). 

2. All questions are subject to a relevance determination by the Chair. The Advisor, 
who will remain seated during questioning, will pose the proposed question orally, 
electronically, or in writing (orally is the default, but other means of submission 
may be permitted by the Chair upon request or agreed to by the parties and the 
Chair), the proceeding will pause to allow the Chair to consider it, and the Chair 
will determine whether the question will be permitted, disallowed, or rephrased. 

3. The Chair may explore arguments regarding relevance with the Advisors, if the 
Chair so chooses. The Chair will then state their decision on the question for the 
record and advise the party/witness to whom the question was directed, 
accordingly. The Chair will explain any decision to exclude a question as not 
relevant, or to reframe it for relevance. 

4. The Chair will limit or disallow questions on the basis that they are irrelevant, 
unduly repetitious (and thus irrelevant), or abusive. The Chair has final say on all 
questions and determinations of relevance, subject to any appeal. The Chair may 
consult with legal counsel on any questions of admissibility. The Chair may ask 
advisors to frame why a question is or is not relevant from their perspective but 
will not entertain argument from the advisors on relevance once the Chair has 
ruled on a question. 

5. If the parties raise an issue of bias or conflict of interest of an Investigator or 
Decision-maker at the hearing, the Chair may elect to address those issues, consult 
with legal counsel, and/or refer them to the Title IX Coordinator, and/or preserve 
them for appeal. If bias is not in issue at the hearing, the Chair should not permit 
irrelevant questions that probe for bias. 

W. Refusal to Submit to Cross Examination and Inferences 
1. If a party or witness chooses not to submit to cross-examination at the hearing, 

either because they do not attend the meeting, or they attend but refuse to 
participate in questioning, then the Decision-maker(s) may not rely on any prior 
statement made by that party or witness at the hearing (including those contained 
in the investigation report) in the ultimate determination of responsibility. The 
Decision-maker(s) must disregard that statement. Evidence provided that is 
something other than a statement by the party or witness may be considered. 



 
2. If the party or witness attends the hearing and answers some cross-examination 

questions, only statements related to the cross-examination questions they refuse 
to answer cannot be relied upon. However, if the statements of the party who is 
refusing to submit to cross-examination or refuses to attend the hearing are the 
subject of the allegation itself (e.g., the case is about verbal harassment or a quid 
pro quo offer), then those statements are not precluded from admission. Similarly, 
statements can be relied upon when questions are posed by the Decision-
maker(s), as distinguished from questions posed by Advisors through cross-
examination. 

3. The Decision-maker(s) may not draw any inference solely from a party’s or 
witness’s absence from the hearing or refusal to answer cross-examination or 
other questions. 

4. If charges of policy violations other than sexual harassment are considered at the 
same hearing, the Decision-maker(s) may consider all evidence it deems relevant, 
may rely on any relevant statement as long as the opportunity for cross-
examination is afforded to all parties through their Advisors, and may draw 
reasonable inferences from any decision by any party or witness not to participate 
or respond to questions. 

5. If a party’s Advisor of choice refuses to comply with the University’s established 
rules of decorum for the hearing, the University may require the party to use a 
different Advisor. If a University-provided A refuses to comply with the rules of 
decorum, the University may provide that party with a different Advisor to 
conduct cross-examination on behalf of that party. 

X. Recording Hearings 
1. Hearings (but not deliberations) are recorded by the University for purposes of 

review in the event of an appeal. The parties may not record the proceedings and 
no other unauthorized recordings are permitted. 

2. The Decision-maker(s), the parties, their Advisors, and appropriate administrators 
of the University will be permitted to listen to the recording in a controlled 
environment determined by the Title IX Coordinator. No person will be given or 
be allowed to make a copy of the recording without permission of the Title IX 
Coordinator. 

Y. Deliberation, Decision-making, and Standard of Proof 
1. The Decision-maker(s) will deliberate in closed session to determine whether the 

Respondent is responsible or not responsible for the policy violation(s) in 
question. If a panel is used, a simple majority vote is required to determine the 
finding. The preponderance of the standard of proof is used. The hearing 
facilitator may be invited to attend the deliberation by the Chair, but is there only 
to facilitate procedurally, not to address the substance of the allegations. 

2. If there is a finding of responsibility on one or more of the allegations, the 
Decision-maker(s) may then consider the previously submitted party impact 
statements in determining appropriate sanction(s). 



 
3. The Chair will ensure that each of the parties has an opportunity to review any 

impact statement submitted by the other party(ies). The Decision-maker(s) may – 
at their discretion – consider the statements, but they are not binding. 

4. The Decision-maker(s) will review the statements and any pertinent con duct 
history provided by the appropriate administrator and will determine the 
appropriate sanction(s). 

5. The Chair will prepare a written deliberation statement and deliver it to the Title 
IX Coordinator, detailing the determination, rationale, the evidence used in 
support of its determination, the evidence disregarded, credibility assessments, 
and any sanctions. 

6. This report typically should not exceed three (3) to five (5) pages in length and 
must be submitted to the Title IX Coordinator within two (2) business days of the 
end of deliberations, unless the Title IX Coordinator grants an extension. If an 
extension is granted, the Title IX Coordinator will notify the parties. 

Z. Notice of Outcome 
1. Using the deliberation statement, the Title IX Coordinator will work with the Chair 

to prepare a Notice of Outcome. The Title IX Coordinator will then share the letter, 
including the final determination, rationale, and any applicable sanction(s) with 
the parties and their Advisors within 5 business days of receiving the Decision-
maker(s)’ deliberation statement. 

2. The Notice of Outcome will then be shared with the parties simultaneously. 
Notification will be made in writing and may be delivered by one or more of the 
following methods: emailed to the parties’ University -issued email or otherwise 
approved account. Once mailed, emailed, and/or received in-person, notice will 
be presumptively delivered. 

3. The Notice of Outcome will identify the specific policy(ies) reported to have been 
violated, including the relevant policy section, and will contain a description of the 
procedural steps taken by the University from the receipt of the misconduct 
report to the determination, including any and all notifications to the parties, 
interviews with parties and witnesses, site visits, methods used to obtain 
evidence, and hearings held. 

4. The Notice of Outcome will specify the finding on each alleged policy violation; 
the findings of fact that support the determination; conclusions regarding the 
application of the relevant policy to the facts at issue; a statement of, and 
rationale for, the result of each allegation to the extent the University is permitted 
to share such information under state or federal law; any sanctions issued which 
the University is permitted to share according to state or federal law; and any 
remedies provided to the Complainant designed to ensure access to the 
University’s educational or employment program or activity, to the extent the 
University is permitted to share such information under state or federal law (this 
detail is not typically shared with the Respondent unless the remedy directly 
relates to the Respondent). 



 
5. The Notice of Outcome will also include information on when the results are 

considered by the University to be final, any changes that occur prior to 
finalization, and the relevant procedures and bases for any available appeal 
options. 

XIII.Statement of the Rights of the Parties 

(See Appendix A) 

XIV.Sanctions 
A. Factors In Determining Appropriate Sanction / Responsive Action 

1. Factors considered when determining a sanction/responsive action may 
include, but are not limited to: 

a. The nature, severity of, and circumstances surrounding the 
violation(s); 

b. The Respondent’s disciplinary history; 
c. Previous allegations or allegations involving similar conduct; 
d. The need for sanctions/responsive actions to bring an end to, 

prevent future recurrence of, and/or remedy the effects of the 
discrimination, harassment, and/or retaliation; 

e. The impact on the parties; 
f. Any other information deemed relevant by the Decision-maker(s). 

2. The sanctions will be implemented as soon as is feasible, either upon the 
outcome of any appeal or the expiration of the window to appeal without 
an appeal being requested. 

3. The sanctions described in this policy may be in addition to, other actions 
or sanctions imposed by external authorities. 

B. Student Sanctions. 

The following are the usual sanctions that may be imposed upon students or 
organizations singly or in combination. 

1. Disciplinary Warning – This written warning is provided to acknowledge 
that the Respondent's behavior violated University policy and does not 
align with Wichita State University’s expectations for community 
members. Another breach of University policy and/or if the Respondent is 
found responsible for any future violations of University and/or HRL policy, 
offenses, it may result in severe disciplinary action. 

2. Disciplinary Probation – The student is deemed not in good conduct 
standing with the University. The duration of any probationary period will 
be determined by the resolution body on a case-by-case basis. Any further 
violations of University policy while on probation may result in more 
serious sanctions being imposed, which may include suspension or 

https://www.wichita.edu/about/policy/ch_03/ch3_06.php#appendix_a


 
expulsion from the University. Restrictions that may be placed on the 
student during the probationary period include, but are not limited to: 
participation in student activities, representation of the University on 
athletic teams or in other leadership positions, eligibility to receive any 
University award or honorary recognition, entrance into University 
residence halls or other areas of campus, participation in a study abroad 
program, or University computer and network usage. 

3. Suspension – The student is required to leave the University for a 
designated time. During the suspension period, a student may not attend 
classes (either in person or online) nor participate in a student group or 
student organization activities, whether they occur on or off-campus. A 
currently enrolled student is withdrawn from their classes and is not 
eligible for a refund. A registration and records hold will be placed on the 
student’s account until the conclusion of the suspension period. If the 
student is an on-campus resident, the student’s contract with Housing & 
Residence Life will also be terminated and the student will be responsible 
for paying any remaining fees for the duration of the original contract 
period. The student must complete all assigned educational sanctions 
before the conclusion of the suspension period. The suspension will 
remain in effect until they are completed. Any further violations of 
University policy while on suspension could result in more serious 
sanctions being imposed. 

4. Expulsion – The student is separated from the University without the 
possibility of graduation or future enrollment. The student is not allowed 
on University premises unless authorized in writing in advance under 
conditions approved by the Vice President for Student Affairs or their 
designee. A currently enrolled student is withdrawn from their classes and 
is not eligible for a refund. A permanent registration hold is placed on the 
student’s account. If the student is an on-campus resident, the student’s 
contract with Housing & Residence Life is terminated and the student is 
responsible for paying any remaining fees for the duration of the original 
contract period. 

5. Dismissal — Dismissal removes a student from their academic program 
and separates the student from the University for a period of two to seven 
years. During the dismissal, the student is not allowed on University 
premises unless authorized in writing in advance under conditions 
approved by the Vice President for Student Affairs or their designee. A 
currently enrolled student is withdrawn from their classes and is not 
eligible for a refund. A permanent registration hold is placed on the 
student’s account. If the student is an on-campus resident, the student’s 
contract with Housing & Residence Life is terminated and the student is 
responsible for paying any remaining fees for the duration of the original 
contract period. 



 
a. Following the Dismissal, the individual must apply for readmission 

to the University. Readmission is not guaranteed. Readmission will 
only be considered when the provisions of subsections i-iii (below) 
are met. 

i. Duration of Dismissal is complete 
ii. All educational sanctions are completed 

iii. Petition for readmission is submitted to the review 
committee (see below) 

b. The review committee includes the Dean of Students and the 
Associate Dean of Students, or their designee(s). Other individuals 
may include but are not limited to representatives from Housing 
and Residence Life, the Office of Institutional Equity and 
Compliance, Athletics, or Student Involvement. There must be a 
minimum of 3 individuals who serve on the review committee. 
Readmission will be granted upon a majority vote. 

c. If readmission is approved, the committee may apply additional 
restrictions. These may include, and are not limited to, restricted 
access to campus and/or other specified activities for the duration 
of the student’s enrollment at the university. 

d. If readmission is denied, the individual may reapply for readmission 
one (1) year after the initial application for readmission was 
received by the university. 

6. Withholding of Transcripts or Degree – The University may withhold 
copies of student transcripts or awarding a degree otherwise earned until 
the completion of the process outlined in the Handbook, including the 
completion of all assigned sanctions. 

7. Revocation of Admission and/or Degree – Admission to the University or 
a degree awarded from the University may be revoked for fraud, 
misrepresentation, or other violation of University policy in obtaining the 
degree from or gaining admission to the University or for other serious 
violations committed by a student before graduation. 

8. Loss of University Privileges – The student is restricted from accessing 
specific University privileges including, but not limited to: parking on 
campus, participation in student activities, holding a student leadership 
position, participation in a study abroad program, and University computer 
and network access. 

9. Residence Hall Transfer or Removal – The student will be placed in 
another room or residence hall or restricted from living on campus for a 
specified or indefinite period. If a student is restricted from living on 
campus, the student’s Housing and Residence Life contract will be 
terminated and the student will be responsible for paying any remaining 
fees for the duration of the original contract period. 



 
10. No Contact Order – The student is prohibited from intentional direct or 

indirect contact with another person or group or their property via any 
means, including, but not limited to: personal contact, electronic 
communication (e.g. text messages, social media, etc.), telephone, or 
through third parties. 

11. Campus and/or Building Ban – The student is prohibited from being on 
any campus property and/or entering specific University facilities. Any 
student alleged to have violated a campus and/or building ban may be 
subject to additional disciplinary action. 

12. No Trespass Order – The student is prohibited from being on any campus 
property and/or entering specific University facilities. Any student alleged 
to have violated a campus and/or building ban may be subject to arrest. 

C. Employee Sanctions. 

Responsive actions for an employee who has engaged in harassment, 
discrimination, and/or retaliation include: 

1. Corrective Action - Official written notification of unacceptable behavior 
and violation(s) of University policy. The written documentation becomes 
part of the employee's personnel file. 

2. Suspension - An employee may be suspended without pay. The length of 
suspension will be dependent upon the severity of the violation and will 
range in length from three (3) to thirty (30) University business days. 

3. Separation - An action ending the employment relationship. 
4. Job Reassignment - An employee may be moved temporarily or 

permanently to a different position or to a different work location. This 
position may or may not be an equivalent level to their current position. 

5. Loss of University Privileges - An employee may be restricted from 
accessing specific University privileges including, but not limited to: 
University computer and network access, sabbatical or eligibility for 
awards, participation in groups or associations, and utilization of 
recreation or fitness facilities. 

6. No Contact Order - The employee is prohibited from intentional direct or 
indirect contact with another person or group or their property via any 
means, including, but not limited to: personal contact, electronic 
communication (e.g. text messages, social media, etc.), telephone, or 
through third parties. 

7. No Trespass Order - The employee is prohibited from being on any campus 
property and/or entering specific University facilities. 

8. Other Actions - In addition to or in place of the above sanctions, the 
University may assign any other sanctions deemed appropriate. 

 



 
D. Withdrawal or Resignation while Charges Pending 

1. Students 
a. If a student has an allegation pending for violation of this Policy the 

University may place a hold on a student’s ability to graduate 
and/or to receive an official transcript/diploma. 

b. Should a student decide to not participate in the resolution 
process, the process proceeds absent their participation to a 
reasonable resolution. Should a student Respondent permanently 
withdraw from the University , the resolution process ends, as the 
University no longer has disciplinary jurisdiction over the 
withdrawn student. 

c. However, the University will continue to address and remedy any 
systemic issues, variables that may have contributed to the alleged 
violation(s), and any ongoing effects of the alleged harassment, 
discrimination, and/or retaliation. The student who withdraws or 
leaves while the process is pending may not return to the 
University. Such exclusion applies to all campuses of University. A 
hold will be placed on their ability to be readmitted. They may also 
be barred from University employment, property and/or events. 

d. If the student Respondent only withdraws or takes a leave for a 
specified period of time (e.g., one semester or term), the resolution 
process may continue remotely and that student is not permitted 
to return to the University unless and until all sanctions have been 
satisfied. 

e. During the resolution process, the University may put a hold on a 
responding student’s transcript or place a notation on a responding 
student’s transcript or dean’s disciplinary certification that a 
disciplinary matter is pending. 

2. Employees 
a. Should an employee Respondent resign with unresolved 

allegations pending, the resolution process ends, as the University 
no longer has disciplinary jurisdiction over the resigned employee. 

b. However, the University will continue to address and remedy any 
systemic issues, variables that contributed to the alleged 
violation(s), and any ongoing effects of the alleged harassment or 
discrimination. 

c. The employee who resigns with unresolved allegations pending is 
not eligible for rehire with the University or any campus of the 
University, and the records retained by the Title IX Coordinator will 
reflect that status. 

 



 

XV.Appeals 
A. Submitting a Request for Appeal 

1. Any party may file a request for appeal (“Request for Appeal”), but it must 
be submitted in writing to the Title IX Coordinator within 5 days of the 
delivery of the Notice of Outcome. 

2. A single Appeal Chair will be designated by the Title IX Coordinator to 
review the appeal. No Appeal Chair will have been involved in the process 
previously, including any dismissal appeal that may have been heard 
earlier in the process. 

3. The Request for Appeal will be forwarded to the Appeal Chair for 
consideration to determine if the request meets the grounds for appeal (a 
Review for Standing). 

4. This review is not a review of the merits of the appeal, but solely a 
determination as to whether the request meets the grounds and is timely 
filed. 

B. Grounds for Appeal 
1. Appeals are limited to the following grounds: 

a. Procedural irregularity that affected the outcome of the matter; 
b. New evidence that was not reasonably available at the time the 

determination regarding responsibility or dismissal was made, that 
could affect the outcome of the matter; and 

c. The Title IX Coordinator, Investigator(s), or Decision-maker(s) had 
a conflict of interest or bias for or against Complainants or 
Respondents generally or the specific Complainant or Respondent 
that affected the outcome. 

2. If any of the grounds in the Request for Appeal do not meet the grounds 
in this Policy, that request will be denied by the Appeal Chair and the 
parties and their Advisors will be notified in writing of the denial and the 
rationale. 

3. If any of the grounds in the Request for Appeal meet the grounds in this 
Policy, then the Appeal Chair will notify the other party(ies) and their 
Advisors, the Title IX Coordinator, and, when appropriate, the Investigators 
and/or the original Decision-maker(s). 

4. The other party(ies) and their Advisors, the Title IX Coordinator, and, when 
appropriate, the Investigators and/or the original Decision-maker(s) will be 
mailed, emailed, and/or provided a hard copy of the request with the 
approved grounds and then be given 5 business days to submit a response 
to the portion of the appeal that was approved and involves them. All 
responses will be forwarded by the Chair to all parties for review and 
comment. 

5. The non-appealing party (if any) may also choose to raise a new ground for 
appeal at this time. If so, that will be reviewed for standing by the Appeal 
Chair and either denied or approved. If approved, it will be forwarded to 



 
the party who initially requested an appeal, the Investigator(s) and/or 
original Decision-maker(s), as necessary, who will submit their responses 
in 5 business days, which will be circulated for review and comment by all 
parties. 

6. Neither party may submit any new requests for appeal after this time 
period. The Appeal Chair will collect any additional information needed 
and all documentation regarding the approved grounds and the 
subsequent responses and the Chair will render a decision in no more than 
5 business days, barring exigent circumstances. All decisions apply the 
preponderance of the evidence standard. 

7. A Notice of Appeal Outcome will be sent to all parties simultaneously 
including the decision on each approved ground and rationale for each 
decision. The Notice of Appeal Outcome will specify the finding on each 
ground for appeal, any specific instructions for remand or reconsideration, 
any sanctions that may result which the University is permitted to share 
according to state or federal law, and the rationale supporting the 
essential findings to the extent the University is permitted to share under 
state or federal law. 

8. Notification will be made in writing and may be delivered by email to the 
parties’ University-issued email or otherwise approved account. Once 
emailed notice will be presumptively delivered. 

C. Sanctions Status During the Appeal 
1. Any sanctions imposed as a result of the hearing are stayed during the 

appeal process. Supportive measures may be reinstated, subject to the 
same supportive measure procedures above. 

2. If any of the sanctions are to be implemented immediately post-hearing, 
then emergency removal procedures (detailed above) for a hearing on the 
justification for doing so must be permitted within 48 hours of 
implementation. 

3. The University may still place holds on official transcripts, diplomas, 
graduations, and course registration pending the outcome of an appeal 
when the original sanctions included separation. 

D. Appeal Considerations 
1. Decisions on appeal are to be deferential to the original decision, making 

changes to the finding only when there is clear error and to the 
sanction(s)/responsive action(s) only if there is a compelling justification 
to do so. 

2. Appeals are not intended to provide for a full re-hearing (de novo) of the 
allegation(s). In most cases, appeals are confined to a review of the written 
documentation or record of the original hearing and pertinent 
documentation regarding the specific grounds for appeal. 



 
3. An appeal is not an opportunity for Appeal Chair to substitute their 

judgment for that of the original Decision-maker(s) merely because they 
disagree with the finding and/or sanction(s). 

4. The Appeal Chair may consult with the Title IX Coordinator on questions of 
procedure or rationale, for clarification, if needed. Documentation of all 
such consultation will be maintained. 

5. Appeals granted based on new evidence should normally be remanded to 
the original Investigator(s) and/or Decision-maker(s) for reconsideration. 
Other appeals may be remanded at the discretion of the Title IX 
Coordinator or, in limited circumstances, decided on appeal. 

6. Once an appeal is decided, the outcome is final: further appeals are not 
permitted, even if a decision or sanction is changed on remand (except in 
the case of a new hearing). When appeals result in no change to the finding 
or sanction, that decision is final. When an appeal results in a new finding 
or sanction, that finding or sanction can be appealed one final time on the 
grounds listed above and in accordance with these procedures. 

7. In rare cases where a procedural or substantive error cannot be cured by 
the original Decision-maker(s) (as in cases of bias), the appeal may order a 
new hearing with a new Decision-maker(s). 

8. The results of a remand to a Decision-maker(s) cannot be appealed. The 
results of a new hearing can be appealed, once, on any of the three 
available appeal grounds. 

9. In cases in which the appeal results in reinstatement to the University or 
resumption of privileges, all reasonable attempts will be made to restore 
the Respondent to their prior status, recognizing that some opportunities 
lost may be irreparable in the short term. 

 

XVI.Long-Term Remedies And Actions 
A. Following the conclusion of the resolution process, and in addition to any 

sanctions implemented, the Title IX Coordinator may implement long-term 
remedies or actions with respect to the parties and/or the campus community to 
stop the harassment, discrimination, and/or retaliation; remedy its effects; and 
prevent its reoccurrence. 

B. These remedies/actions may include, but are not limited to: 
1. Referral to counseling and health services 
2. Referral to the Employee Assistance Program (EAP) 
3. Education to the community 
4. Permanent alteration of housing assignments 
5. Permanent alteration of work arrangements for employees 
6. Provision of campus safety escorts 
7. Climate surveys 



 
8. Policy modification 
9. Provision of transportation accommodations 
10. Implementation of long-term contact limitations between the parties 
11. Implementation of adjustments to academic deadlines, course schedules, 

etc. 
C. At the discretion of the Title IX Coordinator, long-term remedies may also be 

provided to the Complainant even if no policy violation is found. 
D. When no policy violation is found, the Title IX Coordinator will address any 

remedial requirements owed by the University to the Respondent. 

 

XVII.Failure to Complete Sanctions / Comply With Interim and Long-Term 
Remedies/Responsive Actions 

A. All Respondents are expected to comply with conduct sanctions, responsive 
actions, and corrective actions within the timeframe specified by the Title IX 
Coordinator. 

B. Failure to abide by the sanction(s)/action(s) imposed by the date specified, 
whether by refusal, neglect, or any other reason, may result in additional 
sanction(s)/responsive/corrective action(s), including suspension, expulsion, 
and/or termination from the University and may be noted on a student’s official 
transcript. 

C. A suspension will only be lifted when compliance is achieved to the satisfaction of 
the Title IX Coordinator 

XVIII.Recordkeeping 

All records of all allegations, investigations, resolutions, and hearings will be kept 
indefinitely, or as required by state or federal law or institutional policy, by the Title IX 
Coordinator in the Title IX case database. 

XIX.Education And Awareness 
A. Numerous University offices deliver harm-reduction and educational 

programming to promote the awareness of sexual assault, dating violence, 
domestic violence, and stalking. Primary prevention and awareness programs are 
offered to all new employees. Prevention training is offered to identify risky or 
unacceptable conduct before it occurs. This training promotes positive behaviors 
that foster healthy, mutually respectful relationships; encourages safe bystander 
intervention; seeks to change behavior and social norms in healthy and safe 
directions. Awareness programs include community-wide or audience-specific 
programing which describes initiatives and strategies to prevent sexual assault, 
dating violence, domestic violence, stalking, and promote safety, and reduce 
perpetration of sexual misconduct. 



 
B. WSU Policy and Procedures Manual Section 3.33/Eschewing Campus/Workplace 

Violence and Section 8.18/Eschewing Campus/Workplace Violence describe 
annual training offered to all University community members, including 
identifying and diffusing potentially violent or threatening situations. Additionally, 
the University acts in partnership with the Wichita Area Sexual Assault Center 
(WASAC) and YWCA Women’s Crisis Center to provide Sexual misconduct and 
relationship violence educational materials, services and programming to the 
campus community. A comprehensive list of contact information for on- and off-
campus assistance and support resources for Complainants and Respondents can 
be found at https://www.wichita.edu/services/police/Intimate_Violence.php 

C. Crime Prevention Programs 

The University Police Department offers crime prevention programs, including 
sexual misconduct prevention programs. Additional information and resource 
referrals concerning personal safety and crime prevention information, including 
alcohol and drug abuse, sexual harassment, sexual assault, dating violence, 
domestic violence, and stalking and other safety information is available 
at https://www.wichita.edu/services/police/. 

D. Safe and Positive Options for Bystander Intervention 

Recognizing when an incident of sexual harassment, sexual assault, dating 
violence, domestic violence or stalking is occurring or is likely to occur, serves as 
an initial intervention. If you make the decision to intervene, do so safely – 
violence does not stop violence. If you cannot stop the act with your words, call 
law enforcement. Do not be afraid to ask other people for help with intervention. 
Mandatory employees should participate in training to learn safe and positive 
options for bystander intervention. Bystander Intervention Training is offered to 
students and student organizations to educate them on safe and positive options 
for bystander intervention. 

XX.Disabilities Accommodation In The Resolution Process 

The University is committed to providing reasonable accommodations and support to 
qualified students, employees, or others with disabilities to ensure equal access to the 
resolution process at the University. Anyone needing such accommodations or support 
should contact the Director of Disability Services, who will review the request and, in 
consultation with the person requesting the accommodation, and the, Title IX 
Coordinator, determine which accommodations are appropriate and necessary for full 
participation in the process. 

 

https://www.wichita.edu/about/policy/ch_03/ch3_33.php
https://www.wichita.edu/about/policy/ch_03/ch3_33.php
https://www.wichita.edu/about/policy/ch_08/ch8_18.php
https://www.wichita.edu/services/police/Intimate_Violence.php
https://www.wichita.edu/services/police/index.php


 

XXI.Policy Revisions 
A. These policies and procedures will be reviewed and updated annually by the Title 

IX Coordinator. The University reserves the right to make changes to this 
document as necessary and once those changes are posted online, they are in 
effect. 

B. The Title IX Coordinator may make minor modifications to these procedures that 
do not materially jeopardize the fairness owed to any party, such as to 
accommodate summer schedules. 

C. The Title IX Coordinator may also vary procedures materially with notice (on the 
University website, with the appropriate effective date identified) upon 
determining that changes to law or regulation require policy or procedural 
alterations not reflected in this policy and procedure. 

D. Procedures in effect at the time of the resolution will apply to resolution of 
incidents, regardless of when the incident occurred. 

E. Policy in effect at the time of the offense will apply even if the policy is changed 
subsequently but prior to resolution, unless the parties consent to be bound by 
the current policy. 

F. If government regulations change in a way that impacts this document, this 
document will be construed to comply with the most recent government 
regulations. 

G. This document does not create legally enforceable protections beyond the 
protection of the background state and federal laws which frame such policies and 
codes, generally. 

H. This policy and procedure is effective as of August 14, 2020. 

APPENDIX A: Statement Of Rights Of The Parties 

1. The right to an equitable investigation and resolution of all credible allegations of 
prohibited harassment or discrimination made in good faith to University officials. 

2. The right to timely written notice of all alleged violations, including the identity of 
the parties involved (if known), the precise misconduct being alleged, the date and 
location of the alleged misconduct (if known), the implicated policies and 
procedures, and possible sanctions. 

3. The right to timely written notice of any material adjustments to the allegations 
(e.g., additional incidents or allegations, additional Complainants, 
unsubstantiated allegations) and any attendant adjustments needed to clarify 
potentially implicated policy violations. 

4. The right to be informed in advance of any public release of information regarding 
the allegation(s) or underlying incident(s), whenever possible. 

5. The right not to have any personally identifiable information released to the public 
without consent provided, except to the extent permitted by law. 

6. The right to be treated with respect by University officials. 



 
7. The right to have University policies and procedures followed without material 

deviation. 
8. The right not to be pressured to mediate or otherwise informally resolve any 

reported misconduct involving violence, including sexual violence. 
9. The right not to be discouraged by University officials from reporting sexual 

misconduct or discrimination to both on-campus and off-campus authorities. 
10. The right to be informed by University officials of options to notify proper law 

enforcement authorities, including on-campus and local police, and the option(s) 
to be assisted by University authorities in notifying such authorities, if the party 
so chooses. This also includes the right not to be pressured to report, as well. 

11. The right to have allegations of violations of this Policy responded to promptly and 
with sensitivity by University law enforcement and/or other University officials. 

12. The right to be informed of available interim actions and supportive measures, 
such as counseling; advocacy; health care; legal, student financial aid, visa, and 
immigration assistance; or other services, both on campus and in the community. 

13. The right to a University implemented no- contact order, or no trespass order 
against a non-affiliated third party when a person has engaged in or threatens to 
engage in stalking, threatening, harassing, or other improper conduct that 
presents a danger to the welfare of the party or others. 

14. The right to be informed of available assistance in changing academic, living, 
and/or working situations after an alleged incident of discrimination, harassment, 
and/or retaliation, if such changes are reasonably available. No formal report, or 
investigation, either campus or criminal, needs to occur before this option is 
available. Such actions may include, but are not limited to: 

a. Relocating an on-campus student’s housing to a different on-campus 
location 

b. Assistance from University staff in completing the relocation 
c. Changing an employee’s work environment (e.g., reporting structure, 

office/workspace relocation) 
d. Transportation accommodations 
e. Visa/immigration assistance 
f. Arranging to dissolve a housing contract and a pro-rated refund 
g. Exam, paper, and/or assignment rescheduling or adjustment 
h. Receiving an incomplete in, or a withdrawal from, a class (may be 

retroactive) 
i. Transferring class sections 
j. Temporary withdrawal/leave of absence (may be retroactive) 
k. Campus safety escorts 
l. Alternative course completion options. 

15. The right to have the University maintain such actions for as long as necessary and 
for supportive measures to remain private, provided privacy does not impair the 
University’s ability to provide the supportive measures. 



 
16. The right to receive sufficiently advanced, written notice of any meeting or 

interview involving the other party, when possible. 
17. The right to ask the Investigator(s) and Decision-maker(s) to identify and question 

relevant witnesses, including expert witnesses. 
18. The right to provide the Investigator (s)/Decision-maker(s) with a list of questions 

that, if deemed relevant by the Investigator (s)/Chair, may be asked of any party 
or witness. 

19. The right not to have irrelevant prior sexual history or character admitted as 
evidence. 

20. The right to know the relevant and directly related evidence obtained and to 
respond to that evidence. 

21. The right to a fair opportunity to provide the Investigator (s) with their account of 
the alleged misconduct and have that account be on the record. 

22. The right to receive a copy of the investigation report, including all factual, policy, 
and/or credibility analyses performed, and all relevant and directly related 
evidence available and used to produce the investigation report, subject to the 
privacy limitations imposed by state and federal law, prior to the hearing, and the 
right to have at least ten (10) business days to review the report prior to the 
hearing. 

23. The right to respond to the investigation report, including comments providing 
any additional relevant evidence after the opportunity to review the investigation 
report, and to have that response on the record. 

24. The right to be informed of the names of all witnesses whose information will be 
used to make a finding, in advance of that finding, when relevant. 

25. The right to regular updates on the status of the investigation and/or resolution. 
26. The right to have reports of alleged Policy violations addressed by Investigators, 

Title IX Coordinators, and Decision-maker(s) who have received at least 8 hours of 
relevant annual training. 

27. The right to a Hearing Panel that is not single-sex in its composition, if a panel is 
used. 

28. The right to preservation of privacy, to the extent possible and permitted by law. 
29. The right to meetings, interviews, and/or hearings that are closed to the public. 
30. The right to petition that any University representative in the process be recused 

on the basis of disqualifying bias and/or conflict of interest. 
31. The right to have an Advisor of their choice to accompany and assist the party in 

all meetings and/or interviews associated with the resolution process. 
32. The right to the use of the appropriate standard of evidence, preponderance of 

the evidence to make a finding after an objective evaluation of all relevant 
evidence. 

33. The right to be present, including presence via remote technology, during all 
testimony given and evidence presented during any formal grievance hearing. 



 
34. The right to have an impact statement considered by the Decision-maker(s) 

following a determination of responsibility for any allegation, but prior to 
sanctioning. 

35. The right to be promptly informed in a written Notice of Outcome letter of the 
finding(s) and sanction(s) of the resolution process and a detailed rationale 
therefor (including an explanation of how credibility was assessed), delivered 
simultaneously (without undue delay) to the parties. 

36. The right to be informed in writing of when a decision by the University is 
considered final and any changes to the sanction(s) that occur before the decision 
is finalized. 

37. The right to be informed of the opportunity to appeal the finding(s) and 
sanction(s) of the resolution process, and the procedures for doing so in 
accordance with the standards for appeal established by the University. 

38. The right to a fundamentally fair resolution as defined in these procedures. 

APPENDIX B: VIOLENCE RISK ASSESSMENT (VRA) 

1. Threat assessment is the process of assessing the actionability of violence by an individual 
against another person or group following the issuance of a direct or conditional threat. 
A Violence Risk Assessment (VRA) is a broader term used to assess any potential violence 
or danger, regardless of the presence of a vague, conditional, or direct threat. 

2. The implementation of VRAs require specific training and are typically conducted by 
psychologists, clinical counselors, social workers, case managers, law enforcement 
officers, student conduct officers, and/or other Behavioral Intervention Team (BIT) 
(sometimes also known as CARE teams) members. 

3. A VRA occurs in collaboration with the BIT, CARE, and or threat assessment team and 
must be understood as an on-going process, rather than a singular evaluation or meeting. 
A VRA is not an evaluation for an involuntary behavioral health hospitalization, nor is it a 
psychological or mental health assessment. 

4. A VRA assesses the risk of actionable violence, often with a focus on targeted/predatory 
escalations, and is supported by research from the fields of law enforcement, criminology, 
human resources, and psychology. 

5. When conducting a VRA, the assessor(s) use an evidence-based process consisting of: 
a. an appraisal of risk factors that escalate the potential for violence; 
b. a determination of stabilizing influences that reduce the risk of violence; 
c. a contextual analysis of violence risk by considering environmental 

circumstances, hopelessness, and suicidality; catalyst events; nature and 
actionability of threat; fixation and focus on target; grievance collection; and 
action and time imperative for violence; and 

d. the application of intervention and management approaches to reduce the risk 
of violence. 

6. To assess an individual’s level of violence risk, the Title IX Coordinator will initiate the 
violence risk assessment process through the CARE team. The CARE team leader will 



 
assign a trained individual(s) to perform the assessment, according to the specific nature 
of the Title IX case. 

7. The assessor will follow the process for conducting a violence risk assessment routinely 
used by the university Care Team, and will rely on a consistent, research-based, reliable 
system that allows the for the operationalization of the risk levels. 

8. Some examples of formalized approaches to the VRA process include: The NaBITA Risk 
Rubric,[12] The Structured Interview for Violence Risk Assessment (SIVRA-35),[13] The 
Extremist Risk Intervention Scale (ERIS),[14] Looking Glass,[15] Workplace Assessment of 
Violence Risk (WAVR-21),[16] Historical Clinical Risk Management (HCR-20),[17] and 
MOSAIC.[18] 

9. The VRA is conducted independently from the Title IX process, free from outcome 
pressure, but is informed by it. The individual(s) conducting the assessment will be trained 
to mitigate any bias and provide the analysis and findings in a fair and equitable manner. 

10. The Care Team conducts a VRA process and makes a recommendation to the Title IX 
Coordinator as to whether the VRA indicates there is a substantial, compelling, and/or 
immediate risk to health and/or safety of an individual or the community. 

 

Footnotes 

 [1] This Policy language is published with permission, through a limited license provided 
by ATIXA for institutional use only. 

 [2] Throughout this Policy, Title IX Coordinator also means Title IX Coordinator or designee. 
 [3] 20 U.S.C. § 1092(f)(6)(A)(v). 
 [4] “The Clery Act defines sexual assault as an offense classified as a forcible or nonforcible 

sex offense under the Uniform Crime Reporting System of the Federal Bureau of 
Investigation. The FBI UCR consists of two crime reporting systems: The Summary 
Reporting System (SRS) and the National Incident-Based Reporting System (NIBRS). The 
definitions for sexual assault defined in this Policy (including rape, fondling, incest, and 
statutory rape) align with and encompass all behaviors that may constitute sexual assault 
under either the SRS or NIBRS.” 

 [5] Violence Against Women Act, 34 U.S.C. 12291(a)(10) (2013). 
 [6] Id. at 12291(a)(8). 
 [7] at 12291 (a)(30). 
 [8] VAWA is the Violence Against Women Act, enacted in 1994 codified in part at 42 U.S.C. 

sections 13701 through 14040. 
 [9] For purposes of this policy, “Title IX Coordinator” always means “Title IX Coordinator 

or designee.” 
 [10] This does not preclude the University from having all members of the Pool submit an 

application and/or interview/selection process. 
 [11] The final investigation report may be shared using electronic means that preclude 

downloading, forwarding, or otherwise sharing. 
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 [12] www.nabita.org/tools 
 [13] www.nabita.org/resources/assessment-tools/sivra-35/ 
 [14] www.nabita.org/resources/assessment-tools/eris/ 
 [15] www.nabita.org/looking-glass 
 [16] www.wavr21.com 
 [17] hcr-20.com 
 [18] www.mosaicmethod.com 
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3.09 / English Language Proficiency 
Effective: July 01, 1997 I Revised: November 02, 2016 

I.Purpose 

In an effort to assure that English Language Proficiency would not become an impediment 
to education, the Kansas Board of Regents (KBOR) has adopted policies affecting all 
applicants of whom teaching would be required. KBOR policy defines "faculty" and 
"teaching" in the following: "Faculty shall include all full-time or part-time personnel 
having classroom or laboratory instructional responsibilities and/or direct tutorial or 
advisement contact, other than for courses or sessions conducted primarily in a foreign 
language." Kansas Board of Regents Policy Manual, Chapter II, Section C, Item 2 (b) (iii) 

Wichita State University has adopted the following policies and procedures to comply 
with Regents requirements in this regard. 

II.Policy 

A. Faculty/Unclassified Professionals 

All candidates for a position with instructional duties that fit the preceding 
definition must have their spoken English assessed prior to employment through 
interviews with an Assessment Committee. Only a candidate who is part of a 
formal exchange agreement may be exempted from this requirement. Any 
exception must be approved by the Provost. 

The Assessment Committee (which may be the Search Committee) will be 
appointed by the department chair or director and will be composed of at least 
three members: two faculty members and one student. The Assessment 
Committee will judge the candidate's spoken English by means of an oral interview 
to be conducted face-to-face or by mediated means and will sign and submit the 
required form. 

Prospective faculty found to be potentially deficient in speaking ability shall be 
required to achieve a minimum score of 23 on the Speaking section of the Test of 
English as a Foreign Language internet Based Test (TOEFL iBT) or a minimum score 
of 50 on the Speaking Proficiency English Assessment Kit (SPEAK). The SPEAK is 
administered by the Intensive English Language Center while the TOEFL can be 
taken at any ETS-authorized testing center. A candidate is required to submit a 



 
TOEFL/SPEAK score consistent with Kansas Board of Regents requirements to be 
eligible for an appointment without spoken English remediation conditions. 

A report detailing the process for interviewing prospective faculty, including the 
composition of the Assessment Committee and scores from the TOEFL or SPEAK 
for each new hire will be submitted to KBOR every year. 

B. Graduate Assistants with Teaching Responsibilities 

All prospective graduate teaching assistants shall have their English competency 
assessed prior to being considered for any employment having classroom or 
laboratory instructional responsibility and/or direct tutorial responsibilities. The 
following shall be used to implement this policy: 

1. All prospective graduate teaching assistants must be interviewed by and 
have their competency in spoken English assessed by no fewer than three 
University personnel, one of whom shall be a student. An oral interview 
shall be conducted either face-to-face or by mediated means. 

2. Any prospective graduate teaching assistant whose first language is not 
English shall be required to achieve a minimum score of 23 on the Speaking 
section of the TOEFL iBT or a minimum score of 50 on the SPEAK or a 
minimum score of 7.0 on the Speaking section of the International English 
Language Testing System (IELTS) to be eligible for an appointment without 
spoken English language remediation. 

3. All prospective graduate teaching assistants who do not meet the above 
requirements shall not be assigned teaching responsibilities nor other 
tasks requiring direct instructional contact with students. 

4. An exception will be made for courses taught in sign language. 
5. A report detailing the process for interviewing graduate teaching 

assistants, whose first language is not English, including the composition 
of the interview team and scores from the TOEFL or SPEAK for each 
individual hired will be submitted to KBOR every other year. 

 

 

 

 

 

 

 



 
 

3.12 / Security and Confidentiality of Student Records and Files 
Effective: February 24, 1998 I Revised: January 21, 2014 

I.Purpose 

To state University policy relative to University employees and the security and 
confidentiality of student records and files. 

II.Preamble 

The security and confidentiality of University records should be a matter of concern to all 
WSU employees. Many employees (including student employees) are placed in a unique 
position of trust and obligation with reference to having access to student records and 
files and the security and confidentiality of said records and files pursuant to the Family 
Educational Rights and Privacy Act of 1974 (FERPA). The purpose of this policy statement 
is to clarify employees' responsibilities in fulfilling that obligation. Since conduct, either 
on or off the job, could affect or threaten the security and confidentiality of student 
records and files, each employee with access to student records and files is expected to 
adhere to the following policy statement. 

III.Policy 
A. Security and confidentiality of student records and files and control of access to 

the Wichita State University Student Information System shall be the 
responsibility of the Provost or designee. 

B. Employees are expected to maintain a clear understanding of the type of 
information which can be released without the student's consent, as defined by 
the Office of the Registrar on its homepage (go to Office of the Registrar and then 
click the Notification of FERPA Rights link. The Office of the Registrar provides an 
online FERPA tutorial for employees.1 All employees are expected to be 
knowledgeable of FERPA as evidenced by successful completion of the online 
tutorial. New employees are required to complete the tutorial within 30 days of 
beginning employment. 

C. No employee may make unauthorized use of any student information in files 
maintained, stored, processed or accessed by any University office. 

D. Employees may not seek personal benefit or allow others to benefit personally by 
knowledge of any student record which has come to them by virtue of their work 
assignment. 

E. Employees may not exhibit or divulge the contents of any record or report to any 
person except in the conduct of their work assignment and in accordance with 
office guidelines and University policies and procedures. 

https://www.wichita.edu/services/registrar/
https://www.wichita.edu/services/registrar/ferpa.php


 
F. No employee may knowingly include or cause to be included in any student record 

a false, inaccurate or misleading entry. No employee may knowingly alter or 
expunge from any student record, or cause to be altered or expunged, a true and 
proper entry. 

G. No student record, or copy thereof, may be removed from the office where it is 
maintained, except in the performance of an employee's official duties. 

H. No employee is to aid, abet or act with another to violate any part of this policy. 
I. Any knowledge of a violation of this policy by any individual must immediately be 

reported to that person's supervisor. 
J. Violation of the requirements of this policy may lead to reprimand, suspension or 

dismissal from the job, or other penalties consistent with general personnel 
policies. Violation by employees can lead to action under the applicable University 
policies or State of Kansas statutes pertaining to theft, alteration of records, or 
other applicable section. 

1 After logging into myWSU and going to the Faculty/Staff tab, “FERPA Online Training” 
can be found in the Employee Required Training channel on the lower left column. 

IV.Implementation 

The policy statement will be included in the WSU Policies and Procedures Manual. 
Additionally, all employees with access to student records and files shall be provided with 
a copy of this policy. 

(See also Parental Notification at Section 8.19 of this manual.) 
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3.15 / Internal Dispute Resolution Process 
Effective: February 23, 2018 

I.Purpose 

Situations may occur where an employee believes that the fair and consistent application 
of a Wichita State University (“University) policy affecting the employee has not been 
followed. In most cases, the University expects that the employee will be able to 
satisfactorily address such concerns within the work area through an informal process. If 
the situation cannot be resolved through an informal process, the University wishes to 
provide employees an alternative internal process. All decisions made regarding the 
Internal Dispute Resolution Process should be unbiased, non-retaliatory, and non-
discriminatory. 

II.Policy 

The University provides a formal process to address employment situations that arise 
which are not able to be resolved in the course of routine communication. Employees are 
encouraged to attempt resolution of work-related concerns directly with Leadership prior 
to use of the formal Internal Dispute Resolution Process. The processes for incidents 
involving sexual misconduct, sexual harassment, relationship violence, stalking, and/or 
discrimination are addressed in separate University policies. The Internal Dispute 
Resolution Process is not to be used to prevent, limit or delay appropriate corrective 
action and is not available to employees who have separated employment. 

III.Definitions 
 Dispute 

A claim that the University has applied a policy or process to an employee unfairly 
or inconsistently. Examples of situations excluded from this process are 
complaints concerning wages, performance evaluations, and separations of 
employment. 

 Dispute Resolution Request 

A timely and written formal document filed by an employee to request to resolve 
a dispute. 

 



 
 Leadership 

For purposes of this policy, Leadership includes individuals at the University who 
have employees reporting to them, or Department Chairs/Directors. 

 Senior Leadership 

For purposes of this policy, Senior Leadership includes individuals at the University 
who have employees reporting to them, are in a position at the 
Director/Department Chair level or above who are not in the chain of command 
of the employee initiating the Dispute Resolution, and are involved in the Internal 
Dispute Resolution Process. 

IV.Procedures 

The University's Internal Dispute Resolution Process consists of two steps, 1) Review and 
2) Appeal. Time limits in the process must be followed to ensure enough time is provided 
to review information and respond to the Dispute Resolution Request in a timely manner. 
The process is structured to minimize any potential bias. It will result in participation of 
individuals who may be in a different chain of command than the employee. It will also 
result in participation by Human Resources (HR) or Equal Opportunity (EO), dependent 
upon the situation. 

A. Step I: Review 
1. The employee notifies HR of the Dispute and requests to utilize the Internal 

Dispute Resolution Process. HR discusses the request with the employee. 
HR determines if the situation meets the criteria of a Dispute, or advises 
the employee of an alternative course of action, such as informal conflict 
resolution. 

2. If it is determined that the Internal Dispute Resolution Process will be 
utilized, the employee completes an Internal Dispute Resolution Request 
Form (“Form”) and submits it to HR. The Form must be dated and filed 
within ten (10) University business days from the latest documented 
attempt at resolution, not to exceed twenty (20) University business days 
from the date of the original event leading up to the Dispute Resolution 
Request. 

3. Upon receipt of the Form, HR or EO will inform Leadership of the Dispute 
Resolution Request. 

4. Senior Leadership will review the submitted documentation, and may 
schedule a meeting with the employee. 

5. Senior Leadership will provide a decision via written response to the 
employee, HR or EO, and Leadership, not to exceed twenty (20) University 
calendar days of the date of the Dispute Resolution Request. 

https://www.wichita.edu/services/humanresources/Forms/Index.php#I
https://www.wichita.edu/services/humanresources/Forms/Index.php#I


 
B. Step II: Appeal 

1. If the employee is unsatisfied with the response from Step I: Review, the 
employee can proceed to Step II: Appeal, by submitting an Internal Dispute 
Resolution Request Form to HR or EO as the President's designee, 
whichever was not involved in Step I, above. The Form must be filed within 
ten (10) University business days from the date of the decision from Step 
I: Review. 

2. HR or EO will review the submitted documentation, and may schedule a 
meeting with the employee. 

3. HR or EO will provide a decision via written response to the employee, 
Senior Leadership, and Leadership, not to exceed twenty (20) University 
business days of the date of the Dispute Resolution Request in Step II: 
Appeal. 

4. The decision of HR or EO shall be final and is not subject to further 
administrative review by any officer or committee of the university or by 
the Board of Regents. 
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3.16 / Nepotism 
Effective: July 01, 1997 I Revised: May 07, 2019 

I.Purpose 

Nepotism, for purposes of this policy, is the practice among those with power or influence 
of favoring relatives or friends in employment decisions. This policy is intended to provide 
clear direction to address situations in which Employees at Wichita State University 
(“University”) are involved in a Familial or Consensual Relationship where a conflict of 
interest and/or a power differential between Employees or between an Employee and a 
Student exists. 

II.Policy 

The ability, or perception of the ability, to make objective decisions may be compromised 
if there is a Familial or Consensual Relationship between two Employees or between an 
Employee and a Student who have a Reporting Relationship. The University is committed 
to protecting the integrity of the work and academic environment through appropriate 
disclosure, and if necessary, management of workplace relationships. 

III.Definitions 
A. Consensual Relationship: A voluntary and mutually understood consensual 

romantic and/or sexual relationship between individuals. 
B. Employee: An individual who, when hired, provides services on a regular basis in 

exchange for compensation, receives a W-2, and who does not provide these 
services as a part of an independent business. This includes temporary and part-
time Employees. 

C. Familial Relationship: A family member or a member of such person’s household 
including domestic partner, spouse, parent, grandparent, children, grandchildren, 
brother, sister, aunt, uncle, niece, nephew; related by blood, marriage or 
adoption. The term “domestic partner” as used here, means a person with whom 
another person maintains a household and an intimate relationship, other than a 
person to whom such person is legally married. 

D. Leadership: Leadership includes individuals at the University who have Employees 
reporting to them, or Department Chairs/Directors. 

E. Power Differential: A situation that exists when individuals possess different 
degrees of power or influence due to their professional or student standing. 

F. Reporting Relationship: A relationship, direct or indirect, in which one Employee 
reports to, has influence or decision-making authority over, or has the perception 
of influence or decision-making authority over, another Employee and/or Student. 



 
This relationship may include, but is not limited to, influence or decision-making 
authority (perceived or otherwise) of salary decisions, performance management, 
employment, evaluating, grading or otherwise assessing the other participant’s 
academic or employment performance. 

G. Student: Any individual who has been notified of admission to the University; is 
enrolled in, auditing, or participating in any University course or program; is 
assigned a space in a University owned or managed housing facility; or has a 
continuing relationship with the University. This includes, but is not limited to, 
Orientation, Intensive English, National Student Exchange, and Study Abroad. 

IV.Procedure 
A. An Employee may not have a Reporting Relationship with another Employee with 

whom they have, or have had in the past, a Familial or Consensual Relationship 
and provide evaluation(s) or make workforce decisions such as appointment, 
retention, promotion, corrective action, tenure or salary. An Employee shall not 
participate in any group or body, which is considering any such decision. 

B. An Employee shall not participate in or influence (directly or in any group or body): 
academic evaluations, admission, or corrective action/discipline for an Employee 
or Student with whom they currently have or have had in the past a Familial or 
Consensual Relationship. 

C. In situations where a conflict of interest and/or a Power Differential between 
Employees or between Employee and Student may exist, the Employee(s) must 
disclose the relationship to their Leadership and initiate arrangements to resolve 
the situation, if necessary. 

D. If it is determined that a conflict of interest and/or a Power Differential exists 
within the Reporting Relationship between Employees or an Employee and a 
Student the relationship shall be disclosed in writing by the Employee(s) to their 
respective Leadership within ten (10) days. Efforts are made immediately to 
resolve the conflict. 

E. An Employee may be hired without regard to Familial or Consensual Relationship 
so long as processes are conducted and decisions are made in compliance with 
applicable policies and procedures. No Employee shall advocate or cause the 
employment, appointment, promotion, transfer, or advancements to any office or 
position of the state, with a person who they share a Familial or Consensual 
Relationship. 

V.Responsibilities 
A. Leadership 

1. Be knowledgeable of and to implement the policy and procedures. 
2. Be aware of the potential risk of entering into a Familial or Consensual 

Relationship with an Employee or Student whom the Employee directs or 
controls the work. 

3. Disclose situations that impact, or potentially impact, a Familial, Reporting, 
or Consensual Relationship in a timely manner with Leadership. 



 
4. Respond to concerns of policy violation and ensure a resolution is 

implemented timely. 
5. Provide direction and assistance to Employees to comply with policy. 
6. Discuss concerns with Employees in an effort to resolve issues. 

B. Employee 
1. Adhere to University policies and procedures. 
2. Be aware that entering into a Familial, Reporting, or Consensual 

Relationship with an Employee who may direct or control their work 
creates the potential risk to both Employees or Employee and Student. 

3. Disclose situations that impact, or potentially impact, a Reporting 
Relationship in a timely manner with Leadership. 

4. Seek direction and assistance from Leadership to comply with policy. 
5. Discuss concerns with Leadership in an effort to resolve issues. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

3.17 / Political Activity 
Effective: July 01, 1997 I Revised: June 05, 2017 

I.Policy 

The Kansas Board of Regents has adopted the following policy regarding the political 
activity of personnel at the state universities. 

Faculty, administrators and other unclassified personnel, including university support 
staff, may accept any public or political party appointed or elected position that does not 
create any conflict of interest with, and does not require substantial time away from, 
assigned duties or in other respects infringe upon those duties. 

The filing of a declaration of intent to become a candidate shall not affect the status or 
appointment of an unclassified employee, including university support staff. However, 
the employee shall continue to properly and fully perform all of his or her assigned duties 
or take appropriate leave if available. Should the employee, while he or she is a candidate 
for office and not on approved leave, fail to perform all of his or her assigned duties, such 
employee shall be subject to appropriate disciplinary action. 

Leave without salary or other benefits shall be granted to those elected or appointed to 
public office requiring full time or lengthy sustained periods away from assigned duties, 
such as Congress, the State Legislature, and state and county offices or appointments to 
office falling within this category. For persons elected or appointed to Congress or the 
State Legislature, this provision shall be effective from the date such person takes the 
Oath of Office or the first day of the Legislative session and continuing until the 
adjournment of Congress or to a date no sooner than the last adjournment in April or sine 
die adjournment, whichever occurs first, of each regular and special session of the State 
Legislature; as to other state and county offices requiring full time or lengthy sustained 
periods away from assigned duties, this provision shall be effective, during the entire time 
a person serves as such officer. Leave without salary or other benefits shall not be 
required for any person serving in the State Legislature or for service on any committee 
during a period when the Legislature is not in regular or special session, provided that 
such person shall decline to accept all legislative compensation for such service, but such 
person shall be entitled to mileage and other expense allowances as provided by statute 
and paid by the Legislature. This shall also apply to any person serving in a public or 
political party appointed or elected position that does not require full-time or lengthy 
service. K.S.A. 2011 Supp. 74-4925 (5) provides that any member of the Kansas 
Legislature who is on leave of absence for the Board of Regents or an educational 
institution under its management may elect to remain eligible for participation in the 
Board of Regents' retirement plan while on such leave. 



 
In the interest of the fullest participation in public affairs, personnel are free to express 
opinions speaking or writing as an individual in their personal capacity and not as a 
representative of the institution in signed advertisements, pamphlets and related 
material in support of or opposition to parties and causes. There shall be the 
commensurate responsibility of making plain that each person so doing is acting for 
himself and not on behalf of an institution supported by tax funds drawn from citizens of 
varying political and economic views. This responsibility includes avoiding the use of 
University letterhead and stationery and other official University designations. Employees 
testifying before the Kansas Legislature in their official capacity with Wichita State 
University shall notify the Office of Government Relations prior to such testimony. 

(See also Political Activities and Campus Facilities at Section 11.22 of this manual.) 
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3.19 / Prohibition of Retaliation 
Effective: February 12, 2004 I Revised: May 21, 2018 

I.Purpose 

The purpose of this policy is to articulate that the University prohibits retaliatory conduct 
toward any individual or group participating in a complaint investigation or who has 
otherwise exercised their rights and privileges against perceived discrimination. 
Retaliatory actions against any individual involved in reporting or the investigation of a 
complaint will not be tolerated. 

II.Policy 
A. It is the policy of Wichita State University to prohibit discrimination in its 

employment practices, educational programs or activities on the basis of age (40 
or over), ancestry, color, disability, gender, gender expression, gender identity, 
genetic information, marital status, national origin, political affiliation, pregnancy, 
race, religion, sex, sexual orientation, or status as a veteran. 

B. To achieve and maintain a welcoming and discrimination-free environment, it is 
necessary and appropriate that students, employees and visitors be encouraged 
to make complaints about perceived discriminatory behaviors known to 
University officials. 

C. For purposes of this policy, retaliation shall be defined as an adverse action or 
threat of an adverse action taken against a Complainant, Respondent, or any 
individual or group of individuals involved in the complaint, investigation, and/or 
resolution of an allegation of discrimination of any kind, including incidents of 
sexual misconduct, relationship violence or stalking. This shall also include any 
individual who attempts to intervene or prevent prohibited behavior. Retaliation 
can be committed by an individual or group of individuals, not just a Complainant 
or Respondent. Retaliation can take many forms including non-verbal behaviors, 
threats, intimidation, harassment, violence, adverse actions with respect to 
academic activities, work assignments, salary, vacation and other terms of 
employment including termination of employment. 

D. Any University student, employee, visitor or group that engages in retaliatory 
conduct against a University student, employee or visitor who has filed a 
complaint alleging discrimination, participated in an investigation or otherwise 
exercised their rights and privileges against perceived discrimination will be 
subject to disciplinary actions pursuant to established University policy up to and 
including termination of employment or student status. 

E. This prohibition against retaliatory conduct applies regardless of the merits of the 
initial complaint. 



 
F. Any individual who becomes aware of conduct that he/she believes may 

constitute retaliatory action must promptly notify the Institutional Equity and 
Compliance Director or designee. Failure to report is a violation of this policy. The 
obligation to report exists regardless of whether the individual is directly involved 
in the conduct and regardless of whether the conduct involves students, 
employees or visitors. 

III.Contact information 

Institutional Equity and Compliance Director 
Human Resources Center 
(316) 978-3186 
oiec@wichita.edu 
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3.20 / Recruitment, Hiring and Onboarding 
Effective: July 01, 2004 I Revised: February 23, 2021 

I.Initiating Authority 

A. Human Resources is the initiating authority for this policy. 

II.Purpose 
A. This policy provides an overview of the hiring process for Hiring Officials of Wichita 

State University (University) to attract, select, and onboard qualified Candidates. 

III.Policy 
A. Talent acquisition, including recruitment, hiring, and onboarding of Employees at 

the University, is guided by a commitment to diversity, equal opportunity, 
affirmative action, and compliance with all related federal, state, and local laws 
and regulations. Recruitment and selection activities are based on position 
requirements concerning education, training, experience, knowledge, skills and 
abilities and meeting applicable eligibility requirements. 

IV.Definitions 

For the purpose of this policy only, the following definitions shall apply: 

A. Applicant 

A job seeker who submits an application via 1) the Applicant Tracking System for 
Benefit Eligible Positions or 2) an approved department method for Non-Benefit 
Eligible Positions. 

B. Applicant Tracking System (ATS) 

A software application that enables the electronic processing of recruitment, 
hiring, and onboarding activity. 

C. Benefit Eligible Positions 

Those positions that are held by Employees who are eligible to receive University 
benefits. 

 

 



 
D. Candidate 

An Applicant who meets the minimum qualifications of the position applied for, 
and is being considered by the Hiring Official. 

E. Employee 

An individual who provides services to the University on a regular basis in 
exchange for compensation and receives a W-2 for such services. This includes 
temporary and part-time Employees, but does not include student employment. 

F. External Posting 

A position posted on the external University website that is open to Employees 
and external Candidates. 

G. Hiring Official 

The Employee with the authority to make a hiring decision. 

H. Internal Candidate 

An Employee who applies for another position within the University. 

I. Internal Posting 

A position posted on the internal University website and open only to Employees. 

J. Non-Benefit Eligible Positions 

Those positions that are held by Employees and are not eligible for benefits, such 
as Lecturer and Temp Employees. 

V.Administrative Procedure 
A. Postings: 

1. Benefit Eligible Positions must be posted and accept applications 
electronically using the ATS. 

2. External Postings are advertised on the University jobs page and are open 
to collect applications, for a minimum of five (5) calendar days. Non-
teaching positions are posted to a Veteran employment solution and to 
the Kansas State Workforce job board. Additional advertising may be 
utilized and paid for by the hiring department. 



 
3. Internal Postings are advertised on the internal University jobs page for a 

minimum of five (5) calendar days. 
B. Accommodations: 

At the request of a Candidate, accommodations may be provided during the 
recruitment, hiring, and/or onboarding process. 

C. Advertisement: 

All advertisements of postings must be in compliance with Policy 3.02 / Notice of 
Nondiscrimination. 

D. Application: 

All application materials are considered confidential. The search committee, 
Hiring Official, and others involved in the screening and interview process are 
expected to maintain the confidentiality of Applicant and/or Candidate 
information. 

E. Screening: 

Applicants are screened prior to interviews, based on the requirements of the 
position description to ensure they meet the minimum qualifications established 
for the position. This includes, but is not limited to, required education, 
experience, knowledge, skills, and abilities. 

F. Affirmative Action/Veteran's Preference: 

The University is committed to provide equal employment opportunity and 
advancement for all qualified persons, and to prohibit discrimination in 
employment on the basis of age (40 years or older), ancestry, color, disability, 
ethnicity, gender, gender expression, gender identity, genetic information, marital 
status, national origin, political affiliation, pregnancy, race, religion, sex, sexual 
orientation or status as a veteran. The University takes affirmative action to 
provide employment opportunities to members of minority groups, women, 
individuals with disabilities, and veterans (see Policy 3.01/Affirmative Action 
Plan). With the commitment to provide Veterans employment opportunities at 
the University, Applicants who qualify for Veterans Preference are awarded 
veteran's preference consistent with Policy 3.46/Veterans Preference in the 
Application Process. 
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G. Interviews: 

The search committee or Hiring Official conducts interviews with qualified 
Candidates and uses consistent practices, criteria, and questions to determine the 
selection of the final Candidate(s), related to the position description and the job 
responsibilities. Any methods, other than interview questions, that are used to 
assess skills and/or behaviors must be reviewed by Human Resources (HR) in 
advance to ensure validity and compliance. Examples include, but are not limited 
to, assessments of behavioral or aptitude skills (i.e. proficiency in typing, Excel, or 
Word). 

H. References: 

The search committee or Hiring Official completes personal and employment-
related reference checks before an offer is extended to a selected Candidate. A 
standard Reference Check Form is available from HR for this process. For Internal 
Candidates, the Hiring Official may contact the Employee's current leader. 

I. Offers: 

When the Hiring Official or search committee makes the final selection of the 
Candidate to hire, a verbal contingent offer is made. The offer is contingent upon 
criteria such as, but not limited to, reference checks, a pre-employment 
background check, pre-employment drug screen, verification of credentials, and 
verification of eligibility to work in the United States. A written offer may also be 
provided to the Candidate. 

J. Background Checks: 

Pre-employment background checks are administered in accordance with the 
Kansas Board of Regents (KBOR) and University policies and state and federal law. 
All background checks shall be conducted consistent with Policy 3.31/Background 
Checks for Employment. 

K. Pre-employment Drug Screen: 

Drug screens may be administered to a Candidate consistent with Policy 3.23 / 
Commercial Driver's License - Drug and Alcohol Testing upon a conditional offer 
of employment. Candidates may also be subject to drug screens as required by 
federal law or for designated safety-sensitive positions (including state law 
enforcement officers who are authorized to carry firearms). Failure to participate 
in the required drug screening test, or a confirmed positive result based upon a 
test sample obtained from the Candidate, voids the conditional offer of 
employment and disqualifies the selected Candidate from designated safety-
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sensitive positions for a period of one year from the disqualification. HR 
coordinates scheduling with the designated testing site. The State of Kansas 
Alcohol and Controlled Substance Testing Program notifies HR of the testing 
results. 

L. Disposition of Candidates/Record Keeping: 

Search chairs or Hiring Officials are required to keep notes and paper documents 
used during the interview process for the retention period stated in WSU's Record 
Retention Schedule and policies. The search committee or Hiring Official is 
responsible for providing justification for the decision made for each Candidate 
who meets minimum qualifications. 

M. Rehires: 

A former Employee may not be considered for rehire if the former Employee is 
determined to be ineligible for rehire. HR validates a Candidate's rehire eligibility 
prior to Candidate interviews. 

N. Transfers: 

Search chairs or Hiring Officials are encouraged to obtain references from the 
current leader of an internal Candidate. In addition, internal Candidates are 
strongly encouraged to notify their current leader at or before the time of the 
offer. Transfers should be in accordance with Policy 3.61 / Workforce Transitions. 

O. Onboarding: 
1. New hires are provided electronic new hire paperwork upon acceptance 

of a contingent offer of employment, which must be completed prior to 
the start date. Documentation that establishes eligibility to work in the 
United States must be presented no later than the third day of 
employment. Individuals who hold citizenship in countries other than the 
United States are subject to special conditions related to employment. 

2. The recruitment, hiring, and onboarding processes must be completed 
prior to an Employee performing any work for the University. Benefit-
Eligible Employees attend New Employee Orientation (NEO), typically on 
the first day of work. 

3. The hiring department is encouraged to provide department orientation, 
review the position description, review performance expectations, and 
establish goals and objectives for the performance management process. 

4. Hiring Officials who are considering sponsoring a Candidate who is a 
foreign national for employment at the University must first reach out to 
the Office of International Education. Sponsorships may require prior 
budget approval according to departmental policies and procedures. 
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P. Employment of Minors: 

Individuals must be at least 18 years of age to work in Benefit Eligible Positions. It 
may be appropriate to hire individuals who are under 18 years of age (minors) in 
Non-Benefit Eligible Positions, except such minors must be at least 14 years of age. 
The University may, in its sole discretion, prohibit minors from working in certain 
positions, in certain departments or labs, or at certain locations that are deemed 
to present a risk of harm or danger to the life, health, safety, morale or welfare of 
the minor or any other individual. This may include, without limitation, positions 
requiring operation of heavy machinery, patient contact or care, or food handling. 

VI.Applicable Laws and Additional Resources 
A. Policy 3.01 Affirmative Action Plan 
B. Policy 3.02 / Notice of Nondiscrimination 
C. Policy 3.31 / Background Checks for Employment 
D. Policy 3.46 / Veterans Preference 
E. Policy 3.51 / Pre-Employment Drug Screening 
F. Policy 3.61 / Workforce Transitions 
G. K.S.A. 75-4362, K.A.R. 1-2-20, K.A.R. 1-6-33, K.A.R. 1-9-25, and K.A.R. 1-9-26 
H. KBOR Policy II.C.2.b.iv. Criminal Background Checks 
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3.21 / Emergency Hires 
Effective: December 03, 2004 I Revised: January 14, 2013 

I.Purpose 

The purpose of this statement is to set forth University policy to describe and define when 
an emergency hire may be justified or appropriate. 

II.Preamble 

It is recognized that there may be limited emergency circumstances where a University 
position may be temporarily filled without a search. This policy statement is intended to 
define and describe those limited circumstances. 

III.Policy 

In limited emergency circumstances where illness, death, an unexpected retirement or 
resignation, a change in enrollment or a change in departmental responsibility or 
direction creates a need for an immediate replacement or an additional employee, a 
faculty or an unclassified professional position may be temporarily filled without a search. 
Budget officers should submit a justification to their budget review officer and 
appropriate vice president explaining the need for an emergency hire. If the proposed 
emergency hire is authorized by the budget review officer and appropriate vice president, 
the proposal should then be submitted to the Director of Equal Opportunity for review. 
After review by the Director of Equal Opportunity, the vice president may finalize the 
emergency hire. The Director of Human Resources and the Director of Equal Opportunity 
should receive notification of the hire. Any position filled by an emergency hire shall be a 
contingent, temporary or executive appointment. A search process must be initiated 
within twelve months unless otherwise authorized by the President or the President's 
designee. 

IV.Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The Director of Equal Opportunity shall have primary responsibility for publication, 
dissemination and implementation of this University policy. 

 



 
 

3.22 / Employment Oath 
Effective: January 01, 2005 

I.Purpose 

The purpose of this statement is to reenact University policy with regard to the 
employment oath previously located in Section 4.02. 

II.Preamble 

Section 4.02 of the WSU Policies and Procedures Manual dealing with "Term of 
Appointment" previously included language regarding the employment oath required of 
all state employees by Kansas law. In revising Section 4.02 (effective December 3, 2004), 
it was determined that there should be a separate and distinct policy statement regarding 
the employment oath set forth in Chapter 3 relating to general employment policies. 

III.Policy 

Kansas law requires that all state employees sign the following employment oath: 

I do solemnly swear (or affirm) that I will support the Constitution of the United 
States and the Constitution of the State of Kansas, and faithfully discharge the 
duties of my office or employment. So help me God. 

(The final sentence may be deleted.) 

The oath is included in papers that must be signed at the time of employment. It must be 
on file before any checks in payment of salary or wages may be issued by the state 
treasurer. 

IV.Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The Office of Human Resources shall have primary responsibility for publication, 
dissemination and implementation of this University policy. 
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3.23 / Commercial Driver's License - Drug and Alcohol Testing 
Effective: July 01, 1997 I Revised: July 10, 2006 

I.Policy 

A commercial driver position means any position which is subject to the State of Kansas 
Alcohol and Controlled Substance Testing Program for Commercial Drivers established 
under the Federal Omnibus Transportation Employees Testing Act of 1991. Commercial 
driver positions require a commercial driver's license (CDL) to operate a commercial 
motor vehicle with a gross vehicle weight of over 26,000 lbs. or designed to carry more 
than 16 passengers, including the driver. Position descriptions for commercial driver 
positions must include a task statement describing commercial driver duties. 

A drug and alcohol testing program for commercial drivers is designed to aid in the 
prevention of accidents and injuries resulting from the use of alcohol or controlled 
substances by commercial drivers. This program is in accordance with the Omnibus 
Transportation Employees Testing Act of 1991 and the State of Kansas Alcohol and 
Controlled Substance Testing Program for Commercial Drivers. This program is 
administered by the Office of Human Resources (OHR) and includes all positions requiring 
a CDL. The testing program includes pre-employment testing, pre-duty testing, random 
testing, reasonable suspicion testing, return-to-duty testing, follow-up testing and post-
accident testing. All employees in a designated CDL position and all supervisors of these 
positions are required to attend training regarding the program from OHR. 

 

 

 

 

 

 

 

 

 

 



 
 

3.24 / Use of Temporary Employment Agencies 
Effective: November 01, 2006 

I.Purpose 

The purpose of this statement is to set forth University policy with regard to usage of 
temporary employment agencies by the University. 

II.Preamble 

It is recognized and acknowledged that the use of temporary employment agencies may 
be the best and most cost-efficient means of addressing temporary human resource 
needs of the University. It is also recognized that the establishment and publication of 
appropriate parameters for such usage is in the University's best interest. 

III.Policy 
A. Any usage of individuals from a temporary employment agency must be approved, 

in advance, by the Office of Human Resources. 
B. All requests for use of a temporary employment agency shall be submitted in 

writing and shall provide explanation and justification why a temporary 
employment agency shall be used. 

C. The services of an individual sent by a temporary employment agency shall be 
utilized for no longer than one year without the specific authorization and 
approval of the appropriate Vice President or the President of the University. 

IV.Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The Vice President for Finance and Administration shall have primary responsibility for 
publication, dissemination and implementation of this University policy. 

 

 

 

 

 



 
 

3.25 / Additional Compensation 
Effective: May 15, 2007 I Revised: January 12, 2021 

I.Initiating Authority 

Human Resources 

II.Purpose 

The purpose of this policy is to establish provisions for the payment of Additional 
Compensation to University Employees for additional responsibilities or services 
performed outside of the scope of the position held by the Employee. 

III.Policy 

Compensation paid to University Employees in addition to the base salary or pay rate 
requires approval from the appropriate Dean, Vice President or Director. It is the 
expectation that the base salary or pay rate will be the only compensation paid to an 
Employee and that Additional Compensation is an exception and only to be paid in limited 
circumstances. 

IV.Definitions 

For the purpose of this policy only, the following definitions shall apply: 

A. Additional Compensation: Temporary compensation paid to an Employee in 
addition to the base salary or pay rate for additional activities performed outside 
of the scope of the position held by the Employee. 

B. Employee: An individual who provides services to the University on a regular basis 
in exchange for compensation and receives a W-2 for such services. This includes 
temporary and part-time Employees. 

C. Leader: A Department Chair, Department, Center or Institute Director, or an 
individual at the University who havs one or more Employees reporting to them. 

D. Research Release Time: Time when an Employee is not expected to perform some 
portion of their typical teaching (or academic) responsibilities in order to perform 
other research responsibilities. 

E. University: Wichita State University and its controlled affiliate organizations. 

 



 

V.Administrative Procedure 
A. Any request for consideration of the payment of Additional Compensation should 

be agreed to by the Employee’s immediate Leader and the college, school, 
department or division requesting payment for Additional Compensation. 
Requests submitted under this policy must be submitted well in advance of the 
time for performing the additional services. The following provisions apply to the 
payment of Additional Compensation: 

1. The College, school, department or division requests Additional 
Compensation for the services performed. The additional responsibilities 
or services provided shall be fully and accurately described, setting forth 
the specific start and end dates for any additional responsibilities or 
services to be performed by the Employee. 

a. The Additional Compensation should be paid over the time period 
in which the additional responsibilities are being performed. 

b. A one-time payment may be appropriate in circumstances where 
additional responsibilities performed are not considered earned 
until the additional responsibilities have been completed. 

c. The Additional Compensation request must include the 
appropriate earnings category. 

2. Additional Compensation may be paid to an Employee who is temporarily 
assigned responsibilities due to staff vacancies, and: 

a. The vacant position duties require a higher-level responsibility and 
compensation than the Employee’s primary job responsibility. 

b. Requests submitted under this policy section should be submitted 
well in advance of the time for performing the additional 
responsibilities or services. 

c. The additional responsibilities are in addition to all or part of the 
Employee’s primary job responsibilities. 

3. The University may pay Additional Compensation from externally funded 
contracts and awards as allowed. 

a. Any proposed payment from Federal or State awards must be 
reviewed and approved by the Office of Research, Post Award team 
for compliance, prior to the Additional Compensation approval. 
The Office of Research-Post Award Team must review and approve 
requests for payment from Federal or State awards, and prior to 
the Additional Compensation approval. 

B. Additional Compensation will not be paid when: 
1. The additional responsibilities for an exempt Employee are performed as 

part of the scope of their current job do not require a substantial increase 
in workload, and/or are not in addition to the job duties already assigned 
to the Employee. 

2. The Employee is classified as non-exempt. 



 
3. The additional assignments/responsibilities are accomplished during the 

course of the typical workday and/or workload, including teaching and 
course/program development, and University committee responsibilities. 

4. An employee is receiving Research Release Time from teaching/academic 
responsibilities. 

5. An Employee is performing responsibilities which are ongoing and would 
typically be performed by the position which is held by the Employee 
should be included in the Employee’s base salary or pay rate with funding 
coded appropriately, not paid as Additional Compensation. 

VI.Applicable Laws And Additional Resources 
A. Fair Labor Standards Act (FLSA) and interpreting regulations and guidance. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

3.27 / Emeritus Status 
Effective: January 01, 2005 I Revised: June 04, 2019 

I.Purpose 

The purpose of this policy is to set forth Wichita State University (“University”) guidelines 
with regards to awarding emeritus status. 

II.Policy 

Emeritus status is an honorary designation conferred upon retirees in recognition of their 
contributions and accomplishments over their years of service to the University. To be 
eligible for emeritus status, the employee must be at least 55 years of age and have a 
minimum of ten (10) continuous years of distinguished service. 

III.Definitions 
 Reporting Relationship: A relationship, direct or indirect, in which one Employee 

reports to, has influence or decision-making authority over, or has the perception 
of influence or decision-making authority over, another Employee. This 
relationship may include, but is not limited to, influence or decision-making 
authority (perceived or otherwise) of salary decisions, performance management, 
employment, evaluating, or otherwise assessing employment performance. 

 Senior Leader: For purposes of this policy, Senior Leader includes individuals at 
the University who have Employees reporting to them, are in a position at the 
Director/Department Chair level and above, and are in the chain of command of 
the Employee. 

IV.Procedure 

A. Emeritus status recognizes meritorious service to the University by a retiring 
faculty member and other administrators. Factors to be considered in the 
evaluation and determination of meritorious service are contributions in the areas 
of teaching, scholarly activity, service or leadership. Exceptions to these criteria 
may be authorized and approved by the President. 

B. Written recommendations for the designation of emeritus status can be initiated 
by the employee’s department or a Senior Leader and provided to the respective 
employee’s Vice President. Upon review from the Senior Leader(s) within the 
employee’s Reporting Relationship and concurrence by the appropriate Vice 
President, recommendations are forwarded to the President for final review and 
determination. 



 
C. There is no salary or emolument associated with the designation of emeritus 

status. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

3.29 / Search Waivers 
Effective: February 01, 2008 I Revised: March 25, 2016 

I.Purpose 

The purpose of this statement is to set forth University policy on how a hiring decision 
can appropriately be made without having a search process. 

II.Preamble 

The primary focus and purpose of a search process is to employ persons whose 
qualifications enhance the University's commitment to academic excellence, while 
providing equal opportunity and taking affirmative steps toward employing a workforce 
which is representative of the available labor supply. While recognizing that an open and 
competitive search process is the preferred methodology to recruit faculty and staff, it is 
recognized that there are situations where a hiring decision can be appropriately made 
without a formal search process when the candidate meets the minimum requirements 
established for the position. 

III.Policy 
A. An individual may be hired without a formal search process if the individual, or the 

position the individual is to assume, was provided for and/or referenced in a grant 
application or contract proposal that has been approved and funded. 

B. An individual may be hired without a formal search process if the position is 
funded by a grant or contract and the employment relationship is anticipated to 
be no longer than eighteen (18) months in duration. 

C. An individual may be hired without a formal search process if the individual has 
been previously employed by the University as a student employee or a research 
assistant for a minimum of eighteen (18) months prior to the proposed hire. 

D. An individual may be hired without a formal search process if the position is a 
Visiting Professor or Visiting Scholar position anticipated to be no longer than 
three (3) years in duration. 

E. An individual may be hired without a formal search process if the individual has 
previously been employed in private business or industry or in a governmental 
position, and possesses unique qualifications, experiences, talents and skills that 
would benefit current or prospective University students. 

F. An individual may be hired without a formal search process if the individual meets 
the minimum requirements for the position and helps the University meet its goal 
of a diverse workforce. This applies to those who fall within job groups with goals 
targeted by the Affirmative Action Plan including individuals with disabilities, 



 
veterans, minorities and females. Job groups not targeted by the Affirmative 
Action Plan will be considered under appropriate circumstances. An interview 
process is necessary to ensure the candidate meets the job qualifications and is 
committed to WSU’s goals. 

G. Any request for a search waiver must be submitted to the Institutional Equity and 
Compliance Director or designee and the Director of Human Resources for review 
and comment prior to a final decision being made by the responsible vice 
president or the President of the University. 

IV.Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

3.30 / Exempt and Non-Exempt Employees 
Effective: July 14, 2008 I Revised: February 09, 2020 

I.Purpose 

The purpose of this statement is to set forth University policy with regard to 
determinations made regarding University compliance with the Fair Labor Standards Act. 

II.Preamble 

The Fair Labor Standards Act was enacted by Congress in 1938. It requires that certain 
types of employees [those who are non-exempt from application of the law] be paid a 
minimum wage and an overtime wage of one and one-half times the employee's regular 
rate for all hours worked in excess of forty in any workweek. The Fair Labor Standards Act 
exempts certain classifications of employees [those who are exempt from application of 
the law] from its minimum wage and overtime provisions and these employees generally 
work whatever hours each week are required to perform their duties and responsibilities 
without consideration for overtime pay or time off. 

III.Policy 
A. The determination of what positions are exempt and non-exempt from 

application of the Fair Labor Standards Act (FLSA) is to be made by the University's 
Office of Human Resources. 

B. Positions will be reviewed annually by the Director of Human Resources, or the 
Director's designee, to assure compliance with FLSA guidelines. The Director or 
designee will also request selected positions for review, and after consultation 
with the appropriate Vice President, update or revise the FLSA status as required. 

C. Advance review by the Office of Human Resources to determine FLSA status is 
required with regard to the creation and/or establishment of any new position at 
the University. 

D. The Office of Human Resources shall also review any proposed changes made to 
the duties and responsibilities of a previously existing position to determine the 
FLSA status of the revised position. 

E. Before a vacant position can be advertised, the hiring department must provide 
an updated position description to the Office of Human Resources for an FLSA 
review and determination. 

F. Any questions or concerns about the determinations made by the Office of Human 
Resources regarding the FLSA status of a position shall be reviewed with the 
University's Vice President for Finance and Administration. 



 
G. Unless overtime pay is approved, in advance, by their Budget Officer, employees 

who are not exempt from the FLSA shall receive compensatory time off at the rate 
of one-and-one-half hours for each hour worked over 40 hours in any workweek. 
For the purpose of this act, the University's workweek begins at 12:01 a.m. Sunday 
and ends at midnight the following Saturday. Compensatory time off shall not 
exceed a total of 60 hours at any point in time and should be used in a reasonable 
period of time, generally within a twelve-month period from when accrued. Any 
accrued compensatory time shall be paid to the employee upon termination of 
employment. Use of compensatory time should be scheduled with the unit's 
budget officer. Hours worked in excess of eight hours in one day may be used at 
straight time within the same regularly scheduled forty-hour workweek. For 
example, within the same workweek an employee works eight hours for three 
days, ten hours one day and six hours the last day. No compensatory time credit 
is established in this example because the hours total 40 hours for that workweek. 
Non-exempt employees must complete biweekly an "Exception Reporting" form 
which is to be approved by the immediate supervisor then forwarded to the unit's 
payroll representative for entry onto the University's timekeeping system on a 
biweekly basis. 

IV.Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The Vice President for Finance and Administration shall have responsibility for 
publication, dissemination and implementation of this University policy. 

 

 

 

 

 

 

 

 

 

 

 



 
 

3.31 / Background Checks for Employment 
Effective: August 31, 2008 I Revised: September 19, 2008 

I.Purpose 

The purpose of this statement is to set forth University policy responsive to Board of 
Regents policy (adopted May of 2008) requiring employee background checks on new 
hires. 

II.Preamble 

Regents policy requires that each state university require a criminal background check on 
each person hired for a state university position, other than temporary or limited term 
employees employed for six months or less or student hourly employees. This statement 
is intended as the University's plan for implementing Regents policy. 

III.Policy 
A. For purposes of this policy, a criminal background check shall include: 

1. Criminal history record searches for felony and misdemeanor convictions 
at the county and federal levels in every jurisdiction where the candidate 
currently resides or has resided. Such searches should cover a minimum of 
the last seven years. 

2. Sex offender registry searches at the county and federal levels in every 
jurisdiction where the candidate currently resides or has resided. 

3. Other verifications as required by law for specified positions. 
B. As of and after September 1, 2008, a criminal background check must be 

conducted prior to the extension of an offer for employment, or as part of an offer 
of employment that is made contingent upon a successful criminal background 
check, on each person hired for a faculty position, an unclassified professional 
position, a university support staff position or a graduate assistantship at Wichita 
State University that will continue for a term longer than six months. Criminal 
background checks will not be required for positions to be filled by a vendor or 
contractor; interns; and unpaid volunteers. 

C. All job advertisements from Wichita State University shall refer to the Board of 
Regents requirements regarding criminal background checks and advise job 
applicants of the necessity of providing a release for the University to perform the 
required criminal background check. No criminal background check shall be 
performed without prior authorization and a release from the job applicant. 

D. A criminal record1 will not automatically disqualify a candidate from employment 
with the University. University personnel will review the nature and relevance of 



 
the candidate's criminal record in relationship to the position offered, as well as 
review subsequent employment and conduct to seek to determine if that criminal 
history reasonably bears upon the candidate's trustworthiness, or the safety or 
well-being of the University's faculty, staff, students, visitors and guests. 

E. Any applicant who is not extended an offer of employment and/or whose 
contingent offer of employment is withdrawn as a consequence of the results of 
a criminal background check shall be so advised and informed of the determined 
relevance of the information received from the criminal background check. The 
applicant will be allowed to provide responsive information regarding their 
criminal history record, including evidence of rehabilitation, educational 
achievements, and the length of time since the last criminal conviction and other 
extenuating circumstances or factors of mitigation. 

F. Records gathered as part of a criminal background check shall be maintained in a 
secure, confidential location. Information regarding the review will be shared only 
with those responsible for or reasonably involved with the hiring decision. 

G. Wichita State University reserves the right to require a criminal background check 
that is more extensive than that set forth in paragraph 1 above and/or to require 
a criminal background check for positions other than those set forth in paragraph 
2 above. In addition, Wichita State University shall implement any additional 
requirements imposed by law or contract with regard to certain positions. 

H. Wichita State University shall comply with applicable provisions and requirements 
of the Fair Credit Reporting Act and K.S.A. 22-4710, as amended. 

1 A criminal history record does not include an individual's arrest record or any conviction 
records that have been sealed by court order. 

IV.Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The General Counsel shall have primary responsibility for publication, dissemination and 
implementation of this University policy. 

 

 

 

 

 

 



 
 

3.32 / Employment of Foreign Nationals 
Effective: November 10, 2008 I Revised: May 01, 2012 

I.Purpose 

This policy is to provide for uniformity in regard to University assistance with applications 
for temporary employment status and/or with applications for lawful permanent 
residency within the United States. 

II.Preamble 

The University can be a resource for full-time faculty and administrative staff in acquiring 
or, in some instances, maintaining lawful presence in the United States and eligibility to 
be employed with Wichita State University. Foreign nationals may lawfully enter the 
United States pursuant to a nonimmigrant or immigrant visa issued at a U.S. Consulate or 
documentation issued by the U.S. Citizenship and Immigration Services. It is important 
that the University have policies in place to seek compliance with all federal immigration 
and employment requirements. 

This policy is intended to set forth the University's position on assisting employees with 
immigration matters and expenses. It is not a complete outline of the immigration process 
or the responsibilities of all the various offices of the University during that process. If this 
policy is ever in conflict with existing federal immigration law, federal law prevails. 

Departments that anticipate foreign national applicants for job openings should consult 
with the Office of International Education or the Office of Academic Affairs as soon as 
possible. Questions of a legal nature should be referred to the General Counsel's Office. 
Early involvement with these offices will ensure that University policies are adhered to, 
federal law is complied with, and that timing and other hiring issues are resolved prior to 
the start of the individual's employment. 

III.Definitions 

A. Foreign National 

Any person residing in the United States who is not a U.S. citizen, or a permanent 
resident or "immigrant" as defined herein. 

B. Department of Homeland Security (DHS) 



Oversees all functions of the U.S. Citizenship and Immigration Services (USCIS) and 
other governmental agencies assigned to administering and protecting U.S. 
borders. 

C. U.S. Citizenship and Immigration Services (USCIS): Is responsible for the
administration of immigration and naturalization adjudication functions and
establishing immigration policies and priorities.

D. U.S. Department of Labor (DOL)

Provides, through its Office of Foreign Labor Certification, national leadership and 
policy guidance to carry out the responsibilities of the Secretary of Labor under 
the Immigration and Nationality Act, as amended, concerning foreign nationals 
seeking admission to the United States for employment. 

E. Immigrant

A foreign national in the United States for an indefinite period as a U.S. lawful 
permanent resident, with Lawful Permanent Residency (LPR) status, i.e., “green 
card” holder. An immigrant can remain in the United States indefinitely and work 
without restriction for any U.S. employer. 

F. Nonimmigrant

A foreign national in the United States for a finite period on temporary legal status. 
A nonimmigrant can work only for a petitioning employer for the period of time 
granted by DHS. 

G. Nonimmigrant classifications (as relevant to this policy)
1. F-1: Status accorded to foreign national students admitted to the United

States to study in an approved program.
2. J-1: Status accorded to foreign national exchange visitors including

students, faculty, researchers and scholars eligible to conduct duties as
delineated by their status and program sponsor.

3. H-1B: Status accorded to foreign national specialty occupation
professionals who have been petitioned by an employer for a position that
requires a bachelor degree or its equivalent as a minimum for entry into
that position.

4. TN: Status accorded to a Mexican or Canadian foreign national who has
been petitioned by an employer for a position listed in the North American
Free Trade Agreement.

5. O-1: Status accorded to foreign nationals who have reached the very top
of their field of endeavor and are considered one of the top experts in their
field.

H. PERM Labor Certification application



 
An application filed with the DOL for labor certification to proceed with application 
to USCIS for LPR status on behalf of non-teaching faculty and staff which involves 
a process called “Program Electronic Review Management" (PERM) Labor 
Certification. Under this method of obtaining a labor certification, the employer 
must advertise the employee's position to determine if there are available U.S. 
workers who meet the minimum requirements for the position. 

I. Optional Special Recruitment 

A labor certification application with the DOL filed on behalf of college and 
university teaching faculty which has a beneficial standard of evaluation compared 
to the regular "Program Electronic Review Management" (PERM) Labor 
Certification applications defined herein. Under the Optional Special Recruitment 
process, if the foreign national who is a candidate for a teaching position is 
the best qualified candidate, the employer can proceed with the Labor 
Certification application even if other minimally qualified U.S. workers apply. 

J. Visa 

Stamp placed in the foreign national's passport that enables the foreign national 
to apply for entry into the United States in the status listed on the visa. 

IV.Policy 
A. The University will not knowingly employ, or continue in employment, individuals 

who do not meet the requirements of federal laws pertaining to immigration and 
naturalization. Further, all faculty and staff of the University must complete a 
Form I-9, Employment Eligibility Verification, in the presence of a designated 
representative of the University within three (3) days of commencing employment 
pursuant to the Immigration Reform and Control Act of 1986. See Section 3.20 of 
the WSU Policies and Procedures Manual. 

B. Federal law strictly regulates the employment of foreign nationals in the United 
States. The Provost is the designated signatory for applications and petitions to be 
filed on behalf of the University with USCIS, DOL, or other immigration-related 
government agencies, which are related to the employment of foreign national 
faculty, staff, and/or students. These applications or petitions include, but are not 
limited to, the following: 

1. ETA 9035, Labor Condition Application, submitted to the DOL to support 
an H-1B petition; 

2. ETA 9089, Labor Certification Application, submitted to the DOL to initiate 
the "green card" process on behalf of an employee of the University; and 

3. Form I-129, Petition for a Nonimmigrant Worker, submitted to the USCIS. 
C. All employment-based applications and petitions relating to requests for LPR 

status must be reviewed by the General Counsel's Office before these documents 
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are submitted to the appropriate government agency. Nonimmigrant applications 
and petitions prepared by outside legal counsel when the University is sponsoring 
a student, faculty or staff for nonimmigrant status must be reviewed by the Office 
of International Education before these documents are submitted to the 
appropriate government agency. 

D. Services rendered to, and on behalf of, foreign national employees under any 
aspect of this policy are at the discretion of the University. No right or entitlement 
accrues to any employee by virtue of this policy, or by virtue of having received 
any services under this policy. 

E. This policy does not relieve the H-1B employee with a temporary nonimmigrant 
status of their responsibilities in maintaining their immigration status, or the 
status of their dependents, nor does it limit the employee's right to be 
represented by legal counsel. 

F. Nonimmigrant status for temporary work authorization 

Most appointments of foreign national faculty or staff will first require the services 
of the Office of International Education. The determination of a prevailing wage 
for a position is an initial and integral step in the recruitment process. The hiring 
department should contact the Office of International Education for more 
information about a prevailing wage determination. Petitions for nonimmigrant 
(temporary) employment (H-1B, TN, O-1, J-1) are generally not referred to outside 
counsel and will be prepared by the Office of International Education. 

G. Immigration petitions for Permanent Residency (Green Card) Status 

Foreign nationals appointed to faculty or staff positions, who are without LPR 
status, must work with their hiring departments, the Office of Academic Affairs, 
and the General Counsel's Office if they wish to pursue permanent residency. 
Employment-based petitions for permanent residency status are time-consuming 
and complex. Employment-based applications for DOL certification will generally 
be referred to outside counsel who have been approved by the General Counsel's 
Office. 

H. Self-petitioned immigration applications for permanent residency status 

The University cannot advise on immigration applications when an employee self-
petitions for LPR status (i.e., National Interest Waivers and Alien of Extraordinary 
Ability petitions). The University will not contract with outside counsel to provide 
such services for its employees. 

 

 



 

V.Procedures 
A. General 

1. When interviewing candidates for employment, the hiring department 
may obtain information concerning immigration status only when first 
raised by the applicant, or with narrowly tailored questions. For example, 
the interviewer should never specifically request a potential employee's 
employment eligibility documents before making an offer of employment 
but may make an offer of employment contingent upon work eligibility. It 
is generally permissible to ask applicants two questions: “Are you 
authorized to work in the U.S. full-time for all employers?” and “Will you 
require assistance from the University to obtain legal authorization to 
work?” 

2. During the course of the hiring process, a foreign national may require 
sponsorship to work for the University. If the applicant asks for 
sponsorship for an application for permanent residence or temporary 
work authorization, he/she has opened the door for a discussion of his/her 
status. All job offers shall be made subject to the prospective employee's 
authorization to work in the United States. 

3. The hiring unit cannot and must not promise LPR status to a foreign 
national as the process is complex, lengthy and inherently uncertain. 

B. Temporary Work Authorization 
1. The Office of International Education will coordinate and handle the 

processing of H-1B and/or other temporary employment-related statuses 
for foreign nationals seeking permission to work in the United States at the 
University. The Office of International Education will initiate the petition 
process for H1-B status, upon receiving a request for preparing an H1-B 
form authorized by the appropriate dean or department chair, or in the 
case of research positions under the Office of Research and Technology 
Transfer, the Vice President for Research and Technology Transfer. The 
Office of International Education will provide a checklist of items that need 
to be compiled and provided by the relevant dean or department head of 
the hiring department, or his or her designee. Such items include a data 
form which needs to be completed regarding the foreign national and a 
copy of the signed offer letter, specifying the terms and conditions of 
employment before an application for H1-B or other temporary status may 
be submitted. 

2. The University is responsible for the Form I-129 filing fee and Fraud 
Detection fee associated with the filing of an application for H-1B status or 
other temporary employment-related status. The Office of International 
Education is responsible for contacting the Office of Academic Affairs to 
request checks for payment of such fees. In the case of fees not normally 
associated with the particular process, i.e., request for expedited 
processing by the USCIS or filing fees for dependent applications, the hiring 



 
department must submit, in writing, to the Office of Academic Affairs a 
request for approval, demonstrating the specific business-related 
necessity for the request. Documentation approving or denying the 
request will be retained in the same manner and for the same duration as 
other similar budget requests. Any fees paid by the University under this 
section will be paid by the department or employing unit of the University 
where the foreign national will be employed. 

3. The Office of International Education will prepare temporary work 
authorization petitions on behalf of the University, in consultation with the 
hiring department. However, if the hire of outside legal counsel is 
necessary to prepare the labor condition application and petition for H-1B 
status, such hire must be authorized by the Office of Academic Affairs. The 
General Counsel's Office must approve any fee agreement between the 
University and outside legal counsel. 

4. In cases where the foreign national has enlisted his or her own counsel for 
assistance in petitioning for any temporary status, the University will not 
pay any legal fees or expenses associated with such filing. 

C. U.S. Lawful Permanent Residency 
1. A "Request for Assistance with Employment-based Petitions for U.S. Lawful 

Permanent Residence" form must be completed and submitted by a 
department or hiring unit to the Office of Academic Affairs for approval. If 
approved, the General Counsel's Office will serve as a liaison with outside 
legal counsel during the LPR process. 

2. To receive University sponsorship for an employment-based petition for 
permanent residency, the foreign national employee must meet the 
eligibility requirements of this policy in either Section IV.C.7 or IV.C.8. 

3. The Office of Academic Affairs must authorize the hiring of outside legal 
counsel for assistance in employment-related immigration petitions where 
the University is sponsoring the application or when financial support is 
provided by the University prior to the retention of such counsel. The 
General Counsel's Office must review and approve any fee agreement 
between the University and outside legal counsel, and should be consulted 
if legal questions arise during the process. The University is legally 
responsible for the payment of legal fees and expenses relating to the ETA 
9089, Labor Certification process with the DOL, but is not responsible for 
other legal fees or expenses, such as the filing fees in connection with the 
I-140 or I-485 petitions with the USCIS. The University is not responsible 
for legal fees when the employee elects to retain separate counsel. 

a. If a department voluntarily chooses to pay the legal fees, expenses 
or filing fees associated with the I-140 or I-485 petitions, such 
payment must be recommended by the relevant dean or 
department head and approved by the Office of Academic Affairs. 
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b. In the case of fees not normally associated with the particular 

process i.e., request for expedited processing by the USCIS or filing 
fees for dependent applications, the particular department must 
submit a written request for approval demonstrating the specific 
business-related necessity for the request to the Office of 
Academic Affairs. Documentation approving or denying the 
request will be retained in the same manner and for the same 
duration as other similar budget requests. 

c. Any immigration-related expenses paid by the University must be 
approved by the department head and the Office of Academic 
Affairs prior to the expense being incurred. Approval of expenses 
after-the-fact will be reviewed only in rare circumstances and 
approved on a case-by-case basis. 

d. Any fees paid by the University under this section will be paid by 
the department or employing unit of the University where the 
foreign national employee will be employed. 

4. The Provost is the designated University signatory for all outside attorney 
representations, i.e., G-28 which enables designated legal counsel to 
represent the University in support of an institutional immigration 
petition. 

5. The General Counsel's Office must review and the Provost must sign DOL 
applications for certification and the immigration petition(s) before such 
petitions or applications are submitted to federal authorities. 

6. Self-petitions that do not require University signature (i.e., National 
Interest Waiver and Alien of Extraordinary Ability petitions) may be 
pursued with privately retained counsel, but the University is not 
responsible for any fees or expenses associated with such petitions. 

7. Teaching Faculty 
a. Upon request by a foreign national employee, the relevant dean 

must approve employment-based permanent residency requests 
by submitting the “Request for Assistance with Employment-based 
Petitions for U.S. Lawful Permanent Residence” (form provided by 
the Office of Academic Affairs) to the Office of Academic Affairs for 
approval. If sponsorship is approved, the Office of Academic Affairs 
will provide a copy of the form to the Office of International 
Education and to the General Counsel's Office. Once approved by 
the Office of Academic Affairs, the employee may be referred to an 
outside attorney approved by the General Counsel for assistance 
with initiating the process for obtaining permanent residency on 
behalf of the foreign national employee. 

b. If the foreign national faculty member is not tenured, the hiring 
department must be able to confirm that the faculty is on tenure-
track or the employment is for an “indefinite duration” as defined 
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by DHS (see subsection (c)(iii) below). The Office of Academic 
Affairs will review these requests on a case-by-case basis and will 
return the form as approved or not approved to the relevant dean 
and, if approved, a copy to the Office of International Education. 
The foreign national faculty member's ability to apply for 
permanent residency is not an indication or determination of the 
faculty member's eligibility or qualification for tenure at the 
University. See Section 4.10 of this manual. 

c. The following are minimum requirements for consideration of 
University sponsorship for LPR status: 

i.The position must be full-time. 
ii.The position must meet the DHS's definition of permanent. A 

permanent position is one that is tenured, tenure-track or does not 
have a definite termination point defined either by date or 
completion of a project or assignment, is not seasonal or 
intermittent, and is not presently intended or contemplated by the 
employer to have some specified end date in the future. 

iii.To qualify for Optional Special Recruitment or “special handling” as 
a teaching position, the position must include classroom teaching 
which includes a registered course number at the University and 
the employee must be listed as the instructor of record. 
 
(A) Optional Special Recruitment is the preferred method for 
obtaining permanent residency for teaching faculty. Optional 
special recruitment requires that the position be advertised in a 
national print journal or publication. The U.S. Department of Labor 
also accepts electronic or web-based national professional journal 
advertisements, which must be posted for at least 30 calendar days 
on the journal's website. Documentation of the placement of an 
advertisement in an electronic or web-based national professional 
journal must include evidence of the start and end dates of the ad 
placement and the text of the advertisement. 
 
(B) To apply under the Optional Special Recruitment rules, the date 
of the original offer letter from the Office of Academic Affairs 
should be within the previous 15 months to complete the required 
verification process in time to meet federal requirements. The 
application with the DOL must be filed within 18 months of the 
decision to hire the individual in order to qualify for special 
handling. 
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d. Departments are strongly encouraged to set up a preliminary 

informational meeting with the General Counsel's Office to discuss 
this policy, review the basic requirements for permanent residency, 
and assess the employee's eligibility for institutional support. The 
timing guideline immediately above for teaching positions must be 
followed. 

e. The General Counsel's Office will be the liaison between the hiring 
department and outside counsel for all labor certifications for 
teaching positions that meet the DOL's criteria for special handling. 
To meet the criteria for special handling, the employee's formal job 
responsibilities must include serving as the instructor of record and 
the teaching of an official university course or courses. Other 
academic appointee positions must follow the guidelines for non-
teaching positions, set forth in Subsection IV.C.8 below. 

f. Applications for faculty and researchers who meet the criteria for 
“Outstanding Researcher or Professor” as defined by the DHS will 
be reviewed by the General Counsel's Office. Faculty or staff 
seeking to apply for permanent residency under this category will 
need to obtain outside legal counsel. To qualify, scholars must 
document that they are recognized internationally as outstanding 
in a specific academic area and have at least three years of 
experience in teaching or a permanent research position. 

g. The hiring department will be responsible for all fees required to 
be paid by the employer under federal law and regulations, 
including legal fees for an outside legal counsel who is retained to 
represent the University as the employer and the beneficiary jointly 
through the DOL PERM process, where applicable. The hiring 
department may pay the costs and expenses associated with the 
filing of the Form I-140 and the Form I-485 upon approval of the 
Office of Academic Affairs pursuant to Section IV.C.3.a. 

8. Staff And Non-Teaching Faculty 
a. Upon request by a foreign national employee, the relevant dean or 

department head must approve University sponsorship of 
employment-based permanent residency by submitting the form 
“Request for Assistance with Employment-based Petitions for U.S. 
Lawful Permanent Residence” (form provided by the Office of 
Academic Affairs) to the Office of Academic Affairs for approval. If 
sponsorship is approved, the Office of Academic Affairs will provide 
a copy of the form to the Office of International Education and to 
the General Counsel's Office. Once approved by the Office of 
Academic Affairs, the employee may be referred to an outside 
attorney approved by the General Counsel's Office for assistance 
with initiating the process for obtaining LPR status. 
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b. The following are minimum requirements for consideration of 

University sponsorship for permanent residency: 

i.Generally, staff or non-teaching faculty members must be 
employed for at least two years before the University will consider 
a request for initiating the process to obtain permanent residency. 

ii.The position must be full-time. 
iii.The position must meet the DHS's definition of permanent. A 

permanent position is defined as one that does not have a definite 
termination point defined either by date or the completion of a 
project or assignment, is not seasonal or intermittent, and is not 
presently intended or contemplated by the employer to have a 
specified end date in the future. 

iv.The foreign national must have been working at the University in a 
professional position in the sponsoring unit for a minimum of 12 
consecutive months prior to the time of submitting the "Request 
for Assistance with Employment-based Petitions for U.S. Lawful 
Permanent Residence" to the Office of Academic Affairs. 

v.The University must have at least 36 months of expected future 
funding for the position held by the employee, as verified by the 
relevant department head. Grant-funded positions in which a 
three-year funding projection is not possible can still move forward 
if the department provides a statement of intent to fund the 
foreign national employee from grant funds, projected grant funds, 
or other funds available to the department. 

vi.In some cases, foreign national employees may, because of timing 
or other immigration-related issues, require a determination 
before the required period of employment in subsection 8(b)(i) has 
ended. If the department approves a request for permanent 
residency sponsorship before the required employment period has 
ended, the department head must recommend to the Office of 
Academic Affairs that such sponsorship should be initiated on 
behalf of the foreign national employee and provide a definitive 
statement as to why the normal procedures cannot be followed in 
this instance. The Office of Academic Affairs will review requests 
on a case-by-case basis. 

c. Departments are strongly encouraged to set up a preliminary 
informational meeting with the General Counsel's Office to discuss 
this policy, review the basic requirements for permanent residency 
eligibility, and assess the employee's eligibility for institutional 
support. The timing guidelines immediately above for staff and 
non-teaching positions must be followed. 
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d. After preliminary review of eligibility for institutional support, all 

non-teaching academic and professional staff requests may be 
referred to legal counsel who have been approved by the General 
Counsel's Office. 

e. Employer-related portions of the permanent residency process 
include Form ETA 9089, Application for Alien Employment 
Certification (where appropriate), and Form I-140, Immigrant 
Petition for Alien Worker. Employer-related portions do 
not include Form I-485, Application to Adjust Status, or Form DS-
230, Application for Immigrant Visa. Upon approval of Form I-140 
by the USCIS, the foreign national employee is responsible for filing 
Form I-485 or Form DS-230 with the appropriate government 
agency and within the appropriate time frame. 

f. In the event that the University enlists counsel to handle and/or 
assist with the filing of Form ETA 9089 and/or I-140, the University 
will be responsible for the attorney's legal fees and expenses 
associated with the preparation and filing of the foreign national 
employee's application only with regard to the Form ETA 9089. The 
University will not pay any expenses or fees associated with the 
preparation and filing of Form I-140 and “green card” application 
through Form I-485 or Form DS-230 on behalf of a foreign national 
employee and/or the foreign national employee's family members 
unless approved in accordance with Section IV.C.3.a above. 

g. The General Counsel's Office will not provide legal advice to the 
foreign national. The University will not advise the foreign national 
regarding the completion of Form I-485 or Form DS-230 or their 
submission to the appropriate office. The University will not advise 
the foreign national with regard to immigration issues concerning 
family members of the applicant and/or employee. 

VI.Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The Provost shall have primary responsibility for publication, dissemination and 
implementation of this University policy. 

 

 

 

 



 
 

3.33 / Eschewing Campus/Workplace Violence 
Effective: February 13, 2009 I Revised: January 18, 2011 

I.Purpose 

The purpose of this statement is to set forth University policy with regard to the 
prevention, deterrence and response to workplace and campus violence. 

II.Preamble 

It is recognized that it is important that the University have a comprehensive policy 
statement, in supplementation of the State of Kansas Workplace Violence Policy that is 
consistent with best practices in campus violence prevention. 

III.Policy 
A. Wichita State University emphatically supports a violence-free workplace and 

campus. 
B. The University is committed to taking all reasonable steps necessary to seek to 

avoid and prevent acts of violence and deter acts of violence on campus, and to 
be prepared to respond to acts of violence that may occur on campus, in spite of 
all such efforts. 

C. Immediate threats or situations of immediate concern should always be directed 
to the University Police Department or local, state or federal law enforcement 
authorities. 

D. Faculty and staff who want to report concerns about their personal safety, the 
personal safety of a co-worker or any concern about a possible act of violence on 
campus should notify their supervisor, the Dean of their College, the Office of 
Human Resources, the Office of Academic Affairs, the University Behavior 
Intervention Team, the University's General Counsel, the University Police 
Department or local, state or federal law enforcement authorities. 

E. Students who want to report concerns about their personal safety, the personal 
safety of a fellow student or any concern about a possible act of violence on 
campus should notify a faculty member, the Chair of their Department, the Dean 
of their College, a member of the Residence Life Staff, the Director of Student 
Conduct and Community Standards, the University Behavior Intervention Team, 
the International Students Office, the Office of Student Engagement, the Office of 
Academic Affairs, the University's General Counsel, the University Police 
Department or local, state or federal law enforcement authorities. 

https://www.wichita.edu/about/policy/workplaceviolencepolicy.pdf


F. The University is committed to identify, investigate, assess, manage and attempt
to resolve identified concerns and/or to prevent and avoid any workplace and
campus violence, to the extent reasonably and practicably possible.

G. Individuals are encouraged to report any concerns about violence or the
possibility of violence on campus and no retaliatory actions shall be taken against
those who report a concern in good faith and/or who cooperate with an
investigation about any such report.

H. All reports and any follow-up investigations deemed necessary and appropriate
will be confidential to the extent permitted by applicable state and federal laws
and to the extent consistent with a fair, comprehensive and thorough
investigation and follow-up.

I. The filing of false reports or information is prohibited and any person who
knowingly or carelessly submits a false report will be subject to discipline, up to
and including suspension or expulsion from the University and/or termination of
employment, subject to all applicable University policies.

J. The University will, as appropriate, consider declaration of a crisis situation,
thereby activating all crisis response mechanisms provided for by University policy
and the University's Emergency Operations Plan until such time as an end of the
crisis is formally declared and announced. As a part of the crisis response, the
University will identify resources and services that are available to help recover
from crisis situations.

K. The University will provide and make available annual training to students, faculty
and staff on procedures for identifying, reporting and addressing concerns of
violence, said training to address and cover the following topics:

1. Applicable University policies
2. Identifying potentially violent or threatening situations
3. Defusing volatile or threatening situations
4. Reporting emergent concerns
5. Where and how to report developing concerns
6. Responsibility for cooperating with investigations
7. Processes used to investigate and address concerns
8. Support services to assist with recovery from a crisis involving violence

(Note: Because this policy applies directly to students and employees at Wichita State 
University, Eschewing Campus/Workplace Violence has also been included in Chapter 8, 
Student Policies and Procedures, at Section 8.18.) 

IV.Implementation

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

https://www.wichita.edu/about/policy/ch_08/ch8_18.php


 
The General Counsel and the Vice President for Finance and Administration shall share 
responsibility for publication, dissemination and implementation of this University policy. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

3.34 / Family and Medical Leave Act 
Effective: August 01, 2009 I Revised: November 04, 2010 

I.Purpose 

The purpose of this policy is to provide guidance and assistance regarding implementation 
of the Family and Medical Leave Act of 1993 (FMLA), as amended. 

II.Preamble 

The FMLA provides eligible employees with job-protected leave for certain qualifying 
events or circumstances. Those events or circumstances may involve the employee's own 
health event or circumstance, or may involve the health needs of the employee's family 
member. Additionally, the FMLA may provide eligible employees with job-protected leave 
for certain exigencies related to military service or the health needs of a covered member 
of the Armed Forces. 

III.Definitions 

A. Child 

Biological, adopted, foster, or stepchild or legal ward, or child of a person standing 
"in loco parentis" by providing day-to-day care and financial support, where the 
child is under age 18, or age 18 or older and incapable of self care because of a 
mental or physical disability. 

B. Continuing Treatment by a Health Care Provider 

Continuing Treatment by a Health Care Provider means any one of the following: 

1. A period of incapacity of more than three consecutive full calendar days, 
and any subsequent treatment or period of incapacity relating to the same 
condition that also involves either treatment two or more times within 30 
days, or treatment by a health care provider on at least one occasion, 
which results in a regimen of continuing treatment under the supervision 
of the health care provider. 

2. Any period of incapacity due to pregnancy or prenatal care. 
3. Any period of incapacity or treatment for such incapacity due to a chronic 

serious health condition. A chronic serious health condition is one which 
requires periodic visits (i.e., at least twice per year) for treatment by a 



 
health care provider, which continues over an extended period of time, 
and may cause episodic rather than a continuing period of incapacity. 

4. Permanent or long-term conditions. 
5. Conditions requiring multiple treatments. 

C. Covered Active Duty 

Means duty of a Covered Service Member during deployment to a foreign country. 
This term, as applied to members of the reserve component of the Armed 
Services, shall mean covered active duty as defined by federal law. 

D. Covered Service Member 

Means a member of the Armed Forces, including a member of the National Guard 
or Reserves, who is undergoing medical treatment, recuperation, or therapy, is 
otherwise in outpatient status, or is otherwise on the temporary disability retired 
list, for a serious injury or illness, or a veteran who is undergoing medical 
treatment, recuperation, or therapy for a serious injury or illness and who was a 
member of the Armed Forces (including a member of the National Guard or 
Reserves) at any time during the period of 5 years preceding the date on which 
the veteran undergoes that medical treatment, recuperation, or therapy. 

E. Incapacity 

Inability to work, attend school, or perform other regular daily activities due to 
the serious health condition, treatment for such condition, or recovery from such 
condition. 

F. Inpatient Care 

An overnight stay in a hospital, hospice, or residential medical care or any 
subsequent treatment in connection with the inpatient care. 

G. Next of Kin 

The nearest blood relative other than the Covered Service Member's spouse, 
parent, son or daughter, in the following order of priority: blood relatives who 
have been granted legal custody of the Service Member by court decree or 
statutory provisions, brothers and sisters, grandparents, aunts and uncles, and 
first cousins, unless the covered Service Member has specifically designated in 
writing another blood relative as his or her nearest blood relative for purposes of 
military caregiver leave under the FMLA. 

 



 
H. Parent 

A biological, adoptive, step or foster parent, or other person who stood "in loco 
parentis" to a child by providing day-to-day care and financial support. In-laws are 
not covered by this policy. 

I. Qualifying Exigencies 

Relate to the active or impending duty of Covered Service Member, including 
attending certain military events, arranging or providing for alternative child care 
or school, addressing certain financial and legal arrangements, addressing issues 
arising from short-term deployment, attending certain counseling sessions, and 
attending post-deployment reintegration briefings. 

J. Spouse 

A legal spouse or a common law spouse. 

K. Serious Health Condition 

An illness, injury, impairment, or physical or mental condition that involves 
Inpatient Care (definition E above) or Continuing Treatment by a Health Care 
Provider (definition B above). 

L. Treatment 

Includes (but is not limited to) examinations to determine if a serious health 
condition exists and evaluations of the condition. Treatment does not include 
routine physical examinations, eye examinations, dental examinations, over-the-
counter drugs, or bed rest. 

M. Service Member 

For purposes of this policy, a Service Member is a Covered Service Member as 
defined above. 

IV.Policy 

The FMLA requires employers to provide 12 weeks of unpaid leave to eligible employees 
for qualifying family and medical reasons, i.e., birth or adoption of a child or relating to a 
serious health condition, or for certain exigencies for Covered Service Members, or up to 
26 weeks to care for a covered current Service Member who has a serious injury or illness 
incurred in the line of duty. 



 
Leave taken pursuant to the FMLA may be taken in continuous full-time periods or may 
include a reduced or intermittent schedule when medically necessary, or for a qualifying 
exigency due to a call to active duty. When intermittent or reduced schedule leave is 
needed to care for an immediate family member or for the employee's own illness and is 
for planned medical treatment, the employee must consult with the employee's 
supervisor and make a reasonable effort to schedule treatment so as not to unduly disrupt 
the business of the employee's department or unit. 

A. Employee Eligibility 

An employee is eligible for FMLA leave if he or she has: 

1. Been employed by the University or the State of Kansas for 12 months, and 
2. Worked at least 1,250 hours during the 12 months prior to the start of 

FMLA leave. 

For purposes of this policy, full-time employment is considered to be 2,080 hours 
per year. An employee returning from fulfilling his or her National Guard or 
Reserve military obligation will be credited with the hours of work that would have 
been performed during the period of military service. 

B. Reasons for Leave 

The FMLA allows eligible employees to take leave for the following qualifying 
events or circumstances: 

1. Family Leave 

An employee may take family leave for the following events or 
circumstances: 

a. Birth and care of a child during the first year. 
b. Adoption or foster placement of a child and care during first year. 
c. Care for an employee's spouse, child, or parent with a diagnosed 

serious health condition. 

Amount of Leave: Employees taking family leave may take up to twelve 
(12) weeks of family leave during a 12-month period. 

Leave for birth, adoption of a child, or placement of a foster child must be 
taken in one single period and must be taken within one year of the birth 
or placement of the child. If both parents work for WSU and request leave 
for birth or placement of a child, care of that child in the first year, or care 
for a parent with a serious health condition, the 12-week leave period for 



 
both employees is combined. Parents do not each have 12 weeks of FMLA 
available for those situations. 

2. Medical Leave 

An employee may take leave for his or her own diagnosed Serious Health 
Condition. 

Amount of Leave: Employees taking medical leave for their own Serious 
Health Condition may take up to twelve (12) weeks of medical leave during 
a 12-month period. 

3. Service Member Leave 
a. Exigency - Employees with a spouse, son, daughter, or parent who 

is on Covered Active Duty, or who has been notified of an 
impending call or order to Covered Active Duty, may use leave to 
address certain Qualifying Exigencies relating to such covered 
active duty. 

An employee whose family member is on active duty or called to active 
duty as a member of the Regular Armed Forces is not eligible to take 
leave because of Qualifying Exigencies. 

Amount of Leave: An employee may take up to twelve (12) weeks of 
medical leave during a 12-month period. 

b. Injury or Illness - Employees may also take leave to care for a 
Covered Service Member who has a serious injury or illness 
incurred in the line of duty that may render the Service Member 
medically unfit to perform his or her own duties and for which the 
Service Member is undergoing medical treatment, recuperation, or 
therapy; or is an outpatient status; or is on the temporary disability 
retired list. 

In order to care for the Covered Service Member the employee must 
be the spouse, son, daughter, parent or Next of Kin of the Service 
Member. 

Amount of Leave: An employee may take up to twenty-six (26) weeks 
of leave per Service Member or per injury/illness during a 12-month 
period, beginning on the first day of leave. 

 



 

V.Procedures 
A. Notice and Documentation 

1. Notice - When the need for leave is foreseeable, the employee must notify 
the Office of Human Resources (OHR) within 30 days of the anticipated 
date of leave. When the need for leave is not foreseeable, the employee 
must notify OHR as soon as practicable. An employee requesting leave 
must provide enough information for the requested leave so as to allow 
the University to determine whether the leave qualifies under FMLA. 

2. Information to be provided - The employee must provide to OHR complete 
and sufficient medical or military documentation in support of a request 
for FMLA leave. Failure to provide such documentation may result in the 
denial or delay of FMLA. The University may seek a second or third opinion 
of medical documentation, and may also request reasonable updates of 
supporting documentation. The employee may also be required to provide 
documentation of the familial relationship to support Service Member 
leave. 

3. Notification of eligibility - The University will notify the employee in writing 
if the employee is eligible for FMLA and, if so, whether the requested leave 
will be counted as FMLA leave, or if it is determined that the leave is not 
FMLA-protected. In certain circumstances the University may designate an 
absence as FMLA even if the employee did not request FMLA. The 
University may not retroactively designate an absence as FMLA unless the 
reasons for the absence were not known to the University at the time leave 
began. 

4. An employee taking FMLA leave must comply with their department's 
established call-in procedures appropriate for the situation. When calling 
in, employees must also inform their department if the requested leave or 
absence is for a reason for which FMLA was previously taken or certified. 

5. An employee on leave for his or her own medical condition must present 
a medical release to return to work, including medical certification that the 
employee is able to perform the essential functions of the position. Failure 
to submit a sufficient and complete release may delay the employee's 
return to work. 

6. Employees are encouraged to review their rights and responsibilities 
under the FMLA 
at http://www.dol.gov/whd/regs/compliance/posters/fmlaen.pdf 

B. Paid versus Unpaid Leave 
1. FMLA does not provide for paid leave. However, employees may be paid 

during a FMLA covered absence(s) in accordance with applicable 
University policy and memorandums of understanding. 

2. Employees eligible for FMLA will be required to use accumulated leave 
concurrently with FMLA. Leave benefits may be sick leave (and/or shared 
leave) and/or vacation leave. Sick leave (including that acquired under the 

http://www.dol.gov/whd/regs/compliance/posters/fmlaen.pdf


 
shared leave policy), compensatory leave and vacation leave must all be 
exhausted before the employee will be placed on unpaid leave (leave 
without pay). 

C. Continuation of Insurance Benefits During Unpaid Leave 
1. During approved leave, paid or unpaid, the University will continue to pay 

the employer's share of the employee's medical and dental insurance 
plan(s). If the employee is responsible for a share of the premium(s) 
through payroll deduction, the employee must continue to pay his or her 
share during any unpaid leave. 

2. Life insurance, long-term disability and waiver of annuity contribution 
benefit may be continued at employee expense under the leave without 
pay rules. If leave is due to an employee's illness, life insurance, long-term 
disability and waiver of annuity contribution benefit coverage may be 
continued through the policy provisions. Contributions to KPERS and the 
Board of Regents Mandatory Retirement Plan cannot continue during a 
period of unpaid FMLA or other form of unpaid leave. 

D. Return to Employment After FMLA Leave 
1. At the end of FMLA leave, an employee must be restored to the job he or 

she left or one with equivalent benefits, pay and "other terms and 
conditions of employment." 

2. The FMLA contemplates that there may be situations when an employee 
cannot return to employment during or after leave. Termination of 
employment may occur, for example, while an employee is on leave if 
there is a layoff or reduction in force, or cause that would otherwise 
support dismissal, if the employee's job would have been lost if he or she 
was actively working. Similarly, termination of employment may occur if 
the employee is unable to perform one or more of the essential functions 
of the position, with or without reasonable accommodation, after the 
leave is over. 

VI.Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The Vice President for Finance and Administration shall have primary responsibility for 
publication, dissemination and implementation of this University policy. 

 

 

 

 



 
 

3.35 / Independent Contractor 
Effective: July 01, 1997 I Revised: November 26, 2019 

I.Initiating Authority 

Human Resources 

II.Purpose 

The purpose of this policy is to provide guidance for who qualifies as an independent 
contractor and a procedure for contracting with them at Wichita State University 
(University). 

III.Policy Statement 

This policy applies to anyone intending to contract for supplemental services to be paid 
for by the University regardless of the source of funds. Any department or unit of the 
University intending to engage a service provider as an independent contractor must 
follow University approval and contracting procedures as set forth in this policy prior to 
the start of any work or performance of services. 

Individuals currently employed by the University or any other State of Kansas agency may 
not provide services to the University as an independent contractor without prior 
approval, in accordance with this policy. 

IV.Definitions 

For the purpose of this policy only, the following definitions shall apply: 

 Contracts Department – Departments who are responsible for the management 
of contracts, vendors, and partners of the University. This includes the Office of 
Research and Technology Transfer (ORTT), National Institute of Aviation Research 
(NIAR) Contracts, and the Office of the General Counsel. 

 Employee – An individual who provides services to the University on a regular 
basis in exchange for compensation and receives a W-2 for such services. This 
includes temporary and part-time Employees. 

 Leadership – University Department Chairs, Directors, Deans or any other 
individual designated by the University with authority to purchase third party 
services. 



 

V.Administrative Procedure 

A. Leadership identifies potential need to contract for third party services, regardless 
of the monetary level. 

B. Leadership communicates the potential need for services by a third party to the 
appropriate Contracts Department as set forth below: 

1. For contracts that will be funded from any funds managed by ORTT, 
contact: Office of Research and Technology Transfer (ORTT) Pre-Award 
Contracts Department proposals@wichita.edu 

2. For contracts that will be funded from funds designated as a NIAR fund, 
contact: NIAR Contracts Department, contracts@niar.wichita.edu 

3. For all other contracts, contact the Office of the General 
Counsel, gc.contracts@wichita.edu 

C. The appropriate Contracts Department works with the requesting department or 
unit to ensure the proper approvals have been obtained and to finalize the 
appropriate contract for services. 

D. If, at any time during this process the Leadership or the Contracts Department 
determines the services being provided do not qualify for independent contractor 
and should be fulfilled by an existing or future Employee, the Leadership shall then 
partner with Human Resources to open an Employee position or otherwise assign 
the services to an existing Employee. 

E. University guidance regarding classifying an individual as an Employee or an 
independent contractor can be found on the webpage of Human Resources. 

VI.Applicable Laws And Additional Resources 
0. US Department of Labor: Wage and Hour Division: Fact Sheet 13 
1. 20-P-015 Implementation of Daily Process to Identify SMART AP Vouchers for 

Current Employees 
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3.36 / Copyright 
Effective: July 01, 1997 I Revised: July 17, 2019 

IV.Purpose 

To state University policy relative to the use of copyrighted materials by faculty and staff 
of the University. 

V.Preamble 

The federal copyright law (Title 17, United States Code, Section 101, et seq.) protects 
creative works. It is appropriate, and required, that all members of the Wichita State 
University community, including faculty, staff, students and volunteers respect the 
proprietary rights of owners of copyrights and refrain from actions that constitute an 
infringement of copyright or other proprietary rights. 

VI.Policy 
A. All faculty and staff are expected to comply with the federal copyright law and 

obtain permission for use unless the use can fairly and reasonably be interpreted 
as "fair use." Faculty, staff and employees are expected to review this policy and 
request further information and resources as needed that may be utilized for 
purposes of determining compliance with the federal copyright law. 

B. Copyright Guidelines have been prepared by the General Counsel's Office to assist 
members of the WSU community in complying with federal copyright law and to 
enable individuals to distinguish between permitted and prohibited uses of 
copyrighted materials. Members of the WSU community are expected to 
familiarize themselves with these guidelines and to fully comply with their 
requirements. 

C. Faculty members and staff who willfully disregard this Copyright Policy place 
themselves individually at risk of legal action. In such cases, the University may 
refuse to defend the employee named in any litigation and personal liability may 
be incurred by the employee. 

D. The University copy center located in Shocker Printing is available for copying 
services. All material to be copied by Shocker Printing must be reviewed by the 
faculty or staff member requesting copy services for copyright implications and 
the faculty or staff member must sign the Customer Statement of the Duplication 
of Copyrighted Written Works which is provided here and in the Shocker Printing 
office. Material may be presented for copying only where copying of the material 
can fairly and reasonably be considered fair use or where there is a University 
license to copy the material or where there is permission to copy, which shall be 
clearly set forth on the material to be copied. 

https://www.wichita.edu/about/policy/ch_03/ch3copyrightguidelines.php
https://www.wichita.edu/about/policy/ch_03/ch3customerstatement.pdf
https://www.wichita.edu/about/policy/ch_03/ch3customerstatement.pdf


 
E. The General Counsel's Office is available for further guidance on specific questions 

regarding the application of the federal copyright law to specific factual scenarios. 
F. Possible Penalties for Violating WSU Copyright Policies or Copyright Law 

Wichita State University prohibits the unauthorized distribution of copyrighted 
materials, including the use of peer-to-peer (P2P) networks. Members of the 
University community who use these networks to share copyrighted media files 
are subject to appropriate disciplinary action or sanction ranging from loss of 
access to the relevant University services or property (including computing 
privileges) to dismissal or removal from the University as determined by applicable 
employment or student disciplinary policies. In addition, unauthorized 
distribution of copyrighted material, including peer-to-peer file sharing, may 
subject a student or employee to serious civil and criminal liabilities (e.g., 17 U.S.C. 
504, et seq.). Some of these liabilities include, but are not limited to the following: 

1. Civil penalties of actual damages suffered by the copyright owner from the 
infringement; or 

2. Civil penalties of statutory damages of up to $30,000. 
3. Civil penalties for willful infringement of up to $150,000, and 
4. Criminal penalties for willful criminal infringement from 1 to 5 years of 

imprisonment and fines of up to $250,000 per offense” 

VII.Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The General Counsel and the Vice President for Finance and Administration shall share 
responsibility for publication, dissemination and implementation of this University policy. 

Effective Date 

January 1, 2010 

 

 

 

 

 



 

3.37 / Employment Files 
Effective: February 14, 2010 I Revised: June 04, 2019 

I.Purpose 

The purpose of this policy is to provide guidelines for storage, accessibility, and 
maintenance of personnel files for Employees of Wichita State University (University). 

II.Policy 

Employment files for Employees are stored and maintained in a secure manner in Human 
Resources (HR). 

III.Definitions 
A. Employee – An individual who, when hired, provides services on a regular basis in 

exchange for compensation, receives a W-2, and who does not provide these 
services as a part of an independent business. For purposes of this policy, only 
active Employees – those who are currently employed at the University – are 
included. 

B. Leadership – Individuals at the University who have Employees reporting to them, 
or are Department Chairs/Directors. 

C. Reporting Relationship — A relationship, direct or indirect, in which one 
Employee reports to, has influence or decision-making authority over, or has the 
perception of influence or decision-making authority over, another Employee. 
This relationship may include, but is not limited to, influence or decision-making 
authority (perceived or otherwise) of salary decisions, performance management, 
employment, evaluating, or otherwise assessing employment performance. 

IV.Procedure 

A. Documentation related to the employment relationship between the University 
and the Employee is maintained in the Employment file. This includes, but is not 
limited to, documents related to benefits, compensation, formal coaching and 
corrective action, and position changes. The respective department provides 
documentation related to the employment relationship to HR to be maintained in 
the Employment file. 

B. The Employment file that is maintained in HR, is considered the official 
employment record, and is kept confidential. 

C. Employees should have knowledge of all documentation in their Employment file. 
1. Employees may review their Employment file during normal work hours in 

the presence of an HR representative. 
2. The HR representative may make copies of the information in the 

Employment file at the Employee’s request. 



 
3. Information may not be removed from the Employment file. 

D. Leadership may review information contained in the Employment file of an 
Employee who reports to them. 

E. Department files may be maintained in a secure manner in the office of the 
Employee’s Leader. 

1. The department file may include job performance notes, position 
descriptions, performance evaluations, and professional development of 
the Employee. 

2. Upon separation of an Employee, the department file is sent to HR to be 
combined with the Employment file. 

F. Faculty academic records are maintained in a secure manner in Academic Affairs. 
1. The faculty academic record may include, but is not limited to, academic 

transcripts, curriculum vitas, annual performance evaluation forms, 
research works and grant submissions, and tenure/promotion activity. 

2. Upon separation of an Employee, HR related material in the faculty 
academic record is copied and sent to be combined with the Employment 
file located in HR. 

G. Access to Employment files by an external party may be provided in response to a 
valid legal, public records, or law enforcement request. 

H. Employees should discuss concern with information or documentation in their 
Employment file with their respective Leadership and/or HR business partner. 
After discussion with Leadership and/or HR business partner, the Employee may 
be provided the opportunity to add documentation to the Employment file 
explaining the concern. Such requests will be reviewed on a case-by-case basis 
and decisions will be based on the particular facts and circumstances that exist. 

VIII.Responsibilities 
A. Leadership 

1. Be knowledgeable of University policies and procedures. 
2. Communicate with Employee regarding information added to the 

Employment file. 
3. Send department and/or academic files to HR upon Employee separation. 

B. Employee 
1. Adhere to University policies and procedures. 
2. Communicate concerns regarding the Employment file to Leadership. 

RELATED: 4.14 / Faculty Academic Records 

 

 

 

https://www.wichita.edu/about/policy/ch_04/ch4_14.php


 

3.38 / Lactation Support for Nursing Mothers 
Effective: March 07, 2011 I Revised: August 08, 2019 

I.Purpose 

The purpose of this policy is to provide guidance and procedures in creating a supportive 
environment for Employees who are nursing mothers. 

II.Policy 

Wichita State University (University) strives to create a workplace that is both productive 
and supportive of the needs of nursing mothers. 

III.Definitions 

(for the purposes of this policy) 

 Employee: An individual who, when hired, provides services on a regular basis in 
exchange for compensation, receives a W-2, and who does not provide these 
services as a part of an independent business.  This includes temporary and part-
time Employees. For purposes of this policy, the Employee meets these criteria, 
and is a mother who is nursing a child for up to three (3) years after the birth of a 
child. 

 Lactation Room: A private space, other than a bathroom, that is shielded from 
view and free from intrusion from coworkers and the public. 

 Leadership: Leadership includes individuals at the University who have Employees 
reporting to them, or are Department Chairs/Directors. 

IV.Administrative Procedure 
A. Departments make reasonable efforts to meet lactation needs of Employees. 

1. Access to a Lactation Room. Ideal locations are clean, maintain an 
appropriate temperature and ventilation, and are located near the work 
station with a comfortable chair, table or flat surface to hold a breast 
pump, locks for privacy, and includes at least one electrical outlet. Allowing 
access to a refrigerator, where available, is helpful. Departments may not 
designate a restroom (bathroom) as a Lactation Room. 

2. If a department is not able to provide an Employee with access to a 
Lactation Room, then the following is allowed: 

a. Reasonable time to travel to another building where a Lactation 
Room is located. Employees are not penalized for extra travel time 
needed to access the Lactation Room. 



 
b. Employees who work in multiple locations should make individual 

arrangements with those locations to access a Lactation Room or 
other room. 

B. Employees are allowed adequate use of break time, leave time, meal time, and/or 
a flexible schedule to utilize a Lactation Room for such needs as expressing milk, cleaning 
equipment, storing milk and other related activities. If extended or additional time is 
needed, the Employee must contact Leadership and may be required to use vacation or 
compensatory time, or unpaid leave if no paid leave time is available. 
C. Employees should contact Leadership to request work schedule variations in 
advance. 
D. Decisions about meeting Employee needs for lactation will be made on a case-by-
case basis and such factors as the Employee’s work area, schedule and available 
alternative scheduling shall be considered in conjunction with University business needs. 

V.Related 

 Department of Labor: Nursing Mothers 
 K.S.A 65-1,248 
 Fact Sheet #73: Break Time for Nursing Mothers under FLSA 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.dol.gov/whd/nursingmothers/
http://kslegislature.org/li_2016/b2015_16/statute/065_000_0000_chapter/065_001_0000_article/065_001_0248_section/065_001_0248_k/
https://www.dol.gov/whd/regs/compliance/whdfs73.htm


 
 

3.41 / Separation of Employment 
Effective: February 23, 2018 I Revised: April 30, 2019 

I.Purpose 

The purpose of this policy is to provide structure, consistency, and accountability for 
voluntary and involuntary separations of employment. 

II.Policy 

Employment with Wichita State University (University) is on an “At-Will” basis. This means 
that either the Employee or the University may end the employment relationship at any 
time for any lawful reason, with or without notice or cause, subject to applicable 
University policies or agreements. 

III.Definitions 
 At-Will Employment 

An employment relationship that allows either party (Employee or the University) 
to end employment, with or without cause or notice, at any time for any lawful 
reason, subject to applicable University policies or agreements. 

 Employee 

An individual who, when hired, provides services on a regular basis in exchange 
for compensation, receives a W-2, and who does not provide these services as a 
part of an independent business. 

 Administrative Leave 

A leave that temporarily removes an Employee from the University when deemed 
to be in the best interest of the University. Examples include, but are not limited 
to, when an Employee is involved, as a complainant, as a respondent, other 
interested person, during an internal review or investigation of alleged behavior 
and/or action that may violate University policy, procedures, applicable laws 
and/or employment expectations. Typically, Administrative Leave will be paid 
with benefits, however, there may be situations on a case-by-case basis when the 
leave is unpaid. In those situations, the Employee will be informed of the reason 
for the determination and provided the opportunity to be heard prior to 
implementation. 



 
 Involuntary Separation 

Separation initiated by Leadership to end the employment relationship with an 
Employee. 

 Leadership 

Includes individuals at the University who have Employees reporting to them or 
are Department Chairs/Directors. 

 Senior Leadership 

Includes individuals at the University who have Employees reporting to them, are 
in a position at the Director/Department Chair level and above, and are in the 
chain of command of the Employee separating from the University. 

 Separation date 

Last day worked or in pay status. 

 Voluntary Separation 

Separation initiated by the Employee to end the employment relationship with 
the University, or when an Employee is absent from work for three (3) consecutive 
workdays and fails to properly notify Leadership. 

IV.Procedures 
A. Voluntary Separation Procedures 

1. Employees, not serving in a Leadership role, should provide a two (2) week 
written notice of resignation to the Employee's Leadership. Employees, 
serving in a Leadership role, may be required to provide a four (4) week 
written notice of resignation to the Employee's direct Leadership. Those 
not providing the required written notice are considered a Voluntary 
Separation – Quit Without Notice. 

2. The written notice should include the specific reason for separation and 
the last available day to work. 

3. Leadership accepts the notice, ensures the Employee understands 
employment expectations during the notice period, provides eligibility of 
rehire status, and processes the Employee separation. 

4. In situations in which the Employee is absent three (3) consecutive 
workdays without properly notifying Leadership, a voluntary separation 
notice is mailed certified mail to the Employee following the third day. 



 
Personal belongings will be retained for thirty (30) days, then inventoried 
and sent to the Employee address on file. 

5. The notice period is expected to be a working notice. Failure to work the 
entire notice period, without Leadership approval, is considered Voluntary 
Separation – Quit Without Notice. 

6. Employees may use accrued leave during the notice period with 
Leadership approval. 

7. The Separation Date may not be extended without Leadership approval. 
8. Leadership sends the original written notice of resignation to Human 

Resources which is retained in the employment file. 
B. Involuntary Separation Procedures 

1. Involuntary Separation may occur at any time and may result from a first-
time action or violation, or as a result of ongoing coaching or corrective 
action. 

2. If the situation warrants review or investigation, the Employee may be 
placed on Administrative Leave. 

3. Leadership makes the determination to end the employment relationship 
in consultation with Human Resources and other parties as needed. 
Human Resources reviews all documentation and records pertaining to the 
situation. 

4. All Involuntary Separations are reviewed and approved by respective 
Senior Leadership. 

5. Leadership is responsible for preparing and/or reviewing Involuntary 
Separation Form with Human Resources prior to meeting with the 
Employee. 

6. Leadership schedules time to meet with the Employee to present and 
review the Involuntary Separation Form. 

7. Leadership makes arrangements with the Employee to retrieve any 
personal property at a time that is least disruptive to the department. 

C. Responsibilities 
1. Leadership 

a. Is knowledgeable of the policy and procedures. 
b. Complete and discuss appropriate documentation with the 

Employee. 
c. Contact the respective HR Business Partner to discuss rehire 

eligibility. 
d. Collect the Employee's University property appropriately. This 

includes, but is not limited to, the Employee's University ID, keys, 
and technology. 

e. Communicate with the separating Employee access to University 
email is disabled after their last day worked. 

f. Communicate with Employee that mail received at the University 
for the Employee will be forwarded to the Employee’s address on 
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file for up to 30 days after separation. After that time, any mail 
received for the Employee at the University is returned to sender. 

g. Ensure timekeeping rules are applied accurately. 
h. Complete the appropriate paperwork and process for Separation 

of Employment and submit to Human Resources. 
i. Send department employee file and original Separation documents 

to Human Resources within five (5) University business days. 
j. Maintain confidentiality regarding separation. 
k. Participates in the unemployment claim process. 

2. Employee 
a. Is knowledgeable of the policy and procedures. 
b. Complete and discuss appropriate documentation with Leadership. 
c. Coordinate with Leadership to collect personal property and return 

University property. 
d. Within 30 days of separation, update sender of new personal 

mailing address for any mail that the Employee wishes to continue 
to receive. 

e. Report time worked accurately using the University timekeeping 
system. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

3.42 / Tuition Assistance Program for Employee 
Effective: May 10, 2001 I Revised: December 01, 2018 

I.Purpose 

The purpose of this policy is to implement State law regarding the payment of tuition and 
other education expenses of eligible Wichita State University employees. 

II.Policy Statement 

The University may pay, from available appropriations, the actual cost of tuition and 
required fees in order to provide education or training for Eligible Employees, when such 
Enrollment is determined to be of value to the University. 

III.Definitions 
 Eligible Employee - University non-teaching employees who hold at least a half-

time (0.5 FTE) benefits-eligible position. Assistance is not payable to employees 
on unpaid leave. Employees must have a current performance evaluation of 
“satisfactory”, “meets expectations” or an equivalent rating, or be pursuing 
training or education directly related to a specific performance deficiency. 

 Enrollment - Enrollment in for-credit courses at Wichita State University. 

IV.Procedures 

A. Employees must satisfactorily pass all courses with a “C” or better while receiving 
assistance for undergraduate coursework, or a “B” or better for graduate courses. Failure 
to meet this requirement will make the Employee ineligible for tuition assistance until the 
Employee has satisfactorily passed another qualified course of the same number of hours 
at the Employee's expense. 
B. A University course be considered to be of value to the State and the University 
and thus eligible for tuition assistance if it is determined that the course can be credited 
towards a degree, will provide professional growth or development for the Employee, or 
is job-related training. 
C. Subject to availability of funds, assistance is limited to the cost of resident tuition 
up to a maximum of seven (7) credit hours per semester for undergraduate programs or 
certificates, six (6) credit hours for graduate programs or certificates, or two (2) badge 
courses per semester. Assistance is limited to tuition cost only and does not include 
books, student fees or housing. 
D. Tuition assistance is based on the hours of enrollment on the last day for 100% 
tuition refund each semester. If courses are added after the last day of the 100% refund 
period, no additional funds will be disbursed. If a course(s) is withdrawn, it must be done 



 
before the last day of the 100% refund period for tuition assistance funds to be applied 
appropriately. 
E. Human Resources, in collaboration with Financial Aid, will determine eligibility for 
applicants of the tuition assistance program. 
F. Employees must submit a completed application form to Human Resources by the 
specified deadline for each semester.  Late applications will be denied and there will be 
no exceptions. 
G. In the event insufficient funds are available to fund all tuition assistance requests, 
the decision of which applications will be approved will be determined by Human 
Resources. 
H. Release of an Employee to attend University classes or seminars during regular 
work hours is subject to the requirements and discretion of the Employee's supervisor 
and budget officer. Release time may be granted to Employees to take one course or 
seminar per semester. Makeup time is not required for academic classes or seminars 
related to the Employee's job or performance, as determined by the Employee's 
supervisor and budget officer. Release time for classes, which are not directly related to 
the Employee's job or performance, must be unpaid, made up, or charged to vacation 
leave with the supervisor's approval. There is no appeal for release time beyond the 
decision of the Employee's budget officer. 
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3.43 / Tuition Assistance Program for Spouses and Dependent 
Children 
Effective: December 01, 2011 I Revised: December 01, 2018 

I.Purpose 

The purpose of this statement is to set forth Wichita State University policy with regard 
to the provision of tuition assistance to Spouses and Dependent Children of University 
employees. 

II.Policy Statement 

The Spouse and Dependent Children of a Benefit-Eligible Employee of the University may 
be eligible for tuition assistance in accordance with the parameters of this policy. All 
enrollment defined in this policy must be at Wichita State University. 

III.Definitions 
 Benefit-Eligible Employee - An employee holding a 0.5 FTE or greater position at 

the University as a faculty member, an unclassified professional employee or a 
university support staff. Employees of affiliated corporations or related 
corporations are not eligible for this benefit. 

 Dependent Children - Natural, step, or adopted children of a University Benefit-
Eligible Employee, under the age of 26, and who are unmarried. 

 Spouse - A husband or wife as recognized under Kansas state law for purposes of 
marriage, including common law, or a domestic partner of a University Benefit-
Eligible Employee. 

IV.Procedures 

A. Spouses and Dependent Children must be admitted to a degree-seeking 
undergraduate academic program at the University to be eligible for tuition 
assistance. They may be part-time students. Only first undergraduate bachelor's 
degrees are eligible for tuition assistance. All Spouses and Dependent Children 
must be admitted into such programs in the semester for which they are applying 
for tuition assistance. 

B. To maintain eligibility for continuing tuition assistance, Spouses and Dependent 
Children must be in good academic standing and not on academic probation. 

C. If both Spouses are employees of the University, neither Spouse is eligible to 
receive tuition assistance from this program. 



 
D. The tuition assistance from this program is limited to the cost of undergraduate 

level resident courses. 
E. Tuition assistance is available for classes taken during the fall, spring, or summer 

semesters. 
F. The amount of tuition assistance provided for undergraduate courses will be 

limited to 50% of the cost of resident tuition up to a maximum of fifteen (15) credit 
hours of courses per semester. 

G. If both parents of a Dependent Child are Benefit Eligible Employees of the 
University, the Dependent Child will only be eligible for the maximum assistance 
as described above in paragraph 6. 

H. Tuition assistance will be limited to a maximum of sixty (60) credit hours in the 
Spouse or Dependent Child's academic career. 

I. Tuition assistance is based on the hours of enrollment on the last day for 100% 
tuition refund each semester. If courses are added after the last day of the 100% 
refund period, no additional funds will be disbursed. If a course(s) is withdrawn, it 
must be done before the last day of the 100% refund period for tuition assistance 
funds to be applied appropriately. If a course(s) is withdrawn after the refund 
period, the funds disbursed will be applied to the credit hour maximum even 
though the course(s) have not been completed. 

J. Tuition assistance for each semester may be applied in addition to any financial 
aid received by the Spouse or Dependent Child, up to the cost of attendance at 
the University, which includes tuition, fees, room and board, books and supplies. 

K. Funds will be awarded on a first-come, first-served basis until budgeted resources 
are exhausted. 

L. Human Resources, in collaboration with Financial Aid, will determine eligibility for 
applicants of the tuition assistance program. 

M. Eligible Employees must submit a completed application form for a Spouse and 
each Dependent Child who seeks tuition assistance to Human Resources by the 
specified deadline for each semester. Late applications will be automatically 
denied and there will be no exceptions. 
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3.44 / Mandatory Reporting of Sexual Abuse of Minors 
Effective: January 09, 2012 I Revised: March 25, 2016 

I.Purpose 

The purpose of this policy is to require University employees to report any child sexual 
abuse witnessed by said employees on University property or in connection with a 
University event or activity.1 This policy also requires University employees to report any 
child sexual abuse if witnessed by another and reported to a WSU employee. 

II.Preamble 

The Kansas Board of Regents adopted a requirement that each "... University shall 
specifically address and adopt procedures for the mandatory reporting, to appropriate 
law enforcement agencies, of any child sexual abuse witnessed by staff or faculty. For 
purposes of this provision, child sexual abuse means those crimes defined in K.S.A. 21-
5501 et seq. that relate to minors as victims." This policy statement has been promulgated 
in response to this Board of Regents requirement. 

III.Policy 
A. The reporting obligations of those University employees who are currently 

required by state law or federal law, by virtue of their professional or employment 
responsibilities, to report situations where they suspect that a child has been 
harmed as a result of physical, mental or emotional abuse or neglect or sexual 
abuse remain unchanged and are not impacted by this policy statement. 

B. All University employees are required to report any incident of child sexual abuse 
which they witness or is reported to them by another who witnessed such an 
incident occurring on University property or in connection with a University event 
or activity. Reports should be made as soon as possible to an appropriate law 
enforcement agency, including the Wichita State University Police Department or 
a local law enforcement agency or both. 

C. For purposes of this policy, "sexual abuse" should generally be considered as any 
contact or interaction with a child in which the child is being used for sexual 
stimulation of the perpetrator, the child or another person. Sexual abuse shall 
include, but not be limited to, those crimes defined in K.S.A. 21-5501 et seq. that 
relate to minors as victims; acts done or submitted to with the intent to arouse or 
satisfy the sexual desires of either the child or the perpetrator, or both; or 
allowing, permitting or encouraging a child to engage in prostitution or to be 
photographed, filmed or depicted in pornographic material. 

D. For purposes of this policy, a child is anyone under the age of eighteen. 



 
E. For additional information related to sexual misconduct and campus violence, also 

see Section 3.06, Section 3.33, and Section 8.18. 

1 This policy shall apply to camps and sports clinics hosted or sponsored by coaches of 
intercollegiate sports at Wichita State University and all events or activities sponsored or 
hosted by Wichita State University regardless of location. 

IV.Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 
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3.45 / Salary Spread 
Effective: May 10, 2013 

I.Purpose 

The purpose of this statement is to set forth University policy with regard to providing 
certain University employees with the option of spreading their nine or ten-month 
salaries over 12 months. 

II.Preamble 

In 2008, the University rescinded its policy on "check spread" due to changes in federal 
law regarding deferred compensation and the taxation thereof. Subsequent revisions in 
federal law and continuing employee interest have led to the reinstatement of the salary 
spread option under certain specified conditions. 

Policy 

A. Certain employees on nine or ten-month appointments have the option to have 
their salary (as stated on their current notice of appointment) paid in 26 biweekly 
installments; provided, however, this option is not available to any employee 
whose appointment is 100% grant-funded. 

B. The salary spread option must be specifically authorized by the employee, be in 
accord with currently applicable tax requirements, and once the authorization is 
made, it is irrevocable for the academic year. 

C. Employees electing to spread their salary should consult with their tax advisor[s] 
about potential tax implications of choosing the salary spread option. 

III.Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The Vice President for Finance and Administration shall have primary responsibility for 
publication, dissemination and implementation of this University policy. 

 

 

 



 
 

3.46 / Veterans Preference in the Application Process 
Effective: September 08, 2014 I Revised: March 25, 2016 

I.Purpose 

The purpose of this statement is to set forth University policy with regard to affording 
veterans preference to qualified veterans in the job application process. 

II.Preamble 

Wichita State University fully recognizes and honors the Uniformed Services Employment 
and Reemployment Rights Act (USERRA). We value the leadership and unique skills 
Veterans bring to the workforce. We are committed to providing Veterans employment 
opportunities throughout our organization. This policy supports that commitment. 
Furthermore, as a contractor required to develop a written Affirmative Action Program 
(AAP), this policy supports our organization's compliance with Vietnam Era Veterans 
Readjustment Assistance Act (VEVRAA) in achieving our hiring benchmark goal 
established for veteran employment. 

III.Policy 
A. Wichita State University is committed to being a veteran friendly workplace. 
B. To be considered for veteran's preference an applicant must submit a complete 

and legible member copy 4 of their DD214 to the University Office of Human 
Resources (OHR) for verification. Uploading the DD214 to an application does not 
meet this requirement; it must be sent to and verified by OHR. DD214's can be 
submitted by fax to 316-978-3201 or by email at employment@wichita.edu. After 
submitting your DD214 to OHR it is not necessary to submit it with each 
application. 

C. For purposes of this policy, to be awarded veterans preference for job 
consideration at WSU one must have both: 

1. Received an honorable discharge 
2. Received any one of the following qualifications: 

a. Have served on active duty for a minimum of three years in either 
the regular service or the National Guard or Reserves (as annotated 
on the DD214) 

b. Have a service connected medical discharge with a minimum 
disability of 10% (as annotated on the DD214 or official Veterans 
Administration documentation) 

c. Have received a campaign medal (as annotated on the DD214) 
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d. Have received a general discharge and be willing to provide an 

explanation of circumstances pertaining to general discharge. 
D. Veterans with preference are not guaranteed jobs, but are guaranteed first level 

interviews if they meet all the minimum job requirements for the position applied. 
It is the University's intent to include in the interview process as many as possible 
who have served our country. As such the above is the minimum expectation. 

E. Applicants meeting criteria to be considered for veteran's preference will show an 
applicant status of "Veteran's Preference" in the People Admin applicant tracking 
system. This information will be seen by the appropriate search chair or search 
committee for consideration in the application process according to paragraph D. 

IV.Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

3.47 / Discrimination Review Procedures for Students, 
Employees and Visitors 
Effective: April 09, 2015 I Revised: November 26, 2019 

I.Purpose 

To establish review procedures to be followed when a complaint is made by a student, 
employee, or visitor that alleges either (1) discrimination on the basis of a protected 
characteristic (excluding discrimination based on sex) (defined herein as “Protected 
Characteristic”, (2) harassment based on a Protected Characteristic or (3) retaliation, if 
the discrimination, harassment, or retaliation is experienced in the University's 
employment practices, educational programs, or activities. 

II.Policy 
A. Wichita State University expressly prohibits and will not tolerate Discrimination, 

Harassment, or Retaliation (defined herein as “Prohibited Activity”). See Section 
3.19, Prohibition of Retaliation. 

B. Discrimination based on sex including, sexual misconduct, sexual harassment, 
relationship violence, and stalking is also addressed in Section 3.06, Sexual 
Harassment, Discrimination and Retaliation for Employees, Students and Visitors. 

C. The University will respond to complaints of alleged Prohibited Activity by 
completing a review of the complaint as set forth herein. Appropriate corrective 
action will be taken to prevent recurrence of any alleged Prohibited Activity, and 
to remedy the effects of same. 

D. Students alleging discrimination based on disability may choose to utilize the 
procedures outlined in University policy Section 8.10, Students With Disabilities. 

E. All individuals participating in a discrimination review process may request 
reasonable accommodations for a disability through the Office of Disability 
Services or Human Resources. 

F. Jurisdiction 
1. Application 

This policy shall apply to Prohibited Activity that is committed by: 

a. A University student, student group, student organization, or 
participant in a University program; 

b. An applicant that becomes a University student, or alleged 
violation(s) committed as part of the application process; 
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c. An individual who has transferred, graduated, been academically 

disqualified, or expelled from the University, for alleged violations 
committed prior to separation from the University; 

d. An individual who is a University employee at the time of the 
alleged violation(s); 

e. A visitor to the University at the time of the alleged violation(s). 
2. Location and Manner 

Actions or behaviors subject to review under this policy include those 
which occur: 

a. On University property; 
b. Off campus, if: 

i. In connection with a University or University-recognized 
program or activity; 

ii. In connection with any academic assignment, internship, 
co-op, practicum, field experience or trip, clinical 
experience, student teaching, research, applied learning, 
experiential learning, or other academic activity; 

iii. In connection with any activity sponsored, conducted, 
authorized by, or affiliated with, any student group or 
organization; 

iv. Involving a crime of violence or felony; 
v. In a manner that may pose an obvious and serious threat of 

harm to, or that may have the effect of creating a hostile 
living, learning, or working environment for students, 
employees and visitors. 

3. This policy may also be applied to behavior conducted on-line, via e-mail, 
or through other electronic mediums. Wichita State University does not 
regularly search for this information but may take action if such 
information is brought to the attention of University officials. 

III.Definitions 

For the purpose of this policy only, the following definitions shall apply: 

A. Advisor – An individual selected by a Complainant or Respondent to assist the 
Complainant or Respondent throughout the complaint process including, but not 
limited to, a parent, friend, faculty, member, advocate, or legal counsel. An 
advisor may advise and assist the Complainant or Respondent in preparation for 
any meetings, interviews, or hearings that may occur; accompany the 
Complainant or Respondent through all meetings, interviews, or hearings; or 
assist the Complainant or Respondent in preparing an appeal. 



 
B. Complainant – Individual or group claiming alleged discrimination as described in 

any University policy. There may be more than one complainant for an incident. 
C. Discrimination – Bias, unjust, or prejudicial treatment that limits an individual's or 

group’s ability to participate in or benefits from the University's educational 
programs, activities or employment based on a Protected Characteristic. 

D. Employee - An individual who provides services to the University on a regular basis 
in exchange for compensation and receives a W-2 for such services. This includes 
temporary and part-time Employees. 

E. Harassment – Unwelcome verbal or physical conduct that rises to the level of 
Hostile Environment toward an individual or group based on a Protected 
Characteristic or because of opposition to discrimination or participation in a 
discrimination complaint process. It shall be deemed harassment if the conduct 
creates a hostile learning, living, or working environment. 

F. Hostile Environment – Unwelcome conduct that is based on race, color, religion, 
sex (including pregnancy), national origin, age (40 or older), disability, or genetic 
information. Harassment becomes unlawful where 1) enduring the offensive 
conduct becomes a condition of continued employment, or 2) the conduct is 
severe or pervasive enough to create a work environment that a reasonable 
person would consider intimidating, hostile, or abusive. 

G. Protected Characteristic - Age (40 or over), ancestry, color, disability, gender, 
gender expression, gender identity, genetic information, marital status, national 
origin, political affiliation, pregnancy, race, religion, sex, sexual orientation, or 
status as a veteran. 

H. Prohibited Activity – Discrimination, Harassment, or Retaliation, as defined 
herein. 

I. Reporter – Individual or group who reports the alleged discrimination who is not 
otherwise defined as a Complainant, Witness, or Respondent. 

J. Respondent – Individual or group that has allegedly engaged in discrimination. 
There may be more than one respondent for an incident. In incidents involving 
groups or organizations, the president, director, team captain or other member of 
leadership will participate in the investigation on behalf of the group or 
organization. Student groups and organizations may not be represented by non-
students, alumni, or inactive members in a complaint process; however, such 
individuals may be selected by a student group or organization to serve in the role 
of advisor in the complaint process. 

K. Retaliation – An adverse action or threat of an adverse action taken against any 
individual or group, or organizations involved in the complaint, investigation, 
and/or resolution of an allegation of discrimination including any individual who 
attempts to intervene or prevent behavior prohibited by this policy. Refer to WSU 
Policy 3.19 for more information regarding retaliation. 

L. Student - Any individual who has been notified of admission to the University; is 
enrolled in, auditing, or participating in any University course or program; is 



 
assigned a space in University housing facilities; or has a continuing relationship 
with the University. 

M. University Business Day – Shall be defined as any weekday (Monday- Friday) that 
the University is open. 

N. Witness – Individual who is requested to participate in an investigation or a 
hearing because that individual may have information about the alleged 
misconduct. Witness names may be provided by the Complainant, Respondent, 
Reporter, or others with knowledge of the matter. 

IV.Administrative Procedures 
A. Reporting Prohibited Activity 

Students, employees or visitors who believe that they have been subjected to 
Prohibited Activity are encouraged to report such conduct immediately. For 
complaints of sex-based discrimination contact: 

Sara Zafar, J.D., Title IX Coordinator 
(316) 978-5177 
OIEC@wichita.edu or sara.zafar@wichita.edu 

B. For all other complaints of discrimination contact: 

Michael Irvin, J.D., MPA, Equal Opportunity Coordinator 
(316) 978-3186 
OIEC@wichita.edu or michael.irvin@wichita.edu 

Christine Taylor, J.D., L.L.M., Director of Institutional Equity and Compliance 
(316) 978-3205 
christine.taylor@wichita.edu 

C. Employees may also file complaints of discrimination with: 

EEOC Field OfficeGateway Tower 
400 State Avenue, Suite 905 
Kansas City, Kansas 66101 
Phone: 1-800-669-4000TTY: 1-800-669-6820 
Fax: 913-551-6957 

Kansas Human Rights Commission (KHRC) 
900 SW Jackson Street 
Suite 568-S 
Topeka, KS 66612-1258 
Phone: 785-296-3206 
Fax: 785-296-0589 
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D. A written complaint is not required to report discrimination. 
E. Any University employee that receives a complaint or report of conduct that 

alleges Prohibited Activity must promptly notify the Office of Institutional Equity 
and Compliance (OIEC) of the complaint or information received. Failure to report 
is violation of this policy. Licensed health care professionals in the Counseling and 
Prevention Center, Student Health Services, Employee Assistance Program, and 
athletic trainers are confidential reporters and are not subject to this requirement. 

F. Upon receipt of a complaint of Prohibited Activity, the OIEC shall conduct an initial 
evaluation of the merits of the complaint, review the context of the allegations in 
relation to the University's jurisdiction, and determine the appropriate 
investigatory action required. If a determination is made that the complaint does 
not fall within the University's jurisdiction or that the complaint does not allege 
Prohibited Activity and further investigation is not required, the OIEC will advise 
the Complainant of its finding and, if available, other procedures and/or 
processes. OIEC may proceed with other appropriate actions or 
recommendations, if warranted. 

G. If the allegation is determined to be credible, the University will complete a 
thorough, and impartial investigation. An investigation can proceed with or 
without a written complaint. 

H. The University will receive complaints up to 365 days from the date of the most 
recent incident of alleged Prohibited Activity. Exceptions to this time frame will be 
considered on a case-by-case basis. A decision will be made on existing facts to 
determine if an investigation is warranted for compliance with legal requirements 
and University policy. 

I. Expectations of the Complainant and Respondent 
1. All Complainants and Respondents shall be entitled to have the same 

expectations for equal participation and access to information and 
resources in all investigations and resolution processes. 

2. Complainants and Respondents will be advised of expectations, in writing, 
during their first meeting with the OIEC. 

3. Complainants and Respondents may: 
a. Be notified of the alleged violations of University policy; 
b. Be provided advanced notice of all meetings in which they are 

requested or entitled to participate and notified of the purpose of 
those meetings; 

c. Be accompanied by an Advisor of their choice throughout the 
investigation and resolution process; 

d. Request reasonable accommodations from the Office of Disability 
Services (for students) or Human Resources (for employees) in 
order to ensure full and equitable participation in the investigation 
and resolution process; 

e. Be informed of the available resolution options; 



 
f. Be informed of campus and community resources available for 

support and assistance; 
g. Submit information, including the names of witnesses, for 

consideration in the investigation; 
h. Choose not to provide a statement or respond to questions during 

the investigation and resolution process; 
i. Submit a written impact statement to be considered before a 

decision on consequences (if applicable) is rendered; 
j. Be informed of all parties contacted to participate in the 

investigation and their relation to the allegations; 
k. Request that an individual responsible for investigating or resolving 

an alleged violation be removed from the case on the basis of 
actual bias; making a request does not ensure removal. The OIEC 
Director will review requests for the removal of the investigator 
and make a determination. If the request is to remove the OIEC 
Director, the request will be reviewed, and the outcome 
determined by the Executive Director of Human Resources; and 

l. Request one appeal within the University's process. 
J. University Expectations of the Complainant, Respondent, and Witnesses 

All Complainants, Respondents, and Witnesses who are members of the 
University community shall be subject to the following expectations relating to 
investigating and resolving alleged Prohibited Activity: 

1. Participant Conduct – All participants are expected to be honest and 
forthright in all communication relating to the investigation and resolution 
of alleged Prohibited Activity. Intentionally providing false or misleading 
information is prohibited. 

2. Means of Communication – The University uses official University email 
addresses (@wichita.edu or @shockers.wichita.edu) as its formal means 
of communication with students and employees unless the individual's 
@wichita.edu email address is unavailable or inaccessible, in which case 
alternative means of communication will be utilized including certified 
mail via the U. S. Postal Service or other expedient methods. 

3. Disruption of Process – Individuals are to refrain from disrupting the 
orderly process of the investigation and resolution process for alleged 
violations of University policy. No individual involved in the process other 
than the investigator or appeal officer may audio or video record any 
investigation or resolution meetings or other portions of the process 
without prior authorization from the OIEC. Any individual deemed to be 
disruptive may be removed from a meeting and/or charged with violating 
University policy. 



 
4. Unsubstantiated Complaints – The University encourages all individuals 

who have experienced or witnessed behavior that they believe violates 
University policy to report the matter so that it may be addressed by the 
University. The University presumes that reports of alleged discrimination 
are made in good faith. An outcome finding that the reported behavior 
does not constitute a violation of University policy, or that there is 
insufficient information to conclude that the incident(s) occurred as 
reported, does not mean that the report was made in bad faith. 

5. Services and Support – Upon receipt of notice of alleged Prohibited 
Activity, the OIEC will attempt to contact the Complainant to arrange a 
meeting to discuss available resources and resolution processes. After 
meeting with the Complainant, if the OIEC determines that an 
investigation will commence, the Respondent will be informed. If an 
investigation will not be commenced, the OIEC will contact the Respondent 
as deemed necessary. 

K. Interim Measures 

Interim measures may be put in place or modified at any point after a report is 
received and can be implemented even if a formal investigation is not able to 
proceed. When the actions of a person present an ongoing threat to the health, 
safety, or well-being of others; disrupt the University community; or endanger 
University, public, or private property; the Office of Institutional Equity and 
Compliance Director, or designee, may implement interim measures that restrict 
access for the Respondent pending the outcome of an investigation and resolution 
process. 

Interim measures may be implemented at any time, even if originally considered 
but not implemented, and any measures put into effect will remain in place until 
the institution determines that they are no longer necessary. 

L. Informal Resolution 

It may be appropriate to resolve the issues through an informal means in some 
instances. This may include educational conversations, facilitated dialogue 
between the parties, mediation or a written agreement or other resolution 
methods. The determination for utilization of informal resolution measures will 
be based on the nature of the allegations, request by the Complainant, and 
willingness of the parties to participate. 

 

 



 
M. Decision to Investigate and Requests for Confidentiality and/or No Formal 

Action. 

If the Complainant is willing to participate in the investigation or the Respondent 
is a University employee, the University will proceed as follows: 

1. A Complainant may request that the University maintain confidentiality 
and/or take no formal action regarding a report of alleged Prohibited 
Activity; however, such a request may greatly impact the institution's 
ability to investigate the allegation. Additionally, some interim measures, 
such as an administrative directive for no contact, cannot be implemented 
if the Complainant's identity cannot be known. 

2. Requests for confidentiality and/or no formal action will be referred to the 
OIEC for review. The University will make every effort to honor 
confidentiality and/or no formal action requests; however, there are 
instances when such a request will not be able to be granted. 
Circumstances in which a confidentiality and/or no formal action request 
may be denied include, but are not limited to: 

a. The alleged Prohibited Activity was committed by a University 
employee; 

b. Existence of past or concurrent complaints against the Respondent; 
c. The institution is aware of past arrests or disciplinary action 

involving the Respondent; 
d. Significant physical injury resulting from alleged Prohibited Activity; 
e. The reported use of a weapon during the commission of alleged 

Prohibited Activity; or 
f. The reported use of force during the commission of alleged 

Prohibited Activity. 
3. In all cases, the decision on whether, how, and to what extent the 

University will conduct an investigation, and where other measures will be 
taken in connection with any allegation of Prohibited Activity rests with 
the OIEC Director. 

N. Investigation 

When a decision to investigate has been made, the OIEC will conduct a thorough, 
reliable, prompt, fair and impartial investigation of the alleged Prohibited Activity. 

1. In instances where a conflict of interest or actual bias on the part of the 
OIEC is alleged, the notification should be made to the Executive Director 
of Human Resources who will determine whether there is a conflict of 
interest or actual bias and, if so, will review the decision to investigate the 
allegation. 



 
2. Additionally, the OIEC may determine through other means that it is 

necessary to speak with another individual and seek out that person 
independently. The OIEC may need to conduct multiple interviews in order 
to follow up or clarify information provided by others. 

3. The University will inform the Complainant and the Respondent at regular 
intervals of the status of the investigation. Either the Complainant or 
Respondent may elect to end an informal resolution process to pursue an 
alternate process at any time during the resolution of the complaint. 

O. Standard of Proof 

The OIEC will make a finding using the preponderance of the evidence standard. 
This standard requires that the information supporting a finding of responsibility 
be more convincing than the information in opposition to it. Under this standard, 
individuals are presumed not to have violated University policy unless a 
preponderance of the evidence supports a finding that a violation occurred. 

P. Time Frames. The University seeks to resolve all reports within sixty (60) days of 
the initial report. Extenuating circumstances may arise that require the extension 
of time frames, including extension beyond 60 days. If the investigation and 
resolution exceed this time frame the University will notify all parties of the 
reason(s) for the delay and the expected adjustment in time frames in writing. 
Either party may inquire about the status of the investigation at any point in the 
process. 

Q. Investigation Finding and Outcome Notification. 

After being interviewed by the OIEC, the Complainant and Respondent will be 
given the opportunity to review a summary of their statements and provide any 
comments or clarifications. Once all evidence is collected, the Complainant and 
Respondent will be given the opportunity to review a summary of all relevant 
information that will be used in the determination of responsibility. The 
Complainant and Respondent may submit questions to the OIEC that they would 
like asked of any other witness and/or an impact statement to be considered when 
determining interventions and/or consequences (if applicable) within five (5) 
University business days after the summary was provided for review. This deadline 
may be extended at the discretion of the OIEC under exceptional circumstances. 
A deadline extension request must be submitted in writing and before the 
expiration of the five (5) day comment period. 

1. Following the receipt of any comments or statements submitted, or after 
the five (5) University day comment period has lapsed without any 
submissions, the OIEC will address any identified factual inaccuracies or 
misunderstandings and ask submitted questions that are germane to the 
investigation. 



 
2. The investigator will submit the final investigative report to the OIEC 

Director or designee. The OIEC Director, in consultation with the 
investigator, will determine the appropriate interventions and/or 
consequences (if applicable). Once a final investigative report and decision 
letter is issued under this Policy, the same will be provided in person 
and/or emailed to the parties’ university-issued email account. Once the 
investigative report and decision letter is provided in person and/and/or 
sent via email, it will be deemed presumptively delivered. All sanctions 
become effective upon the written notification of the decision. If a 
Complainant has chosen not to participate in the University's review of the 
reported behavior but desires to be notified of the outcome, the University 
will notify the Complainant. 

R. Process Outcomes & Consequences 

Individuals who are found to have violated University policy will receive 
disciplinary consequences appropriate to the current violation(s), their 
relationship to the University, and in consideration of any prior disciplinary, 
performance and/or behavioral issues while employed at the University. 
Consequences may be combined. For a list of consequences see Appendix I. If no 
Policy violation is found, OIEC can refer the matter to Human Resources or the 
appropriate University department/division for resolution or follow up. 

S. Appeal Process 
1. Once the investigative report and decision letter is issued under this Policy, 

the Complainant and Respondent have the right to submit an appeal 
request to the Executive Director of Human Resources within five (5) 
University business days. The five (5) day period begins on the first 
University business day following the date on the decision letter. Any party 
who files an appeal must do so in writing and submit it to the OIEC Director 
or designee, who will determine if the appeal is timely. If the appeal is 
timely, the OIEC Director or designee will assign the appeal to the 
Executive Director of Human Resources (“Appeal Officer”). A copy of the 
appeal will be promptly provided to the non-appealing party. 

2. The appeal process is not a hearing or a review of the entire matter; rather, 
it is a review of the record and process only. Appeal decisions are to be 
deferential to the original investigative findings and determination, 
remanding only when there is a clear reason to do so. Further, modification 
of the consequence(s) shall only occur if there is a compelling justification 
to do so. 

3. The Appeal Officer may take one of three possible actions on appeal: 
a. Dismiss the appeal as having not merit, upholding the initial 

findings and consequence(s); or 



 
b. Remand to the original investigator for further investigation or fact-

finding; or 
c. Modify the outcome and or/consequence(s). 

4. The only criteria for an appeal that shall be considered shall include: 
a. A procedural or substantive error occurred that significantly 

affected the outcome of the case. 
b. There is new, relevant information that was not available at the 

time of the investigation that, if available, could have significantly 
affected the outcome of the case. A summary of this new evidence 
and its potential impact must be included. This does not include 
statements from a Complainant or Respondent who chose not to 
participate in the investigation. 

5. The decision issued by the Appeal Officer is considered the final University 
decision and will be communicated simultaneously in writing to both the 
Complainant and Respondent. The Appeal Officer will strive to review and 
respond to the appeal request within ten (10) University business days of 
receipt of all documentation. 

6. In circumstances in which there is a conflict of interest or actual bias on 
behalf of the Appeal Officer, or in cases in which the Executive Director of 
Human Resources is otherwise unable to perform the Appeal Officer 
duties, appeal decisions will be made by the Associate Vice President of 
Student Affairs & Dean of Students. 

T. Administrative Closure of a Complaint without Investigation 
1. The University may not proceed with a complaint investigation under a 

variety of circumstances, including but not limited to: 
a. A Complainant, even after contact and follow up by the 

investigator, fails to describe in sufficient detail the conduct that is 
the basis of the complaint; 

b. The conduct alleged in the complaint is not covered by an OIEC 
policy; 

c. The Complainant is anonymous; or 
d. The Complainant refuses to cooperate with the University’s 

investigation. 
2. If it is determined that the University will not proceed with investigation of 

a complaint, the OIEC will notify the Complainant (if not anonymous) in 
writing explaining the reasons why the complaint is not being investigated. 

U. Records 

Investigation records are maintained electronically for a minimum of seven (7) 
years from the date that the matter is closed. A record is considered closed when 
the following criteria have been met: 



 
1. It is determined that the student, employee, visitor, student group, or 

organization was not in violation of a University policy; or 
2. The student, employee, visitor, student group, or organization was in 

violation of University policy; and 
a. All periods of disciplinary action, probation, deferred suspension, 

suspension and all associated consequences have been completed; 
or 

b. The employee has been dismissed from University employment; or 
c. The student, student group, or student organization has been 

expelled from the University. 
3. If a Student remains enrolled after the seven-year retention period has 

lapsed, the record will be maintained until the student graduates or is no 
longer enrolled at the University. When a student proceeds directly from 
one academic program into another academic program (e.g. 
undergraduate study to graduate study), the records will be maintained 
until the completion of the final academic program. Records of incidents 
involving student, student group, or student organization as respondents 
culminating in deferred suspension, suspension, or expulsion will be 
permanently maintained by the University. 

V. Implementation 

The OIEC is responsible for informing members of the University community 
regarding this policy. This policy and related policies must be communicated to all 
new students and employees as an integral part of their orientation experience 
and periodically thereafter during employment or matriculation. 

V.Related Policies and Laws 
A. Americans With Disabilities Act of 1990, Pub. L. No. 101-336, 104 Stat. 328 (1990) 
B. Civil Rights Act of 1964 § 7, 42 U.S.C. § 2000e et seq (1964) 
C. Wichita State University Policy 3.02 – Notice of Nondiscrimination 
D. Wichita State University Policy 3.19 – Prohibition of Retaliation 

VI.Process Outcomes & Consequences 

Individuals or groups found to have violated University policy will receive disciplinary 
consequences appropriate to the current violation(s) and in consideration of any prior 
disciplinary, performance and/or behavioral issues while associated with the University. 
Consequences may be issued individually, or a combination of consequences may be 
issued. In the case of student groups and organizations, if a consequence issued by a 
national or other governing body exceeds that of the University, the University may 
concur with that consequence. Consequences may include, but are not limited to, the 
actions listed below. 

 

https://www.ada.gov/pubs/adastatute08.htm
https://www.eeoc.gov/laws/statutes/titlevii.cfm
https://www.wichita.edu/about/policy/ch_03/ch3_02.php
https://www.wichita.edu/about/policy/ch_03/ch3_19.php


 
A. Consequences for Individual Students 

1. Written Warning 

Official notification of unacceptable behavior and violation(s) of University 
policy. Any further misconduct may result in more serious disciplinary 
consequences. 

2. Disciplinary Probation 

The student is deemed not in good conduct standing with the University. 
The duration of any probationary period will be determined by the 
resolution body on a case-by-case basis. Any further violations of 
University policy while on probation may result in more serious 
consequences being imposed. Some of the restrictions that may be placed 
on the student during the probationary period include, but are not limited 
to: participation in student activities, representation of the University on 
athletic teams or in other leadership positions, eligibility to receive any 
University award or honorary recognition, entrance into University 
residence halls or other areas of campus, participation in a study abroad 
program, or University computer and network usage. 

3. Suspension 

The student is required to leave the University for a designated time 
period. During the suspension period, a student may not attend classes 
(either in person or online), or participate in University-related activities, 
whether they occur on or off campus. The student may not be present on 
University premises unless authorized in writing in advance under 
conditions approved by the Director of Student Conduct and Community 
Standards. A student may be withdrawn from any classes in which the 
student is currently enrolled and will not be eligible for a refund. A 
registration and records hold will be placed on the student's account until 
the conclusion of the suspension period. If the student is an on-campus 
resident, the student's contract with Housing & Residence Life will also be 
terminated and the student will be responsible for paying any remaining 
fees for the duration of the original contract period. The student must 
successfully complete all assigned educational consequences prior to the 
conclusion of the suspension period, or the suspension will remain in effect 
until they are completed. The student must meet with a member of the 
Student Conduct & Community Standards staff during the last month of 
the suspension period in order to initiate the removal of the registration 
and records hold. 



 
4. Expulsion 

The student will be separated from the University without the possibility 
of graduation or future enrollment. The student may not be present on 
University premises unless authorized in writing in advance under 
conditions approved by the Director of Student Conduct and Community 
Standards. A student may be withdrawn from any classes in which they are 
currently enrolled and will not be eligible for a refund. A permanent 
registration hold will be placed on the student's account. If the student is 
an on-campus resident, the student's contract with Housing & Residence 
Life will also be terminated and the student will be responsible for paying 
any remaining fees for the duration of the original contract period. 

5. Withholding of Transcripts or Degree 

The University may withhold copies of student transcripts or awarding a 
degree otherwise earned until the completion of the process set forth 
University policy, including the completion of all consequences imposed, if 
any. 

6. Revocation of Admission and/or Degree 

Admission to the University or a degree awarded from the University may 
be revoked for fraud, misrepresentation, or other violation of University 
policy in obtaining the degree from or gaining admission to the University 
or for other serious violations committed by a student prior to graduation. 

7. Restitution 

The student is required to pay for the loss of, damages to, or injury to 
University, personal, public, or private property, provided that such 
payment shall be limited to the actual cost of repair or replacement of such 
property. 

8. Loss of University Privileges 

The student is restricted from accessing specific University privileges 
including, but not limited to: parking on campus, participation in student 
activities, holding a student leadership position, participation in a study 
abroad program, and University computer and network access. 

 

 



 
9. Residence Hall Transfer or Removal 

The student will be placed in another room or residence hall or restricted 
from living on campus for a specified or indefinite period of time. If a 
student is restricted from living on campus, the student's Housing and 
Residence Life contract will be terminated and the student will be 
responsible for paying any remaining fees for the duration of the original 
contract period. 

10. No Contact Order 

The student is prohibited from intentional direct or indirect contact with 
another person or group or their property via any means, including, but 
not limited to: personal contact, electronic communication (e.g. text 
messages, social media, etc.), telephone, or through third parties. 

11. No Trespass Order 

The student is prohibited from being on any campus property and/or 
entering specific University facilities. 

12. Knowledge Attainment Activities 

Activities designed to increase a student's knowledge in areas related to 
the violation(s) committed including, but not limited to: attending 
workshops, research on a specific topic, interviewing a professional in a 
specific field, etc. 

13. Restorative Activities 

Activities designed to repair harms caused and give back to others or the 
larger community including, but not limited to: community restitution 
service, letters of apology, educational presentations, etc. 

14. Wellness Activities 

Activities designed to address student's wellness in areas including social, 
emotional, financial, physical, academic, and environmental wellness 
including, but not limited to: substance use assessments, counseling 
assessments, meeting with an academic advisor, meeting with a Student 
Involvement staff member, etc. 

 



 
15. Reflective Activities 

Activities designed to allow the student to reflect on one's own behavior 
choices and the impact of those choices on the student and others, 
including potential future impacts if the same choices continue. 

B. Consequences for Student Groups and Organizations 
1. Written Warning 

Official notification of unacceptable behavior and violation(s) of University 
policy. Any further misconduct may result in more serious disciplinary 
consequences. 

2. Disciplinary Probation 

The student group or organization is deemed not in good conduct standing 
with the University. The duration of any probationary period will be 
determined by the resolution body on a case-by-case basis. Any further 
violations of University policy while on probation may result in more 
serious consequences being imposed. Some of the restrictions that may be 
placed on the student group or organization during the probationary 
period include, but are not limited to: ability to host a party or philanthropy 
event, eligibility to receive any University award or honorary recognition, 
participate in intramurals, represent the University and any travel in 
connection with such representation, participate in recruitment/intake or 
receive a new member class, maintain membership or representation of 
the organization on the governing council, utilize University 
facilities/grounds, participate in competitions, or receive future 
institutional funding. 

3. Suspension 

The student group or organization is no longer recognized by the 
University for a designated period of time. During the suspension period, 
a student group or organization may not conduct any formal or informal 
business, or participate in University-related activities, whether they occur 
on or off campus. This includes, but is not limited to: ability to host a party 
or philanthropy event, eligibility to receive any University award or 
honorary recognition, participate in intramurals, represent the University 
and any travel in connection with such representation, participate in 
recruitment/intake or receive a new member class, maintain membership 
or representation of the organization on the governing council, utilize 
University facilities/grounds, participate in competitions, or receive future 
institutional funding. Re-recognition is possible but not guaranteed and 



 
will only be considered after the end of the suspension period and based 
on meeting all re-recognition criteria and obtaining clearance from the 
University. Any evidence that members of a student group or organization 
have attempted to sustain an unofficial student group or organization will 
result in individual charges and will postpone the group or organizations 
ability to be re-recognized or registered in the future. Any further 
violations of University policy while on suspension will result in more 
serious consequences being imposed. 

4. Expulsion 

The student group or organization will permanently lose its University 
recognition and/or registration and is ineligible to utilize University 
resources including facilities and financial support. 

5. No Contact Order 

The student group or organization is prohibited from intentional direct or 
indirect contact with another person or group or their property via any 
means, including, but not limited to: personal contact, electronic 
communication (e.g. text messages, social media, etc.), telephone, or 
through third parties. 

6. Recommendation for Charter Revocation 

The University will submit an official request to the national or other 
governing organization to revoke the charter for a student group or 
organization. 

7. Restitution 

The student group or organization is required to pay for the loss of, 
damages to, or injury to University, personal, public, or private property, 
provided that such payment shall be limited to the actual cost of repair or 
replacement of such property. University funds may not be used to pay 
restitution. 

8. Loss of University Privileges 

The student group or organization is restricted from accessing specific 
University privileges including, but not limited to: ability to host a party or 
philanthropy event, eligibility to receive any University award or honorary 
recognition, participate in intramurals, represent the University and any 
travel in connection with such representation, participate in 



 
recruitment/intake or receive a new member class, maintain membership 
or representation of the organization on the governing council, utilize 
University facilities/grounds, participate in competitions, or receive future 
institutional funding. 

9. Knowledge Attainment Activities 

Activities designed to increase members' knowledge in areas related to the 
violation(s) committed including, but not limited to: attending workshops, 
researching a specific topic, interviewing a professional in a specific field, 
etc. 

10. Restorative Activities 

Activities designed to repair harms caused and give back to others or the 
larger community including, but not limited to: community restitution 
service, letters of apology, educational presentations, etc. 

11. Wellness Activities 

Activities designed to address members' wellness in areas including social, 
emotional, financial, physical, academic, and environmental wellness 
including, but not limited to: risk management workshops, assessment and 
revision of risk management practices, financial management training, 
communication or team building workshops, leadership or values 
congruence workshops, etc. 

12. Reflective Activities 

Activities designed to allow the student group or organization to reflect on 
its members' behavior choices and the impact of those choices on the 
group/organization and others, including potential future impacts if the 
same choices continue. 

C. Consequences for Employees 
1. Corrective Action 

Official written notification of unacceptable behavior and violation(s) of 
University policy. The written documentation becomes part of the 
employee's personnel file. 

 

 



 
2. Administrative Leave 

An employee may be placed on administrative leave without pay. The 
length of administrative leave will be dependent upon the severity of the 
violation and will range in length from three (3) to thirty (30) University 
business days. 

3. Separation 

An action ending the employment relationship. 

4. Job Reassignment 

An employee may be moved temporarily or permanently to a different 
position or to a different work location. This position may or may not be 
an equivalent level to their current position. 

5. Loss of University Privileges 

An employee may be restricted from accessing specific University 
privileges including, but not limited to: University computer and network 
access, sabbatical or eligibility for awards, participation in groups or 
associations, and utilization of recreation or fitness facilities. 

6. No Contact Order 

The employee is prohibited from intentional direct or indirect contact with 
another person or group or their property via any means, including, but 
not limited to: personal contact, electronic communication (e.g. text 
messages, social media, etc.), telephone, or through third parties. 

7. No Trespass Order 

The employee is prohibited from being on any campus property and/or 
entering specific University facilities. 

8. Knowledge Attainment Activities 

The employee is required to complete activities designed to increase 
knowledge in areas related to the violation(s) committed including, but not 
limited to: attending workshops, researching a specific topic, writing 
reflective papers or other relevant activities. 

 



 
9. Wellness Activities 

The employee is required to complete activities designed to address the 
individual's wellness in areas including social, emotional, financial, 
physical, academic, and environmental wellness including, but not limited 
to: substance use assessments, counseling assessments, and/or a referral 
to an employee assistance program. 

10. Reflective Activities 

activities designed to allow the individual to reflect on one's own behavior 
choices and the impact of those choices on the student and others, 
including potential future impacts if the same choices continue. 

D. Consequences for Visitors 
1. Loss of University Privileges 

A visitor may be restricted from accessing specific University privileges 
including, but not limited to: University computer and network access, 
sabbatical or eligibility for awards, participation in groups or associations, 
and utilization of recreation or fitness facilities. 

2. No Trespass Order 

The individual is prohibited from being on any campus property and/or 
entering specific University facilities. 

 

 

 

 

 

 

 

 

 

 



 
 

3.48 / Coaching and Corrective Action 
Effective: February 23, 2018 

I.Purpose 

The purpose of this policy is to establish a consistent process for incidents of unmet 
employment expectations, unacceptable performance, behavior and/or misconduct. The 
processes for incidents involving sexual misconduct, sexual harassment, relationship 
violence, stalking, and/or discrimination are addressed in separate policies. 

II.Policy 

The University is committed to providing an environment that encourages and assists 
employees in meeting employment expectations. Failure to meet employment 
expectations may result in coaching and corrective action. All decisions made regarding 
coaching and corrective action should be unbiased, non-retaliatory, and non-
discriminatory. 

III.Definitions 
 Employee Coaching Plan 

A documented verbal discussion between Leadership and the Employee to 
address minor violations or incidents. The Employee will complete the Employee 
Coaching Plan form with Leadership and signifies the Employee's commitment to 
resolve the unmet Employment Expectation(s). An Employee Coaching Plan form 
is available via the HR Forms Index. 

 Written Corrective Action 

A written document used to address repeated failures of an Employee to meet 
Employment Expectation(s), or for an initial violation or incident of a more serious 
nature. A Corrective Action Memo form is available via the HR Forms Index. 

 Final Corrective Action 

A written document requiring approval by the appropriate HR professional, used 
to address more serious violations or incidents, allowing an Employee a last 
opportunity to meet employment expectation(s). Use the same Corrective Action 
Memo form available via the HR Forms Index. 

https://www.wichita.edu/services/humanresources/Forms/Index.php#E
https://www.wichita.edu/services/humanresources/Forms/Index.php#C
https://www.wichita.edu/services/humanresources/Forms/Index.php#C
https://www.wichita.edu/services/humanresources/Forms/Index.php#C


 
 Employee 

An individual who, when hired, provides services on a regular basis in exchange 
for compensation, receives a W-2, and who does not provide these services as a 
part of an independent business. 

 Employee Assistance Program (“EAP”) Leadership Referral 

A meeting mandated by Leadership that requires an Employee to meet with an 
EAP consultant. The referral is intended for situations in which there is a 
reasonable belief that internal or external circumstances are influencing an 
Employee's performance that may be corrected through the assistance of 
consulting services conducted by an outside party. 

 Employment Expectations 

The competent, satisfactory and acceptable performance of duties and functions 
of the job while exhibiting professional behaviors consistent with the University's 
policy, procedures, and applicable laws. 

 Employment at Will 

An employment relationship that continues at the discretion of both the 
University and the Employee. The University can separate an Employee for any 
reason at any time, and likewise, an Employee can voluntarily separate 
employment for any reason at any time. Employment at Will does not preclude 
compliance with any state or federal law or other University policies. 

 Administrative Leave 

A leave that, temporarily, removes an employee from the University when 
deemed to be in the best interest of the University. Examples include, but are not 
limited to, when an Employee is involved, as a complainant, as a respondent, other 
interested person, during an internal review or investigation of alleged behavior 
and/or action that may violate University policy, procedures, applicable laws 
and/or employment expectations. Typically, Administrative Leave will be paid 
with benefits, however, there may be situations on a case-by-case basis when the 
leave is unpaid. In those situations, the Employee will be informed of the reason 
for the determination and provided the opportunity to be heard prior to 
implementation. 

 

 



 
 Involuntary Separation 

Occurs when Leadership makes a decision to end the employment relationship. 
Involuntary Separation requires approval by Human Resources and the 
appropriate Leadership. Any Employee, who is charged with and/or convicted of 
a felony offense may be immediately separated from University employment at 
the discretion of Leadership and Human Resources. An Involuntary Separation of 
Employment Notice form is available via the HR Forms Index. 

 Leadership 

For purposes of this policy, Leadership includes individuals at the University who 
have Employees reporting to them, or Department Chairs/Directors. 

IV.Procedures 

When an unmet Employment Expectation(s) is identified, Leadership reviews the 
concerns with the Employee in a timely manner, documents the concern, and applies the 
appropriate Coaching and Corrective Action. The level of corrective action depends on 
the nature and severity of the incident(s), previous performance, and other relevant 
factors. Each situation is considered on a case-by-case basis. 

A. Leadership engages in a face-to-face conversation with the Employee regarding 
any concern of unmet Employee Expectations. If the Employee works virtually, a 
phone conversation with the Employee if needed in place of a face-to-face 
conversation may take place. 

B. Leadership obtains the appropriate level(s) of approval before administering 
Coaching and Corrective Action. 

C. Leadership completes the Coaching and Corrective Action documentation and 
reviews the expectations with the Employee. Leadership seeks commitment for 
the specific expectations(s) from the Employee. 

D. After reviewing the documentation with the Employee, Leadership provides the 
Employee the opportunity to add comments. The Employee must provide 
comments within three (3) University business days of receipt of the Coaching and 
Corrective Action. 

E. The Coaching and Corrective Action document is signed by both the Employee and 
Leadership to acknowledge review and receipt of the information. 

F. In instances in which the Employee refuses to sign, Leadership documents 
“Employee Refused to Sign” on Employee signature line. Signature confirms 
receipt of the document. Refusal to sign does not void the corrective action. 

G. Leadership sends the original signed document to HR. A copy is maintained by 
Leadership and a copy is provided to the Employee. 

https://www.wichita.edu/services/humanresources/Forms/Index.php#I
https://www.wichita.edu/services/humanresources/Forms/Index.php#I


 
H. Leadership is encouraged to schedule periodic review sessions with the Employee 

to assess progress and assist the Employee with meeting Employment 
Expectation(s). 

I. Leadership works with EAP, as appropriate, to assist the Employee in resolving 
issues and meeting Employment Expectation(s). 

J. If Employment Expectation(s) are not met, leadership continues Coaching and 
Corrective Action up to, and including, Involuntary Separation. 

V.Leadership Responsibilities 
A. Leadership will be knowledgeable of the policy and procedures. 
B. Assists Employee in meeting Employment Expectation(s) by clearly defining goals 

and objectives. 
C. Engages in face-to-face conversation with the employee regarding any concern of 

unmet Employee Expectations. 
D. Obtains the appropriate level(s) of approval before administering Coaching and 

Corrective Action. 
E. Reviews expectations and Coaching and Corrective Action documentation. Seeks 

commitment for the specific expectation(s) of the Coaching and Corrective Action 
from the employee. 

F. After reviewing the documentation with the Employee, Leadership sends the 
original signed document to HR. A copy is maintained by Leadership, and a copy is 
provided to the Employee. 

G. In instances in which Employee refuses to sign, leadership documents “Employee 
Refused to Sign” on employee signature line. Signature confirms receipt of the 
document. Refusal to sign does not void the corrective action. 

VI.Employee Responsibilities 
A. Actively participates in and commits to correcting the unmet Employment 

Expectation(s). 
B. Seeks direction and assistance from Leadership as necessary to ensure 

Employment Expectation(s) are met. 
C. Discusses all performance related concerns with Leadership in an effort to resolve 

issues, and discusses with leadership in the chain of command if needed. Eligible 
Employees may use Section 3.15, Internal Dispute Resolution Process, should the 
concern remain unresolved. 

 

 

 

 

 

https://www.wichita.edu/about/policy/ch_03/ch3_15.php


 
 

3.49 / Employee Training and Professional Development 
Effective: November 02, 2016 I Revised: November 26, 2019 

I.Initiating Authority 

Human Resources 

II.Purpose 

It is important to provide a continuous learning environment for Employees to maintain 
and advance their skills, knowledge, and competencies as well as grow as professionals 
and contribute effectively to the Wichita State University's (University) Strategic Plan. All 
Employees are encouraged to pursue opportunities for training and professional 
development, especially those provided by the University through myTraining system. 

III.Policy Statement 
A. The University offers a wide variety of training courses and professional 

development programs. There is a continuous effort to identify, create, and 
provide new opportunities for training and professional development. 

B. Employees are encouraged to utilize training and professional development 
opportunities to achieve and maintain a high level of performance. Leaders are 
encouraged to approve Employee requests to participate in training and 
development programs offered by the University whenever possible while 
maintaining an effective workplace. 

C. The University may require Employees to attend training programs or to complete 
online training modules. 

IV.Definitions 

For the purpose of this policy only, the following definitions shall apply: 

 Employee: An individual who provides services to the University on a regular basis 
in exchange for compensation and receives a W-2 for such services. 

 Leader: Includes individuals at the University who have Employees reporting to 
them, or Department Chairs/Directors.  

V.Administrative Procedure 

A. myTraining is the University's centralized learning management system for 
Employee training. 

B. Employees register for live training sessions and access/complete online training 
modules in myTraining. 



 
C. Employee training transcripts are stored electronically in the myTraining system. 

VI.Applicable Laws And Additional Resources 

3.42 / Tuition Assistance Program for Employees 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

3.50 / Performance Evaluation 
Effective: November 02, 2016 I Revised: September 10, 2019 

I.Purpose 

It is the responsibility of Leadership to provide clear behavior and performance 
expectations to Employees. The objectives of University performance evaluations are to: 

A. Ensure Employees have a clear understanding of the expected behaviors and 
performance levels for their position; 

B. Facilitate effective communication between Employees and Leaders; 
C. Ensure Employees have input into performance planning and evaluation; 
D. Ensure Employees receive feedback about their performance; 
E. Provide Employees with an understanding of how their individual work 

contributes to the University’s strategic plan. 

II.Policy Statement 

Performance evaluations are completed electronically in the University performance 
management system. Human Resources is responsible for the administration of the 
performance management system, including notifications and providing completion 
status reports to Leaders. 

III.Definitions 

For the purpose of this policy only, the following definitions shall apply: 

 Employee – An individual who provides services on a regular basis in exchange for 
compensation and receives a W-2 for such services. Employee does not include 
temporary Employees, or Employees in a Faculty position who are evaluated using 
the Faculty Evaluation Form. 

 Leader - Individuals at the University who have Employee(s) that are not in a 
faculty position reporting to them. 

IV.Administrative Procedures 

A. Leaders complete each step of the performance evaluation for all eligible 
Employee(s) who report to them by the established deadline. 

B. The performance evaluation is completed annually. 
C. Effective performance management includes regular evaluation and feedback, 

developmental opportunities for Employees, recognition of behavior and 



 
performance that exceeds expectations, and support for Employees who need to 
improve behavior and/or performance. 

D. Employees are offered training to access and use the performance management 
system as a professional development and performance improvement tool. 

E. Evaluations are stored electronically in the performance management system. 
F. Performance evaluations may be considered for situations involving coaching and 

corrective action; salary increase; promotion, demotions, or transfers; or 
determination of reduction in force. 

G. If an employee will receive “does not meet” or “needs improvement” in one or 
more areas, leaders should discuss with their leader and their HR Business Partner. 

H. Information on the current performance evaluation procedures and the 
requirements for Leaders and Employees are available via the Human Resources 
website. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

3.51 / Pre-Employment Drug Screening 
Effective: July 01, 1997 I Revised: December 09, 2016 

I.Policy 

A drug test will be administered to a candidate and the results kept confidential (as 
required by K.S.A. 75-4362, K.A.R. 1-2-20, K.A.R. 1-6-33, K.A.R. 1-9-25, and K.A.R. 1-9-26) 
upon a conditional offer of employment for designated safety sensitive and commercial 
driver positions. Failure to participate in the required drug screening test or a confirmed 
positive result based upon a test sample obtained from the candidate will make the 
conditional offer of employment null and void. The candidate is disqualified from 
designated positions for a period of one year from the effective date of disqualification 
action. The Wichita State University Office of Human Resources (OHR) schedules 
appointments for testing with the designated testing site. The State of Kansas Office of 
Personnel Services Substance Abuse Testing program will notify the WSU Office of Human 
Resources of the final results. The candidate's effective date of employment will be 
determined after receiving final results. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

3.53 / Shared Leave Program for Employees 
Effective: October 19, 2018 

I.Purpose 

The purpose of this policy is to implement Kansas Administrative Regulation (K.A.R. 1-9-
23 Shared Leave) regarding a Shared Leave program to provide continuation of pay for 
Benefit-Eligible Employees of Wichita State University (“University”) in instances where 
they are experiencing or have a family member who is experiencing a qualified serious, 
extreme, or life threatening condition and they have exhausted all Accrued Leave 
Benefits. 

II.Policy Statement 

Benefit-Eligible Employees of the University may be eligible for Shared Leave in 
accordance with the provisions of this policy. Shared Leave may be granted to eligible 
employees of the University for a limited period of time, not to exceed six (6) months. The 
program may apply when all of the following criteria are met: 

 the employee or a Family Member (as defined below) of the employee is 
experiencing a serious, extreme or life-threatening illness, injury, impairment or 
physical or mental condition, and 

 the illness, injury, impairment or condition of the employee or the family member 
has caused, or is likely to cause the employee to take leave without pay from work 
or prevents regular employment, and 

 the illness, injury, impairment or condition of the employee or the family member 
keeps the employee from performing regular work duties, and 

 the employee has exhausted all paid Accrued Leave Benefits available for use, and 
 the employee has at least six continuous months of service. 

III.Definitions 

A. Accrued Leave Benefits 

Any leave benefit accrued by the employee which may include, but is not limited 
to, sick leave, vacation leave, compensatory time, and discretionary day. 

B. Benefit-Eligible Employee 

An employee holding a 0.5 full-time equivalency (FTE) or greater position at the 
University as a faculty member, an unclassified professional employee or a 

https://admin.ks.gov/offices/personnel-services/agency-information/regulations#1-9-23
https://admin.ks.gov/offices/personnel-services/agency-information/regulations#1-9-23


 
university support staff employee. Employees of affiliated corporations are not 
eligible for this benefit. 

C. Family Member 

Any person related to the employee by blood, marriage or adoption and any minor 
residing in the employee's residence as a result of court proceedings pursuant to 
the Kansas code for care of children or the Kansas juvenile offenders code [K.A.R. 
1-9-5(e)(2)]. 

D. Serious, Extreme or Life Threatening Medical Condition (Medical Condition) 

An illness, injury, impairment or physical or mental condition whereby it is not 
medically appropriate to delay treatment, including, for example, overnight 
hospital care and its resulting incapacity or subsequent treatment, chronic 
conditions requiring medical treatment, or permanent long term conditions 
requiring medical treatment. 

IV.Procedures 

If a Benefit-Eligible Employee meets all of the above referenced eligibility requirements, 
they may complete the following procedures to apply for Shared Leave: 

A. The employee must first notify their supervisor in writing of their intent to request 
leave and apply for Shared Leave. 

B. If the employee is eligible for the Family and Medical Leave Act (FMLA), the 
employee must have applied for and been approved for FMLA coverage for the 
same condition to qualify for Shared Leave. (Refer to University Policy 3.34 / 
Family and Medical Leave Act for more information.) 

C. The Shared Leave request is submitted to the on-campus Shared Leave Committee 
(SLC) appointed by HR for final determination. Each Shared Leave request is 
examined individually based on its conformity to program intent and is handled 
consistently and equitably. 

D. All requests are sent to the SLC without reference to the requesting employee to 
ensure an impartial review. 

E. Determinations are made by the SLC based on majority member decision. 
F. Upon returning to work following a leave related to their own Medical Condition, 

a Shared Leave recipient must provide HR with a release from a health care 
provider to return to work. 

G. Although employees may donate Accrued Leave Benefits to the Shared Leave 
program per K.A.R 1-9-23 (Shared Leave), employees eligible to request Shared 
Leave shall not be denied the benefit based on the availability of donated hours. 

https://admin.ks.gov/offices/personnel-services/agency-information/regulations#1-9-5
https://admin.ks.gov/offices/personnel-services/agency-information/regulations#1-9-5
https://www.wichita.edu/about/policy/ch_03/ch3_34.php
https://www.wichita.edu/about/policy/ch_03/ch3_34.php
https://admin.ks.gov/offices/personnel-services/agency-information/regulations#1-9-23


 
The Shared Leave recipient's department funds the Shared Leave benefit if the 
individual is approved. 

H. Shared Leave, in and of itself, does not provide job-protected leave. Shared leave 
serves to keep approved employees in paid status during an absence due to a 
Serious, Extreme or Life-Threatening Medical Condition. Shared Leave may be 
granted on a case by case basis for a maximum of six (6) months per designated 
condition. 

I. The Family Medical Leave Act (FMLA) does provide job protected leave to eligible 
employees. FMLA can work in conjunction with Shared Leave to provide job 
protection during the period of approved paid leave. However, once any job 
protection, such as that provided by the FMLA, has been exhausted, HR consults 
the appointing department/unit to determine if a request for continuation of 
Shared Leave may be accommodated under the Americans with Disabilities Act 
(ADA) or if such a request would be considered unreasonable or would cause an 
undue burden on the department/unit. 

J. Relationship to Long Term Disability (LTD): 
1. While shared Leave is primarily intended as a leave benefit to provide short 

term paid leave to eligible employees who are expected to return to work, 
in certain circumstances it may serve to "bridge" an eligible employee to 
LTD, following 180 days of total continuous leave. Continuous leave of 180 
days is one of the requirements to qualify for LTD. 

K. Exclusions and Special Circumstances: 
1. Conditions that do not qualify and/or are not likely to qualify for Shared 

Leave include, but are not limited to, pregnancy, care for a healthy new 
born child, routine surgeries, and non-emergency procedures. 

2. It is the requesting employee's responsibility to notify HR any time a 
change to their leave is needed (i.e. extension, change to the condition). 
Shared Leave may no longer apply if the change(s) means the condition for 
which the employee is on leave no longer meets program criteria. Failure 
to notify HR of any updates/changes may result in denial of further leave 
and repayment of Shared Leave already received. 

3. An employee receiving Workers' Compensation and/or LTD is not eligible 
for Shared Leave. 

L. Shared Leave Donation 

Benefit-Eligible Employees may donate Accrued Leave Benefits following these 
guidelines: 

1. Donations may not be made to a particular person. 
2. An employee who wishes to donate accrued leave must have a vacation 

leave balance of at least 80 hours or a sick leave balance of at least 480 
hours after the donation is made. 

https://www.dol.gov/whd/fmla/
https://www.ada.gov/
https://www.ada.gov/


 
3. The above leave balance requirements are not applicable if the donating 

employee is separating employment with the University. Retiring 
employees or retirement-eligible employees who qualify for a sick leave 
payout may donate hours in excess of their qualifying payout. 

4. Per K.A.R. 1-9-5 (Sick Leave), an employee who resigns from state service 
who had unused sick leave at the time of separation, and who 
subsequently returns to state service in a regular position within one year 
shall have the unused sick leave returned to their balance. 

a. Reinstatement will not occur for any hours donated to the Shared 
Leave program. 

b. Reinstatement does not apply to employees who have retired from 
state service as they are not eligible for reinstatement of previous 
accrued leave not paid out at the time of their retirement. 

5. No employee shall be coerced, threatened, intimidated or financially 
induced to donate Shared Leave. Any effort to inappropriately induce such 
donations should be reported to HR. 

M. Shared Leave program procedures are available on the WSU Total Rewards 
website. 
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3.54 / Furlough 
Effective: January 29, 2019 

I.Purpose 

To fulfill its fiscal responsibilities in times of budget restraints or if directed by the State 
of Kansas, the University may exercise its authority to implement furloughs or to reduce 
employee’s salary or hourly rates of pay. 

II.Policy statement 

It is the policy of the University to implement a Furlough only after reasonable 
alternatives have been exhausted; ensuring maintenance of the University's mission and 
the quality of its programs. Furloughs will be implemented in a fair manner that is 
sensitive to the mission of the University and the needs of its faculty, staff and students. 

A furlough is the placement of an employee in a temporary leave without pay status for 
a specified number of hours or days within a specified time frame. A furlough is not a 
reduction in workforce and may be used to avoid or delay such action. There are two 
types of furloughs. 

III.Definition 
A. Employee: An individual who, when hired, provides services on a regular basis in 

exchange for compensation, receives a W-2, and who does not provide these 
services as a part of an independent business or as an independent 
contractor.  This includes temporary and part-time Employees. 

B. Furlough: The placement of an Employee in a temporary leave without pay status 
for a specified number of hours or days within a specified timeframe.  A Furlough 
is not a layoff or reduction in workforce and may be used to avoid or delay such 
action.  

1. Administrative Furlough: A planned action by the University that is 
designed to address budget reductions necessitated by reasons other than 
lapse in appropriations. A Furlough plan shall be required for each 
Administrative Furlough. Notice of 30 days will be provided to Employees 
prior to implementation of Administrative Furlough. 

2. Emergency Furlough: A Furlough that occurs if there is an immediate or 
imminent lack of funding to continue University operations or any 
emergency that results in an unanticipated interruption of funding to the 
University. A Furlough plan shall not be required for an Emergency 



 
Furlough. No notice period is required to Employees prior to 
implementation of Emergency Furlough. 

C. Leadership: Leadership includes individuals at the University who have Employees 
reporting to them, or Department Chairs/Directors. 

IV.Procedure 

(in accordance with state statute) 

A. Employees may not use vacation or sick leave to supplement Furlough. 
B. An Employee's social security and retirement contributions will be affected under 

a Furlough due to the reduction in pay received, but all other benefits, including 
the accrual of vacation and sick leave, shall continue, notwithstanding other 
guidance to the contrary. 

C. A Furlough will not affect an Employee's continuous service, length of service, or 
eligibility for authorized holiday leave or pay. 

D. Administrative Furlough Notice 

Academic affairs and University administration in collaboration with Leadership 
prepare a Furlough plan before the date a Furlough is to be implemented, and will 
submit the plan to Human Resources specifying the information below. The 
University will make every reasonable effort to provide as much notice as possible, 
and in no instance less than 45 calendar days to Human Resources (unless less 
time is available when the University is notified by the State of Kansas). 

1. Why a furlough is needed. 
2. The effective date of the furlough and the projected date on which the 

furlough is to end. 
3. How the affected employees will be notified. 
4. The amount of advance notice that will be given to affected employees will 

be no less than 30 calendar days. The University will make every 
reasonable effort to provide as much notice as possible. 

5. The estimated fiscal impact. 
6. Each position classification (PClass), organizational unit or geographical 

area to be affected. 
7. The criteria used to select each position classification (PClass), 

organizational unit or geographical area to be included in the furlough. 
8. Any exceptions to the furlough plan based on funding sources. 
9. The number of hours by which the workweek will be reduced, including 

separate categories detailing the proposed reduction in hours by 
standardized increments for exempt and nonexempt employees. 

  



 
E. Emergency Furlough Notice 

For Emergency Furlough the affected Employees shall be notified as soon as it is 
feasible to do so. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

3.55 / Attendance 
Effective: January 29, 2019 

I.Purpose 

Timely and regular attendance is an expectation of performance for all Wichita State 
University (“University”) Employees. Attendance expectations should be based on 
business department needs, and established by Leadership. To ensure adequate staffing, 
positive Employee morale, and to meet expected productivity standards throughout the 
university, Employees will be responsible and held accountable for adhering to their 
workplace schedule. 

II.Policy statement 

Employees are expected to maintain appropriate levels of attendance in order to 
complete work in a timely manner. To account for varying attendance expectations based 
on an employee’s role, attendance expectations are established and communicated by 
department leadership. Employees are responsible for communicating Absences or 
Tardies to Leadership in a timely and accurate manner. Time off should be approved prior 
to a scheduled shift/day of work whenever possible. 

III.Definitions 
A. Unapproved Absence: Missed shift/work day without prior approval. 
B. Employee: An individual who, when hired, provides services on a regular basis in 

exchange for compensation, receives a W-2, and who does not provide these 
services as a part of an independent business or as an independent contractor. 
This includes temporary and part-time Employees. 

C. Leadership: For purposes of this policy, Leadership includes individuals at the 
University who have Employees reporting to them, or Department 
Chairs/Directors. 

D. No Call/No Show: An Absence that is not reported by an Employee to the 
appropriate department designee. 

E. Tardy: Arriving at work after the beginning of the shift/work day as defined by the 
respective department and/or takes an extended meal or break period without 
approval. 

F. Unapproved Out Early: Leaving work prior to the end of the shift/work day 
without prior Leadership approval. This may be considered an Absence based on 
Leadership discretion considering the amount of shift worked and reason for 
departure. 



 
 

IV.Procedure 
A. Attendance 

1. Attendance is addressed in a 12-month rolling period. 
2. In the event of an unscheduled Absence, notification of department Leader 

or other authorized individual is made according to department 
expectations. 

3. For an absence of three (3) days or longer due to illness or sick leave, a 
physician release may be required before returning to work. 

4. Excessive or Patterned Absenteeism: It is unacceptable to have excessive 
or patterned absenteeism. Absenteeism may be considered excessive if it 
results in a significant disruption to the work environment. Patterned 
absenteeism includes, but is not limited to, repeated absences on a 
weekend or overtime day; repeated absences before or after a holiday; 
repeated absences at the beginning of the workweek; and/or repeated 
absences at the end of the workweek. 

B. Tardiness 

It is the expectation that Employees will be ready to work at the times required by 
their roles and/or the start of their scheduled shift/work day. 

C. No Call/No Show 
1. When No Call/No Show Absences occur on consecutive shifts/work days, 

three (3) consecutive days may be considered voluntary resignation due to 
job abandonment. 

2. No Call/No Show Absences that occur as separate events (ex. 1st Absence 
in March and 2nd Absence in May) are addressed with the following 
actions. 

a. 1st Absence may result in a written warning. 
b. 2nd Absence may result in a final warning. 
c. 3rd Absence may result in separation of employment. 

D. Timekeeping 

Employee is responsible to ensure the information contained in their timesheet is 
a complete and accurate record of time worked for the stated period and all hours 
worked or leave time taken is represented accurately on their timesheet. If 
changes occur that alter their timesheet it is the employee’s responsibility to 
submit those to the proper timekeeper as soon as possible and not later than 
within ten (10) University days. 

Consistent failure to follow proper timekeeping procedure may result in corrective 
action up to and including separation of employment. 



 
E. Proper Call-In Procedure 

Employees are expected to know and follow proper call-in procedure for the 
department, if they will be late for work, or will not be at work, these expectations 
and phone numbers are communicated by department Leadership. 

V.Responsibilities 
A. Leadership 

1. Be knowledgeable of University policies and procedures. 
2. Communicate attendance expectations with Employee. 
3. In order to maintain consistency and employee morale, ensure attendance 

expectations are adhered to. Consult Human Resources as needed. 
B. Employee 

1. Adhere to University policies and procedures. 
2. Notify Leadership of the need for Absences and/or Tardies in advance 

when possible. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

3.56 / Rehire Eligibility 
Effective: May 07, 2019 

I.Purpose 

The purpose of this policy is to establish guidelines for rehire eligibility at Wichita State 
University. 

II.Policy 

Wichita State University (“University”) may consider former Employees for rehire 
opportunities under the guidelines outlined in this policy. Any Employee who has worked 
for the University should be approved for rehire before an offer of employment is 
extended. 

III.Definitions 
A. Employee: An individual who, when hired, provides services on a regular basis in 

exchange for compensation, receives a W-2, and who does not provide these 
services as a part of an independent business. This includes temporary and part-
time Employees. 

B. Leadership: Leadership includes individuals at the University who have Employees 
reporting to them, or Department Chairs/Directors. 

IV.Procedure 
A. Rehire eligibility is determined when an Employee separates employment from 

the University, and is considered when an Employee later wants to return to 
employment with the University. 

B. Leadership is responsible for recommending an Employee’s rehire eligibility upon 
separation from the University. 

C. Leadership must consult with Human Resources before determining a “Not 
Recommended for Rehire” decision. 

1. If such decision is made, the Leader shares the decision with the Employee 
prior to separation, when possible. 

2. The documentation of such decision is added to the Employee’s personnel 
file in Human Resources. 

3. Employees deemed “Not Recommended for Rehire” will remain in such 
status for no less than one (1) year from separation date. 

4. After one (1) year, the former Employee may request for a review of their 
rehire eligibility status by Human Resources. 



 
5. If a determination is made to change the status to “Recommend for 

Rehire”, the documentation is added to the former Employee’s personnel 
file and the electronic record is updated. 

D. Employees who are determined to be “Recommended for Rehire” are eligible for 
consideration for rehire. 

V.Responsibilities 
A. Leadership 

1. Be knowledgeable of the policy and procedures. 
2. Communicate recommendation for rehire eligibility with Employees when 

they separate employment. 
3. Provide necessary documentation to Human Resources regarding 

Employee rehire eligibility. 
B. Employee 

1. Adhere to University policies and procedures. 
2. Discuss concerns with Leadership. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

3.57 / Paid Parental Leave Program for Employees 
Effective: July 01, 2019 

I.Purpose 

The purpose of this policy is to implement the Kansas Board of Regents (KBOR) Paid 
Parental Leave policy at Wichita State University (University) to provide a period of paid 
leave to eligible employees following the birth or adoption of a child (Qualifying Event). 
This policy shall apply to Qualifying Events that occur on or after July 1, 2019. 

II.Policy Statement 

Employees designated as a Primary or Secondary Caregiver following a Qualifying Event 
may be eligible for Paid Parental Leave at 100% of their base rate of pay in accordance 
with the provisions of this policy. Paid Parental Leave may be granted to eligible 
employees of the University to be used in the first twelve (12) weeks (Benefit Period) 
following a Qualifying Event. 

Eligible employees designated as the Primary Caregiver may receive up to six (6) weeks of 
Paid Parental Leave during the Benefit Period. Eligible employees designated as the 
Secondary Caregiver may receive up to three (3) weeks of Paid Parental Leave during the 
Benefit Period. 

An eligible employee for Paid Parental Leave may apply when all the following criteria are 
met: 

 The employee must be a Benefits-Eligible Employee, and 
 The employee has at least twelve (12) months of continuous service with the State 

of Kansas, and 
 The employee is requesting leave to be a Primary or Secondary Caregiver for a 

Qualifying Event that occurs on or after the effective date of this policy, and 
 The employee is in Paid Status at the time of the request for leave, and 
 The employee follows the outlined procedures for this policy. 

If the employee is eligible for the Family and Medical Leave Act (FMLA), the employee 
must have applied for and been approved for FMLA coverage for birth or adoption of a 
child when requesting Paid Parental Leave. When the employee qualifies for FMLA for 
birth or adoption of a child and Paid Parental leave, the two benefits will run concurrently. 
(Refer to University Policy 3.34 / Family and Medical Leave Act for more information.) 

https://www.wichita.edu/about/policy/ch_03/ch3_34.php


 

III.Definitions (for the purposes of this policy) 
 Benefit Period: The twelve (12)-week period immediately following the Qualifying 

Event. 
 Benefit-Eligible Employee: An employee of the University holding a 0.5 full-time 

equivalency (FTE) or greater position at the University as a faculty member, an 
unclassified professional employee or a University support staff employee. 
Employees of affiliated corporations are not included in this definition except to 
the extent they otherwise meet the criteria as a University employee stated in this 
paragraph 

 Leader: Individuals at the University who have Benefit-Eligible Employees 
reporting to them or are Department Chairs/Directors. 

 Paid Status: A period of active appointment. This status does not extend to 
periods during which an employee is receiving pay (e.g. salary spread) but not on 
active appointment. 

 Parent: A biological or adoptive mother or father. 
 Primary Caregiver: An employee who is a parent of a newborn or newly adopted 

child with primary child-rearing responsibility. 
 Qualifying Event: A birth or placement of a child for adoption (up to six (6) years 

of age) occurring on or after the effective date of this policy. 
 Secondary Caregiver: An employee who is a parent of a newborn or newly 

adopted child with secondary child-rearing responsibility (i.e. shares caregiving 
with the primary caregiver). 

IV.Procedures 

If an employee meets all the above referenced eligibility requirements, the following 
procedures apply for Paid Parental Leave. (Additional information related to Paid Parental 
Leave is available on the WSU Human Resources page on Paid Paternal Leave.) 

A. The employee must provide at least thirty (30) days advanced written notice to 
their Leader of their intent to request leave unless extenuating circumstances 
arise. 

B. The Paid Parental Leave request is submitted to Human Resources for review and 
final determination. Each request for Paid Parental Leave is reviewed to determine 
if the request meets program eligibility requirements. 

C. Employees granted Paid Parental Leave will continue to accrue sick leave, vacation 
leave, and all other regular benefits, in accordance with applicable rules, 
regulations, KBOR policies, and statutes. 

D. Paid Parental Leave must be taken within the twelve (12)-week Benefit Period 
immediately following the date of a Qualifying Event. 

E. Taking Leave for a Qualifying Event: 
1. Leave must be taken in one (1) continuous block of time within the Benefit 

Period unless the employee’s department approves a different schedule 
(i.e. reduced/part-time or intermittent leave). 

https://www.wichita.edu/services/humanresources/Total_Rewards/Leave/PPL.php


 
2. Leave will not be granted after the Benefit Period. Any amount of Paid 

Parental Leave not utilized by the eligible employee during the Benefit 
Period shall be forfeited. 

3. Any Paid Parental Leave shall run concurrently with leave permitted under 
FMLA, if applicable. 

4. Paid Parental Leave only applies during periods when the employee is in 
Paid Status. Employees on academic year or less than twelve (12)-month 
appointments may not request or receive Paid Parental Leave for periods 
when not in Paid Status. 

5. Employees may be permitted to take leave of other types (i.e., sick leave 
and vacation leave) in addition to the six (6) or three (3) weeks of Paid 
Parental Leave, in accordance with other applicable University policies. 

F. Leave under this policy is not transferrable and cannot be donated through any 
program, including the Shared Leave program. 

G. This policy shall not be construed as prohibiting the University from providing 
additional leave beyond the amount of time permitted under this policy, to the 
extent allowed by applicable rule, regulation, KBOR policy or statute, or from 
temporarily reassigning an eligible employee’s duties while the employee is on 
Paid Parental Leave. 

IV.Exceptions and Special Circumstances 
A. If more than one (1) eligible employee is designated as a caregiver for the same 

Qualifying Event, one (1) employee must be designated as the Primary Caregiver 
and one (1) employee must be designated as the Secondary Caregiver. In such 
instances, the two (2) eligible employees may take Paid Parental Leave 
concurrently, consecutively, or at different times from one another within the 
Benefit Period immediately following the Qualifying Event. 

B. For eligible part-time employees, the leave shall be pro-rated based on their part-
time appointment for the applicable timeframe. 

C. Official and observed holidays do not count against Paid Parental Leave. An 
employee utilizing Paid Parental Leave during an occurrence of an official or 
observed holiday shall receive holiday pay on the holiday. 

D. The occurrence of a birth or adoption of multiple children (i.e., the birth or 
adoption of twins) does not increase the length of Paid Parental Leave for that 
Qualifying Event. 

E. Employees taking leave for reasons not related to birth or adoption of a child (e.g. 
care of a child with a serious health condition following birth or adoption) are not 
be eligible for Paid Parental Leave. 

 

 

 



 
 

3.58 / Protection from Retaliation for reporting Wrongful 
Conduct 
Effective: July 16, 2019 

I.Purpose 

The purpose of this policy is to protect any Wichita State University (University) Employee 
or member of the campus community who makes a Good-Faith Disclosure of suspected 
Wrongful Conduct. This policy establishes the appropriate reporting mechanisms used for 
notification of known or suspected Wrongful Conduct and protection from Retaliation. 

II.Policy 

The University is committed to providing an environment of integrity that encourages the 
disclosure of Wrongful Conduct to Leadership, while protecting Employees and members 
of the campus community from Retaliation. 

Federal and state law protect Employees from Retaliation for disclosing information 
about a violation of any state or federal law, rule or regulation. The laws also allow 
Employees to discuss the operations of the University or other matters of public concern, 
including matters related to the public health, safety or welfare with any member of the 
legislature or any Auditing Agency. 

Employees are to comply with applicable state and federal law, regulations and rules, as 
well as University and Kansas Board of Regents (KBOR) policies. Furthermore, an 
employee cannot be compelled by Leadership or a University official to participate in 
Wrongful Conduct. 

Employees who have knowledge of specific acts which they reasonably believe, in good 
faith, are evidence of Wrongful Conduct are to report those acts to the appropriate 
Leadership. 

Employees shall not be Retaliated against for reporting, or causing to be reported, 
suspected Wrongful Conduct, or for assisting in an authorized investigation of alleged 
Wrongful Conduct. 

III.Definitions 
 Auditing Agency: 

 Legislative post auditor 
 Any employee of the Legislative Division of Post Audit (LPA) 



 
 Any firm performing audit services pursuant to a contract with the 

Legislative Post Auditor 
 Any state agency or federal agency or authority performing auditing or 

other oversight activities under authority of any provision of law 
authorizing such activities, or 

 The inspector general created under K.S.A. 2007 Supp. 75-7427 and 
amendments thereto 

 Employee 

An individual who, when hired, provides services on a regular basis in exchange 
for compensation, receives a W-2, and who does not provide these services as a 
part of an independent business. This includes temporary and part-time 
Employees. 

 Good-Faith Disclosure 

Information that is reported truthfully by an Employee or member of the campus 
community with regard to the provisions of this policy. This policy does not protect 
an employee who files a report or provides information that: 

 the employee knows to be false or which the employee discloses with 
reckless disregard for its truth or falsity; 

 the employee knows to be exempt from required disclosure under the 
open records act; or 

 is confidential or privileged under statute or court rule. 
 Leadership 

Individuals at the University who have Employees reporting to them, or are 
Department Chairs/Directors. 

 Retaliation 

Adverse action or threat of adverse action including, but not limited to: 

 Separation 
 Demotion 
 Corrective action 
 Transfer 
 Reassignment 
 Suspension 
 Warning of possible separation 
 Withholding of work 

 



 
 Wrongful Conduct 

Includes, but not limited to: 

 A violation of applicable state or federal laws or regulations; 
 A violation of University or KBOR Policy; 
 Use of University property, resources, authority for personal gain or other 

non-University-related purpose, except as authorized under University 
policy and approved by University President. 

IV.Procedure 

A. To make a Good-Faith Disclosure of suspected or known Wrongful Conduct, 
contact University reporting hotline at 1-844-724-5631 or via the University 
hotline website. 

B. If the Employee believes the Wrongful Conduct which has been reported and 
continues to remain unresolved, a report should be made to University General 
Counsel. 

1. Reports may be made anonymously. Reports and investigations will be 
kept confidential to the extent possible under law and consistent with the 
need to conduct an adequate investigation and take action to correct the 
Wrongful Conduct. 
2. Reports are promptly and thoroughly reviewed to ensure that appropriate 
action is taken. 

C. Employees of contractors, grantees, subcontractors, and sub-grantees, when 
working on Federal grants and contracts in connection with the University, have 
certain “whistleblower” rights and remedies afforded by statute, including but not 
limited to 41 U.S.C. 4712. Accordingly, all such contractors, grantees, 
subcontractors, and sub-grantees are required to comply with all applicable laws. 

D. Employees who believe they have been subjected to Retaliation in violation of this 
policy should notify the Office of Institutional Equity and Compliance (OIEC). 

V.Responsibilities 
A. Leadership 

1. Be knowledgeable of and implement the policy and procedures. 
2. Understand that they shall not: 

a. Prohibit any Employee from reporting any violation of University or 
KBOR policy to Human Resources. 

b. Prohibit any Employee from reporting any violation of state or 
federal law or rules and regulations. 

c. Require any such employee to give notice to Leadership prior to 
reporting any violation of state or federal law or rules or 
regulations. 

https://secure.ethicspoint.com/domain/media/en/gui/54197/index.html
https://secure.ethicspoint.com/domain/media/en/gui/54197/index.html
http://uscode.house.gov/view.xhtml?req=(title:41%20%20section:4712%20edition:prelim


 
d. Prohibit any Employee from discussing the operations of the 

University or other matters of public concerns, including matters 
relating to the public health, safety and welfare either specifically 
or generally with any member of legislature or any auditing agency. 

B. Employee 
1. Adhere to University policies and procedures. 
2. Report Wrongful Conduct with Good-Faith Disclosure. 
3. Understand they are not authorized to represent their own personal 

opinions as the opinions of the University. 

VI.Related 

 3.19 / Prohibition of Retaliation 
 K.S.A. 75-2973 
 41 U.S.C. §4712 
 5 U.S.C. §2302 
 KBOR policy 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.wichita.edu/about/policy/ch_03/ch3_19.php
https://www.ksrevisor.org/statutes/chapters/ch75/075_029_0073.html
http://uscode.house.gov/view.xhtml?req=(title:41%20%20section:4712%20edition:prelim
http://uscode.house.gov/view.xhtml?req=5+USC+2302&f=treesort&fq=true&num=17&hl=true&edition=prelim&granuleId=USC-prelim-title5-section2302
https://www.kansasregents.org/about/policies-by-laws-missions/board_policy_manual_2/chapter_ii_governance_state_universities_2/chapter_ii_full_text#wb


 
 

3.59 / Reduction in Force 
Effective: July 16, 2019 

I.Initiating Authority 

Human Resources 

II.Purpose 

The purpose of this policy is to establish a fair process to ensure consistency and 
accountability for position eliminations, while maintaining respect of those impacted. 

III.Policy Statement 

Wichita State University (University) strives to provide a stable and secure environment 
in which to work. Under certain circumstances, it may be necessary to eliminate 
position(s) due to changing priorities or business needs. 

IV.Definitions 

For the purpose of this policy only, the following definitions shall apply: 

 Displaced Employee: An Employee whose position has been eliminated by a 
Reduction in Force (RIF).  

 Employee: For the purposes of this policy, an individual who provides services to 
the University on a regular basis in exchange for compensation and receives a W-
2 for such services. This does not include Employees in a Contingent status, or in 
a Temporary position, as defined in the WSU Policies and Procedures. 

 Leadership: Leadership includes individuals at the University who have Employees 
reporting directly to them, or Department Chairs/Directors. 

 Notice Period: The time period beginning on the date the Displaced Employee is 
officially informed of the Position Elimination through the Separation Date. 

 Position Consolidation: Combination of two or more positions with substantially 
similar roles and responsibilities into one position. 

 Position Elimination:  A permanent reduction of may be necessary to eliminate 
position(s) due to organizational Restructuring, Departmental, Program, or 
Position Consolidation, or discontinuation of a service, program, or function. 

 Reduction in Force (RIF): A separation from employment for situations such as 
lack of funds, financial exigency as defined by Kansas Board of Regents (KBOR), 
lack of work, program discontinuance, redesign or elimination of position(s) or 



 
reorganization, with no likelihood or expectation that the Employee will be 
recalled because the position itself is eliminated. A RIF may be necessary or 
appropriate when there is a redesign or elimination of work, redundancy in roles, 
or excess capacity within a work group or across work groups, such that it would 
be economically feasible and responsible to reduce the number of position(s) in a 
unit or department. 

 Separation Date: The last day of the Notice Period, or the last day worked if a 
Displaced Employee resigns or is involuntarily separated from employment prior 
to the end of the Notice Period. 

 Separation Pay: The hourly pay and benefits a Displaced Employee receives. This 
calculation equals hourly base rate of pay at the time of elimination multiplied by 
authorized hours per pay period. Additional compensation and/or stipends may 
be factored into the separation pay. 

 Transition Pay: Occurs when a Displaced Employee has secured a position at the 
University, prior to the end of the Notice Period, in which the rate of pay is less 
than the Separation Pay. Transition Pay is an amount equal to the difference 
between the rate of pay in the new position and Separation Pay. 

V.Administrative Procedure 
A. Assessment and Position Selection 

1. Leadership completes an analysis of the business needs, submits to their 
direct leader and will progress through divisional leadership for approval. 

2. Leadership analyzes the job functions that the work unit needs going 
forward, and the position(s) that will be retained and eliminated. This is 
based solely on the job functions of positions and the business needs of 
the work unit. A Reduction in Force Memo must be completed to provide 
justification for the RIF. 

3. When there are multiple incumbents in a position that has been selected 
for elimination, an evaluation of the skills and qualifications of each 
Employee must be completed by the respective Leadership. In this multiple 
incumbent situation, a Candidate Profile Worksheet (CPW) must be 
completed for each incumbent. 

4. Before any Employee notification, a Reduction in Force Memo and plan 
must be approved by divisional Leadership and Human Resources. 

5. Human Resources assists in preparing the written notice for the Displaced 
Employee and determines any Separation Pay. 

B. Employee Notification 
1. Employees are given 60 calendar days' notice that their position is being 

eliminated. 
2. In some situations, it is in the best interests of the Displaced Employee or 

the department that the Notice Period be non-working. This decision is 
made in consultation with Human Resources. 

3. The Displaced Employee is informed, during notification, whether the 
Notice Period is working or non-working (or some of both). For a non-

https://www.wichita.edu/services/humanresources/Forms/Index.php
https://www.wichita.edu/services/humanresources/Forms/Index.php


 
working Notice Period, the Displaced Employee is placed on a paid leave. 
Displaced Employees are paid regular hours and applicable additional 
compensation and/or stipends for the Notice Period, regardless of 
whether it is working or non-working. 

4. When the Displaced Employee is notified, the Leader meets with the 
Displaced Employee in-person and provides the Displaced Employee with 
written notification regarding the Position Elimination and the Separation 
Date. 

C. Non-reappointment Pay, Separation Pay & Separation Agreement 
1. Displaced University Professionals (UP) receive pay based on applicable 

appointment notice provisions. Displaced University Support Staff (USS) 
receive a minimum of two weeks of Separation Pay. 

2. A Separation Agreement may be offered to the Displaced Employee at the 
time of notification. Separation Pay is paid, only if the Displaced Employee 
signs and returns the Separation Agreement during the allowable time. 
The signed Separation Agreement is returned to Human Resources. 

3. Separation Pay is not paid if the Displaced Employee separates 
employment prior to the end of the Notice Period.  

4. If an Employee accepts an offer of employment at the University prior to 
the end of the Notice Period in which the rate of pay is less than Separation 
Pay per pay period, the Employee will receive Transition Pay for the 
remainder of the Notice Period in an amount equal to the difference 
between the rate of pay in the new position and Separation Pay. Neither 
the employee nor Leadership may delay the start date in a transfer or 
rehire event in order to extend the receipt of Separation Pay. 

5. If the Displaced Employee starts employment in a different position during 
the Notice Period in which the rate of pay is equal to or greater than the 
current position, the remaining Separation Pay is discontinued on the 
transfer or rehire date. 

6. Displaced Employees will have the option of being reinstated into their 
former position if the position is restored within twelve (12) months and 
they are otherwise eligible to be reinstated. 

 

 

 

 

 

 



 
 

3.60 / Children in the Workplace 
Effective: July 16, 2019 

I.Purpose 

To create a supportive work environment for Employees to meet family obligations and 
to provide guidance as to when Children can appropriately be at the workplace. 

II.Policy Statement 

Wichita State University (“University”) values an atmosphere that fosters a healthy 
balance between workplace obligations and family issues. When work obligations allow, 
the University encourages Leadership to support Employees who wish to meet family 
responsibilities by using breaks or lunch hours, flexible work schedules, adjusted hours or 
vacation leave for this purpose. 

The University understands that visits by Employee’s Children occur for a variety of 
reasons. However, the extended presence of Children during work hours is not allowed. 

III.Definition 

A. Children 

Individuals under the age of eighteen (18), who are not enrolled in classes at the 
University. 

B. Employee 

An individual who, when hired, provides services on a regular basis in exchange 
for compensation, receives a W-2, and who does not provide these services as a 
part of an independent business. This includes temporary and part-time 
Employees. 

C. Leadership 

Leadership includes individuals at the University who have Employees reporting 
directly to them, or Department Chairs/Directors. 

 



 

IV.Procedure 
A. Employee(s) should meet with Leadership to request having Children in the 

workplace. 
B. Leadership will determine if the request is within the parameters of the policy and 

if so, use discretion based upon individual circumstances and business needs. 
C. At all times, Children remain the sole responsibility of the Employee. 

1. Employees must accompany their Children at all times. 
2. The Employee must not ask any other Employee or student to supervise 

the Child. 
D. The presence of the Child cannot disrupt the work environment or negatively 

affect the productivity of the Employee or anyone in the workplace. 
E. Leadership may ask the Employee to remove the Child from the workplace at any 

time if Leadership determines that there are health or safety concerns, or that the 
Child’s presence is disruptive to the work environment. 

F. A Child who has an illness that prevents acceptance by a regular day care provider 
or from attending school, particularly a Child with an infectious disease, should 
not be brought to the workplace under any circumstances. 

V.Responsibilities 
A. Leadership 

1. Be knowledgeable of University policies and procedures. 
2. Determine if there are health or safety concerns, or if the Child’s presence 

is disruptive to the work environment. 
3. Communicate expectations with Employees. 
4. Provide reasonable accommodations for Employees. 
5. Address behavior that prevents the Employee from meeting workplace 

responsibilities or disrupts other employees in the workplace or the 
education of our students. 

B. Employee 
1. Adhere to University policies and procedures. 
2. Contact Leadership in advance for work schedule accommodations or 

permission to bring your Child into the workplace. 

 

 

 

 

 

 

 



 
 

3.61 / Workforce Transitions 
Effective: August 08, 2019 

I.Purpose 

The purpose of this policy is to provide guidance for Workforce Transitions. 

II.Policy Statement 

Wichita State University (University) is committed to the optimal utilization of Employees’ 
skills and talents by providing opportunities for Workforce Transitions within the 
University. This does not include situations in which Employees are moving to or from an 
affiliated organization. 

Leaders are encouraged to consider Employees for appropriate Workforce Transitions 
within the University, because this provides Employees an opportunity for career growth, 
advancement, or personal fulfillment. A Workforce Transition is based on job 
qualifications and department business needs. 

III.Definitions 

(for the purposes of this policy only) 

 Employee: An individual who, when hired, provides services on a regular basis in 
exchange for compensation, receives a W-2, and who does not provide these 
services as a part of an independent business. For purposes of this policy, this 
includes only benefit eligible Employees. 

 Leader: Includes individuals at the University who have Employees reporting to 
them, or Department Chairs/Directors. 

 Workforce Transition (could be one of the following): 
 Demotion: Movement to a position classification in a lower pay grade or a 

pay grade with a lower midpoint. 
 Promotions: Movement to a position classification in a higher pay grade 

or a pay grade with a higher midpoint, based on the increased scope of 
responsibility, which requires more advanced skills, education, or 
certification. 

 Transfers: Movement to a position classification in a similar pay grade or a 
pay grade with a similar midpoint. 

 



 

IV.Administrative Procedure 

A. Vacant position must be posted using the University Applicant Tracking System 
(“ATS”). Employees must apply in the ATS to express interest in a vacant position. 

B. Employee must be in good standing with no corrective action or sanction(s) during 
the previous twelve (12) months to be eligible for a Workforce Transition. 
Exceptions may be granted at the discretion of Human Resources and the Hiring 
Leader. 

C. Employees are strongly encouraged to notify current Leader if they are being 
considered for a Workforce Transition. 

D. The Hiring Leader consults with Employee’s current Leader for a reference check. 
The Employee performance, as it pertains to the position the Employee is applying 
for, should be discussed or considered. 

E. The Hiring Leader negotiates a start date of the new position with Employee’s 
current Leader. The start date should be within thirty (30) days. 

F. Effective date of all changes related to a Workforce Transition is the first day of a 
future pay period. 

G. If appropriate, a salary review and/or adjustment may be made. In determining 
an appropriate rate of pay, criteria such as pay equity with other employees in the 
new position classification; the qualifications and experience of the Employee; and 
timing of future increases are reviewed. Human Resources determines the 
amount of any pay rate change in consultation with the Hiring Leader. 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

3.62 / Travel Pay for Non-Exempt Employees 
Effective: August 08, 2019 

I.Initiating Authority 

Human Resources 

II.Purpose 

Wichita State University (“University”) recognizes there may be times in which it is 
necessary for Non-Exempt Employees to travel for business purposes. When Non-Exempt 
Employees travel for business purposes, the work time must be recorded and paid in 
compliance with Fair Labor Standards Act (“FLSA”) regulations. 

III.Policy Statement 

This policy is intended to reduce risk and protect the interests of the University and the 
community it serves. 

IV.Definitions 

(for the purposes of this policy only) 

 Employee: An individual who, when hired, provides services on a regular basis in 
exchange for compensation, receives a W-2, and who does not provide these 
services as a part of an independent business. For purposes of this policy, 
“Employee” does include “Student Employee,” as that term is defined in Chapter 
8.01. Should a Student Employee find it necessary to travel as a result of his/her 
student employment, the student and the Leadership should also consult all 
relevant student employment policies for additional guidance. 

 Fair Labor Standards Act (“FLSA”): A federal law which establishes minimum 
wage, overtime pay, recordkeeping, and youth employment standards affecting 
employees in the private section and in federal, state and local governments. 

 Leadership: For purposes of this policy, Leadership includes individuals who have 
Employees reporting directly to them, or Department Chairs/Directors. 

 Non-Exempt Employee: Employees who, because of the type of duties 
performed, level of decision-making authority, and the method of compensation, 
are subject to all Fair Labor Standards Acts (“FLSA”) provisions including the 
payment of overtime. 

https://www.wichita.edu/about/policy/ch_08/ch8_01.pcf
https://www.wichita.edu/about/policy/ch_08/ch8_01.pcf


 
 Normal working hours: The hours in which an Employee is typically required to 

perform work on an ongoing, routine basis. For example, Monday through Friday 
from 8 a.m. to 5 p.m. 

V.Administrative Procedure 

A. The principles which apply in determining whether time spent in travel is 
compensable time depend upon the type of travel involved, as described below. 

B. All time spent in travel that is considered work time, as described below, is 
counted as hours worked and compensable to the Non-Exempt Employee. 

1. Home to Work Travel or Commuting: 
a. Generally, an Employee is not at work until they reach the work 

place and begin working. 
b. An Employee who travels from home before the workday and 

returns home at the end of the workday is engaged in ordinary 
home to work travel which is not work time. 

c. If an Employee is required to report to a meeting place to pick up 
materials, equipment, other employees, or receive instructions 
before traveling to the work place, it is work time once the 
employee reaches the meeting place. 

2. Travel During the Workday 
a. Time spent by an Employee in travel as part of their principal 

activity, such as travel from one workplace to another during the 
workday, is work time. 

3. Out of Town Travel – Special one (1) day assignment 
a. If an Employee is assigned to work in another city for one (1) day 

and the travel is performed for the employer’s benefit and at its 
request, it is part of the principal activity of the Employee and is 
work time. 

b. The time spent traveling to and from the other city is work time, 
except for the amount of time that the Employee would normally 
spend commuting to the workplace. 

c. However, travel time between the Employee’s home and an airport 
or other mode of transportation is considered commuting time 
which is not work time. 

4. Overnight Travel 
a. Travel time or time spent waiting to travel (i.e., waiting in an airport 

or bus station) is work time when it occurs during the Employee’s 
normal working hours, regardless of the day of the week. 

b. Travel time between the Employee’s home and an airport or other 
mode of transportation is considered commuting time which is not 
work time. 

c. Travel that occurs outside of the Employee’s normal working hours 
as a passenger on an airplane, train, boat, bus, or automobile is not 



 
work time, unless the Employee is performing work during the time 
spent as a passenger. 

d. Travel that occurs outside of the Employee’s normal working hours 
in which the Employee is the driver of an automobile is work time. 

e. If an Employee drives an automobile as a matter of personal 
preference when an authorized flight or other travel mode is 
available and the travel by automobile would exceed that of the 
authorized mode, only the estimated travel time associated with 
the authorized mode will be work time. 

f. If the employer provides hotel accommodations for overnight 
travel, but the Employee wishes to drive home each evening, the 
travel time back and forth to the home is not work time. 

g. Time spent at a hotel with freedom to use time for the Employee’s 
own purposes is not work time. This includes time spent while 
sleeping. 

h. Time spent at all required conference events in which the 
Employee is engaged in training, attends a meeting or listens to a 
speaker is work time. Time spent at social events, meals without 
speakers, or meals when work is not being performed is not work 
time, unless attendance is required by the Employee’s Leader. 

i. For employees required to be on duty for 24 hours or more, 
scheduled sleeping periods of not more than eight (8) hours may 
be excluded from hours worked, provided that adequate sleeping 
facilities are furnished by the employer and the Employee can 
usually enjoy an uninterrupted night’s sleep. If the period of sleep 
is less than five (5) hours it is work time. 

5. Time Zone Changes 
a. If the time zone changes during the travel day, worked hours are 

calculated based upon actual worked hours when calculating work 
time. 

b. For purposes of documenting time in/out on the timesheet, time 
should be converted to Central Standard Time (CST) for days when 
a time zone change occurs. 

c. For travel days in which the time zone does not change, the local 
time should be used to document worked time on the timesheet. 

C. An Employee’s Leader, or the Employee with prior approval of the Leader, may 
adjust the Employee’s work schedule within the same workweek to avoid 
additional work hours due to travel time. Whenever possible, the Leader and 
Employee should discuss the possibility of adjusting the work schedule prior to the 
Employee’s departure. 

V.Related 

DOL – Fact Sheet #22: Hours Worked Under the FLSA 

https://www.dol.gov/whd/regs/compliance/whdfs22.pdf


 

Travel Pay Examples 

I.Travel Example 1 

For this example, the conference began Sunday night at 5:00 p.m. with a business meeting 
and ended on Wednesday at 12:00 p.m. The employee’s normal work hours are 8:00 a.m. 
to 5:00 p.m. Monday through Friday. The employee worked his/her normal schedule on 
the days following the conference. There were no time zone differences. 

 



 

 

 

 

 

 

 

 

 



 

II.Travel Example 2 

For this example, the supervisor has informed the employee that any additional hours 
that are incurred will be adjusted in the remaining workweek. The supervisor has 
determined the employee should leave work early on Thursday and not work on Friday. 
The conference began Sunday night at 5:00 p.m. with a business meeting and ended on 
Wednesday at 12:00 p.m. No time zone differences. 

 



 

 

 

 

 

 

 

 

 

 



 

III.Travel Example 3 

For this example, the employee’s work location is in Wichita, Kansas (CST) and the 
conference is located in Oakland, CA, which is in the PST time zone (i.e., 2 hours earlier). 
The conference began Sunday night at 5:00 p.m. (PST) with a business meeting and ended 
on Tuesday at 12:00 p.m. (PST). 

 



 

 

 

 

 

 

 

 

 

 



 

IV.Travel Example 4 

For this example, the employee’s work location is Wichita, Kansas and they are attending 
a recruiting event in Garden City, Kansas on a Sunday and will be returning the same day 
(out of town – special 1 day assignment). The employees are traveling by car; a driver and 
a passenger. 

 



 

V.Travel Example 5 

For this example, the employees work location is Wichita, Kansas (CST) and they are 
attending a recruiting event in Garden City, Kansas leaving on a Sunday; weather prohibits 
return travel until Monday morning. The employees are traveling by car; a driver and a 
passenger. 

 



 

 

 

 

 

 

 

 

 



 

VI.Travel Example 6 

The employee is attending a professional meeting in Chicago. They will travel by airplane 
and no overnight travel will be involved. For this example, the employee’s normal work 
hours are 8:00 a.m. to 5:00 p.m. Monday through Friday. 

 

 

 

 

 

 

 

 

 

 



 
 

3.63 / Volunteer Policy 
Effective: August 20, 2019 

I.Initiating Authority 

Human Resources 

II.Purpose 

Wichita State University (“University”) recognizes the vital role that Volunteers play in 
accomplishing its mission.  This policy characterizes the nature of Volunteer service; 
establishes mechanisms to promote a safe, productive, and mutually beneficial 
environment; specifies allowable Volunteer services with appropriate authorization; and 
identifies the actions necessary for Volunteer services.   

III.Policy Statement 

This policy is intended to reduce risk and protect the interests of the University, and those 
who volunteer their services. Volunteers are not considered employees for any purpose 
and are not covered by the Fair Labor Standards Act. 

IV.Definitions 

For the purpose of this policy only, the following definitions shall apply: 

 Campus: Buildings, facilities, grounds, or property controlled by the University. 
 Employee:  An individual who provides services to the University on a regular basis 

in exchange for compensation and receives a W-2 for such services 
 Familial Relationship: Includes domestic partner, spouse, parent, grandparent, 

children, grandchildren, brother, sister, aunt, uncle, niece, nephew; related by 
blood, marriage, or adoption. The term “domestic partner” as used here, means a 
person with whom another person maintains a household and an intimate 
relationship, other than a person to whom such person is legally married. 

 Host Department: A University department that identifies the need for a 
Volunteer. The Host Department oversees the services provided by the Volunteer. 

 Leadership: Includes individuals at the University who have Employees reporting 
to them or are Department Chairs/Directors. 

 Volunteer: An individual who provides services to the University voluntarily 
without promise or expectation of wages, compensation, benefits, 
unemployment coverage, or remuneration of any sort.  A Volunteer may be a 



 
member of the community or an Employee of the University.  An Employee may 
volunteer for a University function if they are volunteering in a capacity that is 
different from their employment.  An Employee cannot volunteer to perform 
activities that are the same or similar to essential duties performed in their job.  

V.Administrative Procedure 
A. The following criteria must be met to engage in a Volunteer relationship with the 
University: 

1. Understand and agree that the University may terminate or decline a 
Volunteer relationship for any reason, at any time, without prior notice or 
cause.  

2. There is no assurance or reason to expect that the University will offer 
employment to a Volunteer following the Volunteer service. 

3. A Volunteer position may not displace an active Employee, or perform 
functions traditionally assigned to an Employee. Additionally, a Volunteer 
may not provide services that are substantially the same as those provided 
by an Employee in a paid position.  

4. A Volunteer cannot be supervised by anyone with a Familial Relationship 
without next level leadership’s prior approval.  

5. Volunteers who are under the age of eighteen (18) must have written 
consent of a parent or guardian prior to the Volunteer service.  

6. Volunteers are prohibited from engaging in any of the following tasks at 
the University: 

a. Operation of heavy equipment, including State vehicles. 
b. Work with stored energy (steam, electricity, hydraulics). 
c. Work with infections or potentially infectious agents, including 

bodily fluids. 
d. Performance of services requiring access to proprietary 

information. 
e. Work in a Drug Enforcement Agency (DEA) registered facility. 
f. Performance of activities considered inappropriate for any 

employee. 
7. A Host Department is not permitted, under any circumstance, to provide a 

payment that may be linked to productivity or as compensation for service 
provided.  

B. Host Department and Volunteers may be required to complete paperwork prior to the 
event as described below. This paperwork is found on the Forms Index page of the University 
Human Resources (HR) webpage. 

1. Volunteer Event Form must be completed if:  
a. The event will last more than two (2) consecutive calendar days; 

OR 
b. ii. The Volunteer provides the same service for more than three (3) 

calendar days in a year; OR 
c. iii. The Volunteer will be working directly with minors; OR  

https://www.wichita.edu/services/humanresources/Forms/Index.php


 
d. iv. The Volunteer will handle cash or financial transactions; OR 
e. Volunteer is under the age of eighteen (18)  

2. Background Check is required if the Volunteer will be:  
a. Working directly with minors OR  
b. ii. Cash or financial transactions will be processed  

C. Additional information can be found on the HR website under Volunteer Procedures. 

VI.Applicable Laws And Additional Resources 
 DOL Fact sheet #14A: Non-Profit Organizations and the Fair Labor Standards Act 

 

https://www.wichita.edu/services/humanresources/Business_Partners/volunteer_procedure.php
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4.01 / Faculty Appointments 
Effective: April 09, 2018 
 

I. Policy 
A. Appointment Notice 

Faculty appointments are formalized by an appointment form or notice that states the 
term of employment, salary, faculty rank, and appointment status. Appointment notices 
for the next academic year are issued by the President's Office as soon after the 
legislative session as possible. 

B. Term of Appointment 

Academic year appointments are for a period of approximately nine months beginning 
just prior to fall registration and extending through spring commencement. Faculty 
duties include teaching, advising and counseling, research, scholarly activities, other 
university duties, and community and public service. Periods when classes are not in 
session are normally devoted to the above-listed non-teaching functions or to other 
specially scheduled activities. 

1. Annual Appointments - Some faculty and most administrative personnel receive 
annual appointments, including vacation and holidays. 

2. Summer Session Appointments - Some members of the faculty are appointed to 
teach in the summer session. Assignment to summer session teaching is a 
matter of college and departmental policy and decision, subject to guidelines 
established by the director of the summer session. 

C. Faculty Ranks 

The ranks granted by the University to academic faculty are those normally bestowed by 
institutions of higher education: professor, associate professor and assistant professor. 

D. Types of Appointments 

Faculty appointments include: provisional, regular, temporary, probationary, and 
tenured. Temporary appointments are on an annual basis, are subject to renewal based 
on need for instruction, and carry no expectation of reappointment. Individuals with a 
temporary appointment may not be moved to a probationary appointment without 
review and specific authorization by the Provost. Provisional appointments are for 
unclassified teaching professionals and last for three years before being eligible for 
regular appointment status. Probationary appointments are tenure track faculty with 
consideration for tenure after the established probationary period. Note: 



 
Lecturers/adjuncts are appointed on a semester to semester basis as needed and do not 
constitute faculty appointments. 

Probationary appointments are those appointments that may, on the basis of 
continuing satisfactory performance, lead to review for the award of tenure. However, 
probationary appointments carry no expectation or promise that review for the award 
of tenure will be undertaken or that tenure will be awarded. Probationary appointments 
are reviewed on an annual basis and may or may not be renewed. Probationary 
appointments will not be continued for more than seven years. Tenured appointments 
will be annually renewed unless the faculty member is dismissed through proper actions 
and procedures. 

E. Special Conditions of Appointment 

Any special conditions of appointment will be included in the appointment form signed 
by the employee. Special conditions of appointment include but are not limited to: date 
by which a terminal degree and/or professional credentials is expected and the 
consequences of non-attainment, or special conditions for nomination for tenure review 
consideration (such as an additional degree or professional credentials). It is the 
responsibility of the employee to inform the department and dean of accomplishment 
of the conditions of appointment. 

F. Joint Faculty Appointments 

A primary academic objective of Wichita State University is the search for and 
development of new knowledge which will enhance institutional programs and 
contribute to the University's research responsibilities. Recognizing the contribution of 
interdisciplinary studies in meeting the objective, the University may offer joint 
appointments for faculty where appropriate. 

The joint appointment may provide greater program flexibility, the enhancement of 
intellectual stimulation, and broader insights into matters under faculty investigation 
and research. 

G. Joint Appointment Definition 

Joint appointments as used herein shall mean either term or continuous appointments 
to at least one regular academic position in more than one academic department, 
research unit, or other administrative unit. Such appointments may be approved by the 
Provost, provided they do not total more than 1.0 full-time equivalent (FTE) and are 
recommended by all colleges, departments, and units involved. 

 



 
H. Determination of Primary Department 

Any joint appointment shall have one position assigned as the primary position and the 
department or unit (such as administrative and research units) within which that 
position is situated shall be deemed to be the primary department or unit as herein 
defined. 

1. Each current joint appointment or joint title shall be assigned a primary position by the 
administrative officer having direct authority over all departments or units involved in the joint 
appointment or joint title. This administrative officer shall initially receive the 
recommendations of the administrative heads of the departments or units involved and shall 
recommend such an assignment for the holder of the joint appointment or title to the Provost. 
2. Any new joint appointment or joint title shall be assigned a primary position at the time 
of such appointment by the appointing authority after this authority receives the 
recommendations of the administrative heads of the departments or units involved, who shall 
recommend the appointment creating such joint appointment or joint title. 

 

I. Primary Department or Unit's Role 

After receiving the recommendation of the other units involved, the primary 
department or unit shall be responsible for decisions or recommendations regarding 
salary, tenure, promotion, leaves, and other perquisites and shall be responsible for 
securing agreement among the departments or units involved on the sharing of salary 
and support funds. 

J. Implementation 

Before a faculty member first receives a joint appointment, the faculty member and the 
appropriate academic units must mutually determine, record in writing, and secure 
administrative approval for all conditions of the appointment. The offer of appointment 
should include the following: 

1. Probationary period (if applicable); 
2. Unit expectations for tenure and promotion; 
3. Procedures for recommending salary increases and performance reviews; 
4. Procedures for reappointment or non-reappointment decisions; 
5. Procedures that apply in cases of financial exigency or the dissolution of one of 

the academic units, or if the joint appointment is dissolved. Unless otherwise 
specified, the faculty member will return to the primary department. 

A copy of the offer of appointment will be given to the appointee and will be placed in 
his/her personnel file in the Office of Academic Affairs. Should any unresolved 



 
disagreements arise among the participating units and/or faculty member, the joint 
appointment shall be dissolved in accordance with the provisions of the written 
agreements. 

K. Standards for Non-Reappointment 

The Kansas Board of Regents has adopted the following policy regarding timely notice of 
non-reappointment for faculty members holding probationary appointments. 

Notice of non-reappointment should be given in writing in accordance with the 
following standards; however, such standards shall not be applicable to any 
administrative assignments held by the tenure track faculty member. 

1. Not later than March 1 of the first academic year of service, if the appointment expires 
at the end of that year; or if a one-year appointment terminates during an academic year, at 
least three months in advance of its termination. 
2. Not later than December 15 of the second academic year of service, if the appointment 
expires at the end of that year; or, if an initial two-year appointment terminates during an 
academic year, at least six months in advance of its termination. 
3. At least 12 months before the expiration of an appointment after two or more years in 
the institution. 

These statements shall apply even during periods of declared financial exigency, unless 
impossible, in which case notice shall be provided as early as possible. 

Kansas Board of Regents Policy Manual, Chapter II, Section C, Item 7 



 
 

4.02 / Eligibility of Adjunct Faculty for Employer-Provided 
Health Insurance 
Effective: October 21, 2014 
  

I.Purpose 

The purpose of this statement is to set forth University policy with regard to eligibility of adjunct 
faculty members for health insurance benefits under the Affordable Care Act. 

II.Preamble 

The Affordable Care Act requires that employers establish reasonable standards for determining 
the number of hours of service by adjunct faculty, including other hours that are necessary to 
perform the adjunct faculty member's duties, such as class preparation time. 

III.Policy 

1. Adjunct faculty will be considered to spend two and one-half (2 1/2) hours of 
service (preparation, grading, etc.) for every one (1) credit hour taught. The total 
hours shall be entered when processing the Electronic Personnel Action Form 
(ePAF). 

2. Circumstances may warrant a calculation based on hours not represented in the 
credit hour value. This includes but is not limited to those who teach applied 
courses, courses involving observation of students in the field, or adjuncts who 
teach classes without an assigned credit hour value. In this case the appropriate 
calculation shall be approved by the appropriate department chair and Provost's 
Office and entered into the ePAF. At no time shall this calculation be less than a 
credit of two and one-half hours (2.5) of service for every one (1) credit hour 
taught. 

IV.Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

Academic Affairs shall have primary responsibility for publication, dissemination and 
implementation of this University policy. 

 



 
4.03 / Faculty Sabbatical Leave 
Effective: December 09, 2015Revised: March 18, 2016 

I.Policy 

A. In strictly meritorious cases, a faculty member who has served continuously for 
six years or longer may be granted a leave of absence with partial pay for a 
period up to one year. Wichita State University's policy on sabbatical leaves is 
based on Board of Regents policy that states, in part, that sabbatical leave may 
be granted under the following conditions. 

B. In strictly meritorious cases, a full-time faculty member on regular appointment 
at any of the Regents institutions of higher education who has served 
continuously for a period of six years or longer at one or more of these 
institutions, may, at the convenience of the institution and upon the approval of 
the president or chancellor of the institution with which connected, be granted 
not to exceed one such leave of absence for each period of regular employment 
for the purpose of pursuing advanced study, conducting research studies, or 
securing appropriate industrial or professional experience; such leave shall not 
be granted for a period of less than one semester nor for a period of more than 
one year, with reimbursement being made according to the following schedule: 

1. For nine-months faculty, up to half pay for an academic year, or up to full 
pay for one semester. 

2. For twelve-months faculty, up to half pay for eleven months, or up to full 
pay for five months. 

C. A faculty member applying for sabbatical leave is required to file an official 
Application for Sabbatical Leave and sign a Sabbatical Leave Agreement by which 
he or she agrees to return to Wichita State University for a period of at least one 
year immediately following expiration of the period of leave. In the event of 
failure to return, the faculty member agrees to refund all sabbatical pay, or, on 
failure to remain for at least one year, to refund that portion of sabbatical pay 
which is in proportion to the amount of time not served as required by the 
agreement. 

D. Sabbatical leave requests should be prepared on official forms which are 

available on the Office of Academic Affairs web page. Leave requests are due in 
the deans' offices no later than the last Friday in September and in the Office of 
Academic Affairs no later than the second Friday of October of the academic 
year preceding the proposed leave. Leave requests are then referred to the 

https://www.wichita.edu/academics/academic_affairs/PVPAARForms/FacultyForms.php


 
Faculty Support Committee (FSC), a committee whose charge is to review leave 
proposals in terms of merit, solicit additional information where needed, and 
make ranked recommendations to the Provost who performs the final 
evaluation. Each applicant is informed of University action on his/her sabbatical 
leave request on the third Friday in January. 

E. Procedures and policies established for sabbatical leaves are as follows: 

1. The applicant prints or downloads the WSU Application for Sabbatical 
Leave and the Board of Regents Sabbatical Leave Agreement form. 

2. Each leave application form is completed in sufficient detail to permit 
review by the FSC and evaluation by the Provost. The application is first 
submitted to the applicant's chairperson, who transmits the form 
through his/her dean to the Provost for delivery to the FSC. 

3. Recommendations from the chairperson and the dean are included in the 
application when it is transmitted to the Provost. The recommendation 
must include a statement from the applicant's chairperson or dean 
concerning provisions to be made for the work load of the applicant 
during his/her absence. The statement should cover the direction of 
those graduate students for whom the applicant is the thesis or 
dissertation advisor. It should also indicate whether any additional 
expense to the University, apart from sabbatical salary, would occur if the 
leave were granted. Applications involving such additional costs are not 
ordinarily approved without special justification. 

4. If the proposed program of work is contingent upon the applicant's 
receiving additional financial aid from the University, apart from 
sabbatical salary, or from external sources, details concerning such 
contingency should be included in the application. The sources from 
which external support is being sought should be identified and the 
nature of any services required in connection with the receipt of such 
support should be related to the purpose of the leave. 

5. No later than 60 days from the first day of classes in the semester of the 
faculty member's return from sabbatical leave, he or she is required to 
submit a Final Report on the sabbatical projects. A form for filing this 
report will be sent to the faculty member early in the semester of his/her 
return to campus. The completed Final Report is to be submitted, 
through the chairperson and dean, to the Provost. It will be filed in the 
faculty member's permanent faculty record. If appropriate, the Final 
Report should include a description of specific plans for sharing the 



 
results of the sabbatical leave with the recipient's departmental 
colleagues or other groups on campus. 

F. The Sabbatical Leave Policy of the Regents system, and Wichita State University 
in particular, is based on the assumption that such leaves do not occur 
automatically at stated intervals, but are awarded on merit and are clearly 
designed to encourage scholarly and professional achievement for the mutual 
benefit of the faculty member and the University. 

G. The scope of activities that may be undertaken by WSU faculty on sabbatical 
leaves is quite broad, encompassing not only the traditional purpose of scholarly 
research, but the more nontraditional purposes of professional development or 
redevelopment. At WSU, leaves have been granted for advanced study, for 
specific research projects, for creative projects, for curriculum/instructional 
development, for residencies to observe the programs and methods of other 
institutions, for travel related to academic and professional development, for 
occupational experience designed to enhance professional qualifications, and 
many other similar purposes. Work toward a graduate degree does not normally 
qualify as an acceptable program for a sabbatical leave. 

H. Sabbatical leave programs properly serve the interests of the faculty member 
and the university as a whole. Faculty who have accumulated service with the 
University benefit from having a period away from normal campus obligations in 
order to pursue special interests or projects related to their professional lives. 
The period of renewal offered by such leave also benefits the University, which 
welcomes back at the conclusion of a successful leave a faculty member with 
new ideas, enthusiasm, and accomplishments. 

I. The sabbatical leave application process contains some features designed to 
enhance the probability of successful sabbatical leaves. In the application 
materials, faculty are asked to demonstrate special aptitude for their proposed 
projects, indicating previous professional or scholarly work related to the area of 
activity proposed for the leave. Sufficient documentation must be presented to 
enable the University to conclude that the goals of the leave probably will be 
accomplished and that the project cannot be completed without such a leave. 

J. A particular concern of the University is the difficulty of granting leaves to faculty 
in small departments. A disproportionate negative effect may be felt by students 
and colleagues when a faculty member who is the only person with 
programmatic expertise needed on a regular basis by the department takes a 
sabbatical or other type of leave. Faculty in small departments, therefore, need 
to plan their leaves in advance, and obtain assurance from their department and 
college that arrangements can be made to cover their responsibilities while 



 
absent. As previously indicated, Regents policy limits the number of sabbatical 
leaves in any fiscal year to not more than four percent of the equivalent full-time 
faculty with rank of instructor or higher. The University further stipulates that 
the number of leaves in any fiscal year may not be so great in any department, 
division, or college, or on the campus as a whole, as to disrupt the continued and 
regular course offerings, or to affect the quality of education offered to the 
students. Final approval of the sabbatical leave for a faculty member being 
reviewed for continuous tenure is contingent upon the awarding of tenure. 
Questions regarding the sabbatical leave policies and procedures of the 
University may be addressed to the Provost. 

 



 
4.04 / Resolution of Internal Disputes for Faculty 
Effective: July 01, 1997Revised: April 09, 2018 

I. Introduction 

The collegial atmosphere of the University community is best served through informal 
resolution of disputes. To resolve internal disputes, to assure careful consideration of personnel 
actions and complaints, and to safeguard academic freedom, Wichita State University provides 
for the review of grievances filed by faculty members of the University. Faculty members should 
turn to the grievance process only after informal means of resolution have been utilized. The 
term "faculty member" refers to all employees who, at the time the grievance is filed, have 
teaching/research/library responsibilities of 50% or more and .5 FTE or greater including: 
temporary faculty, probationary faculty, tenured faculty, contingent unclassified professionals, 
provisional unclassified professionals, and regular unclassified professionals (who have the e-
class designation of FA or F2). 

II. Policy 

A. Informal Means of Resolution 

Any faculty member who has a grievance must first make a bona fide effort to resolve the 
matter through University established lines of authority. In most instances this should involve 
the chair, and if appropriate, the dean. If discrimination is alleged, the faculty member shall 
seek resolution by contacting the Executive Director of Equal Opportunity. In the event that the 
complaint is directed against the Provost, the faculty member is encouraged to seek resolution 
of the dispute with the President of the University. If a faculty member appeals to agencies 
outside the University before the internal grievance procedure has been completed, the 
President of the University may tell the Faculty Senate Rules Committee to stop the review. 

B. Right of Consultation 

A faculty member may invite a faculty colleague to attend a discussion or meeting with his or 
her chair, dean, or other supervisory administrator at which the faculty member's professional 
activity or performance will be discussed, and should notify the administrator accordingly. The 
invited colleague may act as an advisor or witness, and may participate in the discussion if 
invited. 

The invited colleague is not a representative of the faculty member and shall not be nor serve 
as legal counsel. His or her limited role is that of colleague and advisor, assisting in the 
consultations to produce a satisfactory resolution of the dispute. Responsibility for any 
decisions reached or actions taken remains with the parties to the dispute. Any other 
administrative officer invited to such a meeting or discussion has the same limited role as an 



 
invited colleague, unless he/she has regular, pre-existing administrative responsibilities for the 
issues being discussed. 

When a faculty member invites a colleague to attend such a meeting or discussion, the faculty 
member assumes responsibility for any loss of confidentiality that results from that colleague's 
actions. The presence of an invited colleague does not imply that a written record of the 
meeting must be kept; it does not preclude any participant from submitting a summary 
memorandum to others who were present for their authentication. 

C. Faculty Senate Ombudsperson 

Faculty Senate Ombudspersons are available to provide assistance to faculty members in the 
identification or articulation of internal disputes that arise within the University. The 
Ombudsperson's role is to listen to concerns arising from disputes within the University, 
provide resources and clarify procedural options and, as such, may facilitate a satisfactory 
settlement of the dispute without necessitating the filing of a grievance. The decision whether 
to file a grievance is, however, the prerogative of the faculty member with the concern. A list of 
the current Ombudspersons shall be posted on the Faculty Senate's website. Faculty members 
are encouraged to contact an Ombudsperson before filing a grievance. The president-elect of 
the Faculty Senate shall assist the faculty member in connecting with an Ombudsperson if 
necessary. 

The Faculty Senate Executive Committee shall nominate three tenured faculty members, from a 
pool of previous faculty senate presidents, to serve as Ombudspersons for three-year staggered 
terms. The appointments will be confirmed by a vote of the Faculty Senate. By virtue of their 
prior service, those chosen to serve as Ombudspersons will possess significant knowledge of 
University structure and operations. 

A person may not be in the grievance pool during the time of service as Ombudsperson. 
Administrators, as defined in the Faculty Senate Constitution, shall not be eligible for 
appointment. Administrators include those persons holding the title of President, Provost, 
Senior Vice President, Vice President, Associate Vice President, Assistant Vice President, Dean, 
Associate Dean, Assistant Dean, and Directors of all non-academic programs including, but not 
limited to, Director of the Office of Institutional Research, Director of Physical Plant, Registrar, 
and Director of Cooperative Education. 

 III. Policies and Procedures for Processing Grievances for Faculty 
A. Grievance General Information 

1. Filing the Complaint 

If the dispute is not settled through the required informal means, the faculty member may 
invoke the University's grievance policy by contacting the Chair of the Faculty Senate Rules 



 
Committee and submitting a formal complaint. In matters alleging discrimination, if contacted 
first, the Faculty Senate Rules Committee Chairperson will direct the faculty member to the 
Executive Director of Equal Opportunity. 

2. Complaints Excluded from the Grievance Procedure 

Complaints based on the following are excluded from this grievance procedure: 

• Tenure and Promotion 

• Retrenchment 

• Hiring Decisions 

• Traffic Fines 

• Library Fines 

• Dismissal for Cause 

• Sexual Harassment 

• Complaints of Unlawful Discrimination 

3. Time Limits 

The complaint form should be filed within three months from the date on which the act/s or 
omission/s which are the basis of the grievance occurred or the date on which the act/s or 
omission/s reasonably would have become known. All grievance procedures, including but not 
limited to grievance hearings, are suspended from May 18 to August 18. Grievances filed during 
that period will be processed as if filed on August 18. The time requirements in this grievance 
policy shall be followed to the extent reasonably possible. When used, the term "class days" 
refers to weekdays, when classes are in session. 

4. Administrative Leave for Faculty During the Proceedings 

A faculty member may be placed on administrative leave during a grievance if the Executive 
Director of Human Resources, in consultation with the appropriate Dean, deem there is an 
immediate danger to the faculty member or to others. The administrative leave may be with or 
without compensation as determined on a case by case basis. 

5. Complaint Form 

The complaint form requires the faculty member to describe the nature of the complaint, the 
date on which the act/s or omission/s which is/are the basis of the grievance occurred, and 
shall state the alleged improper action and explain the desired remedy. This statement will 
serve as a petition submitted to the Faculty Senate Rules Committee requesting it to call 
together a Review Committee to review the matter. Submission of a petition does not 



 
guarantee a Review Committee will be called, that an investigation will occur or a detailed 
review of the problem will be undertaken. 

6. Review by the Faculty Senate Rules Committee 

The Committee must decide whether the faculty member has made a good faith effort to 
resolve the problem through informal means. The Committee will decide within ten class days 
whether the grievance should be processed and a Review Committee formed. A decision not to 
process the grievance may be appealed to the Faculty Senate President who will decide within 
five class days of receiving the appeal whether to overrule the decision. If the petition is 
accepted, the Rules Committee Chair shall appoint a Convener from the Panel of Conveners and 
a Review Committee from the faculty members who are on the Grievance Board (See Section 
III.G. below). It is the responsibility of the Chair of the Faculty Senate Rules Committee to 
ensure that the review complies with all established timelines. 

7. Convener 

The Panel of Conveners will consist of ten individuals, selected from faculty members who are 
eligible for Faculty Senate membership by the Rules Committee of the Senate in consultation 
with the Chair of the Faculty Senate Rules Committee. The Convener is not a voting member of 
the Grievance Review Committee. The Convener's role is that of an administrator and executive 
secretary. The Convener shall have the following responsibilities: 

a. Send a copy of the complaint form and supporting documents to all parties 
to the action, to the dean, and to the Provost. 

b. Schedule all meetings of the Review Committee. The first hearing meeting is 
to be scheduled no later than 15 class days after the appointment of the 
Review Committee. 

c. Chair all meetings of the Review Committee. 

d. Keep all parties informed. 

e. Ensure that fair and proper procedures are followed. 

f. File the final report with the office of the Provost and with the Chair of the 
Faculty Senate Rules Committee. 

g. Act as secretary for all appeals of the grievance. 

8. The Review Committee 

A Review Committee of five will be chosen from the Grievance Board by the Chair of the Faculty 
Senate Rules Committee. Faculty may remove themselves from the case for bias or conflict of 
interest. In addition, each party to the grievance will have a total of two challenges. If any 
member of the Review Committee is unable to continue because of illness or for other good 



 
and sufficient reasons, the hearing shall proceed with fewer members unless one or more of 
the parties has a compelling reason for requesting that another person from the Grievance 
Board be selected to replace the Review Committee member who is unable to continue, in 
which case the Convener shall request the Chair of the Faculty Senate Rules Committee to 
select a replacement. The Review Committee has the following responsibilities: 

a. To attend all meetings called by the Convener. 

b. To ensure that fair, proper, and confidential procedures are followed. 

c. To consider all pertinent and relevant evidence in the case. 

d. To decide whether the allegations have been sustained by the 
evidence, determine whether a wrong has occurred, and to make 
recommendations concerning possible redress. 

B. Pre-Hearing Procedures 

i. Meeting of the Convener and the Parties 

The parties to the dispute will submit written summaries of the major issues to be decided to 
the Convener, and the Convener will then schedule a meeting with the parties to: 

a. Clarify and, where possible, simplify the issues. 

b.   Stipulate to the facts, if possible. 

c.   Arrange for the exchange by the parties of all documents which 
each party intends to present to the Review Committee, and establish 
a deadline for that exchange which shall be no later than five class 
days before the formal hearing. A party to the grievance may not 
present any documents to the Review Committee at the grievance 
hearing unless they have been provided to the other parties to the 
grievance by the foregoing deadline. 

d. Identify the witnesses whom each party intends to call at the 
grievance hearing. 

e. Discuss the participation of advisors to the parties who are not and 
shall not act nor serve as legal counsel. 

f.To notify either or both parties of specific material/information 
requested by the Review Committee. 

2. Meeting of the Convener and the Review Committee 

The Convener will call the Review Committee to its first meeting to review the procedures and 
responsibilities of the Review Committee. 



 
3. Cooperation of the Parties 

All parties should make every effort to cooperate with the Convener and each other during 
these preliminary activities. If there are unjustifiable delays in the proceedings, the Convener 
may so advise the Review Committee. At its discretion the Review Committee may determine 
that one or more of the parties are not cooperating, report this fact to the Faculty Senate Rules 
Committee, and adjourn. If the adjournment is accepted by the Rules Committee, the Convener 
will declare the proceedings closed and the grievance process shall be terminated. 

C. Hearing Procedures 

The faculty member may elect to submit the grievance to a hearing before the Review 
Committee or to waive a hearing. If a hearing is waived, the Review Committee will evaluate 
the evidence and base its findings and recommendations on the documents and materials 
provided by the parties to the grievance. If the faculty member elects a hearing before the 
Review Committee, the following procedures for the hearing shall be followed: 

1. The Convener shall establish a time for the hearing, taking into account the needs 
of the parties. However, unless there are extenuating circumstances, the hearing 
shall be held no later than forty-five calendar days after the Faculty Senate Rules 
Committee determines that the grievance should be processed. 

2. The Review Committee will determine what information it needs to decide the case 
and may request that either or both parties provide such additional information as 
it deems appropriate. The Review Committee has no power of subpoena and 
participation in the hearing is voluntary on the part of the parties. Unless good 
cause is shown, the hearing shall be closed. Upon request from either party, 
witnesses may be excluded from the hearing room while not testifying. 

3. The hearing is not a court of law and should not be expected to follow the rules and 
procedures of a court. However, the hearing should ensure a thorough, fair, open, 
and impartial review. 

4. At the Review Committee's discretion, during the course of the hearing the faculty 
member may be invited to amplify the statement of complaint; the other party may 
be asked to speak in defense; both parties may call witnesses; the Review 
Committee and the Convener may question both parties and all witnesses. 

5. The parties to the grievance may invite an advisor from the Wichita State University 
community to be present and give advice, but such advisor, including those with 
legal training, shall not be nor serve as legal counsel. 

6. No recording or transcript of the hearing will be made, but the Convener and each 
Review Committee member may keep notes to assist in preparing a report 
describing the proceedings, conclusions, and recommendations of the Review 



 
Committee. A committee member's notes will be confidential and the work product 
of the committee member. 

7. When the Review Committee is satisfied that all reasonably available pertinent 
information has been presented, the Convener shall declare the hearing closed. 

D. Decision of the Review Committee 

The Review Committee shall deliberate in private in order to review the information presented 
and arrive at its recommendations. The Review Committee must submit a final written report 
of proceedings, conclusions, and recommendations no later than ten class days after the close 
of the hearing. The Convener shall send the report to the parties of the dispute, the dean, the 
Provost, and to the Chair of the Faculty Senate Rules Committee, who shall file the report in the 
Faculty Senate office. The report should (1) restate the charges, (2) present the finding of facts, 
(3) indicate whether a wrong occurred, and (4) recommend what should be done. The Review 
Committee will make its recommendations to the Provost who will decide to accept, reject, or 
modify those recommendations. In the event that the Provost is the subject of the grievance, 
the recommendation will be sent to the President of the University. The existence of the 
grievance procedure assumes that the Review Committee's recommendations will generally be 
accepted or will be rejected or modified only for compelling reasons. 

E. Appeal to the Provost 

Either party has the right to make a final statement in writing to be sent to the Provost. The 
statement must be submitted no later than five class days after receipt of the Review 
Committee's recommendations. The Provost will act on the matter within ten class days after 
the deadline of receipt of final statements. Notice of acceptance, rejection or modification of 
the Review Committee's shall be sent to the Convener, the parties, the dean, the Review 
Committee, and the Chair of the Faculty Senate Rules Committee who shall file the notice, with 
identifying information deleted, in the Faculty Senate office. The written material presented by 
both parties to the Review Committee and the Review Committee's final report will be kept on 
file by the Provost for three years from the date of the final report. This material will be held in 
confidence as personnel related material. 

F. Appeal to the President 

Either party to the grievance may appeal the decision of the Provost by submitting a letter to 
the President of the University within ten class days from the date of the receipt of the 
Provost's decision, requesting an appeal of that decision. A copy of the appeal letter shall be 
submitted to the Review Committee Convener, who will assure that the dean, the Provost, 
Review Committee members, and the other parties to the grievance receive copies. 

The letter requesting the appeal must state the basis for seeking the appeal. An appeal must be 
based on one or more of the following reasons: 



 
1. The decision was not substantiated by the evidence; 

2. The decision was erroneous in light of applicable University standards, policies, 
and/or procedures; 

3. The procedures as outlined in this policy and/or as modified by the Review 
Committee (as allowed by the policy) were not followed; or 

4. Actual bias on the part of the Review Committee and/or Provost. 

The other parties to the dispute and the Review Committee may submit written comments to 
the President regarding the appeal no later than five class days after receipt of the notice of the 
appeal. The President shall review the original materials, any statements sent by the parties to 
the Provost or the President regarding the grievance, and the Provost's final action. The 
President shall notify the Provost, both parties to the dispute, the Convener of the Review 
Committee, and the Chair of the Faculty Senate Rules Committee of his or her final action 
within ten class days of receipt of material. A copy of this notification, with identifying 
information deleted, shall be filed in the Faculty Senate office. 

 

G. Grievance Board 

Each year a Grievance Board consisting of a representative panel of members who are eligible 
for faculty senate membership will be selected to serve in the grievance pool. Temporary, 
probationary, contingent unclassified professionals will be given the opportunity to opt out 
with no questions asked within a month of receiving notification regarding their membership in 
the grievance pool. Those identified to act as potential Review Committee members will be 
selected at random from the grievance board in proportion to the numbers in each rank, 
race/ethnicity, and sex. None of the Grievance Board members may be members of the Faculty 
Senate Rules Committee. Persons who serve on a grievance Review Committee are exempt 
from serving on another grievance committee for a three year period. Persons selected for 
serving on the grievance board must petition the Provost to be excused. 

 



4.05 / Professional Development 
Effective: July 01, 1997 

I. Policy

Professional development and continuing professional education are essential elements in an
institution's quest for academic quality. At Wichita State University, the primary responsibility
for professional development rests with the individual. Increasing effectiveness in teaching,
research, and service is expected of each member of the faculty.

In an era of limited resources, however, the institution is developing a variety of opportunities
for faculty to obtain the resources needed for professional growth. Within the limits of its
capabilities, the University provides some funds for travel to professional meetings. Each fall
and spring, the University research committee awards small grants to faculty who need some
support to initiate or complete a research project.

Various offices throughout the institution offer programs directed at the improvement of
instruction such as the University College advising offices and the Testing Center within the
Counseling Center. The Counseling Center staff is available to faculty and staff who wish to
discuss personal and professional issues. Each year, a number of seminars and dialogue groups
are provided in which professional and instructional issues are discussed. The Office of
Academic Affairs can also arrange part-time administrative internships for faculty seeking new
perspectives on the institution.

Finally, faculty are advised to take advantage of the many seminars, workshops, and
presentations provided often on an informal and ad hoc basis by a number of academic units and
interest groups.



 
4.06 / Statements on the Professional Rights and Responsibilities of Faculty 

Effective: July 01, 1997 

I.  Policy 
A. Academic Freedom 

The teacher is entitled to full freedom in research and in the publication of the 
results, subject to the adequate performance of the teacher's academic duties. 
The faculty member is entitled to freedom in the classroom in discussing the 
subject, but the faculty member should be careful not to introduce controversial 
matter which has no relation to the subject. 

The faculty member is a citizen, a member of a learned profession, and an officer 
of an educational institution. When the faculty member speaks or writes as a 
citizen, the faculty member should be free from institutional censorship or 
discipline, but the faculty member's special position in the community imposes 
special obligations. As a person of learning and an educational officer, the faculty 
member should remember that the public may judge the profession and the 
institution by the faculty member's utterances. Hence, the faculty member 
should at all times be accurate, should exercise appropriate restraint, should 
show respect for the opinions of others, and should always indicate that the 
faculty member is not an institutional spokesperson, unless they have been 
approved as an institutional spokesperson prior to any utterance. 

B. Rights and Responsibilities of Academic Professionals and Collegiality 

Faculty members are at one and the same time employees of the University, 
members of learned professions, and members of the Faculty of the Wichita 
State University. Each of these roles carry various rights, responsibilities, and 
privileges. Together, these rights, responsibilities, and privileges define the 
profession of the University professor as teacher, scholar, and public servant. 

As employees of the University, faculty members are subject to policies adopted 
by the University; policies, procedures, and regulations adopted by the Kansas 
Board of Regents; and various laws and regulations established by the 
municipality, State of Kansas and United States Government governing the 
conduct of its employees. 

As members of learned professions, faculty members share with colleagues 
throughout the nation and the world, including members of the University 
administration, responsibility for the discovery, dissemination, and preservation 
of knowledge in their chosen fields. They also enjoy the rights and privileges 
necessary to the work of scholars and teachers, many of which have been 



 
explicitly recognized and sanctioned by the Kansas Board of Regents in its 
enactments. These include academic freedom, as defined in the American 
Association of University Professors 1940 Statement of Principles, and its various 
interpretative statements. 

As members of the Faculty of the Wichita State University, faculty members have 
specific rights and responsibilities with respect to the academic rules, 
regulations, and programs of the University, University governance, and faculty 
governance. These rights and responsibilities are outlined and summarized in the 
University Policies and Procedures Manual. These specific provisions reflect 
standards and expectations recognized by the academic professions throughout 
the United States. 

The principles that govern the resolution of disputes at Wichita State University 
are those of collegiality and consultation. Preferably, the consultation is among 
the parties directly involved in the dispute, and results in a decision which all 
parties accept. When this fails, for whatever reason, the parties involved may 
wish to bring in other members of the University community, either informally, 
by invitation, or formally, by invoking specific rights of appeal provided by 
University policies. 

Collegial relationships among faculty members, and between faculty members 
and administrative officers of the University, are based on a mutual recognition 
of, and respect for, the various roles that faculty members and administrators 
play, and the rights, responsibilities and privileges involved in these roles. For 
example, faculty members should respect the lawful authority of administrative 
officers of the University, who exercise supervisory responsibility for the 
University, on behalf of the Kansas Board of Regents and the State of Kansas. At 
the same time, administrative officers should respect the scholarly, creative, and 
professional rights of faculty members, based on their status as members of the 
learned professions. 

When disputes arise over the proper interpretation of faculty rights, 
responsibilities, and privileges, the expectation is that these disputes will be 
resolved after consultation between the parties involved, and generally within 
the framework of established lines of authority. Normally, disputes are resolved 
in consultation with the chair of the department; failing that, in consultation 
with the dean of the college; failing that, in consultation with the Provost; and 
failing that, in consultation with the President of the University. Extraordinary 
circumstances will dictate appropriate modifications consistent with these 
expectations. 

When disputes cannot be resolved through such informal consultation, 
University policies provide other means of resolving various disputes. These 



 
include (but are not limited to): appeal of tenure and promotion 
recommendations to college- or University-level committees, or to the 
President; appeals of curricular and academic policy questions to the faculty of a 
college, or to the University Faculty; placing an issue before the Faculty Senate; 
employing the Faculty Grievance Procedure. In each of these cases, the matter in 
dispute is placed before colleagues and peers for their consideration, judgment, 
and recommendation. There are few, if any, matters for which the University 
does not provide some formal means of appeal for review or reconsideration of 
a decision affecting a faculty member. 

C. Faculty Ethics Statement 

The Faculty Senate adopted the following statement on faculty ethics on 
November 8, 1982: 

1. Faculty members, guided by a deep conviction of the worth and dignity of 
the advancement of knowledge, recognize the special responsibilities placed 
upon them. Their primary responsibility to their subject is to seek and to state 
the truth as they see it. To this end they devote their energies to developing and 
improving their scholarly competence. They accept the obligation to exercise 
critical self-discipline and judgment in using, extending, and transmitting 
knowledge. They practice intellectual honesty. Although they may follow 
subsidiary interests, these interests must never seriously hamper or compromise 
a faculty member's freedom of inquiry. 
2. As teachers, faculty members encourage the free pursuit of learning in 
their students. They hold before the student the best scholarly standards of their 
discipline. They demonstrate respect for the student as an individual and adhere 
to their proper roles as intellectual guides and counselors. They make every 
reasonable effort to foster honest academic conduct and to assure that they 
evaluate students according to their true merits. They respect the confidential 
nature of the relationship between teacher and student. They avoid any 
exploitation of students for private advantage and acknowledge significant 
assistance from them. They protect the student's academic freedom. 
3. As colleagues, faculty members have obligations that derive from 
common membership in the community of scholars. They respect and defend 
the free inquiry of their associates. In the exchange of criticism and ideas they 
show due respect for the opinions of others. They acknowledge their academic 
debts and strive to be objective in their professional judgment of colleagues. 
They accept their share of faculty responsibilities for the governance of their 
institution. 
4. As members of their institution, faculty members seek above all to be 
effective teachers and scholars. Although they observe the stated regulations of 
the institution, provided these do not contravene academic freedom, they 



 
maintain their rights to criticize and seek revision of them. Faculty members 
determine the amount and character of the work they do outside their 
institution with due regard to their paramount responsibilities within it. When 
considering interruption or termination of their service, they recognize the effect 
of their decision upon the program of the institution and give due notice of their 
intention. 
5. As members of their community, faculty members have the rights and 
obligations of any citizen. They measure the urgency of these obligations in the 
light of their responsibilities to their subject, their students, their profession, and 
their institution. When faculty members speak or act as private persons, they 
avoid creating the impression that they speak or act for their college or 
University. As citizens engaged in a profession that depends upon freedom for its 
health and integrity, faculty members have a particular obligation to promote 
conditions of free inquiry and to further public understanding of academic 
freedom. 

D. Board of Regents Mandated Statement on the Use of Controversial Material, 
Including Sexually Explicit Materials in Instruction 

Students are entitled to an atmosphere conducive to learning and to even-
handed treatment in all aspects of the teacher-student relationship. Faculty 
members may not refuse to enroll or teach students on the grounds of students' 
beliefs or the possible uses to which students may put the knowledge to be 
gained in a course. Students should not be forced by the authority inherent in 
the instructional role to make particular personal choices as to political action or 
their own social behavior. Evaluation of students and the award of academic 
credit must be based on academic performance professionally judged and not on 
matters irrelevant to that performance, whether personality, race, religion, 
degree of political activism, or personal beliefs. 

It is the mastery faculty have of their subjects and their own scholarship that 
entitles them to their classrooms and to freedom in the presentation of their 
subjects. Thus, it is improper for an instructor persistently to intrude material 
that has no relation to the subject, or to fail to present the subject matter of the 
course as announced to students and as approved by the faculty in their 
collective responsibility for the curriculum [See KBOR Policy Chapter II, F. Item 7 
as excerpted from the AAUP's 1970 Statement on Freedom and Responsibility6]. 

Revision Date 

January 30, 2004 
April 9, 2018 



 
 

4.07 / Consultant Services to Other State Agencies 
Effective: July 01, 1997 | Revised: April 09, 2018 
 

I. Policy 
It is the responsibility of the University, which employs a faculty member on a regular basis, to 
authorize in advance of actual service a faculty member to serve as a consultant to another state 
agency. If a WSU faculty member is contacted by another state agency to serve as a consultant 
and if the faculty member is to be reimbursed for these services, the following steps should be 
followed. 

A. The WSU faculty member through the departmental chairperson must submit a memo 
to the Provost giving the name of the faculty member, dates of employment, reason for 
employment, and the rate of compensation. 

B. When the matter has been approved by the Provost, the Vice President for Finance and 
Administration will notify the counterpart at the state agency requesting the services of 
the WSU faculty member so the requesting state agency can initiate the appropriate 
paper work to pay the WSU faculty member. 

C. Faculty members serving as a consultant for another state agency, whether approved for 
reimbursement for consultant services or not, are still expected to perform all duties and 
responsibilities of their position with the University. If serving as a consultant reduces 
the faculty member to less than 1.0 full time equivalent (FTE) the faculty member may 
find their University compensation to be adjusted, accordingly. 



 
 

4.08 / Definition and Assignment of Credit Hours 
Effective: October 15, 2012 

 

I.Purpose 
The purpose of this statement is to set forth University policy with regard to the definition of 
"credit hour" and the assignment of credit hours to courses and other types of academic work. 

II.Preamble 
Regulations of the U.S. Department of Education require institutions of higher education to 
define "credit hour" and to develop policies and procedures for assignment of credit hours to 
courses and other types of academic work consistent with the institution's definition. 

III.Policy 
A.         A "credit hour" is a measure of graduate or undergraduate academic work 

represented in intended learning outcomes and verified by evidence of student 
achievement that reasonably approximates not less than one hour of classroom 
or direct faculty instruction1 and a minimum of two hours of out-of-class student 
work for each week of instructional time for approximately fifteen weeks for one 
semester, or an equivalent amount of work over a different amount of time. This 
unit of measure, commonly referred to as the "Carnegie unit," is a reasonable 
approximation of a minimum amount of student work for an on-campus course. 

1 A class hour at Wichita State University is typically 50 minutes. 
B.    For purposes of laboratory work, internships, practica, clinical rotations, 
ensemble, studio work, distance learning and other academic work leading to the 
award of credit hours, each credit hour should reasonably approximate an equivalent 
amount of work as described in Paragraph 1 above. The following definitions are 
provided as general guidance for approximating a minimum amount of student work 
in the learning formats described below: 

1. Distance learning 

One credit hour for distance learning is defined as three (3) hours of instruction 
and/or student work per week that leads to equivalent learning outcomes 
required for an on-campus course. 



 
2. Field placement, internship, practicum, or clinical rotation 

One (1) credit hour for field placement, internship, practicum or clinical 
rotation is defined as at least forty-five (45) hours of supervised work each 

semester. 
3. Laboratory 

One (1) credit hour for laboratory credit is defined as a minimum of two (2) 
class hours of work each week in a laboratory under the supervision of a lab 
supervisor/instructor and an expectation of one (1) class hour of additional 
out-of-class student work each week. 

4. Individual study 

One (1) credit hour for individualized study (e.g. thesis and independent study) is 
defined as a minimum of three (3) class hours of direct instruction and/or 
individual work each week. 

As studio and ensemble work varies between fine art disciplines, assignment of credit 
hour should be according to discipline standards and/or accreditation criteria. 

C. The following procedures describe the University's process for determining 
the assignment of credit hours to courses: 

1. In the process of developing a new course, faculty will propose the 
appropriate assignment of credit hours to a course on the 
Curriculum Change Form. 

2. The proposed assignment of credit hours must be submitted to the 
following administrators and committees, in sequential order, for 
review and approval: 

a. Department Chair; 

b. College Curriculum Committee; 

c. Dean of the College; and 

d. Academic Affairs Committee (for undergraduate courses) 
or Graduate Council (for graduate courses) 

3. The Provost or designee will provide final verification of the 
assignment of credit hours, and will be responsible for the 
interpretation of policies and procedures pertaining to the 
assignment of credit hours to a course or other types of academic 
work. 



 
4. The Provost or designee will consult with departmental faculty to 

make changes when the assignment of credit is inconsistent with 
this policy. 

5. Courses and/or academic work must be scheduled in a way that 
conforms to the above definition of credit hour. 

6. Faculty must provide sufficient information and detail in syllabi to 
establish that the minimum amount of work expected of students 
is consistent with the assignment of credit hours to the course. 

IV.Implementation 
This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The Office of Academic Affairs shall have primary responsibility for publication, dissemination 
and implementation of this University policy. 

 



 
 

4.09 / Student Access to Faculty - Office Hours 
Effective: July 01, 1997 

 

I.Policy 
All members of the faculty shall file office hours with the dean of the college not later than the 
beginning of the second week of each semester. The schedule of office hours should be posted 
at the faculty member's office and should be announced to each class. The office hours should 
be extensive enough to provide ample opportunity for scheduled and unscheduled conferences 
with students. Every reasonable effort should be made to maintain the office hours as scheduled 
and announced. 

  
 



 
 

4.10 / Class Policies 
Effective: July 01, 1997 | Revised: April 09, 2018 

I.Policy 
A.   Classroom Assignments and Class Time 

Classrooms are assigned for each class in accordance with the quota submitted by 
the department. Although departments may request specific classrooms when 
needed for special equipment, the Registrar's Office is authorized to make room 
assignments without consultation. All classes will be held in the rooms scheduled 
unless a change is requested from and granted by the Registrar's Office. 
Requested class times are changed only upon consultation with the dean and 
chairpersons. All classes will begin and dismiss promptly as scheduled.       

 

B.   Class Lists 

Class lists are available using online resources and can be viewed starting several 
weeks before the semester begins. Students whose names are on the class list are 
officially registered. If a student's name does not appear on the list, he or she 
should be advised to contact the Registrar's Office immediately. Only students 
who are officially enrolled are permitted to attend class. 

C.   Student Attendance Obligation 

 Students are expected to attend all classes in which they enroll and to withdraw 
from     any class they are not attending. Failing grades can be assigned to a class 
that is not   withdrawn even if the student never attended. 

   

 



 
 

4.11 / Commencement Policy 
Effective: July 01, 1997 

I.Policy 
The annual Commencement exercise is organized by a Commencement Committee with student, 
faculty, and administrative representation. Members of the faculty are expected to attend 
Commencement. Academic regalia is worn and may be rented through the University Bookstore. 



4.12 / Teaching Loads 
Effective: July 01, 1997 |Revised: September 21, 2020 

I.Initiating Authority
The Faculty Senate serve as the initiating authority. 

II.Purpose
A. Faculty work in three areas: student-centered work (e.g., teaching),
disciplinary/professional- centered work (e.g., research/scholarship), and community-
centered work (e.g., service). These are referred generally as the following three categories:
(1) TEACHING; (2) RESEARCH, SCHOLARSHIP, OR CREATIVE ACTIVITY; AND (3) SERVICE.

B. Workload refers to total professional effort, which includes the time (and energy)
devoted to class preparation, student work, curriculum and program deliberations,
scholarship/research, participation in governance activities, and a wide range of community
services.

III.Policy
The standard teaching load normally shall be no more than the equivalent of a 12-credit 
hour maximum per semester, with no more than three (3) different course preparations 
(based on a three (3) credit hour course). 

IV.Administrative Procedure
A. More than three different course preparations should be considered exceptional.
Equivalency standards for comparison between a normal three-credit hour course and non-
standard teaching activities, like badge courses and graduate supervision, should be
determined at the department level. Workload in the areas of: (1) research, scholarship, or
creative activity, and (2) service are based on a faculty member’s position/role.

B. Faculty members are to discuss workload expectations with their Chair and/or Dean at
least annually in conjunction with the standard annual review and whenever revisions are
made. The Chair or Dean should provide a written summary of decisions concerning the
faculty member’s workload expectations.



 
 

4.13 / Chair Policy and Procedures 
Effective: July 01, 1997 |Revised: November 15, 2011 

I. Policy 

The six undergraduate degree-granting colleges are organized by departments and schools 
headed by chairs or directors. A statement of University-wide policies and procedures on the 
role, selection, review and evaluation of department chairs has been adopted by the University 
faculty. Throughout this policy, any reference to "chair" also applies to directors, and any 
reference to "department" also applies to schools. 

A. Title of the Office 

The term "chair" as opposed to "head" is used herein to suggest consultative and open 
administrative procedures. 

B. Role of the Chair 

Appropriate functions of the chair include the following duties: 

1. Academic Leadership 

a. To inspire and to facilitate departmental staff action that identifies and 
moves effectively toward the realization of goals of the department. 

b. To create and maintain an environment conducive to continuous 
departmental development by employing carefully considered and highly 
selective recruitment practices and by encouraging and facilitating 
professional growth in all members of the staff. 

2. Representation 

a. To represent to appropriate groups beyond the departmental staff, such as 
students, college administration, University administration and the general 
public, the academic, professional and economic needs and interests of the 
department and its staff. 

b. To represent to the staff the interests of identified relevant groups beyond 
the departmental staff, such as university administration, college 
administration, students, the academic discipline and the general public. 



 
c. To act on all budgetary matters of the department in consultation with 
representative staff and the dean. 

d. To act on personnel problems of the department, and, in consultation with 
representative staff, to make decisions on or transmit to the dean 
recommendations regarding: 

i. assignment of staff 
ii. evaluation of staff 

iii. level and equity of financial reward 
iv. tenure 
v. promotion 

vi. nonrenewal of employment 

The role of the chair is important to the well being, morale and development of the 
professional staff and to the operation of the University. The departmental staff, the 
dean, the Provost and the President all share an interest in developing and following 
procedures to facilitate the selection of chairs who will foster the highest standards of 
professional performance, or when necessary, infuse new life into a department. The 
following procedures will be utilized in the selection, appointment and evaluation of 
chairs. 

C. Eligibility for Chair 

No eligibility requirements as to age or length of University service are recommended. 
However, in no instance may a nominee for the position of chair be of a rank less than 
assistant professor, but the electorate may by majority vote establish a policy further 
limiting eligibility requirements. 

D. Term of the Chair 

The term of the chair shall be set by a majority of the departmental electorate at not 
less than three years nor more than five years. The chair may serve more than one 
successive term on the vote of a majority of the departmental electorate. A chair shall 
have the prerogative of resigning the office at any time, with reasonable notice. The 
departmental electorate may, by a petition signed by a majority of the total electorate, 
ask the dean to consider removal of the chair, but in no instance shall such request be 
made prior to the first annual evaluation of the chair. If so requested, the dean shall 
initiate a hearing. If an agreement cannot be reached, procedures stated under 
"IMPASSES" below shall be followed. 

The dean may request, at any time, for good and sufficient reason, that the department 
consider removal of the chair. When removal is considered, the chair shall be accorded 



 
an opportunity for a full hearing, before the electorate and the dean, on his or her 
alleged shortcomings and have opportunity to respond. 

A majority vote of the department electorate is required to support removal from office. 
If an agreement cannot be reached, procedures stated under "IMPASSES" below shall be 
followed. 

Nothing in this document shall preclude the President from removing a chair from the 
position and/or appointing an interim chair if the President is convinced, beyond 
reasonable doubt, that the integrity of the University and its effective functioning 
requires such action and if the President has explored the situation, insofar as time 
permits, with faculty members and the chair of the department involved, and with the 
dean and appropriate committees of the college in which the department is housed. In 
keeping with the consultative spirit of this document, it is recommended that in 
reaching such decisions the President also seek the advice, insofar as practicable, of 
representatives of faculty and administration. 

In the event of termination of a chair (due to completion of the term of office, 
resignation or removal), he or she shall be accorded the same professional rights as any 
other faculty member of like academic status. 

If it is necessary to appoint an acting or interim chair for longer than one semester, the 
dean shall make the appointment, except that on petition of a majority of the 
departmental electorate, he or she shall institute the same selection procedure as is 
used in naming a chair for a full term. If the appointment of an interim or acting chair is 
for a semester or less or for serving for a chair who will return to his or her position, the 
dean and the regular chair shall decide on the interim appointee. 

E. Electorate 

The electorate for nominating a department chair shall, as a minimum, include all those 
serving as full-time (1.0 EFT) professors, associate professors, assistant professors and 
tenured instructors, who provide at least 50 percent of their University duties within the 
department. This group may, by majority vote, establish as a policy the extension of the 
electorate to (but no farther than) all those in the department enfranchised to vote 
under the Faculty Senate Constitution. 

Administrators, as defined by the Faculty Senate Constitution, are excluded from the 
electorate for the purposes of voting for a chair. A faculty member who has resigned or 
who is serving in the last year of a terminal appointment shall also be excluded from the 
electorate for the purposes of voting for a chair. 



 
In departments with an electorate of five or fewer persons, departures from the stated 
procedures may be made. In such instances, the dean shall utilize methods that conform 
to the spirit of democratic and consultative procedures implicit herein. 

The dean shall ensure that the electorate is convened only after due notice. On 
convening, the electorate shall choose a presiding officer to serve until the selection of a 
chair is completed. 

The electorate, as defined above, may, by majority vote, assign to a committee of its 
choosing the function of nominating a candidate or slate of candidates for chair. In the 
final selection of a nominee for chair, the total electorate shall be accorded the right to 
vote. In all votes provided for pursuant to these procedures, measures shall be taken to 
ensure the anonymity of each voter. 

The electorate of a department recommends a nominee to the dean of the college. The 
dean, with the concurrence of the Provost, unless there is an impasse, may proceed to 
appoint the individual as chair of the department. 

In the event that a new department is created and has no staff, the dean shall have the 
prerogative of appointing the initial chair for a term not to exceed three years. 

F. Impasses 

In the event of an impasse between the dean and the departmental electorate over the 
selection or removal of a chair, the dean shall meet with the entire departmental 
electorate, give reasons for and discuss his or her position regarding the decision, and 
respond to questions and discussion from the faculty. An attempt shall be made to find 
a mutually acceptable solution. 

Failing a solution, the departmental electorate shall proceed through the nomination 
procedure a second time and make a nomination or nominations to the dean. 

If an impasse persists, the issue shall be submitted for fact finding and mediation to an 
ad hoc committee of five faculty members. This committee shall consist of one person 
named by the dean, one person named by the departmental electorate, and three 
persons named from the full-time teaching faculty of WSU, by the two previously 
appointed representative members. If the fact-finding and mediation activities of the 
committee do not resolve the impasse, the committee will transmit its findings of fact 
and its recommendations, which shall be made public, to the dean, to the President and 
to the Provost for their action. In addition, a vote by secret ballot shall be conducted 
among the department electorate to determine the number that support or oppose the 
recommendation of the dean. The record of this vote shall accompany the 
recommendation. Any member or group of the electorate shall be accorded the 



 
opportunity to make a statement in writing, support or opposing the recommendation, 
to the Provost. 

 

G. Evaluation of the Chair 

There shall be an annual, anonymous, written evaluation of the performance of chairs 
instituted by the dean and conducted by the electorate of the department as previously 
defined. The evaluation instrument used by the departmental electorate shall include 
questions submitted by the dean, by the chair and by representatives chosen by the 
departmental electorate from its membership. The results of the evaluation shall be 
available to the dean and to the chair; on the initiative of the chair, the results may be 
made available to others as designated by the chair. 



 
 

4.14 / Faculty Personnel Records 

Effective: July 01, 1997Revised: June 04, 2019 

I.Policy 

Faculty members must submit current curriculum vitae prior to the end of their first 
semester of service at the University. An official transcript of the highest degree 
completed is also required. Faculty academic records are maintained in the Office of 
Academic Affairs. 

(See also Employment Files at Section 3.37 of this manual.) 

 

https://www.wichita.edu/about/policy/ch_03/ch3_37.php


 
 

4.15 / Subvention 
Effective: July 01, 1997 

I.Purpose 

It is the policy of Wichita State University to encourage publication of books authored or 
co-authored by members of the faculty in fulfillment of the responsibility to engage in 
scholarly activity. To that end, recognizing the increased frequency of requests by 
publishers for subventions, Wichita State University may in some circumstances provide 
subventions from nonstate funds to aid members of the faculty engaged in substantive 
negotiations with publishers. The University reserves the right to recover the sum of the 
subvention when such recovery is possible. 

II.Policy 
1. Eligibility 

Subvention may be requested by an author(s) who is full-time tenured 
probationary member of the faculty of WSU. If a member of the faculty co-
authors a book with a member(s) of the faculty of another institution(s), the 
institution(s) shall negotiate concerning shared responsibility for subvention. 

2. Application Procedures 

The author(s) shall prepare a written request for subvention, and include a letter 
from the editor stating that the book has undergone professional evaluation and 
that substantive negotiations are under way. 

The application must be submitted to the appropriate department chair(s) for 
review and approval. If approved, the chair(s) submits the application, with a 
letter of approval, to the dean(s) for review and approval. If approved, the 
dean(s) will submit the application, the chair(s) approval letter and his/her own 
letter of approval to the Faculty Support Committee. 

The Faculty Support Committee shall evaluate the proposal for the relevance of 
the book to the area or areas of expertise of the author(s), the scholarly merits 
of the book and the quality of the press. The committee may invite an additional 
reviewer(s) to participate in the discussion of the merits of the book or of the 
press. If the committee approves the application, it will be transmitted to the 
Provost, along with a letter of recommendation, for final action. 



 
Should the application be rejected at any level, the author(s) will receive an 
explanation in writing. The applicant(s) may seek a review of a negative 
recommendation by the Faculty Support Committee from the Provost. 

Should the application be approved, the Provost or designee will negotiate with 
the author(s) and the publisher. An agreement stating the exact terms of the 
subvention, including the amount of the subvention and terms for recovery of 
the amount, when recovery is possible, will be added to the contractual record 
of the book by adding an addendum to the contract or by an exchange of letters 
of understanding added to that record. 

3. Recovery of Costs 

This University shall recover the amount of its subvention, when recovery is 
possible. If the University provides the entire subvention, it shall recover the sum 
of the subvention before the author(s) receives royalties. 

If the University and the author(s) share in the subvention, the University shall 
receive a share of the royalties proportional to its share, until the amount of the 
University's contribution to the subvention has been recovered. 

4. Taxation 

The author(s) acknowledges and agrees that he/she will be solely responsible for 
any and all tax consequences which may result or arise as a result of the 
payment of subvention support. 

5. Acknowledgment 

The author(s) shall acknowledge the University's subvention in the preface, 
introduction or acknowledgments. 

 



 
 

4.16 / Review Procedure for Alleged Violations of the Kansas 
Board of Regents' Social Media Policy 

Effective: February 13, 2017 

I.Purpose 

The purpose of this policy is to outline the procedure that will be followed when a 
faculty member is alleged to have violated the Kansas Board of Regents' Social Media 
Policy. 

II.Procedure 

A. The following procedure shall be used to address the alleged improper use of 
social media as defined in the Kansas Board of Regents' Policy Manual Chapter II: 
Governance-State Universities, F. 6. b. Social Media Policy. The procedure will apply 
to any non-student employee in any constituent group (University support staff, 
faculty, or unclassified professionals), in a manner consistent with First Amendment 
Constitutional rights and academic freedom principles. 

1. The University President, or President's designee, identifies an incident 
that potentially violates the KBOR use of Social Media Policy. 

2. The decision to implement this review procedure is made by the 
President, or President's designee, in consultation with the University's 
General Counsel respecting constitutional rights and academic freedom 
principles. 

3. Once the President and the General Counsel have made the 
determination to proceed with a review, the University President or 
President's designee will: 

a. notify the employee in writing of the alleged violation of policy; and 

b. form an ad-hoc Committee of Peers to determine the severity of 
the alleged infraction and to make recommendations as to the 
resolution of the matter. 

The Committee of Peers will be composed of five members: 

http://www.kansasregents.org/about/policies-by-laws-missions/board_policy_manual_2
https://www.aaup.org/report/1940-statement-principles-academic-freedom-and-tenure


 
i. three members appointed by the President of the 
constituent group of which the affected employee is a 
member; 

ii. two members appointed by the Presidents of the 
other two constituent groups of which the affected 
employee is not a member; one from each group. 

Thus, for example, if the affected employee is a member of the 
faculty, then three faculty members and one university support 
staff plus one unclassified professional would be members of the 
committee. 

The constituent groups will determine the method for selection of 
potential members of the Committee of Peers. An employee may 
request replacement of any member due to conflict of interest. 

4. The University President, or designee, charges the committee to review 
the incident. 

5. Within thirty calendar days of receiving the charge, the committee will 
investigate the incident and make a written recommendation to the 
President or President's designee that includes: 

a. whether or not there has been a violation of the KBOR Social Media 
Policy; and 

b. a recommendation of what disciplinary action might be taken if a 
policy violation has occurred. 

6. The University President, or the President's designee, shall make the final 
determination regarding any disciplinary action. In these instances, the 
applicable procedure described in the WSU Policies & Procedure 
Manual shall be followed for administering disciplinary action. This 
procedure assumes that the committee's recommendation will generally 
be accepted, or modified only for compelling reasons. 

B. This procedure shall not preclude an employee from using a formal grievance 
procedure adopted by other University policies whenever they are applicable. 
Individuals assigned to the Committee of Peers are exempt from serving on any 
related grievance or termination committees. 

 



 
 

4.17 / Graduate Faculty Membership 
Effective: July 01, 1997Revised: April 09, 2018 

I.Preamble 
Graduate faculty develop curricula, teach graduate courses, guide student research, 
Mentor graduate students, participate in the governance of graduate education, and 
determine criteria for Graduate Faculty membership. 

II.Policy 
Remaining current in one's discipline is a special responsibility of faculty who teach at 
the graduate level. In particular, research, scholarship, creative activities, and 
performance serve as models for graduate students. What constitutes a program of 
original work varies considerably from discipline to discipline. Quantity is not the sole 
criterion, and may not even be a major criterion. However, periodic evidence that one's 
work has undergone independent peer review and is part of an ongoing scholarly agenda 
is expected. In some disciplines, graduate faculty are also expected to generate external 
funding through grants and contracts to support their research and scholarly activities as 
well as to support graduate students. 

There are two categories of Graduate Faculty membership in Wichita State University. 
Candidates for Graduate Faculty membership must meet all department specific criteria 
and the following University specified eligibility criteria. All nominations for Graduate 
Faculty status must originate from a Wichita State University academic department. 

A. Categories 

1. Graduate Faculty 
1. Eligibility 

• Possess terminal degree in the discipline or its equivalent in 
training and/or experience (documentation is required when 
equivalency is claimed from a combination of training and 
experience) 

• Tenured or tenure-track WSU faculty with assistant 
professor or higher rank or meet established criteria for the 
academic unit 

2. Duties and responsibilities 
• Teach graduate courses 
• Serve on master's and doctoral committees 



 
• Chair capstone (project, thesis, and dissertation) 

committees 
• Mentor graduate students 

3. Duration of membership in category 
• Ongoing till separation from the University 

2. Affiliate Graduate Faculty 
1. Eligibility 

• Demonstrated departmental needed Earned graduate degree 
or qualified by education and/or professional achievement 

2. Possible duties and responsibilities 
• Teach graduate courses 
• Serve on and chair master's thesis and terminal committees 

for practice doctorates 
• Serve on PhD dissertation committees 
• Other duties as appropriate 

3. Duration of membership in category 
• Appointment length suggested by chair of the department 

and approved by the Dean of the Graduate School 
• Membership may be renewed through the submission of a 

nomination form by the academic department 
recommending the appointment, which should document 
successful performance in the preceding term 

B. Granting Of Graduate Faculty Privileges 

Research productivity, scholarship, and creative activities are best evaluated by 
graduate faculty at the departmental/college level. The Graduate School and 
Graduate Council provide oversight and due process for faculty seeking 
grievances in this matter, but the units are best equipped to make informed 
decisions regarding graduate faculty membership. Based on the rigorous process 
used to hire, review, and promote faculty, all members of the tenure-track faculty 
are eligible for regular Graduate Faculty standing. The procedure below is to be 
used to identify non-tenure track graduate faculty members. 

Each graduate program, either individually or collectively by department and/or 
college, can establish regular Graduate Faculty criteria for non-tenure track 
faculty. These criteria must be approved at the department, college, and Graduate 
Council levels, and should be updated at least every five years. 

1. Departmental/College Level 

Faculty who seek graduate faculty status for the first time are responsible 
for submitting a completed nomination form along with pertinent 
supporting information/documents to the department chair. The 
department chair will forward the candidate's material to the 
Departmental/College Graduate Faculty Status Committee (see below) for 



 
consideration. After the appropriate faculty status committee has 
reviewed, it will inform its recommendation to the chair who will send the 
nomination form (with supporting information/documents) to the 
Academic Dean with his/her own recommendation and signature. 

Each department and/or college should have a committee (minimum of 
three members) comprised of Graduate Faculty. Using the Graduate 
School's graduate faculty categories as a guideline, the college or 
department committee will submit criteria for each graduate faculty 
category to the Graduate Dean for approval. In order to stay current, 
departments/colleges will re-evaluate the criteria and submit them to the 
Graduate School every five years. The committee will also assess faculty 
who seek to have graduate faculty status (including re-appointment). A 
positive recommendation is defined by a simple majority vote, after which 
the nomination and supporting information are forwarded to their 
respective department chair or college dean. Faculty (including 
departmental chairs) whose material is under consideration cannot serve or 
vote on the departmental/college committee during consideration of the 
candidate's material. 

The College Dean has the right to request from the departmental/college 
committee additional justification in regards to the committee's vote or 
candidate's material. In the case of a positive vote by the College Dean, 
the completed nomination form and supporting information/documents are 
forwarded to the Graduate School. 

2. Graduate Dean and Graduate Council Level 

The Graduate Dean has the responsibility to evaluate and approve the 
departmental/college committee's criteria for each graduate faculty status. 
In cases where the Graduate Dean has disagreement with criteria 
established by the departmental/college committee, the Graduate Dean 
may return the criteria to the departmental/college committee for revision 
or further justification, and may also ask the Graduate Council for their 
recommendation. 

The Graduate School will maintain records of current graduate faculty, 
including their status category and date of term completion (if applicable). 
The Graduate School will notify graduate faculty members (and their 
respective department chairs) whose terms will expire in a timely manner. 
Review/renewal would then occur at the departmental/college level by the 
end of the fall semester. In addition, the Graduate School will notify the 
chairs to nominate newly hired faculty if they wish them to have graduate 
faculty status. 



 
Once the nomination form is received by the Graduate School, the 
Graduate School Dean may elect to confirm or deny the requested 
graduate faculty status. The Graduate School Dean may also forward the 
candidate's material to the Graduate Council for further discussion and 
recommendation. The Graduate School Dean informs the faculty member 
and department chair as to the final decision made regarding the granting 
of status. 

3. Faculty Due Process 

Each level of review should occur in a timely manner. When a negative 
recommendation is made (at any recommendation level), the denied 
recommendation form (which includes the justification for denial) is 
returned to the candidate (including the candidate's materials), and a copy 
of the denied recommendation form is forwarded to bodies who previously 
granted approval. 

Recommendations at all levels are based on a judgment of whether the 
faculty member meets the criteria set by the particular department or 
college. Faculty who receive a negative decision from the departmental or 
college committee, college dean, or Graduate School Dean may petition 
the Graduate School Dean to have their material reviewed by the Graduate 
Council. As part of their petition, faculty may elect to write a rebuttal to 
the vote justification of the departmental/college committee, college dean, 
or Graduate School Dean and may include additional material in support 
of their grievance. 

C. Revocation or Loss of Status or Suspension of Privileges 

1. Conditions under which changes in membership status or loss of 
privileges may take place: 

Membership status may be terminated or changed when an affiliate 
graduate faculty member no longer meets the eligibility requirements, or 
the affiliate graduate faculty member does not renew his/her membership. 
Nonrenewal of status, other than in cases of revocation or suspension of 
privileges may be appealed to the Graduate Council and the Graduate 
Council's disposition of appeal is final. Membership of either status may 
be revoked or privileges may be suspended in certain extreme cases, such 
as those of professional incompetence as a Graduate Faculty member, 
academic dishonesty, scholarly/scientific/creative misconduct, or gross 
failure to fulfill duties related to graduate faculty membership. 

 

 



 
2. Procedure for status revocation or suspension of privileges: 

Revocation of status or suspension of privileges of a graduate faculty may 
only result from graduate Council action following a complaint lodged 
with the Graduate Dean in writing and only if the complaint includes 
appropriate documentation as evidence of cause for removal of status or 
suspension of privileges. The complaint will be investigated by a faculty 
committee formed by the Graduate Council (comprising of at least three 
regular Graduate Faculty members). If further action on the complaint is 
deemed appropriate by the investigating committee, Graduate Council will 
make the final decision about the action to be taken. The accused graduate 
faculty member will have the right to a hearing before the investigating 
committee and the Graduate Council. 

 



 
 

4.18 / Probationary Period 
Effective: July 01, 1997 | Revised: February 01, 2013 

 

I.Policy 

A. Time Limit 

The Regents tenure policy defines the time limit for the probationary period 
in Section 4.13 of this manual. The following University regulations apply to the 
probationary period as defined in Kansas Board of Regents policy: 

1. At the time of initial probationary appointment, agreement between the 
appointee and the institution must be reached on the prior service, if 
any, to be applied against the probationary period. This agreement shall 
be contained in the initial letter offering the position and in the initial 
appointment letter. 

2. When a probationary period is interrupted by a leave of absence other 
than a scholarly leave, such leave will not be counted toward eligibility 
for tenure. A scholarly leave will count toward tenure unless the faculty 
member and the university agree in writing to the contrary at the time 
the leave is granted. If a faculty member takes a part-time administrative 
or other nonacademic appointment during the probationary period, that 
time is counted toward eligibility for tenure if he/she maintains at least a 
half-time (.5 FTE) academic appointment and is not counted if the 
academic appointment is less than half-time. 

3. If a faculty member terminates and subsequently returns to the 
university, rules for tenure consideration will apply as they do for 
previous service at other institutions of higher education. 

4. During the probationary period a teacher will have the academic freedom 
that all other members of the faculty have. 

B. Annual Evaluation of Nontenured Faculty 

All faculty members holding half-time or more appointments who have not 
attained tenure will be evaluated at least once a year. Faculty members will have 
the opportunity to present documentation of performance for the purpose of 
this evaluation. The evaluation will be recorded by the department chair on 
official University forms provided by the Office of Academic Affairs to 
department chairs. In addition to reviewing the faculty member's performance 

https://www.wichita.edu/about/policy/ch_04/ch4_13.php


 
during the preceding year, these annual reviews will also contain a section on 
"progress toward tenure" in which the faculty member's overall performance at 
WSU will be evaluated in the context of the tenure review which will occur at the 
end of the probationary period. All annual reviews should be submitted for 
tenure and promotion consideration: however, these annual reviews do not 
constitute a definitive review for tenure. The chair will review with the faculty 
member the results of the evaluation and transmit them to the dean. Copies will 
be retained by the faculty member, the department, the 
college/school/University Libraries dean's office and the Office of Academic 
Affairs. 

In order to ensure as consistent a review process as possible prior to tenure 
decision, the annual review of probationary members of a department is to be 
conducted exclusively by the tenured members of the department or the elected 
tenure committee of the department. The chair of the department will be 
present. Abstentions will not be registered except when a faculty member 
declares he/she has a conflict of interest concerning a case. The chair of the 
committee of tenured members records the evaluation and the vote of the 
group. The department chair shall provide a separate evaluation and 
recommendation. The vote count, evaluations, and recommendation will be 
shared with the person being reviewed, who shall be afforded the opportunity to 
submit a written rebuttal to the evaluations. In departments in which two or 
fewer members are tenured, an ad hoc review committee, consisting of tenured 
faculty members who might be involved in the ultimate tenure decision, shall be 
appointed by the dean of the appropriate college/school/University Libraries. 
Untenured chairs shall not participate in their own reviews. 

The annual evaluation is an important activity for which faculty members should 
be well prepared. It is a cumulative record of performance that in the case of 
probationary faculty shows progress toward consideration for continuous 
tenure. 

C. Early Consideration for Tenure 

1. Within the usual probationary period, a faculty member who believes 
he/she demonstrates exceptional merit may be afforded one opportunity to 
stand for tenure prior to mandatory review. In such cases, the faculty 
member, in consultation with the chair and the dean, shall determine the 
advisability of early nomination according to the following criteria of 
eligibility: 

a. The faculty member shall hold the rank of assistant professor or 
above. 



 
b. The faculty member without prior higher education service shall 
have completed two years of full-time service at Wichita State 
University before early review may be undertaken at the 
departmental level. 

2. Should the faculty member decide to stand for early tenure review, the 
following conditions shall apply: 

a. The tenure review shall be conducted under the standard 
deadlines, policies, and procedures governing tenure considerations 
at that time. 

b. A faculty member who is unsuccessful in the early application for 
tenure shall have the right to continue on probationary status and 
stand for mandatory tenure review without prejudice. 

D. Initial Appointment with Tenure 

In exceptional circumstances an individual may be awarded tenure at the time of 
initial appointment. Individuals being considered for appointment to an 
administrative position can be granted tenure at the time of appointment only 
on the basis of their scholarly and academic credentials. Review for the award of 
tenure with initial appointment shall be initiated by the tenured faculty of the 
relevant academic department in accord with college/school/University Libraries 
and University guidelines in force at the time. 

Department faculty recommendations for award of tenure with initial 
appointment shall be forwarded for action through the chair to the dean and the 
Provost. In such cases where additional consultation is deemed desirable, the 
dean or Provost may convene the college/school/University Libraries or 
University-level committees to effect an ad hoc tenure review panel. 

The Provost shall convey the recommendations to the President who shall 
review the recommendations and make the final decision. The President shall 
notify the individual in writing of the final decision. 

 



4.20 / Post-Tenure Review for Faculty 
Effective: November 01, 2013Revised: September 21, 2020 

I.Initiating Authority

Faculty Senate serves as the initiating authority. 

II.Purpose

The purpose of this statement is to set forth University policy regarding a post-tenure 
review process for tenured faculty. 

III.Policy

Kansas Board of Regents policy requires that each state university implement a plan to 
supplement its annual faculty evaluation system to assist faculty members with 
identifying opportunities that will enable them to reach their full potential for 
contribution to the university. 

IV.Administrative Procedure

A. In accordance with the Kansas Board of Regents Policy, Chapter II, C.8d(iv), post-
tenure reviews of all tenured faculty members shall be conducted at five-year
intervals, with the first review to take place five years after tenure is awarded. All of
the faculty evaluation aspects of this Post-Tenure Review Policy will be conducted in
accordance with the applicable WSU policies published in the WSU Policies and
Procedures Manual. The following guidelines shall apply:

• If a tenured faculty member receives a promotion in rank or a successful
Professor Incentive Review (PIR), the five year timeline will begin with the
date of that promotion or PIR.

• If a tenured faculty member takes an administrative appointment, the
schedule of post-tenure reviews shall be suspended until the faculty
member returns to faculty status. If the term of administrative duties
exceeds two years, the next review will be scheduled five years after the
resumption of faculty duties.

• The schedule for reviews may be delayed by one year in order to
accommodate an approved leave as defined in the WSU Policies and
Procedures Manual.
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B. The post-tenure review shall be based upon an evaluation of the materials
submitted by the faculty member for the previous five annual Faculty Performance
Evaluations. Based on a review of these materials, the faculty member's current
academic supervisor shall provide an assessment of the faculty member's
performance over the past five years in each area of the faculty member's
responsibility. The faculty member shall be given a copy of the academic supervisor's
evaluation.

C. After completing the Review, the department academic supervisor must select
one of the following three outcomes:

4. The faculty member's overall performance meets expectations and no further action is 
necessary.
5. The faculty member's overall performance does not meet expectations in two of the 
past four annual evaluations, and remediation is recommended in accordance with WSU Policy 
4.34 / Low Performance and Dismissal for Cause. The faculty member may request a review of 
the recommendation to be conducted as specified in WSU Policy 4.34 / Low Performance and 
Dismissal for Cause.
6. The faculty member's overall performance does not meet expectations in three of the 
last five annual evaluations, and the Chair and the Dean may recommend Dismissal for Cause to 
the Provost, as specified in WSU Policy 4.34 / Low Performance and Dismissal for Cause. 

V.Implementation

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The Provost shall have primary responsibility for publication and implementation of this 
University policy. 

VI.Applicable Laws and Additional Resources

WSU Policy 4.34 / Low Performance and Dismissal for Cause. 

https://www.wichita.edu/about/policy/ch_04/ch4_34.php
https://www.wichita.edu/about/policy/ch_04/ch4_34.php
https://www.wichita.edu/about/policy/ch_04/ch4_34.php
https://www.wichita.edu/about/policy/ch_04/ch4_34.php
https://www.wichita.edu/about/policy/ch_04/ch4_34.php


 
 

4.21 / Tenure and Promotion - Guidelines and Criteria 

Effective: July 01, 1997 | Revised: September 21, 2020 

I.Initiating Authority 

Faculty Senate serves as the initiating authority. 

II.Purpose 
1. Acting under the provisions of the Kansas Board of Regents “Tenure for Tenure-

Track Faculty Appointments” and “Promotions in Academic Rank” policies, the 
University may award tenure and promotion to faculty members based on 
demonstrated excellence in scholarship, teaching/librarianship, and community 
and professional service. The granting of tenure and promotion is at the initiative 
of the University and is based on sustained achievements demonstrating that the 
faculty member meets the qualitative and quantitative standards of the 
appropriate discipline and the requirements of the University. Tenure and 
promotion is not acquired simply by meeting assigned duties with a record free 
of deficiencies. 

2. Guidelines and criteria related to tenure and promotion are developed by the 
College / School / University Libraries faculty and in some instances the 
department faculty. They are approved by all the constituencies involved in the 
review process, including initiating faculty, the College / School / University 
Libraries faculty, the College / School / University Libraries dean, the University 
Tenure and Promotion Committee and the Provost. The subsections that follow 
identify the guidelines and criteria that are operative at the University level. 
Reference is also made to College / School / University Libraries guidelines and 
criteria. 

III.Policy 

 

A. General Policies for the Awarding of Tenure 

1. The judgments of all faculty committees in tenure decisions are to be 
based on the academic credentials, qualifications, and merits of the 
candidate. These judgments will always be made primarily at the 
departmental and College / School / University Libraries levels. Ranking of 
candidates for tenure is neither necessary nor appropriate. 



 
2. In the case of both mandatory and non-mandatory reviews for tenure 

and promotion to Associate Professor, candidates must meet the criteria 
for tenure and promotion as established in University policy. A favorable 
recommendation for tenure automatically carries a favorable 
recommendation for promotion to Associate Professor. 

B. College Guidelines and Criteria 

1. Detailed guidelines and statements of criteria for tenure and promotion 
have been adopted by all the Colleges / Schools / University Libraries, and in 
some instances at the departmental level. Each statement should include 
explicit statements of expectation for teaching, librarianship, research, 
scholarship, or creative activities, and academic and professional service. 
These statements should define the relative significance of different activities 
within each area and the nature of documentation which candidates must 
provide to establish their accomplishments in each area. The statements may 
specify guidelines for faculty with unusual appointments, consistent with the 
University guidelines for tenure and promotion contained below. It is 
acceptable to establish differential criteria for tenure and promotion for 
faculty with different assignments, so long as the differential criteria and the 
nature of the faculty assignments are clearly identified and recorded on the 
annual evaluation form. 

2. Guidelines and statements of criteria for College / School / University 
Libraries and in some cases departments shall be submitted in the spring for 
review by the University Tenure and Promotion Committee on a three-year 
cycle. The purpose of this review is to ensure that the guidelines and 
statements are consistent with University guidelines and provide an 
adequate degree of clarity and specificity so that candidates for tenure and 
promotion will understand the criteria which will be utilized to evaluate their 
cases. 

3. The College / School / University Libraries guidelines and statements of 
criteria developed for tenure and promotion shall be distributed annually 
to all untenured faculty at the time of their annual evaluation. The 
evaluation of individual candidates at the University level should take 
into account the degree to which the individual has met the guidelines as 
well as his/her role statement and annual performance criteria identified 
in the annual evaluation of untenured faculty. Consideration, in context 
of the candidate's entire career, will be given to teaching, librarianship, 
research, scholarship, creative activities, and the service conducted while 
the candidate has been employed at the University. If the guidelines in 
effect at the time of initial appointment differ from those in place at the 



 
time a tenure case comes forward for consideration, the current 
guidelines can be used in place of the earlier guidelines only if both the 
candidate and the department agree. 

4. In cases where department and/or College / School / University Libraries 
policy contradicts University Policy, the appropriate department 
administrator, the dean of the College / School / University Libraries, the 
College / School / University Libraries Tenure and Promotion Committee 
and the Provost will be notified by the University Tenure and Promotion 
Committee that the contradiction needs to be corrected, and that the 
University policy will take precedence until the correction is in place. 

 

C. University Guidelines and Criteria 

1. Tenure / Promotion 

a. All probationary faculty must undergo review for tenure during 
their sixth year of employment at Wichita State University unless 
their employment at the University is to be terminated at the end of 
their seventh year of service. Exceptions are for individuals who were 
given credit for prior experience in higher education at the time of 
initial appointment (Policy 4.19) or demonstrate exceptional merit 
(policy 4.18) meeting Department and College criteria for Tenure. 
These individuals may apply for a review earlier than their sixth year 
of employment (the normal review occurs after five years in rank). 
Other exceptions to the probationary period would include an 
approved leave of absence or extensions. (Policy 4.19) 

b. Expectations of performance in and the relative importance of A) 
teaching/ librarianship, B) research, scholarship, or creative activities; 
and C) service will be defined at the time of the initial appointment. 
The UniScope Scholarship Model may be used as a framework to 
enhance the description of faculty activities. Each academic unit 
(College and/or Department) will have its own performance and 
assessment criteria, which may make use of the UniScope Model. 
These expectations and their relative weight may be modified 
annually during the probationary period. Specific performance goals 
will be established each year during the annual evaluation of 
untenured faculty. These expectations and goals form the foundation 
for evaluation for tenure in the context of the tenure criteria 
established by the faculty of the College / School / University 
Libraries, but do not constitute a definitive review for tenure. A 
terminal degree in a field appropriate to the discipline in which the 



 
candidate teaches or conducts research, scholarship, or creative 
activities is normally required for appointment or promotion to the 
rank of assistant professor, associate professor or professor. 
Exceptions to this guideline will require careful documentation based 
upon an adequate rationale. The award of tenure normally requires 
documented evidence of effective teaching/librarianship and a record 
of research, scholarship, or creative activities which has earned 
recognition in professional circles at the regional or national level. 

c. A faculty member should not expect to be considered for 
promotion with less than six years in rank. The only exceptions are for 
individuals who were given credit for prior experience in higher 
education at the time of initial appointment as an Associate Professor 
or individuals who document exceptional merit meeting Department 
and College criteria. A faculty member who believes they 
demonstrate exceptional merit may be afforded an opportunity to 
apply for a review earlier than their sixth year in rank (the normal 
review occurs after five years in rank). In such cases, the faculty 
member, in consultation with the chair and the dean, shall determine 
the advisability of early nomination. The standards for teaching, 
librarianship, scholarship, and service for each rank are indicated 
below. The relative significance of teaching; librarianship; research, 
scholarship, or creative activities; and service may vary from case to 
case. Consideration, in context of the candidate's entire career, will 
be given to teaching, librarianship, research, scholarship, creative 
activities, and the service conducted while the candidate has been 
employed at the University. 

i.Assistant Professor - Evidence is normally expected of the following: 
1. demonstrated adequacy in teaching/librarianship; 
2. potential for achievement in research, scholarship, or 

creative activity; and 
3. some University service appropriate to the mission of 

the department and College / School / University 
Libraries. 

II. Associate Professor - Evidence is normally expected of the 
following: 

1. documented effectiveness of teaching/librarianship; 
2. a record of research, scholarship, or creative activities 

which has earned recognition in professional circles at 
the regional or national level; and 



 
3. some professional or University service. 

 

iii. Professor - Evidence is normally expected of the following: 

1. sustained effectiveness in teaching/librarianship; 
2. a record of substantial accomplishment in research, 

scholarship, or creative activities which has led to 
recognition in professional circles at the national level; 
and 

3. demonstrated academic leadership in the form of 
service to the University and the profession. 

 

2. University Committee Procedures 

In the process of reviewing tenure and promotion cases according to its 
charge, the University Tenure and Promotion Committee applies the 
respective College and department guidelines as approved by the College 
/ School / University Libraries and University Tenure and Promotion 
Committees. It is important to emphasize that these guidelines are not 
rigid rules. 

3.  Tenure and Promotion Review Process 

The tenure and promotion review process is governed by the "Tenure, 
Promotion, and Appeals Procedures" document in this manual. Individual 
units may adopt by vote of the faculty of the College additional 
procedures, policies, and interpretive statements to govern their internal 
review of tenure and promotion cases, so long as those procedures, 
policies, and interpretive statements are consistent with all higher level 
procedures, policies, and interpretive statements, as determined in the 
triennial review of policies and procedures conducted by the University 
committee. These additional statements should be provided in writing to 
all candidates for tenure and promotion and to all probationary faculty at 
the time of their initial appointment and at each annual review. 

4. Presidential Review of Nominees for Tenure or Promotion 

a. The laws of the State of Kansas provide that, subject to policies 
approved by the Board of Regents, the President shall appoint 
employees and administer the affairs of Wichita State University. In 



 
matters of tenure and promotion, the President has delegated the 
authority to make recommendations to certain faculty committees 
and administrators. However, the President retains the authority to 
make the final decision on the tenure and promotion of faculty 
members. 

b. A person dissatisfied with committee or administrator 
recommendations concerning his/her tenure or promotion may, after 
exhausting the procedures and appeals in the tenure and promotion 
review process, petition the President of Wichita State University for 
a favorable decision on tenure or promotion. 

IV. Definitions 

For the purpose of this policy only, the following definitions shall apply: 

A. See Uniscope: The Forms of Scholarship. 

V. Applicable Laws and Additional Resources 

A..WSU Policy 4.18 / Probationary Period 

B. WSU Policy 4.19 / Tenure Policy 

C. Kansas Board of Regents “Tenure for Tenure-Track Faculty Appointments” and 
“Promotions in Academic Rank” policies 

https://www.wichita.edu/academics/facultysenate/documents/Uniscope_Model.pdf
https://www.wichita.edu/about/policy/ch_04/ch4_18.php
https://www.wichita.edu/about/policy/ch_04/ch4_19.php


 
 

4.22 / Tenure, Promotion, Professor Incentive Review and 
Post-Tenure Review Calendar 

Effective: July 01, 1997 

I.Policy 

A Tenure and Promotion Calendar, giving actual dates, will be developed and publicized 
each year by the Provost or designee, based on the following "generic calendar." 

Generic Calendar 

September 

2nd Friday — Deadline for completion of basic documents and secondary dossiers. 

2nd Friday — Deadline for chair to notify eligible faculty tenure and/or promotion files 
are available for review. 

4th Friday — Deadline for inclusion of letters from external reviewers. 

October 

1st Friday — Deadline for departmental reviews and votes on tenure and/or promotion 
and PIR. 

2nd Friday — Deadline for department to notify dean of recommendations and within 
three (3) working days after the department's notification, the dean will notify 
nominees of the department's recommendation, the chair's independent 
recommendation, and the candidate's right to appeal a negative decision. 

2nd Friday — Deadline for department chair/academic supervisor to complete post-
tenure review with faculty member. 

3rd Friday — Deadline for candidates to sign departmental cover sheet in dean's office 
indicating they have reviewed all documents being forwarded by the department. 

4th Friday — Deadline for submission of appeals or rebuttals to department-level 
recommendations to the dean. 

 



 
November 

3rd Friday — Deadline for College/School/University Libraries committee to transmit 
recommendations to dean. 

3rd Friday — Deadline for department chair/academic supervisor to communicate with 
the dean about any post-tenure review outcomes resulting with faculty members not 
meeting expectations. 

December 

1st Friday — Deadline for dean to notify candidates and department chairs of 
committee's and dean's independent recommendations and the candidate's right to 
appeal a negative decision or to rebut an evaluation statement. 

2nd Friday — Deadline for candidates to sign College cover sheet in the dean's office 
indicating that they have reviewed all documents being forwarded by the College and 
within two (2) working days after the signing, the dean will transmit materials to the 
Provost. 

Thursday — (prior to the 3rd Friday) Deadline for appeal of or rebuttal to College-level 
recommendations to the Provost. 

3rd Friday — Deadline for Provost to transmit materials to the University Tenure and 
Promotion Committee. 

3rd Friday — Deadline for adding materials to the secondary dossier. 

January 

2nd week — Regular meeting of University Tenure and Promotion Committee. 

4th Friday — Deadline for University Tenure and Promotion Committee to report 
recommendations to the Provost and to notify candidates and department chairs of the 
committee's recommendations and the candidate's right to rebut the committee's 
evaluation. 

February 

1st Friday — Deadline for submission of rebuttal statements by candidates to the 
Provost of the University Committee's evaluation. 

3rd Friday — Deadline for notification of candidates of recommendations to be made by 
the Provost to the President. 



 
4th Friday — Deadline for University Committee to identify problems in tenure policies 
and tenure promotion guidelines for the Faculty Affairs Committee. 

March 

1st Friday — Deadlines for appeals, rebuttals and/or petitions to the President of 
negative recommendations. 

April 

1st Friday — Final transmittal of Wichita State University decisions to the candidates. 

Subsequent Academic Year Tenure, Promotion and Professor Incentive Review (PIR) 
Calendar 

January 

2nd Friday — Office of Planning and Analysis notifies deans that information on faculty 
eligibility for tenure and post-tenure review is available in Reporting Services in a folder 
labeled "OPA - Faculty Teaching History Tenure and Rank." 

March 

3rd Friday — Deadline for Office of Planning and Analysis to notify deans of faculty 
scheduled for mandatory tenure review. 

3rd Friday — Deadline for faculty applying for promotion, PIR and/or early tenure 
review to notify chair. 

April 

1st Friday — Deadline for dean of College to notify faculty scheduled for mandatory 
tenure review and post-tenure review with copies to the Provost. 

2nd Friday — Deadline for chair to notify dean of faculty applying for tenure and/or 
promotion or PIR. 

3rd Friday — Deadline for candidates needing an external review to provide reviewer 
and documents to chair and dean. 

May 

3rd Friday — Deadline for dean's office to send initial request for external reviews as 
required for all tenure and promotion cases (not PIR cases). 



 
3rd Friday — Deadline for dean of College to notify the Provost of faculty scheduled for 
early tenure review and/or promotion or PIR. 

Revision Date 

September 29, 1998 
April 16, 1999 
October 4, 2001 
April 1, 2005 
April 1, 2006 
October 13, 2009 
July 1, 2014 
January 19, 2016 
April 9, 2018 

 



 
 

4.23 / Tenure and Promotion - Outline of Process of Review 

Effective: July 01, 1997Revised: October 13, 2009 

I.Policy 

A. Any faculty member may nominate himself or herself for review for tenure or 
promotion. Nominations may also be made by the chairperson. For faculty members 
with probationary appointments, review for tenure must occur during or before the 
year prior to the last year of the probationary period. No review for tenure will occur 
during the last year of a faculty member's probationary period. 

B. The process of review for tenure and promotion involves these steps: 

1. Nomination for review. 
2. Departmental review of nominees by the departmental committee and 

by the chair. 
3. In favorable or appealed cases, college/school/University Libraries review 

of department nominations by the college/school/University Libraries 
tenure and promotion committee, and by the college/school/University 
Libraries dean. 

4. In favorable or appealed cases, University review of 
college/school/University Libraries nominations by the Tenure and 
Promotion Committee and by the Provost. 

5. In favorable or appealed cases, review of recommendations by the 
University President for final decision. 

C. Procedures have been established for appeal in the case of an adverse tenure or 
promotion recommendation at the department and at the college level. 

 



 
 

4.23 / Tenure and Promotion - Outline of Process of Review 

Effective: July 01, 1997 | Revised: October 13, 2009 
 

I.Policy 

A. Any faculty member may nominate himself or herself for review for tenure or 
promotion. Nominations may also be made by the chairperson. For faculty members 
with probationary appointments, review for tenure must occur during or before the 
year prior to the last year of the probationary period. No review for tenure will occur 
during the last year of a faculty member's probationary period. 

B. The process of review for tenure and promotion involves these steps: 

1. Nomination for review. 
2. Departmental review of nominees by the departmental committee and 

by the chair. 
3. In favorable or appealed cases, college/school/University Libraries review 

of department nominations by the college/school/University Libraries 
tenure and promotion committee, and by the college/school/University 
Libraries dean. 

4. In favorable or appealed cases, University review of 
college/school/University Libraries nominations by the Tenure and 
Promotion Committee and by the Provost. 

5. In favorable or appealed cases, review of recommendations by the 
University President for final decision. 

C. Procedures have been established for appeal in the case of an adverse tenure or 
promotion recommendation at the department and at the college level. 

 



 
 

4.24 / Review for Tenure or Promotion: Procedures 
Effective: July 01, 1997 | Revised: April 09, 2018 

Policy 

A. Nomination for Review for Tenure and Promotion 

1. The department chair will write to all full-time faculty members of the 
department to tell them that nominations of persons to be reviewed that year 
for tenure or for promotion must be given to the chair by a specified date. The 
chair must nominate all faculty whose tenure review is mandatory for that year. 
All others may be nominated by the chair or by the faculty member himself or 
herself. 

2. The department chair will send copies of the list resulting from step 1 to all full-
time departmental faculty and specify a second date by which any additional 
nominations must be provided in writing to the chair. 

3. The department chair will confer individually with all nominated faculty 
members and provide information about departmental, 
College/School/University Libraries, and University criteria for tenure or 
promotion. 

4. Except for those whose review for tenure is mandatory, faculty who have been 
nominated must inform the department chair in writing by a date specified by 
the department chair (which will be no sooner than two days after their 
conference) of the faculty member's decision to remain in nomination or to 
withdraw. 

5. The final, typed list of those nominated will be sent to the dean and to all 
members of the department electorate. Each person on the list will be notified in 
writing by the dean that he or she is officially a candidate for promotion or 
tenure. In addition, the dean will inform the candidate of the criteria for tenure 
or promotion and will instruct the candidate to give his/her supporting materials 
to the department chair by a specified date. 

B. Preparation of the Primary and Secondary Dossier 

The candidate will present a primary dossier and may prepare a secondary dossier. Only 
material contained in the primary and secondary dossiers and additional materials 
appropriately obtained and added to the dossiers may be used by the Tenure and 
Promotion Committee at each level. 

The candidate is responsible for assembling the materials and reviewing the entire 
dossier to determine that it is complete and accurate. Adherence to established 



 
deadlines should ensure that the final dossier is complete at the time of submission. The 
candidate then submits the copy of the primary dossier and supplemental materials to 
the chair of her/his department. Once they have been submitted to the chair, these 
original materials cannot be changed or rewritten. 

As the review proceeds through the various levels, the primary dossier and the 
secondary dossier will be in the custody of the administrator at each level. Items are 
added as attachments to the primary dossier by the administrator as called for in these 
procedures, but the administrator must give the candidate a copy of the additions and 
provide the candidate an opportunity to write a rebuttal that will also be added to the 
primary dossier. 

C. Primary Dossier 

The primary dossier consists of the basic document, the required cover sheet which 
records each step of the review process, copies of the annual reviews (and rebuttals if 
filed) for untenured faculty, the chair's nonevaluative role statement, statements of 
evaluation by the committee and administrator at each level of review (and rebuttals if 
filed), letters of external review (and rebuttals if filed), and items added during the 
review process. The basic document will follow the standard format recommended by 
the University Tenure and Promotion Committee and approved by the Faculty Senate. 
Deviations from the established format should be clearly explained. The basic document 
may be no more than 25 pages. The chair will provide a statement of the role of the 
candidate in the department which is purely descriptive and not evaluative. If the 
candidate's role involves a weighted distribution of responsibility among the three 
categories of professional activity, that should be indicated in the role statement. The 
chair will make copies of the primary dossier available for all voting faculty. 

D. Secondary Dossier 

A secondary dossier may be submitted to the chair by the candidate. It consists of such 
additional materials as the candidate wishes to submit. Examples might include, but are 
not limited to, copies of publications or other evidence of scholarship, copies of student 
evaluations or course materials, etc. The candidate may add items to the secondary 
dossier during the review process (see calendar in Section 4 of this manual). Should 
documentation significant to the candidate's case arrive after the deadline for adding 
materials to the secondary dossier, the candidate should notify the dean and the chair 
of his/her College/School/University Libraries committee who will add the material to 
the dossier. The chair of the committee will bring it to the attention of the next higher 
committee. The secondary dossier will not be duplicated but will be available to 
committee members. 

 

https://www.wichita.edu/about/policy/ch_4.htm


 
E. Department Review for Promotion and Tenure1 

The complete files of all faculty members under review in the department must be 
available for a reasonable time (at least five working days) to all voting faculty. 

Tenure cases will be reviewed at a meeting of the tenured faculty of the department or 
a committee of tenured faculty chosen by these faculty members. In departments 
having fewer than three voting tenured faculty members, the College/School/University 
Libraries faculty will develop appropriate procedures for the review, subject to the 
approval of the College/School/University Libraries dean. Each eligible person except 
the department chair will vote on each case under consideration and will sign the tally 
sheet. The tally sheet will not identify individual voters with their votes but must 
account for all eligible voters. If a committee wishes, straw ballots may precede the final 
ballot. Only the votes on the final ballot are binding and recorded. Abstentions will not 
be registered except when a faculty member on a committee declares he/she has a 
conflict of interest concerning a case. A positive recommendation by the committee 
results when more than 50 percent of those casting ballots other than abstention have 
voted to recommend tenure. A copy of the tally sheet will be kept in the departmental 
office for three years. 

Promotion cases will be reviewed at a meeting of the departmental faculty who hold 
rank equal to or higher than that for which the candidate is being considered or of a 
committee of those with appropriate rank chosen by these faculty members. The 
limitation of voting to persons of equal or higher rank need not apply to votes at the 
College/School/University Libraries or University level. In departments having fewer 
than three faculty members with appropriate rank, the College/School/University 
Libraries faculty will develop appropriate review procedures subject to approval of the 
College/School/University Libraries dean. Each eligible person, excluding the 
department chair, will vote on each case under consideration and will sign the tally. The 
tally will not identify individual voters with their votes but must account for all eligible 
votes. Straw ballots may precede the final ballot. Abstentions may occur only in cases 
involving declared conflict of interest. A positive recommendation will result when more 
than 50 percent of those casting ballots (i.e., other than abstentions) have voted to 
recommend promotion. Copies of the tally sheets will be kept in the departmental office 
for three years. 

Chairs do not participate in their own evaluation or in evaluations of faculty when the 
chair has a conflict of interest. Such cases automatically go forward without prejudice 
for review at the next level. 

The results of the departmental deliberations and the chair's separate recommendation 
will be sent to the dean by the department chair. When the committee's discussion of a 
candidate is complete, the committee chair will summarize in writing the committee's 
evaluation of the candidate. The department chair will also provide a written evaluation 



 
to accompany his/her recommendation for each case. These statements will be included 
in the primary dossier. The candidate will be provided an opportunity to review these 
statements and to file a written rebuttal in the primary dossier. In cases where the 
chair's recommendation differs from that of the voting faculty, the case will go forward 
to the next higher level without prejudice, and that transmittal will not constitute an 
appeal. The chair will also send forward the copies of the primary dossier and the 
secondary dossier. 

The dean will inform each candidate in writing of the department's recommendations, 
the chair's recommendation, the right to appeal, and the procedures for appeal. The 
dean will also notify the candidate that he/she may request meetings with the 
department chair and/or the chair of the departmental tenure and promotion 
committee, at the candidate's option, to discuss the decision. 

1 By action of the College/School/University Libraries faculty and as incorporated in the 
college/school/University Libraries handbook, a group of departments may decide to act 
as a division rather than as a single department. Such a decision must be approved by 
the dean of the unit and by the Provost. 

F. College/School/University Libraries Review of Nominees for Tenure or Promotion 

The dean will give a copy of the primary dossier of each faculty member favorably 
recommended for promotion and/or tenure and of all appealed cases to each member 
of the College/School/University Libraries committee and will indicate the location of 
the secondary dossiers. These materials must be available to the committee for at least 
five working days prior to deliberation. 

The committee will meet with the dean to receive information about the schedule of 
meetings and about administrative matters related to the cases to be reviewed. The 
dean may also request other meetings with the committee. Each 
College/School/University Libraries shall adopt procedures regarding the role of the 
dean in these other meetings. If the committee discovers that information is lacking in a 
dossier, it can ask the dean to acquire the information. Consistent with the department 
procedures, the dean must provide the candidate a copy of the material and allow the 
candidate to write a rebuttal. The College/School/University Libraries committee may, 
at its option, adopt a policy which prohibits a committee member from the same 
department as a candidate for tenure or promotion from speaking about the case 
during the committee's deliberations. If such a rule is adopted, it must apply to all cases 
before the committee. If additional information about the departmental committee's 
deliberations is desired, the committee may request explanatory information to be 
submitted in writing from the chair of the departmental committee. This statement will 
be added to the primary dossier, and the candidate will be provided an opportunity to 
place a rebuttal in the primary dossier. 



 
The committee will then consider the cases before it, whether regular or appealed. 
Straw ballots may be taken, but these are neither binding nor recorded. Abstentions will 
not be registered except when a faculty member on a committee declares he/she has a 
conflict of interest concerning the case. At a final meeting without the dean each case 
will be discussed and the committee will conduct its final vote. A positive 
recommendation by the committee will result when more than 50 percent of those 
casting ballots other than abstention vote to recommend tenure or promotion. 

The committee must notify the dean in writing of its final ballot on each case. (Note: The 
College/School/University Libraries committee may meet with the dean as it sees fit but 
it must hold a discussion on each case and take its final vote in the absence of the dean.) 

The results of the College/School/University Libraries deliberations and the dean's 
separate recommendations will be sent by the dean to the Provost. When the 
committee's discussion of a candidate is complete, the committee chair will summarize 
in writing the committee's evaluation of the candidate. The dean will also provide a 
written evaluation to accompany his/her recommendation for each case. These 
statements will be included in the primary dossier. The candidate will be provided an 
opportunity to review these statements and to file a written rebuttal in the primary 
dossier. In cases where the College/School/University Libraries committee's 
recommendation differs from that of the dean, the case will go forward to the next 
higher level without prejudice and the transmittal will not constitute an appeal. A 
positive recommendation requires the affirmative vote of more than 50 percent of 
those voting. The dean will also send forward the primary dossier and the secondary 
dossier. 

The dean will notify each candidate in writing of the College/School/University Libraries 
committee's recommendation, the dean's recommendation, the right to appeal, if any, 
and the procedures for appeal. The dean will also notify the candidate that he/she may 
request in writing meetings with the dean and/or the chair of the 
college/school/University Libraries committee, at the candidate's option, to discuss the 
recommendation. 

G. University Review of Nominees for Tenure or Promotion 

The Provost will give a copy of the primary dossier of each faculty member favorably 
recommended for tenure or promotion and of each appealed case to each member of 
the University committee. In addition, the Provost will indicate the location of the 
secondary dossiers. The materials must be available to the committee for at least five 
working days prior to deliberations. 

If the committee discovers that information is lacking in a primary dossier, it can ask the 
Provost to acquire the information, which will be placed in the primary dossier. 
Consistent with College/School/University Libraries procedures the Provost must 



 
provide the candidate a copy of the material and allow the candidate to write a rebuttal, 
which will also be placed in the primary dossier. 

The committee will then consider the cases before it, whether regular or appealed. The 
committee may request a written response from the dean on matters of interpretation 
of evidence, the academic needs of the unit, or its current resources, but the committee 
will not invite the dean or other outside persons to meet with the committee. 
Consistent with College/School/University Libraries procedures, the candidate shall be 
provided a copy of any additional written material provided to the committee and shall 
be provided an opportunity to write a rebuttal. Both the statement and the rebuttal will 
be placed in the primary dossier. Straw ballots may be taken, but these are neither 
binding nor recorded. Abstentions will not be registered except when a faculty member 
on a committee declares he/she has a conflict of interest concerning a case. At a 
meeting without either the Provost or the Dean of the Graduate School present, each 
case will be discussed and the committee will conduct its final vote. A positive 
recommendation will result when more than 50 percent of those casting ballots other 
than abstention vote to recommend tenure or promotion. 

The committee must notify the Provost in writing of its final ballot on each case. Any 
person not recommended by the University committee may request meetings with the 
Provost and/or the chair of the University committee, at the candidate's option, to 
discuss the recommendations. The candidate may invite a faculty colleague to 
accompany him/her. 

The results of University committee deliberations and the Provost separate 
recommendations will be sent by the Provost to the President. When the committee's 
decision on a candidate is complete, the committee chair will summarize in writing the 
committee's evaluation of the candidate. The Provost will also provide a written 
evaluation to accompany his/her recommendation for each case. These statements will 
be included in the primary dossier. The candidate will be provided an opportunity to 
review these statements and to file a written rebuttal in the primary dossier. In any case 
where the proposed vice presidential recommendation differs from that of the 
University committee, the Provost will meet with the committee to discuss the reasons 
for his/her position. 

The President will notify the candidate, the candidate's dean, and the chair, in writing, 
of his/her decision by the calendar date. Any person not recommended by the President 
may request a meeting with the Provost and the President to discuss the 
recommendations. The candidate may invite a faculty colleague to accompany him/her, 
in either case. 

 

 



 
H. Use of External Evaluation 

The use of external reviews is required in all promotion and tenure reviews to 
demonstrate earned recognition in professional circles. External reviews are not part of 
the Professor Incentive Review process. The dean's office will assume responsibility for 
obtaining the reviews in accordance with the procedures described below. The same 
questions will be asked of all reviewers. In general, the dean may ask reviewers to 
comment on (1) the originality and creativity displayed in the candidate's research, 
scholarship, or creative work and (2) the significance of the work and its impact on the 
field. Reviewers will be specifically instructed not to remark on the promotability or 
tenurability of candidates. Candidates will receive a copy of the reviews which identifies 
the reviewer. If they wish to do so, candidates may provide their written rebuttal to the 
external reviews in the primary dossiers. 

External reviewers should be distinguished scholars or recognized authorities in their 
fields capable of providing an unbiased professional assessment of the quality of the 
candidate's work. 

The process for obtaining external reviews should be started at least two months before 
the campus review begins. The following process should be followed for external 
reviews: 

1. The candidate will give the departmental chair the names and addresses of five 
potential external reviewers, six sets of reprints or copies of work that the candidate 
believes best represents his/her research, scholarship, or creative work, and six 
copies of a complete bibliography that clearly delineates the candidate's research, 
scholarship, or creative work. Any material that the candidate wishes to have 
returned should be so marked. 

2. The department chair will forward to the dean information provided by the 
candidate along with five additional names and addresses of potential external 
reviewers. The department chair may wish to seek the counsel of the faculty in 
developing this list. For cause, the candidate may challenge to the dean the names 
selected by the department chair. 

3. The dean will draw by lot three reviewers from each list of names supplied. 
Individual Colleges/Schools/University Libraries shall develop their own policies 
regarding pursuit of non-responding or late evaluators; these policies shall be 
applied consistently whenever external review is sought. If fewer than three 
responses are obtained within a reasonable time, the dean may send additional 
requests for reviews to other persons named on the original lists, in rotating order 
from both lists. 



 
4. The dean will send to each reviewer a letter requesting a professional opinion of 
the quality of the candidate's work following the guidelines stated above, along with 
the material supplied by the candidate. 

5. Copies of the reviewers' comments will be returned to the department chair and 
the candidate immediately upon receipt by the dean. The department chair will add 
the reviews to the candidate's primary dossier. The chair, in consultation with the 
candidate, will place in the primary dossier a brief summary of the reviewers' 
academic credentials. Candidates are permitted to place in the primary dossier 
comments on or rebuttals to the letters provided by reviewers. 

6. Reviews can be added to the candidate's primary dossier up until the time that 
the College committee begins its deliberations on the candidate. 

 

I. Appeal of Decisions Related to Tenure or Promotion 

A candidate may make only one appeal during the entire review process. The appeal is 
made to the next higher level. No hearing is provided, and the appeal must be written. 
Some typical reasons for appeal are violation of academic freedom, failure to follow 
procedures concerning time periods or committee operations, inadequate 
consideration, discrimination, etc. 

The committee to which the appeal is made will give full consideration without 
prejudice to the case in that the committee will review it in the same manner as 
favorably recommended cases and will apply similar standards. 

If the candidate's one appeal results in an unfavorable recommendation, the candidate's 
dossier will be forwarded directly to the President. The President will make the final 
decision regarding the candidate as provided in Regents policy without further 
recommendations. 

J. No Publication of Names 

Names of faculty being considered for tenure or promotion will not be published. The 
right of privacy of such faculty members was affirmed by vote of the faculty on March 6, 
1978. 

K. Confidentiality of Proceedings 

All deliberations are confidential. However, confidentiality cannot be guaranteed if the 
case goes to litigation. 



 
L. Disposition of Dossiers 

The Provost in each case will keep a copy of the primary dossier for three years and 
return to the candidate the remaining copies of the primary dossier and the secondary 
dossier. 

 

 

M. Precedence of University Procedures 

If department and College/School/University Libraries tenure or promotion procedures 
differ from those of the University, University procedures take precedent. 

N. Student Members 

Students will not cast a vote regarding the award of tenure or promotion to individual 
faculty members. 

O. Definition of Terms 

• Committee 

The tenure review committee at the departmental level will consist of all 
tenured members of the department or a committee of tenured faculty chosen 
by those faculty members and reported in writing to the dean. In departments 
with fewer than three tenured members, the College/School/University Libraries 
faculty will develop appropriate procedures for the review subject to the 
approval of the College/School/University Libraries dean. 

The review committee at the College/School/University Libraries level is the 
College/School/University Libraries Tenure and Promotion Committee. Members 
of this committee are all tenured, full-time faculty with the rank of assistant 
professor or higher. The total membership of the committee is an odd number, 
with a minimum of five members. The majority of the committee are elected by 
the faculty, according to a representational formula adopted by the 
college/school/University Libraries. Members are elected or appointed for either 
two- or three-year terms (depending upon the College/School/University 
Libraries policies), staggered to maintain continuity. If a replacement is required 
due to a resignation, the replacement is selected only for the duration of the 
unexpired term. The committee chair is elected by the committee. No person 
can serve on the committee in a year in which he or she is considered for 
promotion or for more than two consecutive terms. 



 
The review committee at the University level is the Faculty Senate Tenure and 
Promotion Committee, whose general charge is established in the Faculty Senate 
rules. No person may serve on the University-level review committee in a year in 
which he or she is considered for tenure or promotion. 

• Administrator 

The administrator at the departmental level is the department chair. The dean is 
the administrator at the College/School/University Libraries level, and the 
Provost is the administrator at the University level. 

• Calendar 

A Tenure and Promotion Calendar will be developed and published each year by 
the Provost or their designee. 

• Cover sheet 

It is the policy of the University to require that all tenure and promotion 
documents use a uniform cover-sheet style. These cover sheets should be 
attached to the front of the primary document and should not be considered a 
part of the 25 pages. Sample cover sheets are available from the College office or 
from the Office of Academic Affairs. 

At the departmental and College levels, the candidate should sign after the 
action at each level indicating that he/she has seen all materials that have been 
forwarded to the committee for consideration. This signature will not constitute 
agreement with the action at that level but will merely indicate that the 
candidate has seen the materials. 

• Documents 

The basic document consists of the 25-page statement prepared by the 
candidate in accordance with the standard format. The primary dossier consists 
of this basic document, the required cover sheet, copies of annual reviews (and 
rebuttals if filed) for untenured faculty, the chair's nonevaluative role statement, 
statements of evaluation by the committee and administrator at each level of 
review (and rebuttals if filed), letters of external review (and rebuttals if filed), 
and items added during the review process. Candidates must be notified of any 
items added to the primary dossier and be provided an opportunity to submit a 
written rebuttal to such items, which will be included in the primary dossier. At 
each level of review, each committee member has a copy of the primary dossier. 
The secondary dossier consists of such additional materials as the candidate 
wishes to submit. Examples might include, but are not limited to, copies of 



 
publications or other evidence of scholarship, and copies of student evaluations 
or course materials, etc. Only one copy of the secondary dossier is maintained. 

• Mandatory Review Year 

The next to the last year of the allowable probationary period is the mandatory 
review year. 

• Straw Ballot 

A non-binding vote taken for the purpose of monitoring progress toward a final 
decision is a straw ballot. 

• Favorable Case 

A favorable case occurs at any level of review if either the faculty committee or 
the administrator makes a positive recommendation concerning the case. Such 
cases automatically move forward for review at the next level. 

• Probationary Appointment 

A probationary appointment is an appointment that may, on the basis of 
continuing satisfactory performance, lead to review for the award of tenure. 
However, probationary appointments carry no expectation or promise that 
review for the award of tenure will be undertaken or that tenure will be 
awarded. Probationary appointments are reviewed on an annual basis and may 
or may not be renewed. Probationary appointments may not be continued for 
more than seven years. 

• Refereed 

An article counts as "refereed" when it has been reviewed and evaluated before 
publication by scholars or experts in the research topic of the manuscript. 

• Temporary Appointments 

A temporary appointment is for a fixed term. Such appointments carry no rights 
to the consideration for the award of tenure. 

 



 
 

4.25 / Full Professor Incentive Review Program 
Effective: September 24, 1999 | Revised: October 01, 2006 
  

I.Purpose 

Establish a voluntary incentive review program for tenured faculty holding the rank of Full 
Professor. 

II.Preamble 

The voluntary incentive review program is intended to provide an opportunity for a (1.0 EFT) 
tenured faculty member holding the rank of Full Professor at Wichita State University for six (6) 
years to be eligible for salary supplements based on the faculty member's continuing professional 
work. Any Full Professor, including those holding administrative positions, may apply for the 
merit award if they feel that they meet the criteria provided in paragraph five below. 

III.Policy  

A. The voluntary incentive review program is available to all tenured faculty members 
who have held the rank of Full Professor at Wichita State University for a minimum of 
six (6) years (whose appointment is 1.0 EFT) and who have not received an incentive 
supplement under this policy in the last six years. 

B. Eligible faculty members interested in participating in the voluntary incentive 
review program shall submit their names to the Chair of the department by the 3rd 
Friday in April of their fifth (5th) year as a Full Professor at WSU, at the same time as 
faculty seeking promotion to Full Professor as noted in the Tenure and Promotion 
Calendar. The candidate for the voluntary incentive review will present a primary 
dossier comparable to a promotion dossier to the department, highlighting work 
completed since the last review; the candidate may prepare a secondary dossier. 

C. Chairs interested in participating in the voluntary incentive review submit their 
dossiers to the Full Professors of the department for review. Chairs who are 
candidates for the Full Professor Incentive Review Program do not participate in their 
own evaluation or in evaluations of candidates in the Full Professor Incentive Review 
Program, or when the Chair has a conflict of interest. Such cases automatically go 
forward without prejudice for review at the next level. 

D. Salary supplements under this policy are part of the merit pay system, not the 
tenure and promotion process. The criteria for award of a salary supplement are the 
same as the criteria for promotion to Full Professor (in effect at the time the candidate 
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files an application for full professor incentive review). In the interests of fairness and 
to assure comparable standards across campus, the process for review is the same as 
for promotion to Full Professor, and will process through the stages of the tenure and 
promotion review process. 

The process of review involves these steps: 

1. Nomination for review. 

2. Departmental review of nominees by the departmental committee* and 
by the Chair. 

3. In favorable or appealed** cases, college/school/University Libraries 
review of departmental nominations by the college/school/University 
Libraries tenure and promotion committee and by the 
college/schools/University Libraries dean. 

4. In favorable or appealed** cases, University review of 
college/school/University Libraries nominations by the tenure and 
promotion committee and by the Provost. 

5. In favorable or appealed** cases, approval by the president of the 
University. 

*In departments having fewer than three faculty members with appropriate rank, the 
college/school/University Libraries faculty will develop appropriate review procedures subject to 
the approval of the college/school/University Libraries dean. 

**Procedures have been established for appeal in the case of an adverse promotion 
recommendation at the department, college/school/University Libraries and University levels. 

E. The requirements for a successful full professor incentive review merit award 
require that a candidate demonstrate all of the following: 

6. The candidate must have established and maintained a sustained, 
successful program in research, publication, or creative activity that has 
led to national visibility as judged by the standards of the discipline. It is 
the responsibility of the candidate to supply clear and convincing evidence 
in this area. 

7. The candidate must be able to demonstrate sustained, successful teaching 
at the undergraduate and/or graduate level as determined by the mission 
of the department. It is the responsibility of the candidate to supply clear 
and convincing evidence in this area. 



 
8. The candidate must be able to demonstrate sustained, successful service 

to the University and to the profession commensurate with the rank of 
professor. It is the responsibility of the candidate to supply clear and 
convincing evidence in this area. 

F. E. Satisfactory completion of the voluntary incentive review program will result in 
payment of a salary supplement to the participating faculty member that equals the 
salary supplement paid to a person promoted to Full Professor at the same time. 

IV. Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The Provost shall have primary responsibility for publication and implementation of this 
University Policy. 

 

 



 
 

4.26 / Tenure and Promotion Committee 
Effective: July 01, 1977 | Revised: October 13, 2009 
  

I. Policy 

A. Composition (12 members) 

• 7 Chairs of the Tenure and Promotion Committees of the degree-granting 
college/school and for University Libraries 

• 2 Faculty-at-large 
• 1 Student (non-voting) 
• 2 Ex officio: (non-voting) Provost, Dean of the Graduate School. Ex officio 

members shall not be present at the meeting when final votes are taken. 

B. Selection 

Chairs of tenure and promotion committees in the degree-granting 
colleges/schools and for University Libraries are chosen according to procedures 
established in their respective college/school/University Libraries, or unit. They 
are elected to two-year staggered terms. Faculty-at-large are selected according to 
standard procedures for naming members to faculty senate committees, except 
that they shall be from different Faculty Senate divisions, and shall be full-time, 
tenured faculty members with the rank of associate professor or higher. Faculty-
at-large serve three-year terms. Ex officio and faculty at-large members may not 
serve while a candidate for promotion or incentive review, or while on sabbatical 
leave. Replacement appointments shall be made as needed, following standard 
procedures. 

C. Charge 

1. Implement University-wide policies and procedures for awarding tenure and 
promotion. 

2. Coordinate the Tenure and Promotion Calendar 

3. Specify the format for documentation in support of Tenure and Promotion 
Review, with a view to developing comparable standards throughout the 
University while recognizing essential college/school/University Libraries 
differences. 

4. Formulate transmittal, reporting, and appeals procedures for awarding tenure 
and promotion. 
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5. Ensure that there are University-wide procedures for notifying the relevant 
administrators and those faculty members for whom tenure decisions must be 
made before reappointment. 

6. Review tenure and promotion cases in accordance with the University Tenure, 
Promotion and Appeals Procedure. 

7. Review every three years the college/school/University Libraries guidelines for 
tenure and promotion. 

8. Report to the full Faculty Senate for review issues of concern in tenure policies 
and tenure and promotion guidelines. 
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4.27 / Promotion for Non-Tenure Track Faculty: Guidelines 
and Criteria 
Effective: December 11, 2017 
  

I. Policy 

A. Non-tenure track faculty are significant members of the university who are critical 
department members broadly engaged in an academic program's curriculum, 
evolution, and impact. Non-tenure track faculty need to demonstrate effectiveness 
in teaching/librarianship and service, as defined in the role statement. Although 
there is no research expectation for non-tenure track faculty, the faculty member's 
appropriate mix and extent of responsibilities is defined within their department by 
a role statement. 

B. A terminal degree in a field appropriate to the discipline in which the candidate 
teaches is normally required for appointment or promotion for the following 
advancement levels: Assistant Teaching Professor, Associate Teaching Professor, and 
Teaching Professor; and Assistant Clinical Professor, Associate Clinical Professor, and 
Clinical Professor. Candidates may be hired to the following levels in the absence of 
a terminal degree: Assistant Educator, Associate Educator, and Senior Educator. 
Exceptions to this guideline will require careful documentation based upon an 
adequate rationale. 

C. Under normal circumstances, a faculty member should not expect to be 
considered for promotion with less than six years in advancement levels. For each 
level of promotion, successively higher levels of achievement are expected. 

D. The standards for teaching/librarianship and service, as defined in the role 
statement, for each level are indicated below. The relative significance of 
teaching/librarianship and service, as defined in the role statement, may vary from 
case to case. Consideration, in context of the candidate's entire career, will be given 
to teaching/librarianship and service, as defined in the role statement, conducted 
while the candidate has been employed at the University. 

1. Assistant Teaching Professor / Assistant Clinical Professor / 
Assistant Educator 

Evidence is normally expected of the following: 



 
a. demonstrated adequacy in teaching/librarianship; and 

b. some University service, as defined in the role statement, appropriate to 
the mission of the department and college/school/University Libraries. 

 

2. Associate Teaching Professor / Associate Clinical Professor / 
Associate Educator 

Evidence is normally expected of the following: 

a. documented effectiveness of teaching/librarianship; and 

b. some professional or University service, as defined in the role statement. 

 

3. Teaching Professor / Clinical Professor / Senior Educator 

Evidence is normally expected of the following: 

a. sustained effectiveness in teaching/librarianship; and 

b. demonstrated academic leadership in the form of service, as defined in 

the role statement, to the University and the profession.  
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4.28 / Promotion for Non-Tenure Track Faculty: Outline of 
Process of Review 
Effective: December 11, 2017 
  

I. Policy 

A.  Any faculty member may nominate himself or herself for review for promotion or 
incentive review after five years of service in the current level. The review takes place 
during the sixth year. Nominations may also be made by the chairperson. 

B. The process of review for promotion or incentive involves these steps: 

1. Nomination for review. 
2. Departmental review of nominees by the departmental committee and by the 

chair. 
3. In favorable or appealed cases, college/school/University Libraries review of 

department nominations by the college/school/University Libraries Promotion 
Committee, and by the college/school/University Libraries dean. 

4. In favorable or appealed cases, University review of college/school/University 
Libraries nominations by the Promotion Committee and by the Provost. 

5. In favorable or appealed cases, review of recommendations by the University 
President for final decision. 

C. Procedures have been established for appeal in the case of an adverse promotion 
recommendation at the department and at the college level. 



 
 

4.29 / Promotion for Non-Tenure Track Faculty Promotion: 
Procedures 
Effective: December 11, 2017 
  

I. Policy 

A. Nomination for Review for Promotion 

1. The department chair will write to all full-time faculty members of the 
department to tell them that nominations of persons to be reviewed that 
year for promotion must be given to the chair by a specified date. All 
others may be nominated by the chair or by the faculty member himself 
or herself. 

2. The department chair will send copies of the list resulting from step 1 to 
all full-time departmental faculty and specify a second date by which any 
additional nominations must be provided in writing to the chair. 

3. The department chair will confer individually with all nominated faculty 
members and provide information about departmental, 
college/school/University Libraries, and University criteria for promotion. 

4. Faculty who have been nominated must inform the department chair in 
writing by a date specified by the department chair (which will be no 
sooner than two days after their conference) of the faculty member's 
decision to remain in nomination or to withdraw. 

5. The final, typed list of those nominated will be sent to the dean and to all 
members of the department electorate. Each person on the list will be 
notified in writing by the dean that he or she is officially a candidate for 
promotion. In addition, the dean will inform the candidate of the criteria 
for promotion and will instruct the candidate to give his/her supporting 
materials to the department chair by a specified date. 

B. Preparation of the Primary and Secondary Dossier 

The candidate will present a primary dossier and may prepare a secondary 
dossier. Only material contained in the primary and secondary dossiers and 
additional materials appropriately obtained and added to the dossiers may be 
used by the Promotion Committee at each level. 

The candidate is responsible for assembling the materials and reviewing the 
entire dossier to determine that it is complete and accurate. Non-tenure track 



 
candidates are not required to have any external letters of review as part of their 
primary dossier. Adherence to established deadlines should ensure that the final 
dossier is complete at the time of submission. The candidate then submits the 
copy of the primary dossier and supplemental materials to the chair of her/his 
department. Once they have been submitted to the chair, these original 
materials cannot be changed or rewritten. 

As the review proceeds through the various levels, the primary dossier and the 
secondary dossier will be in the custody of the administrator at each level. Items 
are added as attachments to the primary dossier by the administrator as called 
for in these procedures, but the administrator must give the candidate a copy of 
the additions and provide the candidate an opportunity to write a rebuttal that 
will also be added to the primary dossier. 

1. Primary Dossier 

The primary dossier consists of the basic document, the required cover 
sheet which records each step of the review process, copies of the annual 
reviews (and rebuttals if filed) for non-tenure track faculty, the chair's 
non-evaluative role statement, statements of evaluation by the 
committee and administrator at each level of review (and rebuttals if 
filed), and items added during the review process. The basic document 
will follow the standard format recommended by the University 
Promotion Committee and approved by the Faculty Senate. Deviations 
from the established format should be clearly explained. The basic 
document may be no more than 15 pages. The chair will provide a 
statement of the role of the candidate in the department which is purely 
descriptive and not evaluative. If the candidate's role involves a weighted 
distribution of responsibility among the categories of professional 
activity, that should be indicated in the role statement. The chair will 
make copies of the primary dossier available for all voting faculty. 

2. Secondary Dossier 

A secondary dossier may be submitted to the chair by the candidate. It 
consists of such additional materials as the candidate wishes to submit. 
Examples might include, but are not required or limited to evidence of 
teaching, copies of student evaluations or course materials, evidence of 
service contributions, etc. The candidate may add items to the secondary 
dossier during the review process (see calendar in Section 4.15 of this 
manual). Should documentation significant to the candidate's case arrive 
after the deadline for adding materials to the secondary dossier, the 
candidate should notify the dean and the chair of his/her 
college/school/University Libraries committee who will add the material 
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to the dossier. The chair of the committee will bring it to the attention of 
the next higher committee. The secondary dossier will not be duplicated 
but will be available to committee members.  

 

C. Reviews for Promotion 

1. Department Review for Promotion 

The complete files of all faculty members under review in the 
department must be available for a reasonable time (at least five working 
days) to all voting faculty. 

2. Department Committee 

The Non-tenure track Faculty Promotion Committee at the departmental 
level should have at least three members and will consist of at least one 
voting non-tenure track faculty member, and at least one voting tenured 
faculty member of the department. Promotion cases will be reviewed at 
a meeting of the departmental faculty who hold level equal to or higher 
than that for which the candidate is being considered or of a committee 
of those with appropriate level chosen by these faculty members. (The 
limitation of voting to persons of equal or higher level need not apply to 
votes at the college/school/University Libraries or University level.) In 
departments with fewer than the requisite members, the 
college/school/University Libraries faculty will develop appropriate 
procedures for the review subject to the approval of the 
college/school/University Libraries dean. 

Each eligible person, excluding the department chair, will vote on each 
case under consideration and will sign the tally. The tally will not identify 
individual voters with their votes but must account for all eligible votes. 
Straw ballots may precede the final ballot. Abstentions may occur only in 
cases involving declared conflict of interest. A positive recommendation 
will result when more than 50 percent of those casting ballots (i.e., other 
than abstentions) have voted to recommend promotion. Copies of the 
tally sheets will be kept in the departmental office for three years. 

Chairs do not participate in their own evaluation or in evaluations of 
faculty when the chair has a conflict of interest. Such cases automatically 
go forward without prejudice for review at the next level. 



 
The results of the departmental deliberations and the chair's separate 
recommendation will be sent to the dean by the department chair. When 
the committee's discussion of a candidate is complete, the committee 
chair will summarize in writing the committee's evaluation of the 
candidate. The department chair will also provide a written evaluation to 
accompany his/her recommendation for each case. These statements will 
be included in the primary dossier. The candidate will be provided an 
opportunity to review these statements and to file a written rebuttal in 
the primary dossier. In cases where the chair's recommendation differs 
from that of the voting faculty, the case will go forward to the next higher 
level without prejudice, and that transmittal will not constitute an 
appeal. The chair will also send forward the copies of the primary dossier 
and the secondary dossier. 

The dean will inform each candidate in writing of the department's 
recommendations, the chair's recommendation, the right to appeal, and 
the procedures for appeal. The dean will also notify the candidate that 
he/she may request meetings with the department chair and/or the chair 
of the departmental promotion committee, at the candidate's option, to 
discuss the decision. 

3. College/School/University Libraries Review of Nominees for Promotion 

The dean will give a copy of the primary dossier of each faculty member 
favorably recommended for promotion and of all appealed cases to each 
member of the college/school/University Libraries committee and will 
indicate the location of the secondary dossiers. These materials must be 
available to the committee for at least five working days prior to 
deliberation. 

4. College Promotion Committee for Non-tenure track Faculty 

This committee will consist of at least one voting non-tenure track faculty 
member and at least one voting tenured faculty member from the 
college. The total membership of the committee is an odd number, with a 
minimum of five members. 

The majority of the committee are elected by the faculty, according to a 
representational formula adopted by the college/school/University 
Libraries. Members are elected or appointed for either two- or three-year 
terms (depending upon the college/school/University Libraries policies), 
staggered to maintain continuity. If a replacement is required due to a 
resignation, the replacement is selected only for the duration of the 
unexpired term. The committee chair is elected by the committee. No 



 
person can serve on the committee in a year in which he or she is 
considered for promotion or for more than two consecutive terms. 

The committee will meet with the dean to receive information about the 
schedule of meetings and about administrative matters related to the 
cases to be reviewed. The dean may also request other meetings with the 
committee. Each college/school/University Libraries shall adopt 
procedures regarding the role of the dean in these other meetings. If the 
committee discovers that information is lacking in a dossier, it can ask the 
dean to acquire the information. Consistent with the department 
procedures, the dean must provide the candidate a copy of the material 
and allow the candidate to write a rebuttal. The college/school/University 
Libraries committee may, at its option, adopt a policy which prohibits a 
committee member from the same department as a candidate for 
promotion from speaking about the case during the committee's 
deliberations. If such a rule is adopted, it must apply to all cases before 
the committee. If additional information about the departmental 
committee's deliberations is desired, the committee may request 
explanatory information to be submitted in writing from the chair of the 
departmental committee. This statement will be added to the primary 
dossier, and the candidate will be provided an opportunity to place a 
rebuttal in the primary dossier. The committee will then consider the 
cases before it, whether regular or appealed. Straw ballots may be taken, 
but these are neither binding nor recorded. Abstentions will not be 
registered except when a faculty member on a committee declares 
he/she has a conflict of interest concerning the case. At a meeting 
without the dean each case will be discussed and the committee will 
conduct its final vote. A positive recommendation by the committee will 
result when more than 50 percent of those casting ballots other than 
abstention vote to recommend promotion. 

The committee must notify the dean in writing of its final ballot on each 
case. (Note: The college/school/University Libraries committee may meet 
with the dean as it sees fit but it must hold a discussion on each case and 
take its final vote in the absence of the dean.) The results of the 
college/school/University Libraries deliberations and the dean's separate 
recommendations will be sent by the dean to the Provost. When the 
committee's discussion of a candidate is complete, the committee chair 
will summarize in writing the committee's evaluation of the candidate. 
The dean will also provide a written evaluation to accompany his/her 
recommendation for each case. These statements will be included in the 
primary dossier. The candidate will be provided an opportunity to review 
these statements and to file a written rebuttal in the primary dossier. In 



 
cases where the college/school/University Libraries committee's 
recommendation differs from that of the dean, the case will go forward 
to the next higher level without prejudice and the transmittal will not 
constitute an appeal. A positive recommendation requires the affirmative 
vote of more than 50 percent of those voting. The dean will also send 
forward the primary dossier and the secondary dossier. 

The dean will notify each candidate in writing of the 
college/school/University Libraries committee's recommendation, the 
dean's recommendation, the right to appeal, if any, and the procedures 
for appeal. The dean will also notify the candidate that he/she may 
request in writing meetings with the dean and/or the chair of the 
college/school/University Libraries committee, at the candidate's option, 
to discuss the recommendation. 

5. University Review of Nominees for Promotion 

The Provost will give a copy of the primary dossier of each faculty 
member favorably recommended for promotion and of each appealed 
case to each member of the University committee. In addition, the 
Provost will indicate the location of the secondary dossiers. The materials 
must be available to the committee for at least five working days prior to 
deliberations. 

The review committee at the University level is composed of the same 
members as the Faculty Senate Tenure and Promotion Committee, with 
the exception that the two at-large tenured members will be replaced by 
two at-large non-tenure track faculty. No person may serve on the 
University-level review committee in a year in which he or she is 
considered for tenure or promotion. 

If the committee discovers that information is lacking in a primary 
dossier, it can ask the Provost to acquire the information, which will be 
placed in the primary dossier. Consistent with college/school/University 
Libraries procedures the Provost must provide the candidate a copy of 
the material and allow the candidate to write a rebuttal, which will also 
be placed in the primary dossier. The committee will then consider the 
cases before it, whether regular or appealed. The committee may request 
a written response from the dean on matters of interpretation of 
evidence, the academic needs of the unit, or its current resources, but 
the committee will not invite the dean or other outside persons to meet 
with the committee. Consistent with college/school/University Libraries 
procedures, the candidate shall be provided a copy of any additional 
written material provided to the committee and shall be provided an 



 
opportunity to write a rebuttal. Both the statement and the rebuttal will 
be placed in the primary dossier. Straw ballots may be taken, but these 
are neither binding nor recorded. Abstentions will not be registered 
except when a faculty member on a committee declares he/she has a 
conflict of interest concerning a case. At a meeting without either the 
Provost or the Dean of the Graduate School present, each case will be 
discussed and the committee will conduct its final vote. A positive 
recommendation will result when more than 50 percent of those casting 
ballots other than abstention vote to recommend promotion. The 
committee must notify the Provost in writing of its final ballot on each 
case. Any person not recommended by the University committee may 
request meetings with the Provost and/or the chair of the University 
committee, at the candidate's option, to discuss the recommendations. 
The candidate may invite a faculty colleague to accompany him/her. 

The results of University committee deliberations and the Provost's 
separate recommendations will be sent by the Provost to the President. 
When the committee's decision on a candidate is complete, the 
committee chair will summarize in writing the committee's evaluation of 
the candidate. The Provost will also provide a written evaluation to 
accompany his/her recommendation for each case. These statements will 
be included in the primary dossier. The candidate will be provided an 
opportunity to review these statements and to file a written rebuttal in 
the primary dossier. In any case where the proposed vice presidential 
recommendation differs from that of the University committee, the 
Provost will meet with the committee to discuss the reasons for his/her 
position. 

The President will notify the candidate, the candidate's dean, and the 
chair, in writing, of his/her decision by the calendar date. Any person not 
recommended by the President may request a meeting with the Provost 
and the President to discuss the recommendations. The candidate may 
invite a faculty colleague to accompany him/her, in either case. 

D. Appeal of Decisions Related to Promotion 

A candidate may make only one appeal during the entire review process. The 
appeal is made to the next higher level. No hearing is provided, and the appeal 
must be written. Some typical reasons for appeal are violation of academic 
freedom, failure to follow procedures concerning time periods or committee 
operations, inadequate consideration, discrimination, etc. The committee to 
which the appeal is made will give full consideration without prejudice to the 



 
case in that the committee will review it in the same manner as favorably 
recommended cases and will apply similar standards. 

If the candidate's one appeal results in an unfavorable recommendation, the 
candidate's dossier will be forwarded directly to the President. The President will 
make the final decision regarding the candidate as provided in Regents policy 
without further recommendations. 

E. No Publication of Names 

Names of faculty being considered for promotion will not be published. The right 
of privacy of such faculty members was affirmed by vote of the faculty on March 
6, 1978. 

F. Confidentiality of Proceedings 

All deliberations are confidential. However, confidentiality cannot be guaranteed 
if the case goes to litigation. 

G. Disposition of Dossiers 

The Provost in each case will keep a copy of the primary dossier for three years 
and return to the candidate the remaining copies of the primary dossier and the 
secondary dossier. 

H. Precedence of University Procedures 

If department and College/School/University Libraries tenure or promotion 
procedures differ from those of the University, University procedures take 
precedent. 

I. Student Members 

Students will not cast a vote regarding the award of tenure or promotion to 
individual faculty members. 

II. Definition of Terms 

• Administrator 

The administrator at the departmental level is the department chair. The dean is 
the administrator at the College/School/University Libraries level, and the 
Provost is the administrator at the University level. 



 
• Calendar 

A Promotion Calendar will follow the same schedule as the Tenure and 
Promotion Calendar, developed and published each year by the Provost or their 
designee. 

• Documents 

The basic document consists of the 15-page statement prepared by the 
candidate in accordance with the standard format. The primary dossier consists 
of this basic document, the required cover sheet, copies of annual reviews (and 
rebuttals if filed) for faculty, the chair's non-evaluative role statement, 
statements of evaluation by the committee and administrator at each level of 
review (and rebuttals if filed), and items added during the review process. 
Candidates must be notified of any items added to the primary dossier and be 
provided an opportunity to submit a written rebuttal to such items, which will be 
included in the primary dossier. At each level of review, each committee 
member has a copy of the primary dossier. The secondary dossier consists of 
such additional materials as the candidate wishes to submit. Examples might 
include, but are not required or limited to evidence of teaching, copies of 
student evaluations or course materials, evidence of service contributions, etc. 
Only one copy of the secondary dossier is maintained. 

• Straw Ballot 

A non-binding vote taken for the purpose of monitoring progress toward a final 
decision is a straw ballot. 

• Favorable Case 

A favorable case occurs at any level of review if either the faculty committee or 
the administrator makes a positive recommendation concerning the case. Such 
cases automatically move forward for review at the next level. 

 



 
 

4.30. Teaching Professor Incentive Review Program 
Effective: December 11, 2017 
  

 I. Purpose 
Establish a voluntary incentive review program for non-tenure track faculty holding the level of 
Teaching Professor, Clinical Professor or Senior Educator. 

II. Preamble 
The voluntary incentive review program is intended to provide an opportunity for a (1.0 EFT) non-
tenure track faculty member holding the level of Teaching Professor, Clinical Professor or Senior 
Educator at Wichita State University for six (6) years to be eligible for salary supplements based 
on the faculty member's continuing professional work. Any Teaching Professor, Clinical Professor 
or Senior Educator, including those holding administrative positions, may apply for the merit 
award if they feel that they meet the criteria provided in paragraph five below. 

III. Policy 

A. The voluntary incentive review program is available to all faculty members who 
have held the level of Teaching Professor, Clinical Professor or Senior Educator at 
Wichita State University for a minimum of six (6) years (whose appointment is 1.0 
EFT) and who have not received an incentive supplement under this policy in the last 
six years. 

B. Eligible faculty members interested in participating in the voluntary incentive 
review program shall submit their names to the Chair of the department by the 
appropriate Spring deadline of their fifth (5th) year as a Teaching Professor, Clinical 
Professor or Senior Educator at WSU, at the same time as faculty seeking promotion 
to Teaching Professor, Clinical Professor or Senior Educator as noted in the Tenure 
and Promotion Calendar. The candidate for the voluntary incentive review will 
present a primary dossier comparable to a promotion dossier to the department, 
highlighting work completed since the last review; the candidate may prepare a 
secondary dossier. 

C. Chairs interested in participating in the voluntary incentive review submit their 
dossiers to the Teaching Professor, Clinical Professor or Senior Educator of the 
department for review. Chairs who are candidates for the Teaching Professor, 
Clinical Professor or Senior Educator Incentive Review Program do not participate in 
their own evaluation or in evaluations of candidates in the Teaching Professor, 
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Clinical Professor or Senior Educator Incentive Review Program, or when the Chair 
has a conflict of interest. Such cases automatically go forward without prejudice for 
review at the next level. 

D. Salary supplements under this policy are part of the merit pay system, not the 
tenure and promotion process. The criteria for award of a salary supplement are the 
same as the criteria for promotion to Teaching Professor, Clinical Professor or Senior 
Educator (in effect at the time the candidate files an application for full professor 
incentive review). In the interests of fairness and to assure comparable standards 
across campus, the process for review is the same as for promotion to Full Professor, 
and will process through the stages of the tenure and promotion review process. 

The process of review involves these steps: 

1. Nomination for review. 
2. Departmental review of nominees by the departmental committee* and 

by the Chair. 
3. In favorable or appealed** cases, college/school/University Libraries 

review of departmental nominations by the college/school/University 
Libraries tenure and promotion committee and by the 
college/schools/University Libraries dean. 

4. In favorable or appealed** cases, University review of 
college/school/University Libraries nominations by the tenure and 
promotion committee and by the Provost. 

5. In favorable or appealed** cases, approval by the president of the 
University. 

*In departments having fewer than three faculty members with appropriate 
rank, the college/school/University Libraries faculty will develop appropriate 
review procedures subject to the approval of the college/school/University 
Libraries dean. 

**Procedures have been established for appeal in the case of an adverse 
promotion recommendation at the department, college/school/University 
Libraries and University levels. 

Note: The applicable policies and procedures may be found in the WSU Policies 
and Procedures Manual, Chapter 4. 

E. The requirements for a successful Teaching Professor, Clinical Professor or Senior 
Educator incentive review merit award require that a candidate demonstrate 
sustained, successful performance in the areas of responsibility as defined in their 
role statement. This might include teaching at the undergraduate and/or graduate 
level, as well as service to the University and to the profession commensurate with 

https://www.wichita.edu/about/policy/ch_4.htm
https://www.wichita.edu/about/policy/ch_4.htm


 
the level of Teaching Professor, Clinical Professor or Senior Educator. It is the 
responsibility of the candidate to supply clear and convincing evidence in each area. 

F. Satisfactory completion of the voluntary incentive review program will result in 
payment of a salary supplement to the participating faculty member that equals the 
salary supplement paid to a person promoted to Teaching Professor, Clinical 
Professor or Senior Educator at the same time. 

IV. Implementation 
This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The Provost shall have primary responsibility for publication and implementation of this 
University Policy.  

 



 
 

4.31. Faculty Evaluation 
Effective: July 01, 1997 | Revised: September 21, 2020 
  

 I. Initiating Authority 

Faculty Senate serves as the initiating authority. 

II. Purpose 
The following policy provisions are established from the perspective that variety in academic 
schools/departmental (hereinafter referred to as "Department") evaluation procedures shall be 
preserved, subject to providing a fair evaluation for each individual and subject to departmental 
mission. 

III. Policy 

A. All faculty, with half-time or more appointments, and those unclassified 
professionals who have teaching responsibilities amounting to 50 percent or more of 
their workload are to be evaluated at least once a year regardless of whether or not 
they are in the Academic Affairs division of the University. 

B. There shall be a common calendar for the evaluation of untenured faculty and for 
annual merit evaluation. 

c.   Department evaluation procedures shall focus on the year in question while 
providing for at least two contiguous years in each review, in order to make 
appropriate adjustments in salaries based on previous years with limited or no salary 
allocation moneys and to determine patterns and continuity in academic 
accomplishments. 

D.  The Department shall be established as the primary site of evaluation. The chair 
of the department is responsible for maintaining the current departmental 
evaluation policy in an open file. The following records shall be established and 
maintained in individual faculty files kept in the departmental office: 

1. Departmental instructions to persons being evaluated including the 
requirement to discuss flexible performance goals for the coming year with the 
chair. The understanding is that these goals can be revisited and modified during 
the course of the year. 
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2. Departmental evaluations for each person, including assessment of success in 
attainment of performance goals. 

3. The relationship between evaluation and departmental pay recommendation 
for each person. 

4. The rationale for changes in departmental evaluations and pay 
recommendations made by persons outside the Department.   

E. There shall be no information requested for annual evaluation that is not intended for 
that purpose. 

F. Persons being evaluated should be informed of any submitted information that was not 
reviewed by the evaluators involved in the evaluation process. 

G. There shall be developed procedures for an open information flow between affected 
parties as per the procedure outlined below and an opportunity for the person being 
evaluated to appeal at each stage of the process that will meet the prevailing budget time 
line requirements. 

H. The majority of any departmental review committee, if established according to the 
following procedure, must be tenured faculty. 

IV. Administrative Procedure 

A. Departmental Faculty 

1. The faculty of each department shall establish a written policy for annual evaluation of all 
faculty with half-time or more appointments and those unclassified professionals who have 
teaching responsibilities amounting to 50 percent or more of their workload. 

2. Chairs and deans shall review departmental policy and meet with the departmental faculty in 
the interest of any changes that should be made. 

3. The faculty of each department shall cast a secret ballot at least every third year on whether 
they desire to elect annually a faculty evaluation committee for the purpose of evaluating the 
department members with teaching/librarianship responsibilities and providing merit pay 
recommendations to the department chair. If such a committee is established, its chair will meet 
with the department chair to report on the committee's recommendations for merit pay 
distribution within the department. If the departmental faculty elect not to establish a 
committee, the department chair will have sole responsibility of evaluating the department's 
teaching personnel/librarian personnel and generating the department recommendation for 
merit pay distribution within the department. 



 
 

B. Department Chairs\Directors (hereafter referred to as "Chairs") 

1. Chairs shall transmit departmental pay recommendations for the entire department, according 
to faculty established policy, to each person being evaluated as soon as these are developed and 
ready for transmittal to the dean. At that time, each person being evaluated may appeal his/her 
individual pay recommendations to the department chair. 

2. Chairs shall transmit departmental pay recommendations to their dean along with a prioritized 
list of individuals they recommend for any additional salary increases. 

C. Provost and Deans 

1. Deans shall transmit their pay recommendations to the Provost for the entire department. At 
the same time, the dean will explain to the Chairs any changes recommended by the dean in the 
department's salary recommendations. The Chairs are responsible for immediately informing the 
person being evaluated. 

2. The Provost shall transmit that office's departmental pay recommendations for the entire 
department to each dean who has the responsibility of informing the Chairs as soon as soon as 
these are developed. The Chair is responsible for informing the person being evaluated at that 
time. 

3. Administrators above the department level shall prepare a written explanation, attaching any 
relevant documents, of all changes they make in pay recommendations sent to their office. The 
explanation shall be transmitted to the person being evaluated and to the department chair. 

D. Evaluation of Teaching 

1. It is the policy of the Kansas Board of Regents that merit increases for faculty shall be based 
on an annual evaluation of performance. In compliance with these policy statements, the 
University has developed the following guidelines for the evaluation of all University faculty with 
half-time or more appointments who have teaching responsibilities amounting to 50 percent or 
more of their workload, including: temporary faculty, probationary faculty, tenured faculty, 
contingent unclassified professionals, provisional unclassified professionals, and regular 
unclassified professionals. 

2. Departments, colleges or units must review and develop a comprehensive, and flexible 
approach to teaching evaluation, where several types of evidence will be collected, presented 
and evaluated as a portfolio. The types of information evaluated shall be appropriate for the 
discipline or various sub-disciplines represented in the department, college or unit. It shall be the 
responsibility of the department, college or unit to insure that evaluations are conducted in 
accordance with the established procedure. In addition to normed student evaluations such as 



 
SPTE or IDEA, evidence of teaching effectiveness may include, but is not limited to, some 
combination of the following: 

a. Course materials such as reading lists, syllabi, classroom or community activities, and 
examinations; 

b. Special contributions to effective teaching for diverse student populations; 

c. Development of innovative and effective teaching methods; 

d. Development of new courses or substantial modification of existing courses; 

e. Evidence of impact on students and faculty; 

f. Student outcome assessments such as before/after quantitative or qualitative testing, 
or results from standardized exams; 

g. Honors or special recognitions for teaching accomplishments; 

h. Peer evaluations; 

i. Special teaching activities outside the university; 

j. Advising and mentoring students; 

k. Exit interviews, and alumni interviews and surveys to obtain information about 
teaching effectiveness. 

 

3. Departments, colleges and unit should determine the appropriate criteria used to judge the 
information presented. 

4. The results for student perceptions of teaching evaluations and student comments are owned 
by the faculty teaching the class. Departments and/or colleges should not have access to the 
results and student comments prior to faculty. Only a quantitative summary for any normed 
evaluations is required. Only the two summary pages are required for evaluations if SPTEs are 
used, but faculty are free to include student comments in their entirety. SPTE results should be 
available to faculty before the annual review deadlines. 

5. Since all faculty with half-time or more appointments and those unclassified professionals who 
have teaching responsibilities amounting to 50 percent or more of their workload must be rated 
by students at least once a year, the department faculty shall determine the form or forms 
appropriate to its discipline among those which conform to the criteria stated in the policies of 
the Board of Regents). Surveys intended for faculty evaluation must conform to certain 
administrative practices: 

 



 
a. Persons being evaluated do not have access to blank survey forms and they 
have no responsibilities to administer the survey nor to tally survey results. 

b. Personnel who distribute and collect the surveys will acknowledge by their 
signature that they conducted the survey for a particular class and they recorded 
the number of students present at the time the survey was taken. 

c. Persons being evaluated shall have access to a copy of raw scores of any survey 
used for evaluation. 

Note: The Provost will establish procedures in consultation with the Faculty Senate for 
implementation of this policy. These procedures will pertain only to the time and form of the 
evaluation policy. 

  



 
 

4.32. / Substance Abuse  
Effective: July 01, 1997 | Revised: April 09, 2018 
  

 I. Purpose 
This policy for dealing with faculty members with substance abuse problems is intended to 
enhance and encourage a cooperative effort between faculty and the University and to serve and 
protect the interests of both. The policy recognizes that professional assistance can often return 
an individual to full productivity and is based on the premise that it is the faculty member's right 
and responsibility to seek professional assistance for a substance abuse problem. 

II. Scope  
A faculty member with a possible substance abuse problem, even in its early stages, is 
encouraged to seek diagnosis and treatment. The faculty member should be assured that seeking 
assistance, pursuant to this policy, for an actual or potential substance problem, will not interfere 
with job status, promotional opportunities or other privileges. A substance abuse problem is 
defined as one in which a faculty member's use or misuse of alcohol or drugs is reasonably 
believed to be affecting the faculty member's job performance. 

III. Policy overview 

The goal of this policy is to assist individuals in seeking professional help so they may return to 
full productivity. All faculty members, especially department chairpersons, should work to 
engender a University-wide enlightened attitude and a realistic recognition of the nature of 
substance abuse problems. 

IV. Responsibility 

 

A. Responsibility for implementing this policy rests with faculty. Care must be taken 
to follow procedures so that no faculty member with a substance abuse problem will 
be penalized for implementing the policy. 

B. Supervisors will seek to do everything reasonably possible, consistent with 
applicable laws and University procedures, to make certain that information revealed 
by the faculty member receiving professional assistance relating to an actual or 
potential substance abuse problem will remain confidential. 



 
C. Implementing this policy will not require, or result in, any special treatment, 
privileges, or exemption from the standard administrative practices applicable to job 
performance requirements. 

V. Action Guidelines 
The steps listed below are suggested guidelines only. Department chairpersons, deans, and other 
faculty supervisors should not attempt diagnosis, even if they have professional qualifications to 
judge that a faculty member's work has been affected by a substance abuse problem. 

A. Before attempting intervention in a situation involving a faculty member with a 
substance abuse problem, the concerned supervisor should discuss with his/her 
supervisor and the Director of Equal Opportunity the pertinent rules and 
requirements concerning protection of rights of the person believed to be suffering 
from a substance abuse problem. It may also be helpful for the supervisor to 
consult with a professional in substance abuse treatment without identifying the 
concerned faculty member before meeting with him or her. The University's 
Counseling and Testing Center is staffed with professional counselors who may be 
able to assist supervisors. 

B. The supervisor should meet with the faculty member informally and discuss the 
observed job performance problems. Supervisors should not attempt diagnosis. If 
the faculty member references a substance abuse problem as a causative factor for 
the job performance problems, the supervisor should advise the faculty member of 
this substance abuse policy, activate the policy and encourage the faculty member 
to seek professional counseling for the problem. In this discussion, a date will be set 
by which improvement in job performance will be assessed. A list of professional 
agencies will be available to supervisors. This list may be obtained by contacting the 
Office of Human Resources. 

C. The supervisor and the faculty member may also wish to consider the following 
options which may be pursued in connection with or in addition to professional 
counseling: 

1. A faculty member with accrued sick leave may take sick leave. This option 
would allow the faculty member to enter an inpatient treatment center 
and adopt a treatment program. 

2. A faculty member may request, pursuant to applicable University and 
Board of Regents policies, to be placed on leave of absence without pay. 

D. It is the responsibility of the faculty member to follow up the suggested 
professional counseling, to cooperate with prescribed treatment, and to assume 
financial responsibility for the cost of the treatment. The University, while 
concerned for the well-being of the faculty member, also expects the faculty 



 
member to address the job performance problems presented at the informal 
meeting. 

E. Between the initial meeting wherein this policy is activated and the date agreed 
upon in the second action guideline to assess improvement in job performance, the 
supervisor will continue to monitor job performance but will in all other respects 
leave the initiative for further discussions to the faculty member. However, 
progress reports and continuing dialogue between the supervisor and faculty 
member are encouraged. 

F. If the faculty member's job performance has improved to an acceptable level by 
the date prescribed by the supervisor, and as agreed to by the faculty member, the 
member should be so informed and no further action is required or necessary. On 
the other hand, if the faculty member's job performance remains below acceptable 
standards, the supervisor and the University will follow normal procedures with 
regard to unacceptable job performance, including, but not necessarily limited to, 
non-reappointment or dismissal. 

This policy is supplemental to and subject to all existing University policies, Board of Regents 
policies, and applicable state and federal laws. 

 

 



 
 

4.33 / Procedures for Departing Faculty 
Effective: July 01, 1977 | Revised: April 09, 2018 
  

I. Procedure 

A. Resignation 

Resignations should always be submitted in writing to the faculty member's department 
Chairperson or Dean. The Dean will acknowledge the resignation on behalf of the University. 
Unless an alternate date is specified, the effective date of a resignation shall be the 
termination date of the faculty member's appointment, current as of the date of submission 
of the resignation. 

Faculty members must submit a written resignation notice. Except in instances of medical 
necessity, or as otherwise agreed upon between faculty member and Chairperson or Dean, 
resignations should be submitted by May 1 or within 30 days of the date of the most recent 
appointment notice. 

B. Final Departure 

Prior to final departure from campus, faculty members are expected to make 
arrangements for determining the final grades of their students and make 
arrangements to collect personal property and return University property. 



 
 

4.34 / Dismissal for Cause 
Effective: July 01, 1977 | Revised: September 21, 2020 
  

I. Initiating Authority 
Faculty Senate serves as the initiating authority. 

II. Purpose 
This policy is intended to establish a specific and clear procedure for identifying and addressing 
instances of a Tenured Faculty Member failing to meet the minimum level of performance or 
expectations of Professional Fitness and guidelines for remediation where appropriate. When a 
Tenured faculty member, who does not meet the minimum acceptable level of performance or 
when reason to question a Tenured faculty’s Professional Fitness is documented, the process 
outlined below is provided to allow a fair, unbiased, non-retaliatory and non-discriminatory 
remediation and/or dismissal for cause. Faculty members who are not tenured and whose term 
of appointment has not expired, would follow applicable University policies in chapter 3. 

III. Policy 

A. Each University department/unit shall use established criteria for minimum 
acceptable levels of performance that have been communicated to the members 
within the department/unit as the basis for annual evaluations. 

B.  The Chair and the Performance Evaluation Forms (FAR) Review Committee (or 
similar committee) shall determine if the “overall” performance (as indicated on the 
FAR form) of a Tenured Faculty Member in their department falls below the 
minimum level of role expectations. If there is no FAR Review Committee, the 
decision is based on the Chair’s statement. If there is disagreement between the 
Chair and the FAR Review Committee, the decision to enact the procedures for low 
performance review will be decided by the college Dean. 

C. It is highly recommended that the Chair and/or Dean utilize the expertise and 
experience of the Human Resources Department in working with issues of Low 
Performance and/or dismissal for cause. 

D. Faculty Senate Ombudspersons are available to provide assistance to faculty. 



 
IV. Definitions 

For the purpose of this policy only, the following definitions shall apply: 

A. Chair: Denotes the administrator of the Unit (i.e. Director or other title of 
educational unit: Department, School, Center, etc.). 

B. College Faculty Review Committee: a committee made up of three (3) Tenured 
Faculty Members from the college reviewing the Tenured Faculty Member’s 
performance, jointly named by the Tenured Faculty Member and Chair, as set forth 
in this policy. 

C. Low Performance: the “overall” performance category (as indicated on the FAR 
form) where a Tenured Faculty Member does not meet the minimum level of 
performance. 

D. Professional Fitness: three (3) Annual Low Performance Ratings in any five (5) 
year period, or improper behavior that demonstrates: incompetence or dishonesty 
in teaching or research; dereliction of essential duties and responsibilities; or 
personal conduct which substantially impairs the individual’s fulfillment of their 
essential institutional responsibilities. Allegations of harassment, discrimination, 
sexual misconduct and protected class discrimination will be investigated pursuant 
to the applicable university policy. 

E. Performance Evaluation Forms (FAR) Review Committee (or similar committee 
such as T&P committee): made up of Tenured Faculty Members from the 
department (or an ad-hoc committee in place for faculty reviews within the 
department). 

F. Tenured Faculty Member: anyone who is classified within the eclass or egroup of 
Tenured Faculty in the WSU system of record “Banner.” 

G. University Review Committee: made up of Tenured Faculty Members (not less 
than 3), jointly named by the president of the Faculty Senate and the University 
President. 

V. Administrative Procedure for Low Performance 

A. First Annual Low Performance Rating 

1. The Chair shall discuss with the Tenured faculty member the specific 
area(s) of responsibility with Low Performance related to their role 
statement/job description and mutually develop a plan of action to 



 
improve performance and/or remediation. A summary of this discussion, 
that includes the plan of action, will be added to the annual evaluation 
documents and a copy provided to the Tenured Faculty Member. 

2. If the Tenured Faculty Member disagrees (rejects) the finding of a first 
Low Performance rating, they may submit a written rebuttal with 
justification/documentation within five (5) business days. The dean will 
then review the low performance judgement and make a final decision 
within ten (10) business days. 

B. Second Annual Low Performance Rating in the Last Four-Year Period 

1. A Tenured Faculty Member receives a second annual evaluation which 
reflects a finding in that department/unit that they have failed to meet the 
minimum level of performance. 

2. The Chair shall meet with the Tenured Faculty Member to clearly 
document areas of low performance that need to improve and develop a 
plan for remediation. 

a. Remediation may include appropriate provisions for faculty 
development, such as coaching, leave of absence, or a change in 
teaching assignments. Other remediation steps may be offered, 
subject to review by the Dean or the Provost. Remediation should 
begin as soon as possible and will be funded by the University. The 
Tenured Faculty Member’s annual review document for the 
subsequent year should reflect the method of remediation and 
document its level of success. 

b. A summary of this meeting, that includes the plan for remediation, 
will be added to the annual evaluation documents and a copy 
provided to the Tenured Faculty Member. 

3. If the Tenured Faculty Member disagrees (rejects) the finding of a second 
low performance rating or cannot reach agreement with the Chair on a 
plan for remediation, a College Faculty Review Committee will be 
selected (as explained below at section V.A.4) to review the Tenured 
Faculty Member’s annual evaluations and other relevant documents. 

4. A College Faculty Review Committee  

a. A College Faculty Review Committee shall be convened in the event a 
Tenured Faculty Member rejects the findings of a second low 
performance rating or the Faculty Member and Chair cannot reach an 
agreement on a plan for remediation. 



 
b. The College Faculty Review Committee shall consist of three 
Tenured Faculty Members from outside that department/unit but 
within the same college.  Two committee members must be in the 
same teaching category as the Tenured Faculty being evaluated. 

c. The Tenured Faculty Member and the Chair shall each select one 
reviewer, and they shall jointly select the third person. If the Tenured 
Faculty Member and Chair cannot agree on the third committee 
member, the Dean will make the selection. The College Faculty 
Review Committee will elect their Chairperson. 

d. The College Faculty Review C shall meet separately with the 
Tenured Faculty Member and department Chair, review the details, 
and provide a report to the college dean within one month from the 
time the committee is selected. The meetings are convened by the 
committee chair. 

e. The College Faculty Review Committee shall submit a written 
report to the Tenured Faculty Member,  the Chair, and the dean, 
stating that by majority vote concluded either that (a) there is 
sufficient evidence of low performance and remediation is necessary; 
or (b) there is insufficient evidence of low performance. The dean will 
then make the final decision regarding chronic low performance and 
appropriate remediation after meeting with the Tenured Faculty 
Member and the Chair. 

C. Dismissal for Cause 

A Tenured Faculty Member may be dismissed for cause upon the 
recommendation to the Provost from the Chair and Dean and: 

1. The Tenured Faculty Member has documented Chronic Low Performance – 
which is at least three annual Low Performance ratings in any consecutive 
five- year time period; OR 

2. There is documented behavior that questions the Professional Fitness of 
the Tenured Faculty Member. 

D. Notice of Dismissal and Faculty Member’s Right to Review 

1. The Tenured Faculty Member shall be advised of the decision to dismiss 
for cause in writing.  The Tenured Faculty Member will be informed that they 



 
have ten (10) business days to contest the decision in writing and request a 
formal review. 

2. The Tenured Faculty Member shall be deemed to have accepted the 
decision of dismissal, and his/her employment shall be separated, unless the 
Tenured Faculty Member requests a formal review of the decision within ten 
(10) business days from the date the written notice of dismissal was 
delivered to the Tenured Faculty Member. 

a. If the Tenured Faculty Member disagrees with (rejects) the finding 
of Dismissal for Cause and requests a review, a University Review 
Committee is formed. The Tenured Faculty Member may be placed 
on Administrative Leave with Pay until the conclusion of the review 
meeting. 

E. Review of Dismissal - Review Committee Process 

1. Membership of the University Review Committee 

a. Tenured Faculty Members (not less than 3) will be jointly named by 
the president of the Faculty Senate and the University President (or 
designee) within ten (10) business days) after the Tenured Faculty 
member contests the decision in writing and requests a formal 
review. 

b. The members of the review committee will be chosen on the basis 
of their objectivity and competence. 

c. The committee will elect its own Chairperson. 

2. Committee Charge 

a. Evaluate annual reviews or documentation of low performance or 
Professional Fitness. 

b. Set a hearing date in collaboration with the Provost to review 
Dismissal for Cause Recommendation. 

c. Notify Tenured Faculty Member when the review meeting will take 
place. The review meeting shall be scheduled so that the Tenured 
faculty member will have at least 20 business days to prepare for the 
review meeting after receiving notice of the scheduled review 
meeting date and time. 



 
3. Review Meeting 

a. Tenured Faculty Member may have an advisor of their own 
choosing who may act as counsel during the review. The advisor or 
the Tenured Faculty Member will present verbally why the dismissal 
for cause should not happen. 

b. The Provost should designate a representative to present verbally 
why the dismissal for cause should happen. 

c. There shall be a full record of the hearing available to the parties 
concerned. 

4. Review Conclusion 
1. The University Review Committee will make one of the following 

recommendations within one month after the review meeting(s), 
which includes rationale, to the Tenured Faculty Member, the 
Provost, and the President of the University: 

i. Recommends dismissal for cause. 

ii. Does not recommend dismissal for cause. 

5. Final Decision 

a. After reviewing the recommendation of the University Review 
Committee, the President of the University, or his or her designee, 
will make the final decision to either uphold or reverse the dismissal 
for cause decision. The President shall notify the Tenured Faculty 
Member in writing of the President’s decision. 

b. If the decision is to dismiss the Tenured Faculty Member for cause, 
the letter shall state the grounds for dismissal, and indicate the 
effective date of the end of the Tenured Faculty Member's 
employment, and any specific arrangements to be made regarding 
separation salary or other relevant matters. 

c. If the decision is to retain the Tenured Faculty Member, the letter 
will state that they will be reinstated with the effective date to return 
to the University. 



 
 

4.35 / Financial Exigency 
Effective: July 01, 1977 | Revised: August 4, 2000 
  

I.Financial Exigency Background 

Recent higher education enrollment trends have made educators increasingly aware of 
the need to anticipate possible needs for budget and staff reductions (known commonly 
as retrenchment) by developing orderly procedures for making such reductions. Like 
governing boards in many other states, the Kansas Board of Regents recognized that 
advance planning for such contingencies would serve the best interests of everyone in 
the academic community; it adopted the following definition of financial exigency for 
the Regents system. (Kansas Board of Regents Policy Manual, Chapter II, Section C, Item 
5) 

II.Definition 

Financial exigency is the formal recognition by a Regents institution that prior 
reductions in budget or authorized number of positions have required the elimination of 
nontenured positions and operating expenditures to such a point that further 
reductions in these categories would seriously distort the academic programs of the 
institution; hence, further budget or position reductions would require the 
nonreappointment of tenured members of the faculty or the failure to meet the 
standards of notice for nonreappointment of faculty. It is not a requirement of financial 
exigency that all nontenured positions throughout the University be first eliminated. 

 

III.Procedure 

A. It shall be the responsibility of the chief executive officer of each Regents 
institution, in consultation with appropriate campus groups, to develop a plan for 
reductions in personnel as necessitated by conditions of financial exigency. 

B. In the event that financial conditions at a Regents institution may warrant the 
declaration of financial exigency, the chief executive officer shall notify the board of 
that fact and shall provide a complete statement of the circumstances that may 
warrant the declaration of financial exigency. The statement shall also include a 
review of all reasonable alternatives to financial exigency. If the board and the chief 

https://www.kansasregents.org/about/policies-by-laws-missions/board_policy_manual_2/chapter_ii_governance_state_universities_2/chapter_ii_full_text#fin
https://www.kansasregents.org/about/policies-by-laws-missions/board_policy_manual_2/chapter_ii_governance_state_universities_2/chapter_ii_full_text#fin


 
executive officer concur as to the existence of a financial exigency, it shall be the 
responsibility of the chief executive officer to so declare. 

IV.Policy 

In response to the Regents action, the faculty of Wichita State University adopted a 
document entitled, "Policies and Procedures for the Reduction of Unclassified Staff for 
Reasons of Financial Exigency" on September 15, 1980. 
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6.01 / Personnel Policies and Procedures for Unclassified 
Professional Employees  
Effective: July 01, 1997 Revised: June 17, 1999 

I. Policy
It is the policy of Wichita State University to provide employment policies and procedures
which are specific to each category of employee. Unclassified employees include faculty,
administrators, and unclassified professionals. The statements and procedures outlined
in this document provide employment conditions specifically for unclassified
professionals. Both exempt and non-exempt are covered by all policies with the exception
of differences as outlined in Section 6.06, Salary Administration. General University
policies shall also apply to unclassified professionals.

https://www.wichita.edu/about/policy/ch_06/ch6_06.php


 
 
6.02 / Administration and Policy Interpretation  
Effective: July 01, 1997 Revised: October 15, 2004 
 
I. Policy 

It shall be the responsibility of the President and each vice president to administer these 
policies and procedures for unclassified professionals in their respective areas. The 
President and vice presidents may delegate authority to administer these policies and 
procedures as appropriate. 

  
Assistance in interpreting these policies and procedures is available from the Director of 
Human Resources, the Institutional Equity and Compliance Director or designee, and the 
General Counsel of the University. 

 
The equal opportunity responsibilities of the University for unclassified professional 
appointments shall be exercised by the Institutional Equity and Compliance Director or 
designee in coordination with the vice presidents. These responsibilities shall include 
monitoring employment activity (e.g., appointment process and review of salary 
recommendations) for the purpose of insuring compliance with federal and state statutes 
and regulations. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

6.03 / Unclassified Professional Appointments - Definition  
Effective: July 01, 1997 Revised: June 17, 1999 
 
 
I. Policy 

Unclassified professional appointments are those unclassified appointments requiring 
special technical or administrative skills of a professional nature distinct and separate 
from teaching/research roles of the faculty or the direct administrative responsibility for 
faculty supervision. Appointments primarily devoted to clinical supervision or the 
arrangement of clinical placement are included in this category. Unclassified professional 
appointments do not usually carry academic rank. Except for those persons also holding 
a tenured faculty appointment, when rank is awarded and is held within an academic 
department, it is understood that the presence of rank pertains only to the unclassified 
professional appointment and does not entitle the employee to a continued position in 
that department after the unclassified professional appointment is terminated. An 
unclassified professional holding rank is eligible for promotion in rank through the 
procedures outlined in the Wichita State University Policies and Procedures Manual, 
Chapter 4 - Faculty Appointment, Tenure, Promotion, and Resignation. Unclassified 
professionals holding rank as of May 20, 1985 will continue to do so although the rank is 
not associated with an academic department. To be eligible for promotion in rank, these 
employees must follow the procedures to have rank associated with an academic 
department thereby becoming eligible to use University tenure and promotion policies 
and procedures. 
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6.04 / Appointment Statuses 
Effective: July 01, 1997 Revised: June 17, 2016 

I.  Policy 

A. Recommendation of the appropriate status when an employee is hired into an 
appointment is the responsibility of the departmental budget officer making the 
hire. The budget review officer and the appropriate member of management 
must approve the recommended status. 

B. An unclassified professional may be terminated at any time for just cause. 
Dismissal for cause may be related to the performance of, or failure to perform, 
his/her employment responsibilities or job duties; for behaviors deemed 
unacceptable; violations of University policy; or violation of local, state or federal 
laws. Faculty with tenured appointments shall retain those tenured 
appointments while serving in any of the following appointment statuses. 

 

1. Executive 

Appointments held at the pleasure of the President and, in the case of 
the President, at the pleasure of the Board of Regents. Executive 
appointments may be terminated without cause or notice at any time. 
Executive appointments are those appointments which are deemed to be 
of significant managerial importance to the University and include, but 
are not limited to, vice presidents, deans and other positions as 
designated by the President. Unclassified professionals holding executive 
appointments may also hold academic rank and status which may 
continue if the administrative assignment is terminated. 

2. Regular 

Appointments given to unclassified professionals who have completed a 
provisional appointment and/or who have reached the level of expertise 
and/or experience deemed appropriate by the President and/or vice 
president for the type of position held. 

3. Employees in regular unclassified appointments on July 4, 2016 

Notice of non-reappointment may be given without cause and must be 
given twelve months prior to the proposed termination. The employee 
may be reassigned during the notice period. 



 
4. Employees in regular unclassified appointments hired on or after on 

July 5, 2016 

Notice of non-reappointment for the succeeding year may be provided at 
any time. The employment relationship will terminate at either 1) the 
end of the appointment, or 2) sixty (60) calendar days from the date of 
notice of non-reappointment, whichever is latest. The employee may be 
reassigned during the notice period. 

5. Provisional 

Provisional appointments are reviewed on an annual basis and may or 
may not be renewed. Provisional appointments carry no expectation that 
regular status will be granted. Upon completion of three years of service 
as a provisional unclassified professional employee, a person will be 
placed in regular status, unless notice of non-reappointment has been 
previously provided. An employee who has reached the level of expertise 
and/or experience deemed appropriate for the type of position held may 
be moved to regular status after completion of two years in provisional 
status upon the written recommendation of the President and/or the 
appropriate vice president. The recommendation shall be forwarded to 
the Institutional Equity and Compliance Director or designee for review 
and approval. Under no circumstances will a person be continued in 
provisional status for more than three years. Employees in provisional 
status may be granted up to two years of prior service credit toward the 
provisional appointment period upon hire with the review and approval 
of the Institutional Equity and Compliance Director or designee. 

 

6. Employees in provisional unclassified appointments on July 4, 2016 

Notice of non-reappointment for a provisional appointment may be given 
without cause and must be given on or before March 1 of the current 
fiscal year. The employee may be reassigned during the notice period. 

7. Employees in provisional unclassified appointments hired on or after on 
July 5, 2016 

Notice of non-reappointment for the succeeding year may be provided at 
any time. The employment relationship will terminate at either 1) the 
end of the appointment, or 2) fourteen (14) calendar days from the date 
of notice of non-reappointment, whichever is latest. The employee may 
be reassigned during the notice period. 



 
8. Contingent 

Appointments are for a fixed period of time subject to the terms and 
conditions of the individual appointment specified in the appointment 
notice and are usually funded from restricted use funds or by grants. 
Contingent appointments terminate at the end of an appointment period 
and carry no expectation of reappointment. Contingent appointments 
may be terminated without notice at any time. 

9. Contingent Unclassified Professionals employed on July 4, 2016 

Contingent unclassified professionals that, at any time during their 
employment, transition to a regular unclassified professional 
appointment or a provisional unclassified appointment will be eligible to 
continue employment under the applicable unclassified professional non-
reappointment policy that was in effect on July 4, 2016. This shall apply 
only when employment is continuous. 

10.  Temporary 

Appointments are for a fixed period of time subject to the terms and 
conditions of the individual appointment specified in the appointment 
notice. Temporary appointments terminate at the end of an appointment 
period, carry no expectation of reappointment, and may be terminated 
without notice at any time. Employees may not be changed from 
temporary to provisional status without an affirmative action search or 
the approval of the Institutional Equity and Compliance Director or 
designee and the appropriate vice president or President. 

11.   Regular University Support Staff employed on July 4, 2016 

Regular USS employees that, at any time during their employment, 
transition to a regular unclassified professional appointment or a 
provisional unclassified professional appointment will be eligible to 
continue employment under the applicable unclassified professional non-
reappointment policy that was in effect on July 4, 2016. This shall apply 
only when employment is continuous. 

12.  Probationary University Support Staff employed on July 4, 2016 

Probationary USS employees that, at any time during their employment, 
transition to a regular unclassified professional appointment or a 
provisional unclassified professional appointment will be eligible to 
continue employment under the applicable unclassified professional non-



 
reappointment policy that was in effect on July 4, 2016 This shall apply 
only when employment is continuous. 

C. When it is determined that non-reappointment of an unclassified professional 
employee is in the best interests of the University, the employee's manager will 
submit a written recommendation to the appropriate vice president. The vice 
president will review the recommendation and, if he/she is in agreement with 
the recommendation, will coordinate the issuance of written notice of non-
reappointment with the Office of Human Resources. 

D. All unclassified professional "Notice of Appointment" forms will indicate the 
employee's appointment status. Any unclassified professional appointment may 
be terminated at the end of an appointment period for reasons of program 
discontinuance and/or financial exigency per University policy. 

[Program/Unit Discontinuance Procedures for Unclassified Professionals are 
located at Section 6.14, and Financial Exigency Procedures for Unclassified 
Professionals are located at Section 6.15.] 

II. Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The Office of Human Resources shall have primary responsibility for publication, 
dissemination and implementation of this University policy. 
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6.05 / Position Descriptions, Title and Assignment Changes, and 
Reclassification  
Effective: July 01, 1997 Revised: May 01, 2013 
 

I.         Policy 
A. Position Descriptions 

A position description will be written and maintained for each unclassified 
professional position. A standard format (provided by the Director of Human 
Resources) will be followed. Assistance and direction for writing position 
descriptions will be provided by Human Resources. The position description, 
after appropriate approvals have been obtained, shall be provided to the 
Director of Human Resources for information. A position description must be 
written and approved prior to recruitment. It should be reviewed and 
updated, if necessary, annually as part of the performance appraisal process. 

B. Title Changes 

Changes in title may be made without an affirmative action search. Budget 
officers should recommend a change in title to their budget review officer 
and appropriate vice president through the appropriate form and 
justification memorandum. A copy of the form and justification shall be 
provided to the Director of Human Resources for information and to the 
Institutional Equity and Compliance Director or designee as part of the 
affirmative action monitoring process. 

C. Changes in Assignments 

Changes in assignments may be made without an affirmative action search 
when the proposed change is determined to be in the University's best 
interests. Budget officers should recommend changes in assignments to their 
budget review officer and appropriate vice president through a revised 
position description and memorandum of explanation, if appropriate. A copy 
of the memorandum of explanation shall be forwarded to the Director of 
Human Resources for information and to the Institutional Equity and 
Compliance Director or designee as part of the affirmative action monitoring 
process. 

 



 
D. Reclassification 

Reclassification of a position from classified to unclassified professional 
involves interpretation of the Kansas civil service act. The departmental 
budget officer shall forward to the Director of Human Resources the current 
classified position description, the proposed unclassified professional 
position description, a change of status form approved by the budget review 
officer, and a memorandum outlining the reasons for the requested change. 
If approved by the Director of Human Resources, the material will be 
forwarded to the Institutional Equity and Compliance Director or designee 
for review and approval, to the Budget Office for approval and coordination 
with the State Division of Budget, and to the appropriate vice president or 
the President for approval. After approvals have been obtained, an 
appointment notice shall be issued to the employee on behalf of the 
President. Reclassification from unclassified professional to classified is also 
possible, following a similar process with some minor procedural changes. 
Contact the Director of Human Resources or Institutional Equity and 
Compliance Director or designee for guidance. 

E. FLSA Status 

Reviews to determine the status of a position for purposes of the Fair Labor 
Standards Act shall be handled pursuant to Section 3.30. 
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6.06 / Salary Administration 
Effective: July 01, 1997 Revised: August 15, 2011 

I.  Policy 

A. Budget officers shall prepare salary recommendations for unclassified professional 
personnel according to guidelines issued by the University Budget Office. These 
guidelines are in accordance with salary policies determined by the President and vice 
presidents. Salaries for new unclassified professional appointments or 
recommendations for changes in salary for current unclassified professionals will be 
reported to the Director of Human Resources for information and to the Institutional 
Equity and Compliance Director or designee for the purpose of ensuring compliance 
with federal and state affirmative action regulations. Adjustments in salaries will 
consider: 

1. merit as indicated by performance appraisal, 
2. internal equity, 
3. external competitiveness for similar positions, 
4. federal and state laws and regulations, and 
5. University policy 

B. Unclassified professionals are designated as either exempt or non-exempt as defined in 
the Fair Labor Standards Act (FLSA). 
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7.02 / University Job Listings 
Effective: July 01, 1997Revised: December 09, 2015 

I.Policy 
A. Wichita State University job listings are available at: 

 jobs.wichita.edu 
 jobs.ks.gov 

B. Computer access and assistance is available at the Office of Human Resources 
(OHR) on the Wichita State University campus during normal business hours. 

C. When a university support staff position becomes available, OHR will post the 
vacancy for a minimum of seven calendar days for local and regional searches. 
National searches will be posted for 14 calendar days. 

D. Applicants must apply for a specific vacancy at jobs.wichita.edu. Qualified 
applicants will be referred to departments for consideration. 
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7.07 / Time and Leave Policies 
Effective: July 01, 1997Revised: June 08, 2014 

I.Preamble 

Time and leave policies are established in accordance with federal, state and University 
regulations and policies and are subject to review and audit. 

II.Policy 
A. Work Schedule 

The normal work schedule is a total of 40 hours per week. 

B. Workweek 

The workweek is Sunday through Saturday. The normal workweek for all hourly 
University employees is 40 hours during a given seven-day period. The standard 
work day for each full-time University employee is eight hours. 

C. Time in Pay Status 

Time in pay status may include the following: Approved vacation leave, sick leave, 
compensatory time, jury duty, donor leave, funeral (bereavement) leave, the 
military reserve for annual active duty training, state or national training, leave to 
attend official meetings and other authorized leave with pay, holidays, and the 
discretionary holiday when authorized by the governor. 

D. Leave Without Pay 

Exempt employees cannot have leave without pay for less than a full day (8 hours). 

E. Leave Requests 

Requests for leave should be approved by the supervisor prior to actual dates. 
When an employee is off work (on leave) for three days or longer (other than 
regularly scheduled vacation leave), the department submits a letter or 
memorandum to the Office of Human Resources (OHR) with the appropriate leave 
papers (e.g., military papers or physician statements) attached. 



 
Approved leave is considered authorized. Authorized leave with and without pay 
can be approved for the following reasons: donor leave, military leave, jury duty, 
childbearing, employee's illness, temporary disabilities, birth of employee's child, 
adoption of a child by an employee, the initial placement of a foster child in the 
home of the employee, care for a family member who has a serious health 
condition, or other sufficient reason when the appointing authority deems it to be 
in the best interest of the University. Medical leave for a regular employee will not 
exceed one year; leave for a probationary employee will not exceed 180 days. 

Unauthorized leave will be grounds for disciplinary action up to and including 
dismissal. The supervisor should contact the Office of Human Resources for 
assistance with procedures for unauthorized leave. 

F. Time Change 

Central Daylight Savings - Spring - The employees on 3rd shift that work only seven 
hours should show eight hours working. 

Central Standard Time - Fall -The employees on 3rd shift that work nine hours, 
because of the time change, should show nine hours worked (one extra hour). 

G. Call-in/Call-back 

Non-exempt employees may be called in to work on a regular day off or may be 
called back to work after a regular work schedule. 

An employee who is eligible to receive overtime will receive compensatory time, 
or if approved, in advance, by the budget officer, will be paid at the appropriate 
rate of pay for the hours worked. The employee shall be paid for a minimum of 
two hours unless the employee was on stand-by when called in or called back, or 
if the employee was called in or called back during the two-hour period 
immediately prior to the beginning of the employee's next regularly scheduled 
work shift. Only the hours actually worked shall be credited in determining 
eligibility for overtime compensation. 

H. Stand-by 

Stand-by time is defined as a period of time outside an employee's regularly 
scheduled work hours during which the employee is required, at the discretion of 
the University, to be available within a specified response time. Stand-by 
assignments will be limited to work situations where a probability of emergency 
recall exists. 



 
A non-exempt employee will be compensated at the rate of $2 per hour for each 
hour the employee is required to serve on stand-by status. An employee on stand-
by who is called in to work will be compensated for the hours actually worked at 
the appropriate rate of pay. The $2 per hour stand-by compensation will not be 
paid for hours actually worked. Only the hours actually worked will be credited in 
determining eligibility for overtime compensation. An employee on stand-by who 
is not available when called and who does not present reasonable justification will 
lose stand-by compensation for that stand-by period. 

I. Rest Periods 

Individual departments have the responsibility for setting and maintaining 
standards relating to departmental employees' rest periods. Practices relating to 
employees' rest periods may vary between departments. Rest periods should not 
exceed 15 minutes during each half day of work. Travel time from and to the work 
area is included in the 15 minutes rest period. Rest period time may not be used 
to adjust work schedules or be accumulated for future use. 

J. Absence Reporting 

It is the University's policy to require that employees report expected and 
unexpected absences and that an expected date of return be provided. However, 
an individual department may impose additional absence reporting requirements 
that are appropriate to the efficient conduct of the department. 

Unauthorized and unexplained absence from work for a period of five workdays 
is considered abandonment of the job and is a presumed resignation. OHR will 
inform the employee by certified U.S. mail of the requirement to report the 
absence and the consequence of not reporting. 

 

 

 

 

 

 

 

 



 
 

7.09 / Additional Compensation (Hourly Employees) 
Effective: July 01, 1997Revised: February 09, 2020 

I.Policy 
A. No employee should work more than their assigned time without the knowledge 

and prior approval of the supervisor. 
B. Compensatory Time 

Compensatory time is hours physically worked over 40 hours in a work week by 
non-exempt University employees. The extra hours worked accrue at time and a 
half. Compensatory time off shall not exceed a total of 60 hours at any point in 
time and should be used in a reasonable period of time, generally within a twelve-
month period from when accrued. 

C. Overtime 

Overtime is hours physically worked over 40 hours in a work week by non-exempt 
University employees. The employee will receive compensatory time for the extra 
hours at time and a half unless overtime pay is approved, in advance, by the 
employee's budget officer. 

When calculating overtime or compensatory time, fractions of hours of 15 
minutes or more can be compensated for overtime and are to be reported in 
hundredths of hours. The following chart can be used to calculate overtime 
worked and to maintain an accurate daily record. 

 8 to 22 minutes = 0.25 hr 
 23 to 37 minutes = 0.50 hr 
 38 to 52 minutes = 0.75 hr 
 53 to 67 minutes = 1.00 hr 

D. Extra Straight Hours 

Any additional hours worked during a workweek, when paid leave is also used or 
a holiday occurs in the week, will be paid at the regular straight time rate. Extra 
straight hours can also be earned by a less than full-time employee working extra 
hours in addition to their scheduled workweek. 

E. Shift Differential 

A normal day shift will fall entirely within the hours of 7:00 a.m. and 7:00 p.m. 
Hourly employees who work a regularly scheduled shift of hours other than the 



 
standard workday may be paid a shift differential of $0.60 per hour during 2nd 
shift hours and $0.75 during 3rd shift for all hours worked. Employees do not 
receive shift differential pay for hours credited on any type of leave or holiday. 

F. Use of Compensatory Time 

Use of compensatory time, as time off, is generally authorized instead of payment 
of overtime. 

When an hourly employee is scheduled to work additional time that would result 
in the employee's receiving overtime compensation (provided the employee is 
notified in advance of the change), the supervisor may give the employee 
equivalent time off, on an hour-for-hour basis, in the workweek in which the 
additional time is worked and the time is taken at a time agreeable with the 
supervisor. The supervisor should grant compensatory leave on the date(s) 
requested unless doing so would unduly interrupt the operations of the 
department or unit. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

7.10 / University Support Staff Classification System 
Effective: July 01, 1997Revised: June 08, 2014 

I.Policy 

The university support staff compensation program is based on a position classification 
system that provides for pay equity and market-based competitive wages and salaries. 
Individual positions are allocated to a job category (classification) based upon the kind 
and level of work assigned to the position. Each of the job classifications is assigned a 
salary range (grade) on the pay plan which determines the rate of pay for all positions 
within that classification. 

When positions are reviewed, a number of factors are taken into account such as: nature 
(kind) of work, degree of difficulty and responsibility, diversity of work, discretionary 
authority, supervisory responsibility and degree of supervision received. Of equal 
importance are equity considerations, i.e., jobs with similar levels of responsibility tend 
to be classified at the same level. 

A. Position Descriptions 

Position descriptions are required for all university support staff positions. A 
position description is a written description of the duties and responsibilities 
assigned to a position. Position descriptions (form DA281-2) are located in the 
Office of Human Resources (OHR). At the time of hire, the new employee signs the 
position description and is given a copy. Position descriptions should be reviewed 
annually and updated if changes have occurred. Copies should be retained by the 
supervisor and employee and the original is sent to OHR. 

B. Position Reclassification (Reallocation) 

Reclassification may occur when the duties and responsibilities assigned to a 
position change substantially. This change may be the result of reorganization, 
new programs/functions, and/or changes that evolve over a period of time. It is 
the supervisor's responsibility to revise the position description when substantial 
changes occur. 

It is important to keep in mind that it is the job which is reviewed, not the 
employee. Length of service, volume of work or such personal traits as exceptional 
qualifications, personality, financial need, relative efficiency, etc. carry no weight 
in determining how a job is classified. 



 
Reclassifications are normally implemented in June and December of each year. 
Requests must be received at least six weeks prior to implementation dates. 

If a position is reviewed by OHR and retained (at its current level) and the 
supervisor and/or incumbent disagrees with this determination, an appeal may be 
made to the appointing authority. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

7.13 / Paycheck Information 
Effective: July 01, 1997Revised: June 08, 2014 

I.Policy 
A. Pay Increases 

Annual increases to be considered at the level at least equivalent to those given 
to the unclassified administration and professional staff. A portion of the salary 
increases will be based on merit or performance evaluations. 

B. Longevity Bonuses 

Longevity pay will be added to eligible employees' base salary and discontinued 
June 7, 2014. 

C. Direct Deposit 

All employees must have their paycheck sent directly to a bank or other financial 
institution through the use of electronic funds transfer. This service is convenient 
and ensures deposit of your payroll check. Authorization for direct deposit is 
obtained when you complete a consent form provided by the Office of Human 
Resources. Pay stub information is available on Self Service Banner. Employees 
who don't have an account with a bank or other financial institution will be 
automatically enrolled in the Skylight Paycard program. 

D. Pay Period 

Pay periods begin on Sunday and end two weeks later on Saturday. Paychecks will 
be issued two weeks later on Friday. If Friday (payday) is a holiday, paychecks will 
be issued on the closest preceding work day. 
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8.01 / Student Employment 
Effective: July 01, 1997 

I.Policy

Student employees are those persons whose primary role at Wichita State University is 
the pursuit of a course of academic study and who, incidental to that primary role, are 
employed by WSU to work on campus. Categories of student employment 
include: Regular Student Employment, Federal Work-Study, and Graduate Assistantship. 
Student employment is considered a type of financial aid and should be used to enhance 
the recruitment and retention of students. A person may not be employed as university 
support staff or as an unclassified employee simultaneous to student employment. 
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8.02 / Regular Student Employment 
Effective: July 01, 1997 I Revised: October 01, 2007 

I.Policy 
A. Student employment funded from general use or non work-study restricted use 

money is considered regular student employment. 
B. This policy does not apply to Graduate Assistantships. See Section 8.01 for an 

explanation of the categories of student employment and Section 8.04 relating 
specifically to Graduate Assistantships. See Section 13.10 for more information 
about student employee payroll and the student FICA exemption. 

II.Procedure 
A. Enrollment Requirements 

Minimum enrollment requirements pertain to credit hours at Wichita State 
University. Failure to maintain enrollment requirements will result in termination. 
The employing department is responsible for monitoring the student's compliance 
with enrollment requirements and must terminate employment at the end of the 
payroll period in which it becomes known enrollment has not been maintained. 

B. Eligibility Requirements - Academic Year 
1. Maintain minimum enrollment of 6 credit hours when working 16-30 hours 

per week, or maintain minimum enrollment of 3 credit hours when 
working 15 hours or less per week. 

2. International students must maintain lawful F-1 or J-1 status in order to be 
eligible for employment. Generally, that requires undergraduate students 
to maintain 12-credit-hour minimum enrollment as an undergraduate, and 
9-credit-hour minimum enrollment as a graduate student, each semester 
employed. International students who are enrolled in fewer credit hours 
must demonstrate eligibility, pursuant to certain exceptions provided for 
in F-1 and J-1 regulations, by presenting acceptable proof (provided by the 
Office of International Education) to the Office of Human Resources that 
they continue to maintain proper F-1 or J-1 status. In addition to 
maintaining lawful F-1 or J-1 status, international students will be subject 
to the same eligibility requirements for student employment as resident 
students. 

C. Eligibility Requirements - Summer 
1. Admitted to the University as a first semester freshman or graduate 

student, or 
2. Have maintained enrollment in a minimum of 6 credit hours during the 

preceding spring semester if not employed as a regular student employee 

https://www.wichita.edu/about/policy/ch_08/ch8_01.php
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or have maintained enrollment in the minimum credit hours to meet 
academic year eligibility requirements as listed above, or 

3. Maintain continuous enrollment in a minimum of 2 credit hours during the 
summer session. 

4. F-1 and J-1 students must comply with 1, 2, or 3. 
D. Employment Eligibility Verification 

All offers of employment must include notification that employment is subject to 
proof-of-employment eligibility as required by the Immigration Reform and 
Control Act of 1986. No person may be added to the payroll until an I-9 form and 
release consent form have been completed. See the Initiation of Employment 
Policy at Section 3.20 of this manual. 

E. Maximum Hours of Work - Academic Year 
1. No more than 30 hours per week while classes are in session and should 

not exceed 40 hours per week during finals week and break periods. 
2. F-1 and J-1 students - no more than 20 hours per week while classes are in 

session and should not exceed 40 hours per week during finals week or 
break periods. 

F. Maximum Hours of Work - Summer 
1. Should not exceed 40 hours per week. 
2. F-1 and J-1 students - should not exceed 40 hours per week. 

The Office of Human Resources will monitor hours worked and notify the 
employing department(s) of any violation. The Office of Human Resources will also 
assess overtime payments to the department (proportionately when more than 
one department is involved). If a student has more than one student employee 
appointment, the total scheduled hours per week must not exceed the limit of all 
appointments combined. 

G. Benefits 

Persons employed under regular student employment are exempt from social 
security deductions while enrolled. Social security will be deducted when 
employed but not enrolled during the summer. Worker's compensation coverage 
is also provided for student employees. Student employees are not eligible for 
other employment benefits. 

H. Wage Rates 

A person shall not be compensated at less than the federal minimum wage. 
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I. Pay Period 

Pay periods will begin on Sunday and end two weeks later on Saturday. Paychecks 
will be issued two weeks later on Friday. If Friday (payday) is a holiday, paychecks 
will be issued on the closest preceding work day. 

J. Timesheets 

Students must keep a daily record of hours worked during employment on a 
timesheet or time card. 

K. Grievance Procedures 

Students who have an employment dispute should try to resolve the problem with 
the immediate supervisor (when person is not the department budget officer) 
then the budget officer and/or budget review officer. If these efforts are 
unsuccessful, students should contact the Vice President for Student Affairs or 
designee for assistance with resolving the problem. Decisions of the Vice President 
for Student Affairs on employment disputes are final except in cases involving 
sexual harassment. When sexual harassment in employment is alleged, a person 
must use the Sexual Harassment of Students Policy located at Section 8.11 of this 
manual. 

L. Recruitment 

All vacancies for student employment must be listed with Career Services for a 
minimum of one class day. Additional recruitment sources may be utilized as 
needed. 

M. Employment Procedures 
1. Departments must complete a Student Employment Authorization form to 

place a student employee on the payroll. Departments are responsible for 
obtaining from the student the following forms and documents, 
completed and signed: 

a. Substance Abuse Policy Affirmation Form 
b. INS I-9 (A social security card may not be used as evidence of 

employment eligibility for a noncitizen. Employment may not begin 
any earlier than the date the I-9 is signed.) 

c. Copies of identification for I-9 Form 
d. Consent to Release I-9 Form 
e. New Hire Report Form 
f. W-4 Tax Form 
g. State of Kansas Employees Oath (must be notarized) 

https://www.wichita.edu/about/policy/ch_08/ch8_11.php


h. Employee Information Form
i. Americans with Disabilities Status Form (optional)

These completed and signed forms should be attached to the Student 
Employment Authorization form and forwarded to Payroll in the Office of 
Financial Operations and Business Technology. 

2. The Office of Human Resources will distribute copies of the Student
Employment Authorization Form. White original will go to the Office of
Financial Operations and Business Technology for processing to the
student payroll. Yellow copy is returned to the department. The Office of
Human Resources will ensure that a person meets all eligibility
requirements and is not scheduled to work more than the maximum hours
allowed. When the office determines a person is in violation of
requirements, the employing department(s) will be notified of the need to
resolve the problem.

N. Change of Status and Termination

Any change of status in salary or funding account must be processed through a 
Change of Status form. Terminations must be processed through a Change of 
Status form also. 



 
 

8.03 / Federal Work-Study 
Effective: July 01, 1997 I Revised: February 07, 2019 

I.Purpose 

Federal Work-Study (FWS) is a federally subsidized program designed to promote part-
time employment of financially eligible students. If FWS is part of a student’s financial aid 
award(s), the student may work on campus or for the public interest with an off-campus 
public or private non-profit organization. 

II.Policy 
A. Eligibility Requirements 

1. Eligibility for FWS is determined by the Office of Financial Aid. This 
opportunity is awarded to students who: 

a. demonstrate a financial need, 
b. complete the FAFSA application by the WSU priority deadline 

(December 1), 
c. indicate an interest in part-time work, 
d. meet all other requirements for Title IV aid; and 
e. are enrolled in at least the minimum number of hours, as set forth 

below: 

 

2. Students awarded FWS cannot work during their regularly scheduled 
classes. 

3. The total amount a student earns cannot exceed his or her FWS allocation. 
If the student reaches the maximum FWS allocation or the FWS 



 
authorization end-date is reached, the student may continue employment 
provided that the employing department assumes one hundred percent 
(100%) of the salary costs. 

4. Students are permitted to have multiple FWS jobs on campus at long as 
the total hours worked does not exceed the maximum hours of work as set 
forth herein. 

B. Maximum Hours of Work 
1. During the academic year (Spring and Fall Semesters), eligible 

undergraduate and graduate students may work up to twenty (20) hours 
per week. 

2. During the summer and scheduled breaks (e.g., winter break), eligible 
undergraduate and graduate students may work up to forty (40) hours per 
week. 

C. Recruitment 
1. Departments are encouraged to post all FWS opportunities with Career 

Development Services. Additional recruitment sources may be utilized as 
deemed appropriate by the employing department. 

D. Wage Rates 
1. All students on FWS must be paid at least federal minimum wage. 

E. Timekeeping 
1. All students on FWS, and their supervisors, are responsible for keeping an 

accurate record of hours worked during employment. 
F. Paycheck Information 

1. All students on FWS must have their paycheck sent directly to a bank or 
other financial institution through the use of electronic funds transfer 
(direct deposit). Individual who do not have an account with a bank or 
other financial institution will be automatically enrolled in the State of 
Kansas’ paycard program. 

2. Taxes may be withheld from gross earnings where appropriate (see Policy 
13.10 (Student Employee Payroll). 

3. Pay periods begin on Sunday and end two weeks later on Saturday. 
Paychecks will be issued two weeks later on Friday. If the designated 
payday is a holiday, paychecks will be issued on the closest preceding work 
day. 

G. Benefits 
1. Students on FWS are not eligible for benefits available to other University 

employees. 
H. Change of Status and Termination 

1. FWS employment shall be terminated when: 
a. the student is no longer working in the position; 
b. the student has used all of the FWS allocation; and/or 
c. the student is no longer eligible for FWS funding. 



 
 

8.04 / Graduate Assistantships 
Effective: July 01, 1997 I Revised: January 30, 2018 

A Graduate Assistantship is an appointment to a graduate student who serves in a support role 
(assistantship) at Wichita State University. Graduate Assistantships are not considered 
employment because the work performed is primarily academic in nature. However, the general 
expectations of all Graduate Assistants with respect to conduct and performance are consistent 
with those of employees. This policy covers Direct and Assisting Graduate Teaching Assistantships 
(GTA), Graduate Research Assistantships (GRA), and Graduate Staff Assistantships (GSA). 

I.Types Of Graduate Assistantships 
A. Graduate Teaching Assistants (GTA) 

The primary function of a graduate teaching assistant (GTA) is either to provide 
direct instruction or to assist with instruction. Both functions require GTAs to have 
the latitude to make independent decisions, use judgment and exercise discretion 
when dealing with student matters. GTAs providing direct instruction have 
responsibility for specific courses, sections, or laboratories. Direct GTAs are the 
instructors of record for courses to which they are assigned, whereas Assisting 
GTAs support faculty members who are the instructors of record for the courses. 
In either case, the main purpose and responsibility of GTAs is to impart knowledge 
or training to students at Wichita State University. 

GTAs who provide direct instruction are expected to follow departmental teaching 
guidelines, lesson plans, or syllabi. Responsibilities may include literature review; 
preparation of course lectures, laboratory/computer assignments, and/or course 
materials; monitoring of attendance; and preparing, administering and grading of 
daily assignments, examinations; and clinical supervision. 

Assisting GTAs who support the instructor may help prepare lectures, course 
materials, quizzes and tests, and supervise or coordinate recitations, problem 
solving sessions or laboratory sections. The student may monitor classroom 
examinations written by the instructor. If assigned to grade test papers, or other 
types of examination, this must be included as a part of the overall GTA assisting 
position and cannot be the only duty assigned. Note that only direct GTAs may 
enter final grades into the university's student information system (Banner). While 
assisting GTAs can enter grades into the university's learning management system, 
only the instructor of record can enter final grades. 

 



 
B. Graduate Research Assistants (GRA) 

The primary function of a graduate research assistant (GRA) is to assist faculty 
members in their scholarly and/or creative activities. Duties may include basic 
scientific research using laboratory facilities, computer programming or 
operation, data collection, correlation and preliminary interpretation of data, 
statistical analysis of data and writing preliminary reports, bibliographical work, or 
assisting musicians or artists in their creative endeavors. GRAs have the latitude 
to make decisions involving judgment and/or discretionary choices when 
collecting data, performing experiments, operating equipment, or assisting in 
studios or laboratories. When appropriate, GRAs may order supplies and 
equipment, maintain inventories, or trouble-shoot equipment and experiments. 
GRAs are obliged to follow department research guidelines or experimental 
protocols established by the faculty member in charge of the scholarly activity. 
GRAs may assist with experiments at field locations. 

C. Graduate Staff Assistants (GSA) 

The primary function of a graduate staff assistant (GSA) is to assist in non-teaching 
and non-research activities. Specific duties of the GSA vary widely, depending on 
the administrative or academic unit to which they are assigned, but should be at 
a level to make use of their education and abilities. GSAs may assist in various 
offices if their assignment is to perform more than clerical duties. Computer data 
entry, record maintenance, reports and survey preparation, correlating data, and 
answering specific questions are some of the duties GSAs will typically perform. 
Some GSAs may have musical performance as their principal assignment. GSAs' 
responsibilities may also include interacting with students, faculty, administrators, 
alumni, and visitors to the University. For this reason, GSAs have the latitude to 
make decisions involving judgment and/or discretionary choices in accomplishing 
these duties. 

II.Levels Of Assistantships 

Assistantship levels are based on the approximate number of hours per week needed to 
complete the assignment and are expressed as percentages of a full-time equivalent 
(FTE), where 1.0 FTE is equivalent to 40 hours per week. Eligibility for certain benefits is 
based on the assistantship level. 
 
 
 
 
 
 



 
 
 

Approved Assistantship Levels 

 

III.Benefits 
A. Stipends 

The actual dollar amount of an assistant stipend varies according to the length of 
the appointment, the number of hours per week required by the appointment, 
and the funding base within each program area. Each program shall define typical 
ranges and provide justification to the Graduate School when stipend levels are 
out of the established range. 

B. Payroll Period 

Payment is issued biweekly according to the University payroll cycle for the 
appointment period. Actual beginning date of the graduate assistant appointment 
may not coincide with the actual date of reporting. 

C. Nonresident to Resident Tuition – Academic Year 

Non-resident graduate assistants (GTA, GRA, and GSA) who have an appointment 
of .40 FTE (approximately 16 hours per week assignment) or greater, are eligible, 
pursuant to regulations promulgated by the Kansas Board of Regents, for waiver 
of non-resident tuition to resident tuition. This tuition waiver is for the actual 
semester of appointment and does not include a waiver of student fees. Graduate 
assistants must provide service from the 20th day of the semester through the 
remainder of the semester to be eligible for the non-resident to resident tuition 
waiver. 

 

 



 
 

D. Nonresident to Resident Tuition – Summer 

Nonresident graduate students who were granted a waiver of non-resident tuition 
to resident tuition in the preceding fall and spring semesters also receive this 
benefit in the summer, whether or not they hold a summer appointment. 

In order to be eligible for a waiver of non-resident tuition to resident tuition in the 
summer, graduate assistants who were not granted this waiver in the preceding 
fall and spring semesters must hold an appointment for at least four weeks 
spanning any of the summer instructional periods. 

E. Waiver of In-State Tuition 

Graduate teaching assistants (GTAs) are eligible for full or partial waiver of in-state 
tuition up to 12 credit hours for courses numbered 500 and above, according to 
the following table, pursuant to budget instructions from the Kansas Board of 
Regents: 

 

This waiver is granted for the actual semester of appointment and does not 
include a waiver of student fees. Graduate teaching assistants must begin before 
the 20th day of the semester through the remainder of the semester to be eligible 
for in-state tuition waiver. 



 
To be eligible for an in-state tuition waiver during the summer, graduate teaching 
assistants must hold an appointment for at least four weeks during the summer 
months. 

F. University Sponsored Health Insurance 

The University will contribute toward the cost of the University-sponsored health 
insurance plan for eligible graduate assistants (GTA, GRA, or GSA). Eligibility is 
determined on a semester basis. To be eligible for University contributions, 
graduate assistants must hold an appointment, or a combination of appointments, 
totaling .50 FTE, for the specific semester (fall, spring or summer). The 
appointment must begin no later than the 20th day of the semester (fall or spring) 
or the 10th day for the summer and conclude at the end of the semester. 
Brochures outlining the costs and benefits of the University-sponsored health 
plans are available in the Student Health Center, Office of Human Resources, 
Office of Student Engagement and the Graduate School Office. Information 
concerning the cost and benefits of these plans is available online 
at www.uhcsr.com/wichita. 

G. Bookstore Discount 

Graduate assistants are currently eligible for a 10% discount on textbooks at the 
University Bookstore. Presentation of a Shocker Card and a paid fee receipt or 
appointment notice are required at the time of purchase to receive the discount, 
meaning it cannot be claimed retroactively. 

H. Social Security 

Graduate assistants are exempt from social security deductions while enrolled. 
Social security will be deducted when an assistantship is held during the summer, 
but the graduate student is not enrolled in classes. Questions regarding 
deductions should be directed to the Payroll Office, Jardine Hall 201. 

I. Workers Compensation 

The University provides coverage through state workers compensation self-
insurance fund to those qualified to receive it. Questions regarding this coverage 
should be directed to the Office of Human Resources. 

 

 

https://www.uhcsr.com/wichita


 

IV.Eligibility And Other Requirements 
A. Academic Requirements for Graduate Assistantships - Academic Year 

To be eligible for a graduate assistantship during the academic year, graduate 
students must: 

 Be admitted to, or enrolled in, a Graduate School degree program, and 
 Enroll as a full-time student (nine credit hours in fall or spring) during each 

semester of appointment. The chair or graduate coordinator of the 
department may grant an exception to allow graduate assistant to be 
enrolled in 6-8 hours in fall or spring. 

B. Academic Requirements for Graduate Assistantships - Summer 

To be eligible for a graduate assistantship during the summer, graduate students 
must: 

 Be admitted to, or have current status in, the Graduate School in a 
degree program, and 

 Be enrolled in at least three credit hours during the summer. 
(Enrollment may be waived if the graduate student held an 
appointment as a graduate assistant during the preceding spring 
semester.) 

C. Noncompliance 

Failure to maintain enrollment or to comply with academic requirements will 
result in termination. The appointing department is responsible for monitoring the 
student's compliance with enrollment and academic requirements and must 
terminate the appointment at the end of the payroll period in which it becomes 
known enrollment or academic requirements have not been maintained. 

D. Professional Conduct 

Graduate Assistants are expected to abide by all Kansas Board of Regents (KBOR) 
policy, state, county or municipal law, Wichita State University ("University") 
policy, rules as well as University policies related to sexual misconduct, 
discrimination, and research integrity. Graduate Assistants determined to have 
violated these policies could face termination from their assistantship and 
academic program. Relevant policies include, but are not limited to: 

 3.02 / Notice of Nondiscrimination 

https://www.wichita.edu/about/policy/ch_03/ch3_02.php
https://www.wichita.edu/about/policy/ch_03/ch3_02.php


 
 3.06 / Sexual Misconduct, Sexual Harassment, Relationship 

Violence and Stalking Policy for Employees and Visitors 

 3.19 / Prohibition of Retaliation 

 3.47 / Discrimination Review Procedures 

 8.05 / Student Code of Conduct 

 8.16 / Sexual Misconduct, Relationship Violence, and Stalking 
Policy for Students 

 9.13 / Misconduct in Research 
E. Maximum Hours of Work - Academic Year 

Domestic students and international students on F-1 and J-1 visas may work no 
more than 20 hours per week while classes are in session and no more than a total 
of 40 hours per week during finals week and break periods. The total of 20 hours 
per week consists of any combination of campus work including assistantships, 
work-study, hourly student employment, cooperative education, curricular 
practical training and internships. The purpose of this restriction is based on the 
fact that Graduate Assistants are primarily students, and limiting the number of 
hours of work per week helps ensure that they have sufficient time to be 
academically successful. This restriction is predicated purely on academic 
principles; however, additional restrictions may also apply (i.e., immigration 
status). 

F. Maximum Hours of Work - Summer 

Summer appointments must not exceed 40 hours per week. 

G. Spoken English Certification 

If one member of the assessment committee rates the candidate's spoken English 
at 3 or 4, the candidate shall be required to achieve a minimum score of 23 on the 
Speaking portion of the internet-based Test of English as a Foreign Language 
(TOEFL) or a minimum score of 50 on the Speaking Proficiency English Assessment 
Kit (SPEAK) or a minimum score of 7.0 on the Speaking portion of the International 
English Language Testing System (IELTS). The SPEAK test will only be accepted 
when administered by officials at Wichita State University. Candidates are 
responsible for the cost of any of these exams. 

Graduate assistants who are nonnative speakers of English, and who have 
teaching responsibilities as defined by the Board of Regents, that is, “classroom or 
laboratory instructional responsibilities and/or direct tutorial or advisement 
contact” must submit a minimum score of 23 on the Speaking portion of the TOEFL 
or a minimum score of 50 on the SPEAK or a minimum score of 7.0 on the Speaking 
portion of the IELTS, in addition to the SESF requirement described above. The 

https://www.wichita.edu/about/policy/ch_03/ch3_06.php
https://www.wichita.edu/about/policy/ch_03/ch3_06.php
https://www.wichita.edu/about/policy/ch_03/ch3_19.php
https://www.wichita.edu/about/policy/ch_03/ch3_47.php
https://www.wichita.edu/about/policy/ch_08/ch8_05.php
https://www.wichita.edu/about/policy/ch_08/ch8_16.php
https://www.wichita.edu/about/policy/ch_08/ch8_16.php
https://www.wichita.edu/about/policy/ch_09/ch9_13.php


 
SPEAK test will only be accepted when administered by officials at Wichita State 
University. A report detailing the process for interviewing graduate teaching 
assistants, whose first language is not English, including the composition of the 
interview team and scores from the TOEFL or SPEAK for each individual hired will 
be submitted to the President/CEO of the Board every other year. 

H. Visas 

International students on F-2 visas are not eligible for appointment until they 
receive an F-1 status. 

I. Orientation Workshop 

GTAs who have never held a previous GTA appointment at WSU are required to 
participate in the annual GTA Orientation Workshop sponsored by the Graduate 
School. This workshop normally takes place before the beginning of classes each 
semester. The purpose of the workshop is to prepare graduate students for their 
role in providing instruction to WSU students. Failure to attend may lead to 
revocation of appointment. 

V. Appointing Graduate Assistants 

A. Recruitment 

The Graduate School aims for the population of graduate assistants at WSU to 
represent the diversity of students in the general population, and encourages 
conscious and affirmative efforts to recruit and appoint members of the protected 
classes. When possible and appropriate, vacancies for graduate assistantships 
should be advertised for a minimum of two weeks. Vacancies should be advertised 
as broadly as possible to ensure equal access to the assistantship position. 

B. Review of Applications and Selection Criteria 

Graduate assistantship applications are reviewed according to previously 
established criteria, such as academic records, experience, time available for work 
by applicants, financial need, relationship of assistantship work to the student's 
program, special abilities of the student (such as foreign language or computer 
skills, experience in operating research equipment). Applicants will not be 
considered if they fail to submit an application letter that addresses their 
qualifications relative to the appointment qualifications. All applicants should be 
officially notified in writing of the decision about their application as soon as 
possible after decisions are made. 



 
C. Appointment Eligibility Verification 

All offers of appointment must include notification that the appointment is subject 
to proof of appointment eligibility as required by the Immigration Reform and 
Control Act of 1986. All appointees must have a valid social security number. No 
one may be added to the payroll until the following documents are on file in 
Human Resources: 

 I-9 (Social security card may not be used as evidence of eligibility for non-
citizens. The assistantship appointment may not begin any earlier than the 
date the I-9 is signed.) 

 I-9 Release Consent Form 
 Substance Abuse Policy Affirmation Form 
 W-4 
 Oath (Must be notarized) 
 Employee Information Form 
 ADA Form (optional) 
 New hire report 
 Criminal background check (excluding international students that have 

already undergone United States Citizenship and Immigration Services 
screening) 

D. Multiple Assistantship Appointment Guidelines 

Multiple assistantship appointments occur when a student is appointed to more 
than one assignment (e.g., GTA and GRA) during a single semester. Multiple 
assistantships cannot require a student to work beyond the maximum number of 
20 hours per week. In general, the award of multiple assistantships to a single 
student must be guided by reasonable academic, ethical, and logical standards of 
conduct and education. 

E. Appointment Deadlines 

Graduate assistants may be appointed at any time based on departmental, unit or 
project director needs and availability of funding. The date of appointment may 
affect eligibility for certain benefits. 

WSU is a signatory to a national agreement establishing a policy regarding 
acceptance of assistantship offers. Students who accept an assistantship offer 
from an institution on or after April 15 must obtain a written release from this 
institution before accepting a different assistantship offer. For offers extended on 
or after April 15, students should be advised that the offer is contingent upon 
release from any existing assistantship commitment. After accepting a WSU 



 
assistantship offer, students are required to obtain a written release from the 
appointing department or unit before accepting a different WSU offer. 

F. Appointment Offer 

The appointment offer will include all conditions of service listed on the Graduate 
Teaching/Research/Staff Assistant Appointment Authorization form. All 
appointment offers must indicate that the offer is contingent upon providing 
verification for employment eligibility as required by the Immigration Reform and 
Control Act of 1986 and approval from the Graduate School. The Graduate 
Teaching/Research/Staff Assistant Appointment Authorization form is available 
from Human Resources. 

G. Graduate Assistant Appointment Notice 

In order to appoint a graduate assistant, the appointing department must submit 
a Graduate Teaching/Research/Staff Assistant Employment Authorization form, 
which is conditional upon available funds. After approval, the Graduate School will 
send a Graduate Assistant Appointment Notice to the recommended graduate 
assistant for signature. After approval, Human Resources will distribute a copy of 
the Appointment Authorization form to the department. 

The Graduate School will assure that a person meets all eligibility requirements 
and is not scheduled to provide service for more than the maximum hours 
allowed. When the Graduate School determines a person is in violation of 
requirements, the appointing department will be notified of the need to resolve 
the problem. 

H. Reappointment 

Conditions and procedures for reappointment should be made clear to graduate 
assistants at the time the offer of a position is made; however, there should be no 
expectation or indication of reappointment. Graduate assistants should be 
informed if reapplication is required, and whether the application will be given 
priority or considered on an equal basis with new applicants. Other considerations 
for reappointment include the academic standing of the graduate assistant, 
clearing of conditions of admission, progress toward a graduate degree, the 
results of formal evaluation of performance, and any performance review 
documentation that appraised how the assistant discharged his/her duties. 

 

 



 

VI. Evaluation Of Graduate Assistants 
A. Change of Status and Dismissal 

Any changes of status in salary, funding account, or dismissal must be processed 
through a Change of Status form. If a graduate assistant's appointment is 
terminated before the completion of the appointment period, the tuition benefits 
also terminate and the student is responsible for personal payment of the tuition 
for that semester. 

Should it become necessary to consider the dismissal of a graduate assistant prior 
to the end of the appointment period, any such consideration must be 
communicated to the person involved as early as possible. The concerns, which 
form the basis for consideration, should be spelled out in the communication. 

The department/unit should describe types of behavior that can lead to dismissal. 
Should there be reason to dismiss a graduate assistant before the end of the 
appointment period, the faculty supervisor, Department Chair, and Dean of the 
Graduate School must approve the dismissal in writing before the graduate 
assistant is notified. 

B. Performance Expectations 

Departments or units utilizing graduate assistants will provide information about 
responsibilities, expectations, workspace, support services, etc. Departmental 
policies and procedures should be described and discussed and matters such as 
method of payment, remission of tuition (if applicable) and resignation should be 
addressed. Standards of professional behavior expected in carrying out the terms 
of the appointment should be made in writing. Graduate assistants should be 
informed that their assistantship can be terminated prior to expiration of the 
period of service if the terms of the appointment are not met. 

C. Performance Evaluation 

Departments and other units hiring graduate assistants are responsible for 
assessment of their performance. Procedures for making such assessments should 
be clearly spelled out and communicated to graduate assistants in writing. 
Performance assessment is an ongoing activity throughout the term of the 
appointment. Should problems with performance arise during the period of the 
assistantship, the responsible official in the appointing unit should meet with the 
graduate assistant and any other involved faculty or unit personnel and review the 
situation with specific directions and conditions issued in writing relative to 
continuation of the appointment. The extent of the formality of such reviews 
depends upon the seriousness of the problem. Personnel matters related to a 



 
graduate assistant appointment, such as performance assessment, must be done 
in confidential settings with concern for the individual involved as well as for the 
appointing unit. 

D. Grievance Procedures 

Graduate assistants will be notified in writing of all decisions that affect their 
status as assistants, including performance evaluation summaries. Additionally, 
the graduate assistant will be notified in writing of any complaints received by the 
faculty supervisor, Department Chair, Academic Dean, or Graduate Dean 
concerning the graduate assistant's performance of duties. The graduate assistant 
will be given an opportunity to respond to such complaints. 

If discipline or dismissal is recommended, the graduate assistant has the right to 
initiate an appeal process. The steps of the appeal process are: 

 The graduate assistant should first consult with the faculty supervisor to 
discuss the decision and determine if a mutually agreeable solution is 
possible. 

 If a solution is not agreed upon, the graduate assistant should meet with 
the Department Chairperson, Academic Dean, or resolve through the use 
of department/programs structures that may exist for this purpose. 

 If the graduate student has exhausted the above steps without coming to 
an agreed upon solution, the graduate student should schedule a meeting 
with the Dean of the Graduate School or dean's designee. A request to 
meet must be done in writing. The decisions of the dean on such issues are 
final. 

VII.Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

 

 

 

 

 

 

 



 
 

8.05 / Student Code of Conduct 
Effective: October 03, 2017 I Revised: September 10, 2019 

I.Initiating Authority 

The Associate Dean of Students serves as the primary conduct administrator, as 
designated by the Vice President of Student Affairs. In this capacity, the Associate Dean 
of Students is responsible for the development and implementation of policies and 
procedures for the administration of the Student Code of Conduct. The Associate Dean of 
Students is responsible for notifying the University community of substantial changes to 
this policy. 

II.Person/Groups involved in Review 
A. This policy shall be reviewed a minimum of every three years under the direction 

of the Associate Dean of Students. 
B. Other parties that will review the Student Code of Conduct may include: 

1. Student Conduct and Community Standards office staff 
2. Office of Institutional Equity and Compliance staff 
3. Associate Vice President for Student Affairs & Dean of Students 
4. Vice President for Student Affairs 
5. Office of General Counsel staff 

III.Purpose Statement 

The Student Code of Conduct outlines University behavior expectations for students, 
student groups, and student organizations. This policy aligns with Wichita State 
University’s institutional values and helps the University meet its legal obligations. 

IV.Policy Statement 

By choosing to become a member of the University community, students are expected to 
demonstrate respect for themselves and others and to conduct themselves in a manner 
that is consistent with the Kansas Board of Regents’ and Wichita State University rules 
and policies; federal, state, and local laws; and city ordinances. When choosing to become 
a part of the University community, the student must consider whether they will be able 
to adhere to the Student Code of Conduct Handbook. Being a member of the Wichita 
State University community is a privilege, and the student conduct process will determine 
if a student’s conduct warrants that they should no longer share in that privilege. 

https://www.wichita.edu/about/student_conduct/student-code-of-conduct-handbook.php


 
This policy applies to behavior conducted online, via e-mail or through other electronic 
mediums. Wichita State University does not regularly search for this information but may 
take action if such information is brought to the attention of University officials. 

It is a violation of the Student Code of Conduct for any student, student group, or student 
organization to engage in behavior that aids, attempts, assists, promotes, condones, 
encourages, requires, conceals, or facilitates any act prohibited by the Student of Conduct 
Handbook. Allowing, permitting, or providing an opportunity for a visitor to violate 
University policy is also prohibited. Lack of familiarity with University policy, intoxication 
or impairment from alcohol, drugs, or other substances, or an individual’s disability is not 
an excuse or a defense to a violation of the Student Code of Conduct. Unless specifically 
noted in the policy definition, intent is not a required element to establish a policy 
violation 

A full listing of all University prohibited conduct, student conduct procedures, and 
outcomes can be found in the Student Code of Conduct Handbook. 

V.Definitions 

For the purpose of this policy only*, the following definitions shall apply: 

A. Member of the University Community – any student, faculty, staff member, or 
other person employed by the University or its affiliates or an individual who is 
participating in a University-sponsored program or activity. 

B. Student – any individual who has been notified of admission to the University; is 
enrolled in, auditing, or participating in any University course or program; or has 
a continuing relationship with the University. An individual is considered a student 
until they notify the University they are no longer a student or the University 
informs them that they are no longer a student. An individual who has been 
suspended is still considered a student during the suspension period. Students 
who leave the University before a conduct complaint is resolved may be 
prohibited from future enrollment and/or accessing University records until the 
matter is resolved. 

C. Student Code of Conduct Handbook – refers to the all policies and procedures 
related to student behavior and expectations. 

D. Student Group – any number of persons who are associated with the University 
and each other, but who have not registered, or are not required to register, as a 
student organization that conducts business or participates in University-related 
activities. Student groups include, but are not limited to, Student Government 
Association, Student Activities Council, musical or theatrical ensembles, sport 
clubs, the University newspaper, or intercollegiate or independent varsity athletic 
teams. 

https://www.wichita.edu/about/student_conduct/student-code-of-conduct-handbook.php
https://www.wichita.edu/about/student_conduct/student-code-of-conduct-handbook.php


 
E. Student Organization – any student-led organization that has been approved and 

is recognized by the Student Government Association. 
F. University – Wichita State University (WSU) and its affiliates. 
G. University Policy – any written guidelines of the University or the Kansas Board of 

Regents as found in, but not limited to, the Kansas Board of Regents Policy 
Manual, WSU Policies and Procedures Manual, Housing and Residence Life 
Handbook, ICAA Manual, Graduate/Undergraduate Catalogs, Student 
Organization & Advisor Handbook, Library Facilities Policy, Traffic Regulations, 
and/or Intramural Sports Handbook. 

*A broader listing of definitions can be found in the Student Code of Conduct Handbook 

VI.Administrative Procedures 

A full listing of the Student Code of Conduct administrative procedures can be found in 
the Student Code of Conduct Handbook. 

VII.Related Policies 

The Policy and Procedures Manual at Wichita State University, all other University 
policies, and any Federal and State Laws apply under the Student Code of Conduct.  More 
details on specific Policies, Procedures, and Laws that apply to the Student Code of 
Conduct can be found in the Student Code of Conduct Handbook. 
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8.06 / First-Year Students Residence Hall Living Requirements 
Effective: July 14, 1998 I Revised: October 20, 2020 

8.06 / Residence hall living requirements for first-year students 

I.Initiating Authority 

The Associate Dean of Students serves as the budget officer for Housing and Residence 
Life, as designated by the Vice President of Student Affairs. In this capacity, the Associate 
Dean of Students is responsible for the development and implementation of policies and 
procedures for the administration of Housing and Residence Life. The Associate Dean of 
Students is responsible for notifying the University community of substantial changes to 
this policy. 

II.Purpose 

To state University policy that designated First-Year Students must live in a University 
residence hall. 

III.Policy 
A. Studies demonstrate that students who live in campus residence halls have a 

greater opportunity for success with regard to their college experience and are 
more likely to remain in school to earn their degree. In support of the success of 
students who come to Wichita State University, designated First-Year Students are 
required to live in a University residence hall. 

B. All First-Year Students, including undergraduate international students and 
Intensive English Students, unless otherwise eligible for an exemption under 
section III.C. of this policy, must live in University-owned or operated housing 
facilities during their first two semesters at Wichita State University. 

C. First-year students are eligible for exemption from this policy if they submit a 
Request for Exemption form as set forth in this policy and meet the following 
eligibility criteria: 

1. Students who are twenty-one (21) years of age or older. 
2. Students transferring 24 or more credit hours from a previous institution 

at the beginning of the housing contract period. 
a. Credits must be able to be confirmed per the University software 

system (Banner). 
b. Or, a student may provide proof of on campus residency of two 

semesters at their previous institution. 



 
3. Married students who are living with their spouse. 
4. Students who have a dependent child living with them. 
5. Students that live in the Greater Sedgwick County Area with a parent, legal 

guardian, grandparent, aunt, or uncle. 
6. Students that live in Greek housing authorized by a national chapter 

recognized by the University. 
7. Students enrolled solely in online courses. 

a. Online credits must be able to be confirmed per the University 
software system (Banner). 

IV.Definitions 
A. For the purpose of this policy only, the following definitions shall apply: 
B. Exemption Request: A request to be exempt from this policy that is made by a 

student who meets the exemption eligibility criteria. 
C. First-Year Students: All undergraduate students starting college at Wichita State 

University who completed high school the preceding year. 
D. Intensive English Students: All students enrolled in an Intensive English Program 

on campus. 
E. The Greater Sedgwick County Area: Includes the following counties: Butler, 

Cowley, Harper, Harvey, Kingman, Reno, Sedgwick, and Sumner. 
F. University: Wichita State University and its controlled affiliate organizations. 

V.Administrative Procedure 
A. Students who meet the exemption criteria set forth in section III.B. of this policy 

may request an exemption as outlined below. 
B. Students may submit a Request for Exemption form, along with appropriate 

supporting documentation to supplement the request, through the housing portal 
on the student's myWSU Page. If the student will be living with a relative listed in 
Section III.C(5), their relative must also complete the Relative Verification Form. 

C. Housing and Residence Life will review the Exemption Request and shall make 
every effort to notify the student in writing their decision within 3 business days 
from receipt of the Exemption Request Form and any supplemental information 
requested by Housing and Residence Life. 

D. Students may appeal a denial of an Exemption Request in accordance with the 
Housing and Residence Life appeals process found in the Housing Contract Terms 
and Conditions. 

E. If a student's Exemption Request is approved, and the student chooses off-campus 
living arrangements after they have already completed a housing contract with 
Housing and Residence Life, the student is responsible for the cancellation charges 
provided for in the housing contract. 

 

 

https://www.wichita.edu/student_life/housing/documents/Relative_Verification_Form2019.pdf
https://www.wichita.edu/student_life/housing/documents/Contract_Terms_Conditions_2020.pdf
https://www.wichita.edu/student_life/housing/documents/Contract_Terms_Conditions_2020.pdf


 
 

8.07 / Financial Aid Awards 
Effective: December 01, 1999 

I.Purpose 

Establish procedures relating to the determination of a student's cost of attendance for 
purposes of financial aids awards. 

II.Preamble 

Federal and state regulations require that all financial aid awards take into account any 
and all resources (other than employment) when determining the amount of money 
available to meet a student's cost of attendance. 

III.Policy 
A. The Provost or designee shall develop and implement procedures which are 

designed to ensure compliance with federal and state regulations regarding 
financial aid awards and to make certain, to the extent reasonably possible, that 
a student is not placed at risk of overpayment of financial aid funds. 

B. The Provost or designee shall review the implementing procedures as required or 
appropriate, but minimally at least annually, to assure compliance with federal 
and state regulations. 

C. The procedures developed by the Provost or designee pursuant to this policy 
statement shall be applicable to affiliated corporations of the University as well as 
the student government association. 

IV.Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The Provost shall have primary responsibility for publication, dissemination and 
implementation of this University policy. 

 

 

 

 



 
 

8.08 / International Students Mandatory Health Insurance 
Effective: October 20, 2000 I Revised: March 25, 2016 

I.Purpose 

To set forth University requirements for acquisition and maintenance of minimum levels 
of medical insurance coverage for certain Wichita State University students. 

II.Preamble 

In order to make certain that non-immigrant international students attending Wichita 
State University have access to adequate medical care and to provide sufficient financial 
resources for such students to be able to afford such medical care and to address a 
possible need to return to their home country, it is deemed appropriate that non-
immigrant international students be required to maintain minimum levels of insurance 
protection. 

III.Policy 
A. Wichita State University requires that all non-immigrant international students 

have a specified minimum amount of medical insurance protection for every 
semester they are enrolled as a student at Wichita State University. 

B. Each non-immigrant international student must obtain and maintain medical 
insurance, from a company authorized to do business in the United States, with 
the following minimum coverages: 

1. Basic injury and sickness benefits consistent with requirements of the 
Patient Protection and Affordable Care Act; 

2. Major medical coverage consistent with requirements of the Patient 
Protection and Affordable Care Act; 

3. Coverage to provide for medical evacuation of the student to the student's 
home country; and 

4. Coverage to provide for repatriation of the student's remains to the 
student's home country in case of death. 

C. Failure to obtain and maintain such coverages during the student's time of 
enrollment will be grounds for discipline up to and including expulsion. 

D. Student Health Services may, at its discretion, waive one or more of the above 
requirements based on overall medical coverage and/or Visa status. Each 
semester the Office of International Education will notify students via email 
regarding dates waiver and insurance information will be accepted. No waivers 



 
will be issued after the end date. To request a waiver, students should follow the 
process found at http://wichita.edu/medicalinsurance. 

IV.Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 
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8.09 / Student Military Leave of Absence (MLOA) Policy 
Effective: December 09, 2016 

I.Student Military Leave of Absence Policy Statement 

Wichita State University (WSU) supports students who are members of the United States 
Armed Forces and Reserve Units. To assist them, as well as protect and safeguard their 
status as WSU students, and in accordance with federal law, the University has adopted 
a Student Military Leave of Absence Policy. 

II.Definition 

This policy applies to WSU students who are U.S. military personnel seeking military 
withdrawal and reentry to the program that they previously attended, or academic 
completion of current coursework after deployment. They are eligible for readmission 
under this provision if, during their leave, they performed or will perform voluntary or 
involuntary active duty service in the U.S. armed forces, including active duty for training 
and National Guard or Reserve service under state or federal authority, and received a 
discharge other than dishonorable or bad conduct. 

III.Procedure 
A. An undergraduate or graduate student who meets the above definition may be 

granted a Military Leave of Absence (MLOA) from Wichita State University for the 
period of active duty and up to one year after returning from extended periods of 
active duty. 

B. Students with the MLOA are not required to apply for readmission or pay 
readmission fees. 

C. To facilitate the return process, the student's record will be noted as a leave of 
absence for military service. 

D. Military Leave of Absence allows those students to preregister for classes during 
their priority registration period prior to the term when they plan to return to 
campus. 

E. For assistance with the MLOA form, contact the WSU Office of Veteran Student 
Services, or the dean's office of the appropriate academic college. 

F.  
1. Requirement of Notice 

A student requesting leave for military service must give advance written 
notice by completing a Wichita State University Student Military Leave of 
Absence Authorization Form (see appendix). 

https://www.wichita.edu/about/policy/ch_08/ch8_09.php


 
a. The student must also submit a copy of military orders as soon as 

they are available. If the student is required by the military to leave 
immediately, a family member or other designated party may 
submit a copy of the orders and complete the Student Military 
Leave of Absence Authorization Form (MLOA) on the student's 
behalf. 

b. To be readmitted, the student must give written or email notice of 
the intent to reenroll to miltary@wichita.edu as soon as 
reasonably possible after the completion of the period of their 
service. If the student is recovering from a service-related injury or 
illness, they must notify miltary@wichita.edu 

c. A student who does not submit a timely notification of intent may 
not be eligible for the benefits outlined herein. 

2. Authorization for Student Military Leave of Absence 

All students who will be absent from Wichita State University for either 
short periods or extended periods of active duty are required to complete 
the MLOA. 

The MLOA form is available online from the WSU Office of Veteran Student 
Services. The completed authorization form must be submitted to the 
WSU Office of Veteran Student Services, Lindquist Hall Rm 107, or online 
to military@wichita.edu 

3. Short Periods of Military Duty (Up to 2 weeks) 

Wichita State University's academic community includes a number of 
veteran and military students. At times these students may be called to 
fulfill their duties for training or short-term deployment, which cause 
students to be absent from classes for a short period of time. These 
absences qualify as “excused absences” which means that the absence, 
with an approved MLOA, is not subject to penalty and coursework may be 
satisfied through agreement between individual instructors and students. 

a. A student who will be absent for up to two weeks will be allowed 
to make up any missed work within a reasonable time frame 
(generally up to 30 days) without a grade penalty. In addition to 
completing the MLOA, it is the responsibility of the student to 
communicate in writing directly with each instructor, as far in 
advance as possible, so appropriate accommodations can be made. 
Students are also strongly encouraged to complete coursework in 
advance, whenever possible. 

mailto:miltary@wichita.edu
mailto:miltary@wichita.edu
mailto:military@wichita.edu


 
b. Faculty members are expected to make reasonable academic 

accommodations or opportunities for students to complete course 
assignments and/or exams (see c. below) without penalty to the 
course grade for class absence(s) or missed deadlines due to 
military training or obligations. Students will provide faculty 
members with a copy of their approved MLOA and official military 
documentation (paper, electronic orders or a Unit's memorandum) 
with as much advance notification as possible for absences that will 
result from temporary responsibilities of their military obligations. 
For time-sensitive state or federal emergencies/activations where 
written documentation may not be available until the end of the 
obligation, the student is responsible for securing the orders to 
provide to faculty members upon return to the University. 

c. Military students have the option of contacting the WSU 
Counseling and Testing center for make-up exams at no charge. 

4. Extended Periods of Military Duty (More than 2 weeks) 

A student who will be absent for more than two weeks after classes begin 
should request a complete withdrawal from the current term, in addition 
to filing the MLOA. 

a. The student will receive a full refund of tuition and fees paid to 
Wichita State University if the MLOA is filed prior to the last day to 
withdraw from classes. (usually two-thirds into the semester). 

b. If the MLOA is received after the last day to drop classes, the 
student has the following options: 

i.A full refund of tuition and fees, but no credit awarded for work 
completed during the semester. 

ii.An incomplete grade in all courses (with instructor agreement) with 
the right to complete all coursework without further payment of 
tuition or fees and a designation that the incomplete was incurred 
due to active military service. When the student is called to active 
military duty, and reaches agreement with the instructor(s) to take 
an incomplete, the student will have up to one calendar year 
following the end of the semester that the incomplete was given to 
complete any incompletes. 

iii.A grade in each course, if the instructor of each class believes 
sufficient work has been completed to warrant assigning a letter 
grade. 

iv.Options ii. & iii. may be combined should circumstances warrant. 
c. Additional financial considerations are noted below: 



 
i. All applicable financial aid awards will be refunded to the 

appropriate agencies, and repayments of federal student loans 
will be calculated in accordance with federal guidelines. 

ii. Students will be required to return University property, such as 
keys to residence halls, University computer equipment, library 
books, etc. prior to their departure. If time does not warrant, 
students may have a family members or other designated parties 
accomplish this on their behalf. 

iii. Students will receive prorated refunds for housing and meal-
plans, if applicable, based on taking the percentage of days 
registered at the University over the total number of days in the 
semester (i.e., beginning with the first day of class and ending on 
the last day of finals). 

iv. Student benefits (e.g. Student Health Services) will be terminated 
on the date of withdrawal. For a refund of a pro-rata portion of 
any premium paid for University student health insurance 
coverage, the student is required to provide a written request for 
a refund to the insurance carrier as provided in the certificate of 
coverage. Please contact Student Health Services for information. 

5. Spouses of Service Members Called to Active Duty 

Students who are spouses of service members and have dependent 
children are able to withdraw from classes with a full refund of tuition if 
the spouse is called to active duty. The same terms and conditions apply 
to these students as to the service members. Students must present the 
service members' orders in addition to filing the MLOA. 

6. Re-enrollment 

The University will allow the student to reenroll in the next class or classes 
in the same program, with the same enrollment status, number of credits, 
and academic standing as when the student was last in attendance. The 
student may also request a later date of enrollment or, if unusual 
circumstances require, the institution may allow the student to enroll at a 
later date. 

a. If the program determines that the student is not prepared to 
resume the program at the point the student left off, the program 
must make reasonable efforts at no extra cost to the student to 
enable the student to resume and complete the program. 



 
i. Such reasonable efforts include, but are not limited to, 

providing a refresher course and allowing the student to retake 
a pretest, as long as the efforts do not place an undue hardship 
on the program. 

ii. If reasonable efforts are unsuccessful or the program 
determines that there are no reasonable efforts that the 
program can take, the program is not required to re-enroll the 
student. 

b. Re-enrollment in certain professional (lock step) degree programs 
may require a student to wait until a semester when the classes 
needed are offered again. 

c. If the program to which the student was admitted is no longer 
offered, the student must be admitted to the program that is most 
similar, unless the student requests or agrees to admission to a 
different program. The student must meet all requirements for 
admission to the alternate program. Additional prerequisite 
courses may be necessary. 

d. For more information, please consult the dean of the appropriate 
academic college. 

e. The Office of Housing & Residence Life will assist the student in 
acquiring on-campus housing if the student so desires. 

f. If a student elected to take an incomplete in a course, the student 
must complete the course requirements within one calendar year 
following the semester the incomplete was given. Extensions 
beyond one calendar year must be approved by the University 
Exceptions Committee. 

G. Circumstances that cannot be addressed by this policy will be handled through 
consultation with the dean of the appropriate academic college. Appeals of a 
decision by a dean may be made to the Provost in the Division of Academic Affairs. 

H. Additional assistance and information is available from: 

Wichita State University 
Office for Student Success 
Director of Veteran Student Services 
Lindquist Hall Rm 106 
 
(316) 978-3207 

 

 

 



 
 

8.10 / Students with Disabilities 
Effective: August 08, 2017 

I.Policy 

In accordance with the Americans with Disabilities Act and Section 504 of the 
Rehabilitation Act, Wichita State University shall adhere to all applicable federal and state 
laws, regulations, and guidelines with respect to providing effective communications and 
modifications as necessary to afford equal access to programs for qualified persons with 
disabilities and to ensure that no qualified individual shall be, by reason of disability, 
excluded from participation in, or be denied the benefits of the services, programs, or 
activities of WSU, or be subjected to discrimination by WSU. 

Wichita State University is committed to providing equal access to employment, 
educational programs, and activities for students with disabilities. The University 
recognizes that students with disabilities may need accommodations to have equally 
effective opportunities to participate in or benefit from University educational programs, 
services and activities. Conformance to this policy does not negate the responsibility of 
Wichita State University to ensure that accessible technology and course content 
complies with applicable accessibility standards (see Section 8.11, Accessible Content). 

II.Responsibilities 

A. Office of Disability Services 

Applicants for admission and students requesting services, resources or 
accommodations for a disability should contact: 

Office of Disability Services 
Grace Wilkie Hall, Room 203 
316-978-3309 (voice) 
316-854-3032 (videophone) 
316-978-3114 (fax) 
Disability.services@Wichita.edu (email) 

The Office of Disability Services serves as the main point of contact on issues 
related to ADA compliance for all persons involved in providing class instruction 
at WSU. The Office of Disability Services is responsible for: 

https://www.wichita.edu/about/policy/ch_08/ch8_11.php


 
 Determining effective communications and modifications to provide equal 

access for students with disabilities. 

 Supervising the timely implementation of accommodations as requested 
by individual students, primarily through accommodation letters, and 
through other reasonable requests for assistance. 

 Acting as a liaison between students and faculty to promptly and 
effectively resolve access issues. 

B. Academic Departments and Instructional Staff 

Academic departments and instructional staff are responsible for: 

 Providing all accommodations recognized by WSU through 
“accommodation letters” in cooperation with the Office of Disability 
Services. 

 Contacting the Office of Disability Services as soon as possible after 
receiving notification from a student that an accommodation is not being 
provided completely or correctly, so that a timely and appropriate 
resolution can be facilitated. 

C. Nonacademic Programs 

University offices and programs are responsible for providing accommodations for 
nonacademic programs with the assistance of the Office of Disability Services. 

D. Students 

Students are responsible for the following: 

 Submitting documentation of their disability to the Office of Disability 
Services. 

 Requesting and distributing accommodation letters to instructors. 

 Updating accommodations through the Office of Disability Services. 

 Requesting accommodations each academic semester for which 
accommodations are needed. 

III.Accommodations 

Wichita State University will make reasonable modifications to the environment, policy 
and practice and/or provide auxiliary aids and services when the Office of Disability 
Services determines such modifications are needed for equal access. Modifications may 
include, but are not limited to: 



 
A. Academic Requirements 

Accommodations can include changes in the length of time permitted for 
completion of degree requirements, substitution of specific courses required for 
the completion of degree requirements, adaptation of the manner in which 
specific courses are conducted, and elimination of rules which have the effect of 
limiting the participation of students with disabilities, such as rules prohibiting use 
of recorders in classrooms. 

B. Examinations 

Alternative methods for evaluating the achievement of students who have a 
disability that impairs sensory, manual, or speaking skills that will best assure that 
the results of evaluation represent the student's achievement in the course, rather 
than reflecting the disability. 

C. Accessible Classrooms 

WSU will move classes that are scheduled in inaccessible rooms to accessible 
rooms on request if a student has a disability that affects their access and 
alternative course sections are not a viable option because of schedule conflicts 
or other reasonable restrictions. Students needing new classroom assignments 
should contact the Office of Disability Services as soon as possible to allow 
adequate time for classroom changes. 

D. Auxiliary Aids and Adaptive Equipment 

Auxiliary aids include services, equipment, and procedures that allow students 
with disabilities access to learning and activities in and out of the classroom. They 
include but are not limited to: sign language interpreters, real time captioning 
services, adaptive technology, alternative media, exam accommodations, etc. The 
Office of Disability Services has information on procedures and timelines for use 
of WSU-provided auxiliary equipment. 

IV.Appeal and Complaint Procedures 
A. Accommodation Appeal Process 

1. Division of Student Affairs 

If a student believes an accommodation or adjustment has not been 
appropriately determined or reasonable accommodations have not been 
provided, the student has the right to appeal the determination or 



 
provision to the Vice President for Student Affairs (Appeal Forms available 
via Disability Services) 

2. Office of Institutional Equity and Compliance 

If a student is not satisfied after utilizing the appeal process through the 
Office of Disability Services, the student may seek assistance from the 
Office of Institutional Equity and Compliance: 

Director of Equal Opportunity, Wichita State University 
1845 Fairmount Street, Human Resources Building 
Wichita, KS 67260 
(316) 978-3187 

B. Discrimination 
1. Office of Institutional Equity and Compliance 

Students alleging discrimination in the University's employment practices, 
educational programs or activities on the basis of a protected status, 
including disability, may contact the following individual: 

Director of Equal Opportunity, Wichita State University 
1845 Fairmount Street, Human Resources Building 
Wichita, KS 67260 
(316) 978-3187 

A complaint form can be found here. Complaints will be processed 
following the procedure outlined in Section 3.47, Discrimination Review 
Procedures for Student, Employees and Visitors. 

2. U.S. Department of Justice 

Individuals alleging disability discrimination may also file an Americans 
with Disabilities Act complaint with the U.S. Department of Justice. 
Complaints can be filed electronically, by fax or by mail. 

Mail: U.S. Department of Justice 
950 Pennsylvania Avenue, NW 
Civil Rights Division – Disability Rights Section/1425 NYAV 
Washington, DC 20530 
Fax: (202)307-1197 

https://www.wichita.edu/services/disability-services/Students/appealprocedure.php
https://www.wichita.edu/services/disability-services/Students/appealprocedure.php
https://cm.maxient.com/reportingform.php?WichitaStateUniv&layout_id=8
https://www.wichita.edu/about/policy/ch_03/ch3_47.php


 
ADA information line: (800)514-0301 – voice 
(800)514-0383 – TTY 

V.Definitions 
A. “Accessible” means: All individuals are able to independently acquire the same 

information, engage in the same interactions, and enjoy the same services within 
the same time frame as all other individuals, with substantially equivalent ease of 
use. 

B. “Qualified” means: A qualified student with a disability is a student with a 
disability who meets the academic and technical standards requisite for admission 
or participation in the institution's educational program or activity. 

C. “Instructional staff” means: All individuals who provide any course-related 
instruction to WSU students, including, but not limited to, professors, lecturers, 
fellows, and teaching assistants. 

VI.Related Policies 

 Section 3.02, Notice of Nondiscrimination 
 Section 3.47, Discrimination Review Procedures for Students, Employees and 

Visitors 
 Section 8.11, Accessible Content 
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8.11 / Accessible Content 
Effective: August 08, 2017 

I.Policy 

Wichita State University is committed to making all websites, web-based applications, 
Learning Management Systems (LMS), and instructional materials accessible to its 
students, faculty, staff, and participants who have disabilities. Accessibility standards are 
based on ADA, Section 504 requirements and applicable regulations. Conformance to this 
policy does not negate the responsibility of Wichita State University to ensure that 
accessible technology and course content complies with applicable accessibility standards 
(see section IV.) 

II.Implementation 
A. WSU is dedicated to fully implementing the standards listed below and providing 

accessibility to all instructional materials and related technologies. For students 
enrolled during the implementation period all technologies and instructional 
materials will, to the best of the University's ability, be accessible to students at 
the same time they are accessible to other students enrolled in that program. 

1. All University owned or contracted content, interfaces, and navigation 
elements to be used by WSU faculty, staff, students, or other WSU 
constituencies will be compliant with the Americans with Disabilities Act, 
as amended, and will be accessible to people with disabilities. 

2. All instructional materials, co-curricular materials, Electronic and 
Information Technology (EIT), LMS's, and online courses created or used 
by a WSU department or instructional staff with any WSU academic course 
offering will be accessible to students with disabilities, and at the same 
time as they are available to any other student enrolled in that setting, to 
the best of WSU's ability. 

3. Any educational materials or content that is required, optional, or for 
enrichment for any WSU student will be accessible or an equally effective 
alternate access will be provided. 

4. Website development and purchases, including development and 
purchases for major revisions and updates of existing WSU websites, will 
conform to Web Content Accessibility Guidelines (WCAG) 2.0 AA. 

5. Vendors seeking to develop or provide websites or web-based applications 
for WSU must demonstrate that their products satisfy WCAG 2.0 AA 
success criteria. Vendors will be required to warrant in writing that any 
technology provided is accessible. 



 
6. Third party websites on which WSU places content or uses for web services 

will conform to WCAG 2.0AA, unless appropriate and equally effective 
alternate access is provided. 

7. Each WSU website should contain “accessibility” contact information for 
the webmaster or the WSU Accessible Technology Specialist. 

8. WSU will provide mandatory training in ADA requirements, accessibility 
standards, and creation of accessible instructional materials to all 
individuals with instructional responsibilities 

9. WSU shall monitor compliance with standards and guidelines and inform 
instructional staff and content developers who have failed to meet 
standards, and will provide direction and guidance to remediate barriers 
in a timely way. 

10. All websites, web-based applications, LMS's, and instructional materials 
will conform to accessibility standards as defined in section IV. 

III.Exceptions 
A. Any non-accessible instructional materials required, optional, or for enrichment 

must be approved in writing by the Provost or designee prior to ordering. 
B. In rare situations, conformance to WCAG 2.0 AA guidelines may be an “undue 

burden” due to the nature of the content, purpose of the resource, lack of 
accessible solutions, or an unreasonably high administrative or financial cost 
necessary to make the resource meet that goal. These difficulties do not relieve 
WSU programs and activities from meeting applicable legal obligations to provide 
reasonable accommodations to users in regard to access to the content and 
services provided. In cases where undue burden is determined, WSU programs 
and activities must provide content and/or services in a suitable alternative format 
(for example, electronic text file or audio description) or manner upon request. In 
cases where there is an undue burden, WSU should seek to provide auxiliary aids 
and services if possible. An exception based on an undue burden must be 
approved in writing by the Provost or designee. 

C. Some programs and courses offered by the University may be subject to technical 
standards that have implications for accessibility requirements. In these instances, 
the University will make these programs and courses accessible to the degree 
defined by the technical standards. Technical standards do not relieve WSU 
programs and activities from meeting applicable legal obligations to provide 
reasonable accommodations to users in regard to access to the content and 
services provided. Exceptions based on technical standards must be approved in 
writing by the Provost or designee. 

IV.Accessibility Standards 
A. Accessibility standards are based on ADA, Section 504 requirements and 

applicable regulations, and will be updated as new standards emerge. 
1. WCAG 2.0 AA and WAI-ARIA 1.0 for web content 
2. ATAG 2.0 for software used to create web content 



 
3. UAAG 1.0 for web browsers, media players and assistive technologies 
4. WCAG21CT for non-web software and content 
5. MathML 3.0 specifications for digital mathematical and scientific notation 
6. DAISY or ePub3 for digital publications and documents 
7. BANA Guidelines and Standards for Tactile Graphics (2010) and Guidelines 

for the Production of Braille Materials through the use of Braille 
Production Software (2007) for hardcopy Braille 

8. ADAAG and other standards for the accessible design of ATMs, personal 
computers, and other classroom technology 

V.Definitions 
A. Accessible 

Individuals with disabilities are able to independently acquire the same 
information, engage in the same interactions, and enjoy the same services within 
the same timeframe as a person without a disability, with substantially equivalent 
ease of use. 

B. Electronic and Information Technology (EIT) 

EIT includes information technology and any equipment or interconnected system 
or subsystem of equipment that is used in the creation, conversion, or duplication 
of data or information. EIT includes, but is not limited to, the internet and intranet 
websites, content delivered in digital form, electronic books and electronic book 
reading systems, search engines and databases, learning and other content 
management systems, classroom technology and multimedia, personal response 
systems (clickers), and office equipment such as classroom podiums, copiers and 
fax machines. It includes any equipment or interconnected system or subsystem 
of equipment that is used in the automatic acquisition, creation, storage, 
manipulation, management, movement, control, display, switching, interchange, 
transmission, or reception of data or information EIT includes telecommunications 
products, Automated Teller Machines (ATMs), transaction machines, computer, 
ancillary equipment, software, firmware and similar procedures, services 
(including support services), and related resources. 

C. Learning Management Systems (LMS) 

LMS means a software application, whether used in a single course, by a 
department, by a college or by a school, or across the university, which WSU 
makes available to students and uses to plan, create, administer, document, track, 
report, deliver, or maintain electronic educational courses, course content, or 
assess student performance. 

 



 
D. Undue Burden 

Undue burden means significant difficulty or expense. An undue burden is a 
limitation in which an action is not required if it results in significant difficulty or 
expense. In determining whether an action would result in an undue burden, 
factors to be considered include: 

1. The nature and cost of the action needed under this part. 
2. The overall financial resources of the site or sites involved in the action; 

the number of persons employed at the site; the effect on expenses and 
resources; legitimate safety requirements necessary for safe operation 
(including crime prevention measures); or the impact otherwise of the 
action upon the operation of the site. 

3. The geographic separateness and the administrative or fiscal relationship 
of the site or sites in question to any parent corporation or entity. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

8.12 / Thesis and Dissertation Embargo 
Effective: January 30, 2018 

I.Preamble 

An important goal of Wichita State University is to produce and disperse new knowledge. 
As such, every possible effort should be made to ensure that the scholarship produced at 
the University is disseminated as widely as possible. However, there are situations where 
publically releasing research results, creative activities, and other scholarly projects too 
soon may jeopardize the ability of the owners of the intellectual property to obtain a 
patent or subsequently publish the work. Further, there may be cases when classified 
research is being conducted that cannot be published at all. As a result, this policy 
provides a framework to allow graduate student theses and dissertations to be 
embargoed, while simultaneously underscoring the University's commitment to 
dissemination of its produced knowledge. 

II.Policy 

A. Temporary Embargo 

In consultation with the faculty thesis or dissertation advisor, a graduate student 
may request an embargo of their work. The Dean of the Graduate School will 
embargo the academic document in question; i.e., prohibit public disclosure, for 
a period of one year from the date of deposit. In reviewing such requests, the 
Dean should consider the full implication of embargoing ongoing and future 
academic and scholarly work at the University. 

The Dean of the Graduate School will inform the Dean of University Libraries of all 
embargo decisions made relative to this policy and will provide pertinent 
information concerning a thesis or dissertation to be embargoed, such as title, 
student name, graduation date, department, and thesis or dissertation director's 
name. The completion of the requirements for a graduate degree will not be 
affected in any way by an embargo of a thesis or dissertation. 

At the end of the one year period, the embargoed thesis or dissertation will 
automatically be released without further action. If an extension of the embargo 
is required, that request must be made to the Dean of the Graduate School before 
the end of the embargo with appropriate justification. The threshold to 
demonstrate continued need of the embargo is high, and it is not expected that 
this would be a routine occurrence. 



 
Pursuant to the University patent policy, it is the responsibility of the faculty 
advisor and the student to protect the intellectual property during the conduct of 
the project and the writing of the document, and in any examinations over the 
contents of the document. The faculty advisor and the student should consult with 
the Dean of the Graduate School and the Director of Technology Evaluation at 
WSU Ventures about these matters as early as possible. 

B. Classified Research 

In certain instances, graduate students may be involved in classified research that 
indefinitely prevents public disclosure of the results. These situations must have 
approval from the Dean of the Graduate School before the research is started. In 
particular, the Dean of the Graduate School will work with the student, faculty 
thesis or dissertation advisor, and (perhaps) sponsor to come to an agreement of 
all publication restrictions prior to initiating the project. Indefinite embargos, 
beyond what is detailed in the above section, will typically not be approved once 
the project is underway. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

8.13 / Student Travel 
Effective: September 01, 2004 

I.Purpose 

The purpose of this statement is to set forth University policy with regard to travel by 
University students. 

II.Preamble 

It is recognized that students of the University often travel on behalf of the University 
and/or travel to serve as representatives of the University. This policy is intended to 
provide guidance on how such travel should be handled and arranged in an effort to 
protect the mutual interests of such students and the University. 

III.Policy 
A. University-sanctioned student travel occurs when the destination activity or event 

is away from the University's campus and all the following criteria are met: 
1. University resources are used to fund the travel, in whole or in part. 
2. A vehicle owned or leased by the University is used for the travel and/or 

public or commercial transportation is used. 
3. A University employee, serving in his or her official capacity, approves the 

travel. 
4. A University-Sanctioned Student Travel Registration Form that lists all 

travelers is completed, signed by a University employee serving in his or 
her official capacity, and submitted to the Office of the Vice President for 
Student Affairs at least one week prior to the departure date. 

B. All applicable University policies and state and federal laws must be followed 
during the University-sanctioned travel. 

C. Travel by students that does not meet the criteria set forth above will not be 
considered as University-sanctioned travel. This policy does not apply to the 
Intercollegiate Athletic Association, Inc. for the purpose of participation in 
intercollegiate athletic contests, or travel on behalf of the Wichita State University 
Union Corporation. 

IV.Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

https://www.wichita.edu/about/policy/ch8studenttravelregistrationform.pdf


 
The Vice President for Student Affairs shall have primary responsibility for publication, 
dissemination and implementation of this University policy. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

8.14 / Meningitis Vaccination for Students Living in University 
Residence Halls 
Effective: February 01, 2006 I Revised: January 18, 2011 

I.Purpose 

The purpose of this statement is to set forth University policy with regard to meningitis 
vaccinations for students living in University residence halls in response to and in 
compliance with the requirements of Board of Regents policy. 

II.Preamble 

In September of 2005, the Kansas Board of Regents adopted a policy mandating all state 
universities to put in place policies and procedures effective as of the fall semester of the 
2006-2007 academic year requiring that all incoming students residing in University 
housing be vaccinated against meningitis. This policy statement is intended to comply 
with Regents policy. 

III.Policy 
A. Each first-time resident of a University residence hall shall be required to complete 

and submit either a: 
1. Proof of Meningitis Vaccination within fifteen (15) days of occupancy of a 

University residence hall. This documentation must be in the form of an 
official vaccination record. 

2. Meningitis Waiver Form indicating the wish to refuse to be immunized 
against meningitis within fifteen (15) days of occupancy of a University 
residence hall. 

B. Any first-time resident who does not complete and submit a Proof of Meningitis 
Vaccination or a Meningitis Waiver Form within fifteen (15) days of occupancy of 
a University residence hall shall be referred to the Associate Vice President for 
Student Affairs and Dean of Students. 

IV.Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The Vice President for Student Affairs shall have primary responsibility for publication, 
dissemination and implementation of this University policy. 



 
 

8.15 / Tuberculosis Prevention and Control 
Effective: October 01, 2006 I Revised: October 01, 2011 

I.Purpose 

The purpose of this statement is to set forth University policy with regard to the 
implementation of a tuberculosis prevention and control plan at the University in 
compliance with state law. 

II.Preamble 

The Kansas Legislature has passed legislation and the Kansas Department of Health and 
Environment has promulgated implementing regulations imposing requirements for 
college and university students who were born in or lived in or traveled in countries 
certified by the Centers for Disease Control and Prevention as areas where tuberculosis 
is a health risk. See K.S.A. 65-129e and K.S.A. 65-129f. 

III.Policy 
A. The Student Health Center shall communicate and update information to the 

University community about countries which have been identified as a country 
where tuberculosis is a health risk. 

B. The Director of the Student Health Center shall be responsible for implementing 
the requirements of K.S.A. 65-129e and K.S.A. 65-129f and rules and regulations 
promulgated by the secretary of health and environment and shall be the 
designated official responsible for the oversight and implementation of the 
University's Tuberculosis (TB) Prevention and Control Plan. 

C. The University's Tuberculosis Prevention and Control Plan shall include the 
following elements: 

1. Each "high-risk"student shall be subject to evaluation and testing prior to 
attending any class at Wichita State University. 

2. Evaluation and testing may include one or more of the following 
components, as determined to be necessary by officials at the Student 
Health Center: 

a. Tuberculin skin testing; 
b. interferon gamma release assay; 
c. chest radiograph 
d. sputum evaluation; 
e. physical exam; or 
f. review of signs of symptoms. 



 
3. A "high-risk" student is any undergraduate or graduate student enrolled at 

Wichita State University who meets any of the following conditions: 
a. Has signs and symptoms of active Tuberculosis; 
b. Has been in contact with a person who has been diagnosed with 

active Tuberculosis; or 
c. Has traveled, resided in for more than three (3) months, or was 

born in any country where Tuberculosis is endemic. 
4. The Student Health Center will notify the Kansas Department of Health and 

Environment if any student is found to have Tuberculosis infection or 
active Tuberculosis disease. 

5. The Student Health Center shall keep and maintain Tuberculosis 
evaluation records for each high-risk student. 

6. The Student Health Center will provide the Vice President for Student 
Affairs with a report at the end of each semester regarding the number of 
"high-risk" students that were identified during the semester. 

D. University students who fail to comply with requirements implemented by the 
Student Health Center in accordance with this policy statement shall be subject to 
administrative withdrawal from classes at the University. 

E. Students are responsible for costs associated with any required evaluation. 

IV.Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The Vice President for Student Affairs shall have primary responsibility for publication, 
dissemination and implementation of this University policy. 

 

 

 

 

 

 

 

 

 

 



 
 

8.17 / Missing Students 
Effective: February 01, 2009 I Revised: August 08, 2017 

I.Purpose 

The purpose of this statement is to set forth University policy with regard to situations 
where the University becomes aware that a student is absent for a certain length of time. 

II.Preamble 

The Higher Education Opportunity Act of 2008 requires that certain universities establish 
a missing student notification policy for students residing in on-campus housing. 

III.Policy 
A. All students living in university managed housing must provide confidential 

contact information to the Housing and Residence Life (HRL) Director or designee 
for an individual they would like contacted in the event they are deemed a missing 
person by the University Police Department. Each student will be responsible for 
keeping the confidential contact information updated and current. The security of 
the contact information will be maintained by the HRL Director or designee and 
stored in HRL's management software in a location separate from their emergency 
contact information. This data shall be collected each time the student applies for 
housing; which they must do every year. If a student needs to update this 
information at any time, the student may contact the Office of Housing and 
Resident Life to do so. Students' contact information will be registered 
confidentially and will be accessible only to authorized campus officials, and will 
not be disclosed, except to law enforcement personnel in furtherance of a missing 
person investigation. 

B. If an individual has concerns that a student living in University managed housing 
has been missing for 24 hours, that individual should contact the Wichita State 
University Police Department at 316-978-3450. Students living in University 
managed housing may also report their concerns to any HRL staff member 
(Resident Assistant, Residence Life Coordinator, or Desk Assistant) or call the 
Office of Housing and Residence Life at 316-978-3693. HRL staff members shall 
immediately report this information to Wichita State University Police 
Department. A student living in University managed housing will not be 
considered missing if they have provided information about their intended 
whereabouts. A student living in University managed housing will not be 



 
considered missing if they are gone during recognized University holidays and/or 
breaks. 

C. If the University Police Department's investigation determines that a student for 
whom a report has been filed has been missing for more than 24 hours, the 
University Police Department will notify other law enforcement entities as 
necessary and the HRL Director or designee. The HRL Director or designee will 
notify the Vice President for Student Affairs or designee to determine how best to 
make contact in accordance with paragraph 4 of this policy statement. 

D. If the missing student is under the age of 18 and not emancipated, the University 
is required to contact the missing student's parent[s] or guardian[s] within 24 
hours of the report being filed. If the missing student is emancipated or 18 years 
of age or older, the University will contact the confidential contact person 
provided by the student pursuant to paragraph 1 above, also within 24 hours of 
the report being filed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

8.18 / Eschewing Campus/Workplace Violence 
Effective: February 13, 2009 I Revised: January 18, 2011 

I.Purpose 

The purpose of this statement is to set forth University policy with regard to the 
prevention, deterrence and response to workplace violence. 

II.Preamble 

It is recognized that it is important that the University have a comprehensive policy 
statement, in supplementation of the State of Kansas Workplace Violence Policy that is 
consistent with best practices in campus violence prevention. 

III.Policy 
A. Wichita State University emphatically supports a violence-free workplace and 

campus. 
B. The University is committed to taking all reasonable steps necessary to seek to 

avoid and prevent acts of violence and deter acts of violence on campus, and to 
be prepared to respond to acts of violence that may occur on campus, in spite of 
all such efforts. 

C. Immediate threats or situations of immediate concern should always be directed 
to the University Police Department or local, state or federal law enforcement 
authorities. 

D. Faculty and staff who want to report concerns about their personal safety, the 
personal safety of a co-worker or any concern about a possible act of violence on 
campus should notify their supervisor, the Dean of their College, the Office of 
Human Resources, the Office of Academic Affairs, the University Behavior 
Intervention Team, the University's General Counsel, the University Police 
Department or local, state or federal law enforcement authorities. 

E. Students who want to report concerns about their personal safety, the personal 
safety of a fellow student or any concern about a possible act of violence on 
campus should notify a faculty member, the Chair of their Department, the Dean 
of their College, a member of the Residence Life Staff, the Director of Student 
Conduct and Community Standards, the University Behavior Intervention Team, 
the International Students Office, the Office of Student Affairs, the Office of 
Academic Affairs, the University's General Counsel, the University Police 
Department or local, state or federal law enforcement authorities. 

https://www.wichita.edu/about/policy/workplaceviolencepolicy.pdf


 
F. The University is committed to identify, investigate, assess, manage and attempt 

to resolve identified concerns and/or to prevent and avoid any workplace 
violence, to the extent reasonably and practicably possible. 

G. Individuals are encouraged to report any concerns about violence or the 
possibility of violence on campus and no retaliatory actions shall be taken against 
those who report a concern in good faith and/or who cooperate with an 
investigation about any such report. 

H. All reports and any follow-up investigations deemed necessary and appropriate 
will be confidential to the extent permitted by applicable state and federal laws 
and to the extent consistent with a fair, comprehensive and thorough 
investigation and follow-up. 

I. The filing of false reports or information is prohibited and any person who 
knowingly or carelessly submits a false report will be subject to discipline, up to 
and including suspension or expulsion from the University and/or termination of 
employment, subject to all applicable University policies. 

J. The University will, as appropriate, consider declaration of a crisis situation, 
thereby activating all crisis response mechanisms provided for by University policy 
and the University's Emergency Operations Plan until such time as an end of the 
crisis is formally declared and announced. As a part of the crisis response, the 
University will identify resources and services that are available to help recover 
from crisis situations. 

K. The University will provide and make available annual training to students, faculty 
and staff on procedures for identifying, reporting and addressing concerns of 
violence, said training to address and cover the following topics: 

1. Applicable University policies 
2. Identifying potentially violent or threatening situations 
3. Defusing volatile or threatening situations 
4. Reporting emergent concerns 
5. Where and how to report developing concerns 
6. Responsibility for cooperating with investigations 
7. Processes used to investigate and address concerns 
8. Support services to assist with recovery from a crisis involving violence 

IV.Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The General Counsel and the Vice President for Finance and Administration shall share 
responsibility for publication, dissemination and implementation of this University policy. 

(Note: Because this policy applies directly to students and employees at Wichita State 
University, Eschewing Campus/Workplace Violence has also been included in Chapter 3, 
General Employment Policies, at Section 3.33.) 

https://www.wichita.edu/about/policy/ch_03/ch3_33.php


 

 

8.19 / Parental Notification 
Effective: April 15, 2010 I Revised: January 18, 2011 

I.Purpose 

The purpose of this statement is to set forth University policy with regard to situations 
which would justify contacting a student's parents or guardian to provide information 
about the student. 

II.Preamble 

The Family Educational Rights and Privacy Act of 1974 (FERPA) places significant 
limitations upon colleges and universities' ability to share or provide information 
regarding an enrolled student. However, FERPA does recognize certain limited exceptions 
and this policy statement is intended to provide guidance and information as to when 
parental notification should be deemed to be justified and appropriate. 

III.Policy 
A. The University may choose to notify the parent or guardian of a University 

student, without the student's consent, when deemed to be appropriate and 
justified under the circumstances, including, but not necessarily limited to, the 
following circumstances: 

1. The University may disclose personally identifiable information from the 
education records of a student to the parent or guardian of the student in 
connection with an emergency if knowledge of the information is 
reasonably considered to be necessary to protect the health or safety of 
the student or other individuals. Disclosures for this purpose shall take into 
account the totality of the circumstances pertaining to the threat to the 
health or safety of a student or other individuals. 

2. The University may disclose personally identifiable information from the 
education records of a student to the parent or guardian of the student 
regarding the student's violation of any federal, state, or local law, or of 
any rule or policy of the University, governing the use of alcohol or a 
controlled substance if the University determines that the student has 
committed a violation with respect to that use or possession and the 
student is under the age of 21 at the time of disclosure to the parent or 
guardian. 



 
3. The University may disclose personally identifiable information from the 

education records of a student to parents of a dependent student, as 
defined in Section 152 of the Internal Revenue Code of 1986. 

B. The Vice President for Student Affairs will be responsible for contacting a student's 
parent or guardian as provided by this policy statement. The Vice President for 
Student Affairs should, as feasible under the circumstances, consult with the 
University's General Counsel prior to proceeding with any notification to a parent 
or guardian. 

C. The Vice President for Student Affairs will be responsible for developing a process 
to provide guidance and instruction with regard to implementation of this policy 
statement. 

IV.Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The Vice President for Student Affairs shall have primary responsibility for publication, 
dissemination and implementation of this University policy. 

(See also Security and Confidentiality of Student Records and Files at Section 3.12 of this manual.) 
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8.20 / Court of Student Academic Appeals 
Effective: July 01, 1997 I Revised: August 01, 2010 

I.Purpose 

The faculty at Wichita State has established a procedure to resolve disputes arising out of 
the classroom through the Court of Student Academic Appeals. The court hears appeals 
for students who feel they have been treated unfairly in grading. The court is designed to 
help resolve differences that cannot be settled within the framework of the student-
faculty relationship and offers an important safeguard for students. Any student may use 
the appeal procedure. 

II.Procedures 
A. Students should make every effort to resolve problems with the instructor before 

filing an appeal. A student must file an appeal within one semester after the grade 
is assigned (excluding summer). (The court reserves the right, in exceptional 
circumstances, to suspend this rule.) 

B. The student should pick up an appeal form in the Office of Academic Affairs, 109 
Morrison Hall. The complainant should meet with the Associate Vice President for 
Academic Affairs to determine: 

1. whether opportunities for resolving the problem with the instructor have 
been exhausted, and 

2. whether the problem is resolvable through existing University procedures 
other than the court 

The Associate Vice President for Academic Affairs may indicate that a case is 
inappropriate, but students maintain their right to appeal if they wish to do so. 

C. The student should make an appointment with the Student Advocate, officed in 
the Rhatigan Student Center, for assistance in: 

1. resolving the case and/or 
2. preparing the appeal 

D. The completed appeal is returned by the student to the Office of Academic Affairs 
for distribution along with a copy of the procedures of the court to the faculty 
member named in the appeal and to the department chair and dean. This will be 
the instructor's dean, not the student's, though they may in some cases be the 
same. 

E. The faculty member named in the appeal will submit a written statement on the 
case to the department chair. After reviewing the case, the department chair 
should form a judgment and/or attempt to resolve the issue without exerting 



 
pressure on either the instructor or the student. The department chair should 
indicate on the form: 

1. a recommendation to sustain the instructor's decision, 
2. a recommendation that the appeal be sustained, and 
3. a statement that the issue cannot be resolved at this level 

Space is available on the appeal form for these comments. 

F. After the department chair has made a recommendation, the case is referred to 
the appropriate academic dean. After reading the appeal and the 
recommendation of the department chair, the dean may clarify issues by 
discussing the matter with the student and instructor. The dean should indicate a 
recommended action and return the appeal form to the Associate Vice President 
for Academic Affairs, who will submit it to the chair of the court. 

G. The chair of the court will, after receiving the case, inform the student and the 
instructor in writing of its receipt and request from each a written statement and 
any additional information the court might need. This information must be 
received by the court within two weeks. The instructor and the student may visit 
with the court chair or write to the court about questions of procedure. 

H. The instructor and student will be notified in writing no less than seven days in 
advance of the projected date of the hearing along with information pertaining to 
the exact time and place of the hearing. The court should establish the time for a 
hearing only after both the student and faculty member have been contacted and 
have indicated they can attend the hearing at that time. If the faculty member is 
not on campus during the semester of the hearing, only the student need be called 
prior to the establishment of the time of the hearing. 

I. These procedures will be followed in an actual hearing: 
1. All hearings are closed. 
2. Members of the court will be faculty and students who have no connection 

with either party involved in the appeal. 
3. Hearings will be kept as informal as possible. A taped transcript of the 

hearing but not the deliberations will be made. These tapes will be 
maintained for one year. The tapes and all written material will be treated 
as confidential information. 

4. The instructor and student are expected to appear at the hearing. If the 
student does not appear for the hearing, the case will not be heard. If the 
faculty member does not wish to appear, the case will be heard. 

5. The student and faculty member may be represented by counsel from the 
University community but not by an attorney. 

6. Either party may ask members of the university community (students, 
faculty, staff) to present testimony relevant to the case. 



 
7. The instructor and the student will have access to the written statements 

of each other at least seven days prior to the hearing. These statements 
will be treated as confidential material. 

8. Relevant class records are to be made available to the court upon request. 
9. After opening statements by both parties, each will have the opportunity 

to question the other during the hearing, subject to academic decorum. 
10. Members of the court may question both parties to the dispute as well as 

those persons presenting testimony in the case. 
11. When questioning is finished, both parties, counsel and witnesses, if any, 

will be excused. 
12. Decisions of the court are based on a majority vote. 
13. For conducting business, a quorum consists of four members of the court. 

J. The decision and the rationale for the decision are reported in writing to each 
party and to the officials who reviewed the appeal by the chair of the hearing. 
Majority and minority opinions may be included. If the court has suggestions for 
improving or eliminating the conditions which led to the case, these should be 
detailed in a separate letter to the faculty member with copies to his/her 
department chair and dean. 

K. If the decision calls for a change of grade, the Office of the Registrar will be so 
advised; the chair of the court will authorize the registrar to make the official 
change. Decisions affecting other offices will result in similar correspondence with 
those offices. 

L. The court does not rehear cases. 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

8.21 / Accommodations for Pregnant and Parenting Students 
Effective: May 21, 2018 

I.Purpose 

This policy provides information regarding the University's commitment to ensuring 
protection and equal treatment of pregnant students, students with pregnancy-related 
conditions, and students who are new parents by providing them with reasonable 
accommodations and support services. This policy is also to serve as an aid to faculty and 
staff in understanding the responsibility to provide reasonable accommodations and 
support services for pregnant students, students with pregnancy related conditions and 
students who are new parents. 

II.Policy 

Wichita State University does not discriminate in its employment practices, educational 
programs or activities on the basis of pregnancy, pregnancy-related conditions, or new 
parenthood. Any student who believes they have a need for a pregnancy-related 
accommodation and/or service should contact the Office of Disability Services. 

III.Definitions 

A. Medical necessity 

A determination made by a health care provider of a student's choosing. 

B. Pregnancy and pregnancy-related conditions 

Pregnancy and pregnancy-related conditions include (but are not limited to) 
pregnancy, childbirth, false pregnancy, termination of pregnancy, conditions 
arising in connection with pregnancy, and recovery from any of these conditions, 
in accordance with federal law. 

C. Pregnancy discrimination 

Includes treating an individual affected by pregnancy or a pregnancy-related 
condition less favorably than similar individuals not so affected and includes a 
failure to provide legally mandated leave or accommodations. 

 



 
D. Pregnant student/Birth-parent 

The student who is or was pregnant. This policy and its pregnancy-related 
protections apply to all pregnant persons regardless of gender identity or 
expression. 

E. Reasonable accommodations 

For the purposes of this policy are reasonable changes in the academic 
environment or typical operations that enable a pregnant student or student with 
a pregnancy-related condition to continue to pursue their studies and enjoy equal 
benefits of the University. 

IV.Pregnancy and Pregnancy-related Conditions 

The benefits and services provided to students affected by pregnancy shall be no less than 
those provided to students with temporary medical conditions. Students with pregnancy-
related disabilities, like any other student with a disability, are entitled to reasonable 
accommodations so they will not be disadvantaged in their courses of study or research 
and may seek assistance from the Office of Disability Services. Requests for reasonable 
accommodations due to medical necessity must be provided to the Office of Disability 
Services on letterhead from a licensed medical provider and include a medical diagnosis. 
Upon return a student must be allowed to return to the same academic and 
extracurricular status prior to their medical leave. 

Each reasonable accommodation request will be evaluated individually by the Office of 
Disability Services to determine what accommodations and/or services are appropriate 
given the medical necessity and the academic requirements (i.e. assignments, clinical 
rotations, group work, etc.). Accommodations may be adjusted over time as deemed 
appropriate by the Office of Disability Services and may require the submission of 
additional medical provider documentation. Reasonable accommodations made for a 
pregnancy and pregnancy-related conditions may include, but are not limited to: 

 Allowing a proxy to take notes while the student is absent for pregnancy-related 
conditions 

 Protecting the health and safety of the student and/or their pregnancy (e.g. 
allowing the student to maintain a safe distance from hazardous substances) 

 Allowing the student to eat and/or drink during class 
 Modifying the physical environment (e.g. accessible seating) 
 Providing mobility support (e.g. transportation on campus) 
 Extending deadlines and/or allowing the student to make up academic activities 

missed for pregnancy-related conditions 
 Providing distance/remote learning options 



 
 Excusing medically-necessary absences 

Breastfeeding students must be granted reasonable time and space to pump breast milk 
in a location that is private, clean, and reasonably accessible. Bathroom stalls do not 
satisfy this requirement. The Office of Diversity and Inclusion maintains a complete list of 
lactation rooms available on campus. 

V.Parenting Students 

Students with parenting responsibilities who wish to remain engaged in their coursework 
while adjusting their academic responsibilities because of the birth, adoption of their child 
or placement of a foster child may request an academic modification period within the 
first six months of the child entering the home. Extensions may be granted as long as the 
student's doctor deems absences medically necessary or there are extraordinary 
parenting responsibilities. 

Students seeking a period of modified academic responsibilities must consult with their 
academic advisor to determine which academic responsibilities will be suspended or 
ongoing with or without reasonable accomodation. The student will work with their 
advisor and faculty to reschedule course assignments, lab hours, examinations, or other 
requirements and/or to reduce the student's overall course load, as appropriate for the 
situation. Students are entitled to full relief from academic responsibilities for at least six 
weeks. 

A student can request modified academic responsibilities under this section regardless of 
whether the student elects to take leave. While receiving academic modifications, the 
student will remain registered and retain benefits accordingly. Upon return a student 
must be allowed to return to the same academic and co/extracurricular status prior to 
when their pregnancy-related medical leave started. 

VI.Contact Information 

Grady Landrum 
Director, Office of Disability Services 
Grace Wilkie Hall, 203 
(316) 978-3309 
grady.landrum@wichita.edu 

Christine Taylor 
Interim Title IX Coordinator 
(316) 978-3205 
christine.taylor@wichita.edu 

https://www.wichita.edu/administration/oiec/accessible_restrooms.php
https://www.wichita.edu/administration/oiec/accessible_restrooms.php
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9.01 / Research Administration 
Effective: July 01, 1997 Revised: May 13, 2010 

I. Policy 

The academic development of Wichita State University depends strongly on its ability to 
attract funding from external agencies, foundations, industries and individuals to 
support its research and educational programs, and the professional growth of its 
faculty and staff. The Vice President for Research and Technology Transfer is responsible 
for the development, management and support of the University's research and 
sponsored programs activities. The Office of Research and Technology Transfer (RTT) is 
the University office through which local, state and federal governmental units and 
other prospective funding agencies and organizations channel their requests for special 
assistance under grants and contracts, and through which most proposals for such 
support are processed by the University. In the development of research and other 
sponsored program proposals, faculty should use the office in making contacts with 
appropriate governmental, business and foundation officials. The office works to 
stimulate the interests of these agencies in appropriate University programs whenever 
possible, maintains communication between the faculty, University administration, and 
prospective funding agencies, provides information about grant programs to faculty, 
assists faculty in the preparation of proposals and budgets and maintains project 
records. Another important function of RTT is to coordinate requests to local entities 
such as school boards and the aviation industry to ensure maximum institutional 
support and the minimum of duplicated effort. This coordination typically involves a 
review of the project ideas and proposal by the appropriate dean or director of the unit 
involved. 

RTT administers all grants and contracts prepared and awarded for research, training or 
other projects for which there are technical and/or fiscal reporting requirements, 
restrictions on the specific use of funds, and commitment of University facilities or 
personnel. Other grant requirements such as the review of the use of humans as 
subjects or oversight of animal care, and the retention and audit of financial records, are 
managed by RTT. Gifts that do not require institutional commitments as noted above for 
grants and contracts are received and accounted for by the WSU Foundation. Examples 
of such gifts include endowed chairs or professorships, endowed faculty development 
funds, student support, lectureships and program series. 

Due to the varied and sometimes overlapping paths by which funding for sponsored 
projects and corporate and foundation giving are solicited and obtained, it can be 
unclear to those involved whether the awarded funds fall under the purview of the WSU 



 
Foundation or RTT. While advance communication and good-faith discussion will serve 
to avoid most problems, in those situations where the possibility of confusion 
reasonably exists and/or where there is initial disagreement, the CEO/President of the 
WSU Foundation or the CEO/President's designee and the Vice President for Research 
and Technology Transfer or the Vice President's designee shall meet and concur on the 
appropriate handling of the awarded funds. 

To obtain information from faculty and other administrators, the Vice President for 
Research and Technology Transfer convenes and chairs the University Research Council, 
which exists for the general advocacy, support and development of research and 
sponsored programs throughout the University community. The council advises and 
makes recommendations to the Vice President for Research and Technology Transfer on 
matters of policy that promote and support research, service and scholarly and creative 
activity within the University's mission. In addition to the Vice President for Research 
and Technology Transfer, membership of the Research Council includes members of the 
graduate faculty representing each college, the doctoral-granting departments, the 
National Institute for Aviation Research, and other units deemed to be important to the 
growth and development of research and creative activity at WSU. Appointments to the 
council are made by the Vice President for Research and Technology Transfer in 
consultation with the Provost and deans of the colleges. Members of the council are 
expected to represent their constituents and to report to them and their dean the 
activities of the council. 

 

 

 

 

 

 

 

 

 



 
 

9.02 / Pre-Award and Post-Award Services 
Effective: July 01, 1997  

I. Policy 

The Office of Research and Technology Transfer (RTT) through established contacts with 
governmental agencies, private foundations and professional associations maintains an 
extensive library of current information on funding sources. Information is provided to 
faculty members and administrators about (1) current sources of program support, both 
public and private, (2) project guidelines, (3) existing programs and deadlines, (4) new 
programs and funding trends and (5) pending legislation of institutional interest. RTT 
also provides a clearinghouse of information on faculty interests and University 
programs, capabilities and facilities. 

Through the publication of a monthly newsletter, RTT provides descriptions and 
deadlines of upcoming programs supported by government and other sponsors. Specific 
information is also transmitted to deans and department chairpersons. Faculty desiring 
periodic information on particular programs or funding sources should make their 
general research or other program interests known to RTT. 

University research and sponsored program proposals are initiated in most instances by 
faculty members with specific interests requiring external funding. To facilitate the 
preparation of such proposals, RTT assists with the development of proposals. Upon 
request, RTT can provide general University information that may be needed in 
institutional proposals and editorial services. RTT typically reviews proposals for 
completeness and format, assists with budget preparation (including coordination of 
institutional cost sharing and other commitments), validates compliance with University, 
state and federal regulations, and coordinates University review procedures (principal 
investigators are expected to obtain the approval of department chairpersons and 
college deans, required prior to the submission of all proposals). After proposals are 
submitted, RTT monitors pending proposals, attempts to expedite their review and 
approval, assists with obtaining reviews and evaluations of rejected proposals from the 
agency involved, and negotiates research and other sponsored program contracts, 
grants or other agreements on behalf of the institution. 

Upon approval of a proposal, final negotiations of the grant or contractual agreement 
are made by the Vice President for Research and Technology Transfer in consultation 
with the principal investigator and department chairperson. After a grant or contract 
has been accepted by the University, the principal investigator will be provided all 
documents pertaining to the granting agency's fiscal and management policies that 



 
permit the project to begin. While the University assumes certain legal responsibilities 
for externally funded projects, it is the policy of the University that the principal 
investigator is fully responsible for conducting the project, including meeting completion 
deadlines and filing all technical reports. Deans and department chairpersons must be 
informed of the progress of externally funded projects conducted by their faculty. 

To manage a sponsored program effectively, the principal investigator must be 
cognizant of all applicable policies and procedures and give close attention to those 
grantor and University regulations pertaining to budgeting, purchasing, personnel, 
travel, rights of human subjects, safety and security, accounting for cost sharing, and 
patents and copyrights. Personnel in RTT will assist the principal investigator in 
interpreting regulations, establishing a budget and preparing financial reports. All 
program expenditures must be authorized by the principal investigator and forwarded 
to RTT for processing. 

  



 
 

9.03 / Research and Sponsored Program Authorization 
Effective: July 01, 1997 

I.     Purpose 

To establish the authority to commit the University to the terms and conditions of 
externally funded grants and contracts, and to commit University resources to the 
performance of tasks proposed to external sponsors. 

II.     Policy 

The Office of Research and Technology Transfer (RTT) is charged with the responsibility 
of approving proposals for externally funded programs, negotiating grants and 
contracts, and managing awards. No faculty member, nor any other official of the 
University, is authorized to commit University resources to the conduct of research, 
training or service without receipt of authorization from RTT. 

RTT provides services to support the faculty and staff in seeking and managing 
externally funded programs. In most instances, University research and sponsored 
program proposals are initiated by faculty or staff members who have specific program 
interests that require outside funding. In order to facilitate submission of proposals, RTT 
aids faculty and staff members in identifying funding sources, and provides grant 
guidelines and other program information documents. RTT reviews proposal drafts for 
completeness and format, budget preparation, appropriate authorization of 
commitments including cost sharing, and compliance with University policy and other 
regulatory requirements. All proposals for external support must be authorized by the 
department chair, dean and Vice President for Research and Technology Transfer prior 
to submission to the funding agency or industry. University faculty who are co-principal 
investigators with faculty from other institutions must obtain the same approvals, even 
though the support may come to WSU in the form of a subcontract. 

  



 
 

9.04 / Federal Anti-Lobbying Law 
Effective: July 01, 1997 
 

I.      Policy 

The University, as a recipient of federal funds, is subject to anti-lobbying rules that 
restrict contact by mail, telephone, or in person with employees of federal agencies or 
congressional offices, and with members of congress. The restrictions prohibit contacts 
between University and federal employees after proposals requesting federal funds 
have been submitted by the University, until action has been completed by the federal 
agency. University personnel may, however, respond to questions from federal 
employees, and may explain the content of a proposal. Contact the Office of Research 
and Technology Transfer or the Executive Director of Governmental Relations for 
further information about contacts with federal representatives. 

  



 
 

9.05 / University-Supported Grants 
Effective: July 01, 1997 

I.      Policy 

The University supports faculty research, scholarship and creative activity with 
resources made available for allocation through the Faculty Support Committee, a 
committee of the Faculty Senate. This committee is composed of graduate faculty 
members representing each of the eight faculty divisions and Academic Services, the 
Provost and the Vice President for Research and Technology Transfer. 

Two competitive grant programs are available for tenured and probationary faculty 
members. The University Research/Creative Projects Award (URCA) program is intended 
to assist new probationary faculty in initiating research and other faculty in re-
establishing a productive research agenda. Up to $4,500 may be granted for a successful 
proposal. Summer support is possible through the Award for Research/Creative Projects 
in Summer (ARCS) program, which provides a stipend of $3,000 to enable faculty to 
devote full-time for two consecutive summer months to pursue research. Both grant 
programs are meant to stimulate the development of proposals for external funding in 
appropriate disciplines. Complete information on these programs, including material to 
be submitted and deadlines, can be obtained from the Office of Research and 
Technology Transfer (RTT). Awards are made by the Vice President for Research and 
Technology Transfer based on recommendations from the Faculty Support Committee 
and are subject to the availability of funds. 

All University-supported research projects are administered in accordance with 
established fiscal procedures and research policies, including those relating to patents, 
animal care, hazardous materials and human subjects. RTT provides necessary 
management assistance and related services for University grant recipients. 

  



 
 

9.06 / Research Sponsored Program Cost Sharing 
Effective: July 01, 1997 

I.     Purpose 

To establish the authority to commit the University to the sharing of indirect and direct 
costs of tasks to be performed under external grants and contracts. 

II.     Policy 
A. Indirect Costs 

Indirect costs are a reimbursement to the University for the expenses associated 
with research, training and service conducted under external grants and 
contracts. These expenses include the cost of administration, depreciation and 
financing costs for buildings and equipment, utilities, and maintenance and 
repairs. The indirect cost rate charged by the University is negotiated with and 
approved by agents of the federal government periodically and represents the 
real cost of providing services under grants and contracts. The Vice President for 
Research and Technology Transfer is the only University official authorized to 
reduce this rate through University cost sharing. Each University unit engaged in 
providing contractual services to businesses and external funding agencies will 
be expected to establish and maintain a printed fee structure that has been 
reviewed by the Office of Research and Technology Transfer and certified as 
consistent with the basis for rates negotiated with the federal government to 
establish the University's allowable costs. 

B. Direct Costs 

Although principal investigators may initiate requests for the sharing of 
University resources for direct costs such as salaries, equipment and supplies 
with the department chair and dean, the Vice President for Research and 
Technology Transfer is the only University official authorized to grant final 
approval for such cost sharing. The Vice President for Research and Technology 
Transfer will consult with the principal investigator, the chair and dean, if 
necessary, to establish the University's cost share. Principal investigators may 
not make commitments of salary funding to potential grant employees prior to 
official notification of the grant award. When a proposal is approved, any final 
negotiations of the grant or contractual arrangements are made by the Vice 
President for Research and Technology Transfer in consultation with the 
principal investigator and, as necessary, legal counsel. 



 
 

9.07 / Direct and Indirect Costs 
Effective: July 01, 1997 

I.      Policy 

All grants and contracts are awarded to and received by Wichita State University. The 
conduct of sponsored research and other sponsored programs at the University involves 
both direct and indirect costs. The Office of Research and Technology Transfer is 
responsible for negotiating with the federal government to obtain approval of the 
indirect cost rate, which may vary from year to year. 

Direct costs usually include the following: the salaries and wages of persons employed 
on the research or training project; personnel fringe benefits, such as FICA and 
retirement plan contributions; consumable supplies needed for the project; travel and 
communication charges for the project; the costs of equipment acquired for specific use 
in the project; and computer time and necessary supporting services, calculated in 
accordance with an approved rate schedule for the facility. 

Indirect costs are actual costs incurred by the University in the fulfillment of sponsored 
research contracts and grants. These costs defray the following: depreciation on 
University-acquired furnishings and scientific equipment; partial recovery of 
depreciation of building costs; partial recovery of utilities, maintenance and janitorial 
expenses; partial recovery of administration costs at the department, college and 
university levels; and costs associated with research support services, property 
management, technical monitoring, radiation safety and hazardous materials oversight, 
and institutional review of human and animal experimentation. 

Disbursements of indirect cost funds will be based on actual costs recovered during the 
previous fiscal year. Five percent of the indirect costs generated by a principal 
investigator will be allocated to the investigator for use in furthering his/her research 
program and scholarly/creative activities. Five percent of the indirect costs generated by 
persons within a department/unit will be allocated to the department/unit 
chairperson/director for use in promoting research, scholarly and/or creative activity 
among persons in the department/unit; ten percent of the indirect costs generated by 
persons in a college division will be allocated to the college dean/division vice president 
(for divisions without colleges) for use in promoting research, scholarly and/or creative 
activity among persons within the college/division; the remaining portion of the indirect 
costs generated will be allocated to central administration to cover costs associated 
with support of the University's research activities and mission. 



 
 

9.08 / Cost Sharing on Grants and Contracts 
Effective: July 01, 1997 

I.     Purpose 

To establish University policy and procedures by which a department chairperson, 
college dean or University officer may authorize and meet an external agency's cost 
sharing or matching requirements on grants and/or contracts solicited by Wichita State 
University. 

II.     Policy 

Wichita State University will solicit grant and contract funding from external agencies 
only when proposed projects or activities are consistent with its educational purpose 
and mission. When funding agencies require a match from resources available to the 
University, cost sharing may be authorized where it is clear that the best interests of the 
university are served. 

Cost sharing may be authorized, upon recommendation of the principal investigator, at 
three levels: 

A. By a department chairperson from departmental funds; 
B. By a college dean from college funds; or 
C. By the cognizant university officer from funds under his/her purview. 

The commitment of cost-sharing funds and source will be authorized on the proposal 
routing sheet at the time the proposal is submitted and confirmed by sequential 
authorizations through the administrative structure. 

In instances where cost sharing emerges as an issue in negotiations with an agency over 
a previously submitted proposal, the Vice President for Research and Technology 
Transfer will consult with the concerned principal investigator, chairperson, dean and/or 
university officer to resolve the issue. Commitments for matching funds will be 
authorized as outlined above. 

Cost-sharing commitments may be proposed in the form of unreimbursed salaries and 
related fringes, overhead on salaries and fringes, or other operating expenses directly 
applicable to the project effort, and will be evaluated on the basis of the availability of 
the department or college to absorb these costs from alternate sources of funds. 



 
III.     Procedures 

To assure accuracy in reporting to funding agencies, cost-sharing expenditures will be 
recorded as research or service costs in separate accounts for each grant or contract. 

Upon receiving an award involving University cost sharing, the Office of Research and 
Technology Transfer (RTT) will assign two accounts: one for the new grant account and 
one for the cost-sharing account. 

When cost-sharing commitments involve general use funds, RTT will prepare a budget 
adjustment form for approval by the principal investigator and the authorizing budget 
officer to transfer salaries and/or other operating expenses to the cost sharing account. 

When cost-sharing commitments involve restricted use funds, RTT will prepare a 
purchase requisition for approval by the principal investigator and the authorizing 
budget officer to transfer funds by interfund voucher to the cost-sharing account. A 
budget adjustment will also be prepared by RTT to increase income to the cost-sharing 
department and record the anticipated expenditure. 

It will be the responsibility of the principal investigator to determine whether the 
funding of grant expenditures is to be charged to the grant account or the cost-sharing 
account. 

  



 
 

9.09 / University Ownership 
Effective: July 01, 1997 

I.    Policy 

All books and materials purchased with grant or contract funds become the property of 
the University. These items should be held by the principal investigator during the 
operation of the project. At the conclusion of a project or if the principal investigator 
leaves the University, all books and materials purchased with grant and contract funds 
must be transferred to either the appropriate academic department or the University 
library. 

Any equipment items purchased or acquired during an externally funded project must 
be inventoried as University property. In most cases, the equipment will become the 
property of WSU at the conclusion of the project, although some grants and contracts 
may include specific provision for the return of the equipment to the granting agency. If 
grant or contract-acquired equipment becomes University property, it is transferred to 
the inventory of the appropriate academic department and its use will be determined 
by normal department procedures. If a faculty or staff member leaves the employment 
of WSU, no equipment may be taken from the campus without prior approval of the 
Vice President for Finance and Administration. 

 

  



9.10 / Intellectual Property Policy and Institutional Procedures 
Effective: April 05, 2001 Revised: March 25, 2015 

I. Intellectual Property

Source: Kansas Board of Regents Policy Manual: Chapter II, Governance - State 
Universities, A.8 

II. Purpose

The purpose of the Intellectual Property policy is to foster the creation and 
dissemination of knowledge and to provide certainty in individual and institutional 
rights associated with ownership and with the distribution of benefits that may be 
derived from the creation of intellectual property. 

III. Applicability

This policy applies to all full or part-time employees, including student employees, 
creating intellectual property related to the scope of their employment while under 
contract with the University. This policy also sets forth the rights of students in 
academic creations that are developed as a part of course requirements. 

IV. Policy

When revenues are to be shared, the creator(s) shall obtain his/her share only after the 
University has recouped any direct costs borne by the University for equipment and 
materials and costs paid to third parties. The portion of the revenues to be shared 
among multiple creators shall be shared equally unless otherwise agreed in writing by 
the creators. 

A. General Copyright Policy

The ownership of the various rights associated with copyright are dependent
upon the specific type of intellectual property subject to copyright protection.
The University shall assert limited ownership of some of the various rights as set
forth below. Since the Kansas Board of Regents and the University have a
fiduciary responsibility for the appropriate use of state funds, unless otherwise
provided for under this policy, all rights associated with works produced as
“work-for-hire” or other works that make “substantial use” of institutional

http://www.kansasregents.org/about/policies-by-laws-missions/board_policy_manual_2/chapter_ii_governance_state_universities_2
http://www.kansasregents.org/about/policies-by-laws-missions/board_policy_manual_2/chapter_ii_governance_state_universities_2


resources belong to the institution. For purposes of this policy, the definition of 
“work-for-hire” is “… work prepared by an employee within the scope of his or 
her employment or a work specially ordered or commissioned by the institution 
to be prepared by the creator...” “Substantial Use” means that the creator 
receives more than normal support for the project or receives time and/or 
resources from the University specifically dedicated to the project. 

Note: the concepts of “substantial use” and “work-for-hire” are applicable to the 
General Copyright Policy and not to the Patent and Copyrightable Software 
Policy. 

1. Mediated Courseware

The University shall have limited ownership or control rights for mediated
courseware as specified below:

a. Self-Initiated Mediated Courseware

When employees develop mediated courseware without specific
direction by the University, unless otherwise agreed, the
ownership of the courseware shall remain with the employee.
Normally, no royalty, rent or other consideration shall be paid to
the employee when that mediated courseware is used for
instruction at the University and such mediated courseware shall
not be used or modified without the consent of the creator(s).

The mediated courseware shall not be sold, leased, rented or
otherwise used in a manner that competes in a substantial way
with the for-credit offering of the University unless that
transaction has received approval of the Provost. Should approval
be granted to offer the course outside of the institution, the
creator(s) shall reimburse the institution for substantial use of
institutional resources from revenues derived from the
transaction offering the course.

As owner, the creator is responsible for obtaining copyright
registration, if desired, and granting permission for use of
copyrighted courseware materials, provided that such registration
or permission is consistent with this policy.

b. University-Directed Mediated Courseware

When the University specifically directs the creation of mediated
courseware by assigning one or more employees to develop the



mediated courseware and supplies them with materials and time 
to develop the mediated courseware, the resulting mediated 
courseware belongs to the University and the University shall 
have the right to revise and decide who will utilize the mediated 
courseware in instruction. 

The University may specifically agree to share revenues and 
control rights with the employee. In the event that an agreement 
has been reached between the University and employee to share 
rights of the courseware prior to the development of such 
courseware, a written contract should be agreed to between the 
University and the employee(s) before the project begins. The 
contract should include details regarding revenue sharing, 
derivative works, licensing to external parties and control of the 
mediated courseware. The Office of Research and Technology 
Transfer will manage these contracts. 

The University is responsible for obtaining copyright registration 
and granting permission for use of the copyrighted courseware 
materials. The employee will cooperate with the University to 
secure the copyright, at the University's expense, including, 
without limitation, disclosing such courseware to the University, 
providing copies thereof, and signing any documents necessary to 
perfect the University's rights in the courseware materials. 

2. Scholarly and Artistic Works

Notwithstanding any use of University resources or "work-for-hire"
principle, the ownership of textbooks, scholarly monographs, trade
publications, maps, charts, articles in popular magazines and newspapers,
novels, nonfiction works, supporting materials, artistic works, and like
works shall reside with the creator(s) and any revenue derived from their
work shall belong to the creator(s). Except for textbooks, the University
shall have a royalty-free use of the work within the University, unless
otherwise agreed to in writing.

3. Manuscripts for Academic Journals
a. Notwithstanding any use of University resources or the “work-for-

hire” principle, the ownership of manuscripts for publication in
academic journals shall reside with the creator(s) and any revenue
derived from their works shall belong to the creator(s).

b. If the manuscript is to be published, the creator(s) shall request
the right to provide the University with a royalty-free right to use
the manuscript within the University in its teaching, research and



service programs, but not for external distribution, and, if 
successful, the creator(s) shall grant such right to the University. 

c. Upon the establishment of national governmental or nonprofit
entities whose purpose is to maintain in an electronically
accessible manner a publicly available copy of academic
manuscripts, the creator(s) may be required to provide to the
appropriate entity a limited license for the use of each manuscript
upon determination by the Kansas Board of Regents that the
provision of a license will not jeopardize the publication of articles
or infringe upon academic freedom of a faculty member.

4. Copyrightable Software

The rights to copyrightable software with an actual or projected market
value in excess of $10,000 annually, except software included in
mediated courseware, shall be determined pursuant to the Patent and
Copyrightable Software Policy (Section B that follows below).

5. Student Academic Creations

The ownership of student works submitted in fulfillment of academic
requirements shall be with the student. The student, by enrolling in the
University, gives the University a nonexclusive royalty-free license to
mark on, modify, and retain the work as may be required by the process
of instruction, or otherwise handle the work as set out in the University's
Intellectual Property Policy or in the course syllabus. The University shall
not have the right to use the work in any other manner without the
written consent of the creator(s).

In those cases where the work is created from research or developmental
activities that are collaborative efforts involving students, faculty or staff,
or span several semesters, the student creator(s) may assign ownership
of the creation, and related rights, to the University.

If support from outside the University is provided for the student's
project then the ownership of the creation will be determined by the
agreement between the University and the other party.

B. Patent and Copyrightable Software Policy

All right, title, and interest, in and to any inventions, patents obtained on
inventions, or the ownership of copyrightable software with an actual or
projected market value in excess of $10,000 annually resulting from University
sponsored research shall be retained by the University or may be assigned to an
organization (hereinafter called the “Organization”) independent of the



University and created for the purpose of obtaining patents on inventions, 
receiving gifts, administering or disposing of such patents and promoting 
research and the development of intellectual property at the University by every 
proper means. 

The following requirements shall be followed with respect to inventions or 
software: 

1. Disclosure
Anyone who conceives an invention or who develops copyrightable 
software (that is not included in mediated courseware) resulting from a 
research project sponsored by the University shall report the matter to 
the Vice President for Research and Technology Transfer, or designee, 
who will recommend whether or not to pursue patent and/or copyright 
protections. Disclosure must be made by submission of an Intellectual 
Property Disclosure Form. Disclosure Forms are available online
at http://wsuventures.org/get-started/forms-agreements-policies.

2. Disposition/Ownership
If the University or Organization decides that an invention does not 
warrant patenting, the inventor is free to patent it. In such case, 
however, the University does not relinquish its right to publish any of the 
data obtained in the research project, or use the data for teaching, 
research, or other educational and academic purposes.
If the University or the Organization decides not to further the use of the 
copyrightable software, it shall assign the rights therein to the creator(s), 
subject to the University's publication rights or reserved rights to use the 
software for educational purposes.

3. Revenue Sharing
a. When any revenue is obtained by or on behalf of the University 

from the development or assignment of any patent or from 
royalties, license fees, or other charges based on any patent or 
copyrightable software, the net revenue, if any, will be distributed 
as follows:

• 50% to the Contributor(s) (Contributor Share)
• 25% to the Center or Department or Lab in which the work 

was performed (WSU Share)
• 25% to WSU Ventures (WSU Share)

http://wsuventures.org/get-started/forms-agreements-policies


Revenue sharing shall begin only after the University recoups 
costs as set forth in this policy. 

b. All revenue shall be paid to the University. Non-cash
consideration shall be calculated based upon the fair market value
at the time of distribution. In the event that there is net revenue
to distribute, net revenue will be distributed not more often than
quarterly and no less often than annually and will be subject to
the Terms and Conditions of the license agreement or like
arrangement. Distribution, if any, will be based on the State of
Kansas fiscal year. There is no guarantee of net revenue to
distribute.

4. Sponsored Research
a. In case of cooperative research sponsored in part by an outside

corporation or individual, a written contract shall be made
between the University and the cooperating agency. This contract
should include a statement of policy substantially equivalent to
that outlined below:

"It is agreed by the parties to this contract that all results of
experimental work, including inventions, carried on under the
direction of the scientific staff of the University, belong to the
University and to the public and shall be used and controlled so as
to produce the greatest benefit to the public. It is understood and
agreed that if patentable inventions or copyrightable software
grow out of the investigation and such inventions or software
have commercial value, the cooperating agency shall receive
preferential consideration as a prospective licensee, with a view to
compensating said cooperating agency in part for the assistance
rendered in the investigation.

It is further agreed that the name of the University shall not be
used by the cooperating agency in any advertisement, whether
with regard to the cooperative agreement or any other related
matter without the advance and written authorization of the
University.”

b. In case of a research project where it is proposed that all costs
including overhead, salary of investigator, reasonable rent on the
use of equipment, etc., are to be paid by an outside party, the
University shall negotiate with the outside party the appropriate
disposition of any resulting patent or copyrightable software



rights prior to the provision of any funding by the outside party. 
“Appropriate disposition” shall include an option to negotiate a 
license to any resulting intellectual property. The University shall 
reserve a royalty-free right to publish all data of fundamental 
value to science and technology and to use the patent or 
copyrightable software rights for teaching, research or other 
educational and academic purposes. 

5. Changes

Changes in the above policies shall be made to conform to the
requirements of the United States Government when contracting with
the United States Government or a Federal Government Agency.

C. Trademark

The University reserves the right to control and protect the trademarks and
service marks of the University.

IV. Institutional Procedures

The University shall establish procedures that require employment contracts and course 
catalogs or syllabi to state that the employee or student is subject to the Intellectual 
Property Policy of the University and to resolve questions concerning intellectual 
property and any disputes that develop under this policy. Final decisions on disputed 
matters will be made by the University President, or designee, and shall constitute final 
agency action. 

The University procedures related to intellectual property and technology transfer are 
available online at http://wsuventures.org/. 

V. Implementation

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies in the University. 

The Provost shall have primary responsibility for publication and distribution of this 
University policy. 

http://wsuventures.org/


9.13 / Misconduct in Research 
Effective: July 01, 1997 Revised: February 13, 2017 

I. Preamble

It is mandatory that the University have a viable and current policy to address 
allegations of misconduct in research by University employees, students, and anyone 
else participating in a research or research training project supported by a federal, state 
or local government agency, private foundation, or business, or for which an application 
has been submitted. 

For the purposes of this policy, the definition of "misconduct in research" means 
fabrication, falsification, plagiarism, or other practices that seriously deviate from those 
that are commonly accepted within the scientific community for proposing, conducting, 
or reporting research. It does not include honest error or honest differences in 
interpretations or judgments of data. Standards of scholarly and creative conduct in 
nonscientific areas will be based on commonly accepted standards of those areas. The 
WSU policy on misconduct in research applies to all faculty, university support staff, 
unclassified professional employees, students and anyone else who may be involved 
with a research or research training project supported by a federal, state, or local 
government agency, private foundation, or business, or for which an application has 
been submitted. 

II. Policy

A. Misconduct in Research Procedures

All allegations and evidence of misconduct in research are to be presented to the
Provost. The General Counsel, or designee, will serve as legal advisor, as needed
to the Provost throughout the following process. When a specific allegation is
made in good faith and set forth in writing with a complete description of the
event or observation that prompted the allegation, or when evidence of possible
misconduct in research is discovered, the Provost or designee shall immediately
initiate an inquiry. Written notification of the allegation will be provided to the
individual suspected and to the chief administrative officer in charge of research
(henceforth referred to as the Research Officer). The Provost, with the assistance
of the Research Officer, will take appropriate interim administrative action to
protect federal funds provided by any sponsor, and endeavor to ensure that the
purposes of the financial assistance are being carried out. Information will be



gathered to determine whether an allegation or apparent instance of 
misconduct warrants an investigation and persons with the appropriate 
expertise will be consulted to assure a thorough evaluation of the relevant 
evidence. To the maximum extent possible, the privacy of those who in good 
faith report apparent misconduct will be protected. The inquiry will be 
conducted in such a way as to provide the affected individual(s) confidential 
treatment, a prompt and thorough inquiry, and an opportunity to comment on 
all allegations and findings of the inquiry and/or allegations. All possible 
precautions will be taken to prevent real or apparent conflicts of interest on the 
part of those involved in the inquiry. 

An inquiry must be completed within 60 days of its initiation unless 
circumstances clearly warrant a longer period. A written report shall be prepared 
by the Provost or designee that summarizes the evidence reviewed and relevant 
interviews, and states the conclusions of the inquiry. The individual(s) against 
whom the allegation was made shall be given a copy of the report of the inquiry. 
If suspected individual(s) comment(s) on the report, those comments will be 
made part of the record. If the inquiry takes longer than 60 days to complete, 
the suspected individual and the Research Officer will be notified in writing and 
the record of the inquiry shall include documentation of the reasons for 
exceeding the 60 day period. If an inquiry of Department of Health and Human 
Services (DHHS)-funded research is terminated for any reason without 
completion of the requirements above, notification of the termination and the 
reasons for it must be reported to the DHHS Office of Research Integrity. 

If the initial inquiry does not substantiate the allegation, the written report and 
supporting files will be kept for three years in a secure location designated by 
the Research Officer and then destroyed. For projects funded by DHHS, copies of 
the report will be given to authorized DHHS personnel upon their request. 

If the initial inquiry does uphold the allegation, the Provost or designee will 
submit a written report on the inquiry to the Research Officer for initiation of an 
investigation. The investigation will commence within 30 days of the completion 
of the inquiry and will be completed in totality within 120 days of 
commencement of the investigation. If federally funded research is involved, a 
written report, including intent to begin an investigation, will be made to the 
appropriate federal agency and the Office of Research Integrity (ORI) on or 
before the date the investigation begins. During the investigation, the Research 
Officer will advise ORI of any developments that may affect current or potential 
DHHS funding for the individual(s) under investigation. Should it not be possible 
to complete the investigation in 120 days, a request for extension will be 
submitted to ORI. The request will include an explanation for the delay, an 
interim report on progress to date, an outline of what remains to be done, and 



an estimated date of completion. All investigations of DHHS funded research or 
other federally funded research must comply with pertinent regulations issued 
by the respective federal agency. 

The Research Officer, in consultation with the President of the Faculty Senate 
and the Provost, will appoint an ad hoc committee of not fewer than three 
members chosen for their objectivity and competence to conduct an 
investigation. The General Counsel, or designee, will be a legal advisor to the 
committee. The investigation shall provide for due process for the suspected 
individual. The ad hoc committee will be responsible for: 

1. examining all documentation relevant to the allegation and conducting
interviews with individuals involved in the allegation;

2. securing necessary expertise to carry out the evaluation of the relevant
evidence;

3. taking precautions against real or apparent conflicts of interest on the
part of those involved;

4. preparing and maintaining the documentation necessary to substantiate
the investigation's findings;

5. insuring confidentiality of all proceedings, documentation and records of
the investigation unless this confidentiality is waived in writing by the
accused; and

6. making a final recommendation to the Research Officer as to validity of
the allegation.

B. Misconduct in Research Resolution

If an investigation of DHHS-funded research is terminated for any reason without
completion of the ORI requirements, notification of the termination and the
reason for it must be reported to ORI.

If the investigation does not substantiate the allegation, no further action will
take place and the suspected individual will be notified in writing of the findings.
The suspected individual will also be given an opportunity to comment on the
allegations and findings of the investigation. Records from the investigation will
be retained in a secure location designated by the Research Officer for three
years and then destroyed.

If the investigation supports the allegations, the Research Officer will notify the
Provost who will make a determination as to whether the case should be the
basis for dismissal for cause, or if other appropriate sanctions will be imposed.
The final report will also be made available for comment to the subjects of the
investigation, and appropriate parts of the report will be provided to those who
raised the allegation. Documentation associated with a substantiated
investigation will be retained by the University and a summary of the actions of



the Provost will be placed in the individual's personnel record. The University will 
undertake to protect, to the extent possible, and at all times, including both 
inquiry and investigation stages, the professional reputation of individuals 
accused of scientific misconduct and the positions and reputations of those 
persons who, in good faith, make allegations. 

When DHHS-funded research is involved, a final report of the investigation will 
be sent to ORI, along with a description of policies and procedures governing the 
investigation, and the documentation relevant to the case. If, at either the 
inquiry stage or the investigation stage involving DHHS-funded research, any of 
the following conditions exist: 

1. an immediate health hazard;
2. an immediate need to protect federal funds or equipment;
3. an immediate need to protect the interests of the person(s) making the

allegations or of the individual(s) who is the subject of the allegations as
well as his/her co-investigators and associates, if any;

4. it is probable that the alleged incident is going to be reported publicly; or
5. a reasonable indication of possible criminal activity,

then this condition(s) will be reported to the University's President or the 
President's designee who will, as appropriate, report it to the ORI, and do so 
within 24 hours of receipt in the case of criminal activity. Other misconduct 
investigations concerning federally funded research will be reported as required 
by the granting agency. 

III. Implementation

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The Provost shall have primary responsibility for publication, dissemination and 
implementation of this University policy. 



9.16 / Depository for Representations and Certifications 
Effective: August 08, 2017 

I. Purpose

The purpose of this policy is to establish a Responsible Party for each Representation 
and Certification requirement, an index of Representations and Certifications to monitor 
renewals and facilitate audits, a list of Compliance Areas and compliance responsibilities 
as they relate to the Representations and Certifications, and a central depository of all 
such Representations and Certifications. 

II. Applicability

This policy is applicable to any University employee who is asked to certify, assure or 
make a written or legally binding representation as to whether or not the University is in 
compliance with any federal, state or local law, regulation, or order. 

III. Definitions

For purposes of this policy only, the following definitions shall apply: 

A. “Representations and Certifications” means a certification, assurance,
verification, written representation, or any other attestation that is deemed a
binding statement made on behalf of the University. Representations and
Certifications may include such language as “I certify to,” or “I attest, under
perjury of law,” or “By my signature, I verify that.” Representations and
Certifications may be requested to be completed in writing, by electronic
communication, through online portals or any other means of recording.

B. "Responsible Party” means a University employee authorized to certify that the
University is in compliance with laws affecting the employee's designated
Compliance Area.

C. "Compliance Area” means a designated subunit within the University, or an
affiliated entity. A Compliance Area may include one or more individuals,
departments, divisions, institutes, centers, groups, and/or organizations based
primarily on their responsibilities and expertise.

IV. Compliance Areas and Responsibilities
A. The Research Compliance Office (RCO) is responsible for maintaining a list of

Compliance Areas and all responsible compliance obligations as set forth in
applicable laws, regulations, grants, contracts, policies or other mandates. This



list shall also identify the designated Responsible Party for the applicable 
Compliance Area or compliance responsibility. The identity of the Designated 
Responsible Party is provided to Research Compliance Office by the head of each 
compliance area. 

B. On or before January 1 of each year, the Responsible Party, or designee(s), must
certify in writing that the University is in compliance with the designated
compliance obligations for that Compliance Area.

V. Third Party Requests for Representations and Certifications

Third-party requests for Representations and Certifications must be forwarded to the 
Research Compliance Office and, if applicable, to the reviewing contract department. 
RCO or its designee shall work with the Office of the General Counsel to accurately 
complete all Representations and Certifications and complete any other tasks of the 
RCO. 

VI. Record Retention

Completed Representations and Certifications shall be submitted to RCO 
at compliance@wichita.edu for indexing into the depository. The Office of the General 
Counsel shall serve as the custodian of records for all completed Representations and 
Certifications. Completed Representations and Certifications shall be kept a minimum of 
five years following the execution date. 

mailto:compliance@wichita.edu


9.17 / Research Involving Human Subjects 
Effective: July 01, 1997 Revised: August 03, 2016 

I. Purpose

To comply with federal regulations regarding the review and approval of research 
involving human subjects conducted by faculty, staff and students of Wichita State 
University. 

II. Preamble

The purpose of advance review of research involving human subjects by an Institutional 
Review Board ("IRB") and the requirements of informed consent is to assure that the 
rights and welfare of subjects who participate in research at Wichita State University 
("University") are protected and that the University is in compliance with the 
requirements of Title 45 Code of Federal Regulations, Part 46 ("45CFR46"). 

III. Policy
A. Establishment of University Institutional Review Board

1. The IRB shall be composed of at least seven and not more than eleven
members. At least one member shall be from an area outside the
sciences such as law, ethics or religion and at least one member shall not
be otherwise affiliated with the University; other members should
possess backgrounds related to the research activities of the University.
All members of the IRB, except those representing nonscientific areas,
shall be selected for their competence in research.

2. Members of the IRB are appointed by the Vice President for Research and
Technology Transfer as the Institutional Official (IO) in consultation with
the Deans of the Colleges and the Directors of RTT.

3. Candidates for membership representing the scientific areas will be
nominated by the Deans of the Colleges. Candidates for membership
representing the community and nonscientific areas will be nominated by
the Vice President for Research and Technology Transfer, the Directors of
RTT and other IRB members.

4. Members shall be appointed for one-year terms and may be reappointed.
5. The IRB shall consist of members of both genders. Membership selection

criteria shall include considerations of racial and cultural backgrounds,
areas of professional research competence and community attitudes.



6. The Vice President for Research and Technology Transfer, the Directors of
RTT and a member of the Research Compliance Office shall be ex-officio,
non-voting members of the IRB.

B. Chair and Vice-chair of the University Institutional Review Board
1. A Chair and Vice-chair of the IRB shall be elected annually by IRB

members at the first meeting of the IRB in the fall semester of each
academic year.

2. The Chair shall convene and preside over meetings of the IRB, work
closely with the Office of Research and Technology Transfer (RTT), and
conduct expedited reviews when assigned by Administrator.

3. The Vice-chair shall provide assistance to the Chair as needed and preside
over the meetings of the IRB in the absence of the Chair.

4. If the Chair is unable to complete a one-year term, the Vice-chair will be
elevated automatically to the position of Chair for the remainder of the
term and a new Vice-chair will be elected by members of the IRB.

C. Responsibilities of the University Institutional Review Board
1. All research involving human subjects conducted by University faculty,

staff and students must be submitted to the IRB for review or
certification of exemption from 45CFR46 prior to the initiation of such
research. For research conducted by a student, the application must be
approved and signed by a faculty sponsor or director, with said faculty
sponsor or director listed as principal investigator with the student as co-
investigator. The IRB has the authority to approve, require modifications
or disapprove the proposed research.

2. In its review, the IRB will seek to assure that risks to subjects are
minimized; that the selection of subjects is equitable; that informed
consent is obtained from each prospective subject and documented in
appropriate form; that adequate provisions exist to protect, to the full
extent permitted by law, the privacy of subjects and to maintain the
confidentiality of research data; and that appropriate safeguards have
been included in the research plan to protect the rights and welfare of
subjects who are members of a particularly vulnerable group.

IV. Implementation
A. This policy statement will be included in the WSU Policies and Procedures

Manual and shared with appropriate constituencies of the University.
B. RTT shall provide administrative support to the IRB by processing applications for

IRB review, maintaining records of all applications and actions of the Committee
and attending all IRB meetings.

C. A copy of this policy will be given to each member appointed to the IRB.



9.18 / Animal Use 
Effective: July 01, 1997 Revised: July 25, 2001 

I. Policy

The use of vertebrate animals (e.g., mice, rats, gerbils, guinea pigs, rabbits, hamsters,
fish, etc.) other than humans in any activity by faculty, staff, or students must be in 
compliance with the provisions of the Animal Welfare Act and all amendments and 
applicable requirements of the U.S. Department of Agriculture and the Association for 
Assessment and Accreditation of Laboratory Animal Care, International. The 
Institutional Animal Care and Use Committee (IACUC) must receive, review, and 
authorize animal use prior to the start of a project. Information describing animal 
welfare regulations, the WSU Animal Welfare Assurance document, and the form for 
submission of an animal use protocol are available from the Office of Research and 
Technology Transfer. 



9.19 / Service Center Indirect Cost 
Effective: October 01, 1997 

I. Purpose

To comply with federal indirect cost regulations and the Colleges and Universities Rate 
Agreement for Wichita State University. 

II. Policy

In keeping with indirect cost recovery rates negotiated with the Department of Health 
and Human Services, acting on behalf of the federal government, and fiscal policies of 
the federal Office of Management and Budget, Wichita State University (WSU) is 
obligated to charge indirect costs on all University contracts where services are provided 
to external entities, individuals, agencies and businesses, including those negotiated on 
behalf of WSU laboratories, offices, and other facilities (WSU Service Centers) that 
provide such services for fees. The budgets of said WSU Service Center contracts for 
services should clearly indicate the indirect costs that are being charged at the federally 
negotiated rate and the amount of indirect costs that are being shared, if appropriate. 
The Office of Research and Technology Transfer (RTT), which monitors such budgets, is 
responsible for maintaining compliance with federal regulations relating to indirect 
costs. 

Since indirect costs are charged in part to recover expenses associated with the use of 
WSU buildings, utilities, and equipment, WSU service centers are required to budget a 
minimum of 10% of direct costs in all research, service, and training programs for the 
recovery of indirect costs. These costs will be recovered by RTT and placed in the 
appropriate WSU accounts that support the development and management of WSU's 
research and sponsored program mission through the redistribution of such funds to 
project directors, department chairs, and deans in accordance with the WSU policy 
entitled Sponsored Programs: Indirect Costs (Revised), effective July 1, 1989. Exceptions 
to the Service Center Indirect Cost Policy when necessary will be determined by the Vice 
President for Research and Technology Transfer. 

III. Implementation

This policy will be distributed to WSU Service Center directors for implementation. 

https://www.wichita.edu/about/policy/ch_09/ch9_07.php


9.20 / U.S. Government Property Management Procedures 
Effective: October 01, 2000 

I. Purpose

Establish procedures to be used when any award from an agency, department, bureau, 
or any similar operating entity of the United States (hereinafter “U.S. Government”) to 
Wichita State University (hereinafter “University”) includes provisions for the U.S. 
Government to provide property or the U.S. Government claims title to property 
acquired with award funds. 

II. Preamble

U.S. Government property is that equipment and materials for which the U.S. 
Government retains title as specified in an award. The University, to the extent 
permitted by state law, is directly responsible and accountable for all U.S. Government 
property in its possession, including that which has been provided to subcontractors, in 
compliance with the requirements of the award. This includes loss, damage, theft, 
destruction and disposition, but does not include normal wear and tear in utilizing the 
property for its intended use. The University property record becomes the official U.S. 
Government accounting record for any U.S. Government property in the University's 
possession, or the possession of its subcontractors, and must comply with U.S. 
Government regulations. 

Regulations for acquiring or using U.S. Government property are provided in Office of 
Management and Budget (OMB) Circular A-110, Grants and Agreements with 
Institutions of Higher Education, Hospitals, and other Nonprofit Organizations. U.S. 
Government awards may also include regulations specified in the Federal Acquisition 
Regulations (FAR) Part 45, Government Property; Department of Defense Manual 
4161.2-M, Property Administration; NASA Grants Regulations, section 1260.27, other 
U.S. Government agency supplements, and specific property provisions included in U.S. 
Government awards. 



III. Definitions

A. Award

Financial assistance that provides support or stimulation to accomplish a public
purpose. Awards include grants and other agreements in the form of money, or
property in lieu of money, by the U.S. Government to an eligible recipient.

B. Equipment

Tangible nonexpendable personal property including exempt property charged
directly to the award having a useful life of more than one year and an
acquisition cost of $5,000 or more per unit.

C. Exempt Property

Tangible personal property acquired in whole or in part with U.S. Government
funds, where the awarding entity has statutory authority to vest title in the
recipient without further obligation to the U.S. Government.

D. Materials

All personal property excluding equipment as defined in this section.

E. Personal Property

Property of any kind except real property. As used in these procedures, property
is limited to equipment and materials as defined above.

F. Special Test Equipment

Single or multipurpose integrated test units engineered, designed, fabricated, or
modified to accomplish special purpose testing in performing a contract. It
consists of items or assemblies of equipment including standard or general-
purpose items or components that are interconnected and interdependent so as
to become a new functional entity for special testing purposes.

IV. Procedures

G. Award Notification

Upon receipt of a U.S. Government award that includes provisions for the U.S.
Government to provide property or the U.S. Government claims title to property



acquired with award funds, the Principal Investigator and/or Award Notice 
Recipient shall immediately notify the Office of Financial Operations and 
Business Technology Property Accountant, the Physical Plant Warehouse and the 
Office of Research Administration to provide the following information: 

1. Award number and date of award.
2. Title of award and U.S. Government entity name.
3. List of property to be owned by the U.S. Government including:

a. Name, description and, if furnished in the award notice,
manufacturer's serial number, model number, federal stock
number, national stock number, or other identification number.

b. Quantity.
c. Unit price and unit of measure.
d. Whether U.S. Government provided or is to be acquired with

award funds.
4. Campus location for the storage/use of the property.
5. Name and phone number of the University employee who is to be the

custodian of the U.S. Government property as designated by the
department chair or the manager of the University unit providing
oversight.

H. Principal Investigator and/or Award Notice Recipient Responsibilities
1. Provide the award notification as set forth in Section A, above.
2. Enter onto purchase requisition forms the notation “U.S. Government

Property” for each applicable item.
3. When designated the custodian of U.S. Government property, fulfill the

responsibilities set forth in Section C, below.
4. When authorized by the Office of Research and Technology Transfer, bill

for the use of U.S. Government property for purposes other than the
award for which it was acquired.

5. Dispose of U.S. Government property in compliance with disposition
instructions from the Office of Research and Technology Transfer as
furnished by the U.S. Government.

I. Property Custodian Responsibilities
1. Verify the property has been tagged as “U.S. Government Property.”
2. Verify the property is kept in the location designated in the University

property record.
3. Verify the safekeeping of U.S. Government property is as secure or

secured better than State of Kansas property in the same location. Take
necessary actions to keep highly valued or non-anchored items in
appropriately locked spaces.

4. Verify the property is used only for purposes authorized by the award
unless authorization for other uses has been obtained from the Office of
Research and Technology Transfer.



5. Verify routine maintenance requirements are met.
6. Prevent the removal of the property from the designated location.

Generate a property transfer document to relocate the property when
instructed by the Principal Investigator, identifying the new Property
Custodian (if applicable).

7. Keep U.S. Government property segregated from all other property.
8. Maintain receipt and issue records for material acquired by the University

as provided in Department of Defense Manual 4161.2-M, Chapter 5, Part
I Property at Non-Profit Contractors as outlined in a through c, below.

a. Maintain a file for each award of receiving notices, purchase
requisitions, purchase orders and other records pertaining to U.S.
Government property in their possession.

b. Maintain a record of the consumption of material as it is used in
the execution of the statement of work of the award. Such record
will identify the quantity, unit price, description, part number,
“U.S. Government Property” tag number when applicable, with
the “used on” identifier such as drawing number or identified
project parts list. Note that equipment is not to be categorized as
material in this record.

c. Obtain approval from the Office of Research and Technology
Transfer for any consumption of U.S. Government property that is
for a purpose other than specified by the award under which the
U.S. Government retains title.

9. Maintain records of special test equipment. These records may consist of
U.S. Government invoices, contractor purchase documents, or other
documentation evidencing acquisition of issue or to end-use.

Any item of special test equipment built under the award shall be tagged
separately as “U.S. Government Property.”

10. Dispose of U.S. Government property based on disposition instructions
provided by the Office of Research Administration.

J. Academic Departments and Other Units Responsibilities
1. Provide oversight to ensure the Principal Investigator and/or Award

Notice Recipient and the Property Custodian fulfill their respective
responsibilities.

2. Approve designation of the employee who will serve as Property
Custodian.

K. Office of Research and Technology Transfer Responsibilities
1. Review U.S. Government awards and ensure the appropriate notifications

required by these procedures are provided.



2. Review purchase requisitions to ensure “U.S. Government Property”
identifier is entered for each applicable item.

3. Provide billing rate for use of U.S. Government property for other
purposes when properly authorized under terms of the award. Initiate
credit to the applicable award for the revenue from such billings.

4. Record and/or process requests for changes to U.S. Government property
status.

5. Provide U.S. Government property reports required by awards.
6. Obtain disposition instructions from the overseeing U.S. Government

entity.
a. Provide disposition instructions to the Principal Investigator and

the Property Custodian.
b. Compile disposition information and submit the information to

the Office of Financial Operations and Business Technology
Property Accountant.

L. Office of Financial Operations and Business Technology Property Accountant
Responsibilities

1. Upon receipt of U.S. Government provided property, affix a “U.S.
Government Property” identification tag to each piece of equipment.

2. Affix a “U.S. Government Property” identification tag to each piece of
property procured or produced by award funds.

3. Create a U.S. Government property record that includes the information
specified in OMB Circular A-110, Subpart C, Section .34 (f)(1):

a. Description of the property.
b. Manufacturer's serial number, model number, federal stock

number, national stock number, or other identification number.
c. Source of the property, including the award number.
d. Whether title vests in the recipient or the U.S. Government.
e. Acquisition date (or date received, if the equipment was furnished

by the U.S. Government) and unit cost.
f. Information from which one can calculate the percentage of U.S.

Government participation in the cost of the property (not
applicable to equipment provided by the U.S. Government).

g. Location and condition of the property and the date the
information was reported.

h. Ultimate disposition data, including date of disposal and sales
price or the method used to determine current fair market value
where a recipient compensates the awarding entity for its share.

4. Provide for a physical inventory and reconcilement at least every two
years as specified in OMB Circular A-110, Subpart C, Section .34(f)(3).

5. Record the disposition of U.S. Government property in accordance with
federal entity disposition instructions provided by the Office of Research
and Technology Transfer.



M. Purchasing Department Responsibilities
1. Flow-down to subcontractors the applicable U.S. Government property

requirements of the award for property or property provided to the
subcontractor or acquired by the subcontractor.

2. Pass-through the purchase requisition notation “U.S. Government
Property” on procurement documents and requires it to be inserted into
shipping documents by the supplier.

N. Physical Plant Warehouse Responsibilities
1. Upon receipt of U.S. Government Property, place the equipment in a

segregated and secure holding area.
2. Immediately notify the Principal Investigator and/or the Award Notice

Recipient and the Office of Financial Operations and Business Technology
Property Accountant of the receipt of U.S. Government property.

3. Verify requests to move any items designated as U.S. Government
property have the approval of the Principal Investigator and/or the
Award Notice Recipient before moving the items.

V. Implementation

These procedures shall be included in the WSU Policies and Procedures Manual and 
shared with appropriate constituencies of the University. 

The Vice President for Research and Technology Transfer shall have primary 
responsibility for publication, dissemination and implementation of these procedures. 



9.21 / Compliance with Federal Export Regulations 
Effective: October 15, 2005 

I. Purpose

The purpose of this statement is to set forth University policy with regard to compliance 
with federal export regulations. 

II. Preamble

The federal government has promulgated numerous regulations that directly affect 
University research conducted for federal and state agencies, industries and other 
clients. These regulations include the Export Administration Regulations (hereinafter 
"EAR") promulgated by the U.S. Department of Commerce and the International Traffic 
in Arms Regulations (hereinafter "ITAR") promulgated by the U.S. Department of State. 

These regulations are intended to provide for governmental control and supervision of 
research involving technological, biological, chemical and military-related research when 
tangible items are exported or a non-U.S. citizen participates in any segment of a 
research project. Export regulations apply to all research activities, regardless of funding 
source (including unfunded research) and apply to both commercial contracts and to 
awards made under grants and cooperative agreements. 

In the case of academic or research institutions, there is an exemption for fundamental 
research, results of which are or are about to be, in some cases, ordinarily are publicly 
available. Additional exemptions may be available and require review on a case-by-case 
basis. The regulations require in some circumstances that the University apply for a 
license with the appropriate government department or find and record an exception to 
the law which is allowed and/or develop processes that ensure compliance. 

Non-compliance penalties are severe and include monetary and criminal punishment. 
University compliance with export regulations is required by law and they apply 
whether or not the regulations are referenced in research awards. Consequently, the 
University may never get a warning when there is a possible export situation and a 
violation may result if corrective measures are not applied. 

III. Policy
1. Wichita State University will implement a compliance system to seek to prevent

export law violations in the areas of funded research and testing and to ensure



that the University is in full compliance with federal export regulations in regard 
to research and testing conducted by faculty and staff. 

2. Proposals for research or testing must be reviewed for export regulation
compliance by the Office of Research and Technology Transfer (RTT) prior to
submission to potential sponsors. A routing sheet providing a check-off system
to determine whether a proposal may be subject to export regulations will be
used.

3. RTT has the responsibility of reviewing any research proposal, grant or contract
to determine whether a license is needed or an exception to the law exists (RTT
may consult with the University's General Counsel). If it is determined that a
license is needed, RTT will serve as the institutional office with the authority to
secure a license on behalf of Wichita State University.

4. RTT will inform faculty and staff researchers as to their respective responsibilities
to comply with export regulations through educational programs and flow-down
requirements to sub-recipients and collaborators.

5. RTT will be responsible for conducting on-going educational programs to keep
faculty and staff fully apprised of current export law and requirements.

IV. Implementation

This policy shall be included in the WSU Policy and Procedures Manual and shared with 
appropriate constituencies of the University. 

The Vice President for Research and Technology Transfer shall have primary 
responsibility for publication, dissemination and implementation of this University 
policy. 



9.22 / Disclosure of Financial Conflicts of Interests for 
Research Subject to Public Health Service Financial Conflict of 
Interest Regulations 
Effective: April 04, 2013 Revised: January 30, 2018 

I. Purpose

The purpose of this policy is to implement the 2011 Public Health Service (PHS) 
regulations related to the promotion of objectivity in research; the full set of regulations 
are published in the Federal Code of Regulations (42 C.F.R. Part 50 Subpart F). 

II. Applicability

This policy applies to Wichita State University and any individual meeting the definition 
of Investigator, as defined by 42 C.F.R. Part 50 Subpart F, regardless of employment type 
or status. This policy also applies to Non-PHS agencies that use the PHS regulations for 
funded research. 

III. Policy

The University is committed to ensuring the integrity of research conducted by its 
investigators, collaborators, consultants and sub-awardees. To that end, this policy in 
combination with Section 3.04 Commitment of Time, Conflict of Interest, Consulting and 
Other Employment, strives to manage situations that create, may create or have the 
appearance of creating significant conflicts of interest. 

IV. Reporting

Investigators are required to have a completed disclosure of Significant Financial 
Interests (SFI) on file: 

• Prior to submission of an application to any agency subject to PHS FCOI (or Public
Service Act, etc.)

• At least annually during the period of the award.
• Within thirty (30) days of discovering or acquiring a new SFI.

http://www.ecfr.gov/cgi-bin/text-idx?c=ecfr&SID=992817854207767214895b1fa023755d&rgn=div5&view=text&node=42:1.0.1.4.23&idno=42#sp42.1.50.f
http://www.ecfr.gov/cgi-bin/text-idx?c=ecfr&SID=992817854207767214895b1fa023755d&rgn=div5&view=text&node=42:1.0.1.4.23&idno=42#sp42.1.50.f
https://www.wichita.edu/about/policy/ch_03/ch3_04.php
https://www.wichita.edu/about/policy/ch_03/ch3_04.php


V. Training

Investigators are required to complete financial conflict of interest training when one or 
more of the following conditions are met: 

• Prior to engaging in PHS related research;
• No less than every four (4) years;
• Immediately if University makes material changes to its FCOI policy, an

Investigator is new to the University or an Investigator is not in compliance with
this policy or a related management plan.

VI. Management Plans and Resolution of Conflicts

University will use the procedures outlined in Section 3.04, Commitment of Time, 
Conflict of Interest, Consulting and Other Employment. 

VII. Acknowledgement of University Policy

Employees who make application for external support for their research, educational, or 
service projects will be required to specify on the University Proposal Routing Form that 
they have read the conflict of interest policy and have filed a disclosure report before 
their application is sent to the potential sponsor. 

VIII. Enforcement of University Policy

Failure to submit the required disclosure form will result in denial of the opportunity to 
submit research proposals to external funding agencies subject to PHS FCOI (or Public 
Service Act or CFR, etc.) until the form is submitted and may result in discipline in 
accordance with University procedures. 

IX. Related Policies and References
A. Related WSU Policies

• Section 3.04 / Commitment of Time, Conflict of Interest, Consulting and 
Other Employment

• Section 3.16 / Employment of Relatives
B. Related WSU Training

• CITI Program
C. External Policies and Regulations

• Kansas Board of Regents Board Policy Manual, Chapter II, Section C.12
• National Institutes of Health Financial Conflict of Interest
• National Institutes of Health Research Integrity

https://www.wichita.edu/about/policy/ch_03/ch3_04.php
https://www.wichita.edu/about/policy/ch_03/ch3_04.php
https://www.wichita.edu/about/policy/ch_03/ch3_04.php
https://www.wichita.edu/about/policy/ch_03/ch3_04.php
https://www.wichita.edu/about/policy/ch_03/ch3_16.php
https://www.citiprogram.org/
https://www.kansasregents.org/about/policies-by-laws-missions/board_policy_manual_2
https://grants.nih.gov/grants/policy/coi/index.htm
https://grants.nih.gov/policy/research_integrity/index.htm


9.23 / Eligibility to Serve as Principal Investigator 
Effective: February 13, 2017 

I. Purpose

To establish who is eligible to serve as Principal Investigator on sponsored projects. 

II. Policy

The Principal Investigator (PI) has primary institutional responsibility for providing 
scientific leadership and administrative/financial management of sponsored projects, 
and as such, must be an employee of WSU. For the purposes of this policy statement, 
the term PI shall encompass other sponsor-specific titles such as Project Director and 
Program Director that are commonly used for non-research sponsored projects. 

All full-time WSU faculty, regardless of rank or tenure status, are eligible to serve as the 
PI on a sponsored project provided they meet sponsor qualifications. WSU staff and 
adjunct faculty may serve as the PI on a sponsored project with approval from their 
Chair and academic college Dean or Center Director provided they meet sponsor 
qualifications. Typical examples of full-time faculty positions that are eligible to be a PI 
include: 

• Research Associate
• Postdoctoral Research Associate or Research Fellow
• Research Scientist
• Center Director
• Academic Professionals

Exceptions must be approved in writing by the Vice President for Research and 
Technology Transfer. 



9.24 / Level of Effort on Sponsored Projects 
Effective: February 13, 2017 

I. Purpose

To establish the maximum and minimum levels of effort on sponsored projects. 

II. Policy

At no time should the level of effort charged to a sponsored project exceed the level of 
effort expended within that project, meaning work that is not part of the sponsored 
project plan (i.e., research on a different project, proposal writing, etc.) cannot be 
charged to the grant. The scope of work on sponsored projects is defined by the 
proposal. However, all WSU faculty and staff have responsibilities that fall outside of the 
sponsored project (i.e. teaching, service, administration, proposal writing, etc.). As such, 
no individual can commit more than 95% effort in any period to external grants and 
contracts. Faculty holding academic year appointments should consider the impact of 
other non-research activities, such as vacations, when committing and charging effort to 
sponsored projects during the summer semester as these activities may prevent 
devotion of 100% effort. 

The Principal Investigator (PI) and other senior level participants must commit at least 
1% effort, or the minimum mandated by the project sponsor, for overseeing and guiding 
the proposed work. The effort may be expended during the academic year and/or 
summer semester. This requirement is only applicable for research grants and does not 
apply for infrastructure/equipment grants, conference grants, or limited purpose 
awards. 

Approval from the Vice President of Research and Technology Transfer is required when 
personnel with other university responsibilities commit effort to sponsored projects that 
go outside the bounds established above. 



9.25 / In-State Tuition Rates for Externally Supported 
Graduate Research Assistants  
Effective: February 13, 2017 

I. Purpose

Wichita State University aims to attract and retain high quality graduate students by 
offering competitive assistantships and tuition support to our research assistants. This 
policy establishes all externally funded sponsored projects that provide an assistantship 
or hourly compensation to WSU graduate students must also include in-state tuition for 
the student. 

II. Background

OMB 2 CFR 200 – Uniform Administrative Requirements, Cost Principles and Audit 
Requirements for Federal Awards, which sets the rules regarding eligibility and 
allowable costs in sponsored research, development, and related works for the Federal 
Government, specifically allows for tuition support. 

III. Non-resident to Resident Tuition Waiver

Non-resident graduate assistants who have an appointment equal or greater than .40 
EFT, which corresponds to approximately 16 hours per week, are eligible, pursuant to 
regulations promulgated by the Kansas Board of Regents, for waiver of non-resident 
tuition to resident tuition. This tuition waiver is for the actual semester of appointment 
and does not include waiver of student fees. Graduate assistants must provide service 
from the 20th day of the semester through the remainder of the semester to be eligible 
for the non-resident to resident tuition waiver. See Section 8.04, Graduate 
Assistantships, for more detail regarding the non-resident to resident tuition benefit. 

IV. Policy

All sponsored budget requests that include support for graduate students to carry out 
the proposed work must include the current in-state portion of tuition. This is applicable 
to both graduate research assistantships and hourly compensation, so long as they meet 
sponsor budget guidelines with respect to tuition charges. For Federal grants, this 
includes the requirement that the student activities are related to the degree program 
(the full set of requirements can be found in CFR section §200.466 - Scholarships and 
Student Aid Costs). Graduate student researchers with appointments corresponding to 

https://www.wichita.edu/about/policy/ch_08/ch8_04.php


0.40 EFT or greater will receive the full in-state tuition rate, whereas awards requesting 
appointments less than 0.40 EFT can prorate the in-state tuition accordingly. 

V. Exceptions

This policy is applicable in all instances, regardless of funding source, unless specifically 
disallowed by the sponsoring agency. Exceptions must be formally requested to the Pre-
Award Director, which should include a detailed accounting of the full project budget 
and why including the in-state tuition represents an undue burden. All exceptions 
requests will be decided on by the Dean of the Graduate School and Associate Vice 
President of Research and Technology Transfer. 



9.26 / Responsible Conduct of Research (RCR) Training 
Effective: May 21, 2018 

I. Purpose

Wichita State University takes seriously its obligation to implement and support best 
practices in research and is committed to the highest standards of excellence and 
integrity in all research and scholarly endeavors. All members of the University 
community, including students, faculty, and staff, share responsibility for developing 
and maintaining standards to assure ethical conduct of research and detection of abuse 
of these standards. Federal law mandates that recipients of federal funding be properly 
trained in the responsible conduct of research. 

II. Applicability

This policy applies to all University researchers, to include faculty, staff, and students, 
who receive and/or participate in research activities that are partially or fully funded by 
external sources (“Researchers”). Such research may include, but is not limited to, 
research activities performed under grants, contracts, or cooperative agreements. 
Individuals who participate in a research study or activity as a research or test subject 
shall not be deemed a “Researcher” for purposes of this policy. 

III. Policy

The University has partnered with the Collaborative Institutional Training Initiative (CITI) 
program to allow Researchers the opportunity to participate in online ethics education. 
All Researchers participating in externally funded research activities are required to 
complete, at a minimum, the Responsible Conduct of Research course for externally 
funded Researchers in CITI prior to beginning work on any externally funded project. 

Additionally, Researchers should be aware that their department, college, or external 
sponsor(s) may have additional requirements to which Researchers must adhere, 
including, but not limited to additional mandatory training. It is the responsibility of the 
Researcher(s) to be familiar and comply with any additional University or agency specific 
RCR requirements. More information on RCR requirements may be found on the 
University's RCR page. 

https://about.citiprogram.org/en/homepage/
https://www.wichita.edu/research/ResponsibleConductofResearch/Responsible_Conduct_of_Research.php


IV. Failure to Comply

Failure to fulfill RCR training requirements in accordance with this policy may subject 
Researchers to sanctions (such as prohibition from participation in research or scholarly 
activities), forfeiture of research funds, and/or University disciplinary actions. 

The Research Compliance Office is responsible for compliance oversight of this policy. 



9.27 / Service Centers 
Effective: December 03, 2019 

I. Initiating Authority

Financial Operations and Office of Research 

II. Purpose

As a recipient of federal funding, Wichita State University (“University”) must comply 
with the U.S. Office of Management and Budget Uniform Administrative Requirements, 
Cost Principles, and Audit Requirements for Federal Awards (2 C.F.R. §200) (“Uniform 
Guidance”). Non-compliance with the Uniform Guidance could result in government-
imposed fines or disallowed costs. This policy supports University compliance by 
providing consistent costing and administrative standards among the University’s 
Service Centers and is consistent with and supports University and Kansas Board of 
Regents policies and state and federal regulations, as applicable. 

III. Application of Policy

This policy applies to all University employees, departments, laboratories, Centers, and 
institutes. This policy does not apply to the following income sources: 

• Income generated from educational or academic activities (e.g., tuition)
• Income generated from auxiliary operations or University affiliates

This policy does not apply to University student organizations. 

IV. Policy Statement

A. Definitions

For the purpose of this policy only, the following definitions shall apply:

1. Service Centers

Service Centers (referred to as “Centers” throughout this policy) are
organizational units of the University that charge for research, testing,



and/or goods or other services that directly support the research or 
academic mission of the University and recover costs through charges to 
Internal and/or External Users. Centers are expected to recover no more 
than the aggregate costs of their operations through charges to users. All 
Centers must be able to demonstrate compliance with federal 
requirements and cannot use fee structures that discriminate against 
federal funding sources. 

2. Internal Users

Internal Users are organizations or individuals whose funds are sourced
from within the University or are otherwise managed within the
University (i.e., sponsored grants and contracts managed by the
University’s Research Office). These include academic, research,
administrative, and auxiliary units that purchase services in support of
the University’s mission.

3. External Users

External Users are organizations or individuals whose funds are sourced
from outside the University and are not managed within the University,
including but not limited to external organizations and companies as well
as students or members of faculty or staff acting in a personal capacity.

B. Establishing And Closing Service Centers
1. Establishing a New Center

A proposed Center should be able to justify an expected annual revenue
of $25,000 or more to be considered for establishment, though
exceptions may be requested. The director of the proposed Center must
fill out and submit a Request to Establish a New Center form to the Office
of Research to initiate the process. The form can be found at the Office of
Research’s Financial Management website here.

2. Closure of Centers

Centers that do not meet the threshold of expected annual revenue of
$25,000 in two consecutive years may be considered for closure due to
inactivity. Further, significant deficits will be reviewed centrally and a
resolution plan may be requested if the Center is not able to increase
future year rates to recover the deficit. The department and/or college
under which the Center is organized must cover any deficits remaining
upon the closure of a Center. If the decision is made to not close the
Center, further billing should be completed using actual costs for labor



and other expenses, as opposed to using a billing rate. Exceptions to this 
policy will only be allowed upon written approval of the Vice President 
for Research and Technology Transfer. 

C. Center Billing Accounts

A Center will be provided at least two separate funds for accounting purposes.
The first fund (“operating fund”) is established to record the direct operating
expenses and revenue of the Center. The second fund (“reserve fund”) is
established to record the Center’s revenue correlating to its F&A and
depreciation expenses. The funds available in the reserve fund may only be used
to further the mission of the Center.

D. Center Billing Rates
1. Calculating a “Billing Rate”

A “Billing Rate” is a rate at which a Center’s cost per unit of goods or
services is sold. Billing Rates can be set based on hours, units, or any
other metric that is the best approximation for utilization of resources to
produce the good or service. It is calculated to recover the expenses of
the Center and achieve a breakeven financial position over a set period of
time (generally twelve months). Billing Rates are based on budgeted
operating expenses, including the applicable prior period deficit or
surplus, divided by projected levels of activity. Billing Rates are rounded
to the nearest dollar. The general formula used to establish a Billing Rate
is as follows:

Budgeted Expenses + or - Carryforward Surplus or Deficit 

divided by 

Projected Level of Sales of Goods/Services (Billable Units) 

When like goods or services are offered by an organization outside of the 
University to principally the same customer base, the market price should 
be considered when setting the Center’s External User rate. It is not 
appropriate for a Center to charge substantially less than the market 
price for a like good or service. 

2. Billing Rate Components

WSU’s financial system is the official financial database for the University
and is the basis for financial related information used in setting Billing
Rates. All operating costs included in a Center’s Billing Rate must be



related to the functions of the Center and must not be included in the 
University’s institutional Facilities & Administration Rate calculation. 
Operating costs are included in setting the Center’s Billing Rate insofar as 
they are allowable, reasonable, allocable, and consistent with general 
University practice. Costs are split into the following categories: 

1. Payroll (Salaries, Wages, and Fringes)
2. Non-Capital Expenses (Other Operating Expenses)
3. Depreciation (2 CFR 200.436)
4. Prior Period Net Surplus (less working capital allowance) / Deficit

3. Approval and Periodic Review of Billing Rates

All Center Billing Rates must be approved by the Office of Research prior
to use. Per federal guidance, all rates must be re-calculated no less than
every two years. However, it is recommended that a Center review its
financial performance annually. Rates older than two years should not be
used for new quotes or proposals unless approved in writing by the Vice
President for Research and Technology Transfer.

If a Center provides distinctly different types of services to users,
separate Billing Rates may be established for each service that represents
a significant activity of the Center. Costs, revenues, surpluses and deficits
must be separately identified for each service using separate accounting
funds for each identified service.

4. Non-Discriminatory Billing Rates

Rates established for Centers must be non-discriminatory and all users of
the Center should be billed for services provided. Non-discriminatory
means all Internal Users must be charged at the same rate(s) for the
same level of goods or services provided. External Users cannot be
charged a rate less than the Internal Billing Rate established for the
Center for the same good or service.

E. Center Billing Practices and Record Keeping
1. Billing

Billing must be based upon documented utilization. All billing must be
processed on a timely basis (generally monthly but can vary depending
on award terms) and must be based on established Center Billing Rates.



2. Tax Considerations

Sales tax, when applicable, must be charged to all External Users who do
not provide their tax-exempt certificates. Any questions regarding
Unrelated Business Income Tax (UBIT), sales tax, or other transactions
with External Users should be directed to the Office of Financial
Operations.

3. Record Retention

Centers must retain documentation to support all charges, expenses, and
usage. The required documentation may vary depending on the award
terms of the project. These records must be maintained for a minimum of
three (3) years from the end of the fiscal year in which the project was
completed. The records are subject to audit.
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10.01 / Environmental Health and Safety Guidelines 
Effective: July 01, 1997 Revised: July 25, 2001 

I.     Preamble 

Wichita State University is committed to the philosophy that teaching and research are 
best conducted in laboratories where dedication to safety, health and environmental 
stewardship is exemplary. 

II.     Policy 

It is the policy of Wichita State University (WSU) to operate in compliance with 
applicable federal, state, and local requirements which concern human health, animal 
welfare, and protection of the environment. 

A. Laws, regulations and guidelines 

WSU employees should be cognizant of and comply with the following laws, 
regulations, guidelines and/or publications: 

• Emergency Action Plan and Egress - 29 Code of Federal Regulations (CFR) 
1910.35 - .40 
A written plan that tells what to do in the event of a fire, tornado, 
chemical spill, bomb threat or other emergency; Emergency Building 
Coordinator Program. 

• Fire Prevention - 29 CFR 1910.38(b) 
A written plan describing the equipment and procedures used to prevent 
fires. 

• Hazardous Waste Operations and Emergency Response (Hazwoper) - 29 
CFR 1910.120 
A written plan and training for those who handle hazardous wastes. 

• Blood Borne Pathogens - 29 CFR 1910.1030 
A written plan and training for those who may come in contact with 
human blood or body fluids. 

• Hazard Communication Program - 29 CFR 1910.1200 
A written plan identifying the hazardous materials at a job site and how 
to protect oneself from those materials. 

• Laboratory Standard - 29 CFR 1910.1450 
A written chemical hygiene plan which describes safety procedures to be 
followed in the laboratory. 



 
• Protection of the Environment - 40 CFR 260 to 299 

Describes the generation, accumulation, transport, and disposal 
requirements for hazardous wastes as well as training requirements. 

• Hazardous Waste - Kansas Statutes Annotated (K.S.A.) Chapter 65, Article 
34 
Adopts by reference the guidelines in 40 CFR 260 to 299, the U.S. EPA 
Protection of the Environment, and additional requirements unique to 
Kansas. 

• Radiation Sources and Disposal - The Federal Nuclear Regulatory 
Commission (NRC) and Kansas Department of Health & Environment 
(KDHE) Bureau of Air & Radiation (BAR) Radiation Control Program 
A program for control and monitoring of radioactive materials and 
radiation emitting equipment including lawful disposal from sites within 
the Central Interstate Radioactive Waste Compact. 

• Animal Use - The Animal Welfare Act (AWA), the U.S. Department of 
Agriculture (USDA), and the Association for Assessment and Accreditation 
of Laboratory Animal Care (AAALAC), International guidelines require an 
Institutional Animal Care and Use Committee (IACUC) to provide 
oversight for all animal use. 
The IACUC oversight is to ensure compliance with the AWA and USDA 
policies and AAALAC accreditation requirements. 

• Animal Activist Action - The National Association for Biomedical 
Research Crisis Management Manual will guide responses. 

• Biohazards - 
Use of any biohazardous material requires review and authorization by 
the Institutional Biosafety Committee. 

• Occupational Health and Environmental Control - 29 CFR 1910.94 - .98 
Provides guidelines governing ventilation, occupational noise, and non-
ionizing electromagnetic radiation. 

• Hazardous Materials - 29 CFR 1910.101 - .111 
The Compressed Gas Association's Pamphlet P-1 for handling procedures 
and requirements for various hazardous materials and specific 
compressed gases. 

• Personal Protective Equipment (PPE) - 29 CFR 1910.132B - .139 
Eye and face (.133), Respiratory (.134), Hands (.138), Feet (.136). 

• General Environmental Controls - 29 CFR 1910.141 - .147 
Regulations concerning eating areas, water supplies, rest rooms and 
washing/shower facilities; color codes and safety signs (.144 and .145); 
confined space regulations; and Lock-out/Tag-out (.147). 

• Air Contaminants, Permissible Exposure Limits (PELs) - 29 CFR 
1910.1000 
Exposure limits for more than 600 chemicals and materials. 



 
Copies of the regulations and written plans are available in the Environmental 
Health & Safety (EH&S) Office and in other administrative offices. Additional 
training, as appropriate for your job assignment, can also be obtained from 
EH&S. 

B. Accumulation of Hazardous Wastes 

There are only two areas where hazardous waste may be accumulated: satellite 
areas and the central storage accumulation area. These areas are defined and 
regulated by law (40 CFR 260 to 299; K.S.A. Chapter 65, Article 34; and K.A.R. 
Article 31). Individual laboratories and other sites that contain any chemicals are 
satellite areas. 

1. Individuals who handle hazardous waste must be properly trained and the 
training documented. 

2. Storage containers must be in good condition and kept closed when not in 
use. 

3. Containers of hazardous waste must be appropriately labeled with words 
"hazardous waste" and must be under the daily supervision of 
the operator in the satellite area. 

4. The accumulation start date must be added to a hazardous waste container 
that is full by the generator when removal to the central storage 
accumulation area is to take place. 

5. The satellite hazardous waste container must be removed from 
the satellite area within 72 hours of adding the accumulation start date and 
removed from the central storage accumulation area within 90 days. 

6. Only one satellite container of each hazardous waste can be present in 
a satellite area. 

C. Enforcement 

The Resource Conservation and Recovery Act of 1976, as amended, prescribes 
fines for a variety of violations. Fines are typically $25,000 per day per violation 
but can go as high as $50,000 per day. Endangering someone by improper 
handling, storage, treatment, or disposal of hazardous waste could subject the 
responsible person to a $250,000 fine and up to 15 years in prison. The Kansas 
Department of Health and Environment (KDHE) Bureau of Waste Management 
can impose penalties. 

• Storing hazardous waste in a container in poor condition; $500-$5,000. 
• Failure to mark containers of hazardous waste with the accumulation 

start date; $500 + the number of containers x $100. One container would 
be $600. 



 
• Failure to label a container with the words "hazardous waste;" $500 + the 

number of containers x $200. One container would be $700. 
• Failure to maintain no more than a single container of a particular waste 

in a satellite area; $500 + the number of containers x $100. One container 
would be $600. 

Ignorance of the law is no excuse for violations. Courts have held that the 
responsibility to know the law lies with the individual. In the area of 
environmental law, lack of knowledge may result in fines or a jail term. For those 
who work with hazardous material, it is imperative that they know the 
regulations to ensure that operations comply with the law. Remember the 
government does not recognize ignorance of the law as a valid defense. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

10.02 / Hazard Communication Program  
Effective: July 01, 1997  

I.     Policy 

It is the policy of Wichita State University to promote safety and prevent employee 
health problems associated with exposure to and use1 of hazardous materials including 
chemicals, radioactive material, and biological agents in the workplace. The University 
will use the "Hazard Communication Standard," 29 CFR Part 1910.1200, from the 
Occupational Safety and Health Administration (OSHA) as the guide to assure every 
effort is made to reduce the incidence of illness and/or injury caused by hazardous 
materials. A copy of the OSHA standard is available in the Environmental Health and 
Safety Office. The WSU Hazardous Communication Program is to inform employees of 
the hazards and identifies of chemical, radioactive, and biological materials to which 
they may be exposed in the workplace and of the protective measures available. 

1 Use is defined as "to package, handle, react, or transfer." 

II.     Components 

The program contains detailed policy on container labeling, chemical inventory, and 
material safety data sheet (MSDS) information. Also included are provisions for 
employee hazard communication training, hazards of nonroutine tasks, hazards of 
chemicals in unlabeled pipes, and communication of hazards to outside contractors. 

III.     Employees Affected 

It is recognized that many physical plant operations, research laboratories, and other 
essential work areas frequently require the use of materials which have potentially 
hazardous properties. When using these substances, it is important that all employees 
who use or may be exposed to them are aware of the identity and toxicity or other 
hazardous properties of the material. 

IV.     Availability 

The Hazard Communication Program is available to all Wichita State University 
employees, their designated representatives, the Assistant Secretary of Labor for 



 
Occupational Safety and Health Administration (OSHA), and the Director of the National 
Institute for Occupational Safety and Health (NIOSH). 

V.     Hazard Communication Program 
A. Hazard Determination 

1. Any substance listed in 29 CFR 1910, Subpart Z, Toxic and Hazardous 
Substances; the Threshold Limit Values for Chemical Substances and 
Physical Agents in the Work Environment published by the American 
Conference of Governmental Industrial Hygienist (ACGIH), the Annual 
Report on Carcinogens published by the National Toxicology Program 
(NTP); or Monographs published by the International Agency for 
Research on Cancer (IARC) will be considered hazardous. 

2. Any human epidemiological study, individual case report, or toxicological 
testing which indicated that a material presents a health hazard will be 
considered hazardous provided that the study indicated an adverse 
health effect that is likely occur, that the results are statistically 
significant, and that the study was conducted in accordance with 
scientific principles. 

B. Labeling System for Hazardous Materials 
1. Container labels must be legible. Labels that are illegible, defaced, or 

missing shall be replaced immediately. 
2. Each container of a hazardous material in the workplace shall be 

prominently labeled in English and must include: 
a. Name of the substance as corresponds to its material safety data 

sheet; 
b. Identity of the chemical contained within; 
c. Identity of primary hazard associated with the material; 
d. Appropriate hazard warnings. 

3. No employee shall remove any label unless specifically directed to do so 
by a supervisor. Any container without a label should be reported 
immediately to the work area supervisor. 

4. In situations involving individual stationary process containers, the label 
may be replaced by a sign, placard, process sheet, batch ticket, or other 
means to convey the warnings. 

5. Containers designated for washing or rinsing of hazardous material must 
be appropriately labeled. 

6. If the hazardous chemical is regulated by OSHA as a substance-specific 
health hazard, the label used will be in accordance with the requirements 
of that standard. 

7. Labels are not needed for: 
a. Portable containers of hazardous materials intended for 

immediate use by the employee who performs that transfer. 
b. Pipes or piping systems. 



 
C. Material Safety Data Sheets (MSDS's) 

1. Wichita State University does not commercially produce or generate 
hazardous chemicals; therefore, MSDS's for hazardous materials on 
campus are furnished solely by outside vendors. 

2. The most current MSDS supplied by the chemical manufacturer, 
importer, or distributor for each hazardous chemical known to be present 
at Wichita State University is maintained by the Environmental Health 
and Safety Office. MSDS's are accessible to all employees, their 
designated representatives, the Assistant Secretary of Labor for 
Occupational Safety and Health, and the Director of the National Institute 
for Occupational Safety and Health (NIOSH). 

3. MSDS stations containing MSDS's for particular work areas are 
maintained by departments with assistance from the Environmental 
Health and Safety Office. These stations are accessible during each work 
shift to employees who frequently use or are exposed to chemicals. 

4. If new and significant information comes to light about any hazardous 
material used on campus, a revised material safety data sheet will be 
obtained and the employees who use the material notified. 

5. No hazardous material will be used in the workplaces unless a MSDS has 
been obtained and is on file in the work area. A waiver to this 
requirement may be granted by the Environmental Health and Safety 
Office if a MSDS for a similar material is on file and readily accessible to 
the department using the chemical. 

6. In a work area where it is more appropriate to address the hazards of the 
process rather than individual hazardous chemicals, material safety data 
sheets may be kept in the form of operating procedures and may be 
designed to cover groups of hazardous chemicals. 

7. When ordering new hazardous chemicals, the purchaser must ensure 
that the words "Hazardous: MSDS Required" are included in bold letters 
in the description block of the purchase request. 

D. Employee Information and Training 
1. Employee information and training are primarily provided by the 

Environmental Health and Safety Office and employee supervisors. 
2. Training will be renewed annually, at minimum, for all employees who 

use or are exposed to hazardous materials. 
3. Initial hazard communication training is required for all employees during 

new employee orientation sessions. This training includes: 
a. Introduction to the Hazard Communication Program and Chemical 

Hygiene Plan and their requirements. 
b. Presence of hazardous materials on campus 
c. Types of hazards 
d. Potential exposure and risks 
e. Labeling and warning systems on packages and containers 



 
f. Locations and availability of Material Safety Data Sheets 
g. Safety controls 
h. Emergency and safety resources 

4. Additional training for employees who are frequently exposed to 
hazardous materials is required. Current training programs available from 
the Environmental Health and Safety Office provide for: 

a. Understanding material safety data sheets 
b. Trade secret provisions 
c. Handling hazardous chemicals 
d. Detecting the presence or release of hazardous chemicals 
e. Physical and health hazards of materials 
f. Symptoms of exposure to hazardous materials 
g. Personal protective equipment and its use 
h. Proper action in case of a chemical splash, spill, or other 

emergency 
i. Engineering controls 
j. Use of radioactive material 
k. Laboratory safety 
l. Chemical fume hood and biological safety cabinet use 

5. On-the-job training is provided for employees who frequently use or are 
exposed to hazardous materials by department supervisors. This training 
includes: 

a. Standard safety procedures and personal protective equipment 
needed for each assigned task. 

b. Procedures to be used during nonroutine operations. 
c. Potential for exposure to chemicals present in the work area 

including chemicals in unlabeled pipes. 
d. The location and availability of the written Hazard Communication 

program, list of hazardous chemicals, and MSDS station. 
e. Emergency procedures 

6. New training programs are developed to meet the needs of employee 
groups as needed. 

E. Outside Contractors 
1. As part of any contractual arrangement between an outside contractor 

and Wichita State University, the contractor must list all hazardous 
chemicals that are to be used by his employees in the course of their 
work on WSU property. 

2. Prior to beginning work on WSU property, all contractors will be given a 
copy of the University's Hazard Communication Program. The particular 
hazards associated with the work area(s) will be identified. Material 
safety data sheets for relevant hazardous chemicals will be provided to 
the contractor. 



 
 

F. Responsibilities 
1. Administration 

a. Supports and implements policy to protect the health and safety 
of Wichita State University employees. 

b. Ensures compliance with current federal, state, local, and 
institutional regulations. 

2. University Safety Committee 
a. Monitors institutional compliance with Hazard Communication 

Program requirements. 
b. Receives and investigates complaints related to safety issues and 

prepares recommendations for complaint resolution. 
c. Serves as a campus resource for information promoting safety in 

the workplace. 
d. Assists in employee training sessions as needed. 
e. Identifies and supports methods to achieve more effective worker 

protection and reduce the occurrence of illnesses, injuries, and 
fatalities due to chemical mishandling and exposure. 

3. Environmental Health and Safety 
a. Monitors federal, state, and local regulations concerning 

hazardous materials and recommends action. 
b. Monitors institutional compliance with Hazard Communication 

Program requirements. 
c. Maintains material safety data sheets for every hazardous 

chemical known to be used on campus. 
d. Trains employees and maintains records of training. 
e. Receives and investigates complaints relating to hazardous 

materials. 
f. Assists departments in all aspects of Hazard Communication 

Program implementation. 
g. Identifies work areas in need of more effective worker protection 

including engineering controls, monitoring, personal protective 
equipment, etc., and prepares recommendations for 
improvement. 

h. Maintains and provides safety information on all hazardous 
materials including chemicals, biological agents, and radioactive 
material. 

i. Recommends safe alternatives for hazardous materials. 
4. Office of Purchasing 

a. Provides outside contractors with copies of the Wichita State 
University Hazard Communication Program and relevant material 



 
safety data sheets with assistance of the Environmental Health 
and Safety Office. 

b. Reviews purchase requests for hazardous materials. 
c. Identifies means to reduce the amount of hazardous materials 

purchased by the institution. 
d. Prepares bids and contracts which comply with all federal, state, 

local, and institutional regulations concerning hazardous material 
testing, monitoring, removal, etc. 

5. Department Supervisors and Chairs 
a. Effectively implement all aspects of the Hazard Communication 

Program in the work area. 
b. Ensure all hazardous chemicals in the work area have material 

safety data sheets and are available during all work periods to 
employees who frequently use or are exposed to these materials. 

c. Provide appropriate on-the-job training. 
d. Identify work areas in need of more effective worker protection 

and prepare recommendations for improvement. 
6. Employee 

a. Is alert to and understands the potential hazards of materials in 
the work areas. 

b. Consults material safety data sheets and other relevant sources or 
information concerning hazardous materials with which he or she 
works. 

c. Follows appropriate work practices. 
d. Identifies work areas in need of more effective worker protection 

and brings to supervisor's attention. 

 

 

 

 

 

 

 

 

 

 



 
 

 

10.03 / Radiation Sources  
Effective: July 01, 1997  

I.     Policy 

The use and disposal of radioactive materials and radiation-emitting equipment in 
activities such as teaching, research, or other services is regulated by federal and state 
statutes. Control and monitoring of activities involving radioactive materials and 
radiation-emitting equipment as well as disposal of wastes is the responsibility of the 
Radiation Safety Officer (RSO) in the Environmental Health and Safety Office working 
under the aegis of the Vice President for Research and Technology Transfer and the 
Radiation Safety Committee (RSC). All personnel (faculty, staff, students, guests) using 
such materials must comply with all applicable regulations. Authorization to use such 
materials is only available from the RSO and the RSC and must be obtained prior to 
acquiring materials or equipment. Information describing the procedures for obtaining 
authorization, purchase, use, and disposal of materials and equipment is available from 
the Environmental Health and Safety Office. RSO access to laboratories and other 
facilities to perform inspections is a necessary part of compliance with regulations 
governing purchase, storage, use, and disposal of radioactive materials and radiation-
emitting equipment.  

 
 

 

 

 

 

 

 

 

 

 

 



 
 

 

10.04 / Chemicals  
Effective: July 01, 1997 Revised: July 25, 2001 

I.      Policy 

Chemicals used in activities including teaching, research, or other services as well as 
disposal are regulated by federal and state statutes. Control and monitoring of activities 
involving chemicals and disposal of hazardous wastes in all areas of WSU is the 
responsibility of the Environmental Health and Safety Office (EHSO) working under the 
aegis of the Vice President for Research and Technology Transfer. All personnel (faculty, 
staff, students, guests) using such materials must comply with all applicable regulations. 
Faculty and staff members are responsible for reporting activities involving hazardous 
and extremely hazardous materials to the EHSO and cooperating with the office to 
ensure compliance with applicable regulations. EHSO access to laboratories and other 
facilities to perform inspections is a necessary part of compliance with regulations 
governing purchase, storage, use, and disposal of all chemical materials. Also review 
Section 10.01, Environmental Health and Safety Guidelines, and Section 10.02, Hazard 
Communication Program, for more specific requirements.  
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10.06 / Animal Care and Immunizations  
Effective: October 21, 2002 

I.     Purpose 

The purpose of this statement is to set forth University policy with regard to 
immunizations for those who have substantial animal contact in their work or studies at 
the University. 

II.     Preamble 

Individuals who have substantial animal contact as a result of their occupation or 
education at the University may be at risk of acquiring an infection or allergy. The 
University believes it is in the best interests of such individuals to inform and educate 
them about such risks and to make free immunizations available. 

III.     Policy 
A. Individuals who have substantial animal contact as a result of their occupation or 

education at the University are to be informed about the risks of acquiring an 
infection or allergy as a result of such contact and about the recommendations 
of physicians as to immunizations. 

B. Individuals who have such animal contact shall be given the opportunity to be 
immunized at no cost to them. 

C. Individuals who choose not to have the immunization shall be required to sign a 
statement confirming their choice. 

IV.     Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The Director of Environmental Health and Safety shall have primary responsibility for 
publication, dissemination and implementation of this University policy. 

 

 

 



 
 

 

10.07 / Biohazards  
Effective: July 01, 1997 Revised: July 25, 2001 

I.     Policy 

Biohazardous materials include all agents or processes which pose a risk of immediate 
or delayed harm to any living organisms. Project associated hazards include 
radionuclides, chemical hazards (controlled substances); health hazards such as 
carcinogens, teratogens, mutagens, nephrotoxins, neurotoxins, hepatotoxins and 
hematopoetic toxins; physical hazards such as flammables, reactives, oxidizers, and 
corrosives, recombinant DNA, human tissues or fluids, cancer viruses, etiological agents 
and animals. The guidelines for use of biohazards are intended to complement but not 
replace guidelines established by the Radiation Safety Committee (RSC), the Institutional 
Animal Care and Use Committee (IACUC), and the Institutional Review Board (IRB). The 
use of any biohazardous material requires review and authorization by the Institutional 
Biosafety Committee (IBC). The IBC chair and members are appointed by the Provost. 
Institutional Biosafety Report Forms are available from the Environmental Health and 
Safety Office. 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

10.08 / Hazardous Waste and Radioactive Waste Disposal  
Effective: July 01, 1997  

I.      Policy 

All grants that generate hazardous wastes or radioactive wastes must include a budget 
to cover the costs of disposal of these wastes. Contact the Director of Environmental 
Health and Safety for a cost estimate. To expedite the process, please furnish a list of 
radioisotopes and chemicals, including quantities, to be purchased.  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

10.09 / Radiation Monitoring for Pregnant Employees and 
Students  
Effective: July 01, 1997 Revised: October 21, 2002 

I.     Purpose 

The purpose of this statement is to set forth University policy with regard to optional 
radiation monitoring for pregnant employees and students. 

II.     Preamble 

State of Kansas administrative regulations set forth requirements relative to 
occupational radiation exposure and pregnant women. Wichita State University wishes 
to implement such regulations for women who choose to declare their pregnancy. 

III.     Policy 
A. General radiation safety training will be given to employees and students who 

can be anticipated to receive occupational exposures exceeding 100 mrem per 
year. 

B. Employees and students may "declare their pregnancy" when and if they so 
choose. 

C. Employees and students who declare their pregnancy will follow written 
procedures developed by Environmental Health and Safety to monitor exposures 
to radiation and to help protect the unborn child. 

D. A pregnancy may be "un-declared" in writing by the employee or student and 
monitoring will cease. 

IV.     Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The Director of Environmental Health and Safety shall have primary responsibility for 
publication, dissemination and implementation of this University policy. 

 



 
 

10.10 / Hot Work Permits  
Effective: May 01, 2009 

I.     Purpose 

The purpose of this statement is to set forth University policy with regard to the 
performance of any repair or construction work involving open flames or producing heat 
and/or sparks. 

II.     Preamble 

Fire prevention and safety concerns require that precautionary procedures be put in 
place to regulate and control any repair or construction work involving open flames or 
the possibility of producing heat and/or sparks in University buildings. 

III.     Policy 

The University Fire Safety Office must approve, in advance, any work requiring heat or 
open flame, including, but not limited to, welding, torch cutting, grinding, brazing, flame 
soldering and thawing pipes with torches, in any Wichita State University buildings. To 
facilitate the review and approval process, the University Fire Safety Office will develop 
and put in place procedures for the issuance of "hot work" permits. 

IV.     Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The Vice President for Finance and Administration shall have primary responsibility for 
publication, dissemination and implementation of this University policy. 
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11.01 / Land Transactions 
Effective: July 01, 1997 Revised: October 18, 2007 

I. Policy

Refer to the Kansas Board of Regents Policy Manual for the Regents Land Transactions
Policy that provides guidance relative to:

• Leases (Including Oil and Gas Agreements)
• Easements
• Sale of Real Property
• Acquisition of Real Property
• Real Property Transactions with State University Endowments, Foundations and

Other Related Organizations



 
 

11.02 / Regents Facilities Policy  
Effective: July 01, 1997  

I. Policy 

Refer to the Kansas Board of Regents Policy Manual for Regents Facilities Policies that 
provide guidance relative to: 

• Buildings and construction projects 
• Inspections 
• Insurance 
• Rehabilitation and repair projects 
• Naming of buildings 
• Private housing 
• Reports due 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

11.03 / Unmanned Aircraft Systems  
Effective: May 21, 2018 

I.   Purpose 

Wichita State University recognizes that the operation of Unmanned Aircraft Systems 
(UAS), also referred to as “drones,” are popular for both recreational and educational 
usage. This policy establishes minimal requirements for the safe operation of UAS and 
shall be a reference to assist with compliance with Federal Aviation Administration 
requirements, state laws, local ordinances and University policies and procedures. 

II.          Applicability 

This policy applies to the following individuals or entities: 

A. All members of the University community, including but not limited to 
employees, students, clubs, organizations, vendors and any other individual who 
is operating a UAS as part of their employment or as part of any University-
related research or activity as is doing so on University Property (University 
User). 

B. Any person or entity not affiliated with the University that may operate a UAS on 
or above University Property (Non-University User). 

III.          Definitions 

For purposes of this policy only, the following definitions shall apply: 

• Aircraft 

A device that is used or intended to be used for flight in the air. 

• Model Aircraft 

An Aircraft that is mechanically driven or launched into flight and is flown solely 
for hobby or recreational purposes and is not used for payment or benefit, 
directly or indirectly, by any person for the use of the Aircraft or any media 
produced by the Aircraft. 

• UAS Operator 

Either a University User or a Non-University User. 



 
• Unmanned Aircraft Systems (“UAS”) (commonly known as “drones”) 

Aircraft and accompanying systems (including communication links and the 
components that control the UAS) that are operated without the possibility of 
human intervention from within or on the Aircraft. The term UAS, as opposed to 
drone, is used throughout this policy as that is the term used in state and federal 
laws and regulations. 

IV.          Policy 
A. UASs may be flown by both University and Non-University Users if the flight 

adheres to any limits prescribed by the University Police Department (“UPD”) 
to ensure safety and compliance with all applicable laws. 

B. Use of UAS for law enforcement purposes, including both UPD and non-
University law enforcement agencies is always authorized, subject to 
applicable law and government regulations. Non-University law enforcement 
agencies shall coordinate the flight, to the extent possible, with UPD. 

C. UAS Operators must comply with all applicable FAA regulations as well as all 
state and local laws and ordinances. 

D. UASs shall not be used to monitor or record areas where there is a 
reasonable expectation of privacy in accordance with accepted social norms. 
These areas include, but are not limited to, restrooms, residential rooms, 
changing or dressing rooms, and health treatment rooms. 

E. Users shall keep a copy of the UPD approval and present it upon request. 
F. Non-University Users must enter into a UAS Flight Operator Agreement, to 

be obtained from UPD, prior to use of UASs on or above University 
Property*. 

G. The University has the right to immediately suspend or terminate the 
operation of a UAS by any means necessary if, in the University's discretion, 
it interferes with campus operations, poses hazards to any person or 
University facilities, equipment, or other property, or has not received the 
proper approvals. 

*NOTE: in order to allow adequate time for approvals, it is strongly suggested that Users 
allow a minimum of seven (7) working days for all required documents to be processed 
and approved. 

V.           Procedures 
A. All Flights 

Persons wishing to operate UAS on University Property must contact the UPD at 
least three (3) working days in advance1 of the desired flight time (or longer, for 
more complex requests) and provide the following: 



 
2. Proof of compliance with FAA UAS airspace and operational rules, 
3. A detailed flight plan (see form) to include requested time and locations; 

and 
4. If a non-University User, an executed UAS Flight Operator Agreement. 

1 A waiver of the required time notification may be obtained for University-
related purposes. 

B. University Property (Outdoor Flight) 

Media outlets wishing to use UAS on University Property should contact 
University Strategic Communications for assistance in obtaining approval in 
accordance with this policy. 

UAS Operators may be asked to stop the UAS flight or leave University Property 
if they do not comply with this policy or are otherwise engaging in conduct that 
is considered harmful or dangerous to the University or persons on University 
Property. Such conduct may include but is not limited to violations of the 
regulations established by federal, state and local authorities and/or as provided 
for in this policy. 

C. University Property (Indoor Flight) 

Indoor use of UAS for University-related purposes is permitted when conducted 
in authorized space suitable for such experimentation. Use of indoor flight space 
will follow guidelines established by the designated University 
department/employee that has responsibility for the space. 

D. Non-University Property (University Employee/Student Use) 

University Departments or employees wishing to fly UAS for University-related 
purposes off University Property must have appropriate permits and property 
owner permission for the location of the flight and must comply with any 
federal, state, and local laws and regulations of the jurisdiction where the UAS 
flight is conducted. 

VI.          Standards 

All University users of UAS are expected to comply with all laws and regulations 
promulgated by the FAA. These laws and regulations include, but are not limited to: 

• No flying over people (Note: this severely limits UAS flights on campus) 
• No flying above 400 ft. 

https://wichitastate.co1.qualtrics.com/SE/?SID=SV_8bKC5GaU98W8krr&Q_JFE=0


 
• No flying outside daytime hours, defined as 30 minutes before official sunrise to 

30 minutes after official sunset 
• No flying in an unsafe manner 
• No flying beyond the operator's ability to see the Aircraft 
• No flying while under the influence of alcohol or drugs 
• No flying in a manner that interferes with air traffic 
• No flying close to another Aircraft as to create a collision hazard 
• No photography of spaces where an individual has a reasonable expectation of 

privacy 

VII.      Related Policies, Forms and Resources 

Below are links containing additional related policies, forms and resources for UAS 
operation on University Property. Each UAS Operator is responsible for ensuring his or 
her own compliance with this policy and any applicable federal, state or local 
regulations, statute or ordinance. 

• Federal Aviation Administration UAS Program website 
• State of Kansas SB249 
• State of Kansas SB319 
• City of Wichita UAS Ordinance 

VIII.  Penalties for Violation of Policy 

Any violations of University policies or student code of conduct by an individual will be 
administered in accordance with applicable University policies and procedures. 
Individuals who violate this policy may be subject to civil or criminal penalties and the 
seizure of UAS by campus police or security. Fines, damages, and claims against 
individuals who violate this policy may be the responsibility of that individual. 

The University Police Department is responsible for compliance and enforcement of this 
policy. 

 

 

 

https://www.faa.gov/uas/
http://www.kslegislature.org/li_2016/b2015_16/measures/documents/sb249_enrolled.pdf
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http://uavs.insct.org/wp-content/uploads/2016/04/Wichita-KS-Code-of-Ordinances-9.35.210.pdf


 
 
11.04 / Process for Selection of Project Architect on Board of 
Trustees’ Projects  
Effective: April 28, 1988 Revised: December 09, 2016 

I. Policy 

Whenever a project is planned for the construction of a new building or for major repairs 
or improvements to an existing building for Wichita State University using funds other 
than as appropriated by the State of Kansas, and when the project will have a construction 
cost exceeding $1,000,000, the following procedures shall apply for the selection of a firm 
to provide architectural services. If a project is purely of an engineering nature without 
significant architectural considerations, and the project will have a construction cost 
exceeding $1,000,000, the same procedure shall be used to select a professional 
engineering firm to provide the required services. 

The staff shall place an advertisement in two consecutive issues of the Kansas Register to 
publicly describe the proposed project and solicit applications from all firms interested in 
being considered for selection as project architect. The staff shall review the applications 
and shall select a minimum of three firms for interviews. 

The "short list" of three or more firms will be interviewed by a Selection Committee of 
four (4) persons. The Selection Committee will consist of two (2) members of the Board 
of Trustees appointed by the Chair, the University's Vice President for Finance and 
Administration and the Associate Vice President for Facilities. 

When interviewing applicant firms, the committee shall always consider demonstrated 
competence and qualifications including satisfactory completion of any previous phase of 
work awarded for the same project, and shall take into account the estimated value of 
the services to be rendered and the scope, complexity, and professional nature thereof. 
When applicant firms with comparable credentials and abilities are being considered, 
preference shall be shown toward firms with permanent offices in the Wichita area 
whenever possible. 

The committee shall rank the firms interviewed in order of preference beginning with the 
firm determined to be the most qualified for the project in question, and shall negotiate 
a contract with that firm as project architect to provide all architectural services for the 
project as defined by the program statement. Should the staff be unable to negotiate a 
satisfactory contract with the first ranked firm, negotiations with that firm shall be 
terminated, and the staff shall undertake negotiations with the second ranked firm. If 
accord is unable to be reached with the second most qualified firm, the process shall be 



 
repeated with the other firms in the order of their ranking on the preference list. Should 
the staff be unable to negotiate a satisfactory contract with any of the selected firms, the 
committee shall reevaluate the services and fee requirements and reopen negotiations 
with any of the nominated firms. The Board of Trustees must approve the 
recommendation of the staff for final selection of the architectural firm. 

Any contract for architectural services shall specify the responsibilities undertaken and 
the services to be provided by the project architect. In addition, the contract shall require 
the project architect to submit evidence which is satisfactory to the University's Vice 
President for Finance and Administration that the firm has general professional liability 
insurance which is adequate for the project. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
11.06 / Naming of University Facilities  
Effective: July 01, 1997 Revised: February 13, 2017 

I.      Purpose 

To state University policy with regard to the naming of University facilities, including, 
but not limited to rooms, suites, classrooms, corridors, auditoriums, etc., and to 
complement Board of Regents policies on the naming of buildings and academic units.1 

II.      Policy 

No University facilities or grounds, or any part thereof, shall be dedicated to or named 
for any individual, partnership, corporation, entity, or person or otherwise given some 
designation without the advance written consent and approval of the President of the 
University. 

Any proposal to dedicate, name, or designate any University facilities or grounds shall 
be submitted to the President, in writing and with supporting explanation or 
justification, prior to any communication with a proposed honoree. The supporting 
explanation or justification should clearly document a distinguished career; significant 
and recognized regional or national accomplishments; extraordinary contributions of a 
scholarly, professional, artistic or public service nature related to the University's 
mission; acknowledge and express appreciation for financial support of the University; 
and/or an established relationship with the University and its long-term objectives. In 
considering any such proposal, the President shall consult with appropriate staff 
members and the Associate Vice President for Facilities. 

In situations where University facilities or grounds, or any part thereof, have been 
dedicated to or named for any individual, partnership, corporation, entity or person, the 
University reserves the right to withdraw the designation or name if, in the sole opinion 
of the University, the individual, partnership, corporation, entity or person has come 
into disrepute in the University or in the general community so as to reflect negatively 
or adversely upon the University. 

Any naming made pursuant to this policy shall remain in effect until such time as the 
University determines the facility has exceeded its useful life or the facility's continued 
use has become impossible or impractical. 

1See Item 13 in Chapter II, Section E of the Board of Regents Policy Manual relating to the 
Naming of Buildings and Item 9 in Chapter II, Section A relating to the Naming of Academic 
Units. 



 
(Note: The reader should also refer to Fund-Raising Efforts Involving Naming Opportunities 
(Other Than Buildings or Facilities) at Section 20.10 of this manual.)  
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11.07 / Cereal Malt Beverage and Alcoholic Liquor  
Effective: July 01, 1997 Revised: June 05, 2017 

I.      Purpose 

To comply with Board of Regents policy (Policy Manual, Chapter II, Section E, Items 16 
and 17). 

II.      Policy 
A. The service or sale of cereal malt beverages (3.2% beer) and/or alcoholic liquor 

(which includes beer) is permitted at approved indoor events held in the 
President's Residence, McKnight Atrium (1st, 2nd, and 3rd floors only), Ulrich 
Museum of Art (1st and 2nd floors only), CAC Theater, Rhatigan Student Center, 
Beggs Hall Lobby, Devlin Hall Lobby, Wiedemann Hall Lobby, Duerksen Fine Arts 
Center (Miller Concert Hall Lobby only), Wilner Commons, Shocker Studios, 
Morrison Hall, Grace Memorial Chapel, Marcus Welcome Center, Woodman 
Alumni Center, Hughes Metropolitan Complex (Roger Lowe Auditorium Lobby, 
Room 132 and Room 180 only), Experiential Engineering Building and all athletic 
facilities. Additionally, outdoor locations for approved events with alcoholic 
liquor include the Duerksen Fine Arts Center Amphitheater; Ulrich Museum of 
Art Patio; Rhatigan Student Center Courtyard and Patio; Parking Lots 1N, 1S, 6, 7, 
16, 16S, 21, and 21W; and the throwing fields and all other outdoor athletic 
facilities. 

B. Requests to serve cereal malt beverages and/or alcoholic liquor at a location 
listed above must be submitted a minimum of two weeks and approved by the 
University's General Counsel as the President's designee in advance of the event. 
The request for written approval will include the written procedures developed 
by the University Division or affiliated corporation of the University associated 
with the location and event. If approval is being sought for more than a single 
event, details describing the request for continuing approval should be explained 
in the submission for written approval. 

C. When approved, consumption of cereal malt beverages and/or alcoholic liquor is 
permitted only within the approved area designated for the event. Care must be 
taken by event organizers to ensure that cereal malt beverages and/or alcoholic 
liquor will not be served or sold to people who are not of legal age or appear to 
be intoxicated. 

D. At all times the marketing, serving, sale and/or consumption of cereal malt 
beverages and/or alcoholic liquor must be in full compliance with all applicable 
state statutes, municipal ordinances, University policies, and other regulations. 



 
E. The sale, distribution, service and/or consumption of cereal malt beverages 

and/or alcoholic liquor on the University campus in any circumstances other 
than the above is prohibited unless approved by the University's General 
Counsel as the President's designee. 

F. Generally, alcohol is not allowed in University managed housing but alcohol may 
be possessed by individuals, 21 years of age and older, in designated areas of 
Fairmount Towers and The Flats, only after written approval for continuous use 
in designated areas is requested by Fairmount Towers and The Flats and is 
approved by the University's General Counsel as the President's designee. 

G. This policy does not apply to any indoor events in buildings owned or leased by a 
third party not affiliated with the University or outside locations immediately 
adjacent to property leased from the University or an affiliate of the University 
by a third party unaffiliated with the University. 

H. Cereal malt beverages and/or alcoholic liquor must be served by a food service 
provider approved by the Food Service Committee or a professional catering 
service and the provider/service will be required to provide proof of liability 
insurance designating the host of the event, the University, and its affiliated 
corporations as a named insured. The written proof of liability insurance should 
be included with the request for written approval. 

I. Wichita State University prohibits the use, possession, manufacturing, 
distribution, or sale of cereal malt beverages and/or alcoholic liquor by or to any 
individual under the age of 21. 

J. Violations of state law and/or University policies on the part of groups or 
individuals will be handled in accordance with applicable law enforcement or 
university disciplinary procedures and services regarding alcohol education and 
abuse prevention programs. 

  



 
 
11.09 / Pyrotechnics 
Effective: July 01, 1997 Revised: February 02, 2021 
 

I.         Initiating Authority 
A. The Environmental, Health, and Safety Department serves as the initiating authority 

along with the Wichita State University Fire Safety Office. 

II.         Purpose 
A. This policy provides information, establishes general precautions, and sets guidelines 

and procedures for anyone who plans to have a Fireworks Display or use Pyrotechnic 
Special Effects on University Premises. 

III.         Policy 
A. Random, unauthorized use of any Fireworks Displays or Pyrotechnic Special Effects on 

University Premises is prohibited, including consumer grade fireworks sold for use by 
the general public. 

B. No fireworks can be possessed, stored or discharged on University Premises by anyone 
other than persons who possess a State of Kansas Display Operator License and with 
approval by the University Fire Safety Office. 

C. No interior Pyrotechnic Special Effects are permitted in any University owned or 
controlled building or structure. 

D. No exterior Fireworks Displays or Pyrotechnic Special Effects are allowed on University 
Premises unless authorized by the University Fire Safety Office. All provisions for a safe 
Fireworks Display or Pyrotechnic Special Effects as outlined in this policy must be met 
for these events to be approved. 

E. Organizations, groups and individuals sponsoring a public display of fireworks or 
pyrotechnics shall comply with rules, regulations and procedures as outlined in this 
policy, as well as all applicable federal, state, and local laws, rules and regulations. 
Specifically, any event involving Fireworks Displays and Pyrotechnic Special Effects must 
be held in accordance with the National Fire Protection Association (NFPA) codes and 
standards, the Kansas State Fire Marshal’s Office rules and regulations, and the City of 
Wichita ordinances. 

F. The University Fire Safety Office personnel’s firsthand knowledge of existing on-site 
physical conditions will also govern approvals for any event involving a Fireworks Display 
or Pyrotechnic Special Effect. 

G. The storage and transportation of fireworks shall comply with current NFPA codes and 
standards, specifically NFPA 1124. 

H. The University Fire Safety Office has authority to suspend or terminate Fireworks 
Displays or Pyrotechnic Special Effects at any time upon their own discretion and/or 
upon the advice of the Kansas State Fire Marshal, the producer of the event, or the local 
fire department. 

I. The prospective locations for Fireworks Displays or Pyrotechnic Special Effects 
productions will be considered on a case-by-case basis. Once a site has been requested 
for use, it will be inspected by the University Fire Safety Office to determine whether 



 
the Fireworks Display and/or Pyrotechnic Special Effects production can be 
accomplished on that site safely and without damage. At the time of this inspection, the 
actual size, style, type, and number of fireworks will be reviewed for approval. 

J. If at any time the wind speed is 20 mph at ground level, or if unusually wet or dry 
conditions prevail, the exterior public Fireworks Display or Pyrotechnic Special Effects 
shall be cancelled or postponed until weather conditions improve to an acceptable level 
as determined by the University Fire Safety Office in its sole discretion. 

IV.       Definitions 
A. For the purpose of this policy only, the following definitions shall apply: 

1. Display Operator License: A license held by qualified persons who operate 
outdoor fireworks displays and issued by the Office of Kansas State Fire Marshal 
in accordance with K.A.R. 22-6-24. 

2. Event Sponsor: Any individual or group seeking to host an outdoor event 
involving the use of a Fireworks Display and/or a Pyrotechnic Special Effect. 

3. Fireworks Display: a private or public production of display fireworks or articles 
pyrotechnic, or both, which are intended for use and designed to produce 
visible or audible effects for entertainment purposes by combustion, 
deflagration, or detonation. 

4. Pyrotechnic Special Effect: An effect where a chemical mixture is used to 
produce visible or audible effects by combustion, deflagration, or detonation. 

5. University: Wichita State University and its controlled affiliate organizations. 
6. University Premises: University Premises includes University owned land, 

buildings and vehicles; buildings and land leased by the University from an 
affiliated corporation or a third party; and any other property controlled by the 
University that is set forth by agreement that the University may restrict access. 
University Premises may change from time to time, but they are designated 
annually in the University’s Annual Security Report and on its website here. 

V.       Administrative Procedure 
A. Request Permission for any Event from the University Fire Safety Office 

1. Thirty (30) days prior to any proposed exterior event on University 
Premises involving a Fireworks Display or Pyrotechnical Special Effects, 
the Event Sponsor must contact the University Fire Safety Office via 
telephone at (316) 978-5531/ 5803 to discuss any fireworks or 
pyrotechnic details and the proposed location of such an event. 

2. Within five (5) days of the initial verbal contact, the Event Sponsor must 
submit a written description and graphic overview of the event, including 
required clearances and safety zones, to the University Fire Safety Office, 
Campus Box 23, 1845 Fairmount Street, Wichita, KS 67260-0023, or via 
email to fire.safety@wichita.edu. 

a. The Event Sponsor must also provide the name, address, email, 
and telephone number of the person(s) or company who will be 
handling the fireworks or pyrotechnics for the event. 

b. Only trained, certified and licensed pyrotechnic personnel may be 
used to discharge a Fireworks Display or any Pyrotechnic Special 
Effects. A current State of Kansas Display Operator License issued 
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by the State Fire Marshal’s Office is required and a copy must be 
supplied to the University Fire Safety Office at the time the event 
sponsor submits copies of its City of Wichita permit pursuant to 
the procedure in Section V.B. 2, 3. 

c. The Event Sponsor must also designate and provide the name(s) 
of person(s) who will ensure compliance with all rules, regulations 
and procedures as outlined in this policy, as well as all applicable 
federal, state, and local laws, rules and regulations. 

3. The University Fire Safety Office will review any written submissions and 
provide a preliminary decision in writing to the Event Sponsor generally 
within five (5) days, but within time for the Event Sponsor to obtain any 
required City of Wichita approvals and permits if the University Fire 
Office approves the event. 

B. Obtaining Required City of Wichita Site Inspection, Event Approval, and Permit 
1. Upon receipt of event approval from the University Fire Safety Office, the 

Event Sponsor must contact the Wichita Fire Department at least 
fourteen (14) days prior to the event at (316) 268-4441 or 
email WichitaFire@wichita.gov to schedule a site inspection and 
purchase a permit. 

2. Once the event is approved by the City of Wichita, the Event Sponsor 
must send a copy of the permit to the University Fire Safety Office, 
Campus Box 23, 1845 Fairmount Street, Wichita, KS 67260-0023, or via 
email to fire.safety@wichita.edu. 

3. The permit must be received by the University Fire Safety Office not less 
than 5 calendar days prior to the event, or the event is subject to 
cancellation. 

4. No event involving Fireworks Displays or Pyrotechnic Special Effects will 
be allowed on University Premises unless the appropriate approval and 
permit issued by the City of Wichita is timely received prior to the event 
by the University Fire Safety Office. 

C. Requirements at the Fireworks or Pyrotechnic Event 
1. The Event Sponsor must ensure that the event has sufficient staff as 

required to support it, including staff for fire watches, fire alarm 
monitoring, and crowd control. 

2. The Event Sponsor must ensure that adequate fire extinguishing or fire-
fighting equipment is available on-site in the event of fire and must 
coordinate with local fire officials for emergency standby. 

3. The Event Sponsor shall be responsible for providing an adequate 
number of staff to monitor the perimeter of the approved discharge site 
and potential landing areas immediately prior to and during the firing, 
and until the area is declared safe by the display operator. 

4. The Event Sponsor must ensure that clean-up of the fireworks area after 
the event is acceptable to the University. 

mailto:WichitaFire@wichita.gov?subject=
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VI.        Applicable Laws And Additional Resources 

A. K.S.A. 31-170 
B. K.S.A. 31-501 et. seq. 
C. K.A.R. 22-6-1 et seq. 
D. Wichita Ordinance Sec. 15.01.650—Chapter 56, Section 5601.1.3 & Section 

5601.2 
E. NFPA Codes and Standards (Incorporated by reference into K.A.R. 22-6-20): 

1. Code 1123—Code for Fireworks Display 
2. Code 1124—Code for the Manufacture, Transportation, and Storage of 

Fireworks and Pyrotechnic Articles. 
3. Standard 1126—Standard for the Use of Pyrotechnics Before a Proximate 

Audience 

 
  



 
 
11.10 / Poster/Flyer Policy for University Grounds and Facilities 
Effective: July 01, 1997 Revised: May 20, 2015  
 

I.        Policy  

A. This policy pertains to the placement, or display of publicity or advertising material 
including, but not limited to: posters/flyers, placards, banners, student election 
campaign material, announcements, yard signs, portable signs, and other such 
temporary or nonpermanent communications devices (hereinafter "posters/flyers"; or 
"poster/flyer"). 

1. Posters/flyers shall be affixed with masking tape or with thumb tacks on 
departmental or college bulletin boards and the public bulletin board on the first 
floor of the RSC. Any materials (staples, glue, nails, cellophane tape, etc.) which 
could cause damage shall not be used to affix posters/flyers to surfaces. To attach 
materials to the concrete kiosks, duct tape is available at the University Information 
Center in the Rhatigan Student Center. 

2. The posting of non-university posters/flyers, including advertisements for the sale of 
products or services, is limited to the following campus locations: 

a. The 13 concrete kiosks located on campus (use duct tape available at the 
University Information Center in the RSC). 

b. The public bulletin board located on the first floor of the RSC. 
3. Banners may be tied (or temporarily affixed) to the fence surrounding the intramural 

playfield or RSC balcony. Contact the RSC Reservations Office at 978-3475 to use the 
balcony space. Contact the Heskett Center at 978-3082 to use the intramural 
playfield fence. 

4. Posters/flyers may not be placed on the following: 
a. Exterior or interior surfaces of buildings. 
b. Sidewalks; utility poles; trees; automobiles or other vehicles; sculpture or 

other outdoor artwork; entry, directional, informational, or traffic signs; 
pillars; and other similar surfaces. 

5. In connection with authorized student election campaigns: 
a. Candidates for election must follow SGA election policies regarding the 

placement and number of publicity items allowed and when campaigning 
may begin. 

b. Student election campaign materials may be posted on departmental or 
college bulletin boards. 

c. Student election campaign materials shall be removed within three days 
after the applicable student election. 

d. Yard signs may be used for student election campaign materials associated 
with student elections. 



 
6. Chalking of University facilities is not permitted. 
7. Yard signs are not permitted except as provided for in paragraph 5.d. of this policy. 
8. Paint shall not be applied to any surface on campus. 
9. Posters which, when wet, might discolor the surface upon which they are mounted, 

shall not be permitted and if posted shall be removed by university employees. A 
fine may be assessed against the organization placing or displaying the poster/flyer 
for any repairs or clean-up charges associated with damage to facilities. 

10. Posters/flyers shall not exceed 18" x 24", must be dated, and contain appropriate 
print and content for the University community. The organization placing or 
displaying the poster/flyer must be identified on each poster/flyer. 

11. Posters/flyers not posted in accordance with this policy will be removed by 
University employees. 

  



 
11.11 / Tobacco Free Campus 
Effective: July 01, 1997 Revised: May 20, 2015  

 

I.      Purpose 

To provide guidance concerning tobacco use in and around campus grounds and 
buildings. 

II.     Policy 

Wichita State University is committed to provide a tobacco-free environment for the 
health, well-being and safety of University students, employees and visitors; 
accordingly, Wichita State University is a tobacco-free campus. 

III.     Exceptions 
A. Tobacco use may be permitted for controlled research with prior approval of the 

dean or director responsible for the facility. 
B. Tobacco use may be permitted for educational, clinical or religious ceremonial 

purposes with prior approval of the dean or director responsible for the program 
or facility. 

C. Tobacco use may be permitted in designated areas outside of WSU-ICAA 
controlled athletic facilities during scheduled events, with prior approval of the 
Director of Athletics or designee. 

D. Tobacco use may be permitted in accordance with Kansas law within designated 
areas of those buildings on land leased by Wichita State Innovation Alliance or 
third parties with prior approval of the Associate Vice President for Facilities for 
WSU. 

IV.     Definitions 
• WSU Campus 

WSU Campus includes buildings, structures, parking structures, enclosed bridges, 
walkways, sidewalks and parking lots owned, leased or operated by WSU. 

• Tobacco Products 

Tobacco products are defined as all tobacco-derived or containing products, 
including but not limited to the following: 

• cigarettes; 
• electronic cigarettes; 
• electronic smoking devices; 



 
• vaping products; 
• cigars; 
• products smoked in any type of pipe; 
• smokeless tobacco; 
• oral tobacco (spit producing, non-spit producing, smokeless, chew and snuff) 
• nasal tobacco; 
• products intended to mimic tobacco products that contain tobacco flavoring; 
• products that deliver nicotine other than for the purpose of cessation, as 

approved by the FDA (e.g. nicotine patch, nicotine gum). 
• Electronic Smoking Device 

Electronic smoking device means any product containing or delivering nicotine or 
any other substance intended for human consumption that can be used by a 
person to simulate smoking through inhalation of vapor or aerosol from the 
product. The term includes any such device, whether manufactured, distributed, 
marketed or sold as an e-cigarette, e-cigar, e-pipe, e-hookah, or vape pen, or 
under any other product name or descriptor. 

• Hookah 

Hookah means a water pipe and any associated products and devices which are 
used to produce fumes, smoke and/or vapor from the burning of material 
including, but not limited to, tobacco, shisha or other plant matter. 

• Smoking 

Smoking means inhaling, exhaling, burning or carrying any lighted or heated 
cigar, cigarette or pipe, or any other lighted or heated tobacco or plant products 
intended for inhalation, including hookahs and marijuana, whether natural or 
synthetic, in any manner or in any form. "Smoking" also includes the use of an 
electronic smoking device that creates an aerosol or vapor, in any manner or in 
any form, or the use of any oral smoking device for the purpose of circumventing 
the prohibition of smoking in this policy. 

V.     Responsibilities 

Adherence to this policy is the responsibility of all members of the University 
community. It is expected that, while on campus, students, employees, visitors, 
University affiliates, contractors and volunteers will comply with this policy. Members of 
the University community are empowered to respectfully inform others about the policy 
in an ongoing effort to enhance awareness of and encourage compliance with the 
policy. 

VI.     Enforcement 



 
The successful implementation of the policy on July 1, 2017, will engage Student and 
Faculty Ambassadors in creating a tobacco-free culture based on respectful compliance 
from the campus community. Ambassadors will be trained to use scripted, courteous 
messages, reminding/informing students, employees and visitors that Wichita State 
University is a tobacco-free campus and directing them to available cessations services. 

 
  



 
 
11.12 / Use of University Campus for Free Expression Activities 
Effective: September 29, 2017 Revised: August 07, 2020  

I.     Initiating Authority 

Dr. Teri Hall, Vice President for Student Affairs 

Werner Golling, Vice President for Finance and Administration 

II.     Purpose 

Wichita State University (University) recognizes and supports the rights of individuals 
and groups to engage in campus expressive activities, either within University facilities 
or at outdoor University venues/grounds. This includes discussion and expression of 
various views communicated through, but not limited to, oral, written, and/or electronic 
means of communication. The purpose of this policy is to articulate, clarify, and 
underscore this long-standing commitment in a manner that furthers both freedom of 
expression and the University's mission of teaching, research, and public service. This 
policy shall be interpreted to support such activities while simultaneously balancing the 
rights of students, employees, and visitors who make up the University community. 

III.     Policy Statement 
A. Campus Expressive Activities 

1. Discussion and expression of all views are permitted within the 
University, subject to the Kansas Board of Regents Policy Manual Chapter 
II, Section F.2, and University Policy requirements for the maintenance of 
order and the prevention of interference with the conduct of the 
University. Support of any cause by orderly and peaceful means is 
permitted so long as it does not disrupt the operations of the institution, 
damage property, or otherwise threaten the health or safety of others. 
All individuals are entitled to conduct their lawful business at the 
University without interference or disruption. However, University 
buildings, facilities, and grounds are not available for unrestricted use by 
individuals and groups for purposes of constitutionally protected speech, 
assembly or expression. The University's regulations, procedures, and 
requirements are intended to preserve its mission, its normal functions, 
and the use of its buildings, facilities, and grounds. 

2. The right of orderly and peaceful protest within the University 
community must be preserved. However, any rally, protest, or 
demonstration will be limited to outdoor venues absent extenuating 



 
circumstances or advance approval by the University and will not disrupt 
classes, block access to University buildings, offices, or classrooms, or 
otherwise infringe upon normal operations and functions. The University 
retains the right to assure the safety of individuals, to prevent true 
threats or harassment, to protect property, and to ensure the continuity 
of the educational process including the maintenance of entrance to and 
egress from all University buildings and offices, the ability to conduct 
regular class meetings, and other University functions. The University 
may reasonably regulate the time, place, or manner of expression to 
accomplish these goals. All events, activities, individuals, and groups are 
subject to the procedures, regulations, and requirements of the 
University, Kansas Board of Regents, local ordinances, state and federal 
law. 

B. Political Activity 
1. Pursuant to the Kansas Board of Regents policies, additional restrictions 

shall be imposed on Political Activity on campus. Those restrictions can 
be found at WSU Policy 11.22 (Political Activities and Campus Facilities), 
and at Kansas Board of Regents Policy Manual Chapter II, Section E.16 
Use of Campus Facilities. In compliance with these policies, campus 
facilities and grounds shall not be made available for campaigning, 
electioneering or fundraising events for any candidate for political office, 
party committee or political committee. 

2. For purposes of this policy only and to assist in determining whether or 
not such activity could be deemed "Political Activity," Political Activity 
includes any expression, event, or activity whose major purpose is to (1) 
support or oppose any candidate for federal, state, or local office, or (2) 
support or oppose a position on a political issue (this may include 
candidate debates). 

IV.     Administrative Procedure 
A. Except where such advance notice is impossible or unreasonable, a request to 

hold a Campus Expressive Activity should be submitted at least 72 hours before 
the start of the event to ensure its successful execution. Appropriate advance 
notice permits the University to engage with the individual, group, or entity to 
help ensure the event is effective, to ensure participants' safety, and to assist 
organizers in seeing that the event does not disrupt the normal functioning of 
the University. 

B. A Campus Expressive Activity should be registered with University Event Services 
by emailing letsmeet@wichita.edu or calling (316) 978-3475 no later than 
seventy-two (72) hours prior to the Event, and by providing a Notification 
of Intent to be on University property. They can do so by filling out 
the Notification of Intent Form. 

C. Subject to the time, place and manner restrictions set forth in this policy, 
Campus Expressive Activities will not be reviewed, denied, or approved due to 
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the content of the proposed activity. Expression cannot nor should not be 
suppressed because the ideas put forth are thought by some or even by most 
members of the University community to be offensive, unwise, immoral, or 
wrong-headed. It is for the individual members of the University community, not 
for the University as an institution, to make those judgments for themselves. 

D. Public Areas will be available on a first-come basis and will be assigned by the 
University Event Services Office after considering the information provided by 
the Sponsor in the Notification of Intent. 

E. The Activity must not create safety hazards or pose unreasonable safety risks to 
University students, employees, or visitors. 

F. The Activity may not interfere with the operational, administrative, or 
educational activities inside or outside any University building or otherwise 
prevent the University from fulfilling its mission. The University may terminate, 
cancel, restrict or prohibit any Activity if it is determined, after consideration of 
the circumstances, that the event creates or will create an imminent threat of 
danger to persons or property or will impede the University's orderly operation. 

G. If a Campus Expressive Activity is denied space for its function, is limited in its 
scope, or is not permitted to be held, the Sponsor of the event may appeal to the 
Dean of Students (or designee). If the appeal is denied, the Sponsor may request 
a final review of the decision by the Vice President for Student Affairs (or 
designee) whose decision is final. 

H. However, nothing in this policy will be construed to limit the right of anyone to 
file a complaint with the Office of Institutional Equity and Compliance (OIEC) on 
the basis of discrimination, harassment or retaliation based on age (40 years or 
older), ancestry, color, disability, ethnicity, gender expression, gender identity, 
genetic information, marital status, national origin, political affiliation, 
pregnancy, race, religion, sex, sexual orientation, or status as a veteran. 

I. To avoid excessive campus littering and the creation of additional work for 
University employees, individuals and groups are expected to keep utilized areas 
clean and return them to the same condition as before the Event. Reasonable 
charges may be assessed against the Sponsor for the costs to repair damaged 
property or for clean-up that is deemed to be in excess of customary campus 
clean-up for campus events. 

J. Failure to comply with any University or Kansas Board of Regents policies, 
procedures, regulations, requirements, local ordinances, state or federal laws 
may be considered a violation. A violation may result in University sanctions or 
discipline imposed on the Sponsor, individual, or group. 

V.     Applicable Laws and Additional Resources 
A. U.S. Constitution, Amendment 1 
B. Kansas Board of Regents Policy Manual, Ch.II.E.16 Use of Campus Facilities 
C. WSU Policy 11.22 / Political Activities and Campus Facilities 



 
 
11.14 / Solicitation on Campus by Credit Card Companies  
Effective: October 25, 2002 Revised: February 01, 2010 
 

I.     Purpose 

The purpose of this statement is to set forth University policy with regard to the on-
campus solicitation of credit card applications from University students. 

II.     Preamble 

Board of Regents policy requires that each Regents Institution adopt and enforce 
specific policies regarding the campus solicitation of credit card applications from 
students. 

III.     Policy 
A. Soliciting credit card applications on the campus of Wichita State University is 

restricted and limited to two campus facilities: The Rhatigan Student Center and 
Koch Arena. 

B. Any solicitations of credit card applications at the Rhatigan Student Center and 
Koch Arena must be arranged and completed in accord with the specific 
requirements established by those responsible for the operation of these 
campus facilities. 

C. No solicitations of credit card applications from students shall take place on 
campus during the week before and the two weeks following the beginning of 
each semester. 

D. Any solicitations of credit card applications at the Rhatigan Student Center and 
Koch Arena must be accompanied by information on the responsible use of 
credit and the risks of credit use. 

E. Any solicitations of credit card applications from students, including solicitations 
by any banking institution which has an "affinity card" contract currently in 
effect with the University or an affiliated corporation of the University, shall be 
in compliance with the Credit Card Accountability Responsibility and Disclosure 
Act of 2009. 

F. This policy shall not apply to any branch bank located in the Rhatigan Student 
Center or any credit union with an office on the campus of Wichita State 
University. 

 



 
IV.     Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The General Counsel shall have primary responsibility for publication, dissemination and 
implementation of this University policy. 

  



 
 
11.15 / On-Campus Sales or Commercial Activities by Outside 
Businesses  
Effective: July 01, 1997 Revised: October 25, 2002 

I.      Policy 

The display, promotion, marketing, or sale of products or services on the University 
campus by individuals, partnerships, corporations, or other such entities not associated 
with, related to, or specifically authorized by or on behalf of the University is prohibited. 

  



 
 
11.16 / Labs, Offices, and Other Specially Equipped Rooms  
Effective: July 01, 1997 Revised: July 01, 2013 

I.     Policy 

When it becomes necessary for faculty/staff to request that certain labs, offices or other 
specially equipped rooms not scheduled by University Event Services (see Section 11.18) 
be opened at times other than regularly scheduled hours, it is the responsibility of the 
department needing the facility to make the necessary arrangements. A memo must be 
sent to the University Police Department, with a copy to the Physical Plant, from the 
departmental chairperson approving the request for use of the space. The memo must 
include all of the following information: 

A. The building name and the room number of the space requested. 
B. The date(s), the beginning time(s) and the ending time(s), for each requested 

use. 
C. The name of the faculty/staff person who is requesting the use of space and who 

will be responsible for the space during the period of time requested. 

The University Police Department will have the outside doors of the building to be used 
unlocked as requested in the memo. Unlocking areas within the building will be the 
responsibility of the department involved. Physical Plant employees will secure the 
outside doors to the facility following the ending time, unless it is after 11:30 p.m., in 
which case a University police officer will do so. 
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11.17 / Activities and Events Associated with Athletic Contests 
Effective: February 14, 2005 Revised: May 19, 2005 

I.     Purpose 

The purpose of this statement is to set forth University policy with regard to requests to 
sponsor, arrange and hold scheduled events or activities on University property near or 
adjacent to Koch Arena and/or the Levitt Athletic Complex, Cessna Stadium, Eck 
Stadium/Home of Tyler Field, and the Heskett Center intramural fields, in connection 
with intercollegiate athletic contests. 

II.     Preamble 

The University occasionally receives inquiries and requests from colleges and 
universities, or entities associated with those colleges and universities, i.e., alumni 
associations, foundations, booster groups, etc., to sponsor, arrange and hold activities 
or events in connection with the colleges and universities' involvement in intercollegiate 
athletic contests at Wichita State University athletic venues (hereinafter generically 
referred to as "tailgating events"). The purpose of this statement is to enunciate 
University policy in regard to requests for such tailgating events in order to protect 
University facilities and to seek to assure the safety of participants. 

III.     Policy 
A. Tailgating events may only be held in areas designated by the University and 

during times approved by the University. Decisions regarding athletic venues and 
areas immediately adjacent thereto, including parking lots, will be made by the 
Director of Intercollegiate Athletics. Decisions regarding the Heskett Center 
intramural fields will be made by the Director of the Heskett Center. 

B. Tailgating events must be approved and sponsored by a college or university 
which has entered into an agreement for the use of a Wichita State University 
athletic venue in connection with a scheduled game, or approved and sponsored 
by an entity officially associated with the college or university. 

C. No tents or tent stakes may be used on University parking lots. 
D. Cereal malt beverages may be served at tailgating events; provided, however 

that no kegs or glass bottles are permitted. 
E. All tailgating events must be in full compliance with applicable laws and 

University policies and procedures, including the University's policy on cereal 
malt beverages (see Section 11.07). 

https://www.wichita.edu/about/policy/ch11/ch11_07.php


 
F. Sponsors of tailgating events shall control the service of cereal malt beverages by 

using bartenders or having specific individuals designated to take responsibility 
for the service of said cereal malt beverages. 

G. Sponsors of tailgating events must take responsibility for the wholesomeness 
and safety of any food items served or provided. Sponsors are encouraged to use 
the University's designated athletic venue concessionaires or the University's 
designated food service provider. 

H. No bonfires or other open fires are permitted. 
IV.     Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The Director of Intercollegiate Athletics shall have primary responsibility for publication, 
dissemination and implementation of this University policy. 

  



 
 
11.18 / University Event Services 
Effective: July 01, 1997 Revised: November 19, 2018 

University facilities/classrooms may be reserved through the University Event Services office 
located in the Rhatigan Student Center. 

I.     Guidelines 

Guidelines for use of facilities scheduled by the University Event Services office are 
available here. 

A. Meeting spaces reserved by University Event Services (UES) are as follows: 
• Alhberg Hall 
• CAC Theater 
• Clinton Hall 
• Corbin 
• Devlin Hall 
• Engineering 
• Fiske Hall 
• Geology 
• Grace Memorial Chapel 
• Hubbard Hall 
• Jabara Hall 
• Jardine Hall 
• Lindquist Hall 
• Marcus Welcome Center 
• McKinley Hall 
• Neff Hall 
• Outdoor spaces 
• Rhatigan Student Center 

B. In addition, the UES office reserves outdoor spaces. A complete list of those 
spaces is available on the Event Services web page. 

II.   Use of University Facilities 

University facilities are available, by reservation, to both on-campus and off-campus 
groups. In academic buildings, priority is given to University classes. In non-academic 
buildings, priority is given to on-campus use by University faculty, staff and students. 

 

https://www.wichita.edu/services/rsc/eventservices/
https://www.wichita.edu/services/rsc/eventservices/


 
III.    Scheduling Meeting Rooms 

A. Online 

Meeting spaces may be scheduled on-line where guests can browse for available 
space. 

B. In-person 

Guests can visit either visit University Event Services, Room 234 in the Rhatigan 
Student Center to reserve space and plan events. 

C. By phone 

Rooms can be scheduled by calling (316) 978-3475 to speak to an Event 
Coordinator who will assist with planning events. 

D. By email 

Send an email to letsmeet@wichita.edu. 

  

http://ems.wichita.edu/EmsWebApp/Default.aspx
mailto:letsmeet@wichita.edu


 
 
11.19 / Weapons on University Property 
Effective: July 01, 2017  

I.     Purpose 

It is the policy of the Kansas Board of Regents (hereinafter referred to as Board), to the 
extent permitted by law, to allow concealed carry of handguns and prohibit possession 
of other weapons and open carry of firearms on the University campus. This sets forth 
Wichita State University (hereinafter referred to as University) policy with regard to the 
presence of weapons on University property. 

II.     Preamble 

In view of the enactment of the Kansas Personal and Family Protection Act, subsequent 
amendments and Board policy, the Board has directed each state University to develop 
and follow policies and procedures for the safe possession and storage of lawfully 
possessed handguns and determine whether and to what extent otherwise lawfully 
possessed concealed handguns will be prohibited in any university buildings or areas of 
buildings. 

III.     Policy 
A. Beginning July 1, 2017, any individual who is 21 years of age or older and who is 

lawfully eligible to carry a concealed handgun in Kansas shall not be precluded 
from doing so on the Wichita State University campus except in buildings and 
public areas of buildings for which adequate security measures are provided, as 
restricted in this policy or Kansas Board of Regent's policy, and except as 
otherwise prohibited by law. 

B. There are no University buildings that have been designated as gun-free with 
permanent adequate security measures. The University may designate a specific 
location as temporarily gun-free, with appropriate signage, and use temporary 
adequate security measures after submission and approval by the Governance 
Committee of the Board. Appropriate notice will be given whenever this 
temporary designation is made. 

C. Each individual who lawfully possesses a handgun on campus shall be wholly and 
solely responsible for carrying, storing and using that handgun in a safe manner 
and in accordance with the law, Board policy and University policy. Nothing in 
this policy shall be interpreted to require individuals who lawfully possess a 
handgun to use it in defense of others. 

D. Possession of weapons, other than concealed handguns, anywhere on any 
campus location shall be prohibited. This includes the open carry of any weapon, 



 
including a handgun or handguns. Every entrance to each building and facility at 
any campus location shall be conspicuously posted with appropriate signs 
indicating that openly carrying a weapon into that building or facility is 
prohibited. Additional signs may be posted as appropriate. 

IV.     Definitions 
A. Weapons, firearms, explosives and other hazardous objects or substances 

covered by this policy shall include, but not be limited to, the following: 
1. Any object or device which will, is designed to, or may be readily 

converted to expel bullet, shot or shell by the action of an explosive or 
other propellant; 

2. any handgun, pistol, revolver, rifle, shotgun or other firearm of any 
nature, including those that are concealed or openly carried; 

3. any BB gun, pellet gun, air/C'02 gun, blow gun, or any device, such as a 
Taser, which is designed to discharge electric darts or other similar 
projectiles; however, personal self-defense stun guns that do not fit with 
the preceding definition shall not be deemed to be a weapon for the 
purposes of this policy; 

4. any explosive, incendiary or poison gas (A) bomb, (B) mine, (C) grenade, 
(D) rocket having a propellant charge of more than four ounces, or (E) 
missile having an explosive or incendiary charge of more than ¼ ounce; 

5. any incendiary or explosive material, liquid, solid or mixture equipped 
with a fuse, wick or other detonating device; 

6. any tear gas bomb or smoke bomb; however, personal self-defense items 
containing mace or pepper spray shall not be deemed to be a weapon for 
the purposes of this policy; 

7. any knife, commonly referred to as a switch-blade, which has a blade that 
opens automatically by hand pressure applied to a button, spring or 
other device in the handle of gravity or by an outward, downward or 
centrifugal thrust or movement; 

8. any straight-blade knife of four inches or more such as a dagger, dirk, 
dangerous knife or stiletto; except that an ordinary pocket knife or 
culinary knife designed for and used solely in the preparation or service 
of food shall not be construed to be a weapon for the purposes of this 
policy; 

9. any martial arts weapon such as nunchucks or throwing stars; 
10. any longbow, crossbow and arrows or other projectile that could cause 

serious harm to any person; or 
11. any other dangerous or deadly weapon or instrument of like character. 

B. The term “handgun” means: 
1. A pistol or revolver which is designed to be fired by the use of a single 

hand and which is designed to fire or capable of firing fixed cartridge 
ammunition; or 



 
2. any other weapon which will or is designed to expel a projectile by the 

action of an explosive and which is designed to be fired by the use of a 
single hand. 

C. The term “firearm” includes any handgun, rifle, shotgun, and any other weapon 
which will or is designed to expel a projectile by the action of an explosive. 

D. The phrase “adequate security measures” means the use of electronic 
equipment and armed personnel at public entrances to detect and restrict the 
carrying of any weapons into the University building, or any public area thereof, 
including, but not limited to, metal detectors, metal detector wands or any other 
equipment used for similar purposes to ensure that weapons are not permitted 
to be carried into such building or public area by members of the public. 
Adequate security measures for storing and securing lawfully carried weapons, 
including, but not limited to, the use of gun lockers or other similar storage 
options may be provided at public entrances. 

E. “Public area” means any portion of a University building that is open to and 
accessible by the public or which is otherwise designated as a public area by the 
board. 

F. “Concealed” means completely hidden from view and does not reveal the 
weapon in any way, shape, or form. 

G. “Approved storage device” should (a) be of a sufficient size to fully enclose the 
handgun while secured in an approved holster, (b) constructed of sturdy 
materials that are non- flammable, (c) have a combination, digital or other 
secure locking device that can only be unlocked by the individual using the 
storage device but devices secured exclusively with a key lock are prohibited, 
and (d) constructed specifically for the storage of a handgun and/or ammunition. 

V.     Procedures 
A. Individuals lawfully possessing a handgun, pursuant to this policy, should keep it 

completely concealed on or about their person at all times, maintain it within 
their immediate control and custody and not brandish or intentionally display 
the handgun except when lawfully using the handgun in self-defense or when to 
transfer to safe storage. This allows individuals to carry a handgun if it can be 
carried securely in a briefcase, backpack, purse, handbag or other similar 
personal carrier designed and intended for the carrying of an individual's 
personal items so long it is within the exclusive and uninterrupted control of the 
individual. This includes wearing the carrier with one or more straps consistent 
with the carrier's design, carrying or holding the carrier, or placing the carrier 
next to, or within the immediate reach of, the individual at all times. 

B. Any employee, who is legally qualified, shall not be prohibited from carrying any 
concealed handgun while performing work for the University, including while in 
a means of conveyance, except in a campus building that has adequate security 
measures at all public access entrances to ensure that no weapons are permitted 
to be carried into such building and the building is conspicuously posted. 



 
C. Weapons other than concealed handguns, as defined and allowed above, are not 

permitted on University property unless in the possession of a law enforcement 
officer, armored car security personnel, or private security pre-approved by the 
Chief of the University Police Department. 

D. For the purposes of this policy, the term weapons would not include items or 
materials used in or necessary for the conduct of Board-approved academic 
programs or University-approved activities or practices. However, the 
University's Chief of Police should be notified about any such items or materials 
in advance of their use or presence on campus and mandate specific 
requirements for the possession, use and storage of such items or materials, 
including notification of other necessary University personnel. 

E. Handguns carried by individuals, whether on their person or in a carrier, must be 
secured in a holster that completely covers the trigger and the entire trigger 
guard area and that secures an external hammer in an un-cocked position 
through the use of a strap or by other means. Handguns with an external safety 
must be carried with the safety in the “on” position. The holster must have 
sufficient tension or grip on the handgun to retain it in the holster even when 
subjected to unexpected jostling. Semiautomatic handguns must be carried 
without a chambered round of ammunition. Revolvers must be carried with the 
hammer resting on an empty cylinder. 

F. The concealed carry of a handgun by 1) an individual who is legally qualified to 
have a handgun and who has been screened in accordance with K.S.A. 75-
7c20(d), 2) an employee who is legally qualified to have a handgun, and 3) those 
individuals identified in paragraph 10, above, is allowed while the individual is 
located in non-public areas within University buildings that have restricted 
access entrances that require a key, key card, code, or similar device to ensure 
only authorized individuals are allowed into those areas. The concealed carry of 
a handgun by any other individual in such non-public area is prohibited. Non-
public areas with University buildings must be specifically approved by the 
President of the University, or the President's designee, after consultation with 
the University Chief of Police and the University General Counsel. Each restricted 
access entrance where concealed carry is prohibited as provided in this 
paragraph shall be conspicuously posted with appropriate signs indicating that 
carrying a concealed handgun into that non-public area is prohibited. The 
signage should be in accordance with rules and regulations adopted by the 
Kansas Attorney General as described in K.S.A. 75-7c10. 

G. The University Police Department should be notified of a suspected violation of 
this policy by telephone, electronic mail, in person or in writing. Within a 
reasonable period of time after receiving such notification, the University Police 
Department shall investigate the matter and report its factual findings to Human 
Resources if any employee is involved or the Office of Student Conduct and 
Community Standards (hereinafter referred to as Student Conduct) if a student is 
involved. If it is a visitor, the University Police Department shall have the 



 
authority to handle the situation as deemed appropriate. Upon receipt of the 
factual findings, Human Resources or Student Conduct may conduct an 
independent investigation to determine if a policy violation has occurred. Any 
employee or student of the university who violates one or more provisions of 
this policy shall be subject to discipline in accordance with applicable university 
codes of conduct. Any individual who violates one or more provisions of this 
policy may be issued a lawful directive to leave campus with the weapon 
immediately. Any individual who violates the directive shall be considered to be 
in trespass and may be cited accordingly. Any individual who violates state or 
federal law may be detained, arrested or otherwise subjected to lawful 
processes appropriate to the circumstances. 

H. Nothing in this policy is intended to replace municipal, state or federal law 
regarding weapons, firearms, explosives and other hazardous objects or 
substances or to be inconsistent with the authority afforded a lawfully 
commissioned peace officer. 

I. This policy is intended to apply and cover any building or grounds owned by the 
university or the Board and any building or grounds leased by the university or 
the Board for university use and located within the State of Kansas. Buildings and 
land owned by or both owned by and leased to third parties that otherwise 
might be located on ground owned by the University are not included. This 
policy may not be applicable on all locations leased by the University if the 
University is not the sole tenant of the leased property. Leased locations leased 
and controlled by an entity that may lawfully exclude or permit firearms at their 
premises (concealed or otherwise) may choose at their sole discretion to exclude 
or permit concealed firearms from their premises, notwithstanding a lease with 
the University so long as the University is not the sole tenant on the leased 
property. 

J. All University students and employees will be notified concerning this policy 
prior to the effective date of the policy. This notification will include learning 
when this policy applies, the availability of any known local or regional firearm 
safety instruction, how a handgun is carried and stored pursuant to this policy, 
how to report a suspected violation of this policy, who investigates reports, the 
potential consequences upon confirmation the policy has been violated and 
other topics relevant to this policy. 

VI.     Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared 
with appropriate constituencies of the University. 

Kansas Board of Regents Approval Date: December 14, 2016 



 
 
11.20 / Space Heaters  
Effective: November 1, 2008 Revised February 02, 2021 

I.     Initiating Authority 

A. The Environmental, Health, and Safety Department serves as the initiating 
authority along with the Wichita State University Fire Safety Office. 
 

II.     Purpose 
A. The purpose of this policy is to inform students and Employees of the general 

prohibition on the use of portable space heaters and the impact of space heaters 
on safety and energy management. This policy will reduce the excessive 
electrical load and potential safety hazards created by unregulated space 
heaters. 

B. Three significant issues govern the use of space heaters in campus buildings – 
fire safety, electrical loads, and energy efficiency.   

C. Wichita State University has established heating and cooling season building 
temperature policies, set forth in University policy 11.27 HVAC Systems 
Standards.  These seasonal temperature settings are intended to provide 
comfort conditions in support of the University’s educational mission while 
advancing WSU’s energy-conservation goals. 

D. Residence Halls have a separate heating and cooling temperature setting for 
student comfort while residing in the Residence Halls.  

E. Portable space heaters pose serious fire, safety, and electrical hazards. 
F. Portable space heaters are generally prohibited in campus buildings, including 

Residence Halls, because they can create system imbalances, overload building 
electrical circuits, and use a significant amount of energy. This environmentally 
responsible policy helps the University maintain sustainable practices through 
reduced energy consumption. 

III.     Policy 
A. The use of portable space heaters is prohibited except where it is determined by 

Facilities Services that the building HVAC system cannot maintain the University 
approved temperature set point range in any given University building or a 
specific area within a building. 

B. Most occupants who are dressed properly for the season will be comfortable in 
University buildings.  However, if anyone believes the temperature of their work 
area is outside the set temperature points, they can request that Facilities 
Services review the temperature settings and test the air temperature in the 
effected space. 

https://www.wichita.edu/about/policy/ch_11/ch11_27.php
https://www.wichita.edu/about/policy/ch_11/ch11_27.php


 
C. Portable space heaters are prohibited in any Residence Hall room or common 

areas pursuant to the Housing and Residential Life Handbook unless the housing 
staff determines that the Residence Hall room cannot maintain the approved 
temperature for the Residence Hall. 

IV.     Definitions 
A. For the purpose of this policy only, the following definitions shall apply: 

1. Employee: An individual who provides services to the University on a 
regular basis in exchange for compensation and receives a W-2 for such 
services. This includes temporary and part-time Employees. 

2. Residence Halls: Shocker Hall, the Suites, and the Flats. 
3. University: Wichita State University and its controlled affiliate 

organizations. 
V.     Administrative Procedure 

A. Students who believe the temperature of their Residence Hall room or any 
common area is outside the temperature settting points must contact Housing 
and Residence Life to report the temperature variance through a maintenance 
request. 

B. Employees that believe their work area is not within the appropriate 
temperature point for the season must contact Facilities Services Work Order 
Center through a work order request.  Employees may also call (316) 978-3444 
for assistance or questions on the work order request. 

1. Facilities Services will test the temperature in any work area to determine 
if the temperature is within limits set for the season. 

2. Only if the temperature is outside the temperature for the season and 
cannot be adjusted will Facilities Services issue an approved space heater 
for temporary use in the work area. 

a. In order to ensure that all space heaters meet current safety 
guidelines, Facilities Services has approved a specific radiant 
heater for use.  

b. Facilities Services will review the area and do an electrical 
assessment to determine the best location and appropriate plugin 
for the approved space heater. 

c. Unapproved department owned space heaters should be turned 
into Facilities Services or disposed of.  

d. Any unapproved privately owned space heater must be removed 
from the University. 

3. Once an approved space heater is issued, the Employee must comply 
with the following safety and care instructions: 

a. The heater shall only be used in the approved area and plugged 
directly into the outlet approved during the electrical assessment. 

b. Never plug the heater into an extension cord, power strip or 
multi-plug adapter. 

https://www.wichita.edu/student_life/housing/documents/HRL_HANDBOOK_7-29-20.pdf
https://www.wichita.edu/student_life/housing/Staff/Maintenance_Request.php
https://www.wichita.edu/student_life/housing/Staff/Maintenance_Request.php
https://www.wichita.edu/services/physical_plant/workorders.php


 
c. The heater shall be turned off and unplugged when the Employee 

leaves their office or work space, and should never be left 
operating unattended. 

d. Maintain a clear radius of three feet around the heater. 
e. If the heater or the electrical cord are damaged the unit must be 

unplugged and removed from service immediately. 
4. If at any time the temperature in the office or work space in which an 

approved space heater was authorized is restored, the space heater shall 
no longer be authorized and shall be returned to Facilities Services. 

5. Environment Health and Safety and the University Fire Safety Office will 
enforce this policy. 

6. The University may take disciplinary action against Employees who 
demonstrate continued disregard for Fire and Life Safety codes by using 
unauthorized space heaters. 

7. Students who have a prohibited space heater in any Residence Hall may 
face student conduct proceedings. 

VI.     Applicable Laws and Additional Resources 
A. K.S.A 31-132 et seq., Fire Protection 
B. K.A.R. 22-1-1 et seq., Kansas Fire Prevention Code—State Fire Marshal 

Administrative Regulations 
C. National Fire Protection Association (NFPA) Code 11.5.3 (Portable Electric 

Heater) 
D. University Policy 11.27 / HVAC System Standards 
E. Housing and Residential Life Handbook, page 42 (prohibited appliances). 

  



 
 
11.21 / Issuance of Criminal Trespass Orders  
Effective: October 31, 2009 Revised February 02, 2021 

I.     Purpose 

The purpose of this statement is to set forth University policy with regard to who has 
the authority to issue a criminal trespass order excluding an individual from the 
University campus and/or permitting an individual to come to the University campus for 
specifically designated and limited purposes. 

II.     Preamble 

Occasionally, there are circumstances and/or situations that require the exclusion of an 
individual from University property, either totally or with limited exceptions. Any such 
formal exclusion would be based on the provisions of K.S.A. 21-5808, which makes it a 
criminal trespass for someone to enter premises when they have been ordered not to 
do so. 

III.     Policy 
A. The following individuals shall have the authority to issue a criminal trespass 

order on behalf of Wichita State University: the President, the Provost, the Vice 
President for Student Affairs, or the Vice President for Finance and 
Administration or their designees. 

B. All criminal trespass orders shall be written consistent with a format previously 
reviewed and approved by the General Counsel. 

C. A copy of the criminal trespass order shall be personally delivered by a law 
enforcement officer to the individual to be excluded from the campus as soon as 
possible, and the information shall be retained regarding the time and place of 
the service of said order. Copies shall also be provided to the University Police 
Chief and the General Counsel, and others as deemed necessary and appropriate 
under the circumstances. 

D. The length of the criminal trespass order is dependent upon the situation but in 
some cases may be permanent. 

E. The University official issuing the trespass order shall determine if, and under 
what circumstances, a criminal trespass order will be lifted or removed. 

F. The recipient of a criminal trespass order may appeal to have the order lifted or 
modified. Appeals must be made in writing (either via University email or the 
U.S. Postal Service) to the University official that signed the trespass notice. The 
appeal letter must be received within thirty calendar days of the date of service. 
The University official will have ten working days to respond to the appeal. The 



 
decision responding to the appeal will considered final and will be sent via 
University email or the U.S. Postal Service. 

IV.     Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

 

  



 
 
11.22 / Political Activities and Campus Facilities  
Effective: July 01, 2010 Revised January 20, 2018 

I.     Purpose 

The purpose of this statement is to set forth University policy with regard to the use of 
campus facilities for political purposes. 

II.     Preamble 

Wichita State University is committed to the free expression of political views by 
members of the campus community and to the value of discourse and debate as an 
important part of the education experience. Concurrently, Wichita State University must 
comply with provisions governing its tax exempt status as a state educational institution 
of Kansas, policies of the Kansas Board of Regents and maintain neutrality with regard 
to politics and political campaigns. 

III.     Policy 
A. Campus facilities and grounds shall not be made available for campaigning, 

electioneering or fundraising events for any candidate for political office, party 
committee or political committee. 

B. Political office holders and candidates may not be introduced or recognized on 
campus unless they are attending a campus event. (This includes meetings 
exclusively sponsored by students for their own political education.) 

C. Politicians and/or political parties may hold meetings, including partisan political 
gatherings in University facilities provided that: 

• There is no interference with regularly scheduled functions or activities of 
the University; 

• There is no filming, video taping or other production of partisan political 
advertisements; 

• Students are permitted to hear speakers without charge; and 
• All financial arrangements required for use of the facility have been 

arranged and paid for in advance. 
D. The distribution of handbills or political leafleting is subject to the requirements 

of Section 11.12, Use of University Campus for First Amendment Activities. 
E. Student organizations may sponsor an event which involves candidates for 

political office for educational purposes as long as all candidates for the 
respective political office, are given an opportunity to be present and provide 
information on a neutral and non-partisan basis. Such events must be open to 
the public. 

https://www.wichita.edu/about/policy/ch11/ch11_12.php


 
F. Student organizations may advocate publicly a position on a political issue, 

provided the organization clearly identifies itself as a student organization and 
communicates in any public statement that it does not represent or speak on 
behalf of the University. 

G. Students, faculty and staff may engage freely in comment on political issues or 
public policy as individual citizens, provided they clearly identify that the 
opinions expressed are their own and do not represent the official position of 
Wichita State University. 

H. Use of the University's name, letterhead, logo, trademarks and/or resources 
(including University computing and information technology resources) for 
partisan electoral purposes such as solicitation of funds or other contributions in 
support of a political party or candidates, endorsement of candidates for public 
office, or advocating a position with regard to a public issue (other than an 
authorized spokesperson on behalf of the University) is strictly prohibited. 

I. It is recognized that political office holders and candidates may contribute 
greatly to the education of students and said individuals may be requested to 
provide classroom instruction. Faculty should be vigilant of the need for 
neutrality and fairness in seeking classroom visitors. 

IV.     Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

(See also Section 3.17, Political Activity, of this manual) 

 

  

https://www.wichita.edu/about/policy/ch_03/ch3_17.php


 
 
11.23 / Animals on Campus  
Effective: August 01, 2010  

I.     Purpose 

The purpose of this statement is to set forth University policy with regard to animals on 
campus. 

II.     Preamble 

The University has the responsibility to provide a safe and healthy learning 
environment. The uncontrolled and unsupervised presence of domestic animals on 
campus compromises that environment. This policy is intended to provide guidance 
regarding the presence of such animals on the campus of Wichita State University, 
including the West Campus, South Campus, Old Town and Hughes Metropolitan 
Complex. 

III.     Policy 
A. All domestic animals on University property, including athletic fields, playing 

fields and intramural areas, must be leashed and under personal control of the 
owner at all times. Animals are not to be tied to or secured to trees, posts, 
shrubs and/or left unattended. Each owner is responsible for his/her animal, 
including clean-up. 

B. To protect public health and safety, animals are not permitted in University 
buildings, subject to the following exceptions: 

1. Animals qualified as guide dogs, service dogs, assistance dogs or 
professional therapy dogs pursuant to the requirements of Article 11 of 
Chapter 39 of the Kansas Statutes Annotated; 

2. Animals used for authorized research projects or experiments; 
3. Animals used as part of an academic program; and/or 
4. Animals kept and maintained by the President in the President's personal 

residence on campus. 
C. All animals on campus must have current vaccinations evidenced by a tag on the 

animal or a vaccination certificate in the immediate possession of the owner. 
D. A control agency will be called to remove and impound unattended or at-large 

animals. 
IV.     Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shall be 
shared with appropriate constituencies of the University. 



 
The Vice President for Finance and Administration shall have primary responsibility for 
publication, dissemination and implementation of this University policy. 

  



 
 
11.24 / Architectural and Engineering Services  
Effective: July 01, 1997 Revised: December 09, 2016 

I.     Purpose 

The purpose of this statement is to set forth University policy with regard to the 
coordination and contracting for professional planning and design architectural and/or 
engineering services. 

II.     Preamble 

It is necessary and appropriate that guidance be provided with regard to the utilization 
of professional services for construction projects on the University campus. 

III.     Policy 
A. All professional planning and design architectural and/or engineering services for 

construction projects must be coordinated and arranged for by the Office of 
Facilities Planning with the approval of the Vice President for Finance and 
Administration. 

B. An on-call architect cannot be used if the construction cost for the architectural 
project exceeds $1,000,000. 

C. An on-call engineer cannot be used if the construction cost for the engineering 
project exceeds $1,000,000. 

IV.     Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shall be 
shared with appropriate constituencies of the University. 

The Vice President for Finance and Administration shall have primary responsibility for 
publication, dissemination and implementation of this University policy. 

Effective Date 

February 14, 2014 



 
 
11.27 / HVAC Systems Standards 
Effective: December 10, 2018 

I.     Purpose 

As the number of campus facilities Wichita State University continue to grow and 
expand, it is important that efforts are made to minimize environmental impacts and 
maximize opportunities for efficiency. The following HVAC System Standards are being 
implemented at WSU in order to provide adequate energy resources to maintain normal 
campus activities and to encourage the university community to use energy more 
efficiently. 

II.     Applicability 

This policy applies to all facilities owned by WSU, occupied by WSU pursuant to a lease 
or occupancy agreement, or operated by WSU (“WSU Facilities”), however it is 
recognized that each location may have unique factors, which could necessitate 
alternate actions as determined by the WSU Facilities Services department. 

III.     Policy Statement 

Unless otherwise directed by Facilities Services or senior management, the following set 
points shall be administered: 

A. Thermostat Set Points 

The Energy Management System (EMS) team within the WSU Facilities Services 
department monitors and maintains the temperatures in most WSU Facilities via 
electronic HVAC control systems.  This gives the Facilities Services staff the ability 
to see real-time temperature data, make adjustments and often to address 
HVAC equipment or temperature issues before they are noticed by WSU 
Facilities occupants. In most cases, Facilities Services schedules night and 
weekend temperature setbacks in WSU Facilities during unoccupied hours in 
order to reduce energy consumption during low-demand periods. The 
temperature set points fall within the range suggested by the American Society 
of Heating, Refrigeration, and Air Conditioning Engineers (ASHRAE) based on the 
average relative humidity for our area. The temperature of each classroom or 
office is measured at the calibrated wall thermostat. 

 



 
B. Seasonal Temperature Policy 

1. Heating Season 

Winter heating temperatures will be set at a maximum range of 68°F 
during occupied hours and maintained above 67°F. The temperature will 
be set back to 60°F during unoccupied hours. 

2. Cooling Season 

Summer thermostat settings will be set at a minimum range of 76°F 
during occupied hours and maintained below 78°F. Temperatures will be 
set up to 80-85°F during unoccupied hours. Occupants in WSU Facilities 
with authorized window air conditioners shall set daytime temperatures 
to 76°F and turn units up or off when leaving at the end of the day. 

C. Reporting Temperature Variances 

Areas that are either too hot or too cold should be reported as soon as possible 
to Facilities Services by placing a work order request online so the concern can 
be addressed. Consideration will be given to all circumstances, including but not 
limited to whether the temperature falls within the accepted range for 
occupancy and whether the room is being used in a manner for which it was 
designed. 

D. Facility Scheduling 

Every attempt will be made to accommodate special events, class schedule 
changes and other changes to the HVAC system occupancy schedules when 
requested. 

1. Classroom Scheduling 

It is expected that energy efficiency and energy cost savings are also 
taken into consideration when scheduling classes and other activities. 

2. Temporary Adjustments for Special Events 

Normal hours of operation for most campus office and administrative 
areas are 6:00 AM to 6:00 PM Monday through Friday, closed on the 
weekends. Anyone needing changes to the heating and cooling schedule 
outside of normal hours of operation should submit a work order to 
Facilities Services prior to the event (two weeks notification encouraged) 
with 24 hours notification required for weekday schedules. Requests for 

https://www.wichita.edu/services/physical_plant/index.php


 
changes to the weekend schedule must be received by 8:00 AM the prior 
Friday. 

E. Closure 

During periods when normal campus operations are suspended (e.g. winter 
break, Thanksgiving break, etc.) Facilities Services may conduct a “hard shut 
down” of select University Facilities. Normal operating temperatures will be 
maintained in exempt areas such as research labs, IT, etc. The following actions 
will be taken by Facilities Services as part of this procedure: 

1. Building Temperature 

During the winter heating season, space temperatures will be allowed to 
drop to the established unoccupied set point. During the summer cooling 
season, space temperatures will be allowed to rise to the unoccupied set 
point. Only specific, documented temperature requirements in exempt 
areas may supersede the unoccupied limits. 

2. Lighting 

Facilities Services may be directed to turn off WSU Facilities lights entirely 
or dim them to the lowest level required for safety purposes. 

3. Personal Appliances and Office Equipment 

Office equipment (except for computers) and authorized personal 
appliances (e.g. window air conditioning units, televisions, printers, 
coffee makers, etc.) must be unplugged by occupants before leaving for 
break. Refrigerators will be allowed to remain running for food safety and 
sanitary purposes. Facilities Services is authorized to unplug any items if 
occupants fail to do so. 

F. Auxiliary Heating and Cooling Mechanisms 

Space heaters and personal air conditioning units are not allowed on campus 
due to their excessive energy consumption and the hazards they could pose. 
Unauthorized space heaters violate fire code. Please refer to WSU Policy 11.20 / 
Space Heaters for more information on the use of space heaters. 

G. Ventilation 

Exterior doors are designed to be kept closed at all times in order to maintain 
proper temperature set points and pressure balances. Operable windows in 
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https://www.wichita.edu/about/policy/ch_11/ch11_20.php


 
many cases are the source of cold and hot conditions within spaces, especially 
while left open and unattended. Furnishings shall not block and vents or heating 
elements. Devices that emit hot or cooled air (such as copiers, refrigerators, 
coffee pots, etc.) cannot be placed near thermostats. 

H. Fume Hoods 

Fume hoods should be operated in a manner that reduces energy consumption 
while following all safety guidelines. Sashes must be closed to the lowest safe 
level when fume hoods are in use and closed completely whenever workstations 
are unoccupied. Fume hood adjustment issues or operational failures should be 
reported immediately to Facilities Services at 316-978-3444. 

  



 
 
11.28 / Use of State Lands  
Effective: February 10, 2020 

I.     Purpose 

Wichita State University (“University”) promotes an open and transparent process in the 
development, design, construction, and improvement of University Land. The University 
adheres to all state and federal laws and Kansas Board of Regents policies in such 
projects. In addition to these laws and policies, the University deems it in the best 
interest of the University to require assurances from third parties as set forth in this 
policy. 

II.     Definitions 

For the purpose of this policy only, the following definitions shall apply: 

A. Affiliated Entity. “Affiliated Entity” shall mean Wichita State Innovation Alliance, 
Inc. 

B. Assurances. “Assurances” shall mean a notarized statement, published 
advertisement, or a copy of a written communication, such as an e-mail or letter. 

C. Land Beneficiary. A “Land Beneficiary” shall mean any individual, corporation, 
organization or entity (including any Affiliated Entity) who is a party to a Lease 
Agreement. For purposes of this policy, the University is excluded from the 
definition of a “Land Beneficiary.” 

D. Lease Agreement. A “Lease Agreement” shall mean a land lease for any 
University Land. 

E. University Land. Any real property owned or controlled by the University or an 
Affiliated Entity. 

 

III.     Policy Statement 

Land Beneficiaries shall provide to the University Chief Financial Officer and General 
Counsel, as a condition to any Lease Agreement, Assurances that more than one 
individual, corporation, organization or entity was provided an opportunity to perform 
design, development, or construction work on the University Land that is subject to the 
Lease Agreement. This policy shall not be applied retroactively to any Lease Agreement 
executed or approved by the Kansas Board of Regents prior to the effective date of this 
policy. 
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12.01 / Budget Planning and Allocation Process  
Effective: July 01, 1997 Revised: February 13, 2017 

I.Policy 
A. Committees 

Budget planning at Wichita State University embraces an inclusive and 
collaborative development process that takes place through several committees, 
which include the University Budget Advisory Committee, the President's Budget 
Advisory Team, and the Student Government Association's Student Fee 
Committee. 

1. The University Budget Advisory Committee 

The University Budget Advisory Committee is the forum for campus-wide 
input to the budget planning process and is composed of representatives 
from the Faculty Senate, Unclassified Professional Senate, University 
Support Staff Senate, Student Government Association, Provost for 
Academic Affairs, Vice President for Finance and Administration, the 
University Budget Director as Chair and the General Counsel as legal 
advisor. The committee's primary role is to provide guidance and 
feedback regarding operating budget planning, enhancements, tuition 
proposals, and student fees to ensure transparency and engagement with 
different interests across the campus. 

2. The President's Budget Advisory Team 

The President's Budget Advisory Team, selected by the President, is 
responsible for assisting the President in formulating the final budget 
based on the goals included within the University's strategic plan. 
Ultimately, all final budget development decisions rest with the 
President. 

3. The Student Government Association's Student Fee Committee 

The Student Government Association's Student Fee Committee is 
responsible for recommending budget allocations and corresponding 
student fee rates under the authority of the association and in 
accordance with the statutes governing the activities of the association. 
Authority rests with the President to change the recommendations prior 



 
to submission to the Board of regents as part of the annual tuition 
proposal. 

B. The budget planning and allocation process 

The budget planning and allocation process begins approximately 12 months in 
advance of the fiscal year for which funding is requested. Within this time frame, 
multiple budget documents are prepared. 

1. Annual Operating Budget 

Allocation of resources made available to Wichita State University by 
legislative, gubernatorial and Board of Regents' actions is accomplished 
through preparation of the Annual Operating Budget. The budget 
includes expenditures by program, source of funds and budgeted staffing 
and salaries by position for each program. Using guidelines developed 
through budget and strategic planning discussions with the University 
Budget Advisory Committee and the President's Budget Advisory Team, 
base budget targets are distributed to each division. Then at the 
departmental level, recommended budget requests are submitted by 
budget officers into the University's online Budget System. The review 
process progresses up through budget review officers to the President 
who approves the final budget, which is printed and distributed in July to 
the Board of Regents and the University campus. The Annual Operating 
Budget also includes the development of student fee budgets, in 
accordance with the statutes of the Student Government Association. 

2. Board of Regents Annual Tuition Proposal 

Tuition and fee rates are approved by the Kansas Board of Regents in 
early May based on the University's tuition proposal for the upcoming 
budget year. As part of the submission process, the division of Academic 
Affairs and Budget Office prepare the University's annual Comprehensive 
Fee Schedule, which is used as the basis for the proposal. 

3. Board of Regents and State of Kansas Biennial Budget Request 

The biennial budget submission follows the guidelines established by 
both the Board of Regents and the Kansas Division of the Budget for the 
subsequent two fiscal years. Prior to submission of the University's 
biennial budget to the State of Kansas, the Board of Regents conducts an 
in-depth review of appropriation requests during an annual budget 
workshop in July to formulate the Board's unified state appropriation 
request to the Governor and Legislature. 



 
Following the budget workshop, a biennial budget request document, 
based on the recommendations of the Kansas Board of Regents, is 
prepared for submission to the Kansas Division of the Budget, Governor 
and Legislature. This budget is due on September 15. It is first reviewed 
by personnel in the State Division of Budget. Recommendations of the 
Division of Budget are forwarded to the Governor and shared with the 
Regents universities. The Governor presents his proposed budget to the 
Legislature in early January. The initial appropriation bill that begins the 
Legislative process contains the Governor's budget. The appropriation bill 
is reviewed and debated by the House Appropriations Committee and the 
Senate Ways and Means Committee. Appeals for restoration of funds 
approved by the Kansas Board of Regents but deleted by the Governor 
are possible at this stage of the process. The final appropriations action 
by the full Legislature that is later signed by the Governor establishes the 
spending authority for the University. 

  



 
 

12.02 / Shrinkage  
Effective: July 01, 1997 Revised: February 13, 2017 

I.Policy 

Shrinkage is a reduction to the University budget for salaries and fringe benefits as a 
result of vacancies that occur throughout the fiscal year. It is a reduction imposed by the 
state on general use funded budgets. The total budget required for salaries and fringe 
benefits is reduced by a percentage factor as determined through the appropriation 
process. Absent the shrinkage reduction, University departmental budgets are funded 
fully for salary and fringe benefit requirements. 

Shrinkage applicable to the individual departments are centralized according to their 
respective college or division. Separate shrinkage accounts are established for each 
college or division at the beginning of each fiscal year with the amount of budgeted 
shrinkage. It is the responsibility of the budget review officer for each college and 
division to prepare a plan that details how shrinkage will be covered through unfilled 
positions. 

Effective July 1 of each fiscal year, funds from all vacant positions will be removed from 
departmental budgets by the University Budget Office and placed in the appropriate 
shrinkage accounts. Additional funds will flow into and out of the shrinkage accounts 
and departmental budgets in accordance with established employment, termination, 
and change of status procedures on budgeted positions. A report detailing the status of 
all University shrinkage accounts is provided to the president and vice presidents 
monthly. 

 

  



 
 

12.03 / Budget Administration and Budget Adjustments  
Effective: July 01, 1997 Revised: February 13, 2017 

I.Policy 

Spending within the approved budget, including all expenditures funded from restricted 
fee income, is the responsibility of the Department Budget Officer. According to 
Legislation, restricted use income received by the generating department must be used 
for the purpose intended. Requests for changes in approved departmental budgets are 
initiated by submitting a Budget Adjustment form to the University Budget Office. The 
form must be approved by the appropriate Budget Officer, Budget Review Officer, and 
Vice President. The following guidelines address the necessity of processing budget 
adjustments. 

A. Budget adjustments are required for: 
1. Transfer of general use funding between departments. 
2. Transfer of funding between controllable salaries (temporary salaries, 

overtime salaries, and student salaries) account codes and OOE account 
codes. 

3. Establishing new budgets resulting from new or changed projects or 
appropriations. 

4. Transfer of positive general use shrinkage balances. 

 

B. Budget adjustments are not required for: 
1. Transferring funds between OOE account codes. 

 

C. Budget adjustments may not be processed for: 
1. Transfer of general use funds budgeted for university support staff and 

unclassified permanent salaries (account codes 1000 and 1100). 
University Budget Office personnel will transfer funds to and from 
appropriate shrinkage accounts depending on the status of positions 
being vacated or filled. 

2. Transfer of restricted use funding from one department to another. 
3. Transfer of funding between the University's General Fees Fund (Tuition) 

and State General Fund appropriation. 
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14.01 / General Purchasing Policies 
Effective: March 29, 2016 

I.Policy
A. In accordance with K.S.A. 76-769, as amended, and pursuant to policies of the

Kansas Board of Regents, the University has delegated authority to acquire any
supplies, materials, equipment, goods, property, printing or services required by
the University and to enter into leases of real property. In exercising these
delegated authorities, the University shall:

1. Focus on the stewardship of public funds.
2. Advance and support the mission of the University.
3. Promote a competitive and fair procurement environment.
4. Be open and transparent (adhering to the Kansas Open Records Act).

B. When reasonably available, the University shall utilize cooperative purchasing
opportunities with other public universities or other state agencies to achieve the
lowest competitive price, including purchasing from current State of Kansas
central purchasing contracts, state travel services, and products pursuant to the
Prison Made Goods Act, if and when it is in the best interests of the University.

C. The President shall delegate purchasing authority to all vice presidents of the
University. The WSU Director of Purchasing shall provide assistance and
professional support to the President and vice presidents to ensure all purchasing
policies and procedures are followed. The Director of Purchasing may further
delegate purchasing responsibilities to persons in University departments for
efficiency of operations. The Director of Purchasing shall work with the President's
Executive Team to adopt operational procedures governing the internal
purchasing functions of the University, including purchases at the departmental
level. These procedures can be accessed and reviewed via the following
link: Administration of WSU Procurement Policies in Accordance with the Kansas
Board of Regents Policy on Fiscal Management.

D. The Associate Vice President for Financial Operations and Business Technology,
Director of Purchasing, Office of Purchasing staff and Director of Internal Audit
shall work with the President's Executive Team as operating procedures and
reporting mechanisms are developed, and audits of individual departments are
conducted, to ensure adherence to proper purchasing policies and procedures.

E. The Office of Purchasing establishes contractual service agreements for
professional services and service maintenance agreements and maintains all
open-ended contracts. The Office of Purchasing cannot purchase items for
individuals for their personal use and as a general policy, no University purchase
orders will be awarded to University employees.

https://www.wichita.edu/services/purchasing/Webpage_Origination_Documents/AdminofProcPolicies.4-6-16Rev1.pdf
https://www.wichita.edu/services/purchasing/Webpage_Origination_Documents/AdminofProcPolicies.4-6-16Rev1.pdf


 

II.Procedure 
A. State Contracts for Supplies and Services 

Contracts for commonly used equipment, supplies and services have been 
developed by the State of Kansas Department of Procurement and Contracts and 
the Office of Purchasing. A list of contracts developed by the Office of Purchasing 
for University use is available at the Office of Purchasing. Copies and updates of 
these contracts are maintained by the Office of Purchasing and are forwarded to 
departments expected to have need for the items covered by the contract. State 
contracts for commonly used equipment and materials must be utilized unless it 
can be clearly demonstrated that an alternative purchase would be in the best 
interest of the University. Approval by the Office of Purchasing is required when 
deviating from this policy, prior to acquisition. 

B. Contracting Policy 

Section 1.04, Execution of Contracts, identifies the University officials with 
contracting authority. The Vice President for Finance and Administration has 
further delegated limited authority for the execution of purchase orders to the 
Director of Purchasing. 

C. Vendor Information 

The Office of Purchasing maintains a current library of vendor product information 
and maintains a program of vendor evaluation on the basis of quality, service, 
delivery practices and price. Procurement officers are apprised of current market 
conditions, scarcity of materials, new product availability, delivery information 
and state and federal excess property. Procurement officers also explore new and 
improved sources of supplies, materials, processes and ideas which will better 
serve the needs of all University departments. 

D. Used Equipment 

The University does not generally purchase used equipment. However, if it can be 
demonstrated that it is advantageous to do so, used equipment may be purchased 
from an established and reliable vendor of the type of equipment to be purchased. 
Normal purchase procedures are required for this type of purchase. 

E. Departmental Services 

Office of Purchasing procurement officers will visit departments to discuss current 
needs, future opportunities, and procedures. These visits are generally made at 
departmental request. A representative from the Office of Purchasing will visit 

https://www.wichita.edu/about/policy/ch_01/ch1_04.php


 
with new department heads, researchers, administrative assistants, and 
secretaries to explain purchasing procedures and services. Contact the Office of 
Purchasing to arrange a visit. 

F. Banner 

All departments that wish to purchase goods or services with funds that are 
deposited in the state treasury, including research grants, will be required to use 
Banner to submit requisitions to the Office of Purchasing. Department budget 
officers shall keep the Director of Purchasing informed as to who is responsible 
and authorized to submit requisitions and who is authorized as the Banner 
Requisition Approver on behalf of the department. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

14.02 / Purchases Less Than $10,000 
Effective: March 29, 2016 I Revised: June 19, 2019 

I.Policy 

As appropriate, the Office of Purchasing requires items to be purchased using state or 
local contracts, University sources, Kansas State Use Catalog, or otherwise require 
advance approval from the University, the Kansas Board of Regents, or the State of 
Kansas. For those goods and services that are not available from one of the above sources, 
departments may be authorized to make purchases direct from any vendor when the 
delivered dollar value of the purchase is less than $10,000, no additional orders for like 
products or services will be placed again within 30 days [which would make the overall 
accumulated purchase exceed $10,000, or the purchase of the desired product or service 
is not otherwise restricted. Departments are responsible for checking to see if their 
desired purchases are restricted items and are encouraged to contact the Office of 
Purchasing for help in doing so. 

Some contracts allow for an exception to be granted prior to purchase for items that are 
on contract, but are found at a lower price elsewhere with the same quality and 
specifications. A Prior Authorization for Off-Contract Purchase form shall be completed 
by the department and submitted, along with an indication of the funding source, to the 
Office of Purchasing for consideration. Certain items such as personal computer systems 
and certain vendors such as those in the Kansas State Use Catalog are not subject to 
granting of this exception. 

The Office of Internal Audit and the Office of Purchasing will conduct periodic audits to 
determine whether or not items are being purchased that are available from University 
sources or from state-contracted vendors, unauthorized items are being purchased, 
and/or purchases are being split up into increments of less than $10,000 in order to 
bypass procedures for larger purchases. They will also check to see how effectively 
departments are making follow-up inquiries to obtain credit on tax charged by vendors, 
accurate and prompt notification of items to the University's Accounts Payable 
Department, and whether adequate departmental control records are being kept. 
Departmental delegated purchasing authority can and will be revoked by the Director of 
Purchasing if found to be abused or used irresponsibly. 

 

 

 



 
 

14.03 / Purchases of $3,000 or More 
Effective: March 29, 2016 I Revised: June 19, 2019 

I.Policy 
A. Purchases of $10,000 up to $50,000 

Competitive bids on purchases of $10,000 or more will be obtained by Purchasing, 
either by telephone or written request. The processing time for award of a 
purchase order could be a few days to multiple weeks depending upon the 
complexity of the purchase. Purchasing will conduct all negotiations with vendors 
in cooperation with the respective department. 

B. Purchases of $50,000 or more 

All bids, regardless of the source of funds, that are estimated to be in the amount 
of $50,000 or more, must be advertised and open for a minimum of two (2) weeks 
and processed with the receipt of formal written bids. 

C. Contractual Service Agreements 

Contractual service agreements in the amount of $10,000 or more must be 
documented by a formal written agreement including a Contractual Provisions 
Attachment (DA-146a). Purchasing will work with the General Counsel regarding 
preparation of any contract. Contractual service and appropriate documents shall 
be signed in accordance with the contracting policy referenced in Section 1.04. 

 

 

 

 

 

 

 

 

 

 

https://www.wichita.edu/about/policy/ch_01/ch1_04.php


 
 

14.04 / Externally Sponsored Research Programs 
Effective: March 29, 2016 

I.Policy 
A. Procurement for externally sponsored research programs must comply with the 

following: University policies; state or federal laws and regulations; and 
requirements of the funding source. 

B. All procurement for externally sponsored research programs will be processed 
through the Office of Purchasing. 

C. Federal procurement standards1 and any special constraints imposed by the 
sponsoring agency must be observed. 

D. Expenditures require funding approval from the Office of Research and 
Technology Transfer (RTT) and all applicable research budgets and purchasing 
requisitions shall be routed through RTT prior to forwarding to the Office of 
Purchasing. 

1 Federal procurement standards must be followed where they are more 
restrictive than the State of Kansas. These standards are contained in the Uniform 
Guidance 2 CFR 200.217 to 2 CFR 200.326. All goods and services must be eligible 
for payment from grant funds according to guidelines from the sponsoring agency. 
These guidelines for federal grants are found in the Uniform Guidance 2 CFR 200. 
Contact RTT or the Office of Purchasing for more information in these areas or for 
copies of the circular. 

II.Subcontracting 

The Office of Purchasing will prepare the appropriate bid documents to be used, unless 
otherwise agreed by the Office of Purchasing and RTT. The principal investigator and the 
contract specialist in RTT will develop the subcontract in cooperation with the Office of 
Purchasing. Upon approval by the principal investigator, the contract specialist or the 
Office of Purchasing will obtain the signatures of the subcontractor and the authorized 
signatory for the University. Work shall begin only after completion of a signed contract. 

Sole authority for issuing a change order and/or a change in the statement of work to the 
subcontractor belongs to the Director of Purchasing who will consult with RTT as 
necessary. The principal investigator shall receive reports and monitor progress of the 
subcontractor. Any requirement or request to redirect the subcontractor must be 
submitted to the Director of Purchasing for appropriate action. 



 
Request for payment to subcontractors must be approved by the principal investigator 
and RTT. Approval by the principal investigator attests that the subcontractor has met all 
scheduled requirements under the contract in a manner that represents satisfactory 
technical/services/production criteria of the contract. Approval by RTT attests the 
monetary value is within the contract budget. Any variations noted by the principal 
investigator or RTT will cause the Office of Purchasing to initiate action with the 
subcontractor to resolve the concerns before payment is made. An Invoice Control 
Document (with invoice attached) is then processed through RTT and will then be 
forwarded to the Office of Purchasing for payment. 

III.Other Statutory Requirements 

There are several statutes and regulations which govern or are applicable to this area of 
purchasing. The Office of Purchasing or the General Counsel will be available to assist in 
ensuring that a purchase requisition is in keeping with required guidelines when questions 
arise beyond the scope of this manual. The following is a non-exhaustive list of important 
considerations: 

A. Complete documentation is required to support payments for all commodities and 
services. 

B. All contractual service agreements must be documented in accordance with 
normal purchasing and contracting policies. 

C. For all computer and telecommunication acquisitions, assistance from 
Information Technology Services is available for specifications. 

D. Printing services must be performed in accordance with Section 15.03 of this 
manual. 

E. Purchases of insurance is restricted by statute. Please contact the Office of 
Purchasing or the General Counsel for specific requirements. 

F. Rent or lease of space must be approved by the Vice President for Finance and 
Administration and the Secretary of Administration for the State of Kansas. 

G. Observance of conflict of interest laws is required. 
H. Compliance with the Kansas Prompt Payment Act is required. 
I. See Section 3.35 of this manual regarding determination of independent 

contractor status. 
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19.01 / Acceptable Use 
Effective: July 01, 2003 Revised: June 17, 2016 

I.     Purpose 

The purpose of this statement is to set forth guidance and policy with regard to 
acceptable use standards for University computing and information technology 
resources. 

For purposes of this policy, University computing and information technology resources 
are used for the electronic transmission of information, and, include, by way of 
illustration and not limitation, telecommunications, wireless transmissions, all 
equipment (including laptop computers), software, networks, Internet access, data and 
modems provided by or otherwise made available through Wichita State University, 
whether leased or owned, and located in university libraries, computing centers, college 
and departmental computer labs, public access computers in student residence halls 
and remote centers. 

II.     Preamble 

As a state educational institution, Wichita State University seeks to provide a learning 
environment that encourages the free exchange of ideas and the sharing of information. 
Such an environment includes usage of up-to-date computing and information 
technology resources providing access to local, national and international information 
sources. Access to University computing and information technology resources is a 
privilege and Wichita State University expects all users to use such resources in a 
responsible manner. This statement is intended to set forth University policy relative to 
such expected responsible usage. 

III.     Policy 
A. The following policies, rules and conditions apply to all users of Wichita State 

University's computing and information technology resources (hereinafter 
"Users"). Additional policies from departmental systems within the University 
may also apply. Violations of these policies are unacceptable, unethical and 
possibly unlawful. Violations may result in disciplinary measures that may 
include immediate revocation of access, termination of employment or student 
status and/or legal action. (Access to the WSU Ethernet backbone is provided for 
the use of currently enrolled students, currently employed faculty and staff, and 
certain other designated affiliated users. Others shall be allowed limited access 



 
to certain computing and information technology resources, i.e., library 
computers and remote access to the public components of the network, 
provided that said resources are used for academic purposes deemed to further 
the mission of the University.) 

B. Computing and information technology resources provided by Wichita State 
University are made available to students, faculty, staff and others primarily as 
tools for enhancing and facilitating learning, teaching, scholarly research, 
communications and the operation and administration of the University. Uses 
which are not directly related to these purposes will be considered secondary 
activities and should such secondary activities in any way interfere with the 
activities primary to the operations of Wichita State University, they may be 
terminated immediately. 

C. Computing and information technology resources are the property of Wichita 
State University and should be used for the primary purpose of benefiting, 
enhancing and furthering the mission of the University. 

D. For the benefit of those using University computing and information technology 
resources, and to facilitate the protection of those computing and information 
technology resources and the security of information contained therein, all users 
of University computing and information technology resources (as defined in 
footnote 1) shall be required to complete a minimum of one (1) training session 
relating to the usage of said resources every twelve (12) months. Failure to 
complete such minimum training requirements will result in the loss of the 
privilege of access to, and use of, University computing and information 
technology resources. 

E. University computing and information technology resources are to be used 
responsibly, ethically and legally. The University supports the rights of academic 
freedom and a campus and computing environment open to the free expression 
of ideas, including controversial or unpopular points of view. Employees must 
accept the responsibilities and limitations associated with such rights. The 
University will not limit access to any information based solely upon its content if 
said information meets any reasonable standard of legality. Prohibited 
communications include, but are not limited to, those that are libelous, obscene, 
threatening, that discriminate against or harass individuals protected by law or 
University policy or transmissions of child pornography. 

F. Each User is solely responsible for the usage incurred at a workstation and 
individuals with an assigned account may not share the account or permit others 
to use. If the User believes that an unauthorized person[s] may have used the 
assigned account, the User should contact University Computing immediately. 
Users who intentionally abuse accounts and privileges, degrade system 
performance, misappropriate computer resources or interfere with the 
operation of the University's computing and information technology resources 
are subject to disciplinary actions pursuant to established University procedures, 
up to and including termination of employment or student status. 



 
G. When an employee is terminated, resigns, retires, or is no longer performing 

duties on behalf of the University, access to administrative/informational 
systems, University provided devices and employee email will be terminated 
immediately. Access to online payroll history and tax related forms will be 
provided to the employee. In these instances, or when a University employee 
changes positions or moves to another University department or unit, the 
employee's supervisor will be given access to the computing and information 
technology resources provided to that employee. A University employee or the 
employee's supervisor, in consultation with Human Resources, may ask the 
University's Chief Information Officer to provide access to the employee's 
computing and information technology resources to someone other than the 
employee's supervisor. 

H. Retired employees will have their firstname.lastname@wichita.edu email 
account closed. Retirees may request a Wichita State email address in the format 
of firstname.lastname@shockers.wichita.edu. No data will be transferred from 
the email account @wichita.edu to the @shockers.wichita.edu email account. 

I. Users must abide by and comply with all applicable software licenses, WSU 
copyright and intellectual property policies, and applicable federal and state 
laws. 

J. Users shall not intentionally seek, provide or modify information in files or 
programs, or obtain copies of files or programs belonging to other computer 
users without permission. This includes all system files and accounts. 

K. An account and a password are intended as entrance keys to the University's 
computing and information technology resources. They should not be used by 
anyone other than the assigned user. 

L. The University's computing and information technology resources are not to be 
used for the transmission of commercial or personal advertisements, 
solicitations, promotions, destructive programs, political material or other 
unauthorized purposes or uses. 

M. Users should refrain from acts that waste University resources and from usage 
that prevents others from using the University's computing and information 
technology resources in accord with this policy. 

N. Users shall not intentionally develop or use programs that infiltrate the 
University's computing and information technology resources and/or damage 
the software or hardware components of said resources. 

O. University computing and information technology resources should not be used 
for private or commercial gain. The posting of chain letters, representing oneself 
electronically as another user, or configuring hardware or software to 
intentionally allow access by unauthorized users are prohibited and will lead to 
appropriate disciplinary action. 

P. The use of the University's computing and information technology resources to 
send, upload, download, post, transmit or store fraudulent, harassing, sexually 
explicit or pornographic materials (unless reasonably related to a faculty 



 
member's research), child pornography (as defined by state or federal law), 
profane, libelous, threatening, intimidating or other unlawful messages is 
specifically prohibited. Exceptions to this will be for the University Police 
Department or Office of General Counsel engaged in legal investigations. Faculty 
or researchers engaged with such content must contact Information Technology 
Services to provide a secure storage medium. 

Q. Access to the University's computing and information technology resources at 
any given time cannot be and is not guaranteed. While reasonable efforts will be 
made to provide access, Users must understand that access will sometimes be 
down due to power failures, system testing, maintenance and other special 
circumstances as determined by Information Technology Services. 

R. The University employs various measures to protect the security of its computing 
and information technology resources and its User's accounts. However, Users 
should be aware that the University cannot guarantee security and 
confidentiality and that their use of University computing and information 
technology resources is not completely private. 

S. The storage of social security numbers and credit card information on University 
provided devices is prohibited. Storage of any personal information is 
discouraged. This is in an effort to minimize identity theft for University 
constituents (e.g. students, employees, community partners and affiliates) and 
to be compliant with credit card industry security protocols. The University's 
information technology personnel are required to perform electronic scans to 
identify and remove social security numbers or credit card data stored on 
University provided devices. Exceptions to this policy may be made only with the 
approval of the Chief Information Officer in consultation with the General 
Counsel. 

T. Users should understand that delivery of email cannot be assured and that 
recovery of lost email may not be possible. 

U. Users should understand that authorized University personnel must have access 
to email and related information stored on University computing and 
information technology resources. This access is required for reasons that 
include retrieving business-related information, trouble-shooting hardware and 
software problems, preventing unauthorized access and system misuse or abuse, 
assuring compliance with software distribution policies and complying with legal 
and regulatory requests for information. 

V. Users should understand that while the University does not routinely monitor 
individual usage of its computing resources, the normal operation and 
maintenance of the University's computing and information technology 
resources require the backup and caching of data and communications; the 
logging of activity; the monitoring of general usage patterns; and other such 
activities that are necessary for the rendition of service. The University may also 
specifically monitor the activity and accounts of individual users of University 
computing and information technology resources, including individual login 



 
sessions and the contents of individual communications, without notice to the 
User; provided, however, that any such individual monitoring must be 
authorized in advance by the University's Chief Information Officer in 
consultation with the University's General Counsel. 

W. Users should understand that the University, in its discretion or as required by 
law, judicial or regulatory order, may disclose the results of any general or 
individual monitoring, including the contents and records of individual 
communications, to appropriate University personnel or law enforcement 
agencies and may use those results in appropriate University disciplinary 
proceedings. 

X. Users should understand that communications made using University computing 
and information technology resources are considered to be non-confidential 
communications and that they should have no expectation of privacy regarding 
such communications. Such communications may be subject to disclosure 
through legal proceedings and/or may also be subject to access and disclosure 
pursuant to the Kansas Open Records Act. 

Y. By using University computing and information technology resources, individuals 
and other entities agree to abide by all applicable policies and procedures 
adopted by the University, the Kansas Board of Regents, the state of Kansas, and 
the usage guidelines of other networks linked to the University's computing and 
information technology resources. 

IV.     Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The Chief Information Officer shall have primary responsibility for publication, 
dissemination and implementation of this University policy. 

 

 
 
 
 

 
 

 

 



 
 

19.03 / Internet Statement 
Effective: July 01, 2003  

I.     Purpose 

The purpose of this statement is to set forth University policy and to set forth various 
disclaimers regarding access to and usage of the Internet through University computing 
and information technology resources. 

II.     Preamble 

Internet users should understand that the Internet is a developing electronic 
environment that may be insecure and unreliable. The ability of the University to 
provide access and services is totally dependent upon the Internet and equipment, 
software, systems, data and services provided by various telecommunications carriers, 
equipment manufacturers, firewall providers and encryption system developers and 
other vendors or third parties. Users of the University's computing and information 
technology resources should understand the developing nature of the Internet and must 
accept certain obligations and responsibilities for usage. 

III.     Policy 
A. Wichita State University is not responsible and makes no warranties respecting 

any harm that may be caused by the transmission of a computer virus, worm, 
time bomb, logic bomb or other such computer program. 

B. Wichita State University is not responsible for the quality, accuracy or validity of 
information found on the Internet. 

C. Wichita State University is not responsible for Internet materials accessible on 
the web. 

D. Ultimate responsibility for Internet usage through University computing and 
information technology resources by individuals under the age of eighteen shall 
be with that individual's parent or guardian. 

IV.     Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The Chief Information Officer shall have primary responsibility for publication, 
dissemination and implementation of this University policy. 

 



 
 

19.04 / University Web Sites 
Effective: July 24, 2003  

I.     Purpose 

The purpose of this statement is to set forth University policy with regard to Web Sites 
and Servers affiliated with Wichita State University. 

II.     Preamble 

The increased usage of the Internet and Web Sites as convenient and productive means 
of communicating information and as vehicles to relay and receive information requires 
that policies be developed to govern and enhance such usage relative to Web Sites 
affiliated with Wichita State University. 

III.     Policy 
A. Definitions and Terminology for Purposes of this Policy 

1. Advertising 

Promotional information provided in exchange for consideration, 
including, but not limited to, messages containing qualitative or 
comparative language, price information or other indication of savings or 
value; endorsements; or inducements to purchase, sell or use certain 
products or services. 

2. Official University Web Sites 

Represent official views and opinions of the University, and display 
official web site certification. Official University Web Sites are hosted and 
maintained on Wichita State University servers. 

3. Sponsorship 

Includes providing sponsor name, address, telephone numbers and 
Internet address; use of logos and slogans that do not contain 
comparative language; sponsor brand name or trade name; value-neutral 
description of sponsor product; or display of sponsor product. 

 



 
4. Unofficial Web Sites 

Do not represent official views or opinions of the University and must 
carry a disclaimer. Examples of Unofficial Web Sites may include, but are 
not limited to: personal sites of faculty, staff, students and Wichita State 
University organizations. 

5. Web Site 

A collection of linked web pages containing text, graphics, sound files, 
etc. residing on a web server. 

6. Wichita.edu 

Registered Internet domain name owned and controlled by Wichita State 
University. 

7. Wichita State University Servers 

Any web server owned and administered by Wichita State University. 

 

B. Information Posted to Official University Web Sites (Wichita.edu) 
1. Official University Web Sites (sites using "Wichita.edu") represent the 

official views and opinions of the University. Such sites will carry the 
following official certification: 

Certification of Official Status 

This Web Site is created and maintained by Wichita State University and is 
certified as an official Web Site of Wichita State University. 

2. All official University Web Sites are hosted and maintained on Wichita 
State University Servers. 

3.  
C. Information Posted to Unofficial Web Sites 

 

1. Unofficial Web Sites are the sole and exclusive responsibility of the 
author/creator. Such Unofficial Web Sites must display the following 
disclaimer: 



 
Disclaimer of Official Status 

This Unofficial Web Site is created and maintained by [insert name and 
email address]. The views and opinions expressed on this site are strictly 
those of the site author/creator and in no way represent the views and 
opinions of the State of Kansas, the Kansas Board of Regents, or Wichita 
State University. 

2. Wichita State University is not responsible for links from Unofficial Web 
Sites to non-university Web Sites. 

D. Hosting of Web Sites on Wichita State University Servers for External Entities 

Web Sites for external entities such as professional associations, consortiums 
and/or academic or professional journals may be hosted on Wichita State 
University Servers only when the external entity has a relationship with Wichita 
State that supports the University's mission. Such a relationship may be 
demonstrated by one or more of the following criteria: 

1. The University is a member of the external entity. 
2. The external entity is an organization of which a member of the 

University faculty or staff is a member, and the appropriate department 
chair, director or vice president approves the hosting as being in support 
of the University's mission. 

3. The University has a contractual obligation for the hosting of a Web Site 
for the external entity. 

4. The President of the University or the President's designee determines 
that the external entity is one appropriate for the University to host that 
entity's Web Site. 

E. Approval of Unofficial Web Sites on Wichita State University Servers 
1. Web Sites related to professional activities of faculty, staff and/or 

affiliated corporations of the University may be hosted on Wichita State 
University Servers. 

2. Applications for hosting such Web Sites must be registered with and 
approved by the University's Chief Information Officer. 

3. An approved outside employment form covering the activity must be on 
file with the appropriate vice president, if applicable, as a component of 
the registration and approval process for Unofficial Web Sites. 

F. Advertising, Underwriting and Recognition on Official University Web Sites 
1. Official University Web Sites may not be used for commercial purposes, 

for personal financial gain or any other use inconsistent with this policy. 
2. Unofficial Web Sites maintained on Wichita State University Servers may 

not contain Advertising. 



 
3. A division, college, department, unit or program of the University may 

display information and provide links to sponsors that underwrite an 
activity to indicate Sponsorship. 

G. Use of Marks, Logos and the University Seal 
1. University marks, logos and the University seal may be used on Official 

University Web Sites. (See Use of the University's Name, Seal, Logos or 
Marks Policy at Section 20.11 of this manual.) 

2. University marks, logos and the University seal may not be used on 
Unofficial Web Sites without permission. (See Use of the University's 
Name, Seal, Logos or Marks Policy at Section 20.11 of this manual.) 

IV.     Enforcement 
A. The University maintains final and absolute discretion with regard to what 

appears on or in connection with Official University Web Sites or for Unofficial 
Web Sites that are maintained or accessed on Wichita State University Servers. 

B. The University does not actively monitor content of Web Sites, but it does 
reserve the right to remove a web site from Wichita State University Servers 
reasonably determined to be in violation of federal, state or local law, or in 
violation or contradiction of any rules, policies, procedures or regulations of 
Wichita State University or the Kansas Board of Regents. 

C. Users who violate this policy may be denied further access to University 
computing and information technology resources and may be subject to 
disciplinary action. 

D. The University may temporarily suspend, block or restrict access to an account 
when it reasonably appears appropriate or necessary to do so to protect the 
integrity, security or functionality of University computing and information 
technology resources or to protect the University from liability. 

E. The University may also refer suspected violations of applicable law to 
appropriate law enforcement or investigative agencies. 

F. Enforcement of this policy shall be the responsibility of the Chief Information 
Officer. 

V.     Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The Chief Information Officer shall have primary responsibility for publication, 
dissemination and implementation of this University policy. 
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19.05 / University Information Technology Resources and 
Email 
Effective: March 17, 1998 Revised: June 17, 2016 

I.     Purpose 

To state University policy with regard to the use of University information technology 
systems relative to email. 

II.     Preamble 

Technology resources provided by Wichita State University are made available to 
students, faculty, staff and others primarily as tools for enhancing and facilitating 
teaching, learning, scholarly research, communications and the operation and 
administration of the University. Uses which are not directly related to these purposes 
shall be considered secondary activities and should such secondary activities in any way 
interfere with the primary activities, access to university technology resources may be 
terminated immediately. Access to and usage of such resources is a privilege and is not a 
right; it is therefore deemed appropriate and necessary that certain guidelines for the 
usage of the email component of the University's technology resources be set forth and 
explained. 

III.     Policy 
A. Computers and other electronic media are the property of Wichita State 

University and should be used for the primary purpose of benefiting, enhancing 
and furthering the mission of the University. 

B. By using University-supplied information technology facilities and resources, 
individuals and other entities agree to abide by all applicable policies and 
procedures adopted by the University, the Kansas Board of Regents, the state of 
Kansas, and the usage guidelines of other networks linked to the University's 
networks or computer systems. 

C. By using University-supplied information technology facilities and resources, 
individuals and other entities agree to abide by and/or with current state and 
federal laws, including, but not limited to those relating to trademarks, service 
marks and copyright, defamation and discrimination. 

D. Users should understand that email transmissions are considered to be non-
confidential communications and that they should have no expectation of 
privacy regarding such communications. Email transmissions may be subject to 



 
disclosure through legal proceedings or otherwise through various laws which 
may be held to apply to such transmissions. 

E. Users should understand that authorized University personnel must have access 
to email and related information stored on University owned equipment. This 
access is required for reasons that include retrieving business-related 
information, trouble-shooting hardware and software problems, preventing 
unauthorized access and system misuse, assuring compliance with software 
distribution policies, and complying with legal and regulatory requests for 
information. The University's Chief Information Officer will be responsible for 
approving any such access. 

F. Users should understand that individual access to the University's information 
technology resources may be terminated at any time due to a violation of this 
policy. 

G. Users should understand that delivery of email cannot be assured and that 
recovery of lost email may not be possible. 

H. Users should respect the right of privacy of others and email should not be used 
to harass, intimidate or interfere with the work of the recipients of email. 

I. Users should refrain from acts that waste University resources and prevent 
others from using the University's information technology resources in accord 
with this policy. 

J. Email should not be used for private (does not include or cover consulting 
activities pursued in accord with applicable University policies) or commercial 
gain, posting of chain letters, representing oneself electronically as another user, 
or configuring hardware or software to intentionally allow access by 
unauthorized users. 

K. Users should understand that the University's information technology resources 
are intended to facilitate the work of the University and personal usage by Users 
should be limited and should not interfere with or delay University matters. 

L. All University employees will be assigned an employee email address for 
University business use based on the following format: 
firstname.lastname@wichita.edu. First and last name may be modified in the 
case of multiple employees with the same name. Retired employees will have 
their firstname.lastname@wichita.edu email account closed. Retirees may 
request a Wichita State email address in the format of 
firstname.lastname@shockers.wichita.edu. No data will be transferred from the 
email account @wichita.edu to the @shockers.wichita.edu email account. 

M. Users should understand that while the University does not routinely monitor 
individual usage of its computing resources, the normal operation and 
maintenance of the University's computing and information technology 
resources require the backup and caching of data and communications; the 
logging of activity; the monitoring of general usage patterns; and other such 
activities that are necessary for the rendition of service. The University may also 
specifically monitor the activity and accounts of individual users of University 



 
computing and information technology resources, including individual login 
sessions and the contents of individual communications, without notice to the 
user, provided, however, that any individual monitoring must be authorized in 
advance by the University's Chief Information Officer in consultation with the 
University's General Counsel. 

N. The use of email to send, upload, download, post, transmit or store fraudulent, 
harassing, sexually explicit or pornographic materials (unless reasonably related 
to a faculty member's research), child pornography (as defined by state or 
federal law), profane, libelous, threatening, intimidating or other unlawful 
messages is specifically prohibited. 

IV.     Implementation 

The Chief Information Officer shall have primary responsibility for the publication and 
implementation of this University policy. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

19.06 / Digital Millennium Copyright Act 
Effective: December 01, 2001 Revised: September 21, 2020 

I.     Initiating Authority 

The Chief Information Security Officer serves as the initiating authority. 

II.     Purpose 

The purpose of this statement is to set forth University policy with regard to institutional 
responsibilities as an online service provider and claims of copyright infringement. 

III.     Policy 
A. Wichita State University respects the rights of holders of copyrights, their agents 

and representatives and will implement appropriate policies and procedures to 
support these rights without infringing upon the legal use, by individuals, of 
those materials. Legal use can include, but is not limited to, ownership, license or 
permission, and fair use under the U.S. Copyright Act. Employees and students 
need to be aware of the rights of copyright owners. Information on copyright law 
and these rights can be found in a number of places, but general information can 
be found by going to the following sites: 

1. Section 3.36, Copyright 
2. Section 9.10, Intellectual Property Policy and Institutional Procedures 

B. Persons who are found to intentionally or repeatedly violate the copyright rights 
of others may be denied access to all University computing and networking 
facilities and resources. All instances of reported copyright violations will be 
reported to the appropriate University authority in accordance with the 
following policies for possible additional disciplinary actions: 

1. Section 4.06, Statements on the Professional Rights and Responsibilities 
of Faculty 

2. Section 8.05, Student Code of Conduct 
3. Section 19.01, Acceptable Use 
4. Section 19.05, University Information Technology Resources and Email 
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C. The Designated Agent for complaints under the DMCA is: 

Chief Information Security Officer 
1845 Fairmount 
Wichita State University 
Wichita, KS 67260-0098 
(316) 978-3456 

D. A notice of alleged copyright infringement to the Designated Agent concerning 
information residing on the University's systems or networks at the direction of 
the user must have the following: 

1. A description of the works claimed to be infringed. 
2. A description of the allegedly infringing works or location site sufficient to 

enable the Designated Agent to find them. 
3. Sufficient information to enable the Designated Agent to contact the 

complaining party. 
4. A statement that the complaining party believes in good faith that the 

use of the material is not authorized by the copyright owner, the owner's 
agent, or the Copyright Act. 

5. A signed statement that the information provided by the complaining 
party in the notice is accurate and, under penalty of perjury, that the 
complaining party is authorized to act on behalf of the copyright owner 
of one or more of the exclusive copyright rights. 

6. A physical or digital signature of the owner of an exclusive copyright right 
or the owner's authorized agent with accompanies the statement. 

E. When properly notified of the potential copyright infringement, the Designated 
Agent will make a reasonable effort to contact the site or page owner of the 
materials in question. There will be an attempt to secure the voluntary take 
down of the work, but, if not, then the University will immediately disable access 
to the work unless it is immediately determined that the work is lawful under the 
copyright law. The owner of the site or page of the alleged infringing material 
may exercise their counter notice procedure rights set forth below. The 
Designated Agent may, but need not, undertake to determine if the work 
complies with copyright law. 

F. After voluntary take down or the site is involuntarily disabled, the University 
may, but need not, proceed to counter notification on its behalf or on behalf of 
its employees and students, or the owner of the site may provide counter 
notification to the Designated Agent. Counter notices can claim only that either 
the copyright owner is mistaken and that the work is lawfully posted or that the 
work has been misidentified. A site owner may assert that use of another's work 
is fair use, which falls under the provision that the copyright owner is mistaken in 
characterizing the work as infringing. Various University officials may be 
consulted in arriving at a fair use determination. 



 
G. Counter notices to the Designated Agent must contain the following: 

1. A physical or digital signature of the site or page owner. 
2. A description of the materials removed and its location before it was 

removed. 
3. A statement that the owner believes in good faith that the material was 

removed by mistake because the work is not infringing or that it was 
misidentified. 

4. Sufficient information to enable the Designated Agent to contact the 
owner who is filing the counter notice, e.g., name, address, phone 
number, email address, and his or her consent to jurisdiction of the 
federal district court with proper jurisdiction for any court actions arising 
from the infringement. 

5. A statement that the owner will accept service of process from the 
complaining party. 

H. Access to the materials in question will be restored within ten to fourteen business days 
after the date the Designated Agent receives the counter notice unless the Designated 
Agent first receives a notice from the complaining party that he or she has filed an 
action seeking a court order to restrain the page owner. 

I. The Designated Agent will promptly send a copy of any substantially conforming counter 
notice to the complaining party indicating that the site will be restored within ten to 
fourteen business days unless the Designated Agent receives a notice of court action. 

 

IV.     Possible Penalties For Violating WSU Copyright Policies Or      
Copyright Law 

Wichita State University prohibits the unauthorized distribution of copyrighted 
materials, including the use of peer-to-peer (P2P) networks. Members of the University 
community who use these networks to share copyrighted media files are subject to 
appropriate disciplinary action or sanction ranging from loss of access to the relevant 
University services or property (including computing privileges) to dismissal or removal 
from the University as determined by applicable employment or student disciplinary 
policies. In addition, unauthorized distribution of copyrighted material, including peer-
to-peer file sharing, may subject a student or employee to serious civil and criminal 
liabilities (e.g., 17 U.S.C. 504, et seq.). Some of these liabilities include, but are not 
limited to the following: 

A. Civil penalties of actual damages suffered by the copyright owner from the 
infringement; or 

B. Civil penalties of statutory damages of up to $30,000. 
C. Civil penalties for willful infringement of up to $150,000, and 



 
D. Criminal penalties for willful criminal infringement from 1 to 5 years of 

imprisonment and fines of up to $250,000 per offense. 
V.     Applicable Laws And Additional Resources 

A. 17 U.S.C. 101 et seq./U.S. Copyright Act 
B. WSU Policy 3.35/Copyright 
C. WSU Policy 9.10/Intellectual Property 
D. WSU Policy 4.06/Statements on the Professional Rights and Responsibilities of 

Faculty 
E. WSU Policy 8.05/Student Code of Conduct 
F. WSU Policy 19.01/Acceptable Use 
G. WSU Policy 19.05/University Information Technology Resources and Email 

VI.     Implementation 
A. This policy shall be included in the WSU Policies and Procedures Manual and 

shared with appropriate constituencies of the University. 
B. The General Counsel shall have primary responsibility for publication, 

dissemination and implementation of this University policy. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.wichita.edu/about/policy/ch_03/ch3_35.php
https://www.wichita.edu/about/policy/ch_09/ch9_10.php
https://www.wichita.edu/about/policy/ch_04/ch4_06.php
https://www.wichita.edu/about/policy/ch_04/ch4_06.php
https://www.wichita.edu/about/policy/ch_08/ch8_05.php
https://www.wichita.edu/about/policy/ch_19/ch19_01.php
https://www.wichita.edu/about/policy/ch_19/ch19_05.php


 
 

19.07 / Cell Phone Usage 
Effective: June 06, 2003 Revised: May 07, 2004 

I.     Purpose 

The purpose of this statement is to set forth University policy with regard to the use of 
cellular phones. 

II.     Preamble 

As a state educational institution of Kansas, Wichita State University must be concerned 
about the appropriate usage of state resources and about the safety of its employees 
and others who perform services for the University. With the increasing prevalence of 
cellular phone usage, this policy statement is intended to provide information and 
guidance about University expectations regarding such usage. 

III.     Policy 
A. Usage of a state-provided cellular phone is a privilege and is provided to improve 

University operations and service and to enhance operating efficiencies. It is 
intended that a state-provided cellular phone be used for business purposes 
only. 

B. Use of a state-provided cellular phone should not be a primary mode of 
communication, but should be used only when such usage is the most cost-
effective way to conduct state business. The telephone card provided by the 
University is the preferred method for long distance communications. 

C. Justification for a state-provided cellular phone is left to the determination of 
department heads or budget officers with the understanding that regular audits 
by the state of Kansas are to be expected. No University employee may approve 
his/her own service plan for a state-provided cellular phone. 

D. More than minimal personal usage of a state-provided cellular phone without 
advance written authorization from the appropriate Vice President or the 
President is not allowed. Employees must confirm review of the monthly 
statement by signing the final page of the statement/invoice and will reimburse 
the University for all additional charges resulting from personal calls. 

E. Misuse of a state-provided cellular phone will result in revocation of its use and 
forfeiture of the cellular phone. 

F. Excessive use of a personal cellular phone for personal business during work 
hours is considered outside an employee’s scope of employment. 



 
G. Employees are not expected to use a personal cellular phone for official 

University business. Employees will not be reimbursed for the cost of using a 
personal cellular phone for official University business without the advance 
written authorization of the appropriate Vice President or the President. 

H. Anyone operating a state-owned vehicle should not use a cellular phone while 
operating such vehicle. 

I. Anyone using potentially hazardous equipment while working for the University 
should not use a cellular phone while operating such equipment. 

J. Violation of this policy will be grounds for disciplinary action, up to and including 
termination. Such disciplinary action will be taken in accord with applicable 
University policies. 

IV.     Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The General Counsel shall have primary responsibility for publication, dissemination and 
implementation of this University policy. 

 
 

 

 

 

 

 

 

 

 

 

 

 



 
 

19.10 / Retirement of Computing and Information Technology 
Resources 
Effective: March 15, 2005 Revised: September 21, 2020  

I.     Initiating Authority 

The Chief Information Security Officer serves as the initiating authority. 

II.     Purpose 

The purpose of this statement is to set forth University policy with regard to required 
practices for retirement of University computing and information technology resources. 

III.     Preamble 

It is an unacceptable practice for personal data and information to remain on University 
computing and information technology resources upon the cessation of use of those 
resources by a University department, office or group. Additionally, it may be a violation 
of a software license to permit software to remain on such resources upon their 
retirement. 

IV.     Policy 
A. No University computing and information technology resources may be 

forwarded to the University Physical Plant Warehouse for salvage, sale or 
redistribution until and unless Information Technology Services or departmental 
technical personnel has determined that all data, information and/or software 
has been permanently deleted from said resources (in accordance with 
Department of Defense standards relating to deletion of information from 
computing and information technology resources). 

B. All University computing and information technology resources forwarded to the 
University Physical Plant Warehouse for salvage, sale or redistribution shall be 
accompanied by a written statement that all data, information and/or software 
has been permanently deleted. 

C. Data destruction will follow NIST 800-88 guidelines for media sanitization. The 
Chief Information Security Officer will be notified if NIST 800-88 guidelines 
cannot be utilized for media sanitization. 

 



 
V.     Implementation 

A. This policy shall be included in the WSU Policies and Procedures Manual and 
shared with appropriate constituencies of the University. 

B. The Chief Information Officer shall have primary responsibility for publication, 
dissemination and implementation of this University policy. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

19.12 / Anti-Piracy 
Effective: January 01, 2009 

I.     Purpose 

The purpose of this statement is to set forth University policy with regard to the 
unauthorized downloading and distribution of copyrighted material over the University's 
computing and information technology resources. 

II.     Preamble 

The Higher Education Opportunity Act of 2008 requires that certain universities comply 
with specific anti-piracy provisions directed at the unauthorized downloading and 
distribution of copyrighted material over college and university computer networks. 

III.     Policy 

The University shall, at least annually, inform students that the unauthorized 
distribution of copyrighted material, including peer-to-peer file sharing, may subject 
them to criminal or civil liability and to discipline under the University's Student Code of 
Conduct. The annual advisory shall include, as a minimum, the following information: 

A. A summary of the penalties for violation of federal copyright laws. 
B. A review and description of University policies regarding unauthorized peer-to-

peer file sharing utilizing the University's computing and information technology 
resources. 

C. A review of the deterrents put in place by the University to combat the 
unauthorized distribution of copyrighted material. 

D. A review of alternatives to illegal downloading that are offered by the University. 
IV.     Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The Chief Information Officer shall have primary responsibility for publication, 
dissemination and implementation of this University policy. 

https://www.wichita.edu/about/policy/ch_08/ch8_05.php
https://www.wichita.edu/about/policy/ch_08/ch8_05.php


 
 

19.13 / Utilization of University Network  
Effective: May 01, 2009 

I.     Purpose 

The purpose of this statement is to set forth University policy with regard to utilization 
of the University's network infrastructure. 

II.     Preamble 

Because of security, utilization and operational requirements, it is necessary and 
appropriate that the University, acting through Information Technology Services (ITS), 
control usage of University computing and information technology resources with 
regard to what hardware/software is used; what data is transported; and what devices 
are connected to the University network infrastructure. 

III.     Policy 
A. ITS shall supply and manage all wired and wireless computer networking 

equipment connected to the University network infrastructure. The connection 
of non-ITS-managed networking equipment, including, but not limited to, 
equipment to share a network connection with more than one device, is 
specifically prohibited. 

B. ITS shall control and manage use of the University's network infrastructure 
addresses and names. 

C. ITS shall support only current hardware/software platforms and the connection 
of older-version workstations to the University network infrastructure is 
prohibited. 

D. Servers not registered and approved by ITS shall not be connected to the 
University network infrastructure. 

E. The use of a virtual private network (VPN) connection is required to connect to 
campus PC's from off-campus. 

F. The Chief Information Officer shall develop and enforce specific guidelines 
regarding the nature of data that can be moved to local devices and/or mobile 
devices. 

  

 



 
IV.Implementation 

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The Chief Information Officer shall have primary responsibility for publication, 
dissemination and implementation of this University policy.  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

19.15 / Software Copying  
Effective: July 01, 1997 

I.     Policy 

Wichita State University endorses the Software Copying Policy developed by Educause, 
a nonprofit consortium of over 450 colleges and universities as follows: 

"Respect for intellectual labor and creativity is vital to academic discourse and 
enterprise. This principle applies to work of all authors and publishers in all media. It 
encompasses respect for the right to acknowledgment, right to privacy, and right to 
determine the form, manner, and terms of publication and distribution. 

Because electronic information is volatile and easily reproduced, respect for the work 
and personal expression of others is especially critical in computer environments. 
Violations of authorial integrity, including plagiarism, invasion of privacy, unauthorized 
access, and trade secret and copyright violations, may be grounds for sanctions against 
members of the academic community." 

II.     Background 

Some related background as provided by Educause relative to software copying are: 

• Unauthorized copying of software is illegal. Copyright law protects software 
authors and publishers, just as patent law protects inventors. Persons possessing 
illegal copies of software may be subject to legal action by the publisher. 

• Unauthorized copying of software by individuals can harm the entire academic 
community. If unauthorized copying proliferates on campus, the institution may 
incur a legal liability. 

• Unauthorized copying of software can deprive developers of a fair return for 
their work, increase prices, reduce the level of future support and enhancement, 
and inhibit the development of new software products. 

 
 

 



 
 

19.16 / Text Messaging While Driving  
Effective: August 13, 2019 

I.     Purpose 

The purpose of this statement is to set forth University policy regarding text messaging 
while driving. 

II.     Preamble 

Due to the safety risks associated with texting while driving, Kansas law prohibits text 
messaging while operating a motor vehicle. Because many University employees are 
required to operate a motor vehicle in the course of their employment, this policy 
statement is intended to provide information and guidance about the University’s 
expectation about text messaging while driving. 

III.      Policy Statement 

A. Text Messaging Prohibited 

Employees shall not engage in “text messaging” on a personal or state-provided 
cellular phone when: 

1. driving a state owned, leased, or rented vehicle; 
2. performing University work or on University business while driving a privately-

owned vehicle, or 
3. using any equipment supplied by the state or federal government while driving. 

B. Text Messaging Defined 

For purposes of this policy, “text messaging” means reading from or entering 
data into any handheld or other electronic device, including for the purpose of 
short message service texting, e-mailing, instant messaging, obtaining 
navigational information, or engaging in any other form of electronic data 
retrieval or electronic data communication. The term does not include glancing 
at or listening to a navigational device that is secured in a commercially designed 
holder affixed to the vehicle, provided that the destination and route are 
programmed into the device either before driving or while stopped in a location 
off the roadway where it is safe and legal to park. 

 



C. Exceptions

This policy shall not apply to:

1. The use of a device which is voice-operated and which allows the user to send
or receive a text message without the use of either hand, except to activate or
deactivate a feature or function; or

2. A law officer or emergency service personnel acting within the course and scope
of the law enforcement officer’s or emergency service personnel’s employment.

D. Consequences of Violation. Violation of this policy will be grounds for disciplinary action,
up to and including termination. Such disciplinary action will be taken in accord with
applicable University policies.

IV. Implementation

This policy shall be included in the WSU Policies and Procedures Manual and shared
with appropriate constituencies of the University.

The General Counsel shall have primary responsibility for publication, dissemination and
implementation of this University policy.

V. Applicable Laws

• FAR 52.223-18
• KSA 8-15,111; 8-296 & 8-2,101
• Wichita Ord. No. 48-806, § 1
• VI. Policy Owners
• Federal Contracts Compliance, Research Compliance



Chapter 20 - Miscellaneous Policies 

• 20.01 / Kansas Open Records Act
Effective: July 1, 1997 | Revised: May 8, 2018

• 20.02 / Crisis Management Planning and Preparedness
Effective: December 1, 1999 | Revised: February 6, 2009

• 20.03 / Closing the University in the Event of Severe Weather or Other Emergency
Situations
Effective: February 23, 2018

• 20.04 / Tornado Warnings
Effective: July 1, 1997

• 20.08 / Workforce, Professional & Community Education
Effective: March 25, 2016

• 20.10 / Fundraising Efforts Involving Naming Opportunities (Other Than Buildings or
Facilities)
Effective: May 1, 2001

• 20.11 / Use of the University's Name, Seal, Logos or Marks
Effective: November 1, 2001 | Revised: February 1, 2010

• 20.12 / Usage of Multi-Passenger Vans
Effective: June 19, 2001 | Revised: November 1, 2006

• 20.13 / Internal Mail Distribution System
Effective: March 17, 1998 | Revised: April 1, 2019

• 20.14 / Use and Operation of U.S. Postal Substation
Effective: May 15, 1998 | Revised: April 1, 2019

• 20.15 / Usage of University Mailing Permits
Effective: October 9, 2001

• 20.16 / Food and Beverage Policies
Effective: August 8, 2017 | Revised: November 12, 2018

• 20.17 / Protected Health Information
Effective: April 14, 2003 | Revised: July 1, 2018

• 20.18 / Privacy of Financial Information
Effective: May 23, 2003

• 20.19 / Driving State Vehicles
Effective: February 15, 2006

• 20.20 / External Grievance Procedure
Effective: December 1, 2006

https://www.wichita.edu/about/policy/ch_20/ch20_01.php
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https://www.wichita.edu/about/policy/ch_20/ch20_13.php
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https://www.wichita.edu/about/policy/ch_20/ch20_15.php
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https://www.wichita.edu/about/policy/ch_20/ch20_18.php
https://www.wichita.edu/about/policy/ch_20/ch20_19.php
https://www.wichita.edu/about/policy/ch_20/ch20_20.php


• 20.21 / Emergency Response and Evacuation
Effective: July 16, 2018

• 20.22 / Sustainability
Effective: October 1, 2009

• 20.23 / Retention of University Records
Effective: April 15, 2010

• 20.24 / Designating University Title IX Coordinators and Associate Coordinators
Effective: September 15, 2011 | Revised: July 24, 2019

• 20.25 / Human Trafficking of Persons Prohibited
Effective: November 27, 2018

https://www.wichita.edu/about/policy/ch_20/ch20_21.php
https://www.wichita.edu/about/policy/ch_20/ch20_22.php
https://www.wichita.edu/about/policy/ch_20/ch20_23.php
https://www.wichita.edu/about/policy/ch_20/ch20_24.php
https://www.wichita.edu/about/policy/ch_20/ch20_25.php


20.01 / Kansas Open Records Act 
Effective: July 01, 1997 Revised: May 08, 2018 

I. The Kansas Open Records Act

The Kansas Open Records Act, K.S.A. 45-215 et seq. (the "Act") grants the public the 
right to inspect and obtain copies of public records created or maintained by public 
agencies in Kansas. The Act declares that “public records shall be open for inspection by 
any person” unless otherwise indicated by the Act. Wichita State University is 
considered a public agency for purposes of the Act and complies with all provisions 
thereof. 

II. Public Records Maintained by Wichita State University

Public records are any recorded information, regardless of form, characteristics or 
location, which are made, maintained or kept by or are in the possession of a public 
agency or any of its officers or employees pursuant to their official duties and related to 
the public agency. Public records maintained by the University may include, but are not 
limited to: 

• Policies
• Minutes/records of open meetings
• Salaries of public officials
• Agency budget documents

III. Requesting a Record

Requests to the University for access to or copies of public records under the Act must 
be made in writing and must include the following contact information: 

• Name
• Organization (if requesting on its behalf)
• Mailing address
• Email address
• Daytime phone number
• A specific description of the records requested (all requests should be as specific

as possible to expedite the process)

Requests should be made at openrecords.wichita.edu. 

https://openrecords.wichita.edu/


 
IV.     Delayed and Declined Requests 

All effort is made to fully respond to a records request as soon as it is received. A full 
response may be delayed if: 

• Clarification or refined scope is required; 
• Legal issues must be resolved before requested records can be produced; 
• The records are archived or stored off-site; or 
• The scope or large volume of requested records requires more time to assess 

record existence, availability, and any fees incurred to produce. 

If further delay is required, the University will provide its explanation and the earliest 
date by which it expects a response. 

A request may be declined in whole or in part if: 

• The requested records do not exist; 
• The requested records are exempt from disclosure by law (see K.S.A. 45-221(a)); 

or 
• The request is insufficiently clear in scope. 

Permission to access public records may also be declined if the request "places an 
unreasonable burden in producing public records or the custodian has reason to believe 
that repeated requests are intended to disrupt other essential functions of the public 
agency." See K.S.A. 45-218(e). 

V.     Fees and Costs 

Commensurate with the actual costs of University employee time and resources, fees 
shall be charged for the retrieval, review (e.g. processing, examining and redacting), and 
productions of public records. Payment of total estimated fees is required in advance of 
records production. 

In accordance with K.S.A. 45-219, the University has established the following fee 
schedule: 

• Staff rate for retrieval and/or review: based upon employee's annual 
salary/hourly pay rate 

• Outsourcing retrieval and/or review: actual cost incurred by University 
• Specialized computer retrieval: $75/hour 
• Digital transmission or mailing fee: $1.50 
• Copying: 10 cents per page 



If the actual cost in time and resources exceeds the fee estimate, the requester will be 
billed for the balance of fees incurred, with full payment required before records 
production. If the actual cost incurred is less than the fee estimate, the requester will be 
refunded any difference over $5.00. Payment must be made at the Office of Financial 
Operations in Jardine Hall, 2nd floor. 

VI. Freedom of Information Officer

For questions regarding the Act or the University's policies under it, or to obtain 
assistance in resolving disputes related to the Act, contact the Freedom of Information 
Officer: 

Freedom of Information Officer 
102 Morrison Hall, Campus Box 62 
Wichita State University 
Wichita, Kansas 67260-0062 
(316) 978-3409 
Email: foi@wichita.edu

VII. Non-Compliance

All employees are required to follow this policy and all published associated procedures. 
Failure to do so may result in discipline, up to and including termination. Any questions 
regarding this policy or requests made pursuant to this policy shall be directed to the 
Office of General Counsel. 

mailto:foi@wichita.edu


 
 

20.02 / Crisis Management Planning and Preparedness  
Effective: December 01, 1999 Revised: February 06, 2009 

I.     Purpose 

Establish crisis management plan for the University. 

II.     Preamble 

In order to have a prudent and responsible plan of response to emergency or crisis 
situations involving death, serious injury, destruction of University physical plant or that 
threaten continued operation of the University, the following crisis management plan is 
hereby adopted and put in place. 

III.     Policy 
A. Executive Policy and Decision Team 

1. The University shall have an Executive Policy and Decision Team made up 
of the President, the Provost, the Vice President for Finance and 
Administration, the Vice President for Student Affairs and the General 
Counsel. The General Counsel shall serve as primary coordinator of Team 
activities with each member being responsible, during a declared crisis 
situation, for arranging communication with, and facilitating operations 
by, their particular division. The Executive Policy and Decision Team shall, 
to the extent reasonably possible, establish and maintain 
communications with the President during any period when the 
President is away from campus or Wichita. 

2. Only the President or an officially designated member of the Executive 
Policy and Decision Team (after first conferring with the President, if 
possible) shall have authority to declare a University crisis situation. 

3. Crisis situations would include, but not necessarily be limited to, the 
following: physical destruction of one or more campus buildings or 
facilities, including data processing capabilities [weather or natural 
disaster, bomb, fire, chemical explosion]; any situation on campus where 
individuals are injured or killed [weather or natural disaster, laboratory 
explosion, fire, construction accident]; actual or threatened criminal 
violence on campus [workplace violence, hostage situation]; a death in a 
University building or residence hall [suicide, accident, criminal violence, 
weather or natural disaster]; or an accident or incident involving a 



 
University group or activity which results in death or serious injury 
[transportation of students or athletic team]. 

4. The Executive Policy and Decision Team shall approve overall priorities 
and strategies; approve public information reports and instructions; and 
act as liaison with governmental and external organizations. 

B. Pre-Event Activities 
1. The Executive Policy and Decision Team will coordinate and work with 

existing University groups and committees as appropriate and required to 
put the University in the best possible situation to be prepared and 
address foreseeable crisis situations. The Team will designate specific 
committees to assist with assigned tasks and assignments, including, but 
not limited to, a "Critical Incident Planning Group," a "Business Continuity 
Committee," a "Behavior Intervention Team," a "Communications Team" 
and a "Health Risk Assessment Committee." 

2. The Executive Policy and Decision Team shall work to achieve 
compatibility with the doctrines and methods expressed in the National 
Incident Management System (NIMS), the Incident Command System 
(ICS), the National Response Plan (NRP), Homeland Security Directives, 
and Kansas Executive Order 05-03. 

3. The Executive Policy and Decision Team shall work to establish open 
channels of communication between the University and local fire, police, 
emergency and counseling services, including collaboration with local 
crisis responders on anticipated actions in event of a crisis at the 
University or in the community of Wichita. 

4. The Critical Incident Planning Group will initiate training programs and 
requirements for all University employees and make regular reports to 
the Executive Policy and Decision Team. 

5. The Critical Incident Planning Group will initiate testing of all existing 
crisis notification/communication systems on a regular basis and make 
regular reports to the Executive Policy and Decision Team. 

6. The Critical Incident Planning Group will initiate situation-specific drills 
and/or "table-top" exercises to: 

a. Evaluate lock-down capabilities. 
b. Provide "active shooter" training for the University Police 

Department. 
c. Evaluate the University's ability to plan for interference with 

University operations. 
7. The Executive Policy and Decision Team will develop and maintain 

procedures and an "action plan" to carry out and implement its duties 
under this policy. 

8. The Executive Policy and Decision Team will meet at least two (2) times 
during each twelve (12) month period to review its readiness to respond 



 
to any particular crisis situation and to update, as required, its developed 
procedures and "action plan." 

9. Members of the Executive Policy and Decision Team will keep current 
telephone numbers on file with the President's Office, the University 
Police Department and the University Communications Office. 

10. The Behavior Intervention Team shall establish and implement campus 
threat assessment procedures and resources. 

C. Responding to a Crisis Situation 
1. Upon the declaration of a University crisis situation, members of the 

Executive Policy and Decision Team shall meet immediately, said meeting 
to be on campus if possible, in one of the several previously identified 
locations (said location to be dependent upon the particular nature of the 
declared crisis). The members of the Team shall be guided by the 
following principles: 

a. Preserve and protect life above all. 
b. Provide open communication with the University community and 

the community-at-large, including utilization of a calling 
tree/chain of contact. 

c. Identify an on-site incident commander as quickly as possible. 
d. Seek liaison with the University Police Department and other 

specific departments as appropriate and required under the 
circumstances of the particular situation. 

2. The Executive Policy and Decision Team should be prepared to report to 
the President within four (4) hours of its first meeting to review actions 
and/or steps being implemented in any particular crisis situation. The 
Team is authorized to move forward and/or make decisions without 
specific approval of the President. 

3. The Executive Policy and Decision Team shall, as soon as reasonably 
feasible, initiate communications with and to all appropriate 
constituencies utilizing some or all of the following technologies: text 
messaging, email blasts, digital communications, webpage(s), existing 
weather sirens, telefacsimile transmissions, telephone, walkie-talkie, etc. 
The Team should, at all times, strive to authorize and/or provide: 

a. Timely and accurate updates. 
b. An identified and accessible liaison to the media. 
c. A centralized location for updates and press conferences. It is 

recognized that those interested in the University will want to 
hear from the President, as and if reasonably possible. 

4. The Executive Policy and Decision Team shall initiate counseling/support 
to the University community, including crisis victims and the families of 
any victims. Such counseling should be made available on campus, if 
appropriate, with trained and licensed providers. The Team shall also 



seek to make University staff available while counseling support is 
pending. 

5. The Executive Policy and Decision Team will remain active and
operational until the crisis situation is declared to be ended by the
President of the University, or the President's designee.

D. Post-Crisis Activities
1. The Executive Policy and Decision Team shall conduct debriefing activities

to evaluate the handling of any crisis and the effectiveness of the
response thereto.

2. The Executive Policy and Decision Team shall update, revise and amend
this policy statement and accompanying procedures to respond to needs
identified by the University's response to and handling of any particular
crisis.

3. The Executive Policy and Decision Team shall develop a plan to provide a
family resource and victim support center in the aftermath of a crisis
situation.

E. Implementation

This policy shall be included in the WSU Policies and Procedures Manual and shall
be shared with all appropriate constituencies of the University.

The General Counsel shall have primary responsibility for publication and
distribution of this University policy.

(See also Emergency Response and Evacuation at Section 20.21 of this manual.) 

https://www.wichita.edu/about/policy/ch_20/ch20_21.php


 
 

20.03 / Closing the University in the Event of Severe Weather 
or Other Emergency Situations   
Effective: February 23, 2018 

Policy 

A. All decisions to close or suspend operations shall be made by the President, or the 
President's designee. 

B. In most circumstances, that decision should be made in consultation with the chief 
business officer, chief academic officer and chief student affairs officer, or their 
designees. After a decision is made, it should be shared with the President's Executive 
Team and with leaders most responsible for implementing the decision, such as those in 
the Physical Plant and University Police Department. 

C. Once a decision is made, Strategic Communications should widely communicate the 
decision and other relevant information to students, employees, organizers of on-
campus events, media and public. 

D. The Director of Intercollegiate Athletics, or the Director's designee, in consultation with 
the President, or the President's designee, shall determine if scheduled athletic 
competitions should be held, postponed or canceled. 

  

  



 
 

20.04 / Tornado Warnings  
Effective: July 01, 1997 

I.     Purpose 

To provide policy guidance regarding university activities during tornado warnings. 

II.     Policy 

It is the policy of Wichita State University that all classes (including examination, 
lectures, and laboratories in progress) and activities on campus will be officially 
suspended when the City of Wichita is included in an officially declared tornado 
warning. Faculty, staff, students and visitors shall be instructed to seek appropriate 
shelter for the duration of the warning. 

III.     Definitions 

An officially declared tornado warning is defined as notification that the City of Wichita 
(or all of Sedgwick County) is included in the warning area as confirmed by the National 
Weather service via a weather alert radio, AM/FM radio, an Emergency Building 
Coordinator, or the University Police Department. 

An Emergency Building Coordinator is one or more persons per building on campus 
designated as such by a budget officer or budget review officer. The coordinator has the 
authority to instruct persons in the building to take shelter and direct them to the 
appropriate location. 

IV.     Procedures 

The first indication of a tornado warning is frequently made by radio or civil 
preparedness sirens. Persons who are not able to confirm whether the Wichita area is 
included in the tornado warning by one of the means outlined above should proceed 
immediately to shelter upon hearing the sirens. The University would rather have 
faculty, staff and students disrupt current activities than take any chances. 

Emergency Building Coordinators will post signs on building entrance doors to notify 
persons arriving on campus to take shelter. University Relations will issue public 
statements indicating classes and events have been suspended during periods of time 
the City of Wichita is included in the tornado warning area. 



20.08 / Workforce, Professional & Community Education 
Effective: March 25, 2016 

I. Purpose

To ensure the most cost-effective use of University resources and staff time, and to 
ensure University activities appropriately and consistently reflect the University's 
mission. 

II. Policy

Programs being done in the name of the University, at which external audiences (non-
degree seeking) are expected, and either 1) a program registration fee is charged or 
underwritten (e.g. grants, sponsorships, research funds), or 2) continuing education 
units (CEUs, contact hours, or other profession-specific credits) or academic credits are 
offered, must be coordinated through the Office for Workforce, Professional & 
Community Education (WPCE), and that office will be partially funded through 
coordination fees charged to program sponsors. 

III. Implementation
A. Campus units submit a planning and approval form to WPCE as soon as a 

decision is made to offer a program (conferences, courses, workshops, institutes, 
symposiums, seminars, etc.) using the University's name (click here for web page 
with planning and approval form and instructions).

B. Upon receipt of the planning and approval form, the Assistant Director of WPCE 
will review the form to determine if the activity falls within the scope of WPCE or 
if an exemption should be issued.

C. When a program falls within the scope of WPCE, WPCE will meet with the 
requesting unit to determine the following: budget, marketing plan and 
publicity, timeline, and WPCE fee based on the total number of staff hours 
required to produce the event.

IV. Exemptions

In the event a campus unit does not agree with the determination of the Assistant 
Director of WPCE, the unit may submit its exemption request to the Director of WPCE 
who will review the request with the Associate Vice President for Academic Affairs. 
Alternatively, the divisional vice president may grant an exemption. 

https://www.wichita.edu/academics/wpce/planningapproval.php


20.10 / Fundraising Efforts Involving Naming Opportunities 
(Other Than Buildings or Facilities) 
Effective: May 01, 2001 

I. Purpose

The purpose of this statement is to set forth University policy with regard to initiation of 
fundraising efforts that propose a naming opportunity other than the naming of a 
University building or facility. (See Section 11.06, WSU Policies and Procedures Manual, 
relative to the naming of University buildings and facilities and the Kansas Board of 
Regents Policy Manual relative to the naming of academic units.) 

II. Preamble

Fundraising efforts or initiatives often include or are based upon a naming opportunity, 
i.e., "John Jones Lecture Series," or the "Jane Doe Endowed Lectureship." In an attempt
to avoid embarrassment and/or to prevent fund-raising campaigns that cannot
accomplish the intended goals of honoring an individual or individuals, it is necessary
and appropriate that such campaigns be reviewed and approved prior to their initiation.

III. Policy
A. No University fundraising campaign which proposes a naming opportunity other

than the naming of a University building or facility, whether facilitated through
the University or the WSU Foundation, shall be initiated without advance review
and approval by the President of the University.

B. Any proposal involving a naming opportunity other than the naming of a
University building or facility shall be submitted, after review and approval by
the appropriate University Vice President, to the President of the University prior
to the initiation of any fundraising effort and before any communication is made
with the proposed honoree or honorees. The proposal must be in writing and
provide an explanation or justification for the naming opportunity and
information about the viability of the fundraising campaign.

IV. Implementation

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

(Note: The reader should also refer to the Naming of University Facilities Policy at Section 11.06 
of this manual.) 

https://www.wichita.edu/about/policy/ch11/ch11_06.php
https://www.wichita.edu/about/policy/ch11/ch11_06.php


20.11 / Use of the University’s Name, Seal, Logos or Marks 
Effective: November 01, 2001 Revised: February 01, 2010 

I. Purpose

The purpose of this statement is to set forth University policy with regard to the usage 
of the University's name, seal, logos or marks. 

II. Preamble

The University receives numerous requests from outside the University community 
relative to proposed usage of the University's name, the University seal and University 
logos and/or marks. The University considers its name, seal, logos and marks, whether 
registered or not, to be University property and subject to University control relative to 
usage. This policy is designed to provide guidance to University officials and to those 
interested in usage as to how usage will be controlled. See also the WSU Visual Identity 
Standards Manual (https://www.wichita.edu/visualstandards) for specific instructions 
and guidelines for consistent and appropriate use of the University's name, the 
University seal and University logo and/or marks as they relate to all forms of University 
communications. 

III. Policy
A. Faculty, staff and students are encouraged to use the name of the University and

to use University stationery for official correspondence.
B. Faculty, staff and students should not use the name of the University in any

announcement, advertisement, publication, or report involving personal or
unofficial activities, if such usage could be construed as implying University
endorsement of any product, project or service.

C. Requests from outside the University for use of the University seal should be
directed to the General Counsel.

D. Requests from outside the University for commercial use or exploitation of the
University name or University logos or marks should be directed to the Athletic
Director or the Athletic Director's designee.

E. Requests for use of the University name to indicate an existing or previous
business relationship should be directed to the General Counsel. Such requests
may be granted, subject to the following parameters:

1. Any usage shall be subject to written authorization and permission from
the University.

https://www.wichita.edu/visualstandards


2. The University will be given an opportunity to review and approve the
intended usage.

3. The period of usage will be well-defined and limited; continued usage will
be subject to further University review and approval.

4. The University's name, logos or marks may not be displayed more
prominently or any larger than other corporate marks or logos.

5. Any display of the University's name, logos or marks shall be
accompanied by the following text:
"The University's name, logo or mark are used with the permission of
Wichita State University. Usage reflects a prior or current business
relationship and does not constitute an endorsement or
recommendation."

F. Subject to the above limited circumstances, use of the University's name, seal,
logos and/or marks is specifically prohibited; provided, however, that the
University does not intend or understand this policy to prohibit usage of the
University's name in connection with news items or stories, in connection with
events or activities where the University is a recognized sponsor, or pursuant to
a specific contractual agreement.

IV. Implementation

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The General Counsel shall have primary responsibility for publication, dissemination and 
implementation of this University policy. 

(Regarding Use of University Name, see also Commitment of Time, Conflict of Interest, 
Consulting, and Other Employment at Section 3.04 of this manual.) 

https://www.wichita.edu/about/policy/ch_03/ch3_04.php
https://www.wichita.edu/about/policy/ch_03/ch3_04.php


20.12 / Usage of Multi-Passenger Vans 
Effective: June 19, 2001 Revised: November 01, 2006 

I. Purpose

The purpose of this statement is to set forth University policy with regard to the usage 
of multi-passenger vans for transportation of University employees and/or students off 
of and away from the campus of the University. 

II. Preamble

It is recognized that a multi-passenger van (hereinafter "Van" or "Vans") will often be 
the most effective means of transportation for certain activities and events involving 
University employees and/or students. This policy statement is intended to implement 
uniform standards of usage in an effort to maximize the safety of those utilizing the Van. 

III. Policy
A. All Van usage must be in compliance with applicable municipal, state and federal

requirements and applicable University policies.
B. Van drivers must be full-time employees of the University, have an appointment

as a graduate assistant, or be employed as a Coach of a University sports club
operating under the auspices of the Heskett Center.

C. Van drivers must complete training/safety class[es] provided through the
University Police Department prior to the operation of a Van.

D. No driver should operate a Van more than ten hours in any twenty-four period.
The Van driver must take a mandatory thirty minute rest break every four hours.

E. The Van driver will be personally responsible for any and all traffic or parking
citations, tickets or fines received while operating a Van.

F. All occupants of the Van must use a seat belt at all times of operation.
G. No Van will be used to transport or carry more than its listed capacity (including

the driver) at any one time.
H. A Van may only be used when the final destination is within seven hundred miles

of Wichita.
I. No Van may be used to tow a trailer.
J. No luggage may be stored on top of a Van.
K. This policy is applicable to the usage of all Vans, whether owned, rented or

leased by the University.



IV. Implementation

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The Vice President for Finance and Administration shall have primary responsibility for 
publication, dissemination and implementation of this University policy. 



20.13 / Internal Mail Distribution System 
Effective: March 17, 1998 Revised: April 01, 2019 

I. Purpose

To state University policy with regard to the use of the University's internal mail 
distribution system for the delivery and distribution, without postage, of written 
communications pertaining to University operations. 

II. Preamble

The University maintains an internal mail distribution system to assist and facilitate the 
operation and functioning of the University. The internal mail distribution system is 
intended for University business only. 

III. Policy
A. The University maintains an internal mail distribution system for University

business only.
B. The use of this internal mail distribution system for purposes other than

University business, including, but not limited to solicitation, political or personal
business purposes is expressly prohibited.

C. Mail boxes in the various departments and buildings are considered to be under
the jurisdiction and the responsibility of the unit in which they are located.
Materials may be placed directly by individuals in these departmental or unit
mail boxes if permission has been obtained from the appropriate person with
responsibility for that particular unit.

D. All internal and external mail and deliveries shall be addressed using the address
format shown below, representing the university street address and unique ZIP
Code. This format and the University’s address shown below should be used on
all official correspondence, including departments located on the Innovation
Campus.

Faculty/Staff
Office Name (optional)
Wichita State University
1845 Fairmount, Campus Box Number __
Wichita KS 67260-0___



E. The University’s named streets and issued addresses for buildings are for
emergency service purposes only, not for mail delivery.

IV. Implementation

The Vice President for Finance and Administration shall have primary responsibility for 
the publication and distribution of this University policy. 



20.14 / Use and Operation of U.S. Postal Substation 
Effective: May 15, 1998 Revised: April 01, 2019 

I. Purpose

To state University policy with regard to the use and operation of the U.S. Post Office 
substation located in Morrison Hall. 

II. Preamble

The University maintains an official U.S. Postal Service substation located on the first 
floor of Morrison Hall to assist and facilitate the operation and functioning of the 
University. The postal substation is to be used in accord with this policy statement and 
U.S. Postal Service regulations. 

III. Policy
A. The U.S. Postal Service substation is provided to receive, sort, distribute, and

meter first class, international, book rate, certified, registered, and insured mail
for University business mail.

B. The U.S. Postal Service substation provides all the services that a regular post
office provides and may be used for the personal purchase of postage, money
orders and philatelic products. It is open during posted office hours on Monday
through Friday and it is closed for all holidays recognized by the University.

C. Correct addressing of U.S. mail is imperative for prompt delivery and receipt. All
U.S. mail should show the addressee's name, department name, department box
number, building name and nine-digit ZIP Code legibly on the envelope to ensure
accurate delivery.

D. All internal and external mail and deliveries shall be addressed using the address
format shown below, representing the university street address and unique Zip
Code. This format and the University’s address shown below should be used on
all official correspondence, including departments located on the Innovation
Campus.

Faculty/Staff 
Office Name (optional) 
Wichita State University 
1845 Fairmount, Campus Box Number __ 
Wichita KS 67260-0___ 



E. The University’s named streets and issued addresses for buildings are for 
emergency service purposes only, not for mail delivery.

F. It is a violation of state law for any person to use, or to permit any unauthorized 
person to use, any form of postage paid for with state funds for such person's 
personal use. See K.S.A. 21-6006, as amended.

IV. Implementation

The Vice President for Finance and Administration shall have primary responsibility for 
the publication and distribution of this University policy. 

https://www.ksrevisor.org/statutes/chapters/ch21/021_060_0006.html


20.15 / Use and University Mailing Permits 
Effective: October 09, 2001 

I. Purpose

The purpose of this statement is to set forth University policy with regard to the usage 
of University mailing permits. 

II. Preamble

The United States Postal Service has issued various mailing permits to the University for 
its use as a state educational institution of Kansas. The University's Postal Services unit 
(hereinafter "Campus Post Office") is responsible for usage of the mailing permits on 
behalf of University operations, including all contracted mailings by outside sources, and 
compliance with all applicable United States Postal Service rules and regulations 
governing the use of mailing permits. 

III. Policy
A. This policy statement is applicable to the following permits:

1. First-Class Mail, Permit 1232
2. Standard Mail (A), Permit 1232
3. Nonprofit Mail, Permit 1232
4. Business Reply Mail, Permit 328

B. No University mailing permit may be used without the advance written
authorization of the Campus Post Office.

C. Use of an outside contractor for printing and mailing when use of a University
mailing permit is desired is subject to the following requirements:

1. Piece design must be submitted to the Campus Post Office to permit
advance review for compliance with United States Postal Service
requirements, and

2. Issuance of two copies of PS Form 3602 by the Campus Post Office
authorizing use of a University mailing permit.

IV. Implementation

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The Vice President for Finance and Administration shall have primary responsibility for 
publication, dissemination and implementation of this University policy. 



20.16 / Food and Beverage Policies  
Effective: August 08, 2017 Revised: November 12, 2018 

I. Purpose

The purpose of this policy is to clarify expectations regarding the sale and distribution of 
food on campus and to communicate requirements for Wichita State University, the 
Rhatigan Student Center, and non-WSU affiliated food providers and ensure proper food 
handling to avoid the risk of foodborne illness. This includes any private, public or formal 
events that require food or alcohol service. 

II. WSU Dining

WSU Dining is a key provider of dining service requests for the Wichita State University 
and the Rhatigan Student Center with some exceptions. WSU Dining (Chartwells) is the 
recommended caterer for all on-campus events. WSU Dining is not the exclusive 
provider of food on campus with the exception of Shocker Hall. Requests for catering by 
WSU Dining may be made by contacting the Dining Services Office. 

III. Catering Locations

With some qualifications, WSU maintains an open catering policy throughout the 
campus. A reserving party may choose catering from WSU Dining or a list of Approved 
Caterers. Catering in Shocker Hall is restricted to WSU Dining. 

IV. Approved Caterers

In addition to food services provided by WSU Dining Services, a reserving party may 
choose a caterer of their choice from a list of approved preferred caterers. Catered 
events with food service costs of less than $100 are exempt from the required approval 
process. 

Applications for the Approved Caterers list as well as a complete list of approved 
vendors is available at the Event Services webpage. 

https://www.wichita.edu/services/rsc/eventservices/


V. Recognized Student Organizations

Recognized Student Organizations (RSOs) may use WSU Dining or any approved caterer 
for on-campus catered events. RSOs must follow Student Involvement guidelines for 
food service on campus. 

VI. President's Residence

Food service at the President's official residence will be determined by the President 
and the President's spouse. 

VII. Food Provided for Fundraisers

RSOs may conduct events where food is provided as a fundraiser. These events include 
those where food is catered or sold as part of a fundraising effort. Procedures for 
conducting fundraisers on campus are available from the Office of Student Involvement 
on the second floor of the Rhatigan Student Center. 

VIII. Potlucks

University departments, faculty and staff and RSOs may hold potlucks within their own 
facilities and are exempt from the approval process. A potluck is defined as a small 
member-only gathering where food is principally homemade. Events open to the 
general university or public are not potluck. Individuals may bring food into university 
facilities for their own personal consumption. 

IX. Donated Food Policies

WSU does allow for the service of donated food with the following conditions: 

• Donated food must be provided by licensed provider.
• The requesting party must show proof that the food was donated.
• Donated food served on campus should be approved through the designated

coordinator of the venue.
• Student organizations seeking approval to serve donated food must be an RSO.
• Requests for the use of donated food must be accompanied by a space

reservation.
• Food valued at $100 or under does not necessitate an approval process.
• Any donated food items must be approved by the Vice President for Student

Affairs or designee.



X. Exclusive Beverage Contract

All reserving parties serving drinks on campus must comply with the Wichita State 
University exclusive beverage contract with Pepsi Cola requiring that Pepsi products 
including bottled water and juices must be served at meetings, events and activities on 
campus. 

XI. Alcohol Service

Alcohol Service is available at specific locations throughout the WSU campus with the 
approval of the University's General Counsel. Alcohol service must be provided by a 
licensed caterer with a current Kansas state liquor license. Forms for requesting 
permission to serve alcohol are available at the Event Services webpage or by calling the 
Event Services Office at 978-3475. The University's policy regarding alcohol service is 
available at Section 11.07, Cereal Malt Beverages and Alcoholic Liquor. 

https://www.wichita.edu/services/rsc/eventservices/
https://www.wichita.edu/about/policy/ch11/ch11_07.php


20.17 / Protected Health Information 
Effective: April 14, 2003 Revised: July 01, 2018 

I. Purpose

The purposes of this policy are to (1) designate Wichita State University as a hybrid 
entity, (2) designate certain units of the University as “Covered Components, “Other 
Clinics,” and “Supporting Units;” (3) define the University’s organizational and 
administrative responsibilities as they pertain to Health Information, as required under 
federal and state law; and (4) designate a University Privacy Officer and University 
Security Officer and identify their general administrative responsibilities. 

II. Scope

This policy applies to all University Covered Components, Other Clinics, and Supporting 
Units and their respective Workforce members who are involved in the creation, 
receipt, transmission, storage, or disposition of Protected Health Information. A current 
list of Covered Components, Other Clinics, and Supporting Units may be obtained by 
contacting the Privacy Officer. 

III. Policy

Wichita State University is committed to protecting individuals’ health information in 
compliance with all applicable laws and regulations. Accordingly, in compliance with the 
Health Insurance Portability and Accountability Act of 1996 (HIPAA), Public Law 104-191, 
1996, as amended by the Health Information Technology for Economic and Clinical 
Health (HITECH) Act, and the Privacy and Security Regulations at 45 CFR §§ 160 and 164 
(hereinafter collectively, “HIPAA”), Wichita State University has adopted the following 
Health Insurance Portability and Accountability Act Policy which shall serve as a 
supplement to other university policies as well as federal and state laws. 

HIPAA specifically excludes from its purview “treatment records” or student “education 
records” covered by the Family Educational Rights and Privacy Act (FERPA) as defined at 
20 U.S.C. 1232g or in 34 CFR Part 99, as well as records of an employer in the capacity of 
employer, such as workers’ compensation records and records retained regarding 
requests for leave. 

Capitalized terms in this policy have those meanings as set forth in Appendix A, “HIPAA 
Definitions.” 



IV. Hybrid Entity Designation
A. HIPAA applies to individuals and organizations meeting the definition of

“Covered Entities.” Covered Entities include group health plans, health care
providers who conduct certain transactions electronically — including but not
limited to transmissions of health care claims — health care payments,
enrollment in a health plan and referral authorizations and health care
clearinghouses. Although the University does not primarily or solely engage in
any of these activities, some units within the University perform functions that
bring them within the definition of a Covered Entity.

B. WSU has designated itself a Hybrid Entity in accordance with HIPAA. As such, it
must designate as part of its Covered Functions any component that would meet
the definition of a covered entity if it were a separate legal entity (“Covered
Component”). A current list of the University’s Covered Components, including
Supporting Units, can be obtained by contacting the Privacy Officer.

V. Operational Guidelines

In addition to this policy, the University has issued operational guidelines (“HIPAA 
Operational Guidelines”) regarding the privacy and security of Individuals’ Health 
Information. These operational guidelines are merely the University’s minimum 
standards for HIPAA compliance. Covered Components, Other Clinics, and Supporting 
Units may find it necessary to adopt additional operational protocols and procedures for 
their specific unit. Any such unit-specific operational protocols and procedures must be 
approved by the Privacy Officer and the Security Officer prior to implementation. A copy 
of the HIPAA Operational Guidelines, as well as unit-specific protocols and procedures 
may be obtained by contacting the Privacy Officer. 

VI. Roles and Responsibilities
A. Privacy Officer

1. The President of the University shall designate a Privacy Officer who shall
be responsible for coordination of the University’s HIPAA compliance
efforts. The duties and responsibilities of the Privacy Officer will include,
but are not limited to:

a. reviewing and overseeing all privacy, confidentiality and security
standards and procedures created by the Covered Components,
Other Clinics, and Supporting Units;

b. providing HIPAA guidance and acting as a compliance resource to
the Workforce;

c. overseeing the development and implementation of Privacy and
Security Awareness Training;



d. establishing and administering a process for receiving,
documenting, investigating and taking action on complaints,
concerns, or reports of breach regarding Health Information;

e. cooperating with the government, other legal entities, and
University administrators, as necessary, in any compliance
reviews or investigations;

f. regularly monitoring changes to privacy laws and regulations to
help ensure the University continues to conform to the applicable
standards of confidentiality and privacy;

g. assisting with the identification and development of Business
Associate relationships and Business Associate Agreements; and

h. working with the Security Officer on HIPAA Security Rule
compliance efforts and incorporating relevant security content
into the Privacy and Security Awareness Training.

2. The Privacy Officer shall have authority to appoint an individual or
individuals to assist with HIPAA Privacy Rule compliance obligations.

B. Security Officer
1. The President of the University shall designate a Security Officer who

shall be responsible for coordination of the University’s HIPAA Security
Rule compliance. The duties and responsibilities of the Security Officer
will include, but are not limited to:

a. developing, implementing, maintaining, and ensuring adherence
to the University’s security policies;

b. overseeing HIPAA training and guidance to the Workforce
members on security matters;

c. receiving any complaints or inquiries about security matters and
responding to such complaints or inquiries;

d. documenting all security-related complaints or inquiries received
and ensuring complaints are investigated;

e. cooperating with the government, other legal entities, and
University administrators in any compliance reviews or
investigations;

f. working with appropriate technical personnel to protect
Electronic PHI from unauthorized Use or Disclosure, and to ensure
the availability and integrity of Electronic PHI; and

g. conducting periodic security audits and taking remedial action, as
necessary.

C. Privacy Liaisons/Committee

There is hereby established a University HIPAA Committee. This Committee shall
be comprised of one (1) representative from each of the Covered Components
and Other Clinics and one (1) representative who shall serve on behalf of the
Supporting Units. The Committee is charged with providing broad strategic



guidance and oversight to support the University’s overall HIPAA compliance 
effort(s). 

VII. Uses and Disclosures of Protected Health Information
A. Use and Disclose without authorization

Covered Components may Use and Disclose PHI without the Individual’s
Authorization in the following specific instances:

1. For purposes of Treatment, Payment or Health Care Operations (“TPO”)
2. Uses and Disclosures Required by Law
3. Uses and Disclosures for Public Health Activities
4. Disclosures About Victims of Abuse, Neglect or Domestic Violence
5. Uses and Disclosures for Health Oversight Activities
6. Disclosures for Judicial and Administrative Proceedings
7. Disclosures for Law Enforcement Purposes
8. Uses and Disclosures for Cadaveric Organ, Eye, Tissue Donation
9. Uses and Disclosures for Research Purposes
10. Uses and Disclosures to Avert a Serious Threat to Health or Safety
11. Uses and Disclosures for Specialized Government Functions
12. Disclosures for Workers' Compensation
13. Disclosures to Friends and Family Members Involved in an Individual’s

Care
14. Disclosures Regarding the Location of the Individual in a Disaster

B. Disclosure without authorization

Covered Components may also Disclose PHI without obtaining Authorization
from the Individual in the following specific instances:

1. To another Covered Entity for Treatment performed by the other
Covered Entity;

2. To another Covered Entity for the other Covered Entity’s Payment
activities; and

3. To another Covered Entity for the other Covered Entity’s Health Care
Operations in certain limited circumstances.

C. Written Authorization Required

Uses and Disclosures of PHI for purposes other than those set forth herein
require a valid written Authorization from the Individual.

D. Minimum Necessary Requirements
1. When required by the HIPAA Privacy Rule, each Covered Component shall

make reasonable efforts to verify the need for and to limit the Use



and/or the Disclosure of PHI to only that information necessary to 
accomplish the intended purpose of the Use or Disclosure. 

2. Covered Components will not Disclose an Individual’s entire record or file
unless the Disclosure is not subject to the minimum necessary
requirements or the Covered Component has documented justification
for making the Disclosure.

E. Identity Verification Prior to Disclosure

Covered Components will Disclose PHI only after verifying the identity and
authority of the person or entity requesting the PHI, in accordance with this
policy, HIPAA Operational Guidelines, and unit-specific protocols and
procedures.

VIII. Individual Rights

The HIPAA Privacy Rule provides Individuals with certain rights related to their PHI, 
which include: 

A. The Right to Receive a Notice of Privacy Practices. Individuals receiving services
from a Covered Component that performs Covered Functions will be notified of
how and when it may Use and/or Disclose their PHI; this is accomplished through
the provision and posting of a Notice of Privacy Practices (“NPP”).

B. The Right to Place Restrictions on the Use and Disclosure of PHI. Individuals
have the right to request restrictions on how a Covered Component Uses and/or
Discloses their PHI for TPO purposes, for notification purposes, and to family
members or friends involved in the Individual’s care or payment for the
Individual’s care.

C. The Right to Request Access to PHI. Individuals generally have the right to
access or receive copies of their PHI maintained by a Covered Component,
subject to certain limitations set forth in the relevant University guideline(s).

D. The Right to an Accounting of Disclosures. Individuals have a right to an
accounting of certain Disclosures of PHI that are made by a Covered Component.
Each Covered Component will maintain a record of the Disclosures that are
required to be documented and will provide an Individual with an accounting of
such Disclosures.

E. The Right to Request an Amendment of Protected Health
Information. Individuals generally have the right to request that the PHI
maintained by a Covered Component be amended, such as in instances where
the Individual believes that an error has been made or information in his or her
record is not correct. However, the Covered Component is not obligated to agree
to the request, provided that certain processes are followed and requirements
met.



F. The Right to Request Alternative Methods of Confidential Communications of
PHI. Individuals have the right to request that a Covered Component
communicates with them about their PHI in a certain way or at a certain location
(e.g., an Individual may request that all telephone communications be made to a
certain number and all mail be sent to a specific address).

G. The Right to File a Complaint. Individuals who believe that a Covered
Component has violated their privacy rights may file a complaint with the
University or with the Secretary.

IX. Business Associates
A. In some cases, a Covered Component may require a person or entity that is not a

part of the University to perform or assist in the performance of certain
functions, activities or services for or on behalf of the Covered Component that
requires Use of, or access to, PHI by the external person or entity. Examples
include, but are not limited to, medical transcription services, third party billing
companies, medical software vendors, billing or collections services, consulting
companies, accreditation organizations, and medical record copying services.

B. Prior to permitting creation, receipt, Use, maintenance, transmission of and/or
access to the PHI, the Covered Component must ensure that the external person
or entity has entered into a “Business Associate Agreement.” The Covered
Component shall be responsible for maintenance of the appropriate
documentation and verification of the business associate, vendor, contractor or
subcontractor. All Business Associate Agreements must be established
contractually in accordance with University contracting procedures and HIPAA
Operational Guidelines and must be approved by the Office of General Counsel.

C. In some cases, a unit of the University may function as a Business Associate of an
outside HIPAA Covered Entity or another Business Associate. Such Business
Associate relationships must be established contractually in accordance with
University contracting procedures and HIPAA Operational Guidelines and must
be approved by the Office of General Counsel.

X. HIPAA Security Rule Compliance
A. Administrative, Technical and Physical Safeguards

1. Each Covered Component, Other Clinic, and Supporting Unit must ensure
that appropriate administrative, technical, and physical safeguards are
implemented to protect the confidentiality, integrity and availability of
the PHI in its care. Safeguards shall apply regardless of form or format of
data, device or storage (e.g., verbal, paper, electronic, server, portable
device, etc.) and shall be consistent with the HIPAA Operational
Guidelines. Safeguards must be approved by the Privacy Officer and the
Security Officer prior to implementation.

B. Risk Analysis and Risk Management Plan
1. The HIPAA Security Rule requires the University to: (a) conduct thorough

and timely risk assessments of the potential threats and vulnerabilities to
the confidentiality, integrity and availability of its Electronic PHI (“Risk



Analysis”); (b) develop and implement security measures to reduce risks 
and vulnerabilities to a reasonable and appropriate level, as well as 
efficiently and effectively mitigate the risks identified in the assessment 
process (“Risk Management Plan”); and (c) perform information system 
activity reviews. 

2. Each Covered Component shall coordinate with the Privacy Officer and
the Security Officer to ensure the Risk Analysis and Risk Management
Plan(s) are accomplished in accordance with the HIPAA Security Rule and
HIPAA Operational Guidelines, including regular reviews and updates.

3. All Workforce members must cooperate fully with all persons charged
with performing the Risk Analysis and implementing and managing the
Risk Management Plan.

XI. Retention Of HIPAA-Related Documents

HIPAA requires that certain documents be retained for six (6) years from the date of 
creation or the date the document was last in effect. This includes, but is not limited to, 
the following documentation: 

A. Business Associate Agreements
B. NPPs and Acknowledgement of NPPs
C. Authorization Forms
D. Requests for Restriction and related documentation
E. Requests for Access and related documentation
F. Requests for Amendment and related documentation
G. Request for Accounting of Disclosures and related documentation
H. Training materials and documentation of training completion
I. Privacy Complaints and related documentation
J. Versions of the HIPAA Policies and Procedures
K. Any action, activity or designation required by the Privacy Rule
L. Designation of the Privacy Officer and Security Officer
M. A list of all current and past Privacy Liaison Coordinators; and
N. Breach investigations and risk assessments

XII. Training And Awareness
A. Covered Components, Other Clinics and Supporting Units are responsible for

implementation of training and awareness programs (“Privacy and Security
Awareness Training”) that meet the requirements set forth in the HIPAA
Operational Guidelines. Such training and awareness programs must be
approved by the Privacy Officer and the Security Officer.

B. All Workforce members with access to PHI, or potential access to PHI, must
complete Privacy and Security Awareness Training within ninety (90) days of hire
and annually thereafter.



C. Workforce members must sign the University’s HIPAA Confidentiality Agreement
prior to accessing PHI. A copy of this signed Confidentiality Agreement must be
maintained by the Covered Component, Other Clinic, or Supporting Unit.

XIII. Reporting And Handling Violations
A. All University employees, including but not limited to Workforce members, shall

report any known or suspected Use or Disclosure of PHI made in violation of this
policy and/or the HIPAA Operational Guidelines, or any known or suspected
Security Incident, to the Privacy Officer and the Security Officer.

B. The Privacy Officer and Security Officer shall investigate and respond to such
reports, including making any legally required notifications in accordance with
the relevant legal requirements and University policies and HIPAA Operational
Guidelines.

XIV. Questions and Complaints

Questions, concerns or complaints regarding the Use and Disclosure of PHI may be 
submitted to the applicable Privacy Liaison Coordinator, the Privacy Officer, the Security 
Officer, or to the Secretary. Complaints may also be anonymously submitted via the 
University’s Ethics Fraud and Abuse line either via phone (844-724-5631) or via online 
report form. 

Contact information for the University’s Privacy Officer, Security Officer, and Covered 
Component Privacy Liaison Coordinators can be found here. 

XV. No Retaliation

Intimidation, retaliation and/or discrimination against any person for reporting any non-
compliance with HIPAA, this policy, or the HIPAA Operational Guidelines, including but 
not limited to filing a complaint regarding a privacy practice, is strictly prohibited. 

XVI. Sanctions

Violations of this policy, the HIPAA Operational Guidelines, unit-specific protocols and 
procedures, and/or federal and/or state law may result in disciplinary action and/or 
other corrective measures. Such investigations and determinations regarding corrective 
measures will be made in accordance with the University’s existing policies and 
procedures regarding such matters, as well as applicable federal and state law. 



XVII. Implementation

This policy shall be included in the WSU Policies and Procedures Manual and shared 
with appropriate constituencies of the University. 

The HIPAA Privacy Officer shall have primary responsibility for publication, 
dissemination and implementation of this policy. 

Appendix A 

HIPAA Definitions 

Authorization 

A written document or form signed by an Individual or an Individual’s Personal 
Representative that authorizes the Covered Entity or Business Associate to Use or 
Disclose PHI for a purpose not otherwise permitted under HIPAA. 

Business Associate 

Generally, an entity or person who performs a function involving the Use or Disclosure 
of PHI on behalf of a Covered Entity (such as claims processing, case management, 
utilization review, quality assurance, billing) or provides services for a Covered Entity 
that require the Disclosure of PHI (such as legal, actuarial, accounting, accreditation). 

Covered Component 

An area or combination of areas within a Hybrid Entity designated by the Hybrid Entity 
as areas that meet the definition of a Covered Entity or Business Associate. A Covered 
Component must comply with HIPAA. 

Covered Entity 

A health plan, health care clearinghouse or health care provider that transmits any 
health information in electronic form in connection with a transaction covered by 
HIPAA. 

Covered Functions 

Those functions of a Covered Entity the performance of which makes the entity a health 
plan, health care provider, or health care clearinghouse. 



Disclosure 

The act of releasing, transferring, divulging, or providing access to PHI to an organization 
or individual that is not the entity maintaining that information. 

Electronic PHI 

PHI (defined below) that is transmitted by electronic media or maintained in any 
electronic format or media. Electronic PHI is a subset of PHI. 

Health Care Operations 

Activities normal to the business of providing health care; some examples include 
development of clinical guidelines, quality assessments, outcomes evaluations, clinical 
performance evaluations, business planning and development, addressing grievances, 
etc. 

Health Information 

Any information, whether oral or recorded in any form or medium, that is created or 
received by a health care provider, health plan, public health authority, employer, life 
insurer, school or university, or health care clearing house; and relates to the past, 
present, or future physical or mental health or condition of an Individual; the provision 
of health care to an Individual; or the past, present, or future Payment for the provision 
of health care to an Individual. 

HHS 

The U.S. Department of Health and Human Services. 

HIPAA Privacy Rule 

The Standards for Privacy of Individually Identifiable Health Information at 45 C.F.R. 
Parts 160 and 164, Subparts A and E. 

HIPAA Security Rule 

The Security Standards for the Protection of Electronic PHI at 45 C.F.R. Parts 160, 162, 
and 164, Subparts A and C. 

Hybrid Entity 

An organization that: (i) is a Covered Entity; (ii) performs both Covered Functions and 
non-Covered Functions as part of its business; and (iii) designates the components of its 
business that meet the definition of a Covered Entity or Business Associate as covered 
components to be treated as if such components were separate legal entities, for 
purposes of complying with HIPAA. 



Individual 

The person who is the subject of the PHI and includes a person who qualifies as a 
Personal Representative in accordance with 45 C.F.R. §164.502(g). 

Individually Identifiable Health Information 

A subset of Health Information that includes demographic information, and either 
identifies the Individual or provides a reasonable basis for believing it can be used to 
identify the Individual. 

Other Clinics 

Those University units and clinics that use and or disclose Health Information that have 
not been designated as Covered Components or Supporting Units. These units are 
required to comply with this policy, the HIPAA Operational Guidelines, and any other 
unit-specific policies and procedures regarding Health Information. 

Payment 

Any activities such as billing, collection, and related actions taken by a Covered Entity 
and/or its Business Associates to obtain reimbursement for health care services 
rendered. 

Personal Representative 

As specifically determined by state law, a person who has the authority to act on behalf 
of an Individual in making decisions related to the Individual’s health care. Generally, a 
parent of a minor; a person empowered under a Power of Attorney (for health care); a 
legal guardian; or an executor or administrator of an Individual’s estate will be Personal 
Representatives. The HIPAA Privacy Rule permits a Personal Representative to stand in 
the place of the Individual and exercise any rights the Individual may otherwise exercise 
pursuant to HIPAA. 

Protected Health Information (PHI) 

Individually Identifiable Health Information created, received, or maintained by a 
Covered Entity, which is transmitted by electronic media, maintained in electronic 
media or transmitted or maintained in any other form or medium. Protected Health 
Information does not include education records or treatment records covered by the 
Family Educational Rights and Privacy Act (20 U.S.C. 1232g), employment records held 
by the University in its role as an employer, or records regarding a person who has been 
deceased for more than 50 years. 

Secretary 

The Secretary of HHS or his/her designee. 



Security Incident 

The attempted or successful unauthorized access, Use, Disclosure, modification, or 
destruction of information or interference with system operations in an information 
system. 

Supporting Unit 

A Covered Component that performs support functions on behalf of the Covered 
Components that meet the definition of a Covered Entity or a Business Associate of a 
non-University Covered Entity. 

Treatment 

The provision, coordination, or management of health care and related services that 
health care providers render to an Individual. Treatment includes management of health 
care with a third party, consultation between providers relating to an Individual, or the 
referral of an Individual for care or services to another provider. 

Use 

The sharing, employment, application, use, examination, or analysis of PHI within an 
entity that maintains such information. 

Workforce 

Employees (including student employees), volunteers, trainees, graduate students, and 
other persons, including contractors and agents, whose conduct, in the performance of 
work for a Covered Component or Other Clinic is under the direct control of such 
Covered Component or Other Clinic, whether or not they are paid by the Covered 
Component or Other Clinic. 



20.18 / Privacy of Financial Information  
Effective: May 23, 2003 

I. Purpose

The purpose of this statement is to set forth University policy with regard to addressing 
and meeting institutional requirements and obligations imposed by the "Safeguards 
Rule" promulgated by the Federal Trade Commission under the Gramm-Leach-Bliley Act. 

II. Preamble

The "Safeguards Rule" promulgated by the Federal Trade Commission (FTC) under the 
Gramm-Leach-Bliley Act ("GLBA") imposes specific standards and obligations regarding 
the privacy of certain personally identifiable financial information. Wichita State 
University recognizes its obligation to protect the security, confidentiality and integrity 
of such information and this policy is intended to implement FTC requirements in this 
regard. 

III. Policy
A. Wichita State University will make all reasonable efforts to achieve and maintain

compliance with FTC standards and obligations regarding the privacy of
personally identifiable financial information of its customers.

B. Wichita State University will develop, implement and maintain a comprehensive
information security program.

C. Wichita State University's comprehensive information security program shall
provide for the appointment of an information security plan coordinator; risk
assessments; training programs for employees; oversight of service providers;
and periodic adjustments of the program.

IV. Implementation

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The General Counsel shall have primary responsibility for publication, dissemination and 
implementation of this University policy. 

(See also Security of Credit Card Data at Section 13.14 of this manual.) 

https://www.wichita.edu/about/policy/ch_13/ch13_14.php


20.19 / Driving State Vehicles  
Effective: February 15, 2006 

I. Purpose

The purpose of this statement is to set forth University policy with regard to the 
operation of state vehicles, which includes multi-passenger vans. 

II. Preamble

Kansas Administrative Regulation 1-17-2 states that state vehicles shall only be used for 
official state business and specifies certain requirements regarding who can operate a 
state vehicle. In addition, safety concerns dictate that other requirements be 
implemented relative to the use of state vehicles by employees of Wichita State 
University. It is recognized that a multi-passenger van (hereinafter "van" or "vans") will 
often be the most effective means of transportation for certain activities and events 
involving University employees and/or students. This policy statement is intended to 
implement uniform standards of usage in an effort to maximize the safety of those 
utilizing a van and all state vehicles. 

III. Policy
A. Usage and operation of state vehicles must be in compliance with applicable

municipal, state and federal requirements, laws, regulations, applicable Kansas
Board of Regents and University policies.

B. The driver of a state vehicle and any passengers in the vehicle must be engaged
in official state business on behalf of Wichita State University. Official state
business is the pursuit of a goal, obligation, function or duty imposed upon or
performed by a state employee as a condition of their employment with the
state.

C. Drivers of state vehicles must be a minimum of 18 years old and an employee of
the University, have a current appointment as a graduate assistant, be employed
as a coach of a University sports club operating under the auspices of the
Heskett Center, be employed by Intercollegiate Athletic Association (ICAA) as a
coach, manager, director of operations, video coordinator or any similar position
but not solely associated with ICAA as a student-athlete or is a current WSU
student who has permission from their respective WSU divisional vice president
to drive for a specific event. Additionally, the Vice President for Student Affairs,
upon advance consideration and review, may authorize a University student to



operate and drive a state vehicle to attend a meeting of the Kansas Board of 
Regents. 

D. Van drivers must successfully complete training/safety class[es] as outlined by 
the Physical Plant prior to the operation of a van.

E. A state vehicle may be used within the boundaries of the University as defined 
in Section 13.02, Border City Travel (within 200 miles of a Kansas border). Vans 
may be used for out-of-state travel with the prior written approval of the 
divisional vice president.

F. No state vehicle including, but not limited to, vans may be used to tow a trailer 
or attach any devices to the hitch.

G. No luggage may be stored or placed on top of a state vehicle.
H. This policy is applicable to all state vehicles including, but not limited to, vans 

whether owned, rented or leased by the University.
I. Drivers will be personally responsible for any and all traffic or parking citations, 

tickets or fines received while operating a vehicle and shall report them to their 
immediate supervisor within three business days after receipt of any citation, 
ticket or fine.

J. The person who picks up a state vehicle must be the driver of the state vehicle, 
will be the only driver of the state vehicle unless another driver is authorized by 
the supervisor of the particular trip, and may not turn the vehicle over to 
someone else. The driver will be responsible for the state vehicle and its 
passengers.

K. Reservations for a state vehicle must be made by a department and a 
department account number must be used for the reservation.

L. Drivers and all passengers using state vehicles must wear seat belts anytime the 
vehicle is in motion.

IV. Implementation

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The Vice President for Finance and Administration shall have primary responsibility for 
publication, dissemination and implementation of this University policy. 

Revision Date 

January 18, 2011 
July 14, 2011 
August 8, 2017 

https://www.wichita.edu/about/policy/ch_13/ch13_02.php


20.20 / External Grievance Procedure  
Effective: December 01, 2006 

I. Purpose

The purpose of this statement is to officially designate a University office with 
responsibility to respond to external grievances. 

II. Preamble

Board of Regents policy requires that the President of the University designate a Vice 
President to receive and evaluate complaints or charges from nonemployees alleging 
conduct by employees of the University that is alleged to be proscribed by institutional 
policies. 

III. Policy
A. The General Counsel is designated as the University official to receive and

evaluate complaints or charges from nonemployees about actions, decisions or
conduct by a University employee.

B. The General Counsel shall respond to said complaints or charges and/or act in
accord with Board of Regents policy in this regard.

C. This procedure is applicable only to any individual without current access to an
established University grievance procedure.

IV. Implementation

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The General Counsel shall have primary responsibility for publication, dissemination and 
implementation of this University policy. 



20.21 / Emergency Response and Evacuation  
Effective: July 16, 2018 

I. Purpose

Wichita State University is committed to the safety of its community, as well as 
compliance with state and federal law. This policy sets forth guidelines for the issuance 
of timely warnings, safety alerts, and emergency notifications at the University. 

II. Timely Warning
A. Wichita State University is responsible for issuing timely warnings in compliance

with the Jeanne Clery Disclosure of Campus Security Policy and Campus Crime
Statistics Act (Clery Act).

B. Timely warnings provide timely and relevant information that will enable
members of the community to protect themselves and will include information
that promotes safety and aids in the prevention of similar crimes. These
warnings will include pertinent information about the crime that triggered the
warning.

C. University employees designated as Campus Security Authorities must promptly
report Clery Act crimes to University Police. Decisions to issue a warning are
made on a case-by-case basis by considering all available facts.

D. A timely warning will be issued for all reportable Clery Act crimes when (1) the
crime occurs within the University's Clery Act geography; and (2) the crime is
reported to Campus Security Authorities or local police agencies; and (3) the
crime is considered to represent a serious or continuing threat to the campus
community.

E. Timely warnings will be issued by and must be approved by a representative
from at least two of the following entities: (1) University Police Department; (2)
Strategic Communications; or (3) General Counsel.

F. Timely warnings are created through the Rave system and sent via text or email
to an official Wichita State University email address.

G. Timely warnings are only issued in response to the occurrence of crimes
specified in the Clery Act. Other dangers to the campus community are
addressed through a safety alert or an emergency notification.

III. Safety Alert

Safety Alerts are notifications of offenses where a timely warning is not required. These 
may be directed to a certain portion of the University community to alert of a non-Clery 
reportable offense. Also, Safety Alerts may be used to solicit information from the public 



to assist in identifying suspects or information that assists with investigative efforts. 
Safety Alerts are issued at the discretion of the University Police Department. 

IV. Emergency Notification
A. The safety of students, staff, faculty, and visitors is a paramount concern,

especially during an emergency. However, not all reports of concerning
information warrant a timely warning under the Clery Act or a Safety Alert.
Rather, some information will be distributed to the campus community via an
emergency notification.

B. The use of the emergency notification system provides for the rapid
dissemination of time-sensitive information to enhance the safety and security
of the University community during an emergency and to relay timely
information to spouses/parents/guardians of University community members.

C. The University will issue an emergency notification upon the confirmation of a
significant emergency or dangerous situation involving an immediate threat to
the health or safety of students or employees. An 'immediate' threat as used
here includes an imminent or impending threat, such as (but not limited to) an
approaching fire, or a fire currently burning in a University building, the outbreak
of meningitis, norovirus or other serious illness, approaching tornado or other
extreme weather condition, earthquake, gas leak, terrorist incident, armed
intruder, active shooter, bomb threat, civil unrest or rioting, explosion or nearby
chemical or hazardous waste spill.

D. The University Police Department is responsible for the management of the
emergency notification systems. WSU Information Technology Services will
provide technical support and assistance as required.

(See also Crisis Management Planning and Preparedness at Section 20.02 of this manual.) 

https://www.wichita.edu/about/policy/ch_20/ch20_02.php


20.22 / Sustainability  
Effective: October 01, 2009 

I. Purpose

The purpose of this statement is to set forth University policy with regard to considering 
and incorporating the concept of sustainability1 into the University's operations and 
decision-making process. 

1 Board Policy defines sustainability as "societal efforts to meet the needs of present 
users without compromising the ability of future generations to meet their own needs. 
Sustainability presumes that the planet's resources are finite, and should be used 
conservatively, wisely and equitably. Decisions and investments aimed to promote 
sustainability will simultaneously advance economic vitality, ecological integrity and 
social welfare." 

II. Preamble

The Kansas Board of Regents adopted a Sustainability Policy at its meeting of October 
15-16, 2008, which stated that the policies, practices and programs of the state
universities governed by the Board of Regents should, when possible, embody
approaches that reduce life cycle costs, restore and maintain the functioning natural
systems, and enhance human well-being.

III. Policy
A. The University will work with faculty to incorporate issues of sustainability into

the learning experiences of students throughout their academic experiences.
B. The University will work with students, faculty and staff to infuse sustainability

principles into the organization of campus life.
C. The University shall comply with all relevant environmental laws and regulations.
D. The University will seek to integrate values of sustainability, stewardship and

resource conservation into activities and services.
E. The University will evaluate the impact of its conservation projects; incorporate

green building and design methods as feasible; and consider the impact of
planning decisions on future generations.

F. The University will develop sustainability goals that will inform institutional
planning, decision-making, assessment and reporting.



G. The University shall conscientiously share the knowledge, awareness, and
expertise generated by its engagement with sustainability in accordance with its
mission and role in serving society as a whole.

IV. Implementation

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The Provost shall have primary responsibility for publication, dissemination and 
implementation of this University policy. 



20.23 / Retention of University Records  
Effective: April 15, 2010 

I. Purpose

The purpose of this statement is to set forth University policy on the retention and 
disposal of University records. 

II. Preamble

It is necessary and appropriate that Wichita State University requires that different 
types of records be retained for specific periods of time and that it designate official 
repositories for maintenance and retention of records. University records must be 
managed in accordance with this policy. 

III. Policy

The University is committed to effective record retention to meet legal standards, 
optimize the use of space, ensure security of confidential information, minimize the cost 
of record retention, preserve institutional history and ensure that outdated and useless 
records are destroyed. 

IV. Definitions

A. Active Record

A University record with current administrative use for the department that
generated it. Records remain active for varying numbers of years, depending on
the purpose for which they were created.

B. Archival Record

A University record that is inactive, not required to be retained in the office in
which it originated or was received, and has permanent or historic value.
Archival records are retained and preserved indefinitely in the appropriate
archival repository (i.e. Special Collections, salt mines, etc.).



C. Custodian/Electronic Record
The originator of an email message or the creator of an electronic document if 
that person is a University employee; otherwise it is the University employee to 
whom the message is addressed or to whom the electronic document is sent. If 
the record is transferred, by agreement or policy, to another person for archival 
purposes, then that person becomes the Custodian/Electronic Record.

D. Electronic Record

Any record that is created, received, maintained or stored on University local 

workstations or central servers. Examples include, but are not limited to:

1. Electronic mail (email)
2. Word processing documents and spreadsheets
3. Databases - both static and those that are transactional in nature (i.e. 

tables in Banner with multiple user access and modification capabilities)

E. Inactive Record

A University record that is inactive, not required to be retained in the office in 

which it originated or was received.

F. Official Repository

The department designated as having responsibility for retention and/or timely 

destruction of particular types of official University records. Such responsibility is 

assigned to the department head or a designee.

G. University Archives
A component of the Special Collections Department of University Libraries that 
promotes knowledge and understanding of the University's origins, aims, 
programs, and goals. This work includes permanent retention of records and 
reports of the University, its officers and component parts; maps and 
architectural records; audiovisual materials, including still photographs and 
negatives, motion picture film, oral history interviews, audio and videotapes; and 
artifacts and ephemera documenting the University's history.

H. University Record

The original copy of any record in printed or electronic format. Official 

Repositories and retention schedules for these records are identified in the 

University's Records Retention Schedule.

https://www.wichita.edu/about/policy/records_retention_schedule.php


V. Procedures
A. Responsibilities for Managing Official University Records

Departments that maintain any University Records are the Official Repository of 

such records and each department head or designee must:

1. Implement the department's record management practices consistent 
with this policy.

2. Educate staff within the department in understanding sound record 
management practices, including a system for efficient retrieval of Active 
Records.

3. Transfer Inactive Records that may have historic value to the University 
Archives.

4. Ensure that access to confidential files is restricted. Long-term 
restrictions on access to selected Archival Records should be negotiated 
at the time of their transfer to the University Archives.

5. Destroy Inactive Records that have no historic value upon passage of the 
applicable retention period. If in doubt as to the potential historic value, 
consult with the Curator of Special Collections and University Archivist 
(hereinafter University Archivist) before destroying the Inactive Records.

B. Preserving or Disposing of Official University Records
When the prescribed retention period (see University Records Retention 
Schedule) for official University records has passed, a determination of whether 
to preserve or dispose of the documents must be made. To decide if a University 
Record is of historic value to the University, consult the University Archivist who 
has the authority to designate which University Records are archival.

1. Archival Records

If it has been determined that the University Records are Archival 

Records, they may be transferred to Special Collections. Call the 

University Archivist to initiate the following:

a. Review records to be sent to University Archives;
b. Request a transfer form;
c. Depending on the amount of material to be transferred and staff 

availability, the Special Collections staff may make a site visit and 
pick up the records. If staff is unavailable to pick up the material, 
the department of origin may take the material to Special 
Collections at a prearranged time; and

d. Small quantities may be sent through campus mail.

https://www.wichita.edu/about/policy/records_retention_schedule.php
https://www.wichita.edu/about/policy/records_retention_schedule.php


University Records that are transferred to Special Collections are not in 
storage. The transfer is permanent and the University Records become 
part of the University Archives (see definition G above). 

2. Inactive Records

If it has been determined that University Records are Inactive Records,
and therefore, not of permanent historic value, they, consistent with
K.S.A. 45-403, should be destroyed in one of the following ways:

a. Recycle non-confidential paper records; or
b. Shred or otherwise render unreadable confidential records; or
c. Erase or destroy Electronic Records (periodically review records

generated and maintained in University information systems or
equipment to ensure that these requirements are met).

C. Location and Duration for Record Retention
1. The University Records Retention Schedule lists the Official Repositories 

for University Records, as well as how long these records must be 
maintained.

2. Record retention periods may be increased by government regulation, 
judicial or administrative consent order, private or governmental 
contract, pending litigation or audit requirements. Such modifications 
supersede the requirements listed in this policy. Any suspension of 
record destruction required will be accomplished by a notice sent out to 
the affected units or individuals by the General Counsel's Office.

3. Questions regarding the retention period for any specific document or 
class of documents not included in the schedule should be addressed to 
the General Counsel's Office.

4. Departments that are not Official Repositories, and that retain duplicate 
or multiple copies of University Records, should dispose of the records 
when they are deemed to be no longer useful.

CI. Electronic Records
1. Maintenance and disposal of Electronic Records, as determined by the 

content, is the responsibility of the Custodian/Electronic Record and 
must be in compliance with the University Records Retention Schedule. 
Work related email is a University Record and must be treated as such.

2. Email messages and any associated attachment(s) with retention periods 
greater than three (3) years are to be maintained according to the 
University Records Retention Schedule in a format capable of 
reproduction. It is important to note that the email message should be 
kept with the attachment(s). If emails are printed and filed in similar 
fashion to paper records for retention purposes, the printed copy of the 
email must contain the following header information:

https://www.wichita.edu/about/policy/records_retention_schedule.php
https://www.wichita.edu/about/policy/records_retention_schedule.php


a. Who sent message
b. Who message was sent to
c. Date and time message was sent
d. Subject

3. When email is used as a transport mechanism for other record types, it is
possible, based on the content, for the retention and disposition periods
of the email and the transported record(s) to differ. In this case the
longest retention period shall apply.

4. Information Technology Services (ITS) performs backups on a regular
schedule of the email and electronic files stored on central servers for
disaster recovery. These backups are to be used for system restoration
purposes only. The information technology system administrator is not
the Custodian/Electronic Record of messages or records which may be
included in such backups.

5. When litigation against the University or its employees is filed or
threatened, the law imposes a duty upon the University to preserve all
documents and records that pertain to the issues. As soon as the General
Counsel is made aware of pending or threatened litigation, a litigation
hold directive will be issued to the appropriate individuals. The litigation
hold directive overrides any records retention schedule that may have
otherwise called for the transfer, disposal or destruction of the relevant
documents, until the hold has been cleared by the General Counsel. Email
and computer accounts of separated employees that have been placed
on a litigation hold by the General Counsel will be maintained by ITS until
the hold is released. No employee who has been notified by the General
Counsel of a litigation hold may alter or delete an electronic record that
falls within the scope of that hold. Violation of the litigation hold request
may subject the employee to disciplinary action, up to and including
dismissal, as well as personal liability for civil and/or criminal sanctions by
the courts or law enforcement agencies.

VI. Implementation

This policy shall be included in the WSU Policies and Procedures Manual and shared with 
appropriate constituencies of the University. 

The General Counsel shall have primary responsibility for publication, dissemination and 
implementation of this University policy. 



20.24 / Designating University Title IX Coordinators and 
Associate Coordinators   
Effective: September 15, 2011 Revised: July 24, 2019 

I. Purpose

The purpose of this policy is to designate the University officials who have primary 
responsibility for Title IX compliance. 

II. Preamble

Title IX of the Education Amendment of 1972 prohibits discrimination on the basis of sex 
in any federally funded education program or activity. In an effort to put in place and 
coordinate efforts to comply with and carry out institutional responsibilities under Title 
IX, the University is promulgating this policy. 

III. Policy

A. Title IX Coordinator

Title IX Coordinator

Human Resources Center 110
(316) 978-5177
sara.zafar@wichita.edu

Duties and Responsibilities: Monitoring and oversight of overall implementation 
of Title IX compliance at the University, including coordination of training, 
education, communication and administration of all related policies and 
procedures. Complaints of discrimination on the basis of sex that are reported to 
the Title IX Coordinator will be investigated. The Title IX Coordinator will receive 
complaints and provide information regarding available resources as well as 
reporting and resolution options. The Title IX Coordinator will also designate 
Deputy Coordinators in specific academic and administrative units to conduct 
outreach and provide information about addressing complaints of sex 
discrimination, sexual misconduct, sexual harassment, relationship violence and 
stalking. 

B. Title IX Deputy Coordinators
1. For athletics, contact:

mailto:sara.zafar@wichita.edu


Senior Associate Athletic Director and Senior Women's Administrator 
Intercollegiate Athletics 
Charles Koch Arena, Room 201 
(316) 978-5534
becky.endicott@wichita.edu

Student-athletes, coaches or administrators can contact Senior Associate 
Athletic Director/Senior Women's Administrator, Rebecca Endicott, for 
information about resources regarding complaints of sex discrimination, 
sexual misconduct, sexual harassment, relationship violence and stalking. 
The Deputy Title IX Coordinator will refer complainants to the Title IX 
Coordinator. If you have a complaint about gender equity in the WSU 
athletics programs, you should contact the Senior Associate Athletic 
Director/Senior Women's Administrator, Rebecca Endicott, who is the 
designee for the Title IX compliance in matters related to gender equity in 
the WSU athletics programs. 

2. For university employees and visitors contact: 

Executive Director Human Resources Human 

Resources Center, Room 117
(316) 978-3540
judy.espinoza@wichita.edu

Employees and visitors can contact the Director of Human Resources, 
Judy Espinoza, for information about resources regarding complaints of 
sex discrimination, sexual misconduct, sexual harassment, relationship 
violence and stalking. The Deputy Title IX Coordinator will refer 
complainants to the Title IX Coordinator. 

3. For university faculty contact:

Associate Vice President for Academic Affairs 

Office of Academic Affairs
(316) 978-5054
linnea.glenmaye@wichita.edu

Faculty members can contact the Associate Vice President for Academic 
Affairs, Linnea GlenMaye, for information about resources regarding 
complaints of sex discrimination, sexual misconduct, sexual harassment, 
relationship violence and stalking. The Deputy Title IX Coordinator will 
refer complainants to the Title IX Coordinator. 

4. For students contact:

mailto:becky.endicott@wichita.edu
mailto:judy.espinoza@wichita.edu
mailto:linnea.glenmaye@wichita.edu


Assistant Vice President for Student Affairs 
Rhatigan Student Center, Room 231 
(316) 978-6105
alicia.newell@wichita.edu

Students can contact the Assistant Vice President for Student Affairs, 
Alicia Newell, for information about resources regarding complaints of 
sex discrimination, sexual misconduct, sexual harassment, relationship 
violence and Stalking. The Deputy Title IX Coordinator will refer 
complaints to the Title IX Coordinator. 

VII. Reporting

To file a complaint of sex discrimination, sexual misconduct, sexual harassment, 
relationship violence or stalking, contact the Title IX Coordinator. To report a sex-related 
crime that occurred on University property, contact: 

WSU Police Department 
Campus Police Building 
1845 Fairmount St. 
Wichita, KS 67260-0003 
(316) 978-3450

VIII. Related WSU Policies

• 3.02 / Notice of Nondiscrimination
• 3.06 / Sexual Harassment, Discrimination and Retaliation for Employees, 

Students and Visitors
• 3.19 / Prohibition of Retaliation

mailto:alicia.newell@wichita.edu
https://www.wichita.edu/about/policy/ch_03/ch3_02.php
https://www.wichita.edu/about/policy/ch_03/ch3_06.php
https://www.wichita.edu/about/policy/ch_03/ch3_19.php


20.25 / Human Trafficking of Persons Prohibited 
Effective: November 27, 2018 

I. Purpose

Wichita State University (WSU) is committed to combating human trafficking in persons 
and does not tolerate or condone human trafficking of any form or at any level within 
the University. Moreover, the University's Center for Combating Human Trafficking 
(CCHT) offers prevention of human trafficking and pathways out of exploitation, which 
may include college scholarships and/or paid internships for survivors. This policy was 
derived from the federal government zero tolerance policy for human trafficking (FAR 
52.222-50). It is important that WSU employees, subcontractors, contractors, vendors or 
the like refrain from any practice that constitutes human trafficking in persons. 

II. Applicability

All WSU employees must read and adhere to this policy. In addition, WSU contracted 
consultants and subcontractors are required to adhere to this policy to the extent 
required by contract or law. 

III. Policy Statement
A. WSU forbids human trafficking in persons. WSU employees and the employees

of consultants and/or subcontractors, to the extent applicable by law or
contract, shall not engage in any human trafficking related activities, including
but not limited to:

1. Engage in any form of trafficking in persons during the performance of
their employment or contract with WSU;

2. Procure commercial sex acts during the performance of their
employment or contract with WSU;

3. Use forced labor in the performance of the contract;
4. Destroy, conceal, confiscate, or otherwise deny access by an employee to

the employee's identity or immigration documents, such as passports or
drivers' licenses, regardless of issuing authority;

5. 
a. Use misleading or fraudulent practices during the recruitment of

employees or offering of employment, such as failing to disclose,
in a format and language accessible to the worker, basic
information or making material misrepresentations during the
recruitment of employees regarding the key terms and conditions

http://farsite.hill.af.mil/reghtml/Regs/far2afmcfars/fardfars/Far/52_220.htm?zoom_highlight=52%2E222-50&P825_154284
http://farsite.hill.af.mil/reghtml/Regs/far2afmcfars/fardfars/Far/52_220.htm?zoom_highlight=52%2E222-50&P825_154284


of employment, including wages and fringe benefits, the location 
of work, the living conditions, housing and associated costs (if 
employer or agent provided or arranged), any significant cost to 
be charged to the employee, and, if applicable, the hazardous 
nature of the work; 

b. Use recruiters that do not comply with local labor laws of the
country in which the recruiting takes place;

6. Charge employees recruitment fees;
7. Fail to provide return transportation or pay for the cost of return 

transportation upon the end of employment (full text of 52.222-50 (b)(7) 
including limitations can be found here);

8. Provide or arrange housing that fails to meet the host country housing 
and safety standards (full text of 52.222-50 (b)(8) including
limitations can be found here); or

9. If required by law or contract, fail to provide an employment contract, 
recruitment agreement, or other required work document in writing (full 
text of 52.222-50 (b)(9) including limitations can be found here).

IV. Policy Violations

The University is required to and will take action for violation of the U.S. Government's 
zero tolerance policy, including, but not limited to: 

• Removing the violating employee from working on any applicable contract;
• Reduction in benefits for the violating employee; or
• Imposing actions related to employment, up to and including termination of

employment with WSU.
V. Reporting Noncompliance

Employees may report without fear of retaliation, activity inconsistent with the policy 
prohibiting trafficking by contacting WSU's Employee Reporting hotline at 1-844-724-
5631 or via the WSU Hotline website, or the Global Human Trafficking Hotline at 1-844-
888-FREE or via email at help@befree.org. All hotlines allow anonymous reporting as 
permitted by applicable law.

Additional information about Trafficking in Persons and examples of awareness 
programs can be found at the website for the Department of State's Office to Monitor 
and Combat Trafficking in Persons. More information about WSU's Center for 
Combating Human Trafficking and available services can be found 
at http://combatinghumantrafficking.org/.For questions related to this policy as it 
pertains to human trafficking, please contact the Office of the General Counsel for WSU. 

http://farsite.hill.af.mil/reghtml/Regs/far2afmcfars/fardfars/Far/52_220.htm?zoom_highlight=52%2E222-50&P825_154284
http://farsite.hill.af.mil/reghtml/Regs/far2afmcfars/fardfars/Far/52_220.htm?zoom_highlight=52%2E222-50&P825_154284
http://farsite.hill.af.mil/reghtml/Regs/far2afmcfars/fardfars/Far/52_220.htm?zoom_highlight=52%2E222-50&P825_154284
http://farsite.hill.af.mil/reghtml/Regs/far2afmcfars/fardfars/Far/52_220.htm?zoom_highlight=52%2E222-50&P825_154284
http://farsite.hill.af.mil/reghtml/Regs/far2afmcfars/fardfars/Far/52_220.htm?zoom_highlight=52%2E222-50&P825_154284
http://farsite.hill.af.mil/reghtml/Regs/far2afmcfars/fardfars/Far/52_220.htm?zoom_highlight=52%2E222-50&P825_154284
tel:18447245631
tel:18447245631
https://secure.ethicspoint.com/domain/media/en/gui/54197/index.html
tel:18448883733
tel:18448883733
mailto:help@befree.org
http://www.state.gov/j/tip/
http://www.state.gov/j/tip/
http://combatinghumantrafficking.org/


VI. Applicable Laws

FAR 52.222-50 

VII. Policy Owners

Federal Contracts Compliance, NIAR Research Compliance 
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21.01 Mandatory Face Coverings 
Effective: August 03, 2020 I Revised: September 11, 2020 

I.Initiating Authority

The Office of Academic Affairs and Office of Student Affairs serve as the initiating 
authority. 

II.Purpose

The University remains committed to safeguarding the people who learn, research, live, 
work, play, and visit the University campus and ensuring the safe operation of University 
activities.  The purpose of this policy is to set forth the policy and procedure for required 
use of face coverings on campus. Approved Face Coverings are recommended as a simple 
barrier to help prevent respiratory droplets from traveling into the air and onto other 
people when the person wearing the mask coughs, sneezes, talks, or raises their voice. 
This is called source control. 

III.Policy Statement
A. Approved Face Coverings Required on Campus

1. Students, faculty, staff and visitors must wear Approved Face Coverings (as
defined below) over their mouths and noses while on Wichita State
University campuses in all hallways, public spaces (including outdoor
spaces), classrooms and other common areas of campus buildings unless
they are walking alone outdoors and not within 6 feet of anyone else; ’
working alone in a personal office space; are in their individual room, suite,
or apartment in campus housing; or are eating/drinking in a designated
area (i.e., RSC, Shocker Dining, etc.). There are certain exceptions to this
policy including, but not limited to children 5 years or younger, or those
individuals who have documented disabilities (including mental health)
that would prohibit the use of a face mask or face covering.

B. Characteristics of an Approved Face Covering
1. It is important that your face mask meets standards set by the Centers for

Disease Control and Prevention (CDC).
2. This policy requires use of an Approved Face Covering, which should have

the following characteristics:
a. Have at least two layers of material
b. Utilize at least one layer of a tightly woven material, such as:
c. Nylon, Canvas, or Cotton (200+ thread count)



 
i. Silk or synthetic silk (100% polyester, tight weave, not very 

stretchable) 
ii. Chiffon (90% polyester, 10% spandex) 

iii. Spandex (52% nylon, 39% polyester, 9% spandex) 
d. Cover the nose and mouth completely 
e. Fit snug against the sides of the face and chin with no gaps 
f. Be secured with ties or elastic to prevent slipping 
g. Not make it difficult to breathe 
h. Cleaned after each use 

3. The University prohibits the use of certain masks or face coverings that are 
not recommended by the CDC and/or are prohibited by federal, state, or 
local public health or governmental order, including, but not limited to: 

a. Bandanas and fleece neck gaiters 
b. Non-medical grade masks that have exhalation valves with or 

without filters 
c. Any other face coverings not recommended by the CDC and/or 

prohibited by federal, state, or local public health or governmental 
order. 

C. Masks for Students 

Students will be responsible for providing their own Approved Face Covering. 
However, a certain number of free disposable masks are available at the RSC 
Information Desk, Shocker Hall and The Suites front desks, Heskett Center, Ablah 
Library, Marcus Welcome Center, Shocker Support Locker. Free reusable masks 
for students can be obtained at Shocker Support Locker, Shocker Hall, Ablah 
Library, and RSC information desk. Reusable cloth masks are also available for 
purchase from the Shocker Store and through Central Stores. 

D. Masks for Employees 
1. Employees are free to wear their own Approved Face Covering. If an 

employee is unable to obtain an Approved Face Covering, the employee 
should contact their supervisor. Additional masks will be available through 
the unit, department, college, or Facilities Services. 

2. I am lecturing in the fall. Can I wear a face shield instead of a face covering? 
If you can maintain at least 6-feet physical distance from the nearest 
member of your class, then you may wear a face shield instead of a face 
covering while you are lecturing. You should still wear a face covering 
when entering and exiting the classroom since face coverings provide 
more protection than a face shield. 

3. How do I accommodate students in my class who may rely on seeing my 
mouth to understand content clearly? If a student tells a faculty member 
that they need an accommodation to see the faculty member’s mouth to 
understand content clearly, the faculty member should contact the Office 



 
of Disability Services to report the student’s accommodation request and 
also refer the student to Disability Services. In the event there is an 
accommodation that needs to be offered, Disability Services will work with 
the individual faculty member and their department on the 
accommodation for that student. For students with existing 
accommodation needs already recognized by Disability Services, Disability 
Services will be contacting faculty members with those students registered 
for their course directly to establish any needed accommodation. 

E. Masks for Visitors 

Visitors will be required to wear masks in accordance with this policy. 

F. Enforcement 
1. The first step in increasing compliance with our face covering requirement 

is for all of us to demonstrate the behavior ourselves. Secondly, we all need 
to become comfortable making a polite remark in passing such as “Excuse 
me, I wanted to let you know that face coverings are required at Wichita 
State.” There is no need to feel self-conscious about making such a remark, 
nor is there the need to demand action or wait for a reply. If we all follow 
these simple suggestions, we will be off to a good start, although, clearly 
not everyone will choose to comply with this friendly approach. 

2. Noncompliance with face covering requirements will be handled through 
existing policies and procedures. If a student does not conform after being 
notified of the requirement, the instructor or staff member can ask them 
to leave the classroom or office and/or report them to Student Conduct 
for repeated violations. Supervisors and leadership will address faculty and 
staff who do not conform to the requirement. Visitors who do not comply 
with this requirement may be asked to leave and/or have future 
admittance to university events or facilities revoked. Individuals seeking 
exemptions from this policy based on a documented disability should 
contact the Office of Disability Services (students) or Human Resources 
(staff/faculty). 

3. This mask policy is consistent with local and state orders. We understand 
some people may disapprove of wearing a mask. While the university 
respects those individual opinions, research has shown that wearing a face 
mask is the most important, and a potentially life-saving, tool to slow the 
spread of COVID-19. We did not take the decision to require face coverings 
lightly. In the interest of public health, however, we are committed to this 
practice for the greater good of the community. 

4. Some people who disagree with the concept of requiring face coverings 
have called it “unconstitutional.” However, to be unconstitutional, a 
restriction must infringe a fundamental right such as freedom of speech or 
invasion of privacy or otherwise treat people unequally. Requiring all of us 



 
to wear a face covering on campus when it’s not possible to practice 
physical distancing is a narrowly tailored and minimally intrusive 
mechanism, which is justified by the significance of the university’s interest 
in helping to stop the spread of a highly contagious and deadly virus for 
the safety of the campus community. 

5. I believe that a visitor, contractor, vendor, Innovation Campus partner is 
not adhering to the face covering requirement. Who do I contact? 

a. Please contact the WSU employee who is supervising the person or 
space where the infraction occurred. The WSU employee who is 
supervising the project or space will be in a position to ascertain 
whether the person has an exemption and, if not, politely direct 
the person to wear a face covering or vacate the space. For a list of 
common supervisors, please see below. 

b. The first response should be a collegial reminder and an offer of a 
clean face covering, if one is available. If the individual refuses to 
wear a face covering, you may direct the individual to leave the 
space. As a last resort, if the individual refuses to leave, inform the 
person you are calling the campus police for assistance. 

c. If the individual refuses to leave, call campus police to assist in 
removing the individual. At no point should the supervisor or other 
employees put themselves into an unsafe situation while 
attempting to enforce the face-covering policy. The WSU employee 
who is supervising the project or space will look further into the 
issue and take the non-compliance with the request to leave into 
consideration for further accountability measures. 

d. Who to Contact for Suspected Violations of This Policy 
 Employees: Supervisor, next level of leadership within the 

division/college (including Dean), Human Resources 
 Students: Student Code of Conduct (submit incident report) 
 Events hosted at WSU: Event Services 
 Visitors, vendors, and service providers: Each area of a 

visitor’s destination is accountable for visitor compliance. 
 Construction Workers: Facilities Planning 
 Industry Partners: Office of Property Management or Office 

of Industry Engagement 
6. Can individuals be directed to vacate university property if they refuse to 

wear a face covering? Yes, unless they have received an exemption from 
the face coverings policy from the appropriate university staff. If 
individuals are not wearing a face covering in a public space, the first 
response should be a collegial reminder and an offer of a clean face 
covering, if one is available. If the individual refuses to wear a face 
covering, a supervisor (for students this could be a faculty member or a 
staff member overseeing the area) may direct the individual to leave. For 



 
example, a faculty member could direct a student to attend a class 
remotely rather than in person. As a last resort, if the person refuses to 
leave, inform the person you are calling the campus police for assistance. 

IV.Applicable Laws And Additional Resources 

This is a complex, challenging, and fluid situation which continues to evolve rapidly. All 
information on these pages is subject to change as deemed necessary by University 
leadership in accordance with guidance and recommendations issued by federal, state, 
and local public health and government officials. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

21.02 / Hosting Campus Events 
Effective: August 03, 2020 I Revised: November 12, 2020 

I.Initiating Authority 

Director of Special Events and Community Relations, Strategic Communications 

II.Purpose 

Wichita State University’s top priority remains the health, safety, and well-being of our 
entire Shocker community. Face-to face events hosted by Wichita State units and 
organizations must be conducted in a safe and healthy manner. The following guidance is 
intended to supplement University-wide policies and procedures, and federal, state, and 
local public health and governmental guidance. 

III.Policy 

A. General Policy Statement 

COVID-19 and Wichita State University’s response to COVID-19, is a complex, 
challenging and fluid situation which continues to evolve rapidly. All information 
in this policy is subject to change as deemed necessary by University leadership in 
accordance with guidance and recommendations issued by federal, state, and 
local public health and government officials. This may include changes to event 
attendance (including last-minute cancellation) and health and safety 
requirements during events. The following guidelines apply to outdoor and indoor 
face-to-face events. 

B. Minimum Event Requirements 
1. Public Gathering Capacities 

Gathering size limits may be limited based on federal, state, or local public 
health and governmental guidance. Please see the most recent Sedgwick 
County Emergency Public Health Order for limitations. However, at all 
times, the University reserves the right to determine the maximum 
number of attendees that may be present at any on-campus gathering, 
which number may be less than the number allowed by public health and 
government guidance. 

 

https://www.sedgwickcounty.org/covid-19/local-orders/emergency-public-health-order-november-10-2020/
https://www.sedgwickcounty.org/covid-19/local-orders/emergency-public-health-order-november-10-2020/


 
2. Face Masks and Face Coverings 

Students, faculty, staff and visitors must wear face coverings over their 
mouths and noses while on Wichita State University campuses in all 
hallways, public spaces, classrooms and other common areas of campus 
buildings. Face coverings must also be properly worn when in offices or 
other work spaces or outdoor settings when 6-feet physical distancing 
cannot be maintained. 

3. Social Distancing 

All event attendees (including WSU staff, students, and vendors) will be 
required to practice social distancing during the event. NOTE: Social 
distancing does not eliminate the expectation of wearing a face covering. 

4. Food Service 

Unless otherwise approved by the divisional Vice President, all food and 
drink served at campus events should be limited to individually packaged 
food and beverage items (e.g., pre-boxed lunches, individually wrapped 
cookies, bottled or canned drinks, etc.) and may not be consumed at or 
during the event. Pre-packaged food and drinks should be placed in a way 
that people only have to touch the item they are taking. 

C. Additional Considerations and Guideline for Scheduling Events 
1. Consider Virtual Events. Consider virtual events (i.e., livestream, group 

video chat, YouTube, etc.) before scheduling a face-to-face event. 
2. Consider Outdoor Events. Consider outdoor event venues instead of 

indoor venues with an alternate date for inclement weather. 
3. Communication. Communication is critical to employees, vendors, and 

guests both before and during any University event. Before every event, 
you should notify event staff and employees: 

a. Of any health and safety requirements prior to and during the 
event (e.g., social distancing, masks, etc.); 

b. That attendance may be limited for health and safety reasons; 
c. To stay home if they feel sick; and 
d. That, due to the evolving nature of COVID-19, events may be 

cancelled at any point. 
4. Event logistics: Consider venues and venue furniture that can be easily 

cleaned, sanitized and maintained throughout the event. The selected 
event venue should have the appropriate square footage for mass 
gathering capacity according to state of Kansas and Sedgwick County 
guidance. Consider and evaluate traffic patterns from entry to exit. NOTE: 

https://www.wichita.edu/about/policy/ch_21/ch21_01.php
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/social-distancing.html


 
Regular room capacities do not apply and each venue will essentially have 
a revised “social distancing” capacity. Campus venues are adjusting 
maximum capacities for social distancing. 

5. Registration. Consider advance online registration and implement no-
contact registration at the door to eliminate the use of shared objects (i.e., 
pens, clipboards, etc.). Marketplace is an online storefront that can be 
used to sell registrations, shirts or other items online. Two weeks advanced 
notice is requested to do any required setup for Marketplace. For more 
information on Marketplace e-mail wsuaccountsreceivable@wichita.edu. 

6. Low-Contact In-Person Sales: Marketplace POS (Point of Sale) is a mobile 
option for an iPad and card reader that can be used for in-person sales. 
The POS devices accept regular credit and debit cards, in addition to 
contactless cards and mobile wallets (Apple Pay, Google Pay). Receipts can 
be emailed. Marketplace POS devices are available for reservations on a 
first-come, first-served basis. Two weeks advanced notice is requested to 
do any required setup for Marketplace POS. Anyone checking out a device 
is required to complete a brief, online security training. For more 
information on Marketplace POS                      
e-mail wsuaccountsreceivable@wichita.edu. For more information on 
accepting debit or credit card payments visit the page by Accounts 
Receivable.  

7. Provide Physical Barriers and Guides. Provide physical guides (i.e., tape on 
floors, signs on walls, etc.) to ensure individuals practice social distancing. 
Install physical barriers in areas where it is difficult for individuals to remain 
at least 6 feet apart. 

8. Signs and Messages. Post signs in highly visible locations (i.e., entrances, 
restrooms, etc.) that promote protective measures and event guidance. 
Broadcast regular announcements on reducing the spread of COVID-19 on 
public address systems (if available). 

9. Self-health check: WSU employees and event attendees should perform 
a health self-check before attending any University event. 

10. Hand sanitizing stations: Incorporate hand sanitizing stations in event 
plans. Sanitizing stations should include, but not be limited to hand 
sanitizer with at least 60% alcohol, disinfectant spray, paper towels, gloves, 
disposable face coverings and waste receptacles. It will be the 
responsibility of the hosting organization to have some disposable masks 
on hand. Wash your hands with soap and water for 20 seconds whenever 
possible. 

11. Designated health and safety champions: Schedule/identify a “champion” 
or “champions” responsible for managing the health and safety 
“enforcement and accountability” during the event. 

mailto:wsuaccountsreceivable@wichita.edu?subject=
https://www.wichita.edu/services/accounts_receivable/CreditCards.php
https://www.wichita.edu/services/accounts_receivable/CreditCards.php
https://www.wichita.edu/about/COVID-19/shockers_united/signage.php
https://www.wichita.edu/services/humanresources/images/SelfObservationQuestionnaire.pdf


 
12. Enhanced Cleaning Protocols. Make sure common surfaces are wiped 

down during the event (i.e. door handles, tables, chairs) and oversee 
sanitizing stations. 

13. Catering: Consult with Dining Services or approved campus caters for 
options and recommendations. As general recommendations: 

a. No buffet or self-serve catering will be allowed; offer served or 
packaged items 

b. Use of sneeze guards and other protective measures are 
encouraged when appropriate 

c. No shared utensils or service vessels; flatware should be rolled up 
in napkins or individual cutlery packets provided 

d. Coffee, beverages and other break items should be attended to by 
a server unless individual bottled beverages and snacks are 
provided for guests 

e. Cocktail napkins should be given to the guest with their beverage 
by a gloved server 

f. At served meals, guests should not pass bread baskets, 
cream/sugar, salt/pepper. Bread will be served and condiments 
served should be disposable, individual packets or sanitized 
individual containers 

g. All linens, clean or soiled, should be wrapped or placed in single use 
plastic for transport 

D. Who To Contact for Event Venues and Additional Restrictions 
1. Rhatigan Student Center 
2. Metropolitan Complex 
3. Fine Arts venues 
4. Athletics venues 

V.Applicable Laws And Additional Resources 

This is a complex, challenging, and fluid situation which continues to evolve rapidly. All 
information on these pages is subject to change as deemed necessary by University 
leadership in accordance with guidance and recommendations issued by federal, state, 
and local public health and government officials. 

 

 

 

 

 

 

https://www.wichita.edu/services/rsc/eventservices/Catering_Guidelines.php
https://www.wichita.edu/services/rsc/index.php
https://www.wichita.edu/services/metroplex/index.php
https://www.wichita.edu/academics/fine_arts/performance_facilities/index.php
https://goshockers.com/facilities


 
 

21.03 / Temperature Checks 
Effective: September 11, 2020 

I.Initiating Authority 

The Office of Academic Affairs serves as the initiating authority. 

II.Purpose 

The purpose of this policy is to set forth the policy and procedure for temperature checks 
on campus. The University remains committed to safeguarding the people on all campus 
locations, including visitors, and ensuring the safe operation of University activities. 

III.Policy Statement 
A. Temperature Checks on Campus 

1. All students, employees, and visitors should check their temperature prior 
to reporting to work, attending class, or participating in other programs or 
activities. Students, employees, and visitors should not come to campus 
and should consult with a health care provider if they have a temperature 
over 100.4 degrees farenheit. 

2. Generally, the University will not conduct temperature checks on 
employees, students, or visitors. Work duties, programs, or activities 
should be modified through other measures such as physical distancing, 
wearing face masks and/or face coverings, and sanitization, to reduce the 
need to monitor temperatures whenever possible. 

B. Certain Campus Populations Required to Undergo a Temperature Check 
1. In very limited circumstances, campus populations may be required to 

participate in temperature checks. These circumstances may include, but 
are not limited to: 

a. external regulatory, contractual, or third-party imposed 
requirements (e.g., student-athletes, students on clinical rotations, 
patient-facing students, students living in dorms, students or 
employees in certain positions or working in particular labs and/or 
on particular projects, etc.); 

b. status as a critical infrastructure worker; 
c. engaging in a particular activity where routine, close physical 

contact is required; or 
d. entering a particular area or facility where risk of transmission is 

greater. 



C. Implementing a Required Temperature Check Plan
1. All proposed temperature checking requirements must be approved in

consultation with Student Health Services, the Office of General Counsel,
and the applicable Vice President.

2. All approved temperature checking requirements will be available for
review online.

D. How Temperature Checks Will Be Conducted
1. To be approved, all proposed temperature checking requirements must

meet the following minimum standards:
a. Temperature checks must be conducted using forehead scans or

other contactless methods;
b. Temperatures must be checked at standard times (e.g, daily upon

starting work, daily prior to entering a facility, daily prior to
engaging in a particular activity, etc.) for all individuals engaged in
the same or similar activities or working in the same area or facility;
and

c. Requirements should account for any other conditions that
individuals may have that cause elevated body temperatures.
Individuals may be requested to provide limited health
information, such as a health care provider's note, to substantiate
such a condition.

2. To be approved, all proposed temperature checking requirements should
be documented on the temperature checking request form.

IV.Applicable Laws And Additional Resources

This is a complex, challenging, and fluid situation which continues to evolve rapidly. This 
policy is subject to change as deemed necessary by University leadership in accordance 
with guidance and recommendations issued by federal, state, and local public health and 
government officials. 

https://www.wichita.edu/about/COVID-19/temperature_checks.php
https://www.wichita.edu/about/COVID-19/_documents/REQUEST-TO-DO-TEMPERATURE-CHECKS.pdf
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