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SECTION I 
 

 FACULTY PERSONNEL POLICIES 

 

A. GENERAL DEFINITIONS 

 

1.  Definition of Faculty 
 

According to the Bylaws of Lake Forest College adopted by the Board of Trustees on September 11, 

1965, and amended by the FPPC on February 18, 1997, and amended by the Board of Trustees on May 

12, 2006, the faculty is defined as follows: 

  

The faculty shall consist of the President of the College, the Deans, the Associate Deans, the Assistant 

Deans, the Professors, the Associate Professors, the Assistant Professors, the Visiting Professors, the 

Visiting Associate Professors, the Visiting Assistant Professors, the Instructors, the Senior Lecturers, the 

Lecturers, the Registrar, the Chief Information Officer, the Librarians, the Academic Technology 

Specialists, the Vice President for Admissions and Career Services, the Associate and Assistant Directors 

of Admissions, and the Director of Athletics and full-time head coaches. 

 

Voting privileges are given only to faculty members holding full-time appointments at the College.   

 

While the above definition embraces teaching and administrative faculty, both full- and part-time, as well 

as coaches, certain of the following sections apply only to the teaching faculty, most notably the policies 

on appointments, review, tenure, promotion, and sabbatical leave. 

 

2.  Equal Employment Opportunity 

 

All faculty appointments must meet equal employment opportunity standards.  The President of Lake 

Forest College defined these standards in the following proclamation, approved by the Board of Trustees 

on September 27, 1975 (amended February 28, 1978; December 3, 1994; March 31, 2015; May 24, 2016) 

 

Lake Forest College does not discriminate on the basis of race, color, religion, national origin, ancestry, sex, 

pregnancy, sexual orientation, gender identity, gender expression, parental status, marital status, age, disability, 

citizenship status, work authorization status, military or veteran status, unfavorable discharge from military 

service, order of protection status, arrest record, or any other classification protected by law in matters of 

admissions, employment, housing, or services or in the educational programs or activities it operates. 

 

Lake Forest College complies with federal and state laws that prohibit discrimination based on the protected 

categories listed above, including Title IX of the Education Amendments of 1972, which prohibits 

discrimination based on sex (including sexual misconduct) in the College’s educational programs and activities. 

 

Lake Forest College provides reasonable accommodations to qualified applicants, students, and employees with 

disabilities and to individuals who are pregnant. 

 

Any inquiries or concerns with respect to sex discrimination, sexual misconduct, Title IX, and the College’s 

Title IX policies and procedures may be directed to: 

 

LaShun McGhee 

Title IX Coordinator 

555 North Sheridan Road 

Lake Forest, IL 60045 

847-735-6009 

TitleIX@lakeforest.edu 

 

Any inquiries or concerns regarding Title VI (prohibiting discrimination based on race, color, or national 

origin), Section 504 of the Federal Rehabilitation Act of 1973 (prohibiting discrimination based on disability), 

mailto:TitleIX@lakeforest.edu
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or the College’s Non-Discrimination Policy and Complaint Resolution Procedures may be directed to:  

 

Agnes Stepek 

Director of Human Resources and Campus Coordinator for Section 504   

555 North Sheridan Road 

Lake Forest, IL 60045 

847-735-5036 

stepek@lakeforest.edu 

 

Individuals may also contact the U.S. Department of Education’s Office of Civil Rights for information. 

 

Office for Civil Rights 

U.S. Department of Education-Chicago Office 

500 W Madison St., Suite 1475 

Chicago, IL 60661-4544 

(312) 730-1560 

ocr@ed.gov 

 

3.  Diversity Commitment Statement 
 (Approved at Faculty Meeting February 05, 2020) 

 
The faculty at Lake Forest College are committed to creating a truly inclusive community that allows all 

members to thrive, including those who are members of underrepresented minority groups in higher 

education or in society more broadly. We respect and support our diverse perspectives and we value the 

numerous identities and experiences of our students and colleagues. We will continue to strive for 

increased diversity, equity, and inclusion as a faculty to ensure that the diversity of our student body is 

represented among our faculty. 

 

Teaching and mentoring students at Lake Forest College are privileges we hold dear and we recognize 

that what we teach carries weight in and beyond the classroom. We pledge to speak thoughtfully, to 

encourage civil discussion, to practice nondiscrimination, and to respect all members of our community. 

We will not tolerate acts of violence or hate in our community. We commit to the ongoing evaluation and 

communication of our practices and policies, consistent with this statement and in service to our 

community. 

 

4.  Academic Freedom   

 
The College’s Mission Statement provides that “we enable students, faculty, trustees, and administrators 

to solve problems in a civil manner, collectively.”  The policy below was written with that statement in 

mind; however, not all community members are comfortable addressing each other on all topics.  

Campus Conduct Hotline (see appendix D) is a confidential, independent, call-in service that provides a 

simple, anonymous way for individuals to preserve the values and mission of Lake Forest College. 

 

On May 8, 1965, the Board of Trustees adopted the following resolution on academic freedom: 

  

a.   Lake Forest College subscribes completely to the principles of academic freedom as set forth in 

the Statement of 1940 adopted by the Association of American Colleges, and the American 

Association of University Professors and other organizations. 

 

b.   A member of the faculty who believes that their academic freedom has been infringed by an 

action of the College may appeal through the President of the College or the Chairperson of the 

General Policies Committee (now the Faculty Personnel Policies Committee) of the Faculty to 

the Promotion and Tenure Subcommittee of FPPC (policy changed, Board of Trustees, Feb. 22, 

1977). 

 

c.   If an issue of academic freedom cannot be resolved satisfactorily locally and a member of the 

affected faculty should request the American Association of University Professors to make an 

mailto:stepek@lakeforest.edu
mailto:ocr@ed.gov
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inquiry into the case, the College will offer full cooperation in the investigation. 

 

At the same time the Board of Trustees also approved as College policy the following statement 

printed in the June 1963 issue of the Bulletin of the American Association of University Professors: 

 

a.   Teachers are entitled to full freedom in research AND in the publication of the results, subject to 

the adequate performance of their other academic duties; but research for pecuniary return 

should be based upon an understanding with the authorities of the institution. 

 

b. Teachers are entitled to freedom in the classroom in discussing their subject, but they should be 

careful not to introduce into their teaching controversial matter which has no relation to their 

subject.  Limitations of academic freedom because of religious or other aims of the institution 

should be clearly stated in writing at the time of the appointment. 

 

5.  Conflict-of-Interest Policy for Trustees, Employees, and Institutional Officers   

 
The College’s Mission Statement provides that “we enable students, faculty, trustees, and administrators 

to solve problems in a civil manner, collectively.”  The policy below was written with that statement in 

mind; however, not all community members are comfortable addressing each other on all topics.  

Campus Conduct Hotline (see appendix D) is a confidential, independent, call-in service that provides a 

simple, anonymous way for individuals to preserve the values and mission of Lake Forest College. 

 
(Following adopted May 8, 2009 by Board of Trustees)                              

 

 a. Applicability  

The following statement of policy applies to each member of the Board of Trustees (“Board 

Members”) as well as the President, Vice Presidents and Directors (collectively “Senior 

Administrators”) of Lake Forest College (“College”).  

 

b. Statement of Policy Regarding Fiduciary Responsibilities  

Board Members and Senior Administrators of the College have a fiduciary duty to serve the fiscal 

interests of the College, as well as a duty to preserve the public and donor trust. Thus, these 

individuals have a clear obligation to fulfill their responsibilities in a manner that does not give rise 

to a perceived or actual conflict of interest. All decisions by the Board and/or Senior Administrators 

must be made solely on the basis of a desire to advance the best interests of the College and the 

public good. Any decision that could result in an actual or perceived conflict of interest, as defined 

by this policy, must be avoided.  

 

Board Members and Senior Administrators may have relationships and affiliations that may raise 

questions about perceived conflicts of interest. Although many such potential conflicts are and will 

be deemed inconsequential, every individual Board Member and Senior Administrator has an 

ongoing responsibility to disclose situations that involve personal, familial, or business relationships 

that could be perceived as a conflict of interest. Each Board Member and Senior Administrator is 

required to: 

 

(a) Be familiar with the terms of this policy;  

 

(b) Avoid and disclose any actual or potential ethical, legal, financial or other conflicts of interest 

involving the College in accordance with the procedure set forth in this policy;  

 

(c) Remove themselves from a position of decision-making authority with respect to any situation in 

which they have any actual or potential ethical, legal, financial or other conflicts of interest 

involving the College;  

 

(d) Acknowledge by their signature that they are currently in accordance with the letter and spirit of 

this policy and owe a continuing obligation of compliance with this policy.  
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c. Definitions  

 

1. Business Relationship: One in which a Board Member or Senior Administrator (or a member of 

a Board Member or Senior Administrator’s Family), serves as an officer, director, employee, partner, 

trustee, agent, or controlling stockholder of an organization that does business with the College.  

 

2. Conflict of Interest: No definition of conflict of interest can be sufficiently inclusive to cover all 

possible forms of such conflict. Board Members and Senior Administrators have an affirmative 

responsibility to identify all actual or potential conflicts of interest in whatever form so the College 

may determine whether a conflict of interest exists. The College offers the following non-exclusive 

definitions as guidance:  

 

A. Actual Conflicts of Interest  

Conflicts of interest are, most generally, situations in which individuals with a fiduciary 

responsibility to the College have interests or relationships, including personal or Business 

Relationships that might reasonably be construed to affect their independent, unbiased 

judgment when making or participating in the making of decisions on behalf of the College, 

where such decisions will or could materially benefit them directly, indirectly, or their 

Family.  

 

B. Potential Conflicts of Interest  

A potential conflict of interest occurs when an individual's personal or private interests or 

Business Relationships might reasonably lead an independent observer to question whether 

the individual's professional actions or decisions are influenced by the considerations of a 

Business Relationship or significant personal interest, financial or otherwise. An individual is 

considered to have a potential conflict of interest when: 

 

• They or any member of their family may receive a financial or other significant benefit as a 

result of their position at the College.  

• They have the opportunity to influence the College’s financial, business, administrative or 

other material decisions in a manner that leads to their (or a member of their Family’s) 

personal gain or advantage;  

• They or any member of their family has an existing or potential financial or other significant 

interest which impairs or appears to impair their independence in the discharge of their 

responsibilities to the College.  

 

3. Family Member: A spouse, domestic partner, parent, sibling, child, or any other member of the 

same household of the Board Member or Senior Administrator.  

 

d. Required Disclosure  

All individuals covered by this policy shall complete and file a Conflict of Interest Disclosure 

Statement with the Secretary of Lake Forest College (the “Secretary of the College”) annually by 

July 1. In order to aid in completing the statement, the College will prepare a list of certain 

companies that had transactions with the College in the prior year and a list of investments held at 

the end of the fiscal year. This list shall be compiled and distributed no later than June 1, annually.  

 

In the period between the filing of the annual statements, if an individual covered by this policy 

believes that they may have an actual or potential conflict of interest with respect to this policy or 

any particular transaction, they shall immediately and fully disclose the potential conflict to the 

Secretary in writing, and shall refrain from participating in any transactions or decisions of any 

actual or potential ethical, legal, financial or other conflicts of interest involving the College that 

may involve the potential or actual conflict of interest.  

 

If a Board Member or Senior Administrator is uncertain whether to list a particular Business 

Relationship or other outside interest, the Board Chair and the College’s legal counsel should be 

consulted. They may elect to seek the judgment of the Board Executive Committee before informing 

and consulting with the entire Board within an executive session. Information shared or gathered as a 

result of such considerations (including information provided on this form) shall be confidential 
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except when the College’s best interests would be served by disclosure. Such disclosure will be 

made only after informing those concerned.  

 

e. Disclosure Review  

The Secretary of the College will accumulate all disclosure statements and furnish them to the 

Chairman of the Board. The Secretary of the College will be responsible for ensuring compliance by 

the full population covered by this policy and report to the Chairman of the Board those individuals 

failing to furnish an annual statement.  

 

f. Restraint on Participation 

Board Members or Senior Administrators who have declared a conflict of interest, or who have been 

found to have a conflict of interest, shall refrain from participating in any proposed transaction 

involving the outside interest held by the Board Member or Senior Administrator including 

consideration of the transaction or voting, unless the Board or Administration requests information 

or interpretation for special reasons that are stated on the record or in writing. Should a 

determination regarding the existence of a conflict of interest matter require an Executive Committee 

or Board vote to resolve, those concerned shall not be present at the time of the vote. 

 

6.  Financial Conflict of Interest for Federal Grants   
 

In accordance with federal regulations, it is the responsibility of Lake Forest College to identify and 

manage actual or perceived conflicts of interest that may arise in externally-funded research projects. A 

conflict of interest occurs when an individual’s private interests might reasonably be construed to affect 

their independent, unbiased judgment in designing, conducting, managing or reporting federally-funded 

research. All faculty or staff applying for, holding, or administering federal grants are required to be 

familiar with the College’s Financial Conflict of Interest Policy for Federal Grants and to complete a 

disclosure form. More information about the policy and the disclosure form is available from the Office 

of Grants and Sponsored Research (OGSR).  

 

 

B.  APPOINTMENTS, REVIEW, TENURE, PROMOTION, AND RETIREMENT 
 
The following applies to full- and part-time faculty who teach courses at Lake Forest College which lead to an 
academic degree. 
 
Eligibility of Employment 
 
All new employees must comply with the Immigration Reform and Control Act of 1986, and verify, in person 
with the Business Office prior to actual employment, their "eligibility of employment."  Verification of 
employment eligibility requires the completion of an I-9 form and the presentation of original documents 
proving identity and eligibility to work in the United States (i.e., for U.S. citizens, a driver's license with photo 
and original Social Security Card).  It is unlawful for the College to hire individuals unauthorized to work in the 
United States (Amended September 1, 1987, in light of new federal guidelines). 
 
Background Check Policy 
(Effective July 26, 2009; updated October 1, 2010; revised March 2015) 

 

Lake Forest College will conduct a background check for each new hire or when an employee transfers to 

selected positions within Lake Forest College. Background checks will also be conducted on former employees 

who return to work for Lake Forest College if the duration of the separation exceeds 30 days. Lake Forest 

College complies with the Fair Credit Reporting Act, which regulates the use of information gathered by 

consumer reporting agencies and which may determine an individual’s eligibility for employment. 

 

Although a disqualification from employment is possible, in accordance with federal and state laws, a previous 

issue does not automatically disqualify an applicant from consideration for employment with Lake Forest 

College. Depending on a variety of factors (for example, the nature of the position, the nature of the issue, and 

the amount of time that has passed), the candidate may still be eligible for employment. 
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An offer of employment may be extended to an applicant prior to the completion of the background check. 

However, the offer will be contingent upon successful background check results. 

 

When a candidate is not selected based on background check results, the results may be provided as required by 

Illinois law and the Fair Credit Reporting Act and the candidate may be given an opportunity to refute the 

information in accordance with the deadline required by the Fair Credit Reporting Act. Additional time may be 

provided to the candidate at the sole discretion of Lake Forest College. 

 

Lake Forest College reserves the right to decline an applicant or to discipline and/or terminate an employee who 

has provided false, misleading, erroneous, or deceptive information on an application, resume, or during an 

interview or who has omitted material information during the hiring process. 
 
Faculty Credentials 
 
All full- and part-time faculty must satisfy one of the following criteria: 

• Have a terminal degree 

• Possess an academic degree one level above the level at which they will teach   

• Have licensures or other credentials that document educational attainment one level above the level at 

which they will teach. 

Exceptions 

• Have completed all requirements for the terminal degree with the exception of the dissertation (ABD). 

• Have equivalent experience that demonstrates mastery at least one degree level above the level at 

which the instructor will teach. A minimum of five years of relevant professional/industry experience 

beyond the bachelor’s degree is typically required. The qualifications and experience must be 

documented and approved by the department chair and the Dean of the Faculty.    

 

Documentation 

Any offer of employment to a prospective faculty member is contingent upon verification of the required 

academic credentials.  The candidate is responsible for submitting an official transcript to confirm that they hold 

an appropriate degree and/or have completed all requirements for the terminal degree with the exception of the 

dissertation (ABD). The candidate may be required to verify other licensures or certifications. A faculty 

member who completes a degree after beginning employment at the College must provide an official transcript 

to verify the awarding of the degree. 
 
 
FACULTY HIRING PROCEDURES 
 
This document was approved by FPPC on October 25, 1990, Revised April 23, 1992, Revised March 25, 1997.  Revised 
September, 2000. Revised April/September2005. Revised February 26, 2015. Revised April 19, 2017. 
 
Lake Forest College is committed to hiring faculty members who are intellectually and personally well qualified 

for positions at a liberal arts college.  The College is also committed to the principle of equal employment 

opportunity and actively seeks cultural, racial, and gender diversity in its faculty.  The procedures described 

here are intended to guarantee as much as possible the meeting of those commitments and the systematization 

of the selection process.  Procedures vary somewhat for teaching faculty and other faculty (administrators with 

faculty status, librarians, and physical education staff). 

 

1.  Authorization:  Authorization of a faculty opening is made by the President. 

 

In the case of teaching faculty, the President acts upon recommendation by the Academic Resources and 

Review Committee (ARRC).  To insure a prompt start of search procedures, ARRC recommendations normally 

should be determined as early in the college year as possible. Departments and programs wishing to request 

authorization to replace a tenured or tenure-track faculty member should contact the Faculty Diversity 

Recruitment Subcommittee (FDRS) Chair, who will assign an FDRS representative for a preliminary discussion 

with the department/program chair about the nature of the position and participate in the drafting of the 

proposal. The department/program then submits the proposal to ARRC. Please consult the chair of ARRC for 

the guidelines. 

 

In the case of administrators, librarians, academic technology specialists, or physical educators, the President 



12 

first consults with the College Council.  In the case of ranking administrators (e.g., Dean of the Faculty, Dean of 

Students, Director of Admissions, Registrar, Chief Information Officer, Director of College Athletics) or 

teaching administrators (e.g., Directors of the Writing Center, Internships), the President also consults with the 

Faculty Personnel Policies Committee (FPPC). 

  

2.  Search committee and coordinator:  For academic departments in which a vacancy occurs, the department 

chairperson or a department member designated by the chairperson coordinates the search and interview 

process, assisted by other departmental faculty as additional members of the search committee.  For positions of 

ranking or teaching administrators or where an academic department vacancy entails a chairperson position, the 

coordinator and others on the search committee are specially appointed by the President, acting upon 

recommendation by the FPPC.  In the case of an opening for a physical educator or for an associate or assistant 

dean, librarian, or director of admissions, the appropriate supervisor coordinates the search, assisted wherever 

possible by colleagues as additional search committee members.  Every search committee also includes a 

faculty or staff member from the FPPC Faculty Diversity Recruitment Subcommittee (FDRS), appointed by the 

chairperson of that Committee. The FDRS representative is a full member of the search committee and is 

expected to participate in all phases of the search. 
 
In recruiting and appointing faculty, every effort shall be made to obtain the best qualified person for the 

available position.  If a candidate is related to a member of the search committee, that member of the search 

committee will be removed and, if possible, replaced. Other departmental faculty and/or a special committee 

appointed will function for that purpose. 

 

The search coordinator calls an initial meeting of the search committee to discuss the nature of the position in 

light of departmental and/or institutional directions.  

 

3.  Search plan:  The search coordinator devises a detailed plan indicating the process by which the search will 

be conducted. The FDRS member of the search committee should keep diversity issues in the foreground of 

discussions about the search process and candidates. 
 
The plan must provide for broad dissemination of information to a spectrum of potential candidates. The search 
committee’s plan should include specific steps designed to attract a diverse pool of candidates.  These steps may 
include (a) explicitly assigning responsibility to individual faculty members for making contacts and for 
following up leads which may result in attracting candidates who might otherwise overlook the announcement 
of the opening, and (b) writing to officers of women and minority professional organizations and to other 
individuals known to be interested in supporting women and minority candidates for professional appointments.  
 
The plan must show the advertising text and media to be used and be approved by the Dean of the Faculty.  
Appropriate media include professional journals, special professional job listings, widely distributed 
newspapers and magazines, and letters to graduate departments and individuals.  Personal contacts and 
telephone inquiries also should be used to increase the quality, quantity, and variety of the applicant pool. 

 
4.   Faculty Diversity Recruitment Subcommittee 

 

The College appreciates its opportunity, within the limits of the law, to take affirmative steps to recruit faculty 

who are diverse in race, ethnicity or gender.  We look to enhance the diversity of our faculty, in these 

particulars, both overall and within individual departments through our hiring procedure by involving the 

Faculty Diversity Recruitment Subcommittee (FDRS) at every step of the hiring process. 

Charge to the Subcommittee: 

 

The goal of the subcommittee is to promote the recruitment of a diverse faculty by working with search 

committees for teaching faculty positions at the College.  An FDRS member is assigned to each search 

undertaken for full-time tenure-track teaching faculty.  The FDRS member is a full voting member of the search 

committee who shall be involved in every aspect of the search.  The Faculty Diversity Recruitment 

Subcommittee reports to the Faculty Personnel Policies Committee (FPPC).  

 

As a full member of the faculty search committee, the FDRS member keeps diversity issues in the foreground 

during the search process and the discussions of the candidates. The duties of the FDRS representative include: 

1) helping the search committee craft a job description that can attract a diverse pool of candidates; 2) assisting 
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the search committee in finding organizations and/or academic colleagues who can identify individuals who 

will diversify the pool; 3) assisting the search committee in creating inclusive evaluation criteria that are 

qualification-based; 4) identifying candidates from the pool who could contribute to the diversity of the faculty; 

and 5) overseeing the consistent application of the evaluation criteria to all candidates. If the FDRS member has 

any concerns about the conduct of a given search with respect to the charge of the FDRS, the FDRS member is 

expected to report these concerns to the FDRS chair, FPPC, and directly to the Dean of the Faculty and the 

President. Such a report could lead to suspension of the search by the Dean of the Faculty. 

 

Composition: 

 

1. The FDRS is established annually by the FPPC.  It is comprised of tenured Faculty members.  

2. The size of the committee is determined by the number of searches authorized for the academic year for 

which the committee is instated.  Ideally, there will be one committee member appointed per search authorized.  

3. FPPC will endeavor to maintain continuity on the committee as it assigns members. The chair of the 

committee will be someone who has already served on the committee.   

4. The Dean of the Faculty or an Associate Dean of the Faculty is an ex-officio member of the committee.  

Duties of the Faculty Diversity Recruitment Subcommittee 

 

a. Chairs 

 

The chair meets with all FDRS members to go over procedures at least once a year.  The chair should be 

informed by the Dean of the Faculty when approval is given to conduct a search.  The chair then assigns a 

member of the FDRS to each search, from the same division when possible but not from the same department.  

The chair then contacts coordinators of search committees as they begin to formulate a search plan.  The FDRS 

member participates in the formulation of the job description and the search plan as a full member of the 

committee. 

 

b. Dean of the Faculty 

 

The Dean of the Faculty or Associate Dean of the Faculty serve as ex- officio members of the FDRS during the 

academic year, but represent the subcommittee for searches undertaken during the summer.  A database of 

organizations to contact to attract a diverse candidate pool will be maintained by the Dean of the Faculty office 

for faculty search committees to consult.  The Dean of the Faculty collects the reports of the subcommittee. 

 

c. Reports 

 

The FDRS member must co-sign, along with the coordinator of the search committee, an equal opportunity 

report.  This report presents a record of the steps taken in the search, the screening and recommendation 

process, and of the criteria used in this process. The FDRS member should also prepare a short narrative 

describing their involvement in: 1) the creation of the search plan; 2) the development and examination of the 

initial applicant pool; 3) phone or conference interviews; 4) campus visits; and 5) hiring decisions.  Brief reports 

for each search undertaken during that academic year summarize the efforts taken to attract a diverse pool of 

candidates and the results of the search, including an analysis of lack of success.  These will be sent to the Dean 

of the Faculty with copies sent to the FDRS Chair.  

 
5.  Advertisement:  Coordinators are responsible for publicizing tentative or authorized openings.  Teaching 
faculty positions are normally advertised only after the President has accepted recommendations of the ARRC 
on faculty allocation.  The search coordinator may, however, seek permission for early advertising from the 
Dean of the Faculty.  Announcements or advertisements placed at this early time must characterize the position 
as "anticipated" or "possible" and may state the expected time of the authorization decision. 
 

All advertisements should include the following brief description of the College as listed at  Working at Lake 

Forest . "  

 

For one-year teaching faculty positions, this advertisement boilerplate may be modified to remove the 

expectation of peer-reviewed publications. 
 
6.  Review of applications:  Applications are examined by the coordinator and other search committee 
members, who together select the most promising candidates for further consideration.   

https://foresternet.lakeforest.edu/offices-and-departments/human-resources
https://foresternet.lakeforest.edu/offices-and-departments/human-resources
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7.  Preliminary interviews:  Whenever possible, preliminary interviews are held in order to bring a limited 
number of candidates for on-campus interviews; but such an interview is not a prerequisite for invitation for an 
on-campus interview.  Coordinators and delegated search committee members may conduct preliminary 
interviews at professional meetings, through conference calls, or on campus.   The FDRS representative is not 
expected to travel to interview at conferences.   
 
In all instances of preliminary interviews, as in on-campus interviews, concern for equal employment 
opportunities and a diverse faculty must be demonstrated. 
 
8.  Recommendations for on-campus interview: The coordinator submits to the Dean of the Faculty or 
President, as appropriate, the files of at least two candidates the search committee recommends be brought to 
campus, along with files of other candidates in rank order, for a total of five.  If these five do not include 
minorities and women, files of top candidates in those categories are submitted as well.  At this stage the FDRS 
member should report any objections to the Dean or President. 
 
9. Approval for on-campus interview:  For teaching faculty, approval must be given by the Dean of the 
Faculty before an invitation for an on-campus interview is extended.  For other faculty, approval must be given 
by the President or, at the President's discretion, the Dean of the Faculty.  Approval entails a determination that 
the principle of equal employment opportunity has been fully adhered to in the search and screening process, 
that a complete dossier on the candidate has been obtained, and that the search committee has made a careful 
evaluation of the candidate's qualifications and supporting material.  If approval is denied, the reasons must be 
given to the coordinator. 
 
10. Eligibility for U. S. Employment: The coordinator of the search committee will determine whether the 
candidates invited for an official interview are eligible to work in the United States during the period for which 
they would be hired.  For current regulations, please consult the office of the Dean of the Faculty. 
 
11.  Preparation for on-campus interview:  The coordinator is responsible for arranging a detailed interview 
schedule, with the aid of the Office of the Dean of the Faculty or, where appropriate, the Office of the President.  
Copies of the candidate's curriculum vitae are prepared for distribution to students scheduled for on-campus 
interviews, and copies of the complete dossier are made available to involved faculty members.  The relevant 
department assistant assists in distributing materials, arranging overnight and dining accommodations, and 
making reimbursement for travel and other costs. 
 
12.  Interviews:  In the on-campus interview process, the candidate should be interviewed by as many of the 
following as possible: 

a. the coordinator and all other members of the search committee, including the FDRS 
representative; 

b. other faculty in fields, or with interests, akin to those of the candidate; 
c. appropriate students (Academic Advisory Committee, Athletic Council, or students appointed 

by the search coordinator); 
d. other students, especially relevant majors, and without faculty present; 
e. the Dean of the Faculty; 
f. the President of the College; 
g. the Director of Human Resources, whose primary function is to provide information 

concerning College benefits (e.g., insurance, faculty housing, mortgage subsidy). 
 
For teaching faculty positions, coordinators are urged to have the candidate present a lecture or otherwise 
participate in a class.  For any other faculty position that may include some classroom duties, the chairperson of 
the relevant department should participate in the interview and recommending process. 
 
13.  Interview reports:  Other than the Dean of the Faculty, President, and the FPPC representative, 
interviewers inform the coordinator of their evaluations of the candidate.  These evaluations are reviewed by the 
search committee. 
 
14.  Recommendation for appointment:  For teaching faculty appointments, after the search committee has 
agreed to recommend a candidate, the coordinator so informs the Dean of the Faculty in writing, attaching 
copies of all dossiers and interview comments. For appointment of other faculty, communications are sent 
directly to the President or the President's designee.  
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15.  Equal opportunity report:  The coordinator must submit (to the Dean of the Faculty or President, as 
relevant) an equal opportunity report on a provided form.  The report presents a record of the steps taken in the 
search, screening, and recommendation process, and of the criteria used in this process, and must be cosigned 
by the FDRS member of the search committee. 
 
16.  Saving records:  All documents connected with the search, including the information submitted by all 
applicants, must be retained by the coordinator for one year from the time a candidate accepts the position 
offered. 
 
17.  Exceptions to these procedures:  Exceptions to these procedures may occur only in the following cases: 
 

a. Full-time, non-tenure track: An FDRS representative is not mandatory for these searches. 

Ordinarily, if the position is later converted to a tenure-track line, the department will be required to 

conduct a new national search. Occasionally, a subsequent conversion may be approved without the 

necessity of mounting a national search, but only if an FDRS representative participated in the original 

search. 
b.  Internal candidates:  On rare occasions, a search committee may believe that a person currently 
holding a full- or part-time position at the College is so exceptionally qualified, both by information 
and recommendations presented at the initial hiring and by subsequent performance, that a national 
search seems unnecessary and wasteful.  In such cases, the search committee, through its coordinator, 
recommends that a national search be postponed.  The recommendation will be honored only if it is 
formally approved by the FDRS member of the search committee, the FPPC, the Dean of the Faculty, 
and the President.  Formal interview procedures 10-12 will still be followed, though they may be 
modified by the FPPC to expedite the process and avoid unnecessary duplication of interviews.   
 

c. Part-time openings: Advertising of such positions may be limited to the more immediate 

geographical area.  Candidates for teaching assignments are interviewed normally by the department 

chair and other department members, as appropriate, and a representative of the Dean of the Faculty.  

Candidates for non-teaching faculty assignments are interviewed normally only by the relevant 

supervisor and colleagues, students (where appropriate), and a representative of the Dean of the 

Faculty or President. 
 
d.  Late and emergency appointments:  If normal procedures cannot be implemented (as, for 
example, when the formal interview process is scheduled for a time after the end of the college year, or 
in filling an immediate vacancy caused by illness or death), the usual procedures should be followed as 
closely as possible.  The Dean of the Faculty will assume FPPC responsibilities when hiring is done 
during the summer--insuring, however, that candidates are interviewed by at least three members of the 
teaching faculty.  The appointment is of a one-year terminal nature or, in the case of emergency 
appointment, until the end of the college year or on an acting basis.  If the position is full-time and its 
continuance is authorized for a subsequent academic year, a national search must then be conducted. 

 
e.  Unpaid teaching faculty:  Persons who offer to teach a course without pay and who are not 
otherwise employed by the College will only teach courses not regularly offered and will not be 
counted as part of the department's faculty allocation (as determined by the ARRC).  Such faculty 
appointments must be approved by the appropriate department chairperson, the FPPC, the Dean of the 
Faculty, and the President. 

 

 
1.  Appointment to the Faculty  
(Approved by Board of Trustees, December 6, 1975)  

 
Full-time faculty appointments are made by the Board of Trustees.  All candidates for faculty positions 
are interviewed by members of the Faculty Personnel Policies Committee and the Dean of the Faculty, 
who together make final recommendations to the President about the person as well as about the title 
and/or professorial rank.  Upon acceptance of an offer on the part of the new faculty member, the 
President will submit for approval by the Board of Trustees the appointment of the candidate. 
 
Mission Statement: (Approved by Faculty, March 05, 2014) 

Our curriculum engages students in the breadth of the liberal arts and the depth of traditional disciplines. 

We encourage students to read critically, reason analytically, communicate persuasively, and, above all, 
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to think for themselves. We prepare our students for and help them attain, productive and rewarding 

careers. We foster creative talent and independent research. We embrace cultural diversity. We honor 

achievement. Our faculty of distinguished scholars takes pride in its commitment to teaching. We know 

our students by name and prepare them to become responsible citizens of the global community. We 

enable students, faculty, trustees, and administrators to solve problems in a civil manner, collectively. We 

maintain a secure residential campus of great beauty. We enrich our curriculum with the vibrant 

resources of Chicago. Lake Forest College celebrates the personal growth that accompanies the quest for 

excellence.    
 

As the College’s mission statement makes clear, our faculty of distinguished scholars takes pride in its 

commitment to teaching.  We know our students by name and prepare them to become responsible 

citizens of the global community.  We foster creative talent and independent research.  We embrace 

cultural diversity.  Diversity requires a broad definition.  Faculty, students and staff are diverse in many 

ways: in race, religion, ethnicity, gender, sexual orientation, geographic origin, political beliefs, disability 

status and still other characteristics.  The College embraces diversity in this expansive sense; people 

should feel welcome and comfortable on our campus regardless of background or persuasion. 

 
2.   Appointment to Teaching Faculty   
(Approved by Board of Trustees, October 22, 1977; amended February 22, 1992; amended April 7, 1999) 

 
Appointment to the teaching faculty is made with the title Lecturer, Senior Lecturer, Instructor, Visiting 
Professor, Visiting Associate Professor, Visiting Assistant Professor, Assistant Professor, Associate 
Professor, or Professor.  The last three are successive professorial ranks open only to those having a full-
time appointment at the College.  In disciplines where a doctorate is normally expected as the appropriate 
final credential, full-time faculty without the doctorate are appointed as Instructors.  All part-time faculty 
are appointed as Lecturers or Senior Lecturers, except that tenured faculty who accept a part-time 
position continue in their ranks. 

 
Appointments to the teaching faculty are for a term (up to three years) or continuing.  Term appointments 
end at the specified time without further notification from Lake Forest College.  Continuing 
appointments are annually renewed until notice of termination is given in accordance with the policy on 
"Termination of Employment of Non-Tenured Faculty" (See C.2.a.).  All part-time appointments are for 
not more than one year. 
 
Determination of faculty openings is made by recommendation of the Academic Resources and Review 
Committee (ARRC). In the case of a full-time position the ARRC should recommend, in consultation 
with the department chairperson, that it be continuing or for a specified term; the President may consult 
with the Faculty Personnel Policies Committee (FPPC) before deciding upon the nature and length of the 
full-time appointment. The nature and, in the case of term appointments, length must be clearly specified 
both in advertising and in the letter of appointment.   
 

Most faculty appointments at the College are made in a single “home” academic department/program 

(hereafter a “single appointment”). A single appointment faculty member serves as a member of only 

one department/program. 

 
Some faculty appointments are made in more than one academic department/program on a continuing 

basis (hereafter a “joint department/program appointment”). When interested in establishing a joint 

department/program appointment, the relevant departments/programs consult with the Dean of Faculty 

and ARRC in advance of submitting a faculty search authorization request. The details of the joint 

department/program appointment must be finalized before the search commences. 

 
A faculty member with a single appointment in a home department/program also may contribute to 

additional departments/programs (hereafter a “secondary assignment”). A secondary assignment is 

recognized by FPPC in consultation with the relevant department/program chairs and the faculty 

member. FPPC considers the needs and interests of the College, the departments/programs, and the 

faculty member regarding secondary assignments, which are reviewed for renewal every three years. A 

faculty member can begin a secondary assignment as early as their first semester at the College. 

 
For both joint department/program appointments and secondary assignments, the faculty member 

teaches for and serves as a member of more than one department/program. In addition, these faculty 
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members may request a joint title (e.g., Assistant Professor of [Home Dept/Prog] and [Secondary 

Dept/Prog]). 

 
The criteria for reviews should (a) be established early and remain stable over time, (b) be 

communicated clearly and consistently, both within and across departments/programs, (c) be applied 

fairly, and (d) be consistent with College goals of recruiting, developing, and retaining outstanding 

faculty members. When standing for the reviews specified in Sections I.B.4,5,6,7, a faculty member 

with a 

 
a. single appointment is evaluated using the criteria established by the home 

department/program. The Dean of the Faculty solicits evaluative letters from the chairperson 

of the home department/program and all tenured colleagues in the home 

department/program. The candidate invites these evaluators to visit classes so that their 

letters can include direct evaluation of the candidate’s teaching. 

 

b. joint department/program appointment is evaluated using blended criteria established 

jointly by the home department/program and the additional department(s)/program(s). The 

Dean of the Faculty solicits evaluative letters from the chairpersons and all tenured members 

of these departments/programs. The candidate invites the relevant evaluators to visit classes 

so that their letters can include direct evaluation of the candidate’s teaching. 

c. secondary assignment is evaluated using the criteria established by the home 

department/program. The Dean of the Faculty solicits evaluative letters from the chairperson 

of the home department/program, the chairperson(s) of the additional 

department(s)/program(s) for which the faculty member under review currently serves with 

a secondary assignment, as well as all tenured colleagues in the home department/program. 

The candidate invites these evaluators to visit classes so that their letters can include direct 

evaluation of the candidate’s teaching. 

 
For both joint department/program appointments and secondary assignments, the relevant chairpersons 

are required to meet regularly to ensure that they deliver consistent messaging about the review criteria 

and expectations to the faculty member under review. To help ensure consistency, the chairpersons of 

all relevant departments/programs should visit the faculty member’s classes, have access to their 

teaching evaluations, and collaborate on their annual reviews. For third-year review and tenure review, 

chairpersons should submit separate evaluative letters for the faculty member under review. 

 

3.  Countable Service for Review, Tenure, and Promotion  
(Approved by Board of Trustees, May 6, 1983)  

 

For purposes of third-year review, tenure consideration, and promotion consideration, countable service 

will normally be measured by full academic years.  For faculty on continuing appointments or with 

tenure, an academic year which includes a reduction of one third or less of the normal teaching load will 

count as a full year; an academic year which includes a reduction of more than one third of the normal 

teaching load will not be countable, with the following exception:  If the reduction is a leave of absence 

for academic purposes, that year will count in the timing for tenure consideration provided the faculty 

member so stipulates this as part of the leave request; otherwise it will not count.  Faculty participation in 

an Associated Colleges of the Midwest (ACM) program during the academic year will normally count as 

Lake Forest College teaching service; the applicable statement in the appointment letter will be the 

determining factor. 

 

4.   Annual Review   
 (Approved by Board of Trustees, October 22, 1977; amended, October 3, 1980, September 23, 1988, May 11, 1990, 

March 5, 1997 Revised by faculty May 4, 2022) 

  

By January 20, faculty members will submit to their relevant chairperson (or chairpersons; see Section 

I.B.2 for more details) a current curriculum vitae and, using an Annual Report form provided by the 

Dean of the Faculty, a description of teaching, scholarly, and service activities for the previous calendar 
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year. Chairpersons will provide a concise evaluation of the performance of each faculty member using 

the chair evaluation template included on the Annual Report Form.  Prior to submission on April 1 to the 

Dean of the Faculty, the chairperson(s) must share with each faculty member their completed evaluation 

and must provide the faculty member with the opportunity to add a written response.  Both the faculty 

member and the chairperson(s) must sign the completed evaluation prior to submission to the Dean of the 

Faculty. 

 

Chairpersons are not expected to submit an annual evaluation for faculty members undergoing a third-

year, tenure, or promotion review during the current academic year. Chairpersons are expected to submit 

their own current vita and Annual Report Form, but they should not complete the chair evaluation 

template for their own report. 
  

All of these materials (curriculum vitae, description of annual activities, and the chairperson’s annual 

evaluation) will be referred to when making decisions concerning termination and reappointment of non-

tenure-track faculty. For all faculty members, the annual report will be used by the Dean of the Faculty in 

recommending to the President individual salary levels for the succeeding academic year. Annual reports 

will not be considered by the Promotion and Tenure Subcommittee during third-year, tenure, and 

promotion reviews. 

 

5.   Third-Year Review   
 (Approved by Board of Trustees, October 22, 1977; amended, October 3, 1980, September 23, 1988, May 11, 1990, 

March 5, 1997, March 17, 2014, amended by faculty November 5, 2014, amended by faculty May 4, 2022.) 

  

In the case of faculty who could later be eligible for tenure consideration, a review in the third year of 

countable service as a faculty member is conducted by a review committee consisting of the Dean of the 

Faculty, one member of the Promotion and Tenure Subcommittee (as assigned by the PTS chairperson), 

and the relevant chairperson (or chairpersons; see Section I.B.2 for more details). 

 

a.  Criteria are employed for third-year reviews: 
 

 Teaching.  Demonstration of capability and effectiveness in teaching, with evidence of ability to 

respond to present and future teaching needs of the relevant department(s)/program(s) and the 

College.  Teaching is the most important criterion for the third-year review. 
 

 Scholarship.  Promise of productivity in published scholarship or appropriate creative activity. 

 

 Service.  Active participation in and contributions to the College in its governance, on-campus 

programs, or other co-curricular activities. 

 

Need. In every third-year review, the academic needs of the relevant department(s)/program(s), and 

the College as a whole are crucial. The following major needs are considered: the candidate's 

academic specialties, flexibility within sub-disciplines within a relevant department(s)/program(s), 

flexibility in responding to the development of the College's curriculum and changes in its 

enrollment patterns, and the continued stimulation of the intellectual atmosphere of 

departments/programs and the College usually provided by new members of the faculty. 

 

While primary emphasis is placed on the above criteria, consideration is also given to the faculty 

member's degree status, experience in teaching, fellowships and awards, grant applications, 

participation in professional organizations, presentations at professional meetings, lectures outside the 

College, student academic advising, published writings, and any other College, community, or 

professional activities. 

 

b. A candidate for third-year review is responsible the following: 

 

i. Early in the fall semester, faculty members invite their relevant chairperson (or 

chairpersons) and relevant tenured members of their department(s)/program(s) to visit 

classes (see Section I.B.2 for more details). 
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ii. By the last Monday in January, the faculty member provides the Dean of the Faculty 

the following items. 

1. A current vita. 

2. A personal statement that concisely addresses each of the criteria listed above 

in Section 5.a. The faculty member is welcome to elaborate specific details to 

whatever length may seem necessary.  The personal statement must also 

include a descriptive summary of the candidate's scholarly agenda (or 

appropriate creative activity) to be pursued prior to the tenure review, 

including research plans for the anticipated Hotchkiss leave. Such an agenda 

is meant to help third-year review candidates clarify their scholarly or creative 

vision for the coming years, but candidates should not feel that they are 

strictly required to adhere to that specific agenda should new plans arise. The 

faculty member also must provide a draft of the personal statement to their 

relevant chairperson (or chairpersons) and the relevant tenured members of 

their department(s)/program(s) in time for them to provide a letter on the 

candidate’s behalf by the last Monday in January. 

  

 The faculty member is reminded to list or discuss their service on College 

committees, student academic advising activities, involvement in senior theses 

and independent projects, and all other College and department service either 

on the vita or in the personal statement. 

 

iii. In addition to the curriculum vitae and personal statement, the faculty member is 

welcome, but not required or expected, to provide the Dean of the Faculty with other 

materials to support specific claims made in the personal statement.  Examples of 

additional materials include but are not limited to: copies of syllabi and exams, grant 

applications, reprints of publications or copies of manuscripts under review, evidence 

of creative works, and letters from students, alumni, or colleagues.  The faculty 

member is encouraged to discuss their choice of additional materials with the Dean of 

the Faculty. 

   

c. The relevant chairperson (or chairpersons) is responsible for the following: 
 

i. The relevant chairperson (or chairpersons) meets with the faculty member 

in early fall to discuss the third-year review process. 

ii. The relevant chairperson (or chairpersons) provides the Dean of the Faculty 

with a letter evaluating the faculty member in each of the criteria listed in 

Section 5.a. by the last Monday in January. The letter must be based in part 

on classroom visits arranged in advance with the faculty member. 

iii. The relevant chairperson (or chairpersons) serves as one of the members on 

the third-year review committee, along with the Dean of Faculty and a 

member of the Promotion & Tenure Subcommittee. 

 

d. The Dean of the Faculty is responsible for the following: 

 

i. By early September, the Dean of the Faculty invites the faculty member for a meeting 

to discuss the third-year review process. 

ii. The Dean of the Faculty solicits evaluative letters from the relevant chairperson (or 

chairpersons) and the relevant tenured members of their department(s)/programs(s); see 

Section I.B.2 for more details. All letters from tenured colleagues are to include a 

considered evaluation of the candidate’s teaching based in part on classroom visits 

arranged in advance with the faculty member.  To encourage an honest evaluation, all 

letters will be treated confidential by the third-year review committee.  In 

departments/programs without tenured faculty, the Dean of the Faculty in consultation 

with the FPPC and the candidate will designate appropriate senior faculty to write 

letters in place of those that would have been written by tenured department/program 

members.   

iii. The Dean of the Faculty solicits letters from each student currently serving on the 
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department’s/program’s Student Academic Advisory Committee(s). 

iv. The Dean of the Faculty makes the faculty member’s student evaluations available to 

the third-year review committee. 

 

e. After careful review of all materials, the review committee formally recommends to the President that 

the faculty member be retained on a continuing appointment or be given a one-year terminal 

appointment. Candidates must be notified of the President’s acceptance or rejection of the review 

committee’s decision by March 1 unless extenuating circumstances make that impossible. In the case of a 

successful review, the Dean of the Faculty, in a letter approved by other members of the review 

committee, informs the faculty member of the committee’s evaluation of their strengths and areas of 

needed improvement, and addresses the faculty member’s current and anticipated position with regard to 

department and College needs. The faculty member is then encouraged to meet with the Dean or relevant 

chairperson (or chairpersons) to discuss the evaluation. The letter from the Dean of the Faculty to the 

faculty member will be provided to the Promotion and Tenure Subcommittee should the faculty member 

eventually be considered for tenure.  

 

Unless changing College needs require reduction in faculty size or departmental allocations, faculty 

members retained on a continuing appointment after the third-year review will ordinarily be considered 

for tenure in their sixth year of countable service. 

 

To eliminate any misconception that a successful third-year review necessarily implies a successful 

tenure review, the FPPC stated the following on December 7, 1981: "The criteria for tenure are more 

stringent and comprehensive than those for third-year review.  Faculty are encouraged to discuss the 

procedure and criteria for third-year and tenure review with their chairperson or the Dean of the Faculty." 

 

Summary of Key Procedural Dates for Third-Year Review  

 

The following list of key dates is offered as a reference guide and does not replace or supersede the 

preceding formal guidelines. 

 

Action  Timing  

Candidate meets with the DoF  

 

Early September  

Candidate invites the relevant chairperson (or chairpersons) and 

relevant tenured members of their department(s)/programs(s) to 

visit classes (see Section I.B.2 for more details). 

Early in fall semester  

DoF solicits letters from relevant tenured colleagues, SAAC 

representatives and committee chairs  

 

Early November  

Candidate submits all materials; letters due from relevant tenured 

colleagues, SAAC representatives and committee chairs  

 

Last Monday of January  

President notifies the candidate of their acceptance or rejection of 

the review committee’s recommendation  

 

March 1  

 

 

6.   Tenure   
 (Approved by Board of Trustees, October 22, 1977; amended May 11, 1990; December 4, 1991; February 22, 1992; 

April 6, 1994; March 5, 1997; March 17, 2014; November 5, 2014; and amended by faculty October 7, 2015.) 

 

The Promotion and Tenure Subcommittee of the Faculty Personnel Policies Committee considers faculty 

members for tenure only upon recommendation by their relevant chairperson chairperson (or 

chairpersons; see Section I.B.2 for more details) or the Dean of the Faculty.  A recommendation for 

tenure does not necessarily entail a recommendation for promotion. 
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a.   Definition of Tenure 

 

Tenure is a commitment by the College to retain a faculty member on a full-time basis until the 

faculty member's employment ends through resignation, retirement, or dismissal or termination 

for cause. 

 

b.   Eligibility for Tenure Consideration 

 

 Eligibility for tenure consideration is restricted to full-time faculty in professorial ranks whose 

primary duty (defined as over half-time) is to teach courses which lead to an academic degree at 

Lake Forest College and who have completed their doctorate or, in the case of faculty in the 

creative or performing arts, an appropriate terminal degree.  Instructors serving primarily as 

laboratory supervisors can be retained on a yearly basis without being eligible for tenure 

consideration.  Faculty members are considered only once for tenure.   

 

c.   Timing for Tenure Consideration 

 

 Tenure consideration must be timed to meet the following principles: 

 

i. Ordinarily, a faculty member completes the tenure process in their sixth year of countable 

service at Lake Forest College. 

 

ii. Faculty members initially appointed at the rank of Associate Professor or Professor shall 

receive tenure no later than at the end of four years of countable service at Lake Forest 

College unless the appointment to the fourth or prior year was a terminal appointment.   

 

iii. Faculty members initially appointed at the rank of Associate Professor or Professor and as 

a department chairperson may be considered for tenure, upon recommendation of the Dean 

of the Faculty, after the completion of one year of countable service. 

 

iv. Other eligible faculty members shall receive tenure no later than at the end of seven years 

of countable service at Lake Forest College unless the appointment to the seventh or prior 

year was a terminal appointment. 

 

v. Three years or fewer of prior teaching with the doctorate at another institution may, for 

purposes of tenure, be counted as equivalent to teaching at Lake Forest College, but no 

more than three years of credit will be granted for such prior experience.  A new faculty 

member will be given the choice of whether to count all or some eligible prior experience 

or to waive the counting of such experience in the initial letter of appointment. 

 

Early tenure decisions–that is, consideration before the maximum time allowable in accordance 

with the above principles–will entail more rigorous application of the criteria than is normally 

the case. 

 
d. Need Criteria for Tenure 

 

In every instance of tenure consideration, the academic needs of the relevant 

department(s)/program(s) concerned, and of the College as a whole are crucial.  The following 

major needs are considered: the candidate's academic specialties, flexibility within sub-

disciplines within a department, flexibility in responding to the development of the College's 

curriculum and changes in its enrollment patterns, and the continued stimulation of the 

intellectual atmosphere of departments/programs and the College usually provided by new 

members of the faculty. 

 

e.    Performance Criteria for Tenure 

 

 Candidates for tenure are judged on their teaching, scholarship, and service, in that order of 

priority, according to the following performance criteria: 
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Teaching. Demonstration of commitment to teaching and academic advising with 

evidence of marked effectiveness, including successful teaching at both introductory and 

advanced levels, and of ability and willingness to meet present and future teaching needs 

of the College. 
 

Scholarship.  Demonstration of commitment to scholarship and promise of continued 

productivity, through published (or accepted for publication) articles in selective 

professional periodicals or by a refereed book manuscript.  For faculty primarily in 

creative or performing arts: demonstration of commitment to artistic creativity, with 

evidence of quality refereed achievements. 
 

Service.   Demonstration of commitment to serving the College community, with 

evidence of active involvement in co-curricular functions and of contributions in other 

service areas such as on college committees. 

 

While primary emphasis is given to the above criteria, consideration is also made of other 

College, professional, and community activities, such as participation in workshops to improve 

teaching, contributions to planning in relevant departments/programs, participation in 

professional organizations and conferences, book reviews, journalistic or other occasional 

publications, and recent fellowships or awards. 

 

f.    Procedures for Tenure Consideration 

 

i. At the Dean of the Faculty’s invitation, tenure candidates meet with the Dean during the 

spring or summer prior to tenure consideration to discuss the tenure process. 

 

ii. A candidate for tenure is responsible for the following: 

a. In order for the Dean of the Faculty to solicit letters from external reviewers, 

tenure candidates must provide the Dean of the Faculty a list of potential external 

reviewers who are able to evaluate the candidate’s research record.  Candidates 

should discuss the composition of the list with the Dean early in the summer. To 

allow external reviewers to fully examine the candidate’s record, the candidate 

must also provide the Dean with an updated curriculum vitae and evidence of 

scholarly output or creative works since starting at the College (e.g., copies of 

published papers, book manuscripts, recorded performances, copies of reviews, 

representations of creative works).  The list of potential reviewers, curriculum 

vitae, and evidence of scholarly output should all be provided to the Dean of the 

Faculty by the first Monday in July. To facilitate the Dean’s solicitation of external 

reviewers and to assist those reviewers in their evaluations, candidates should 

include a brief paragraph summarizing the scope of their submitted scholarly 

work. 

b. The candidate invites the relevant chairperson (or chairpersons) and the relevant 

tenured members of their department(s)/programs(s) to visit his or her classes (see 

Section I.B.2 for more details). Although candidates must extend such invitations 

at the latest by the first week of classes in the fall, candidates are encouraged to 

arrange for this starting as early as the previous spring semester. 

c. By the first Monday in September, the candidate provides the Dean of the Faculty 

with a personal statement outlining their achievements with regard to the 

performance criteria for tenure. The candidate’s personal statement should also 

address issues relevant to the need criteria.  The personal statement should be 

appropriately concise, but the candidate is welcome to elaborate specific details to 

whatever length may seem necessary.  By the same date, the candidate must also 

provide a draft of the personal statement to their relevant chairperson (or 

chairpersons) and the relevant tenured members of their department(s)/programs(s) 

in time for them to provide a letter on the candidate’s behalf by the first Monday in 

October. 

d. In addition to the above materials, the candidate is welcome, but not required, to 

provide the Dean of the Faculty with other materials to support specific claims 
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made in the personal statement.  Examples include, but are not limited to, copies of 

syllabi and exams, grant applications, a statement of teaching philosophy, and 

letters from students, alumni, and colleagues.  Letters written by others on the 

candidate’s behalf should be sent directly to the Dean of the Faculty.  It is the 

candidate’s responsibility to convey the first Monday of October deadline to letter 

writers.  The candidate is encouraged to discuss their choice of additional materials 

with the Dean of the Faculty. 

e. The candidate meets with the Promotion and Tenure Subcommittee after all 

materials have been submitted but before final deliberations have begun. 

f. A candidate may withdraw from the tenure review at any stage prior to the 

President’s acceptance or rejection of the subcommittee’s recommendation by 

submitting a request in writing to the Dean of the Faculty. If a candidate withdraws 

from the tenure review, the faculty member is given a terminal appointment for the 

following year. 

iii. The relevant chairperson (or chairpersons; see Section I.B.2 for more details)  is 

responsible for the following: 

a. During the spring term prior to the candidate’s tenure application, the relevant 

chairperson (or chairpersons) confirms with the Dean of the Faculty candidates for 

tenure in the fall. 

b. The relevant chairperson (or chairpersons) invites the candidate to discuss the 

tenure process during the spring or summer prior to the candidate’s tenure 

application. 

c. After considering the candidate’s personal statement but no later than the first 

Monday in October, the relevant chairperson (or chairpersons) provides the Dean 

of the Faculty with a written statement on the candidate’s behalf. The 

chairperson’s written statement must address the need and performance criteria 

and be based in part on classroom visits arranged in advance with the candidate. 

d. The relevant chairperson (or chairpersons) meets with the Promotion and Tenure 

Subcommittee after all materials have been submitted but before final 

deliberations have begun. 

 

iv. The Dean of the Faculty is responsible for the following: 

a. Ensuring that during the spring term prior to the candidate’s tenure application, the 

relevant chairperson (or chairpersons) confirms with the Dean of the Faculty 

candidates for tenure in the fall. 

b. Using the list of potential outside reviewers furnished by the candidate, the Dean 

of the Faculty solicits several external letters (usually at least 4) to be received by 

the Dean’s office by the first Monday in October. 

c. The Dean of the Faculty, in consultation with the candidate, generates a summary 

sheet of the following items: 

• Courses taught by the candidate, including enrollments and GPA. 

• Independent studies and senior theses supervised. 

• College committee assignments. 

• Number of advisees. 

• Any special projects or other relevant information not included on the 

curriculum vitae. 

The summary sheet is furnished to the candidate and the subcommittee by the first 

Monday in September. 

d. Early in the fall semester, the Dean of the Faculty solicits written opinions 

employing the need and performance criteria from the relevant tenured members 

from the candidate’s department(s)/programs(s) (see Section I.B.2 for more 

details). These letters are to include a considered evaluation of the candidate’s 

teaching based in part on classroom visits arranged in advance with the faculty 

member and are due to the Dean’s office by the first Monday in October. 

e. Early in the fall semester, the Dean of the Faculty solicits written reports from 

those faculty members who chaired college committees at the time the candidate 

served on the committee. Letters by college committee chairs are due to the 

Dean’s office by the first Monday in October. 



24 

f. Early in the fall semester, the Dean of the Faculty solicits written opinions about 

the candidate’s teaching effectiveness from each member of the relevant Student 

Academic Advisory Committee(s). Letters by the Student Academic Advisory 

Committee(s) are due to the Dean’s office by the first Monday in October. 

g. The Dean of the Faculty makes the candidate’s student evaluations available to the 

Promotion and Tenure Subcommittee. 

h. The Dean of the Faculty makes the candidate’s third-year review letter available to 

the Promotion and Tenure Subcommittee. 

 

The Promotion and Tenure Subcommittee may ask the Dean of the Faculty, the relevant 

chairperson (or chairpersons), outside evaluators (regarding the quality of the candidate’s 

scholarship), or the candidate for additional material it deems necessary, as long as it informs 

the candidate of the nature of the request.  The candidate may also submit additional material 

without request at any point before final deliberations have begun. A record shall be made of all 

data considered by the subcommittee, and all materials shall be kept for at least two years. 

 

After the material has been initially reviewed, but before final deliberations have begun, the 

chairperson of the Promotion and Tenure Subcommittee invites the candidate to meet with the 

subcommittee. In addition to meeting with the candidate, normally the subcommittee also meets 

with the candidate’s relevant chairperson (or chairpersons) on a separate occasion. 

 

After careful review of all materials submitted, the Promotion and Tenure Subcommittee takes a 

vote which is held in confidence.  For purposes of this vote, the subcommittee consists of four 

members with equal votes – the three elected members of the Promotion and Tenure 

Subcommittee plus the Dean of the Faculty.  A recommendation for tenure is made to the 

President if a strict majority of the subcommittee votes affirmatively. Candidates must be 

notified of the President’s acceptance or rejection of the subcommittee’s recommendation by 

December 1 unless extenuating circumstances make that impossible. The President then makes a 

recommendation to the Board of Trustees for a final decision. 

   

In the event that the subcommittee does not recommend the candidate for tenure, the candidate, 

upon request, has the right to a written statement from the subcommittee regarding the reasons 

for its decision.  

 

Tenure becomes effective at the beginning of the academic year following that in which the 

candidate was granted tenure by the Board of Trustees.  

 

 

Summary of Key Procedural Dates for Tenure Review  

The following list of key dates is offered as a reference guide and does not replace or supersede the 

preceding formal guidelines. 

 

Action  Timing  

DoF confirms impending tenure reviews with chairs of 

relevant departments/programs  

 

By early May of the preceding year  

Candidate meets with the DoF  

 

Spring of the preceding year  

Candidate submits to DoF a CV, list of potential 

external reviewers, a brief summary of scholarship, and 

scholarship materials  

 

First Monday of July  

Candidate invites the relevant chairperson (or 

chairpersons) and relevant tenured members of their 

department(s)/programs(s) to visit classes (see Section 

I.B.2 for more details). 

By the first week of classes in the 

fall semester  

DoF solicits external reviewers  

 

Mid-July  
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DoF solicits letters from relevant tenured colleagues, 

SAAC representatives and committee chairs  

 

Early September  

Candidate submits personal statement and any 

remaining materials.  

 

First Monday in September   

Letters due from relevant tenured colleagues, SAAC 

representatives and committee chairs; external 

evaluations due 

First Monday in October 

Candidate meets with PTS  Scheduled by PTS before final 

deliberations  

Candidate’s relevant chair(s) meets with PTS  Scheduled by PTS before final 

deliberations  

President notifies the candidate of their acceptance or 

rejection of PTS’s recommendation  

December 1  

 

 

7.   Promotion  
 (Approved by Board of Trustees, October 22, 1977; amended Board of Trustees, January 19, 1980; May 10, 1985; 

March 3, 2004; Faculty Meeting March 6, 2013; November 5, 2014 and amended by faculty October 7, 2015, 

October 4, 2016, & May 4, 2022)  

 

Faculty members to be considered for promotion to Associate Professor or Professor are brought to the 

attention of the Promotion and Tenure Subcommittee only by their relevant chairperson (or chairpersons; 

see section I.B.2 for more details) or the Dean of the Faculty. A recommendation for promotion does not 

necessarily entail a recommendation for tenure.  

 

a.   Timing of Promotion 

 

Promotion from Instructor to Assistant Professor is automatic upon completion of all the 

requirements for the doctorate, as certified by the appropriate authority at the degree-granting 

institution. 

 

Ordinarily, promotion from Assistant Professor to Associate Professor is made after six years of 

countable service with the doctorate or appropriate terminal degree and after four years of 

countable service at Lake Forest College.  Although time in rank is a consideration, in in-

dividual cases the time between hiring and promotion may be longer or shorter than six years, 

depending on the candidate's performance as compared with that expected for promotion of a 

faculty member who began teaching without previous experience at Lake Forest College, but 

with the doctorate or appropriate terminal degree.  Promotion of full-time faculty whose 

teaching responsibilities are half the normal course load or less than half will not ordinarily 

occur at the same rate as that of other teaching faculty. 

 

There is no time schedule for promotion to the rank of Professor, although ordinarily the 

consideration occurs no sooner than in the sixth year of tenured appointment.  Early promotion 

decisions will entail even more rigorous application of the criteria than is normally the case. 

 

b.   Criteria for Promotion 

 

Criteria for promotion from Assistant Professor to Associate Professor are identical to those 

listed under "Performance Criteria for Tenure." 

 

Promotion to full Professor represents a reinforcement of the life-long commitment made with 

the granting of tenure.  Such reinforcement must reflect continued excellence in teaching, 

scholarship, and service.  To be recommended for promotion to Professor, the candidate must 

therefore meet the following threshold criteria: 

 

Teaching. Evidence of high performance and growth in teaching excellence, an ability to 
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engage students in research as indicated by their accomplishments in independent studies 

and senior projects, an ability to attract students to courses, continued effectiveness as an 

advisor, and a willingness to meet the diverse teaching responsibilities of the relevant 

departments/programs and the College. 

 

Scholarship.  A demonstration of the completion of a substantial increment of scholarly or 

appropriate creative work, beyond that which was known and taken into account at the 

time the decision was made to hire at or promote to the Associate Professor rank. 

 

Service. Active participation in and service to the College community, with evidence of 

contributions to its governance, chairing departments or programs, mentoring junior 

faculty, or engagement with a variety of on-campus programs, organizations, and 

activities. While primary emphasis is placed on contributions to the College community, 

consideration is also given to service to the wider professional community.  

 

In addition to meeting the minimum requirements described above, a successful candidate 

will demonstrate a distinguished contribution in at least one of the three categories.  

 

c.   Procedures for Promotion Consideration 

 

Procedures for promotion consideration from Assistant to Associate Professor are identical to 

those listed under "Procedures for Tenure Consideration" (see handbook I.B.6.f). Procedures for 

promotion consideration from Associate to Full Professor are listed here. 
 

i. The relevant chairperson (or chairpersons; see Section I.B.2 for more details)  or the Dean 

of the Faculty identifies potential candidates for promotion to full professor by the second 

Monday in September.  
 

ii. Potential candidates for promotion to full professor should meet with the relevant chair (or 

chairpersons) and with the Dean by early October of the academic year in which the review 

would take place to discuss the promotion process and their readiness for a review.  

 

iii. A candidate for promotion to full professor is responsible for the following: 

1. In order for the Dean of the Faculty to solicit letters from external reviewers, 

candidates for promotion must provide the Dean of the Faculty a list of 10-12 

potential external reviewers who are able to evaluate the candidate’s research record. 

Candidates should discuss the composition of the list with the Dean early in the fall. 

To allow external reviewers to fully examine the candidate’s record, the candidate 

must also provide the Dean with an updated vita and evidence of scholarly output or 

creative works since receiving tenure (e.g., copies of published papers, book 

manuscripts, recorded performances, copies of reviews, representations of creative 

works). The list of potential reviewers, curriculum vitae, and evidence of scholarly 

output should all be provided to the Dean of the Faculty by the first Monday of 

November. To facilitate the Dean’s solicitation of external reviewers and to assist 

those reviewers in their evaluations, candidates should include a brief paragraph 

summarizing the scope of their submitted scholarly work. 

 

2. The candidate invites relevant chairperson (or chairpersons) and the relevant 

tenured members of their department(s)/programs(s) to visit his or her classes (see 

Section I.B.2 for more details). 

 

3. By the last Monday in January, the candidate provides the Dean of the Faculty 

with a personal statement outlining their achievements since the tenure appointment 

with regard to the performance criteria for promotion to full professor. The personal 

statement should be appropriately concise, but the candidate is welcome to elaborate 

specific details to whatever length may seem necessary. The candidate also must 

provide a draft of the personal statement to the relevant chairperson (or chairpersons) 

and the relevant tenured members of their department(s)/programs(s)  in time for 

them to provide a letter on the candidate’s behalf by the last Monday in January. 
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4. In addition to the above materials, the candidate is welcome, but not required, to 

provide the Dean of the Faculty with other materials to support specific claims made 

in the personal statement. Examples include, but are not limited to, copies of syllabi 

and exams, grant applications, a statement of teaching philosophy, and letters from 

students, alumni, and colleagues. Letters written by others on the candidate’s behalf 

should be sent directly to the Dean of the Faculty. It is the candidate’s responsibility 

to convey the deadline of the last Monday in January to letter writers. The candidate 

is encouraged to discuss choice of additional materials with the Dean of the Faculty. 

 

iv. The relevant chairperson (or chairpersons; see Section I.B.2 for more details) is 

responsible for the following: 

1. The relevant chairperson (or chairpersons) confirms with the Dean of the Faculty 

candidates for promotion to full professor. 

 

2. After considering the candidate’s personal statement but no later than the last 

Monday in January, the relevant chairperson (or chairpersons) provides the Dean of 

the Faculty with a written statement on the candidate’s behalf. The chairperson’s 

written statement must address the performance criteria and be based in part on 

classroom visits arranged in advance with the candidate. 

 

v. The Dean of the Faculty is responsible for the following: 

1. Using the list of potential outside reviewers furnished by the candidate, the Dean 

of the Faculty solicits several external letters (usually at least four) to be received by 

the Dean’s office by the last Monday of January. 

 

2. The Dean of the Faculty, in consultation with the candidate, generates a summary 

sheet of the following items (counted from the time of the tenure appointment): 

• Courses taught by the candidate, including enrollments and GPA. 

• Independent studies and senior theses supervised. 

• College committee assignments. 

• Number of advisees. 

• Any special projects or other relevant information not included on the vita. 

The summary sheet is furnished to the candidate and the subcommittee by the last 

Monday of January. 

 

3. In November, the Dean of the Faculty solicits written opinions employing the 

performance criteria from the relevant tenured members from the candidate’s 

department(s)/programs(s) (see Section I.B.2 for more details). These letters are to 

include a considered evaluation of the candidate’s teaching based in part on 

classroom visits arranged in advance with the faculty member and are due to the 

Dean’s office by the last Monday of January. 

 

4. In November, the Dean of the Faculty solicits written reports from those faculty 

members who chaired college committees at the time the candidate served on the 

committee. Letters by college committee chairs are due to the Dean’s office by the 

last Monday of January. 

 

5. In November, the Dean of the Faculty solicits written opinions about the 

candidate’s teaching effectiveness from each member of the Student Academic 

Advisory Committee(s). Letters by the Student Academic Advisory Committee(s) 

are due to the Dean’s office by the last Monday of January. 

 

6. The Dean of the Faculty makes the candidate’s student evaluations available to the 

Promotion and Tenure Subcommittee. 

 

vi. Candidates should be notified of the President’s acceptance or rejection of the 

subcommittee’s recommendation by no later than April 1, unless extenuating circumstances 
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make that impossible. The President then makes a recommendation to the Board of Trustees 

for a final decision. 

 

vii. Candidates not promoted will be invited to meet with the Dean of the Faculty to discuss 

the reasons why the subcommittee did not recommend promotion, so that they know in what 

areas to work in order to enhance their future candidacy. The candidate may request a letter 

detailing the reasons promotion was not recommended. 

 

viii. For a person being reconsidered for promotion in a subsequent year, some of the material 

need only be updated in accordance with stipulations by the candidate, the relevant 

chairperson (or chairpersons), or the subcommittee. 

 

The Promotion and Tenure Subcommittee may ask the Dean of the Faculty, the relevant 

chairperson (or chairpersons), outside evaluators (regarding the quality of the candidate’s 

scholarship), or the candidate for additional material it deems necessary, as long as it informs 

the candidate of the nature of the request. The candidate may also submit additional material 

without request at any point before final deliberations have begun. A record shall be made of all 

data considered by the subcommittee, and all materials shall be kept for at least two years. 
 

Promotion becomes effective at the beginning of the academic year following that in which the 

candidate was promoted by the Board of Trustees. 

 

Summary of Key Procedural Dates for Promotion to Full Professor  

 

The following list of key dates is offered as a reference guide and does not replace or supersede 

the preceding formal guidelines. 

 

Action  Timing  

Department chair or the DoF recommend potential candidates 

for promotion to full professor  

 

Second Monday of 

September  

Candidate meets with the DoF  

 

Early October  

Candidate submits to DoF a CV, list of potential external 

reviewers, a brief summary of scholarship, and scholarship 

materials  

 

First Monday of November  

Candidate invites the relevant chairperson (or chairpersons) and 

relevant tenured members of their department(s)/programs(s) 

to visit classes (see Section I.B.2 for more details). 

Fall semester  

DoF solicits external reviewers  

 

Early November  

DoF solicits letters from relevant tenured colleagues, SAAC 

representatives and committee chairs  

 

Early November  

The candidate submits all remaining materials (e.g., a personal 

statement); letters due from relevant tenured colleagues, SAAC 

representatives and committee chairs; external evaluations due  

 

Last Monday of January  

President notifies the candidate of their acceptance or rejection 

of PTS’s recommendation  

 

April 1  

 

 

8.  SENIOR LECTURER 

 
The Senior Lecturer title is an honorific designation that recognizes non tenure-track faculty members 

who have provided distinguished service at the College over a continuous period of at least eight years. 
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Faculty members to be considered for such recognition are recommended to the Dean of the Faculty by 

their department chairperson. The title of Senior Lecturer does not designate a tenure-track position and 

the holder is not eligible for consideration for tenure. 

 

 

9. VOLUNTARY RELINQUISHMENT OF TENURE AND EMPLOYMENT 
 (Approved by the Board of Trustees, October 26, 2018.) 

 

I. PURPOSE 

The purpose of the Voluntary Relinquishment of Tenure and Employment Program (“Program”) is to 

provide a substantial benefit for eligible tenured faculty members who decide voluntarily to relinquish 

tenure and leave Lake Forest College (the “College”). Such a policy provides flexibility for both the 

individual and the College.  

 

II. TENURED FACULTY RETIREMENT INCENTIVE PLAN 

The College offers two options for the Voluntary Relinquishment of Tenure and Employment 

Program: (1) Full Retirement between ages 60 and 70; and (2) Phased Retirement between ages 62 and 

67. After the change of status from regular tenured faculty to retiree under either option, a participant 

in the Program may not return to full-time teaching at the College. A faculty member relinquishes 

tenure irrevocably upon entering Full Retirement or upon completing Phased Retirement. 

Compensation for any teaching after a retiree completed Full Retirement or Phased Retirement will be 

at an adjunct rate.  

 

A. ELIGIBILITY AND APPROVAL 

In order to be eligible and receive benefits provided under this Program, faculty members shall meet 

the following criteria: 

1. Immediately prior to participation in the Program, the faculty member must be employed as a 

tenured faculty member. 

2. The faculty member must have at least 12 years of full-time service as a faculty member (non-

tenured service also counts towards this requirement) at the College. 

3. The Retirement Election Date, whether for full or phased retirement, is defined as May 31 of 

the faculty member’s last year of full time teaching employment. 

4. The faculty member must reach the required eligibility age on or before the Retirement 

Election Date. 

5. If applying for Full Retirement or Phased Retirement, the faculty member’s application must 

be received in the Dean of Faculty’s Office by January 15th of the academic year preceding 

the Retirement Election Date (i.e., 7.5 months prior to the start of the academic year in which 

relinquishment commences).  

6. If applying for Phased Retirement, the application must include a proposal for phased 

retirement over one, two, or three years (see Section III below).  The faculty member’s 

application must be accompanied by the faculty member’s department chair’s submission of a 

plan as to how the department will accommodate the faculty member’s reduced teaching 

status. 

The Dean of Faculty will review applications and make recommendations to the President. The 

election to voluntarily separate from service under either option becomes irrevocable after acceptance 

by the President. The President or the Board of Trustees may in their discretion limit the number of 

eligible faculty members who voluntarily separate from service under this Program or deny a 

prospective faculty member’s application.  

A faculty member whose application for Full Retirement is not approved by the President may decide 

to continue as a full-time faculty member, apply to participate in Phased Retirement for the following 

year, or reapply for Full Retirement the following year.  
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B. FULL RETIREMENT COMPENSATION AND BENEFITS 

 

1. Compensation  

Upon approval of their applications by the President, Full Retirement participants receive 

compensation according to the following schedule based on their age at the Retirement Election Date 

(Retirement Age): 100% of their most recent full-time faculty annual base salary if the Retirement Age 

is between the ages of 60 and 67; 80% of their most recent full-time faculty annual base salary if 68; 

60% of their most recent full-time faculty annual base salary if 69; 40% of their most recent full-time 

faculty annual base salary if at age 70.  

 

Payments will be made in monthly installments over a period of 12 months, 6 months, or in a lump 

sum at the faculty member’s election and subject to the College’s approval. The first monthly 

installment, or entire amount if the lump sum option is chosen, will be on September 1st of the 

academic year in which Full Retirement commences.  

 

2. Health Benefits 

A Full Retirement Program participant and spouse (including domestic partner) and or dependent 

children who were participants in the Lake Forest College Choice Plus Plan (the “Group Health Plan”) 

immediately prior to the Retirement Election Date may continue to be covered under the Group Health 

Plan until the participant attains age 65. The Group Health Plan is subject to change based on the terms 

of its respective governing documents. The cost of coverage for participants and spouses and 

dependents will be the same as that for full-time employees of the College and must be paid monthly 

by the retired faculty member. Group life insurance and long-term disability benefits are not available 

to Full Retirement participants. All other benefits funded by voluntary contributions, including dental 

and vision plans, will continue to be available until the age of 65.   

 

Once a participant reaches the age of 65, the retiree can choose to enroll in a Medicare supplemental 

medical plan available in their state of residence. The College will create an account at the College to 

be used exclusively for the reimbursement of paid Medicare and Medicare supplemental medical plan 

premiums for the participant and their spouse until the retiree turns 70.  The account will begin to be 

funded annually by the College beginning on September 1st following the later of the participant’s 

retirement date or their 65th birthday. The annual benefit amount provided by the College will be 

$3,600.  Prorated amounts will be calculated on a plan year basis. The account’s plan year will begin 

on September 1st and end on August 31st. 

 

Coverage for dependents under the Group Health Plan will discontinue when the retiree reaches age 

65.  If a spouse was a participant in the Group Health Plan immediately prior to the Retirement 

Election Date and has not turned 65, the College will provide an additional benefit of $5,500 annually 

to the retiree which can be used to reimburse the cost of purchased health insurance for the spouse.  

This benefit will be funded in the same manner as above and will end on a prorated basis when the 

spouse turns 65. At that point in time, the additional benefit will be $3,600 annually under the same 

conditions as above.  The amount for this benefit will be reviewed annually, and if necessary, adjusted 

to the annual cost of standard AARP Medicare plans. Unused funds carry over from plan year to plan 

year.     

 

To be reimbursed from the account, participants must submit documentation to the College’s Human 

Resources Office that shows the amount paid for Medicare and Medicare supplemental medical plan 

premiums or any additional health insurance premiums during the plan year for the faculty and/or their 

spouse. The College will send the participant a check or a direct deposit for the amount claimed, or the 

amount remaining in the participant’s account, whichever is less.  A claim may be filed each time an 

insurance premium is paid, or a participant may send in multiple claims at once. 

All supplemental insurance benefits end for retiree and spouse once the retiree reaches age 70.   

PLEASE NOTE:  The College reserves the right to close any account that has not been used for 

two years. 
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If a faculty member chooses to retire at age 60 or 61, and wishes not to continue participation in the 

College’s Group Health Plan, the faculty member will receive a lump sum payment equivalent to twice 

the amount of the College’s share for employee-only coverage for that faculty member’s health 

coverage under the Group Health Plan during the final year of service.  Once this election is made, the 

employee forfeits the ability to rejoin the Group Health Plan.   

 

A participant or spouse is not eligible to continue coverage under the Group Health Plan if they are 

eligible for coverage under another group health plan or a state or federal government health care 

exchange program. The participant or spouse is required to notify Human Resources immediately if 

such coverage becomes available.  

 

3. Other Benefits 

 

A. Educational Benefit 

In accordance with the Educational Benefit policy in place for faculty, the College will provide tuition 

benefits for participants. Any tuition benefits received by participants pursuant to this policy may be 

taxable in accordance with IRS guidelines.  The College makes no representations or guarantees 

regarding the tax effect of tuition benefits received by participants pursuant to this policy. The 

educational benefit ends at the conclusion of the fiscal year in which the retiree turns 70.   

 

B. 403(b) Retirement Plan Contributions 

The College will cease employer contributions to the Lake Forest College Retirement Plan for Faculty 

and Staff (“403(b) Plan”) after the relinquishment of tenure marked by the Retirement Election Date. 

The final contribution will be processed on the first business day of August. The participant may be 

eligible to take a distribution from the 403(b) Plan upon their separation from service, subject to the 

terms of the 403(b) Plan, applicable law and investment vehicles. The cessation of contributions noted 

above applies to all voluntarily separating employees of the College who had participated in the 403(b) 

Plan, notwithstanding participation in this Program. Participants are encouraged to consult with TIAA, 

their financial planner, tax advisor, attorney and/or accountant before making a retirement decision.  

 

III. PHASED RETIREMENT COMPENSATION AND BENEFITS  

Full-time tenured faculty members between the ages of 62 and 67 with at least 12 years of service (as 

tenured or non-tenured faculty members) may elect to participate in the Phased Retirement Plan. The 

phased period during which a faculty member may participate in the Program will be for one, two, or 

three years, as determined by mutual agreement between the College, the faculty member, and the 

faculty member’s program chair.  

 

Phased Retirement participants will maintain a teaching load of four classes in the first year of their 

phased period, three in the second year (if applicable), and two in the final year (if applicable). 

Participating faculty members are expected to continue to fulfill a reduced advising and committee 

load. Participants are ineligible to serve as department chair or on elected committees. No sabbaticals 

will be awarded during the phased period.  Office, lab and research space may be assigned to Phased 

Retirement Participants if available.  

 

1. Compensation 

The reduced salary received during participation in the Phased Retirement Program is, in part, 

determined by the length of the phased transition. If one year of phased transition is selected, the 

percentage of salary received is higher than when extending phased transition beyond one year. The 

following table sets forth the compensation schedule for Phased Retirement participants:   
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Phased Transition Salary/Effort Options 

Length of Phased 

Transition 

% of the Faculty Member’s Base Academic Year Salary in the fiscal year 

preceding the Retirement Election Date 

Years of Phased 

Transition 

1st Year (Teaching 4 

courses) 

2nd Year (Teaching 3 

courses) 

3rd Year (Teaching 2 

courses) 

One-Year Option 80% Fully Retired Fully Retired 

Two-Year Option 80% 60% Fully Retired 

Three-Year Option 80% 60% 40% 

 

For each year that a faculty member participates in the Program, as set forth in the letter of agreement 

with respect to the faculty member’s duties, the faculty member will receive a reduced percentage of 

their salary based on the above table. Faculty members participating in the Program will be eligible for 

annual merit increases, which are calculated based on the base academic year salary of the year for 

which the faculty member is being evaluated.  

 

 

2. Health Benefits 

Faculty members participating in the Phased Retirement Program and their dependents are eligible for 

the College’s Group Health Plan with the same benefits as full-time employees. The cost of coverage 

for participants will be revised based on their salary levels during each year of phased retirement, 

according to the published employee salary-based premiums which are adjusted annually. Other 

benefits funded by voluntary contributions, including dental and vision plans are available during the 

phased retirement period. At the conclusion of a faculty member’s participation in the Program, the 

faculty member’s eligibility for and/or participation in the College’s Group Health Plan, dental, and 

visions plans will continue until the participant attains age of 65. Faculty members participating in the 

phased retirement who are teaching three or two courses are not eligible for the group life insurance 

and long-term disability salary continuation.  

 

Once a participant reaches the age of 65, the retiree can choose to enroll in a Medicare supplemental 

medical plan and be eligible for the reimbursement account on exactly the same basis as participants of 

the Full Retirement Program, as explained in Section II B.2. above. 

 

3. 403(b) Retirement Plan Contributions 

Faculty on phased retirement at the half-time teaching load (three courses per academic year) or greater 

are eligible to receive employer retirement plan contributions under the College’s 403(b) Plan, 

provided that those faculty members have not begun to receive their benefits under the 403(b) Plan. 

Faculty members on phased retirement who have begun drawing retirement income from the 403(b) 

Plan are not eligible to receive employer contributions to the 403(b) Plan from the College. 

 

IV. EMERITUS STATUS 

Upon retirement from the College, faculty members may be granted emeritus status as outlined in the 

Faculty Handbook.   

 

V. RIGHT TO AMEND 

The Voluntary Relinquishment of Tenure and Employment Program is subject to periodic review by 

the Board of Trustees and may be amended or revoked at the Board’s discretion at any time, provided 

that revocation or amendment does not affect current participants.  

 

 Emeriti Status 
(Amended January 27, 2014) 

Upon retirement from Lake Forest College, faculty members with at least fifteen years of full-time service 

at the College will be granted emeritus status at the rank attained at the time of retirement.  Exceptions to 

this policy may only be granted by the President. Emeriti faculty members will retain full faculty rights and 

privileges exclusive of tenure, salary, direct financial benefits, committee membership and the vote. It will 

be the obligation of the Dean of the Faculty to make appropriate arrangements for the emeritus faculty 
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member’s access to College facilities and events. Among these rights and privileges will be included the 

following: free use of the library and sports and recreation center facilities; a College e-mail account, if 

requested; attendance at College-sponsored academic, social and athletic events under conditions accorded 

all faculty; membership in College-associated organizations; attendance at faculty meetings; a listing in the 

staff directory; and participation in commencement ceremonies. Upon request, office space and/or 

laboratory facilities will be provided for use by emeriti faculty members holding tenured appointments at 

the time of their retirement, if or when space is available, as determined by the College on an annual basis. 

 

 

C.  RESIGNATION, TERMINATION, GRIEVANCE, SEXUAL MISCONDUCT 

 

1.  Resignation  
  (Policy passed by Board of Trustees, October 22, 1977, as part of revised policy on Tenure and Promotion) 

 

Faculty members considering offers from other institutions are expected to abide by the standards 

recommended by the Association of American Colleges and the American Association of University 

Professors, printed in the March 1961 issue of Liberal Education and summarized as follows: 

 

Negotiations for appointment of faculty members employed at other educational institutions should be 

begun and completed as early as possible in the academic year prior to employment.  It is desirable that 

Lake Forest College faculty members approached with regard to another position inform the Dean of 

the Faculty when such negotiations are in progress.  Faculty members accepting an appointment 

elsewhere should promptly notify the Dean and the President. 

Resignations to accept other employment must be submitted no later than May 15, except in emergency 

or hardship cases for which the faculty member may ask the administration to waive this requirement. 

To make due consideration and timely notice possible, institutions are not to make appointing offers to 

continuing faculty after May 1. 

 

Unless the College agrees, faculty members may not leave and should not be solicited by other 

institutions to leave their positions during an academic year for which they hold an appointment. 

 

These provisions apply to all members of the faculty. 

 

2.  Termination 

 

a.   Termination of Employment of Non-Tenured Faculty                         
 (Amended February 22, 1992) 

 

Except for terminations and dismissals for cause (see below), termination of employment of 

teaching faculty on two- or three-year appointments or on a continuing appointment prior to 

that resulting from a recommendation by the Third-Year Review Committee comes about 

when the Dean of the Faculty, in consultation with the chairperson and other tenured members 

of the department, deems that termination is dictated by the academic needs of the department 

or the College; or when the Dean, upon recommendation by the department chairperson, 

judges that the faculty member's performance has been less than adequate. 

 

Termination resulting from a recommendation by the Third-Year Review Committee is based 

on grounds either that the needs of the department and/or College would best be served by 

such termination or that the faculty member has not met the performance criteria for 

continuation. 

 

Except for terminations and dismissals for cause (see below), termination of employment of 

teaching faculty on a continuing appointment after the Third-Year Review but prior to the 

year appropriate for tenure consideration can be based only on changing College needs which 

require reduction in faculty size or departmental allocations.  Prior to deciding on such 

termination, the President is to consult with the faculty member's department chairperson and 

with the Faculty Personnel Policies Committee. 
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Faculty members who are considered for but denied tenure or who are not recommended for 

tenure consideration in their sixth year of countable service are given a terminal appointment 

for the following year.  Such a terminal appointment will remain in effect even if the faculty 

member requests and is granted a leave or part-time status for part or all of that year. 

 

In the case of full-time faculty members ineligible for tenure (e.g., administrators, librarians, 

physical educators, and teaching faculty with half-time or more administrative duties), 

termination comes about after the President, in consultation with the Faculty Personnel 

Policies Committee, deems that termination is justified by a change in the needs of the 

College; or after the President, upon recommendation by the faculty member's supervisor, 

judges that the faculty member's performance has been inadequate. 
 

In the case of part-time faculty, termination can occur before the end of the faculty member’s 

appointment period, if the Dean of the Faculty, in consultation with the department chair and 

the chair of the Faculty Personnel Policies Committee, determines that the faculty member’s 

performance has been markedly deficient.  Before the decision to terminate has been reached, 

the Dean will meet with the faculty member. 
 

Faculty members whose employment is terminated are entitled, if they make the request, to a 

letter from the President or Dean of the Faculty stating the reasons for such termination. 
 

In all cases of terminations or dismissals for cause, procedures described in "Termination of 

Employment of Tenured Faculty" apply. 
 

b.    Notice of Termination for Non-Tenured Faculty 
 

Faculty members who have been in the employ of the College for less than one year will be 

notified no later than March 1 of that academic year that they will not be reappointed for the 

following year. 
 

Faculty members who have completed at least one year of service in the employ of the 

College will be notified no later than July 1, and preferably earlier, that they will not be 

reappointed after the end of the academic year following the notification. 
 

These provisions do not apply to faculty members holding full-time administrative positions 

(deans, registrar, admission directors); their termination notices accord with guidelines stated 

in the Administrative Personnel Handbook. 
 

c.   Termination of Employment of Tenured Faculty 
 

Termination of an appointment with continuous tenure, or of a continuing or terminal 

appointment prior to the end of the specified term, may be effected by the College only for 

adequate cause.  Such terminations will be specified as either a termination for cause or a 

dismissal for cause. 
 

i.  Termination for Cause 
 

Termination for cause can be made only on the basis of financial exigency, 

discontinuance of a program or department not mandated by financial exigency, or 

medical reasons. 
 

For provisions and procedures governing termination for cause, the College will use as 

guidelines the 1976 Recommended Institutional Regulations on Academic Freedom and 

Tenure printed in the summer, 1976, AAUP Bulletin, pp. 186-187, with the following 

provisos for implementation at Lake Forest College: 
 

In the decision to discontinue formally a program or department of instruction, the 

Trustees will give major attention to educational considerations recommended by the 

Academic Resources and Review Committee and by the faculty as a whole. 
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The College Council is to be consulted in any decision by the Board of Trustees that a 

condition of financial exigency exists or is imminent.  After consultation with the 

Academic Resources and Review Committee, the Promotion and Tenure Subcommittee, 

employing accepted standards of due process, should assume primary responsibility for 

recommending the status of individual faculty members. 

 

ii. Dismissal for Cause 

 

 Dismissal for cause can be made only on the basis of professional incompetence or 

moral turpitude. 

 

 Dismissal for cause must be preceded by (1) discussions among the faculty member, the 

department chairperson, the Dean of the Faculty, and the President; (2) informal inquiry 

by an ad hoc committee appointed by the Faculty Personnel Policies Committee, which 

may determine whether in its opinion dismissal proceedings should be undertaken, 

without its opinion being binding on the President; (3) a statement of charges, framed 

with reasonable particularity by the President or the President's delegate. 

 

 If a statement of charges is presented to the faculty member and the faculty member 

wishes to contest it, a formal hearing will be held.  The hearing committee will consist 

of all members of the Promotion and Tenure Subcommittee of the Faculty Personnel 

Policies Committee.  In the case of a member of the PTS being considered for dismissal 

or other members deeming themselves disqualified for reasons of bias or interest, places 

on the hearing committee will be taken by former members of the PTS in order of the 

recency of their service. 

 

 Except when inconsistent with the provisions of this policy, provisions and procedures 

governing the hearing are those articulated under "Dismissal Procedures" in the 

Recommended Institutional Regulations on Academic Freedom and Tenure printed in 

the summer, 1976, issue of the AAUP Bulletin, pp. 188-189.  After the hearing, formal 

dismissal can be made only by the Board of Trustees, upon recommendation by the 

President. 

 

d.    Physical Education Faculty 
(Approved by the Board of Trustees on April 8, 1972) 

 

Lake Forest College is committed to a concern for all aspects of the lives of its students, 

their bodies as well as their minds and characters.  Toward that end, the College 

maintains a program of physical education, designed to provide physical fitness and 

certain skills in sports. The College also sponsors a wide variety of intramural and 

intercollegiate activities, which are seen as opportunities for students in recreation and in 

learning.  The College believes, in short, in amateur athletics for professional students. 

 

The physical education staff is employed and retained with a view toward serving 

students in the ways suggested above.  Members of the staff, though not eligible for 

tenure, since that is a practice designed to assure the academic freedom of the classroom 

teacher, may anticipate reappointment provided that program needs justify such 

appointment and as long as they continue to promote in a satisfactory manner those 

sports which the College sponsors, and continue to assist students to develop physical 

fitness and athletic skills.  If there is dissatisfaction with their performance (e.g., 

ineffective coaching, lack of personal leadership, inadequate skill and/or effort), their 

services might be terminated.  Due notice would be given in such an instance, following 

the procedure of I, C, 2, b.  Members of the physical education staff would be subject to 

an annual review (a practice which is also followed with regard to faculty appointments 

and renewals). 
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3.   Grievance  
(Approved by Board of Trustees, September 29, 1984, amended by faculty vote December 3, 1997.)  

 

a.   Summary Conditions and Procedures 

 

A faculty member who feels cause for grievance is expected to try to resolve the grievance by 

conferring with the person or persons against whom the faculty member has a complaint.  If 

the matter cannot be thus resolved, the faculty member may petition the faculty Grievance 

Committee (hereinafter GC) for a recommendation concerning the following matters: 

 

  i. denial of tenure or promotion, termination of employment of non-tenured faculty, or 

termination of employment for cause (not dismissal for cause); 
 

 ii.  salary, assignment of teaching duties, assignment of space or other facilities, assignment 

of committee responsibilities, or similar results of administrative decisions; 
 

 iii.  alleged disability discrimination. 

 

A faculty member who feels cause for grievance on the basis of a disability discrimination 

which denies the member participation in or benefits of a College program or activity, in 

accordance with Section 504 of the Rehabilitation Act of 1973, should first present the 

grievance in writing to the Assistant to the President.  Failing resolution, the matter can then 

be referred by the petitioner to the GC. 

 

b.    Composition of the Grievance Committee 

 

The GC, elected each year by the faculty, consists of three members and one alternate 

member. Eligible candidates must be tenured and may not be administrative officers, members 

of the Faculty Personnel Policies Committee, or faculty absent from the campus during part or 

all of the academic year because of leave status or academic responsibilities.  The alternate 

serves in case a petitioner is a member of the same department as a regular GC member or in 

other cases of conflict of interest or practicality as determined by the GC. 

 

Early in the academic year the Dean of the Faculty should send to the faculty a ballot listing 

eligible candidates.  Each faculty member may vote for up to three candidates. Names of the 

six receiving the larger number of votes will appear on a second ballot, from which each voter 

may pick up to three names.  Elected members of the GC are those personnel with the higher 

number of votes, the fourth highest serving as alternate. 

 

c.    Petitions 

 

Petitions presented to the GC should set forth in detail the nature of the grievance and should 

state against whom the grievance is directed. 

 

d.   Grievance Committee Procedures 

 

The GC normally functions without a chairperson, members mutually agreeing on 

administrative details.  Decisions are made by majority vote, but minority views may be 

expressed in the final recommendation. In case of questions about procedure, the GC may 

consult the President, Dean of Faculty, or FPPC. In the process of reviewing the grievance, 

the GC may seek additional information from the petitioner and from other relevant sources. 

 

The GC is responsible for making a judgment on the relative merit of a petition.  If, after 

considering the relevant information provided by sources involved in the petition, merit is 

found lacking, the GC may deny the petition.  The decision and supporting reasons are to be 

furnished in writing to the petitioner, who then has no recourse within the College. 

 

It may also seek a settlement of the issue satisfactory to the parties.  If the GC believes such a 

settlement is not possible or is not appropriate, and if it believes that there is merit in the 
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petition, the following principles and procedures apply: 

 

  i.  In connection with grievances under a.i. above, the purview of the GC is restricted to 

procedural issues and therefore excludes consideration of substantive judgments of 

whether the petitioner merits tenure, promotion, or continued employment.  In 

connection with grievances under a.ii. and a.iii. above, the GC is to weigh all relevant 

factors as presented by the petitioner and respondent(s) and otherwise discovered in its 

investigation.  GC concerns should be guided by questions such as these:  Was faculty 

policy followed?  Was the decision conscientiously arrived at?  Was appropriate 

evidence bearing on the decision sought out and considered?  Was there adequate 

deliberation over the import of the evidence in the light of relevant standards and/or 

other concerns?  Were irrelevant or improper standards or concerns excluded from 

consideration? 

 ii.  A GC finding of some merit in the petition takes the form of a recommendation of 

reconsideration, sent to the appropriate person(s), with a copy to the petitioner.  The 

person(s) against whom the petition is lodged is thereby required to make a formal 

reconsideration, giving serious attention to, but not being bound by, the case as 

presented by the GC, and responding in writing to the GC and to the petitioner.  

 

 

4.  Sexual Discrimination and Misconduct Policy  
Enacted: August 28, 2015, Amended: August 27, 2019 and August 1, 2020 

Last amended October 12, 2023 

 

The College’s Interim Sex Discrimination and Sexual Misconduct Policy and Interim Title IX Sexual 

Harassment Complaint Resolution Procedures are available in full here: 

  

https://www.lakeforest.edu/title-ix 

  

Please contact the following personnel with questions: 

  

Title IX Coordinator 

LaShun McGhee 

Rosemary House 

Lake Forest College 

555 N. Sheridan Rd. 

Lake Forest, Il 60045 

847-735-6009 

lmcghee@lakeforest.edu  

  

5.  CONSENSUAL ROMANTIC OR SEXUAL RELATIONSHIP AND EVALUATIVE AUTHORITY 

 

Lake Forest College strongly discourages romantic and/or sexual relationships between individuals in 

positions of unequal power at the College.  Power is unequal between faculty and students, staff members and 

students, supervisors and their supervisees, coaches and student-athletes, advisors and advisees and resident 

directors and student residents.  Power may also be unequal in other contexts, and the foregoing list is not 

intended to be exhaustive. 

 

Romantic and/or sexual relationships between individuals in inherently unequal positions, even when both 

parties consent, raise concerns/suspicions that the person with greater power or authority may be abusing that 

authority, and can potentially subject that person to complaint of sexual harassment or other misconduct.  The 

relationship may also give rise to the perception on the part of others that there is favoritism or bias in 

academic or employment decisions affecting the involved student or employee. Moreover, given the uneven 

balance of power within such relationships, consent by the student or employee is suspect and may be viewed 

by others or, at a later date, by the involved student or employee, as having been the result of coercion, 

intimidation, or fear of retaliation. 

 

https://www.lakeforest.edu/title-ix
mailto:lmcghee@lakeforest.edu
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To protect the integrity of the College academic and work environment, Lake Forest College requires that 

when a consensual romantic or sexual relationship exists or has existed between individuals in positions of 

unequal power at the College, the person with the greater power must not hold any supervisory or evaluative 

authority over the other person in the relationship. See below for a special rule that applies to faculty-student, 

staff-student, and coach-student relationships. 

 

For purposes of this policy, the term “romantic and/or sexual relationship” is defined by the nature, not the 

duration of the relationship. Any contact of a sexual nature or a single date would be considered a “romantic 

and/or sexual relationship” under this policy, even if it does not recur. This policy is not intended to restrict 

purely platonic social interactions. However, members of the College community are cautioned that the line 

between platonic and romantic or sexual interactions may not always be clear, even to those involved. Where 

there is any doubt as to whether a relationship falls under this policy, the individuals involved should err on 

the side of complying with this policy.    

 

“Supervisory or evaluative authority” is the power to control or influence another person’s employment, 

academics, or extracurricular participation, including but not limited to, hiring, work conditions, 

compensation, promotion, discipline, admission, grades, assignments, recommendations, financial support, or 

participation in extracurricular programs. 

 

In the event of a romantic and/or sexual relationship between individuals in positions of unequal power at the 

College as defined above, it is the responsibility of the person with more power or authority to notify their 

own supervisor or department chair – or the Director of Human Resources or the Dean of Faculty – 

immediately upon the commencement of the relationship so that the College may make evaluative, scheduling 

and/or other appropriate modifications to protect the integrity of the academic and work environment. The 

supervisor or department chair will develop an appropriate plan in consultation with the Director of Human 

Resources (in case of a staff member) or the Dean of Faculty (in case of a faculty member). Failure to comply 

with this requirement is a violation of this policy, for which the person with more power or authority in the 

relationship may be subject to disciplinary action. 

 

Consensual Romantic or Sexual Relationships Between Faculty and Students, Staff Members and Students, or 

Coaches and Students 

 

No faculty, staff member or coach shall enter into or maintain a romantic or sexual relationship with a Lake 

Forest College student, regardless of whether there is a supervisory or evaluative relationship between them 

and regardless of whether the individuals involved believe the relationship is consensual.  There is an 

unacceptable, inherent risk of coercion in such a relationship due to the inevitable, substantial difference in 

institutional power between a student and a faculty member, staff member, or coach.  Even absent any 

supervisory or evaluative authority, this risk exists and could lead to conflicts of interest because (i) the 

influence of a faculty member, staff member, or coach extends beyond a classroom, department, or team, and 

(ii) there is an ongoing possibility that the faculty member, staff member, or coach may be placed in a 

position of power over the student. This paragraph does not apply to the spouse or domestic partner of a 

faculty member, staff member, or coach who becomes a student at Lake Forest College. In such situations, the 

College policy on the employment or evaluation of relatives applies. 

Consequences of Violations of this Policy 

 

Violations of this policy constitutes grounds for disciplinary action in accordance with the procedures 

contained in the applicable staff or faculty handbook.  

 

6. LAKE FOREST COLLEGE POLICY REGARDING MINORS ON CAMPUS  
(Policy: Adopted September 1, 2020) 

                   

Lake Forest College is committed to providing a safe and secure environment for children, including minors 

who participate in camps, clinics, workshops, conferences, research, and activities sponsored by or affiliated 

with the College. This policy affirms that commitment by setting forth screening, training, and conduct 

requirements for faculty, academic or athletic appointees, staff, student employees, volunteers, independent 

contractors, and others who staff College programs that serve children. Under this policy a “child” or “minor” 

is any person under the age of 18, who are not matriculated college students at Lake Forest College or 
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elsewhere. This policy provides the framework that College-sponsored and non-Lake Forest College 

programs are required to follow in order to host and facilitate successful and safe programs. It establishes 

standards, procedures for reporting suspected sexual abuse of minors (and child abuse or neglect1), and 

obligations for the operation of Covered Programs, defined below, which also includes registration and 

background checks. 

 

Who Is Affected By This Policy?  

 

This policy applies broadly to all College faculty, staff, students, volunteers, and independent contractors who 

interact with minors on campus or under a Covered Program. Some examples include, but are not limited to, 

private lessons or tutoring, athletic camps, research and educational internships, and campus tours or visits 

attended by prospective students who are minors.  

 

I. Reporting of Known or Suspected Child Abuse or Neglect 

 

For purposes of the Minors on Campus Policy, all faculty, staff, student employees, volunteers, 

independent contractors, and third-party operators participating in Covered Programs are mandated 

reporters based on the Illinois Abused and Neglected Child Reporting Act (ANCRA). If you learn of 

sexual abuse while working with minors you are required to report to the incident. You may report 

directly to the Department of Children and Family Services as outlined below or to designated Lake 

Forest College internal offices. The 2020 Amendment of the IL-ANCRA allows an organization’s 

designee to report sexual abuse on behalf of the organization. 

 

Internal Campus Reporting: Questions regarding reporting obligations or the circumstance under which a 

report of sexual abuse is required may be addressed to Title IX Coordinator, titleix@lakeforest.edu or 

847-735-6009, prior to contacting external entities.   

 

External Campus Reporting: The College requires all mandated reporters to report to the Illinois 

Department of Child and Family Services (DCFS: 1.800.252.2873 or 800.25.ABUSE) if they have 

reasonable cause to believe a child known to them in their official capacity may be abused or neglected. 

In addition, before making a report, any mandated reporter who intends to make such a report must 

promptly notify both the head of their academic unit or immediate supervisor (unless this person is 

unavailable), or head of sponsoring unit, and the Title IX Coordinator that a report has been made, as 

well as the underlying circumstances that caused the report, and document in writing that the report has 

been made. 

 

The College prohibits retaliation against any person who in good faith makes or participates in making a 

report of child abuse or neglect under this policy. The College also prohibits the intentional filing of false 

reports of child abuse or neglect. Illinois law protects the identity of mandated reporters and gives them 

immunity from liability for making good faith reports, although reporters may be obligated to testify if a 

case becomes subject to legal or judicial action. 

 

Beyond the Minors on Campus Policy, if you are a Lake Forest College employee (faculty, staff, student 

employee), volunteer or third-party contractor, please contact Human Resources for information about 

completing the requirements of the Illinois Abused and Neglected Child Reporting Act (ANCRA), which 

requires personnel at higher education institutions to report all forms of child abuse, including training 

and the Illinois Department of Children and Family Services (DCFS) Acknowledgement of Mandated 

Reporter Status form.  Please contact Human Resources for more information on the full context of the 

ANCRA, as this is to be completed upon hire or engagement. 

 

II. Definitions 

 

A. Adult: For purposes of this policy and corresponding requirements, an adult is an individual 

who is 18 years old or older, or a matriculated college student at Lake Forest College or 

elsewhere. 

 

1 See Section IV Conduct Requirements for a definition of child abuse or neglect under this policy. 

mailto:titleix@mx.lakeforest.edu
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B. Care, Custody, and Control:  The responsibility level when an adult, who is not the 

parent/guardian, is present and has supervisory responsibility for one or more minors as well as 

the knowledge of the general location (particularly when leaving the building) of each minor at 

any given point throughout a Covered Program. 

C. Chaperone:  An individual(s), such as a teacher during an academic program, who is not a Lake 

Forest College faculty or staff member, student, volunteer, or a parent/guardian, but is 

responsible for the care, custody and control of one or more minors. For additional information, 

please see the Roles and Responsibilities for Chaperones. 

D. Covered Program: Any program or activity operated or conducted by the College, whether on- 

or off-campus, including overnight or daytime stays, where the care, custody and control of 

minors is the responsibility of College faculty, staff, students or volunteers. Covered Programs 

include but are not limited to outreach and community service activities. 

E. Non-Lake Forest College Program: Any program or activity that involves minors and uses 

Lake Forest College facilities but it is not operated under the authority or direction. Non-Lake 

Forest College Programs are also Covered Programs (unless an exemption applies). See Section 

II.E for additional requirements. 

F. Minor: For purposes of this policy, a minor is defined as any individual under the age of 18 

years old, who is not a matriculated college student at Lake Forest College or elsewhere (other 

Title IX policies apply to matriculated college students who are under the age of 18). 

G. Program Staff: College faculty, staff, students, student workers, volunteers, independent 

contractors who are responsible for, supervise or otherwise oversee the care, custody and control 

of minors in Covered Programs.  

H. Research Facility: Any facility used for conducting research and/or experiments. For the 

purposes of this policy, a research facility may include or be adjacent to hazardous operations, 

hazardous equipment and/or materials, machinery or field research. 

I. Sponsoring Unit: A Lake Forest College administrative or academic unit that either (i) offers a 

program involving minors or (ii) approves the use of College facilities in connection with a Non-

Lake Forest College Program. 

 

III. Requirements for College Programs and Programs Conducted on College Premises 

 

In addition to the reporting obligations set forth above, this policy describes screening, training, and 

conduct expectations on College premises or with College resources, regardless of College 

affiliation.  

  

A. It Must be a Covered Program 

 

“Covered Programs” are those designed to serve children. “Covered Programs” include College 

programs, activities, workshops, preparatory experiences, including lessons, laboratories, open 

houses, and events whether for academic, athletic, recreational or other purposes and whether on or 

off College premises. By way of example, Covered Programs include but are not limited to: day or 

overnight camps of any nature for children, including camps conducted by academic personnel and 

College athletic coaches, programs operated by the College and creative or instructional activities 

involving children. Camps and programs conducted or operated by College athletic coaches and 

other employees in their personal capacities are considered Covered Programs where the coach’s 

employee College affiliation is identified and/or where such programs use the College’s name, 

premises, facilities, or resources (register programs for college knowledge and approval) with 

Director of Conferences and Facility Rental. 

 

Programs or services that serve children conducted or provided on behalf of, by, or for the College or 

a Covered Program are also considered Covered Programs. Such entities/contractors must be 

required by contract to comply with this Policy, and to demonstrate that the appropriate screening 

and training in accordance with Sections II.B and II.C of this Policy have been conducted prior to 

commencing services. 

 

See Section IV. for covered overnight stay programs. 
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Exclusions: Covered Programs do not include:  

  

1. College undergraduate, graduate, and professional or continuing education 

academic programs to which minor students are admitted and enrolled for 

academic credit.  

2. Regularly scheduled classes or activities designed for enrolled students or 

individuals accepted for College enrollment.  

3. College faculty/staff residential properties.  

4. Single instance visits by adolescents to meet with faculty academic appointees to 

discuss academic, intellectual or career interests, but the exclusion only applies 

when accompanied by parent or guardian. 

5. Campus tours or visits attended by prospective students who are minors. 

6. Single guest lecturers or one-time participation in academic or research activities 

by academic guests.  

7. College performance of single events such as fairs, festivals, convocations, or other 

activities that are generally open to persons of all age groups and at or at which 

children may be present or participate. 

8. College events at which children will be accompanied at all times by a parent or 

legal guardian, except for any such event that involves overnight stays or use of 

locker rooms. 

a. In those instances, the sponsoring unit may instead adopt measures 

designed to ensure the safety of participating children, including but not 

limited to: a requirement that volunteers must work in public places and 

not be alone with children; that, to the extent that supervision of minors 

occurs as part of the event, the supervisor first must have undergone a 

criminal and registered sex offender background checks, and that before 

the event, the program must record the names and address of the 

volunteers, check the names against the national sex offender registry, 

and exclude any volunteers with positive results.   

   

B. Registration 

 

It is expected that 45 days prior to the start of the program, Program Staff shall register the Covered 

Program, when possible. In order for the College to know when and where minors are being hosted 

on or off campus, Program Staff must provide the information requested. All registered programs 

will be provided with additional information to help host a successful program. A description of the 

program, expected age range and estimated attendee count are examples of the types of information 

that the College requires at the time of registration. Registrations will be reviewed by the Director of 

Conferences and Facility Rental, Kristen Nolan, nolan@lakeforest.edu. 

 

C. Screening Requirements 

 

All persons, including faculty, academic appointees, employees, students and volunteers who 

supervise a Covered Program or have direct contact with children in a Covered Program are subject 

to the screening requirements described in this section. “Direct Contact” means to provide 

instruction, care, supervision, guidance to or oversight and/or control over children through a 

Covered Program. The screening normally will include, at a minimum, College student discipline 

records, criminal history, and registered sex offender checks, records of which must be created and 

maintained for a minimum of three years.   

 

The Office of Human Resources will conduct the screening of all Program Staff working in College-

run programs and will maintain records of completed background checks, and these records will only 

be accessible through the Human Resources office consistent with established policies and protocols. 

 

It is the responsibility of the director or supervisor of each Covered Program to ensure that Program 

Staff have background checks on file. It is recommended that background checks be updated every 

three years. 

 

mailto:nolan@lakeforest.edu
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After completion of an initial background check, all Program Staff are expected to disclose any new 

arrests or convictions to their program director or supervisor within 72 hours of the occurrence, and 

to cooperate in providing information necessary to evaluate the circumstances of the arrest and/or 

conviction.  

 

Program Staff working in non-Lake Forest College sponsored programs will not be permitted to 

work with minors in a Covered Programs unless and until the director or supervisor of the program 

certifies in writing to the sponsoring department that criminal background checks have been 

conducted. The director or supervisor must also undertake to conduct and evaluate criminal 

background checks on any future Program Staff before they are hired or engaged. 

 

D. Training Requirements 

 

Covered Programs will require all Program Staff to complete the Illinois DCFS online training for 

mandated reporters. If, in your role as an employee, you have completed the Child Abuse and 

Neglect Reporting Act training successfully, this satisfies the Minors on Campus Policy requirement, 

so long as the certificate of completion is submitted to the Title IX Office or designated monitoring 

Lake Forest College office.  It is the responsibility of program directors and supervisors to oversee 

compliance with these minimum training requirements. See Section VI. for the on-demand training 

link. 

 

1. Training Expectations: Review the Minors on Campus Policy, complete the DCFS 

training, and complete and submit the DCFS Form to the appropriate Lake Forest 

College office. 

 

2. Non-Lake Forest College Covered Programs. Program Staff working in non-Lake 

Forest College programs may not work with minors in a Covered Program until the 

director of the program certifies in writing to the Sponsoring Unit that all Program Staff 

have successfully completed training. The director must also agree that any future 

Program Staff will successfully complete training prior to working with minors in a 

Covered Program. 

 

E. Additional Requirements: Non-Lake Forest College Programs 

 

Non-Lake Forest College Programs involving minors may be hosted on campus, but only if all of the 

following requirements (1, 2, and 3) have been satisfied before using College facilities:  

 

1. College sponsor. The Non-Lake Forest College Covered Program must secure the 

written agreement of a Sponsoring Unit to host the program. A Sponsoring Unit is a 

Lake Forest College administrative or academic unit that either (i) offers a program 

involving minors or (ii) approves the use of College facilities in connection with a Non-

Lake Forest College Program. 

 

2. Written agreement. The Non-Lake Forest College Covered Program must enter into a 

written agreement with the Sponsoring Unit. The agreement must address (i) 

certification to the Sponsoring Unit that the screening and training requirements of this 

policy have been met; (ii) commitment to operate the program in accordance with this 

policy and applicable law; and (iii) assumption of full financial responsibility for any 

loss or liability arising from the program.  

 

 

3. Insurance. The Non-Lake Forest College Program must submit to the Sponsoring Unit 

an additional insured endorsement and certificate of insurance, identifying Lake Forest 

College (and its trustees, officers, employees, and agents) as an “additional insured 

party” and conforming to the specifications listed in the College’s Independent 

Contractor Insurance Requirements. 
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IV. Conduct Requirements 

  

Persons working for, participating in, or involved with a Covered Program should create an open, 

welcoming educational environment and ensure that the safety and welfare of participating children 

is a paramount and shared responsibility. Positive, appropriate interactions with youth support their 

personal and educational development, make them feel valued, and provide the safe, caring 

connections that serve as protective factors for youth. Conversely, inappropriate and harmful 

interactions can put youth at risk for adverse emotional and physical outcomes. In this regard, 

persons working for, participating in or involved with a Covered Program shall not, in connection 

with the program:  

  

A. Engage in abusive conduct of any kind toward, or in the presence of, any child.  

B. Administer force upon a child with or without an implement or tool for the purpose of 

discipline (i.e., corporal punishment).  

C. Touch a child in an inappropriate or illegal manner.  

D. Engage in the use or possession of alcohol, tobacco or illegal drugs in the presence or 

vicinity of children.  

E. Photograph any child without the expressed, written consent of the child’s parent or 

guardian. A release form is available for this purpose if needed.  

F. Possess, produce, access or make available to children any sexually-explicit or 

otherwise inappropriate images, material, or media.  

 

The College recognizes that, except as may be authorized by a head of Covered Program based on 

legitimate pedagogical reasons, it is best practice for persons in a Covered Program to refrain from 

being alone with a child at any time in connection with the program. The director or head of a 

Covered Program for which such one-on-one time is so authorized must at all times structure the 

program as to permit observation. Under no circumstances will persons be alone with a child in 

settings where they and the child are not directly observable at all times.   

 

V. Overnight Visits (including unofficial or official visits, for Admissions or Athletics) 

 

Covered Programs that include overnight stays or use of College housing by children shall have the 

following additional measures in place: 

 

A. Identification must be worn by faculty, academic appointees, staff, student employees 

and volunteers and, if appropriate, participants;  

B. Curfews will be enforced;  

C. Participants must comply with alcohol, drug and smoke-free campus policy as a 

condition of participation;  

D. Participants must comply with a code of conduct for participants;  

E. Full-time residential supervision; and  

F. Use of non-College registered vehicle is prohibited.  

 

By participating in the program or activity, every participant, as well as the participant’s parent or 

guardian, is deemed to have agreed to comply with this policy. 

 

Any person who suspects or becomes aware of a violation of these or other applicable conduct 

requirements must immediately report it to, as appropriate, the head of his or her academic unit or 

immediate supervisor and provide the underlying circumstances that compelled the report. Under 

such circumstances, the head of the academic unit or supervisor must immediately report the matter 

to Public Safety and/or the Office of Title IX. Notifying the College does not necessarily satisfy 

reporting obligations, which require mandated reports to make an immediate report to DCFS or 

directly to Title IX Office. Upon receiving a report or others becoming aware of such violation, the 

College will take prompt steps to assure the safety of children and to comply with all applicable legal 

reporting requirements. 
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VI. Policy Violations and Compliance 

  

All Covered Programs are subject to audit to determine compliance with this policy by the Human 

Resources, the Title IX Office, or Director of Conferences and Facility Rental.  Where necessary, all 

reports involving a member of the Lake Forest College community will be addressed according to 

the current Title IX Policy and Procedures. Any faculty member, staff, student employee, student or 

volunteer who violates this policy will be subject to corrective action up to and including termination 

of employment or volunteer status and exclusion from the College’s premises. 

 

VII. Related Resources  

 

Minors on Campus Program Registration Form 

DCFS Online Training for Mandated Reporters of Sexual Abuse 

 

VIII. Contacts 

 

Policy inquiries: LaShun McGhee, Title IX Coordinator, lmcghee@lakeforest.edu or Agnes Stepek, 

Director of Human Resources, stepek@lakeforest.edu. 

 

Screenings: For information relating to criminal background screening, contact the Office of Human 

Resources at 847.735.5036. 

 

Reporting: To report suspected child sexual abuse: 

 

1. Mandated reporters should contact Illinois Department of Children and Family 

Services (DCFS), at 1.800.252.2873 or 800.25.ABUSE. 

2. If the incident is an emergency, contact Public Safety, at 847.735.5555, or dial 911 

for local police. 

3. To provide notice of mandatory report of sexual abuse made to DCFS, contact the 

Title TX Coordinator. 

 

 

7. STUDENT CLAIM OF FACULTY BIAS  
(Enacted: May 6, 2019, revised 01/14/2020, revised/voted at faculty meeting10/06/2021)  

 

Preamble:  

 

Lake Forest College is committed to providing a safe and inclusive campus environment for all students, 

faculty, and staff. We value the diversity of our community, including but not limited to our community 

members’ ethnic, gender, religious, racial and cultural backgrounds. 

 

As a community of learners, we also believe that the expression of differing views and controversial ideas is 

vital to the educational process.  Our commitment to academic freedom and educational excellence supports 

many instances of such expression. 

 

At the same time, we believe that bias and discrimination have no place in our community.  For this reason, 

we cannot support expressions of bias or discrimination that can harm the legitimate well-being and safety of 

others. 

 

State and federal laws protect people against discrimination, including harassment.  Although expressions of 

bias may not be legally actionable, in contrast, they can still inflict harm and violate our values. With this in 

mind, the College has established this Bias Incident Response Process (“BIR Process”) to support and assist 

students who believe they have experienced bias from faculty members. 

 

A key goal of the BIR Process is education.  Expressions of bias may not be intentional, and the College 

believes the BIR Process will help students and faculty learn to avoid biased expressions or actions.  A further 

goal is to address the concerns of the student who feels harmed and files a bias claim involving a faculty 

member.  Through facilitated conversation between student and faculty member, mediation, or other 

https://mr.dcfstraining.org/UserAuth/Login!loginPage.action
mailto:lmcghee@mx.lakeforest.edu
mailto:stepek@mx.lakeforest.edu
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appropriate steps, the BIR Process can either (i) affirm the student’s concern and lead to positive change on 

the part of the faculty member, or (ii) help reframe the reported incident in a fair way that mitigates the 

student’s concern and restores the sense of safety and well-being that students deserve. 

 

The College encourages any student who feels harmed by a perceived expression of bias by a faculty member 

to consider direct communication with that faculty member.  Direct conversation can often result in 

reconciliation and healing without requiring a more extended process. The College recognizes, however, that 

students may find it challenging to initiate such communication, given the different levels of power they and 

faculty possess.  A student who feels unable to directly communicate with a faculty member – or who feels 

unsatisfied after such direct communication – may invoke this BIR Process. 

REVIEW PROCESS FOR A STUDENT CLAIM OF FACULTY BIAS   

  

Purpose: The BIR Process is designed to respond to reported incidents of potential faculty bias directed 

toward or perceived by one or more students. 

 

Definition: A bias incident involves expression (speech, writing, or physical behavior) that is directed at an 

individual’s actual or perceived membership in a particular identity group; has the effect of interfering with an 

individual’s safety, security, emotional and/or psychological wellbeing; and lacks a reasonable and 

responsible relationship to an educational or artistic goal.  

 

Who is covered: The relevant identity groups covered by this definition include sex, pregnancy, gender 

identity or expression, race, color, creed, national or ethnic origin, religion or religious affiliation, sexual 

orientation or sexuality, age, marital or family status, disability, socioeconomic identity, political/ideological 

identity, legal status, or veteran status, to list a few.  

  

What is not covered: The term "bias incident" is often used in an overarching manner and includes incidents 

that are more accurately defined as hate crimes, discrimination, or harassment. However, as noted above, 

there are laws that protect against discrimination and hate crimes. In addition, College policies and procedures 

governing hate crimes, discrimination, and sexual harassment are already covered elsewhere, as noted in the 

Faculty Handbook: Equal Employment Opportunity (I, A, 2, p.6), Standards of Conduct (Appendix F), Sexual 

Misconduct Policy (I, C, 4, p. 36), Protection Against Improper Academic Evaluation (Appendix G)].   

Therefore, the Bias Incident Response Process outlined here explicitly focuses on reported claims of bias that 

are not covered by these other policies.  

  

Academic Freedom: The College intends this process to operate consistently with – and never in opposition 

to – the principles of academic freedom to which the College has been historically committed. Rigorous 

discussion and debate are fundamental to the College’s educational mission, and neither this BIR Process nor 

any other College policy or process is intended to determine teaching methods, course content, or the 

processes of intellectual inquiry and debate.   

  

 I. The First Step 

 

The first step every student should consider is direct engagement with their faculty member.  

 

When a student feels uneasy about something that has happened in the classroom, their faculty member will 

want to know and will also want the opportunity to discuss the matter with the student. If the student is not 

comfortable going to the faculty member, the student may also consider contacting the department chair to 

discuss the matter. The chair could bring a student concern to the faculty member anonymously, offer to 

mediate with the faculty member, or advise a student to move on to the next step in the process, which is to 

file a bias incident report. 

 

II. Initial Review  

  

The Initial Review: Any student who experiences or witnesses a potential bias incident and has considered 

Step 1, described above, may decide to report the incident using the linked Bias Incident Report Form. A 

student claimant should report a potential bias incident as soon as they are able after it occurs, because the 

https://foresternet.lakeforest.edu/student-resources/intercultural-relations/bias-incident-response-process
https://foresternet.lakeforest.edu/student-resources/intercultural-relations/bias-incident-response-process
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passing of time makes a review of the incident more arduous and might make any meaningful healing 

between parties difficult. In any case, a bias claim must be filed no later than 10 weekdays, exclusive of 

College recognized holidays, two weeks before the end of the term semester following the term semester in 

which the incident occurred. 

  

Information Gathering: Once a Bias Incident Report is filed, the Director for the Office of Intercultural 

Relations (OIR) will notify the Dean of Faculty and the faculty respondent of the nature of the complaint 

within 72 hours of the report’s submission. 

  

The Director for the OIR and the Dean of Faculty serve as a “Coordination Team.” They collaborate to 

determine and coordinate the next steps.  

The overall goal at this stage is to understand what happened and determine if further action under the 

policy, including mediation, is warranted, and to determine if the incident should be referred to another 

office on campus (such as the Title IX Coordinator).  

  

The Coordination Team contacts the student claimant and the faculty respondent. The aim of the contact with 

the student claimant, preferably conducted via an in-person meeting, is to gain additional information 

regarding the incident, such as the possible number of students affected and other contextual components. The 

Dean of Faculty will contact the faculty respondent identified by the student claimant, also to gain additional 

information regarding the incident. 

 

At the request of the faculty respondent, the Dean of Faculty will consult with a faculty member with 

disciplinary knowledge, such as the faculty member’s department chair, about the reported incident. The 

faculty member may offer a perspective on the incident from the standpoint of the faculty member’s academic 

discipline. 

  

After consultation with the student claimant and the faculty respondent, if the Coordination Team concludes 

that the incident does not involve bias, then the OIR Director will contact the student claimant, explain the 

conclusion reached by the Director and the Dean, and offer the student appropriate support. The Dean of 

Faculty will contact the faculty member and explain the conclusion. 

  

If the Coordination Team concludes that the reported incident involves potential bias, they will determine the 

scope and timing of further action based upon several factors, including but not limited to whether the student 

claimant is willing to participate in a meeting; whether the student claimant requests anonymity or 

confidentiality; and whether the College has an obligation to proceed with an investigation based on the 

nature of the alleged expression, regardless of the student claimant’s wishes.   

  

Potential Outcomes: Following this Initial Review, which will be generally completed within 10 weekdays, 

exclusive of College recognized holidays, the Coordination Team will determine the next steps that could 

include one or more of the following:  

  

1. Referring the student claimant to another office on campus, for incidents that might meet definitions 

of sexual misconduct or discrimination.  

  

2. Mediation  

• Coordinating a meeting between the student claimant and faculty respondent with a mediator 

chosen by the Coordination Team. Mediators will be chosen from a group of administrative staff 

and faculty who have received professional mediation training.     

• Coordinating submission of an impact statement from student claimant to the faculty 

respondent, in appropriate cases, and a faculty respondent’s response statement to the student 

claimant. This may be warranted when a student claimant wishes to remain anonymous.  

  

3. Professional Development Opportunity  

• Advising the faculty respondent and/or student claimant to participate in an educational program 

about bias or similar professional development opportunity, such as a web-based tutorial or a 

structured meeting with the Associate Dean for the Office of Faculty Development.  
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4. Conducting an In-Depth Examination (see below)  

  

Resolution of the Initial Review: Should the Coordination Team recommend options #1 or #3 above, the 

review process will conclude, and the team will issue a determination report.  

  

Should option #2 be recommended, the Initial Review will conclude, and the team will issue a determination 

report after mediation, indicating whether mediation was successful and, if not, any follow-up 

recommendations such as those described in option #3.  

  

III. In-Depth Examination  

  

When the Coordination Team determines that a bias incident report is sufficiently complex (such may be the 

case when the incident involves multiple campus members or repetitive behavior over a period of time), they 

can initiate an In-Depth Examination.   

  

In-Depth Examination Process: The examination process is directed by the Coordination Team, which will 

designate an Examiner to solicit, collect, review, and summarize all information relevant to the student 

claimant’s report. The Coordination Team may also designate more than one Examiner if requested by the 

student claimant or faculty respondent, or if otherwise deemed necessary by the Coordination Team. The 

Examiner(s) can be a faculty member, a member of the College Title IX staff, or an OIR staff member, but 

must not be a current member of the Bias Advisory Council. The Examiner(s) must be experienced in 

gathering information in relevant contexts, and may come from the group of faculty or staff who receive the 

mediation training described in II (2) above. The Coordination Team determines when the examination 

process is to be concluded, in consultation with the Examiner(s).   

  

The Examiner(s) will seek further information from the student claimant, faculty respondent, corroborating 

witnesses, and/or other information sources, including a faculty member with disciplinary knowledge if 

requested by the faculty respondent. Such information could be requested to be provided in writing or via in-

person meeting, as circumstances warrant.   

  

The Examiner(s) will provide the Coordination Team with regular status reports. Once the Coordination 

Team determines that sufficient information has been collected, the Examiner(s) will prepare a final written 

summary report.    

  

In-Depth Examination meetings are not to be recorded by the College and may not be recorded by any 

participant. Claimants, respondents, and witnesses may take notes during these meetings. Generally, the 

Examiner(s) will meet with each party and each witness separately. The Examiner(s) may interview the 

parties and/or witnesses more than once, as circumstances dictate. All who meet with the Examiner(s) may 

submit additional materials or information to the Examiner(s) following their interview(s). In all cases, both 

the student claimant and faculty respondent will have equal opportunities to share information and have their 

information considered.   

  

The In-Depth Examination will be conducted in a prompt, thorough and impartial manner. The process is to 

commence as soon as possible following the Initial Review process described above. In-Depth Examinations 

are expected to be completed within 20 weekdays, exclusive of College recognized holidays, though this may 

vary based on the availability of parties and witnesses, breaks in the academic calendar, the scope of the 

investigation or unforeseen or exigent circumstances. In instances when an In-Depth Examination 

investigation exceeds 20 weekdays, the Coordination Team is to notify both the student claimant and faculty 

respondent as to an approximate completion date.   

  

All parties involved in the examination are expected to cooperate and provide truthful information throughout 

the examination process.  

  

Resolution of the In-Depth Examination: Based upon the Examiner’s summary report, the Coordination 

Team will issue an official determination that includes a) a determination as to whether a bias incident has 

indeed occurred, b) if so, the specific bias involved, c) a summary of the factors that led to their 
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determination, and d) what, if any, follow-up actions are recommended.  Follow-up actions must support the 

goals of the BIR Process, i.e., educating the faculty respondent or student claimant, addressing the concerns of 

a student claimant who has suffered harm, and minimizing the likelihood of future bias incidents.  Illustrative 

follow-up actions are described above in II(2) (Mediation). 

  

IV. Guidelines for the Initial Review and In-Depth Examination  

  

Support person: Student claimants and faculty respondents may be accompanied by one advisor throughout 

the process, provided that the involvement of the advisor does not result in an undue delay of the process. It is 

the responsibility of each party to coordinate scheduling with their advisor for any meetings. An advisor's 

purpose is to provide support to the student claimant or faculty respondent during the examination process. 

An advisor may not speak, write or otherwise communicate about the incident with an Examiner or with any 

individuals involved in this process. Advisors may not engage in behavior or advocacy that harasses, abuses, 

or intimidates either claimant, respondent, Examiner, witnesses, or individuals involved in addressing the 

complaint. Advisors who do not abide by these guidelines may be excluded from the process at the discretion 

of the Coordination Team. An advisor cannot be a witness or party in the matter or a related matter, or a 

family member of the claimant or respondent.   

  

Privacy and sharing of information: All participants in a BIR Process will be informed that confidentiality 

helps enhance the integrity of the entire process, protects the privacy interests of the parties, and protects the 

participants from statements that might be interpreted to be retaliatory or defamatory. For these reasons, 

claimants, respondents, and witnesses will be encouraged to keep the bias examination process confidential 

unless any applicable law directs otherwise.   

  

However, Lake Forest College cannot promise complete confidentiality or privacy in its handling of bias 

complaints. The College makes every reasonable effort to handle inquiries, complaints and related 

proceedings in a manner that protects the privacy of all parties. Each situation is reviewed as discreetly as 

possible, with information shared only with those who need to know about it in order to examine and resolve 

the matter.  

  

In certain circumstances, and upon explicit request, the College may be able to address bias reports without 

revealing to the alleged faculty respondent the identity of the student claimant and/or the individuals involved 

in the examination. However, this is not possible in the majority of matters, as situations typically require the 

disclosure of the student claimant’s identity in order to fully review the matter and/or to enable the faculty 

respondent the ability to fully respond to the allegations against them. When student claimants report 

allegations of bias to the College and do not consent to the disclosure of their names and/or do not disclose 

the identity of the alleged respondents, the College’s ability to respond to the complaints may be limited.  

  

Throughout its proceedings, Lake Forest College will be sensitive to the wishes of the student claimant. 

Nevertheless, the College has a compelling interest to address allegations of bias brought to its attention. Lake 

Forest College reserves the right to take appropriate action in such circumstances, even in cases when the 

student claimant is reluctant to proceed with an in-depth examination or requests anonymity.  

  

V. Resolution  

  

The Coordination Team directs the BIR Process toward the resolutions described in sections I, II, III and IV 

above.   

  

The Bias Incident Report review process concludes either after the Initial Review or after completion of an In-

Depth Examination. The process requires the team to reach a consensus opinion as described in the preceding 

sections. In a rare instance, if the DOF and OIR Director cannot reach consensus, then each member of the 

team will render their individual opinion to the Bias Advisory Council2. The Coordination Team will meet 

with the Council, present the perspectives, and invite feedback from the Council.  

 
2 Approved by College Council in May 2021 as a pilot initiative to strengthen fairness and equity at the College, the Bias 

Advisory Council (BAC) includes two faculty, two staff, and three students.  BAC members receive training to recognize, 

understand, and respond to forms of bias.  College officials may consult with the BAC to gain perspective and 

recommendations in resolving bias incidents on campus.    
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Following consultation with the BAC, the Coordination Team will complete the resolution report as described 

above. If consensus has still not been achieved, the matter will be referred to the President, who will then 

arbitrate, with a resolution report following this arbitration.   

  

The final determination report (including addendums) is to be provided to the student claimant and the faculty 

respondent within 10 weekdays, exclusive of College recognized holidays, from its completion.   

  

All final determination reports and addendums will be maintained in a confidential password protected 

repository housed within the Office of Intercultural Relations. The Promotion and Tenure Subcommittee 

(PTS) will be provided reports involving faculty candidates for tenure or promotion. The reports will help 

PTS assess student course evaluations, particularly any negative evaluations suggesting bias on the part of a 

faculty candidate. PTS would be able to discount such evaluations if final BIR reports cleared the candidate of 

bias claims. OIR will destroy all reports six years following their filing. 

 

The OIR Director and the Dean of the Faculty will annually provide the campus with a statistical report on 

bias incidents and their outcomes.  The report will not reveal the names of student claimants, faculty 

respondents, or witnesses. 

 

Appeals: The student claimant or faculty respondent may appeal the determination of a case to the President 

in instances where they are dissatisfied with the outcome. The appeal must be made within 10 weekdays, 

exclusive of College recognized holidays, of their receipt of a final report from the Coordination Team. An 

appeal must be in writing and specify the basis for the appeal.  

The only grounds for appeal are as follows:  

  

• New information discovered after the examination that could not have reasonably been available at 

its outset and is of a nature that could materially change the determination;  

 

• Procedural errors within the examination or resolution process that may have substantially affected 

the fairness of the process;  

  

• An outcome (finding or follow up action) that was manifestly contrary to the weight of the 

information presented (i.e., obviously unreasonable and unsupported by the great weight of 

information).  

  

The decision on an appeal will be issued as expeditiously as possible, usually within 45 weekdays, exclusive 

of College holidays, though this may vary based on the scope of the appeal or unforeseen circumstances. The 

President may review the full case, beyond the aspects of the case outlined in the request for appeal. The 

President may exercise discretion to stay, during an appeal, any follow-up actions specified in the final report 

under appeal. If the President does not find that any of the three grounds for appeal are present in the case, the 

outcome will be upheld. If the President finds that any of the grounds for appeal are present in the case, then 

the President may amend the outcome, may issue a new outcome or may refer the matter back to the 

Coordination Team for further consideration. A final outcome on an appeal is not subject to further appeal.  

  

VI. Role of the Bias Advisory Council  

  

In addition to the annual statistical report on bias incidents noted in section V above, the Director for the OIR 

is to provide a general status report to the Bias Advisory Council annually. The report will include summaries 

of all reported bias incidents without revealing the identities of claimants, respondents, or witnesses.  In 

addition, the Coordination Team may consult with the Council on a case-by-case basis with respect to any 

aspect of the BIR process, at their discretion.   

  

VII. Retaliation   

  

Lake Forest College strictly prohibits retaliation against anyone for making a complaint of bias or for 

participating in an examination of bias. Retaliation is any attempt to seek retribution against an individual or 

group of individuals who engaged in protected activities. Action in response to protected activities is 
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retaliatory if (i) it has a materially adverse effect on the working, academic, or other College-controlled 

environment of an individual; and (ii) it would not have occurred in the absence of the protected activities.    

   

Anyone experiencing any conduct that they believe to be retaliatory should report it to The Director 

for the Office of Intercultural Relations or Dean of Faculty immediately.   

 

VIII. Conflicts of interest   

  

Any participant in an examination who has a complaint regarding the conduct of the investigator or who 

believes the investigator has a conflict of interest should contact a member of the Coordination Team. If a 

participant has a concern regarding one of the members of the Coordination Team, the participant should 

contact the President.   

  

IX. Bias Incident Report Process Biennial Review  

  

Every two years this process will be reviewed for clarity, procedural updates, and to ensure it best serves 

the campus community. The review will include a survey of students and faculty to determine their 

satisfaction with the BIR Process. The Director for the OIR and the Dean of the Faculty, in consultation 

with the Bias Advisory Group, will complete the review. 

 

X. Summary of Timeline for BIR Submission and Investigation 

 

Action   Timing   

Student claimant submits a potential bias report  

  

As soon as claimant is able to do so after 

the alleged incident, but no later than 10 

weekdays, exclusive of College 

recognized holidays, before the end of the 

term following the term in which the 

incident occurred   

Director for the Office of Intercultural Relations 

(OIR) notifies the Dean of Faculty and the faculty 

respondent of the nature of the complaint 

Within 72 hours of the BIR report’s 

submission to the OIR 

Completion of Initial Review by Coordination Team 

  

Within 10 weekdays, exclusive of College 

recognized holidays, of the BIR report’s 

submission 

Completion of In-Depth Examination Within 20 weekdays, exclusive of College 

recognized holidays, of the completion of 

the Initial Review 

Final determination report (including addendums) 

provided to the student claimant and the faculty 

respondent  

  

Within 10 weekdays, exclusive of College 

recognized holidays, of the completion of 

the In-Depth Examination 

Appeal of final report 

  

Within 10 weekdays, exclusive of College 

recognized holidays, of the receipt of a 

final report from the Coordination Team  

Decision on appeal Within 45 weekdays, exclusive of College 

recognized holidays, of receipt of the 

Appeal 
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D. MISCELLANEOUS EMPLOYMENT REGULATIONS 

 

1.  Additional Employment 
 (Faculty Meeting, February 14, 1978; amended December 7, 1983)  

 

A full-time faculty member may not accept regular employment outside Lake Forest College during the 

academic year without prior written consent of the Dean of the Faculty.  Normally, permission to 

accept such employment will be given only if the work is in the interests of Lake Forest College.  This 

policy is not intended to discourage a member of the faculty from receiving fees or honoraria for a 

limited involvement in activities such as consulting, lecturing, counseling, creating art works, stage 

performing, or writing, but is intended to proscribe continuing remunerative activities that do not 

benefit the College and that consume a significant amount of a faculty member's time during the 

academic year. 

 

 2.  Use of Campus Facilities  
        (Board of Trustees, March 11, 1978)  

  

 College offices, laboratories, and classrooms may not be used to provide on-campus services to any 

person from whom payment to an individual is anticipated without the written consent of the Dean of 

the Faculty or the Vice President for Finance and Planning, which must be renewed annually.  
 

 Faculty and staff of the College may not use College facilities or College personnel for any purpose in 

connection with a private counseling or clinical practice. 

 

  3.  Leaves of Absence  
  

 Leaves of absence for up to one year will not ordinarily affect normal consideration of a faculty 

member for a salary increase or for promotion.  If an exception to these policies is to occur, notice of 

such exception must be given to the faculty member in writing at the time the leave of absence is 

granted. For the policy regarding leaves of absence for non-tenured faculty, see I.D.5-8. 
 

4.   Sabbatical Leaves  
 (Board of Trustees, September 14, 1974; amended Faculty Meeting, March 6, 1979; amended Board of 

Trustees, May 6, 1988; February 17, 1989; Faculty Meeting, May 1, 1991; Board of Trustees, September 28, 

1991; Faculty Meeting, May 4, 2011) 

    

Teaching faculty at Lake Forest College are expected to put much time and energy into their work 

during the academic year–in teaching, course preparation, evaluation of student work, advising, 

committee service, and participating in the cultural and social life of the College. Typically they have 

only limited time for professional presentations, research, or creative projects except during summers 

and other times when classes are not in session. Given these expectations and demands, the College 

believes it is vital to provide sabbatical leave opportunity so that teaching faculty can renew their 

pedagogical enthusiasm, creativity, and commitment, and strengthen the body of work that they 

contribute to the College. That renewal might take various forms, depending on the individual, 

including, but not limited to the following: concentrated research aimed at peer-reviewed publication, 

exhibition, or other specific outcomes; a focus on creative work aimed at publication or performance; 

time dedicated to a major curricular or pedagogical advancement for the individual or department; or 

an opportunity to study a new field with a goal of enhancing College offerings or the student 

experience. The College will consider all plans that are thoughtful and detailed, provided they present a 

clear and realistic statement of anticipated benefits to the College.  These benefits may accrue to the 

College’s students, to a particular department or academic program, or to the prestige of the institution 

via individual faculty achievements.   

 

I. Timing and Compensation 

Normally only tenured members of the teaching faculty are eligible to apply for a sabbatical leave.  

Exceptions must be approved by the FPPC.  As a general rule, and subject to the conditions stated 

below, faculty members are eligible for a half-year sabbatical after three full years of countable service 

or for a full-year sabbatical after six full years of countable service.  Full-year sabbaticals may be taken 
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for an academic year or a calendar year.  Faculty are encouraged to propose calendar-year leaves when 

appropriate for a research project and/or when a calendar-year leave would help the department 

minimize the curricular burden of the faculty member’s leave relative to an entire academic year.  The 

timing and pay scale are the same for calendar-year and academic-year sabbaticals.   

 

Service for faculty on half-year or calendar-year sabbaticals continues, even to elected committees, for 

any semester not on leave.  While on leave, a faculty member serving on an elected governance 

committee is replaced by the person who received the second most votes.  

a. First Sabbatical.  A faculty member who receives notice of tenure in the fall of their sixth 

year of service receives the rank of associate professor starting in the fall of the seventh year 

of service.  In that year, the faculty member may apply for a sabbatical leave to be taken in 

the eighth year of service.  For that application, the faculty member is eligible for a half-

year sabbatical at full pay or a full-year sabbatical at five/sixth pay. 

b. Subsequent Sabbaticals. A full-year sabbatical taken in the seventh year of countable 

service since the previous sabbatical is associated with a 25% salary reduction for the entire 

academic year.  A half-year sabbatical taken in the fourth year of countable service since the 

previous sabbatical is associated with a 25% salary reduction for the half-year the faculty 

member is on leave. A faculty member will receive full pay for a half-year sabbatical taken 

in the seventh year of countable service since the previous sabbatical, regardless of the 

reason for the delay. 

c. Countable Service. For semester and academic-year sabbaticals, countable service toward 

the next sabbatical starts with the academic year following the sabbatical leave.  For 

calendar-year sabbaticals, countable service begins after the academic year of the first 

semester of the sabbatical.  (For previously delayed sabbaticals, up to three years prior may 

be countable; see d. Delayed Sabbaticals, below for further explanation.) 

d. Delayed Sabbaticals. When the College or Department requests that a faculty member 

delay applying for a sabbatical or when a sabbatical application is accepted but the College 

or Department subsequently requests the faculty member delay taking the sabbatical, the 

period of delay may be included in countable service toward the next sabbatical.  

Alternatively, the faculty member can accept a lower reduction in salary while on sabbatical 

instead of applying the delay as countable service toward the next sabbatical. 

i. Compensation in terms of countable service for the next sabbatical or a lower 

reduction in salary while on leave extends for at most three years. 

ii. Except for newly tenured professors, and in the case where the faculty member 

who has their sabbatical delayed chooses a lower salary reduction to compensate 

for the delay instead of counting the delayed years toward their next sabbatical, a 

one-year delay is associated with a salary reduction of one-sixth, a two-year delay 

is associated with a salary reduction of one/twelfth, and a three-year delay is 

associated with no salary reduction.  All salary reductions apply to the time of the 

actual leave – twelve months for a full-year leave, six months for a half-year leave. 

iii. A newly-tenured faculty member has the choice to delay their first sabbatical leave 

for up to two years in exchange for a lower salary reduction.  Specifically for a 

newly tenured faculty member, delaying a full-year leave by one year (so that the 

leave is taken during the third year of tenure) is associated with a salary reduction 

of 1/12, and delaying by two years is associated with no salary reduction.  If the 

first post-tenure sabbatical leave is taken for a half year, the leave is at full pay. 

iv. A faculty member can postpone a sabbatical application or ask to postpone a 

granted sabbatical leave.  Except for a newly-tenured faculty member’s first 

sabbatical, however, delay at the faculty member’s request does not qualify either 

as countable years of service toward the next sabbatical or for a lower salary 

reduction while on leave. As stated in I.b., a faculty member is eligible to apply for 

a half-year sabbatical at full pay, to be taken in the seventh year (or subsequent 

years), of countable service, regardless of the reasons for the delay. 

 

e. Other Stipulations.  

i. All sabbatical leaves, regardless of previous delays, must be separated by at least 

three years of countable service. 
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ii. All faculty members are required to return to the College for at least one year of 

countable service to the College following a sabbatical leave. 

iii. The College’s contributions to an IRA account (TIAA) and to FICA, both of which 

are based on salary, are limited to that portion of the salary that is actually paid to 

the faculty member (exclusive of salary via an outside grant).  All other benefits 

are paid in full. 

iv.  A good-faith effort to secure external support with the intention of helping the 

College defray the expense of a sabbatical leave is expected of all faculty 

members.  When such pursuits are successful, 50% of any grant money paid to the 

faculty member after the faculty member’s salary reduction has been replaced by 

the grant will be applied to the salary paid by the College.  Grant-funded summer 

salary, up to two/ninths of the faculty member’s academic-year salary, is exempted 

from this application against salary. 

v. Ordinarily faculty members on sabbatical leave are not permitted to teach at 

another college or university.  In unusual circumstances, permission may be 

granted by the FPPC to allow such employment provided it is for not more than 

one-fourth time. 

vi. The salary reduction for a faculty member taking a half-year leave will be applied 

in twelve equal installments across the full academic year from September to 

August. In the case of a calendar-year leave, the salary reduction will be applied 

across both concurrent academic years, in twelve equal installments each year. 

 

II. Materials 

All sabbatical applications are expected to include the following: 

a. The candidate will provide a written sabbatical application that includes: 

i. A description of the faculty member’s previous sabbatical leave and most recent 

leave of any sort, including an accounting of years of countable service that justify 

the current timing of a sabbatical application and the salary reduction that is 

associated with the sabbatical request. 

ii. A description of efforts taken to secure outside funding, and the outcome of those 

efforts, including a grant proposal (or a portion of a proposal – i.e., a cover page, 

abstract, and budget). 

iii. A description of academic accomplishments (research, teaching innovation, 

advising, and service) since the faculty member’s most recent sabbatical.  In 

addition to emphasizing particular scholarship accomplishments, and in particular 

accomplishments stemming directly from the previous sabbatical, the description 

should emphasize the benefits accrued to the College from such activities. 

iv. A plan of activities while on sabbatical. 

v. A description of the likely outcomes of the sabbatical activities and the likely 

direct and indirect benefits to the College as a result of the sabbatical leave.  

vi. Current curriculum vitae. 

b. A letter of support from the department chair endorsing the applicant’s plans and previous 

contributions to the College meriting a sabbatical, the department’s replacement needs, and 

a statement regarding whether the applicant delayed their sabbatical application at the 

request of the department or College.  In addition to the chair’s letter that specifically 

speaks to the department’s planning for the sabbatical, the chair also submits the 

department’s seven-year sabbatical plan to the Dean of the Faculty (see V. Planning below). 

c. Except in the case of a candidate’s first sabbatical application, the Dean of Faculty will 

supply the FPPC with a copy of the candidate’s previous sabbatical application, curriculum 

vitae at the time of the previous application, and summary report of the previous sabbatical 

activities. 

 

III. Procedures 

a. The applicant should speak to the Dean of the Faculty and the Director of Grants & 

Sponsored Research eight to eighteen months prior to applying for a sabbatical to search out 

sources of external support to help the College defray the cost of the sabbatical. 

b. All sabbatical materials, including the faculty member’s application, the department chair’s 

letter of support and statement regarding replacement needs, and the department’s seven-
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year sabbatical plan, are due to the Dean of Faculty’s office by September 1 of the year 

prior to the academic year for which the leave is proposed (16 months before a calendar-

year sabbatical would begin). 

c. The FPPC will make its recommendation to the President by October 1.  The FPPC will 

forward its recommendation along with the department chair’s letter to the chair of the 

ARRC. 

d. If a subsequent change in plans becomes necessary, a revised proposal stating the reasons 

must be submitted to the Dean of the Faculty for approval. 

e. By the end of the academic year following the return from sabbatical, the faculty member 

must submit to the Dean of the Faculty a detailed report summarizing sabbatical results and 

accomplishments as a separate document submitted with their annual review letter. The 

report becomes part of the faculty member’s record to be considered in evaluating 

performance and in judging future sabbatical leave requests. 

f. Sabbatical applications and summary reports are shared with the Board of Trustees. 

 

IV. Considerations for FPPC 

The FPPC’s primary role is to ensure that sabbaticals involve projects that will provide benefits to the 

College as well as the faculty member. As a result, the FPPC may ask the applicant to modify or 

develop the proposal in ways that might more effectively achieve the purposes of individual and 

institutional improvement. In its deliberations, the FPPC will consider: 

a. Expected benefit of the sabbatical work to the College and the individual faculty member in 

terms of scholarship and teaching, both during and following the actual leave time. 

b. Evidence of the faculty member’s value to the College since their previous sabbatical, with 

particular emphasis on activities undertaken explicitly during or as an outcome of the most 

recent sabbatical. 

c. Evidence that the activities during the leave could not be undertaken while not on leave. 

 

V. Planning 

Sabbaticals have costs, not simply financially but also in terms of reduction of course offerings and the 

temporary absence of full-time members of the community.  Thus it is important for Departments as 

well as the College to consider how to mitigate these costs.  Each Department should develop a seven-

year plan, specifying for all tenured and tenure-track faculty members in the department, when each 

next expects to take a sabbatical leave and whether any such applications are expected to be associated 

with a delay for the department’s benefit.  In developing the plan, Departments should: 

a. Give priority to a faculty member who is requesting their first post-tenure sabbatical. 

b. Consider time since the faculty member last took a sabbatical leave or was on leave of any 

sort. 

c. Consider teaching load and service contribution to the College since last sabbatical. 

 

In addition, Department Chairs must consider the impact of particular sabbatical proposals on course 

offerings and other departmental activities and responsibilities.  Sabbaticals are recommended to the 

President assuming no replacement.  Thus, supporting letters from Chairs should include: 

d. A plan for scheduling classes and addressing student needs (i.e., senior thesis advising, 

academic advising, etc.) while the faculty member would be on leave, including a summary 

of any requests made to ARRC or the Dean of the Faculty for allocation to fully or partially 

replace the faculty member’s courses while on sabbatical leave. 

e. An evaluation of the benefit or harm delaying a sabbatical would have on students and 

departmental activities. 

f. Should the department chair request replacement allocation from ARRC, the chair’s 

supporting letter will be shared with ARRC. 

 

5.  Junior Faculty Development Policy 
       (Approved by the Faculty on April 7, 1993; amended November 1, 2006) 

 

a.  Hotchkiss Fellows Program for Junior Faculty       

 

The program is named in honor of Eugene Hotchkiss, President of the College from 1970-1993, who 

placed great importance on the support and professional development of junior faculty.  Endowed by 
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the Hotchkiss Fund and an additional endowment for junior faculty development, this program 

awards one-semester, fully paid sabbatical leaves to junior faculty.   

 
All tenure-track, full-time faculty, who came to the College with no more than one year of countable 

service, upon passing the third-year review, are eligible for a one-semester Hotchkiss Fellowship at 

full pay and benefits. Hotchkiss Fellows will be exempt from all teaching, advising and 

administrative work responsibilities; in addition, Fellows will not serve on elected College 

committees during the year of the leave.  Hotchkiss Fellowships may be taken in the fourth or fifth 

year of service at the College, to be arranged in consultation with departments.  In all cases, the 

fellowship must be taken in a year prior to the year of tenure review.  All courses will be fully 

replaced by the Hotchkiss Fund and other funds of the College. 

 
Eligible applicants must be full-time and tenure-track, and may not have received more than one year 

countable service upon initial appointment to the College.  The semester of Hotchkiss leave will be 

applied to a faculty member’s countable service for tenure and promotion.   

 
A descriptive summary of the scholarly agenda or creative activity to be pursued during the 

Hotchkiss Fellowship must be included in the personal statement submitted by candidates for third-

year review. A statement of support from the department chair is required and may be included as 

part of the evaluation letter submitted for the third-year review. During the semester following the 

leave, Fellows will submit written reports to the Dean of the Faculty describing the work 

accomplished during the leave. 

 

b.   Any eligible faculty member may refuse a Hotchkiss leave and may instead receive summer 

research stipends the first and second summers after passing the third-year review.  Any faculty 

member ineligible for a Hotchkiss leave because of bringing more than one year of countable service 

upon initial appointment to the College may receive summer research stipends the first and second 

summers after passing the third-year review.   

 

6.    Child-Care Leave Policy*     
 (On May 6, 1988, the Board of Trustees approved the following Newborn Child Leave Policy; amended 

September 1988; amended May 12, 1989, September 1992, and December 6, 2006) 

 

*  Refer to I.D.7. for the policy on leaves for childcare purposes and to I.D.8. for the policy on 

family medical leaves.  Use of child-care leave constitutes leave under the Family Medical Leave 

Act. 

 

a.  A full-time teaching faculty member will be entitled to a paid leave in the case of the birth, 

assumption of care, or adoption of a child, where the faculty member is a primary caretaker of the 

child.  Two married members of the eligible faculty are each entitled to the leave benefit in the same 

way they would be entitled if unmarried. The College may require appropriate documentation to 

support the leave request. 

 

i. The faculty member may take a leave of absence for a full semester and receive three-

quarter salary for the year with full medical benefits plus all other benefits for which the 

faculty member qualifies, pro-rated accordingly.  The faculty member may elect to 

receive salary in one of the following patterns: 

 

                                a)  Half-salary for six months and full salary for the other six months; or 

 

b)  Three-quarter salary for the full year. 

(Under this form of leave, the faculty member may be replaced within the 

department for the term of the leave.) 

 

ii. The faculty member may also elect the option to teach five courses over the academic 

year, (or their equivalent for the natural sciences) while continuing non-classroom 

activities such as advising and receive full salary and medical benefits. 
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iii. A female faculty member may also take a medical leave of absence from her position.  

In accordance with current policy, pregnancy and childbirth, and recovery therefrom, are 

regarded as "temporary disabilities."  Full pay will be provided for such medical 

disabilities for up to 90 days.  If the disability continues beyond the 90-day period, the 

individual will receive compensation in accordance with long-term disability insurance. 

The determination of the length of time an employee will require for leave is a medical 

decision between that individual and her physician. 

(Under this form, the faculty member will not be replaced within her department.) 

 

b.  Any faculty member who takes a child-care care leave within their tenure probationary period 

may choose to exclude that year from countable service toward tenure.  This exclusion must 

be requested prior to the beginning of the academic year following exercise of option i, ii, or 

iii, and may be taken no more than two times. 

 

c.  To assure the adequacy of the academic program, faculty members expecting to require such 

leave should confer with their department chairperson as early as possible. 

 

7.   Leaves Without Pay* 
(Amended by the Board of Trustees, May 15, 1981, amended by policy change, September 1988, by the 

FPPC March 31, 1998) 

 * Refer to I.D.8. for the policy on family medical leaves. 

 

In addition, leaves of absence without salary may be granted upon application if the intended use of 

the leave seems to be in the best interests of the College as well as the faculty member and if a 

suitable replacement can be found. For reasons of departmental and college planning a faculty 

member seeking a leave without pay must submit their request in writing to the Dean of Faculty by 

March 15 of the academic year preceding the leave.  In extraordinary cases this requirement may be 

waived. 

 

The College usually pays no benefits for a faculty member on leave of absence without salary.  

Faculty members receiving income from the College's long-term disability insurance plan are 

eligible for the tuition benefit for their dependent children at Lake Forest College only, subject to the 

same limitations and requirements stated for the tuition benefit for a teaching faculty member.  While 

on an educational leave of absence, other than sabbatical, an eligible employee may elect to continue 

coverage in the group major medical plan for up to two years.  In these circumstances life insurance 

coverage must be based on the College's "assumed earnings" figure which would be the salary the 

employee would have earned had they not taken the leave and continued to work directly for the 

College.  Life insurance will not be based on the earnings the employee receives from the grantor.  In 

order to enact this coverage the employee must notify Personnel in writing within 31 days of the 

commencement of the leave and agree to reimburse the College for the premiums payable where 

applicable or to have the grantor submit the premiums to the College. Long-term disability insurance 

is not available while on a leave without pay. A faculty member who takes a leave without pay 

because they have received a nationally-competitive research grant will have their fringe benefits 

continued by the College.  

 

Leaves of absence for child care purposes are considered leaves without salary; such leaves must be 

requested as early as possible, for periods of time concurrent with an academic term.  

 

   Leaves without pay should not exceed one academic year in length or extend over parts of two 

succeeding academic years, nor come more frequently than once in three years.  Exceptions to this 

rule are possible for such purposes as public service.  

 

8.   Family Medical Leave  
 

The College abides by the Family Medical Leave Act. 

 

The Family and Medical Leave Act of 1993 (FMLA), the National Defense Authorization Act of 

2008, Section 585, and the Department of Labor (DOL) issued Final Rule for implementation of the 



 

 

57 

Family and Medical Leave Act of 1993 effective January 16, 2009 (hereafter “FMLA”), allow 

eligible employees to take job and benefits protected, unpaid leave. The requirements for employee 

eligibility and responsibility are contained in this policy.  

 

Lake Forest College recognizes that employees may need extended time off from work for different 

reasons and intends to provide unpaid leaves consistent with the FMLA law.  

 

It is the policy of Lake Forest College to grant up to 12 work weeks of family and medical leave 

during any 12-month period to eligible employees and up to 26 workweeks of leave in any 12-month 

period of FMLA for a covered family member’s service in the Armed Forces. 

 

EMPLOYEE ELIGIBILITY 

 

To be eligible for FMLA leave, the employee must have worked at least 12 months in total and have worked 

at least 1,250 hours in the 12 months preceding their leave.  An employee who is on a non-FMLA leave and 

who does not yet have 12 months of service can still meet that service requirement by “rolling into” FMLA 

eligibility; e.g. the time on the non-FMLA leave counts towards the 12-month service requirement. In 

determining whether an employee has 1,250 hours of service, the College requires that Fair Labor Standards 

Act hours be applied.  Full-time exempt employees for whom no hours-worked records are kept and who have 

worked for the College for at least 12 months are presumed to have met the 1,250 hours of service 

requirement for eligibility. For both exempt and non-exempt level employees, only hours actually worked will 

be counted towards the 1,250-hour requirement.  Vacation, sick, holidays and any type of leave will not be 

counted towards the 1,250 hour required minimum. 

 

Employees are eligible for another FMLA leave one year from the start of their previous FMLA leave.  

FMLA leave eligibility dates will be counted on a rolling calendar year basis. 

 

An eligible employee can take up to 12 workweeks (or up to 26 workweeks of leave to care for an injured or 

ill servicemember) under this policy during any 12-month period.  Each time an employee takes leave, the 

College will deduct the amount of leave the employee has taken under this policy in the last 12 months and 

subtract it from the 12 workweeks (or 26 workweeks for the care of an injured or ill servicemember) of 

available leave, with the balance remaining being the amount the employee is entitled to take at that time. 

 

Qualified Leave Reasons 

 

An eligible employee may take up to 12 weeks of leave for: 

 

1. the birth of a child or the placement of a child for adoption or foster care; 

2. to care for an immediate family member (spouse, child which includes a child age 18 or 

over only if the child is incapable of self-care due to a physical or mental disability, parent 

(but not a parent in law), who has a serious health condition,  

3. the employee’s own serious health condition), 

4. a qualifying exigency arising out of a covered family member (spouse, child, or parent) who 

is called to active duty in the Armed Forces in support of a contingency action, 

5. to care for a covered service member family member (spouse, child, parent or next of kin) 

with a serious injury or illness incurred in the line of duty who is a current member of the 

regular armed forces. Next of kin includes brothers, sisters, grandparents, aunts and uncles, 

and first cousins unless the covered service member has specifically designated another 

blood relative.  An employee taking Military Caregiver Leave is eligible for a maximum of 

26 weeks of leave including any combined traditional FMLA leave on a pre-injury basis.  

 

Leave for the birth and care, or placement and care of a child must conclude within 12 months of the birth or 

placement of the child. FMLA applies equally to male and female employees.  

 

SERIOUS HEALTH CONDITION 

A “serious health condition” generally includes an illness, injury, impairment, or physical or mental condition 

that involves: 
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• Any period of incapacity or treatment requiring in-patient care (i.e., an overnight stay) in a hospital,  

hospice or residential medical-care facility; 

• Pregnancy or pre-natal care; or  

• Any period of incapacity requiring absence from work, school, or other regular daily activities of more 

than three calendar days and continuing treatment by or under the supervision of a health care provider 

for a chronic or long-term health condition that is incurable or so serious that if not treated would likely 

result in a period of incapacity of more than 3 calendar days. 

 

LIMITATIONS ON PARENTAL FMLA LEAVE 

When both spouses are employed by the College, they are each entitled to a total of 12 work weeks of FMLA 

leave within the designated 12-month period for the birth, adoption or foster care placement of a child with 

the employees, for aftercare of the newborn or newly placed child. When both spouses are employed by the 

College, they are entitled to a combined total of 12 work weeks of FMLA leave within the designated 12-

month period to care for a parent (but not in-law) with a serious health condition.  Each spouse may be 

entitled to additional FMLA leave for other FMLA qualifying reasons (i.e., the difference between the leave 

taken individually for any of the above reasons and 12 weeks, but not more than a total of 12 weeks per 

person). 

 

ACTIVE DUTY OR CALL TO ACTIVE DUTY IN THE ARMED FORCES “QUALIFYING 

EXIGENCY” 

An employee whose spouse, child, or parent (3) either has been notified of an impending call or order to 

active military duty or who is already on active duty may take up to 12 workweeks of leave for any 

“qualifying exigency” or urgent need arising out of the servicemember’s duty, or call to duty, in the Armed 

Forces.  Qualifying exigencies may include short notice deployment, attending certain military events, 

arranging for alternative childcare, addressing certain financial and legal arrangements, attending certain 

counseling sessions, rest and recuperation (up to 15 days) and attending post-deployment reintegration 

briefings.  An eligible employee may also take leave to care for a military member’s parent who is incapable 

of self-care when the care is necessitated by the military member’s covered active duty.  The leave may 

commence as soon as the individual receives call-up notice.  (Child: for this type of FMLA leave is defined 

the same as for child for other types of FMLA leave, except that the person does not have to be a minor.  Next 

of kin are not considered eligible for this category of leave).  This type of leave would be counted toward the 

employee’s 12-workweek maximum of FMLA leave in a 12-month period. 

 

Employees requesting this type of FMLA leave must provide proof of the qualifying family member’s call-up 

or active military service before the leave is granted.  If a short-notice deployment occurs (when a military 

member is notified of an impending call or order to active duty seven or less calendar days prior to the date of 

deployment), leave taken for this purpose can be used for a period of seven calendar days beginning on the 

date the covered military member is notified of an impending call or order to active duty. 

 

CARE FOR AN INJURED OR ILL SERVICEMEMBER 

FMLA leave may extend to up to 26 workweeks in a 12-month period for an employee whose spouse, child, 

parent or next of kin is injured or recovering from an injury suffered while on active military duty and who is 

unable to perform the duties of the servicemember’s office, grade, rank or rating.  Next-of-kin of a covered 

servicemember may be a blood relative whom the servicemember has specifically designated as their nearest 

blood relative for purpose of leave under FMLA.  When no such designation has been made, the next of kin 

of a covered servicemember is the next nearest blood relative other than the covered servicemember’s spouse, 

parent, or child.  An employee is also eligible for this type of leave when the servicemember is undergoing 

medical treatment, recuperating, in therapy, or otherwise in outpatient status or on the Department of Defense 

Temporary Disability Retired List.  This leave may be continuous, intermittent, or on a reduced schedule. 

 

Employees requesting this type of FMLA leave must provide certification of the family member or next-of-

kin’s injury, recovery or need for care.  This certification is not tied to a serious health condition as for other 

types of FMLA leave.  This is the only type of FMLA leave that may extend an employee’s leave entitlement 

beyond 12 workweeks to 26 workweeks.  Leave to care for an injured or ill servicemember, when combined 

with other FMLA qualifying leave, may not exceed 26 workweeks in a 12-month period and runs 

 
3 Per Illinois law, the child or grandparent of a person called to military service may also request family military leave in 

the State of Illinois. 
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concurrently with other leave entitlements provided under federal, state, and local laws. 

 

If leave qualifies for both injured servicemember leave and other family leave, the College must first count 

leave against servicemember leave.  Any portion of the 26 workweeks of servicemember leave not used 

during the 12-month period is forfeited.  If both spouses work for the College, and each wishes to take leave 

to care for a covered injured or ill service member, the spouses may only take a combined total of 26 

workweeks of leave. 

 

INTERMITTENT OR REDUCED WORK SCHEDULE LEAVE 

In the case of an employee's own serious health condition, or the employee’s need to care for a spouse, child 

or parent with a serious health condition, where medically necessary, an employee may take leave on an 

intermittent basis or on a reduced work schedule.  

 

Leave to care for a newborn or a newly placed child must be taken all at once and may not be taken 

intermittently or on a reduced work schedule. 

 

Intermittent leave is leave taken in separate blocks of time.  A reduced work schedule leave is a leave 

schedule that reduces the usual number of work hours per week or hours per day.   

 

If employees take leave intermittently or on a reduced work schedule basis, they must, when requested, 

attempt to schedule the leave so as not to unduly disrupt the College's operations.  When employees are on an 

intermittent or reduced work schedule, the College may temporarily transfer them to an alternative position 

with equivalent pay and benefits for which they are qualified if that position better accommodates recurring 

periods of leave. 

 

EMPLOYEE NOTICE REQUIREMENTS 

Employees should request FMLA leave by completing a "FMLA Leave Request Form" and submitting it to 

both their department head and Human Resources.  The Form will ask for the reason for the leave and the 

anticipated beginning and end date.  The College reserves the right to designate a leave as an FMLA leave 

under this policy, however, even where the employee has not requested such leave, if the reason for which the 

employee is absent from work is covered by this FMLA policy. 

 

When leave is foreseeable, employees must provide the College with at least 30 days' advance notice, or such 

shorter notice as is practicable (i.e., within 1 or 2 business days of learning of the need for the leave).  When 

the timing of the leave is not foreseeable, employees must provide the College with notice of the need for 

leave as soon as practicable.  When possible, employees are asked to schedule medical treatment so as not to 

unduly disrupt work. 

 

When leave is taken to care for a family member, the College may require employees to provide 

documentation and verification of family relationship (e.g., birth certificate or court document). 

 

An employee must provide medical certification in the format of the United States Department of Labor 

Certification of Health Care Provider form, within 15 business days (or longer if the employee has made 

diligent, good faith efforts to obtain it without success).  If the certification is timely submitted but is not 

complete or sufficient, the College will provide the employee with seven days to cure the deficiencies.  If the 

employee does not correct it within the seven day period, leave can be denied. The Human Resources Director 

may authenticate the certification form, with the employee’s consent, by direct contact with the employee’s 

healthcare provider to obtain clarification of any vague or unresponsive information.  The Office of Human 

Resources may also request a second and/or third medical opinion if there is doubt about the medical 

certification, diagnosis and/or treatment plan. 

 

Recertifications may be required every six months in connection with an absence that has occurred for that 

medical condition. A recertification may also be required any time if an extension of leave is requested, 

circumstances described in the last certification have changed, or the College receives information casting 

doubt on the employee’s stated reason for an absence or the continuing validity of the last certification. The 

Office of Human Resources can provide the healthcare provider with information about the employee’s 

attendance and ask the provider to evaluate whether the employee’s attendance pattern is consistent with the 

need to be absent for the condition in question. 
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EMPLOYER NOTICE REQUIREMENT 

The College must provide a Notice of Eligibility and Rights & Responsibilities to any employee who applies 

for FMLA leave informing the employee of whether they are eligible for FMLA leave.  If the employee is not 

eligible, the notice must state at least one reason why the employee is not eligible.  The Notice of Eligibility 

must be provided within five business days after the first time an employee requests FMLA leave for a 

particular qualifying reason.  During the same FMLA leave year, a new notice is required only if the 

employee’s eligibility status changes. 

 

DESIGNATING LEAVE AS FMLA LEAVE 

Once the Human Resources Director has obtained sufficient information to determine if the leave qualifies as 

FMLA or does not qualify as FMLA, the Human Resources Director will provide a written Designation 

Notice to the employee who has requested FMLA leave either designating the leave as FMLA qualifying or 

notifying the employee that the leave does not qualify for FMLA leave. The Designation Notice must be 

provided within five business days after the Office of Human Resources determines if the leave qualifies as 

FMLA or does not qualify as FMLA. 

 

FITNESS-FOR-DUTY CERTIFICATION 

A fitness-for-duty certification is required before the employee may return to work. The Office of Human 

Resources may require the healthcare provider to assess whether the employee has the ability to perform the 

essential functions of the job.  Any such assessment must be based on a job description of essential job duties 

provided by the Office of Human Resources. 

 

If the employee gives the College notice of their intent not to return to work, the employee will be considered 

to have voluntarily resigned. 

 

SUBSTITUTION OF PAID VACATION AND/OR SICK LEAVE 

Staff:  All unused paid time off will be substituted for unpaid leave and will be counted as FMLA leave.  

Employees taking FMLA leave must exhaust all paid time off before unpaid leave will begin.  Employees will 

therefore be required to use all available sick and vacation time to cover FMLA leave. The sick time will be 

used first until exhausted and then vacation will be applied to the leave until exhausted or the leave ends, 

whichever comes first.  

 

Employees on FMLA leave when the annual merit increase takes effect will receive their increase effective 

upon the date they return from leave.  No retroactive increase adjustments will be made upon return from 

leave. 

 

Faculty:  Faculty who have been employed full-time and who request FMLA leave may receive their full 

salary for up three months, subject to confirmation with the Dean of Faculty. 

 

BENEFITS DURING THE LEAVE 

During FMLA leave employees are entitled to group health plan coverage under the same conditions as if 

they had continued to work. 

 

To the extent that FMLA leave is paid, the employee's portion of health insurance premiums will be deducted 

from such payment.  For the portion of FMLA leave that is unpaid, the employee must pay their portion of 

health insurance premiums in a timely manner in order to maintain coverage.  Arrangements for payment 

should be made with Human Resources. 

 

If an employee's payment of health insurance premiums is more than 30 days late, the College reserves the 

right to discontinue health insurance coverage. 

 

RETURN FROM FMLA LEAVE 

Upon timely return from an FMLA leave, the employee will return to the same position they held before the 

leave or to an equivalent position with equivalent pay, benefits and other employment terms. 

 

LIMITATION ON REINSTATEMENT 

Employees are entitled to reinstatement only if they would have continued to be employed had FMLA leave 
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not been taken.  Thus, employees are not entitled to reinstatement if, because of a layoff, reduction in force or 

other reason, they would not be employed at the time job restoration is sought. 

 

FAILURE TO RETURN TO WORK FOLLOWING FMLA LEAVE 

If an employee does not return to work following the conclusion or exhaustion of FMLA leave and has not 

requested and received an extension, they will be considered to have voluntarily resigned.  The College may 

recover health insurance premiums paid on behalf of the employee during any unpaid FMLA leave, unless the 

failure to return to work is because of the employee's or a family member's serious health condition or 

because of other circumstances beyond the employee’s control.  In such cases, the College may require the 

employee to provide medical certification of their or a family member's continuing serious health condition. 

 

All FMLA Leaves will be administered through the Office of Human Resources. 

 

ILLINOIS VICTIM’S ECONOMIC SECURITY AND SAFETY ACT (VESSA) LEAVE 
(March 2015, last updated January 2022) 

 

Employees who are victims of a crime of violence, which can include gender violence, domestic violence, sex 

offenses, sexual assault, harassment and obscene communication, armed violence, or other crimes or whose 

family or household member is a victim of such violence  are eligible for unpaid leave for the following 

purposes: seeking medical attention for, or recovering from, physical or psychological injuries caused by 

domestic or sexual violence to the employee or the employee’s family or household member; obtaining 

services from a victim services organization for the employee or the employee’s family or household member; 

obtaining psychological or other counseling for the employee or the employee’s family or household member; 

participating in safety planning, temporarily or permanently relocating, or taking other actions to increase the 

safety of the employee or the employee’s family or household member from future domestic or sexual 

violence or ensure economic security; or seeking legal assistance or remedies to ensure the health and safety 

of the employee or the employee’s family or household member, including preparing for or participating in 

any civil or criminal legal proceeding related to or derived from domestic or sexual violence. 

 

Accrued sick leave and vacation may be used for such absences. The maximum length of unpaid leave an 

employee may take under this policy is limited to 12 weeks, offset by any Family and Medical Leave taken in 

the same 12-month period. 

 

Employees who seek to take time off for these reasons must give Lake Forest College at least 48 hours notice. 

However, if an unscheduled or emergency court appearance is required for the health, safety or welfare of the 

victim or his/her child, the employee need not provide advance notice. The employee may choose the type of 

documentation to submit to support the request for this leave. Lake Forest College will, to the extent allowed 

by law, maintain the confidentiality of an employee requesting leave under this provision. 

 

Because domestic violence and assault may find its way into the workplace, we encourage any employee who 

has safety concerns to alert Lake Forest College. This will assist us in maintaining a safe workplace. Please 

see Lake Forest College’s Workplace Violence Policy for more information. 

 

 

9.   Employment or Evaluation of Relatives Policy  

 
Purpose 

The purpose of this policy is to protect the integrity of the College’s academic and work environment and to 

help ensure that it remains free from real or apparent conflicts of interest due to family relationships between 

members of the College community including faculty, staff, students, and volunteers.  

 

Policy  

The College strives to make academic, employment and other business decisions based on individual merit, 

qualifications, skills, ability and performance and on the needs of the College. The College is equally 

committed to avoiding favoritism, the appearance of favoritism, and other actual or potential conflicts of 

interest that may arise in connection with family members employed by the College being involved in 

academic, employment, or other work-related decisions about their family members.   
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For purposes of this policy, a “family member” includes a spouse, domestic partner, parent, child, sibling, 

aunt, uncle, niece, nephew, grandparent, grandchild, member of one’s household, and in-law with respect to 

each of the foregoing categories.  It also includes an individual married to or in a romantic relationship with 

one of the foregoing. A “family relationship” is a relationship between family members, as defined.   

 

“Supervisory or evaluative authority” is the power to control or influence another person’s employment, 

academics, or extracurricular participation, including but not limited to, hiring, work conditions, 

compensation, promotion, discipline, admission, grades, assignments, recommendations, financial support, or 

participation in extracurricular programs.  

 

Any member of the College community who has a family relationship with a current or prospective employee, 

student, or volunteer of the College over whom they have or might reasonably be expected to have 

supervisory or evaluative authority must promptly and fully disclose the relationship to their department chair 

or immediate supervisor – or to the Director of Human Resources or Dean of Faculty.    

 

If feasible, the College will make adjustments to prevent one family member from having supervisory or 

evaluative authority over another family member. If adjustments cannot be made to the satisfaction of the 

College, the College may decline to hire, admit, or permit volunteer work by the family member or may 

reassign or dismiss a family member, subject to applicable contractual provisions and College policies. The 

President, in consultation with the Director of Human Resources (in case of a staff member) or the Dean of 

Faculty (in case of a faculty member), must approve any exceptions to this policy.  

 

Consequences of Violation of this Policy  

Violation of this policy constitutes grounds for disciplinary action in accordance with the procedures 

contained in the applicable staff or faculty handbook. 

 

 

E.     FACULTY SALARIES AND FRINGE BENEFITS 

 

1.   Faculty Salaries  
  

 Salaries of full-time members of the teaching faculty are paid in twelve equal installments, always on 

the first business day of each month, beginning with September.  Salary checks may be direct-

deposited or mailed to home address, unless the Business Office is instructed otherwise.  It is 

customary to send to each faculty member written notice of the salary for the coming year during the 

summer.  
 

2.   Retirement Income  
 (Amended September 1, 1987; January 1, 1989; August 2014) 

  

 The College provides a retirement program through the Teachers' Insurance and Annuity Association. 

The following provisions apply:  

  

 All faculty teaching three or more courses per academic year, and all professional personnel employed 

half-time or more, after completion of two years of service and twenty-one years of age, are eligible for 

participation in the T.I.A.A. retirement program.  

 

Lake Forest College makes the entire required contribution to the T.I.A.A. for eligible members. The 

College's contribution is 8% of the annual salary for all eligible participants. 

 

Any faculty member (full- or part-time), at any time, may make pre-tax contributions through payroll 

reductions to a TIAA supplementary retirement annuity contract. Supplemental Retirement Annuity 

(SRA) Plans are annuity contracts for employees who want to set aside tax-deferred funds over and 

above amounts being accumulated under their institution's basic retirement plan. Information may be 

obtained from Human Resources. 
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Retirement Plan 
(Amended June 1, 2017, amended effective January 1, 2022) 

 

PURPOSE 

To outline the benefits available through the College 403(b) Retirement Plan administered by TIAA. The 

revised contribution levels for the current academic year listed in the policy are subject to annual review. 

 

POLICY 

In keeping with College efforts to offer a full and comprehensive benefits plan, a 403(b) Retirement Plan is 

offered to all employees who meet the minimum qualifications for participation. The 403(b) Retirement Plan 

is administered by TIAA on behalf of Lake Forest College. 

 

PROCEDURE 

The College offers qualified employees the opportunity to participate in the 403(b) Retirement Plan. There are 

two accounts available through the 403(b) plan: 

 

1. The Group Supplemental Retirement Annuity Plan (GSRA) is an unmatched, tax-deferred plan that 

employees can begin contributing to immediately upon hire.  Contributions may be either pre-tax 

and/or Roth (after tax), and are subject to annual IRS limits Participants can choose to invest their 

contributions in any of the available investment selections. To enroll, participants must complete an 

online Year Round Enrollment available via the ADP self-services in accordance with Plan 

requirements. An election to make participant plan contributions may not be made retroactively and 

shall remain in effect until modified or terminated. A participant may terminate his or her enrollment 

at any time, subject to any reasonable rules established by the Plan Administrator. The total 

contributions made by the participant and for the participant for any year will not exceed the amount 

permitted under section 415 of the Code. 

2. The Retirement Annuity Plan (RA) is a non-contributory plan available to qualified employees who 

work a minimum of 1000 hours per calendar year. When an employee has achieved two years of 

qualifying service to the College (or equivalent years of service with an eligible employer which will 

be counted towards meeting the eligibility requirements), the College will contribute an amount 

equal to 9%, 8%, or 7% of salary for eligible employees based on the same three salary ranges that 

are used for the health insurance premiums. If an eligible employee’s salary is adjusted mid-year, 

then the rate of contribution may change prospectively if the new salary causes the employee to 

become a member of a new contribution group. The employee is not required to make a contribution 

to the plan. Participants can choose to invest contributions in any of the available investment 

selections.   

3. In the case of employees classified by the College as part-time faculty members, qualified service for 

the Retirement Annuity Plan (RA) consists of teaching three or more courses per calendar year. To 

determine RA eligibility, the Office of Human Resources will review the course load from prior 

years and determine if the faculty member has achieved two years of qualifying service. Once the 

years of service requirement has been met, in order to be eligible for the College’s contribution, the 

faculty member needs to maintain a teaching load of at least three courses per calendar year. The 

College will then contribute an eligible annual contribution based on the part-time faculty member’s 

earnings in a one-time lump sum payment in December. However, if the part-time faculty member’s 

teaching load in a calendar year is less than three courses, then a lump sum contribution will not be 

made by the College. 

 

Plan contributions in either the GSRA or the RA are fully vested and non-forfeitable. 

 

For additional information about the TIAA 403(b) Retirement Plan, please contact Director of Human 

Resources. The plan document or insurance contract will be the official and ruling instrument concerning the 

plan. Please refer to the summary plan description for further details.  This policy is for informational 

purposes only.  Eligible employees should consult the plan documents for complete terms and conditions of 

the plan. Where the plan documents conflict with this policy, the plan documents will control. 
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3.   Insurance Program - Full-Time Employees 
 (Amended by Board of Trustees, March 7, 1981; amended October 1, 1993) 

 

a.  The cost for employee and dependent group health insurance is contributory and is based on 

one’s salary.  The College pays a portion of the premium. Terminated employees, faculty on 

leaves without pay, and/or dependents of insured employees ineligible for continued coverage 

due to age, divorce, or death may elect to continue coverage at their own expense at 102% of 

current premium.  Length of continuation is determined by law and circumstances of 

ineligibility.  Details of the insurance plan are published in the Summary Plan Description 

booklet that is available at the Business Office. 

b.  Life insurance and accidental death and dismemberment benefits in the amount of one and 

one-half times salary, rounded to the next highest $1,000, to maximum of $300,000, is carried 

by the College at no cost to the employee, up until age 70.  Reduced amounts of coverage 

occur after age 70. 

c.  Faculty members are encouraged to direct any questions or concerns to the College's Health 

Insurance Advisory Committee. 

 

4. Long-Term Disability Benefits 
 

PURPOSE 

To provide protection when a long-term illness or injury prohibits an employee from performing the 

regular duties of their job. 

 

POLICY 

A long-term disability plan is provided for full-time faculty and staff budgeted to work at least 80% 

of full time. Employees who work less than 80% of full time or part-time faculty are not eligible for 

this insurance program.  For additional information on any of the benefits provided by the long-term 

disability plan, please contact the Office of Human Resources. The plan documents or insurance 

contracts will be the official and ruling instrument concerning the LTD benefits. The Office of 

Human Resources can provide copies of the full plan as well as official summary plan descriptions.  

Please refer to the full plan or summary plan descriptions for further details. 

 

The policy summary provided below is for informational purposes only.  If or where the long-term 

disability plan documents conflict with this policy summary, the plan documents will control. 

 

While it is the intent of the College to continue to provide insurance benefits indefinitely to those 

eligible employees who elect the benefits, the College reserves the right to make any material or 

immaterial modifications to the plan, to change the insurance carrier, to change the level of benefits 

provided or to terminate the coverage. 

 

Long-term disability (“LTD”) benefits are effective upon date of hire.  The full cost of the 

employee’s coverage is paid by the College. 

 

LONG-TERM DISABILITY BENEFITS 

1. Base benefits are 66 2/3% of an employee’s annualized gross base salary, with a maximum 

benefit of up to $10,000 per month.  This coverage is provided by the College at no cost to the 

employee.  

2. A qualifying period of 90 days absence is required before an employee is eligible for benefits.  

This qualifying period begins on the first day an employee is not actively at work due to the 

disability.  If eligible, benefits then begin on the 91st day of injury or illness and may continue 

for as long as the employee remains eligible, up to age 65 (see plan document regarding benefit 

limits and benefits for those over the age of 65).  The monthly payment will be offset by any 

other payments received by the employee, including social security and workers’ compensation. 

3. During the first 90 days, employees may use any accrued sick or paid time off benefits for which 

they may be eligible. Employees should also contact the Director of Human Resources regarding 

an application for FMLA leave (see the FMLA Policy). 
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TERMINATION OF BENEFITS / EMPLOYMENT 

1. An employee is no longer eligible for long-term disability coverage if no longer absent from 

work due to a covered disability.  

2. Once an employee is approved for LTD they are no longer considered an active employee. Their 

employment will end effective the day before the LTD effective date unless the employee 

qualifies for an exception under the American with Disabilities Act and extending the leave of 

absence would be determined a reasonable accommodation. If the employee is covered by the 

College health insurance and/or dental plan, the employee and/or any eligible dependents will be 

offered continuous coverage under a COBRA plan at the employee’s expense (see the COBRA 

Policy).  

3. On the LTD effective date, tenured faculty who begin to receive the LTD benefits will no longer 

receive their College salary. In addition, the College provides notice to the faculty member that 

their tenured status will be reviewed if they are unable to return to work within four semesters 

from the LTD effective date (see below).   

4. The TIAA retirement defined contributions currently paid by the College will be paid by the 

LTD insurance company to a maximum of $1,000 per month, provided the employee is then a 

participant in the TIAA defined contributions retirement plan. All optional benefits the 

employee may have are discontinued when the employee goes on LTD.  

 

Life Insurance premium is waived for totally disabled employees under age 60 for a period of six (6) 

months.  Successive extension periods of one year are allowable by the life insurance carrier 

provided due proof of disability is submitted each year to the insurance carrier.  It is the employee’s 

responsibility to file the claim and to provide to the insurance carrier proof that they remain disabled 

and continues to receive appropriate and regular care of a doctor. 

   

REINSTATEMENT OF TENURED FACULTY ON LONG-TERM DISABILITY 

When a tenured faculty member goes on LTD, they may return to their tenured position provided 

that all of the following conditions have been met: 1) they are no longer receiving LTD benefits from 

the College’s insurance provider, 2) the College has received appropriate medical documentation 

indicating that they are able to return to work and can perform all of the essential functions of the 

position; and 3) no more than four semesters have passed from the LTD effective date.  

 

If more than four semesters have passed since the LTD effective date and the faculty member has not 

submitted a letter to the Dean of Faculty relinquishing their tenured position, the faculty member’s 

tenured appointment and/or employment may be terminated as provided in the Faculty Handbook if, 

after review and consultation with the faculty member, the College determines that the faculty 

member cannot perform the essential functions of their position. 

 

If, after relinquishment of tenure or termination of tenure and/or employment, the former faculty 

member subsequently asks to return to service at the College, and they provide medical 

documentation indicating that they are capable of performing the responsibilities of a faculty 

member, the College shall give careful consideration to the re-employment of the individual when an 

appropriate vacancy occurs in the area of their professional expertise. An individual seeking re-

employment under this provision shall address the request for employment to the Dean of Faculty in 

writing. A copy of the request and medical documentation from their treating physician to support 

the request shall be sent to Director of Human Resources.  The College will evaluate any requests to 

return but shall be under no obligation to permit a faculty member to return to service at the College. 

 

5.   Moving Expenses  
  (Approved by Board of Trustees, December 13, 1986) 

 

The College will reimburse a full-time faculty member for part of the moving expenses incurred during 

the initial move from the faculty member's former principal place of residence to Lake Forest in 

connection with a new appointment at the College so long as the move is completed within one year 

from the date of appointment.  The cost of moving normal household goods will be considered.  

Reimbursement will be actual costs, not to exceed the maximum determined by distance of residence to 

Lake Forest, as follows: 
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Air Miles Maximum Benefit4 

       Less than 500 $1,500 

                         750   2,000 

                      1,000   2,500 

                      1,500   3,500 

            Over 1,500   4,000 

 

Faculty members who wish to use their personal vehicle will be reimbursed for mileage in place of 

rental and fuel costs. The College will not reimburse faculty members for travel, lodging or meal 

expenses for themselves or any member of their family during the move or for any storage costs. The 

College will not be responsible for any loss or damage.  

 

Documented receipts are required for all reimbursements. Reimbursement for moving expenses is done 

through payroll. The College’s policy on reporting taxable income will follow all appropriate IRS 

regulations at the time the relocation expenses are paid.  

 

6.  Attendance at Professional Meetings 
(Amended by the President upon recommendation of FPPC, September, 1981; November 1987; 

September 1988) 

 

The College encourages attendance at professional meetings and will compensate for expenses 

incurred, provided the following guidelines are met:  

 

a.   Eligibility  

 

  i.  Full-time faculty members on a continuing or tenured appointment, provided they carry 

at least a half-time teaching load, may receive compensation for major expenses incurred 

while attending one professional meeting in a given appointment year and subsequent 

summer (September 1 through August 31).  There will be no compensation if a faculty 

member's appointment is temporary (one year or less) in nature.  

 ii.  Faculty members are eligible during a year when they have a sabbatical, whether the 

sabbatical is for half a year or a full year.  Faculty members on other kinds of leaves are 

not eligible whatever the length of absence.  

  

Other teaching faculty are not eligible unless the Dean of Faculty determines that their    

 attendance at a meeting is clearly to the benefit of the College.  

 

b.   Travel Compensation  

  

In order to keep the total costs of attendance at professional meetings and conferences within 

the budget allocation for a given year, the Dean of the Faculty will decide at the beginning of 

the academic year whether 100% or some lower percentage of the figure calculated according 

to the guidelines will be paid.  

  

Faculty members shall be reimbursed for actual charges incurred in travel as follows:   

  i.  For hotel accommodations up to $150.00 per night, with a four-night maximum. 

Faculty members who are able to secure accommodation at rates lower than $150.00 per 

night may request advance approval to use the unused portion of the accommodation 

allowance to cover excess conference registration fees, baggage fees, or ground 

transportation. Approval must be requested in advance. 

ii.  For travel  

a)  by air, at no more than the lowest reasonable fare, with ground transportation costs 

excluded except in unusual circumstances;   

b)  by automobile, at the rate established by the IRS for previous year for the owner of 

the vehicle, not to exceed the lowest reasonable air fare; 

c)  by train, at a ticket cost plus meals on the train, not to exceed the lowest reasonable 

 
4  The dollar amount of the benefit is subject to annual review and may be changed by the President. 
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air fare.   

iii. For academic conference registration fee up to $200  

iv. The College does not usually reimburse expenses for ground transportation. 

 
Note: To assure compensation at the maximum rate for all attending professional meetings, 

FACULTY ARE EXPECTED TO MAKE TRAVEL ARRANGEMENTS SUFFICIENTLY 

IN ADVANCE IN ORDER TO TAKE ADVANTAGE OF THE LOWEST REASONABLE 

AIR FARE AND SPECIAL FLIGHT AND ACCOMMODATION RATES.  If substantially 

lower fares are obtained by staying longer (for example, Saturday night), reimbursement for 

the hotel will be made if there is a net savings to Lake Forest College. 

 

Travel accident insurance is provided for all active full-time faculty members through an 

ACM group policy. 

 

Part-time faculty members are also covered during semesters in which they teach two or more 

courses. The policy covers death, dismemberment and disability resulting from an accident 

while traveling on behalf of the College.  Your group insurance beneficiary applies.  A copy 

of the policy is in the Business Office.  Benefit level is two times base salary, with a minimum 

coverage of $100,000, and a maximum coverage of $300,000 (benefit is reduced after age 70). 

 

c.   Travel Outside Continental United States 

  

 A faculty member may receive compensation for attending a meeting outside the continental 

United States once every three years.  In such cases, the faculty member will be allowed travel 

compensation not to exceed $1,400 toward the cost of transportation and lodging combined. 

The restriction of a maximum of $200 for conference registration will apply.  Travel to 

conferences in Canada is regarded as domestic rather than foreign travel.  
 

d.   Procedures  
  

 All forms can be found at my.lakeforest under the administration tab. Documentation of all 

expenses incurred, including original itemized receipts (in addition to any credit card 

processing receipts), must be attached to this form.  If tickets are purchased online or at other 

travel agencies, the faculty member will be reimbursed for that purchase only after submission 

of all expense documents. 

 

 

7. Indirect Costs Policy 
 (Adopted by Administration, with FPPC approval, and accepted by the Board of Trustees on May 11, 1990) 

 

 Indirect costs are those costs incurred for the general support and management of sponsored activities 

but that cannot be directly attributed to a particular activity.  In essence, a funding agency pays for the 

use of an institution's facilities. 
 

Indirect costs are computed costs and allowed as a percentage of "direct salaries and wages including 

vacation, holiday, and sick pay but excluding other fringe benefits."  The rate is approved by the 

Department of Health and Human Services as a result of a proposal prepared by the Business Office in 

accordance with specific rules and regulations.  The most current rate should be verified through the 

Business Office before submitting a grant proposal. 

 

For those grants awarded the full indirect cost rate, 75% of the awarded indirect costs will be allocated 

to the College's general revenues and 25% will be allocated for the general use of the department.  

These funds may be used for equipment, travel, personnel, etc. and such determination will be made by 

the Dean of the Faculty, chairperson of the department, and the grantee.  Such expenditures must be all 

inclusive, i.e., all personnel fringe benefits must be included. For those grants awarded less than the 

full indirect cost rate, the grantee's 25% allocation is depleted first.  In other words, the lower 

negotiated rate is not shared on a prorated basis by the grantee and the College, but borne by the 

grantee.  All grants with lower than negotiated rates must be approved by the Dean of the Faculty and 
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the Vice President for Finance and Planning. 

 

8.  Caps and Gowns  
  

The College provides faculty with caps and gowns (but not hoods) if they don’t own their own, through 

a rental program coordinated by the Dean of the Faculty’s Office. 

 

9.  Educational Benefit 
 (Amended by the Board of Trustees, May 15, 1981; December 10, 1983; December 13, 1986; May 12, 1989; 

March 1, 1996 and December 6, 2006)  

   

The purpose of the education benefit program at Lake Forest College is to assist employees and their 

dependents in obtaining their first Baccalaureate Degree. 

 

The eligibility provisions set forth below apply to teaching faculty.  Educational benefit eligibility 

provisions for non-teaching faculty are the same as for professional staff, and may be found in the 

Administrative Staff Handbook. 
 
Effective June 1, 2010, full-time faculty members eligible to receive the educational benefit described 

in this section include tenured or tenure-track faculty upon appointment, as well as any other faculty 

who have taught full-time for at least three consecutive years immediately prior to using the 

educational benefit. 
 

Lake Forest College will contribute toward the costs of college tuition, at colleges and universities 

other than Lake Forest, of dependent children of full-time faculty members.  The contribution is the 

actual cost of tuition up to a maximum of 30% of the College's tuition, per fiscal year, subject to review 

every three years. No contribution will be made to cover costs not included in the comparable charge to 

other students who attend Lake Forest College. This means that room, board, student insurance, 

activity fees, and like items are excluded. Payment is made directly to the college or university in 

which the dependent child is enrolling once the Business Office has been provided the appropriate 

billing statement. 

 

Spouse and dependent children of full-time faculty members will receive the tuition benefit in regular 

undergraduate classes at Lake Forest College until the first Baccalaureate Degree is obtained, or the 

benefit has been provided for the equivalent of four academic years as a full-time student, whichever 

time is less. 

 

A dependent's eligibility for the educational benefit is limited to four academic years of undergraduate 

work, or until a Baccalaureate Degree has been awarded, whichever is less.  If such benefit is to be 

used at Lake Forest College, then the regular admission requirements of the College must be satisfied 

as a prerequisite to the utilization of this benefit.  Graduate or professional study for a dependent will 

not be subsidized.  At Lake Forest College the dependent will be charged an admission application fee, 

the student activity fee, and clinic fee.  If the dependent elects to be a resident student, room and board 

will be charged as with all such students and the appropriate room deposit will be required.  Under no 

circumstance will the tuition benefit be available beyond the equivalent of four academic years of study 

(tuition benefit to mean either support paid to another college or tuition remission at Lake Forest 

College).  Such eligibility is defined as eight semesters or twelve quarters.  When a dependent attends 

more than one institution, their remaining eligibility is determined by the proportional sum remaining 

from the limits defined above. 

 

Faculty members need to consider carefully whether or not they wish to use this benefit for a 

dependent's attendance in summer school.  At most institutions the definition of a full-time student 

during the summer is considerably different than in the academic year.  If a dependent who is receiving 

benefit support at another college or university attends Lake Forest College during the summer, the 

tuition benefit afforded the attending student will be pro-rated against their tuition benefit for the next 

academic year (e.g., taking 1 course will mean the student's tuition benefit for the next academic year 

will be seven/eighths the academic year benefit). 
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To encourage both faculty members and spouses with a Baccalaureate Degree to enroll in 

undergraduate courses at Lake Forest College, the audit benefit will be provided such individuals 

provided space is available in the class. Private lessons, workshops, tutorials, and independent study 

are not included, nor is any course work leading to an M/LS degree. 

 

The tuition benefit as described above ceases upon retirement of the faculty member or upon death, 

termination, or total disability of the faculty member before retirement.  However, if death or total 

disability occurs during an academic year the benefit will continue for the remainder of the academic 

year.  Further, if the faculty member has served the College for seven full years as a full-time faculty 

member, children who were claimed as their dependents in the taxable year preceding death and who 

were in Grade 7 or higher at the time of the death will be eligible for the benefit at Lake Forest College, 

subject to the same limitations and requirements stated for the tuition benefit to faculty who are not 

retired. 

   

It will be the obligation of faculty members to complete the FAFSA (financial aid application) for their 

spouses and/or children by February 1 (preceding the fall enrollment) to be considered for all federal 

and state financial aid grant programs in conjunction with the tuition benefit.   

   

The faculty member will be required to certify, in writing, that the child or spouse was claimed as a 

dependent for the taxable year prior to the term of enrollment and will be claimed in the calendar years 

in which enrollment takes place. Eligible employees of the College may be asked to submit the 

appropriate 1040 form for verification of eligibility.  

 
Applications for this benefit are due by March 1 each year. 

  

The dependent children of full-time teaching faculty are eligible to participate in the Associated 

Colleges of the Midwest (ACM) Tuition Remission Exchange Program (TREP).  This program is a 

tuition exchange program with other ACM institutions.  All educational benefit requirements given 

above apply. Interested applicants must obtain a "Certificate of Eligibility" form from the Business 

Office. This certificate plus a $25.00 fee must be mailed to the ACM TREP Coordinator at the ACM 

office. Applications for admission are submitted in the usual manner.  Neither admission nor 

participation are guaranteed.  See the Vice President for Finance and Planning for further information. 

Tuition Exchange Program (CIC-TEP) 
(August 2016) 

 

Purpose 

To provide employees, their spouses, and dependent children with an opportunity to receive tuition 

scholarships for undergraduate classes at other CIC-TEP institutions. 

 

Policy 

Lake Forest College participates in the Council of Independent Colleges Tuition Exchange Program 

(CIC-TEP). The scholarship is available for a maximum of eight semesters, renewable each year 

provided the student remains in good academic standing and the employee remains eligible. The 

College does not guarantee that the recipient will receive approval from the importing institution. 

Participant schools are subject to change. Lake Forest College is committed to complying with all CIC 

guidelines and regulations and reserves the right to change this policy at any time in order to comply. A 

list of CIC participating institutions and their eligibility guidelines can be found at www.cic.edu. 

The CIC-TEP benefit is available to full-time employees, their spouses, and eligible dependent children 

for regular undergraduate classes. The employee (parent) must be employed at Lake Forest College, 

full-time, for a minimum of three (3) continuous years immediately prior to September 1st of the initial 

scholarship year and must also be in active full-time service at that time. Eligible students are 

dependents (equivalent to the IRS definition of a dependent), spouses, or full time employees. A 

change in the status of employment (i.e., full-time to part-time) or termination of employment will 

result in continuation of the scholarship through the end of the academic term in which the event 

occurs. 
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The Director of Human Resources will be responsible for processing the necessary paperwork with the 

Tuition Exchange member schools. Lake Forest College will accept 3 full-time, undergraduate students 

into this program each school year. Each member school has its own guidelines for approving imports; 

including the number they will accept. 

Scholarships are generally awarded for four consecutive years (fall and spring semesters only), 

although they are not "guaranteed." Students must continue to meet the (importing) institution's 

standards for academic performance and personal conduct and other terms and conditions of the 

scholarship. The continuation of the scholarship is also dependent upon the employee’s continued full 

time status at Lake Forest College. In addition, both schools must continue to participate in the 

program. 

All employees who are receiving a tuition exchange scholarship must submit a recertification form 

each fall for the upcoming academic year. 

The College does not guarantee that the recipient will receive either admission or scholarship approval 

from the importing institution. Additional information can be found at www.cic.edu or by contacting 

the Director of Human Resources. 

Procedure 

1. Complete the Student Application for the appropriate exchange. 

2. The student must apply for admission to or be enrolled at one (or more) CIC-TEP institutions. The 

Tuition Exchange does not excuse the student from completing the necessary admission requirements 

of member institutions. 

3. Return the completed Student Application along with the Employee Verification Form to the 

Director of Human Resources. 

4. The Office of Human Resources will submit the application to the school(s) of desired attendance. 

5. The school of desired attendance will notify the student applicant directly whether or not the 

scholarship has been awarded. The Office of Human Resources will receive notification of applicant’s 

admission determination. 

6. Reapplication (each semester, school year etc.) requirements will vary between institutions. 

The CIC-TEP scholarship covers full tuition. Students are responsible for all non-tuition charges – 

room, board, and fees – at the institution in which they enroll (host/importing institution). Student 

applicants must comply with all of the host/importing institution’s financial aid policies and 

procedures. Host/importing institutions may use other financial aid designated for tuition (such as Pell 

grants and some state scholarships), to offset a portion of the full tuition. 

10. College Housing  
        (Amended September 1, 1987; September 1988; December 1989; September 1992) 

 

a.  The College attempts to provide housing for all newly-appointed full-time members of the 

faculty, to make housing affordable, and to strengthen the collegiality of the community.  

When such housing is not available, in order to encourage newly-appointed full-time faculty 

to live near the College, the College provides a monthly subsidy for such individuals 

providing they reside within a defined geographic area; such a subsidy is provided only so 

long as no college housing exists or until the faculty member would otherwise no longer be 

eligible for College housing.  Refusal of College housing negates the subsidy. 

 

b.  When full-time members of the teaching faculty are notified of the decision to grant tenure, or 

in the case of appointments initially at the associate professor level or above, of the decision 

not to make the fourth year appointment a terminal one, they shall also be given notice to 

vacate College housing by the end of the contract year following that in which the above 

decision is made.   

 

c.  Full-time members of the non-teaching faculty and teaching faculty not eligible for tenure are 
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eligible for College housing, but may reside in such housing for a maximum of four years. 

 

d.  Eligible faculty may expect to remain in College housing for a minimum of four years.  If 

necessary to vacate under the rules above, notice will be given at the end of the third year. 

 

e.  Certain houses and apartments may be set aside for the use of faculty and/or administrators 

whom the College administration, after consultation with the Faculty Personnel Policies 

Committee, determines should live on or near the campus because of their particular duties. 

 

f.  A person seeking College housing or desiring a change in housing shall fill out the standard 

housing request form and submit it to the Director of Human Resources, who shall keep a file 

of applications in the order in which they are received.  That file will be available for 

inspection by those who are applying for College housing.  The Dean of Faculty and the 

Director of Human Resources will determine the priority of assignment when factors other 

than the order of request are to be taken into consideration.  The College reserves the right to 

assign tenants to specific units on an annual basis in accordance with each year's housing 

requests and needs as defined by policy. 

 

g.  Housing assignments 

  i.  Available housing will be assigned  by June 1 to eligible faculty on the list.  Remaining 

units, if any, will be held for late faculty appointments, if any, until July 1, and then 

assigned to those ineligible for housing irrespective of any applications that might be 

expected after that date; 

 ii.  Eligible faculty receiving a rent subsidy will automatically be placed at the top of the 

housing list.  If more than one individual is so listed they will be housed in the original 

order; 

iii.  Family size will always be considered in housing allocation and if families applying for 

similar housing are identical in size, order of application will be decisive; 

 iv.  Neither seniority nor base salary will be a factor in the committee's decisions; 

  v.  Applications will not remain in the active file after August 31.  Applications for the next 

year are accepted on or after September 1. 

 

h.  Whenever College housing cannot all be filled by eligible members of the faculty, the Dean of 

Faculty and the Director of Human Resources will assign units to those who are technically 

ineligible for College housing for no longer than the current lease year.  Among the deciding 

factors which they will apply in determining who should be given preference in these 

instances will be the total salary of the applying faculty or staff plus dependents, the size of 

available housing units, and the length of previous stay in College housing. 

 

i.  Should College housing not be available after July 1 for newly hired eligible faculty, the 

College will provide a taxable subsidy for rental housing located in a prescribed geographic 

area (as of July 1, 1989, the subsidy is $200 per month for the area defined by the Lake Forest 

High School District and $160 per month for the area outside the District but bounded by 

Wadsworth Road, Hunt Club Road and Milburn Road on the North, Routes 45 and 83 on the 

West, and Lake-Cook Road on the South). 

 

j.  The normal term of lease is from June 1 through May 31.  In the event that a faculty or staff 

member who is renting from the College purchases housing, the lease may be shorter.  Such 

requests should be made to the College Personnel Officer as soon as possible, but not later 

than thirty days prior to the desired date for terminating the lease. 

 

k.  College housing is a privilege reserved for College faculty and staff, their immediate families 

and guests; at no time may rooms or units be rented to LFC students, nor are other rentals 

permitted except when the house is unoccupied during the summer months or during the 

academic year due to a leave of absence. 

 

l.  At least once a year, a meeting will be scheduled between residents of College housing and 

the administration to consider topics of mutual interest. 



 

 

72 

m. A faculty or staff member living in a College-owned housing unit may apply to the Director of 

Human Resources to remain in the unit one year past the applicable deadline for vacating it, 

provided that they agree to pay the market rental rate for that extra year instead of the 

College-subsidized rate. An application will be granted or denied at the discretion of the 

College President. 

 

11. Faculty-Staff Second Mortgage Policy  
(Approved February 18, 2005, by the Board of Trustees, effective February 1, 2005, to replace the original Second 

Mortgage Policy in its entirety) 

 

PURPOSE – To facilitate home purchases by full-time, tenured teaching faculty and by a certain number of 

full-time administrative staff.  Funding constraints require the eligibility limits specified below.  The 

maximum amount available for a second mortgage will depend on whether the property is located within the 

Primary Area or the Secondary Area.  Eligible faculty or staff must apply to the President, whose approval is 

required. 

 

Eligibility for administrative staff will be limited to full-time employees who are neither tenured nor tenure-

track teaching faculty, and who have worked at the College for a minimum of seven consecutive years.  A 

maximum of 12 second mortgages are available for administrative staff meeting these conditions, including 

any mortgages outstanding on September 1, 2004.  An application must be made by May 31 for potential 

approval of one of these second mortgages at any time in the subsequent fiscal year.  No more than two of 

these 12 second mortgages will be approved in a single fiscal year.  An application must include a letter of 

support from either the applicant's department head or an officer of the College.  The President will decide 

whether to grant or deny an application based on its comparative strength and on the availability of any of the 

designated 12 mortgages.  An applicant denied in a given year retains the right to reapply in a succeeding 

year, but only if they have not proceeded, in the meantime, to purchase a home without benefit of a second 

mortgage.  Once 12 second mortgages have been granted under this provision, no more will be available to 

administrative staff until one of the 12 has been satisfied. 

 

Eligibility is limited, in any and all cases, to first-time home purchasers in either the Primary Area or the 

Secondary Area.  Second mortgages are not available for repurchase or refinancing of real estate currently 

owned in either area, and no more than one second mortgage from the College may be approved per property 

or household. 

 

The President will consider an exception to any of these eligibility requirements only in extraordinary 

circumstances. 

 

AMOUNT – Not to exceed the lower of 40% of the purchase price or: (a) $110,000 in the Primary Area 

bounded by Wadsworth Road, Hunt Club Road and Milburn on the North; Route 83 and Loon Lake Road on 

the West; and Lake-Cook Road on the South; or (b) $55,000 in the Secondary Area, which extends 30 miles 

in any direction from any point on the boundary of the College’s core campus as shown on maps maintained 

by the Vice President for Finance and Planning.  Whether in the Primary Area or the Secondary Area, the 

combination of all mortgages on a property at all times may not exceed 90% of the purchase price and 

subsequent appraised value. 

 

INTEREST RATE – No points.  Except for the limited exception described under “Eligibility,” above, the 

interest rate will be the prime rate published in the Wall Street Journal seven days preceding the date of 

closing, and adjusted every September 1 thereafter to reflect changes in the prime rate.  Commitments for 

delivery within 30 days. 

 

TERM – Same as the first mortgage, but must be paid off within one year after the faculty member or 

administrator leaves the employ of the College.  Faculty or administrators who retire from the College at age 

62 or older may continue to hold second mortgages under this Policy as long as the house is occupied at least 

50% of the time by the mortgagor.  In the event of the death of the mortgagor, the mortgage must be repaid to 

the College within one year. 

 

OCCUPANCY – Must be occupied by the mortgagor.  If not so occupied for one year, then the mortgage is 

due at the end of that year. 
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PAYMENTS – Through regular monthly salary deductions.  No leave of absence will be approved for a 

faculty or staff mortgagor unless they first makes an arrangement, approved by the Vice President for Finance 

and Planning, to make monthly payments on a timely basis. 

 

OTHER LIENS ON THE PROPERTY – Under no circumstances will the College’s second mortgage assume 

a lesser lien position to home equity loans or other liens on the property. 

 

FINANCIAL STATEMENT – A proper financial statement and other required documents must be submitted 

in a timely manner to the Business Office as a condition of approval. 

 

INSURANCE – At closing and annually thereafter proof of homeowners insurance which lists the College as 

a lienholder.  

 

APPROVAL – The Investment Committee holds final authority to grant or deny approval, which authority 

has been delegated to the President. 

 

FUNDS AVAILABLE – Unrestricted College endowment funds of up to $3 million may be used to finance 

such second mortgages.  In addition, the College may use for this purpose funds totaling no more than $2 

million made available through a line of credit from a commercial bank, on terms approved by the Board. 

 

REVIEW OBLIGATION – This Policy is subject to a review after five years, or when authorized funding is 

expended, or whenever the President deems it advisable in the College’s best interests. 

 

EFFECTIVE DATE – The effective date of this Policy is February 1, 2005.  It supersedes and replaces any 

earlier policy and shall be the only Second Mortgage Policy of the College. 

 

12. Employer-Assisted Housing (EAH) Program  
 

Lake Forest College has made a major commitment to assist its employees invest in housing by 

participating in an Employer-Assisted Housing (EAH) Program. The program will benefit employees 

who wish to purchase a home in Illinois within close proximity of the College. To be eligible, homes 

purchased must be within 15 miles of the College. 

 

The Lake Forest College Employer-Assisted Housing Program supports and encourages homeownership 

by providing eligible employees a $5,000 forgivable loan for the purchase of a new or existing home; 

single-family, two-flat or condominium. Employees must be purchasing a home; refinancing is not a 

qualified purchase. 

 

In addition to providing direct financial support, the College has linked up with Affordable Housing 

Corporation of Lake County and the Metropolitan Planning Council (MPC) to provide employees 

access to comprehensive confidential homeownership counseling, professional referral assistance for 

financial and legal matters, as well as post-purchase support. 

Eligibility 

 

A Lake Forest College employee must meet the following criteria: 

 

a) Is a full-time 12-month staff member or a full-time member of the teaching faculty. 

b) Has completed one year of satisfactory service with the College. 

c) Is a first-time home buyer. 

d) Has household income that falls within the calendar year Chicago Area Income Guidelines set 

annually by the Illinois Housing Development Authority (IHDA) to qualify for the state tax credit. 

e) Is purchasing a home within 15 miles of the College. 

f) Can qualify for mortgage financing from a conventional lender or mortgage company with an 

interest rate no more than 1% over the published Fannie Mae 60-day rate at the time of loan 

commitment. 

g) Is able and willing to contribute at least $1,000 from their own savings.  
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h) Demonstrates commitment to working with the EAH Program toward meeting pertinent regulations 

stipulated by participating lenders, including but not limited to credit counseling and home buying 

education. 

i) Faculty members participating in the College’s second mortgage program may also take advantage 

of this assistance if their household income falls within the limits set by IHDA to be eligible for the 

match. 

Enrollment 

Enrollment is open to all employees who meet the eligibility requirements. Eligibility applications are 

available through Human Resources. Once this form has been completed, it should be returned to 

Human Resources where it will be reviewed to determine if the employee meets the EAH Program’s 

Eligibility Requirements. If the eligibility requirements are met, Human Resources will send an 

Employee Referral Form to Affordable Housing Corporation of Lake County.  This document states 

that the employee is enrolled in the program and ready to start receiving homebuyer education from 

Affordable Housing Corporation of Lake County. 

 

The EAH Program is limited to no more than five loans per fiscal year. Affordable Housing Corporation 

of Lake County will provide counseling to all eligible employees referred by the College. Applications 

are processed on a first-come, first-served basis. Preference will be given based on criteria established 

by the College and will consider factors such as first-time homebuyer, the type of position held at the 

College and the length of the employee’s employment with the College. The down payment assistance 

will be reserved for an employee once the employee has begun counseling and obtained pre-approval for 

a mortgage. 

Program Description 

In addition to having access to the free homebuyer education, employees also will benefit from the 

individualized and confidential services of Affordable Housing Corporation of Lake County, who will 

work with eligible employees to develop a housing access plan. This plan is based on the employee’s 

individual goals and needs toward the goal of becoming a homeowner. Affordable Housing Corporation 

of Lake County will further provide homeownership education and credit counseling to help the 

employee find a home suitable for their needs and to qualify for a loan. Toward that end, Affordable 

Housing Corporation of Lake County will serve as a resource to employees as they search for real estate 

agents, mortgage lenders, bankers and other service providers.  Once the employee has obtained pre-

approval for mortgage financing, Affordable Housing Corporation of Lake County will notify the 

College to reserve the funds. The College will then verify if the employee still fulfills the EAH Program 

eligibility requirements to participate in the program and confirm with Affordable Housing Corporation 

of Lake County that down payment assistance is available for this employee. 

Down payment and closing costs assistance from the EAH Program is contingent upon the employee’s 

fulfillment of eligibility requirements, including qualification for a mortgage loan and willingness to 

contribute $1,000.  If the EAH program financial assistance is approved, then the employee will 

complete a Forgivable Loan Agreement and a Promissory Note with Affordable Housing Corporation 

of Lake County pursuant to the EAH Program before EAH Program funds can be issued. EAH Program 

funds will be made available to the employee at the closing of the home acquisition.  An employee will 

not be able to take cash away from the closing. 

 

Some employees may be eligible for additional financial assistance through the State of Illinois and 

through Lake County. The Affordable Housing Corporation of Lake County will evaluate applicants for 

eligibility and will arrange for assistance at closing.  The additional assistance will go toward down 

payment/closing costs and can be recaptured by the state if the buyer does not 1) remain in the home for 

five years, or 2) maintain the home as principal residence. 

Program Sequence 

1. The employee fills out an Eligibility Application and returns it to Human Resources. 

2. If Eligibility Requirements are met, Human Resources sends an Employee Referral Form to 

Affordable Housing Corporation of Lake County. 

3. Affordable Housing Corporation of Lake County provides homebuyer education.  Employee 

works to repair credit, save for down payment, etc., as appropriate. 
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4. Employee seeks pre-approval for financing, looks for a house. 

5. Employee signs a contract to purchase a home. 

6. Affordable Housing Corporation of Lake County sends the College a Release of Funds 

Authorization once an employee is ready to purchase a home. 

7. The College confirms that employee still meets Eligibility Requirements. 

8. A post-occupancy plan is set in place as a protection against future financial difficulties. 

9. Employee signs a Loan Agreement and a Promissory Note with Affordable Housing 

Corporation of Lake County. 

10. The College issues a check to help cover down payment and closing costs. Human Resources will 

give the employee an EAH Program loan schedule. 

11. Closing. 

12. Employee becomes a homeowner. 

13. Affordable Housing Corporation of Lake County is available to the employee for post-purchase 

support. 

 

If approved for a loan, an employee does not have to repay the loan, provided that for five years from 

the date of purchase the employee: 

 

1. Remains employed by the College, 

2. Maintains ownership interest in the purchased property, and 

3. Continuously occupies the purchased property as the employee’s principal residence. 

During the five years following the employee’s date of purchase, one/sixtieth (1/60) of the loan amount 

will be forgiven each month.  The loan, whose original principal will be no more than $5,000, will have 

a Recapture Period of five years, and the amount of the repayment shall be the amount of the loan 

reduced by one/sixtieth (1/60) for each full month of occupancy of the residence by the employee from 

the date of closing. 

 

If the employee fulfills the requirements noted above for five years, there is no obligation to pay back 

any money to the College. However, in the event that an employee does not satisfy these requirements, 

the pro-rated portion of the remainder of the loan will have to be returned to the College. 

 

Once an employee is enrolled, Affordable Housing Corporation of Lake County will attempt to answer 

any questions an employee has relating to housing stability, the EAH loan, or any other homeownership 

concerns.   

 

It is important to note that acceptance of the College’s EAH loan does not guarantee continuous 

employment. 

 

13. Leisure Use of College Facilities  
 

Members of the faculty, their spouses/partners and children are encouraged to use the library and its facilities, 

the Sports and Recreation Center Lobby and Cafe, and Commonplace for fast foods and meeting students. 

Additionally, members of the faculty, their spouses/partners and children (23 years of age and under) are 

encouraged to use the amenities the Sports and Recreation Center has to offer; however, all patrons of the 

Sports and Recreation Center must follow operating rules and regulations. Faculty/staff are also allowed 20 

guest passes per year for family and friends.  To register, guests must be accompanied by their host, have a 

valid photo ID, and sign a liability waiver upon entry.  A parent/guardian signature is required for guests 

under the age of 18.  All patrons under the age of 16 are not permitted on any cardiovascular or weight room 

equipment. 

 

In addition, most activities of the College are available to faculty and their immediate families without 

charge.  These include athletic events, exercise classes, lectures, discussions, concerts, films, and dramatic 

presentations.   
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SECTION II 
 

FACULTY ACADEMIC AND ADMINISTRATIVE POLICIES  

 

A.  FACULTY ACADEMIC POLICIES 

 

1.   Faculty Responsibilities  
  (Amended September 1, 1987) 

 

The appointment year of the teaching faculty extends from September 1 to the following August 31; 

teaching responsibilities, in general, extend from late August through commencement.  Faculty are 

expected to participate in the first scheduled events each fall and at commencement activities each 

spring unless excused by the Dean of the Faculty. 

 

The Bylaws of Lake Forest College contain the following statement of faculty responsibility:  

  

It shall be the responsibility of each member of the faculty to teach those courses assigned to them as 

effectively as possible, giving the imagination wide range in order to find the techniques of instruction 

best suited to the particular course and engaging in reading and study designed to improve the quality 

of the teaching and to increase the instructor's own knowledge.  A member of the faculty shall not 

appoint anyone to perform their duties in the classroom without the approval, in each case, of the 

President or the Dean of the Faculty.  

  

2.  Teaching Loads and Faculty Time 
(The Faculty Personnel Policies Committee drew up the following guidelines on February 8, 1979; policy 

recommended at Faculty Meeting of March 6, 1979, amended by FPPC, February 5, 2013)  

 

a.   Course Load  

 

Each faculty member is expected to teach six courses per year in addition to directing a 

reasonable number of independent studies.  In cases involving laboratory work, the equivalent 

course credit is calculated by taking one fourth of the total number of class and laboratory 

hours per week.  

 

If a course fails to attract sufficient enrollment, it may be subject to cancellation. Institutional 

guidelines for cancelling low enrollment courses are maintained by the Office of the Dean of 

the Faculty and made available online. 

 

Affirming the importance of teaching at Lake Forest, the faculty authorizes departments to 

offer a limited number of team-taught undergraduate courses, with full teaching credit given 

to two instructors, to be monitored by the Academic Resources and Review Committee 

through its process of allocating resources.  

b.   Additional Faculty Responsibilities  

  

Faculty members have many responsibilities beyond spending time in the classroom and 

laboratory. Full-time faculty members are expected to use the time not scheduled for classes 

to prepare for their classes; meet with and counsel students; participate in the life of the 

College through its committee system and its co-curricular activities; study and do research; 

be available to meet with colleagues to discuss issues of common concern and to foster a 

sense of intellectual community at the College. It is vital to the special mission of the College 

that the faculty be deeply involved in the affairs of the institution, and that they be readily 

available to students for help, advice, and encouragement.    
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c. Five-Course Policy for Faculty with Tenure  
(Amended at Faculty Meeting, February 01, 2012) 

 
Outstanding teaching is of paramount importance at Lake Forest College. Our tenured faculty 

set a high standard of excellence in teaching, and their regular presence in campus classrooms 

and labs greatly benefits our students. As a result, the Five-Course Policy must carefully 

balance this important student benefit with the benefit to tenured faculty members of a one-

course reduction in their teaching load. With this balance in mind, the Five-Course Policy is 

intended to be limited in application. It is available to tenured faculty members who, for a 

variety of reasons, may need a temporary one-course reduction in their teaching load, and the 

College does not contemplate more than a small number of faculty making use of the policy in 

any given year. 

 

1. Tenured teaching faculty members at Lake Forest College may request to be 

considered for the "Five-Course Policy" (FCP). Under this policy a faculty member may 

propose to teach five courses in a given academic year, subject to approval by the Dean of 

the Faculty. The FCP is intended to provide an opportunity for relief to faculty members  

who do not have the option of a sabbatical or other release from their teaching load in a 

given year. 

 

2. Under the FCP, the faculty member will be paid 90% of the faculty member's base 

salary, with payment spread equally over twelve monthly installments. The base salary 

represents salary compensation for a faculty member's three areas of responsibility (a six-

course-per-year teaching load, scholarship and research, and service to the college). 

a) The base salary amount will be used for all official reporting to outside 

         constituencies, such as the ACM. 

b) The base salary will be specified in the appointment letter for each faculty 

          member who adopts the FCP with the salary reduction made explicit. 

c) The College's contributions to the retirement plan and for FICA taxes will be  

 based on actual salary paid. The insurance benefits (life, health and LTD) and  

 premiums will be calculated on the base salary as is currently the practice with  

 sabbaticals. 

 

3. Faculty members who wish to apply for the FCP will need to work collaboratively with 

their department chairs to ensure that their proposal will not negatively affect the 

department’s curriculum.  

a) The FCP will not affect departmental allocation. Faculty members applying  

for the FCP are expected to work with chairs to find a suitable replacement for 

their sixth course. 

b) The FCP is not intended to be combined with other leaves or course releases 

 in a given academic year, with the exception of the course release granted to 

  the department chair. 

c) Normally, only one faculty member of a given department may be approved 

  for the FCP per year. In prioritizing requests, chairs may wish to consider 

  factors such as how recently and how frequently a faculty member has made  

 use of the policy since receiving tenure. 

 

4. Use of the FCP is determined on an annual basis, for the subsequent academic year. 

a) The FCP is not normally intended to be used for multi-year agreements. 

Faculty members may reapply in consecutive years, with approval determined in 

all cases by the curricular impact and the use of the policy within the 

department. 

b) Requests to use the FCP must be made to department chairs by Oct. 1 of the 

academic year prior to its intended use. Chairs must submit the application and 

the chair's written recommendation to the Dean of Faculty and Business Office 

by November 1. Faculty members will be notified of approval of FCP requests 

as soon as possible, but not later than March 1. 
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5. A FCP year counts as a full year of service towards sabbatical and promotion. 

 

6.  Any exception to this policy must be approved by the Dean of Faculty or President in 

consultation with the department chair. The policy may be suspended by the President at any 

time for any reason. 

 

d. Grant-supported Course Releases 

1. Faculty members who wish to submit external grant proposals that include support for 

course releases should consult with their department chairs in order to assess the 

curricular impact of the proposed course releases.  

2. Before submission, any grant proposal that includes a request for external support for 

one or more course releases must be approved by the Dean of Faculty.   
 

3.  Teacher Development   
(Approved at Faculty Meeting, March 5, 1997) 

 

Because our faculty takes pride in its commitment to teaching, a variety of resources is available: 

 

▪ The faculty mentor program; 

▪ College-wide and departmental workshops; 

▪ Off-campus programs; 

▪ Informal conversations with colleagues; 

▪ The Office of Faculty Development and Center for Academic Success 

 

Faculty are especially encouraged to exchange occasional, informal classroom visits with colleagues 

within and outside their departments. 

 

4.  Administrative Duties 
 

Depending on the amount of administrative responsibility, a department chairperson or director of an 

interdisciplinary program may, upon consultation with the Dean, reduce their teaching load by up to 

one course per year.  (FPPC, March 2 and 16, 1979) 

 

5.  Committee Service 
(Amended by the Faculty February 4, 1998.) 

 

Full-time faculty are expected to serve in a variety of ways:  on standing and ad hoc committees, as 

faculty officers, as representatives to organizations, etc.  Responsibilities will vary in the amount of 

time and work required, but an effort will be made to equalize this service over a period of time.   

 

6.  Student Advising 
 

Each faculty member is expected to serve as academic advisor to an as nearly proportionate share of 

the student body as is possible.  A faculty member whose official list of advisees exceeds a 

proportionate share by more than one-third will be considered to be carrying an overload of advisees, 

and some adjustment will be made either by reducing the advising load in a subsequent year or by a 

reduction in the normal load in some other kind of activity. 

 

Academic Advising Expectations  

Academic Advising can intersect with many different aspects of a student’s experience at the College, 

depending on the circumstances of the advisor and student. Advisors are expected to assist students in 

• fulfilling the requirements of the College’s general education curriculum and the major and 

minor programs of study 

• finding an academic path consistent with the student’s goals, interests, and aptitudes 

• solving academic-related problems 

• locating appropriate support services 

• pursuing other activities to support their development 
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Advisors are expected to make themselves available to meet or otherwise communicate with advisees 

and respond to them within a reasonable length of time.   

 

7.  Research 
 

Research and other scholarly work are expected to be a normal part of each faculty member's work 

load. 

 

8.  Invention and Patent Policy 
 

The College faculty and Trustees have approved a College Invention and Patent Policy which requires 

all faculty, staff, and students who participate either alone or in association with others in inventions or 

discoveries to disclose promptly such inventions or discoveries to the President provided that College 

time, facilities, or materials were used in connection therewith.  In addition, the College has contracted 

with Research Corporation Technologies for the marketing of such inventions as the College desires to 

assign to it. Any faculty member who believes they or a student might be affected should request a full 

statement of the College Patent Policy from the Office of the Dean of the Faculty. 

 

9. Misconduct in Scholarship 
 

The College’s Mission Statement provides that “we enable students, faculty, trustees, and 

administrators to solve problems in a civil manner, collectively.”  The policy below was written with 

that statement in mind; however, not all community members are comfortable addressing each other on 

all topics.  Campus Conduct Hotline (see appendix D) is a confidential, independent, call-in service 

that provides a simple, anonymous way for individuals to preserve the values and mission of Lake 

Forest College. 

 
 (Following approved at Faculty Meeting February 10, 1993; amended October 1996 and November 2013) 

 

a. Preamble and Summary 

Misconduct in scholarship is historically a rare occurrence.  However, should an instance arise 

in which misconduct by a member of the Lake Forest College community is alleged to have 

occurred, the College must investigate promptly, while affording the maximum protection 

both to the complainant and to the accused or respondent.  That is the intent of this policy. 

 

This policy applies to all faculty and staff at the College engaged in scholarship and research, 

including federally‐support research or research training. The policy also applies to any person 

paid by or affiliated with the College, including visiting faculty, guest researchers, or 

collaborators. Students who are accused of scholarly misconduct are subject only to 

"Academic Honesty Rules and Procedures," described here in section 10. G. below and in the 

student handbook, except in any case of misconduct in scholarship or research supported by 

outside agencies, such as the Department of Health and Human Services (DHHS)  which 

require a specific policy such as is described in this document. These students are subject to 

the policy and procedures stated here. 

 

This policy and the associated procedures will be followed when an allegation of possible 

scholarly or research misconduct in research is reported to a College official. The College will 

investigate promptly, while affording maximum protection to the complainant and to the 

respondent.  

 

Definitions 

 

“Allegation” means any written or oral statement or other indication of possible research 

misconduct presented to a College official. 

 

“Complainant” means a person who makes an allegation of research misconduct. 

“Good faith” allegation means an allegation made with the honest belief that research 
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misconduct may have occurred. 

 

“Inquiry” means gathering information and initial fact gathering to determine whether an 

allegation or apparent instance of research misconduct warrants an investigation. 

 

“Investigation” means the formal examination of all relevant facts to determine if misconduct 

has occurred and, if so, to determine the person who is responsible and the seriousness of the 

misconduct. 

 

Misconduct in scholarship or research means fabrication, falsification, plagiarism, or other 

practices that seriously deviate from those that are commonly accepted as appropriate within 

the scholarly community for proposing, conducting, or reporting on scholarship.  Misconduct 

does not include honest error or honest differences in interpretations or judgments of data, nor  

should it inhibit the spirit of free enquiry or risk-taking that is sometimes a feature of good 

research. 

 

“Resolution” means determining whether or not research misconduct has been committed. 

 

“Respondent” means the person(s) against whom an allegation of research misconduct is 

directed or the person whose actions are the subject of the inquiry or investigation. 

 

The Dean of the Faculty (hereinafter "the Dean") has responsibility for informing the faculty, 

staff, and those students falling under this policy, of the College's policy with regard to 

misconduct in scholarship, and for interpreting this policy.  The Dean may delegate the 

responsibility for informing students about this policy to the faculty overseeing the student 

research. 

 

 The procedure to be followed at Lake Forest College has three stages: inquiry, investigation, 

and resolution.  Those responsible for conducting each phase of the procedure should bear in 

mind the following important principles: 

 

▪ The College must vigorously pursue and resolve any charges of misconduct in 

scholarship or research. 

▪ All parties must be treated with justice and fairness, bearing in mind the vulnerabilities 

of their positions and the sensitive nature of academic reputations. 

▪ Confidentiality must be maintained to the maximum practical extent. 

▪ Conflict of interest, real and potential, must be minimized. 

▪ All stages of the procedure must be fully documented. 

▪ All parties are responsible for acting in such a way as to avoid unnecessary damage to 

the general enterprise of academic scholarship and research at the College.  

Nevertheless, the College is committed to informing the appropriate external funding 

agencies of its actions when the work in question is supported by such agencies.  If it is 

found that misleading data or information have been published, the College is 

responsible for setting the public record straight, for example, by informing the editors 

of scholarly or scientific journals. 

 

b. Inquiry 

The purpose of the inquiry is to determine, with minimum publicity and maximum 

confidentiality, whether there exists a sufficiently serious problem to warrant a formal 

investigation.  It is crucial at this stage to separate substantive issues from disagreements 

between colleagues (at Lake Forest College or elsewhere) that may be resolved without a 

formal investigation. 

 

i. Initiating the inquiry  

 Any allegation of misconduct in scholarship, arising from inside or outside the College, 

should be referred directly to the Dean.  The Dean may also initiate an inquiry without 

receipt of a specific allegation if evidence of suspicious academic conduct has come to 

the Dean's attention. 
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 When a complainant comes forth, the Dean's first job is to provide a confidential 

assessment. If, in the Dean's judgment, the issue involved does not amount to 

misconduct, satisfactory resolution through means other than this policy should be 

sought.  However, if in the Dean’s judgment there is an indication that misconduct has 

occurred, the Dean must pursue the case even in the absence of a formal allegation. 

 

 The Dean should also counsel those involved that, should it be determined at either the 

inquiry or the investigation stage that the allegations were both false and malicious, 

sanctions may be brought to bear against the complainant. 

 

ii. Inquiry Process 

 The Dean is responsible for conducting the inquiry.  The Dean may call upon one or two 

senior persons in the field for help where specific technical expertise is required, but this 

need should be carefully weighed against the importance of confidentiality. 

 

 The Dean should notify the President as soon as possible, and may call upon College 

legal counsel at this stage.  Every effort should be made to make personal legal counsel 

unnecessary for either complainant or respondent at this and all other stages, but all 

parties should recognize that the College counsel always acts on behalf of the institution, 

not one or the other parties. 

 

 An inquiry is formally begun when the Dean notifies the respondent in writing of the 

charges and process to follow.  This and all other documents are to be preserved for 

seven years. 

 

 The nature of the inquiry will depend on the details of the case, and should be worked 

out by the Dean in consultation with the complainant and respondent, with any colleague 

the Dean consults for assistance, and with College legal counsel.  At this stage, every 

effort should be made to keep open the possibility of resolving the issue without damage 

to the position or reputation of either the complainant or the respondent.  However, the 

Dean's primary responsibility is not to the individuals but to the integrity of academic 

scholarship and the College.  If misconduct has occurred, it must not be covered up. 

 

iii. Findings of the Inquiry 

 The inquiry should be completed, and a written record of findings should be prepared, 

within 60 calendar days of its initiation.  If the inquiry takes longer than 60 days, a 

report should be prepared citing progress to date and the reasons for the delay. The final 

report and any progress reports will be provided to the respondent and other individuals 

involved in the case. 

 

 The inquiry is complete when a judgment is made about whether a formal investigation 

is warranted.  An investigation is warranted if a reasonable possibility of misconduct 

exists. Written documentation summarizing the process and the conclusion of the 

inquiry must be preserved in the Dean's Office for seven years.  The Dean must inform 

the complainant whether the allegations will be subject to a formal investigation.  If a 

formal investigation is warranted, any external agency sponsoring the research and other 

appropriate offices, e.g. the Office of Research Integrity (ORI) in the instance of DHHS-

sponsored research, must be notified at this point.  

 

c. Formal Investigation 

 

An investigation must be initiated within 30 calendar days after an inquiry determines that an 

investigation is warranted.  In the case of DHHS-sponsored research, the Dean must provide 

the ORI with the written finding and a copy of the inquiry report within 30 calendar days after 

determining that an investigation is warranted. The purpose of the investigation is to make a 

formal determination as to whether misconduct has occurred. 
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If an investigation is initiated, the Dean should decide whether interim administrative action is 

required to protect the interests of research subjects, students, colleagues, the funding agency, 

or the College while the investigation proceeds.   

 

i. The Investigation Committee 

 

 The Dean shall appoint an investigation committee of no fewer than three persons, one 

of whom the Dean designates as chairperson.  The principal criteria for membership 

shall be fairness and wisdom, technical competence in the field in question, and 

avoidance of conflict of interest.  Membership of the committee need not be restricted to 

the faculty of the College in case outside expertise is judged to be necessary.  The 

respondent and complainant should be given an opportunity to comment, in writing, on 

the suitability of proposed members before the membership is finalized.  The committee 

should be provided with funds and administrative support if needed to enable it to 

perform its task.  The Dean should write a formal charge to the committee, informing it 

of the details of its task. 

 

ii. The Investigation Process 

 

 Once the investigation committee is formed, it should undertake to inform the 

respondent of all allegations so that a response may be prepared.  All parties, including 

the respondent, are expected to cooperate fully with the investigating committee.  The 

Committee should call upon the help of College legal counsel in working out the 

procedure to be followed in conducting the investigation.  The complainant and 

respondent should be fully informed of the procedure chosen. 

 

 Confidentiality should be maintained, except where limited information must be 

revealed to persons assisting the committee in order to allow a conclusive determination 

of the facts. Nevertheless, every attempt should be made to protect the reputations of all 

parties involved. A finding of misconduct must be by agreement of a majority of the full 

committee. 

 

 The investigation should be completed, and a full report prepared and submitted to the 

Dean, within 120 days of its initiation.  (If this deadline cannot be met, an interim report 

of the reasons for delay and progress to date should be prepared.)  A draft of any interim 

report and of the final committee report should be submitted to both complainant and 

respondent for comment before the report becomes final. 

 

 The respondent must be given the opportunity for a formal hearing before the 

investigation committee. College legal counsel should be called upon to assist in 

working out the procedure to be followed in conducting such a hearing. 

 

d. Resolution 

 

i. No Finding of Misconduct 

  

Upon determination of a finding of no misconduct, any relevant federal or other entity 

that sponsors the research under investigation must be promptly notified. ORI will be 

notified in cases that involve research sponsored by DHHS. The Dean should decide 

what steps need to be taken to clear the record and protect the reputations of all parties 

involved in the case. 

 

 If the allegations are found to have been maliciously motivated, the Dean may wish to 

recommend to the President appropriate disciplinary action.  If the allegations are found 

to have been made in good faith, precautions should be taken if necessary to prevent 

retaliatory actions. 
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ii. Finding of Misconduct 

  

Upon determination of a finding of misconduct, any relevant federal or other entity that 

sponsors the research under investigation must be promptly notified. ORI will be 

notified in cases that involve research sponsored by DHHS. In the case of faculty for 

whom a federal grant award is pending, the College must notify the relevant granting 

agencies in writing within 10 calendar days of the determination of a finding of 

misconduct or of being notified of a pending federal grant award, whichever is the 

sooner. The Dean should forward the committee report to the President with a 

recommendation of sanctions and other action to be taken.  The President should review 

the full record of the inquiry and investigation. 

 

 Possible sanctions for faculty and staff include dismissal from employment by the 

College. Procedures for faculty dismissal for cause are found in the Faculty Handbook, 

Section I.C.2.b. and c.  Sanctions against staff will be handled according to policies in 

the Staff Handbook. 

 

For students, the sanctions recommended to the President might include suspension or 

termination of the privilege of being employed to do research, suspension or termination 

of the privilege of doing research as independent study for credit, failure in the research 

project for which the student is enrolled for credit, suspension from the College, or 

dismissal from the College. 

 

In addition to notifying the relevant regulatory and sponsoring authorities and agencies, 

the College will also notify any other parties directly and professionally affected by the 

misconduct, providing such parties with any required documentation. Such other parties 

might include the complainant; co-authors, co-investigators, collaborators; and editors of 

journals that have published fabricated, falsified, or plagiarized results. 

 

e.   Record Retention and Special Reporting 

 

The full record of the investigation, including all reports, committee meeting and 

hearing proceedings, and records of testimony must be retained in a secure manner by 

the College for seven years following the completion of the proceeding or the 

completion of any DHHS or other federal agency proceeding involving the research 

misconduct allegation, whichever is later. The investigative record should not be 

archived in the personnel file of the respondent. Authorized federal agency personnel 

will be given access to the investigative records upon request. 

 

ORI will be notified immediately if: 

 

i.  the health or safety of the public is at risk, including an immediate need to protect 

human or animal subjects; 

ii.  DHHS resources or interests are threatened; 
iii.  research activities should be suspended; 

iv.  there is reasonable indication of possible violations of civil or criminal law; 

v.  federal action is required to protect the interests of those involved in the research 

misconduct proceeding; 

vi.  the College believes the research misconduct proceeding may be made public 

prematurely so that DHHS may take appropriate steps to safeguard evidence and 

protect the rights of those involved; 

vii. the research community or public should be informed. 
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10. Teaching Regulations 
 

a. Class Syllabi 
(Faculty meeting, October 4, 2017) 

Every faculty member is required to prepare a syllabus for each course taught and to provide 

the syllabus to students enrolled in the course on or before the first scheduled class meeting. 

Syllabi must be made available electronically to students. The syllabus must include the 

following elements: 

 

• Course number and title 

• Catalog Course description 

• Instructor name, office location, contact information, office hours 

• Student learning outcomes 

• Description of instructional time and expectations for out-of-class work within the context 

of a Lake Forest credit 

• Course requirements (assignments, quizzes, exams, presentations, etc.) 

• Course Materials 

• Grading policy 

• Attendance policy 

• Academic honesty policy 

• Final exam schedule 

 

Additional requirements for certain syllabi: 

• Syllabi for multiple sections of the same course should demonstrate common learning 

outcomes 

• Syllabi for courses taught both as semester-length courses and in a compressed format, 

such as summer courses, should demonstrate consistent expectations and learning outcomes 

across the different formats 

• Courses offered at several levels, such as undergraduate/graduate courses or 200/400 level 

courses, must distinguish separate learning outcomes that are appropriate for each level of 

the course. 

• Non-traditional courses (e.g. tutorials, internships) must include all required elements in the 

proposal or agreement if a syllabus is not provided. In lieu of a formal course description, the 

specific content of the course should be indicated. 

 

 Highly recommended information to include (available from syllabi memo for copying and pasting): 

• Students with Disabilities 

• Sexual Misconduct Statement 

• Faculty Diversity Commitment Statement 

• Teams Etiquette and Online Conduct 

• Bias Incident Response Policy 

• Names and Pronouns 

• Academic Support and Tutoring 

 

 A copy of each syllabus is to be submitted to the College Archivist before the end of the add/drop 

  period. 

 

In order to fulfill Federal requirements related to the definition of a credit hour, the Higher Learning 

Commission has established credit hour policies that mandate that the above information be included 

in syllabi and that the institution maintain a copy of each course syllabus for review. 

 

Faculty members are not required to follow a uniform syllabus template. However, suggested 

language for the required elements as well as recommendations for additional components for the 

syllabus are provided in a template through the Office of Faculty Development and Center for 

Academic Success. 



 

 

85 

b. Class Meetings 
 (Faculty Personnel Policies Committee, February 21, 1977) 

 It is expected that except for the instructor's illness, professional activity, or personal 

emergency, classes will meet regularly at the scheduled time.  Anticipated absences of a faculty 

member from the class are to be reported to the department chairperson or the Dean of the 

Faculty if the chairperson cannot be reached. 

 

 In any case of absence of a faculty member from a class because of professional activity, it is 

College policy that adequate arrangements be made so that actual class time not be lost. 

 

 Should professional activity require a faculty member to be away from campus for a week or 

more while classes are in session, the Dean of the Faculty must be fully apprised of the timing 

and nature of the activity beforehand. 

 

 Promptness in beginning and dismissing classes is important in maintaining the schedule. 

 

c. Policy for Non-COVID Emergency Remote Teaching 

 

The College prioritizes in-person learning, which remains the default modality. However, there may be 

limited circumstances in which remote teaching is appropriate. 

 

Faculty wishing to have any fully remote courses or significant number of remote class sessions (e.g. 

“every Tuesday remote”) should apply to the Dean of the Faculty for permission via their department 

chair. 

 

The Dean will consult the other members of the Course Management Team (Dean, Registrar, 

Associate Deans, and Assistant Dean) before notifying the relevant chair. The CMT will consider 

approvals under limited, compelling conditions. The Dean will report the decisions to CPC to 

inform future iterations of this policy. 

 

Pursuant to the spirit of section 10.b Class Meetings in the Faculty Handbook, a faculty member may 

teach the occasional individual class session remotely in order to continue instruction while, for 

instance, attending a professional conference. Should the faculty member wish to remotely teach more 

than one class session of any of their different courses within any seven-day period, the faculty 

member should fully apprise their chair and the Dean of the Faculty of the timing and nature of their 

reasoning beforehand. 

 

This policy is not intended for frequent use by any individual faculty member and is also not intended 

to have faculty feel they must teach during an illness or while at a conference. 

 

Faculty may continue to use remote technologies to meet with students outside of class (such as office 

hours) as they see fit, so long as the technology is used to facilitate connections that might not 

otherwise be possible (and not as a convenience replacement for in-person connections). 

 

Exceptions to this policy: Summer courses, remote internships, and future courses directed at non-

Lake Forest College undergraduates may be remote, with notification to the Dean followed by 

reporting to CPC. 

 

Medical or other special remote accommodations are approved through Human Resources and may 

be subject to confidentiality beyond the rest of this policy. 

 

This policy will be reviewed by CPC every two academic years, for reaffirmation or amendment. 

 

d. Class Attendance 

 (Faculty Meetings of April 3, 1979, December 4, 1996) 

 

 Because classroom activities—lectures, discussions, questions and answers—assist students in 

the learning experience, it is normally expected that students will attend class sessions.  Each 
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member of the faculty has the prerogative of establishing specific attendance regulations which, 

in the instructor's opinions, are best suited to the course.  To be in force these regulations must 

be given in writing to the members of the class at the beginning of the course.  Instructors are at 

liberty, however, to waive their stated attendance requirements at their discretion, in individual 

cases, taking care to be consistent and fair.  It is recommended that faculty encourage students 

to ask permission in advance of intended absences. 

 

 Students who miss class meetings because of participation in a "College-approved event" —so 

designated by the Dean of the Faculty—are officially excused but will be expected to make up 

any work missed and will be allowed to do so in a manner approved by the faculty member 

whose class is missed.  If, in the judgment of the instructor, making up the work missed is not 

feasible, the student may not be penalized for the absence from the class. 

 

 No required classes are held on reading days. 

 

e. Examinations 
 (Also see Statement on Academic Honesty)  

No test may be given prior to its originally designated time.  However, faculty may arrange for 

students with documented disabilities to begin an exam early if the student a) qualifies for 

extended time on exams and uses proctoring services, and b) has a subsequent class or exam that 

would begin during the usual extended time.  In such cases, students may be required to remain 

with the proctor until the beginning of the scheduled exam for the class.  As an alternative, the 

faculty member may choose to offer an exam at a later time.  The Dean of the Faculty may grant 

other exceptions to this rule at the request of the faculty member. 

Faculty will be expected to give a final examination in each course unless the nature of the 

course dictates otherwise.  A faculty member who decides that a final examination will not be 

appropriate to a particular course should notify the head of the department well in advance of 

the examination period and give the reasons for the action.  If a final term paper is to take the 

place of a final examination in a course, the students are entitled to have until the end of the 

scheduled time for the examination to submit their term papers.  (Amended, Faculty Meeting, 

March 4, 1980) 

 

As part of the above-mentioned Statement on Academic Honesty, the faculty passed the 

following regulation regarding final examinations:  "An instructor who returns a final 

examination to students must send a copy of the examination to the library, which must retain it 

for three years and make it accessible to students.” 

 

On May 2, 1967, the faculty adopted the following resolution relative to the keeping of 

examinations and term papers by faculty: 

 

Examination papers, particularly final examination papers and term papers, if not returned 

immediately to students, are to be kept at least for one term before they are destroyed so 

that they will be available for examination by students.  It is understood that papers from 

the spring term will be kept through the fall term.  Faculty members leaving the College are 

asked to leave their record books with the department chairperson, or if they do not wish to 

do so, to accept the obligation to keep these record books for at least a year in order that 

they will be available for checking records if this is necessary. 

 

f. Student Papers and Writing 

 

On May 15, 1962, the faculty adopted a resolution "strongly recommending that each student be 

required to write at least two short papers in each course throughout their college career, unless 

the course is not adapted to such a requirement," and "pointed out that such papers should be 

evaluated for content and form and that revisions should be required" where appropriate.  It is 

clear that this resolution considers all faculty responsible for encouraging and maintaining good 

standards of written expression in all areas of the curriculum, and that careful attention to the 
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quality of students' writing is indeed an integral part of faculty teaching loads. 

 

A Pocket Style Manual, by Diana Hacker, has been chosen as the style guide for the College as a 

whole and is recommended for use wherever formal term papers are assigned.  However, the 

College Writing Manual should prove adequate as a style guide for short papers, even including 

those requiring some research in secondary sources.  Individual faculty and departments are at 

liberty to establish style criteria of their own, provided these approximate the accepted standards 

of the appropriate academic or professional discipline. 

 

N.B.   

Members of the Writing Committee support the College to meet the institutional goal of developing effective 

communicators by providing quality writing instruction.  Members of the Committee serve as consultants to the 

Director of Writing Programs who serves as chair. Each year, the Director of Writing Programs in consultation 

with the Dean of Faculty will develop an agenda for the Committee's activities. Activities of the Writing 

Committee members range from assisting the Director in administration of the first-year writing requirement, 

curricular decisions for courses offered in College Writing, development of the Writing Center, assessment of 

various components of the Writing Program, faculty development programming, and judging entries for writing 

contests.   

 

g. Student Assistants 
(Approved by the Faculty February 18, 1964; amended April 1, 1992) 

 

In the use of student assistants, the obligation for determining the requirements of a course rests 

with the instructor, likewise it is the instructor's exclusive responsibility to arrive at the student's 

final grade. 

 

Instructors are expected to exercise care in selecting student assistants.  They may permit 

assistants to evaluate homework problems or exercises which are "objective" – that is, where 

grading is essentially mechanical and does not require substantial professional expertise of the 

instructor.  Instructors are expected nonetheless to supervise such grading to ensure that it is 

done properly. 

 

h. Academic Honesty 

 

The College’s Mission Statement provides that “we enable students, faculty, trustees, and 

administrators to solve problems in a civil manner, collectively.”  The policy below was written 

with that statement in mind; however, not all community members are comfortable addressing 

each other on all topics.  Campus Conduct Hotline (see appendix D) is a confidential, 

independent, call-in service that provides a simple, anonymous way for individuals to preserve 

the values and mission of Lake Forest College. 

 
(The faculty adopted the following Statement on Academic Honesty on November 2, 1983; amended 

February 12, 1985; amended March 7, 2007) 

 

Lake Forest College is committed to the highest standards of academic honesty.  These 

standards reflect the core values of our institution and, thus, are reflected in our mission 

statement.  The standards include integrity, respect, conscientiousness, self-discipline, and 

civility.  Such standards are central to the process of intellectual inquiry, the development of 

individual character, and the maintenance of a civilized community. The integrity of academic 

life depends on cooperation among students, faculty, and administrators. 

 

Academic dishonesty is any act in which a scholar fails to properly identify the sources of 

material used in their work.  

Examples of Academic Dishonesty include, but are not limited to: 

• Procuring in an unauthorized manner the questions or answers of any examination or  

employing unauthorized aids while taking an examination.  
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• Representing any work product as one’s own that was done in whole or in part by 

another person or in collaboration with another person without attribution or proper 

citation. 

• Engaging in any form of conduct or action that violates the letter or spirit of the 

College’s Academic Honesty Policy, including but not limited to: copying, closely 

paraphrasing, or using another work without explicit acknowledgement of author and 

source.  

• Submitting the same paper for credit in more than one course without the written 

consent of all instructors involved. 

• Falsifying data, citations, or other information for academic work of any sort. 

• Misrepresenting work done, including submitting a report on a performance or 

exhibit one did not attend.  

• Aiding another scholar in the violation of the Academic Honesty Policy. 

Responsibilities of Students 

Every student is to uphold the ideals of academic honesty and integrity.  Other responsibilities of 

students include:  

 

1. Students are expected to know Lake Forest College’s Academic Honesty Policy.  Ignorance 

of the policy shall not be considered an excuse or a mitigating factor in Academic Honesty 

Judicial Board proceedings. 

 

2. Students should consult faculty or staff members when they are unsure whether their actions 

would constitute a violation of Academic Honesty Policy.  

 

3. In addition to the standards regarding academic honesty given in the College Catalog, 

students are to heed all expectations regarding academic honesty as stated by their course 

instructors.   

 

4. Students are expected to know what constitutes plagiarism. A handout explaining plagiarism 

is available at the Writing Center, the Office of Faculty Development and Center for 

Academic Success, and the reference desk of the library.  

 

5. Student members of the Academic Honesty Judicial Board shall maintain the confidentiality 

of students accused of violating Academic Honesty Policy. 

Responsibilities of Faculty  

Every faculty member is to uphold the ideals of academic honesty and integrity.  Other responsibilities 

of faculty include: 

 

1.  Every faculty member is to be acquainted with Lake Forest College’s Academic Honesty 

Policy as outlined in the student and faculty handbooks. 

 

2.  Faculty are to maintain the confidentiality of students accused of violating Academic Honesty 

Policy, consistent with College policy and applicable governmental regulations. 

 

3.  Faculty and staff are to exercise caution in the preparation, duplication, and security of 

examinations. 

 

4. No test may be given prior to its originally designated time.  However, faculty may arrange 

for students with documented disabilities to begin an exam early if the student a) qualifies for 

extended time on exams and uses proctoring services, and b) has a subsequent class or exam 

that would begin during the usual extended time.  In such cases, students may be required to 

remain with the proctor until the beginning of the scheduled exam for the class.  As an 

alternative, the faculty member may choose to offer an exam at a later time.  The Dean of the 

Faculty may grant other exceptions to this rule at the request of the faculty member. 

 

5.   Faculty are to take reasonable steps consistent with the physical conditions of the classroom 

to reduce the possibility of cheating on examinations. 
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6.   Classroom tests are to be proctored with diligence. 

 

7.   An instructor who returns a final examination to students is to send a copy of the examination 

to the library, which will retain it for three years and make it accessible to students. 

 

Academic Honesty Judicial Board 

 

Composition:  The Academic Honesty Judicial Board (AHJB) is composed of a Chair and a pool of six-eight 

faculty members and at least eight students.  The Chair is a faculty member selected cooperatively by the Dean 

of the Faculty and the Dean of Students.  The pool of faculty members is appointed by the Faculty Personnel 

and Policies Committee.  The faculty members should represent diverse divisions.  The student members are 

selected using the following process:  

 

• The Dean of Students solicits nominations from students, faculty and staff during the Spring term of 

each academic year (to serve during the subsequent academic year).  Nominations must include a brief 

description of the nominee’s qualifications, and be submitted to the Dean of Students by the last day of 

classes of the Spring term. 

 

• Nominations are vetted by the Office of Student Affairs.  Nominees may not have violated the 

College’s Academic Honesty Policy nor been found responsible for any student conduct policy 

violation.  The Dean of Students may make exceptions in special cases. 

 

• Nominees whose applications pass the vetting process are invited to submit a statement indicating their 

interest and qualifications. 

 

• The Dean of Students and the Dean of the Faculty review applications and determine which students 

will join the AHJB beginning in the Fall of the next academic year.  There is no maximum size to the 

pool – all students deemed qualified may be included.  The Dean of Students informs students of their 

addition to the AHJB over the summer. 

 

Procedures:  A faculty member may bring a charge of academic dishonesty against a student if, in their 

judgment, the student has violated the Academic Honesty Policy.  The faculty member shall inform the student 

of the allegation in writing along with a recommended sanction.  Faculty are encouraged to consult with the 

AHJB Chair regarding appropriate sanctions.  The faculty member must allow an accused student up to five 

business days to consider the allegation and submit a statement admitting or denying the allegation, and 

agreeing or disagreeing with the recommended sanction. 

 

If the faculty member is unable to contact the student despite making a good faith effort to do so, they should 

submit a formal charge and any other appropriate documentation to the AHJB Chair.  In this case, the Chair 

informs the student of the formal charge and instructs the student how to proceed. 

 

If an accused student admits to violating the Academic Honesty Policy and agrees with the faculty 

member’s recommended sanction: 

 

• The faculty member and student submit their respective statements to the AHJB Chair. 

• For a first offense, the AHJB simply records the violation and sanction, notifying all 

appropriate parties (see “sanctions” below).  

• For second and subsequent offenses, the AHJB meets to determine the sanction.  The faculty 

member and student are invited to address the AHJB before sanctioning.  

 

If an accused student denies violating the Academic Honesty Policy or disagrees with the faculty 

member’s recommended sanction, the AHJB hears the case according to the following the procedure: 

 

• The faculty member and student each submit a statement and evidence to the AHJB Chair.  

• The Chair sets a date for the hearing, normally within one week of receiving the student’s 

statement, and notifies the student by email and by registered campus mail or registered U.S. 
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mail.  The hearing date may be postponed at the discretion of the Chair.  The Chair, upon 

consultation with the faculty member and the student, may summon a reasonable number of 

relevant witnesses to the hearing. 

• Any party may consult with the Chair at any time. 

• The student has the right to be assisted at the hearing by an advisor drawn from within the 

campus community.  

• The hearing consists of the Chair (who does not vote) and of a jury of 1 faculty member and 2 

student members from the AHJB. This jury of 3 must be present for hearing to proceed. A 

finding of responsibility requires 2 votes out of the 3 voting members. 

• In the event that the AHJB members agree on the finding of responsibility but are divided on 

the issue of an appropriate sanction, the AHJB first votes on the most severe of the 

contemplated sanctions, proceeding through lesser sanctions until a sanction receives at least 

two votes. 

• Evidence must pertain to the charge as determined by the Chair.  

• The Chair notifies the student and faculty member of the AHJB’s decisions by registered 

campus mail or registered U.S. mail. 

• When a case arises between semesters or during summer session, the AHJB ordinarily defers 

consideration until the following semester.  However, the student involved may elect to have 

their case determined by an ad hoc AHJB convened by the Dean of the Faculty and drawn, 

insofar as possible, from the regular AHJB, consisting of one voting faculty member, two 

students, and a non-voting faculty Chair. 

 

The judicial process outlined above is intended to provide accused students an opportunity to respond to 

allegations of academic dishonesty, thereby enabling the AHJB to make an informed decision about 

responsibility and impose appropriate sanctions. However, if a student fails to respond within five days to the 

attempt to solicit a plea or schedule a hearing, the AHJB Chair will note that the student has failed to respond 

and will schedule a hearing. The AHJB Chair will inform the student (by College e-mail) of the date, time, and 

place of the hearing at least 48 hours prior to the scheduled hearing. If the student does not enter a plea prior to 

the hearing, a plea of "not responsible" will be entered on the student's behalf. If a student fails to attend a 

scheduled hearing, the Chair may proceed with the hearing without the student and a decision will be rendered 

based upon available information. (Faculty Meeting October 2, 2013) 

 

 Sanctions:  The faculty member, Dean of the Faculty, Dean of Students, Chair of AHJB, and the faculty 

advisor are notified of any sanctions assessed for Academic Honesty Policy violations.  Furthermore, the 

Registrar is notified of any course failures.  Suspensions or expulsions from the College are recorded on 

students’ transcripts and in their permanent files. 

 

• For first offenses, the expected minimum sanction is zero points awarded for the project, examination, 

or assignment.  The maximum sanction is failure of the course.  The sanction should also include one 

or more educational components, such as informational sessions with library or Ethics Center staff, or 

repetition of the assignment for no credit. 

 

• For second offenses, the expected minimum sanction is failure of the assignment, an educational 

component, and suspension from the College for the following semester.  If the AHJB recommends 

suspension from the College, this recommendation is submitted to the President by the Chair along 

with a recommendation regarding whether the College should accept courses taken at another 

institution while the student serves their suspension.  The President then notifies the student and AHJB 

Chair of their decision by registered campus mail or registered U.S. mail.   

 

• For third offenses, the expected minimum sanction is failure of the assignment and expulsion from the 

College.  The Chair informs the President of the AHJB’s recommendation.  The President then notifies 

the student and AHJB Chair of their decision by registered campus mail or registered U.S. mail.  

 

Withdrawals:  See the section titled “Exceptions” under Course Procedures regarding withdrawals from 

courses in which charges of academic dishonesty have been brought. 

 

Appeals:  A student may ask the Dean of the Faculty to consider an appeal on procedural grounds only. 
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Student Evaluations:  When a faculty member has brought a charge of academic dishonesty against a student, 

a note indicating that such a charge was made will be included with the online summary report for the student 

evaluations for that course. 

 

i. Student Evaluations of Courses and Teaching 
(FPPC, March 29, 1978.  Amended February 7, 1995, February 15, 2008, April 4, 2014) 

 

In the spring of 2014, the Faculty authorized a change to the course evaluation instrument and the way it is 

delivered.  Beginning in the 2015-16 academic year, the new form is to be used for all courses. This new 

instrument replaces the one that the faculty adopted in 1986.  

 

ADMINISTRATION OF THE SURVEY 

 

Each term, students will be asked to complete an online course evaluation survey for each course they are 

taking (with the exception of independent studies or other credit-bearing activity for a single student). The 

survey will be available to students to complete during the final two weeks of classes each term. 

 

Students access and complete this survey online via their my.courses page of my.lakeforest. Students receive 

email reminders to complete the survey during the window that the survey is open. 

 

Because faculty will no longer be expected to provide copies of their syllabi with paper evaluation forms, they 

are required to submit digital copies of their syllabi to the Library Archive, at the following address: 

syllabi@lakeforest.edu 

 

Faculty will receive an email notification when they may access the results of the survey online via their 

my.courses page of my.lakeforest. These reports may be downloaded and printed. Faculty will not be able to 

access the results until after all grades have been submitted for that term. Evaluation results will normally be 

available within a few days of the end of the grading period. 

 

A full-time faculty member’s evaluations can also be read by the Dean of the Faculty and by the chair of the 

department or program in which the faculty member has been hired. Evaluations are also made available to PTS 

members in conjunction with third-year, tenure or promotion reviews. Department and program chairs also have 

the right to read evaluations for any class that is fully funded by allocation to the departments or programs they 

chair; such access will be granted after submission of a request to the Office of the Dean of the Faculty. In the 

case of courses that are jointly funded by multiple departments and programs, the chairs of the relevant 

departments and programs may make standing agreements with one another and with the relevant faculty 

members to read the evaluations for particular courses. 

 

THE COURSE EVALUATION SURVEY 

 

The following language will appear on the student’s my.courses page, above the link to the survey: 

 

Teaching is of primary importance at Lake Forest College. Your evaluation of the teaching in this course 

promotes outstanding teaching at the College in several ways.  The instructor reads your evaluations so that they 

can consider student views when preparing to teach this and other courses in the future.  Your evaluations are 

also read by those charged with evaluating your instructor, including the Dean of the Faculty and the chair of 

the department.  They will become part of the instructor's permanent record, to be examined carefully by the 

Promotion and Tenure Committee when tenure and promotion are considered. 

 

Although the faculty member may remind you about the dates the online survey is open and encourage you to 

complete it, the faculty member has been asked to make no other comments about the evaluation, and must not 

be present while the survey is being completed.  Moreover, the instructor cannot read these evaluations until 

after the final grades have been submitted to the registrar.  Thus you are encouraged to write honestly, knowing 

that what you write will not affect your grade. 

 

At the opening of the survey:  

 

This survey is designed to provide constructive commentary on this course, laboratory or ensemble, the 
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instructor, and your involvement in the course. It is crucial that students not influence or distract others who are 

filling out this survey. Please take the time to complete the form thoughtfully. The instructor is able to read the 

results only after final grades have been turned in. 

 

The Survey: 

 

 Part I. Please provide your overall perception of the course, laboratory or ensemble and the instructor: 

  

  

  

 

 

Part II. Please respond to the following statements regarding the course, laboratory or ensemble: 

 Students will respond to these statements using the following scale: 

 Strongly Disagree,  Disagree,  Neutral,  Agree,  Strongly Agree 

  1. The learning goals for this course were clearly communicated.  

  2. The assignments and activities in this course were relevant to the learning goals.  

  3. The expectations for student performance in this course were clearly established.  

  4. This course challenged me intellectually.  

  5. This course stimulated my interest in the subject.  

 An open box for comment on the course is provided with the following prompt:  

 Reflecting on your previous answers, do you have any additional comments about the course? 

  

  

 Part III. Please respond to the following statements regarding the instructor: 

 Students will respond to these statements using the following scale: 

 Strongly Disagree, Disagree,  Neutral,  Agree,  Strongly Agree 

  6. The instructor made effective use of class time.  

  7. The instructor presented concepts and ideas effectively in class.  

  8. The instructor answered questions in class in a thorough and understandable way.  

  9. The instructor provided constructive feedback on student work.  

  10. The instructor was available outside of class in accordance with the guidelines found in 

the syllabus.  
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 An open box for comment on the course is provided with the following prompt:  

 Reflecting on your previous answers, do you have any additional comments about the instructor? 

  

  

   

 Part IV:  

 11. I took this course (choose all that apply):  

• To satisfy a requirement of a major  

• To satisfy an elective of a major  

• To satisfy a requirement of a minor  

• To satisfy an elective of a minor  

• To satisfy a GEC requirement  

• Out of interest  

• None of the above   
 

 12. How many hours per week did you spend preparing for this course outside of scheduled class time?  

   Pull-down menu:  1-25 hours  

     13. What grade do you anticipate receiving in this course?  

A, B, C, D, F, CR/Audit, Don't know/prefer not to answer 

j. FPPC/PTS Evaluation of Advising 
   (FPPC, February 27, 2019)       

 

Faculty academic advising is an essential and integral component of the student experience at the College.  

Regular reflection and feedback can help faculty advisors determine whether they are meeting the “academic 

advising expectations” outlined in the Faculty Handbook.  Further, faculty advisors can assess whether they are 

carrying a reasonable advising load from year to year and receive recognition for performing this aspect of their 

jobs. 

 

FPPC suggests that the advisor evaluation process include data from three sources:  

 

• 1) Annual self-evaluation and reflection (in the faculty member’s annual report) 

• 2) Annual student evaluation of advising (see form at the end of this section) 

• 3) Semi-annual summary of advisor load (compiled by the Registrar’s Office) 

 

The primary purposes of these data are to promote self-reflection and, when appropriate, to spur a conversation 

between the advisor and department chair to encourage further development of the faculty member’s skills and 

contributions as an advisor. 

 

Given that academic advising is included in the “teaching component” of tenure and promotion reviews, PTS 

also will review these materials in an effort to understand the advisor’s approach to advising, students’ 

perceptions of the advisor’s effectiveness, and the advisor’s contribution to the advising at the College.  As PTS 

does not have access to faculty members’ annual reports, the candidate’s personal statement will substitute as 

the advising self-evaluation and reflection element of the dossier for Third-Year, Tenure, and Promotion 

reviews. 
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STUDENT EVALUATION OF ADVISING 

 

Each spring, students will be asked to complete an online advising evaluation survey. The survey will be 

available to students to complete after the spring registration. Students access and complete this survey 

electronically. 

 

Faculty will receive an email notification when they may access the results of the survey online.  These reports 

may be downloaded and printed. Evaluation results will normally be available within a few days of the end of 

the grading period. 

 

A full-time faculty member’s evaluations can also be read by the Dean of the Faculty, the Associate Dean 

responsible for FIYS (for FIYS advisors), and by the chair of the department or program in which the faculty 

member has been hired. Evaluations are also made available to PTS members in conjunction with third-year, 

tenure, or promotion reviews.  

 

FACULTY ACADEMIC ADVISOR EVALUATION SURVEY 

 

The following language appears at the beginning of the survey and/or above the link to the survey: 

 

Academic Advising can intersect with many different aspects of a student’s experience at the College, 

depending on the circumstances of the advisor and student. Advisors are expected to assist students in 

• fulfilling the requirements of the College’s general education curriculum and the major and minor 

programs of study 

• finding an academic path consistent with the student’s goals, interests, and aptitudes 

• solving academic-related problems  

• locating appropriate support services 

• pursuing other activities to support their development 

 

Advisors are expected to make themselves available to meet or otherwise communicate with advisees and 

respond to them within a reasonable length of time. Students are also expected to take an active role in the 

advising relationship. 

 

Your advisor reads your evaluations so that they can consider student views on the advising process. Your 

evaluations are also read by those charged with evaluating your advisor, including the Dean of the Faculty and 

the chair of the department. They will become part of the advisor’s permanent record, to be examined carefully 

by the Promotion and Tenure Committee when tenure and promotion are considered. 

 

This evaluation is anonymous. Although the advisor may remind you about the dates the online survey is open 

and encourage you to complete it, the advisor has been asked to make no other comments about the evaluation, 

and must not be present while the survey is being completed. Moreover, the advisor cannot read these 

evaluations until after the current semester has been completed. Thus you are encouraged to write honestly, 

knowing that what you write will not affect your advising relationship. 

 

 

The Survey: 

 

1. Is this advisor your primary advisor? (If you have more than one advisor, you should complete a separate 

evaluation for each advisor.)  

• Yes/No  

 

2. This advisor is my: (check one of the following) 

• First Year Studies Advisor 

• Advisor within the major (assigned to me) 

• Advisor within the major (chosen by me) 

• A substitute advisor while my advisor is away from the College 

• Transfer advisor 

• Other 
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3. If you selected ‘Other’ in question #2, please specify below.  

• [Text Box] 

 

4. Including this semester, how long has this person been your advisor? (check one of the following) 

• This semester only 

• 2-3 semesters 

• 4+ semesters 

 

5. My advisor has demonstrated knowledge about graduation requirements. 

• __ Strongly Disagree     __ Disagree     __ Agree     __ Strongly Agree   __ N/A 

 

6. My advisor is able to help me solve academic-related problems. 

• __ Strongly Disagree     __ Disagree     __ Agree     __ Strongly Agree   __ N/A 

 

7. My advisor is able to help me connect with support services on campus. 

• __ Strongly Disagree     __ Disagree     __ Agree     __ Strongly Agree   __ N/A 

 

8.  I would recommend my advisor to a fellow student. 

• __ Strongly Disagree     __ Disagree     __ Agree     __ Strongly Agree   __ N/A 

 

9. Please comment on the overall effectiveness of the advising from this faculty member. 

• [Open-Ended] 

 

k. Academic Evaluation and Appeal Procedure 

 

Students shall be evaluated by their instructors solely on the basis of their academic performance, not on their 

opinions or conduct in matters unrelated to academic standards.  Faculty members are expected to maintain 

rigorous academic standards that are consistent with the nature of their discipline(s), department(s), and 

program(s).  While students are responsible for maintaining standards of academic performance established by 

their professors, they shall have protection against prejudiced or capricious academic evaluations.  The appeal 

procedure to be followed in cases where a student does claim prejudicial or capricious grading is in the College 

Catalog. 

 

11. The Library 

 

The library program rests at the heart of the instructional process at the College. Library resources enable 

students to apply precepts, ideas, and methods introduced in class to individual questions and projects 

which develop independent inquiry skills. Faculty model this process through teaching, which is 

supported through acquisition of resources for the library collection. Research that requires materials not 

held in the collection may be provided through interlibrary loan.  

 

The College library is a member of the Consortium of Academic and Research Libraries of Illinois 

(CARLI), which facilitates borrowing from ninety Academic and Research Libraries in Illinois. The 

College library also participates in the Oberlin Group, which comprises of leading liberal arts colleges in 

the United States.  

 

a. Resources Supporting Educational Goals 

 

i. Library Staff 

ii. Print and Digital Collections 

iii. Interlibrary Borrowing and Access 

iv. Space for Study, Collaboration, and Innovation 
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b. The Faculty and The Library Program 

 

Faculty and the library program intersect at many points. 

 

i. Course Instruction and Assignments- Professors and librarians collaborate to embed 

research throughout curriculum. 

ii. Collection Management- Librarians welcome faculty recommendations and strive to 

introduce resources that support courses. 

iii. Reserves- Faculty may designate personal copies or items from the Library collection for 

reserve status, providing limited in-library use of items for students.  

iv. Faculty Research- New faculty should consult with librarians on resource availability in 

their fields. 

 

12. Self-Study and Review Process for Academic Programs and Academic Units  
 (Policy approved at Faculty Meeting of March 4, 2015) 

 

Academic programs and units are expected periodically to undergo a comprehensive review consisting of 

a self-study and a review by external evaluators. For the sake of clarity, the term “program” refers to any 

academic department or interdisciplinary program, whereas the term “unit” refers to other academic 

entities, such as Library & Information Technology, Writing Programs, Center for Chicago Programs, 

etc. 

 

The fundamental purpose of the self-study and review is to evaluate the overall effectiveness of an 

academic program/unit and to consider possible changes to enhance its effectiveness.  This is 

accomplished through a self-study supplemented by a written evaluation prepared by one or two outside 

reviewers from peer institutions.  More specifically, the goals of the self-study and review are: 

 

• To help the program/unit better fulfill its educational mission, to improve the quality of the 

teaching and learning it offers, and to enhance the program/unit’s contribution to the intellectual 

life and mission of the College 

• To review resources available to the program/unit and to ensure their wise use 

• To develop a plan of action designed to enhance the effectiveness of the program/unit in the 

coming years 

 

Generally, academic programs and units will conduct a self-study and review every eight years.  

Exceptions to the normal review cycle may be approved by ARRC or the DOF.  There will be a “self-

study year” followed by a “review year” and then six years will follow before the cycle begins again.  In 

conjunction with the Dean of the Faculty, ARRC oversees the review process, determines the schedule of 

programs/units undergoing review, and maintains specific guidelines for conducting the self-study and 

review. The guidelines—one set for academic programs and one set for academic units—provide detailed 

descriptions of the expectations and the timelines associated with the self-study and review process.  

These guidelines will be sent to programs/units in the spring prior to their self-study year by the Office of 

the Dean of the Faculty, but are also made available online.  

 

 

 B. FACULTY ADMINISTRATIVE POLICIES 

 
The College’s Mission Statement provides that “we enable students, faculty, trustees, and administrators 

to solve problems in a civil manner, collectively.”  The policy below was written with that statement in 

mind; however, not all community members are comfortable addressing each other on all topics.  

Campus Conduct Hotline (see appendix D) is a confidential, independent, call-in service that provides a 

simple, anonymous way for individuals to preserve the values and mission of Lake Forest College. 

 

1. Confidential Treatment of Records 
 (Amended September 1, 1987) 

 

The College desires to protect its undergraduates and employees from improper disclosures of 
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information, violating the confidential relationship appropriate between an educational institution and its 

personnel. Accordingly, it is our official policy not to send transcripts of record to other colleges or 

universities, to prospective employers, to government agencies or anywhere else except at the specific 

written request of the student or the graduate. The same policy applies to information concerning any 

student's activities outside the classroom: membership in organizations, disciplinary difficulties, 

participation in demonstrations, etc.  These are matters of confidence, and the College will not disclose 

them to anyone unless the student authorizes such release. Any official written communication from the 

College should be requested in writing by the student. Informal verbal references in conversation or by 

telephone should be ruled by caution and restraint, seeking to protect the individual from disclosures that 

are properly matters of private record and not for public information. Any item that is already public, 

e.g., the fact of attendance at or graduation from the College, is obviously not confidential and need not 

be treated as such. 

 

Any person on the College payroll deserves similar protection. No information should be transmitted to 

any source without specific request and authorization by the individual concerned. 

 

On May 6, 1969, the faculty approved the following: "Materials submitted in support of application for 

admission must be confidential within the faculty and professional staff." 

 

On April 4, 1967, the faculty approved the following: "To minimize the risk of improper disclosure of 

information, students' academic records should be kept separate from their disciplinary records. The face 

of students' academic records (and therefore a transcript of their record) should carry, in addition to the 

usual information concerning courses and grades, the statement that unless otherwise noted, the student is 

in good academic standing. Additional permanent notations on the face of the academic record should be 

limited to: academic probation, dismissal for academic reasons, and dismissal for non-academic reasons." 

 

2.  Office Hours 
 

 Each faculty member is required to set up and keep regular office hours which must be included in their 

syllabi should be posted just outside of the office door. Arrangements to see students by special 

appointment, when this is called for, should also be made. 

 

3. Administrative Support 
 

 Administrative support is provided, and the Assistant Dean of the Faculty for Operations facilitates and 

communicates the specifics of the process.  

 

 Multiple copies of materials for distribution to classes, unless they are only two or three pages in length, 

cannot be completed on short notice. More extensive uncopyrighted texts must be requested well in 

advance of the time they are needed. 

 

4. Copying 
  

a. Copying (including photocopying, scanning, re-recording, space shifting)  

Each department budgets for the photocopying of materials needed for classroom instruction. 

Print Services can make photocopies; faculty are required to specify whether a given copying 

job is to be charged to a department or office or paid for in person (if the material to be copied is 

for private use). Alternatively, photocopies may be made at copiers in academic buildings, and 

scanners.   Faculty should consider U.S. Copyright Law and the Fair Use exemption when 

making copies.   

 

Faculty may choose to scan and electronically distribute material rather than photocopy it.  

Scanning removes paper costs and waste, but faculty should note that copyright considerations 

apply to scanning as they do to photocopying.  The same is true for re-recording and space 

shifting (converting recorded material into an electronic (and downloadable/streaming) format). 

 

b. Guidelines for U.S. Copyright Law and the Fair Use Exemption 

In fulfilling its mission to “foster creative talent and independent research,” the College strives 
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to honor copyright law (Title 17, Sec. 101-106 of the United States Code) and also exercise its 

rights under the fair use exemption to this law. CPC approved “A Copyright Policy for Lake 

Forest College” in 2008.  The text of the policy is on my.lakeforest.edu. 

 

If fair use does not apply to a proposed use of copyrighted material, permission (usually in the 

form of a license) must be granted by the copyright holder, and a fee may be required.  It is the 

responsibility of faculty to determine whether permission to use material is required, and for 

obtaining any required permission in a timely manner.  This responsibility does not transfer to 

the staff person who may do the actual copying for the faculty member.  The College cannot 

support the legal case of any member of the College community who is accused of copyright 

infringement and cannot demonstrate that they followed a reasonable interpretation of the 

College policy outlined fully in the 2008 guidelines. 

 

Material published in the United States by the federal government and/or before 1925 (as of 

January 2020; this date will advance by one year each January until 2072) is in the public 

domain and may be freely used in any manner.  Material published 1925 or later may be 

covered by copyright.  

 

Copyrighted material may be copied for an individual’s research and study needs.  

  

Copyrighted material used in classroom instruction is likely to be covered by the fair use 

exemption to U.S. copyright law.  There are four factors to consider when determining whether 

fair use applies: the purpose of the proposed use; the nature of the original material; the amount 

of the original material to be used; and the market impact the proposed use may have on the 

copyright holder. 

 

To be covered by fair use, it is necessary to meet at least one of the factors fully – ideally, two 

or three factors would be met. 

 

For more information about determining whether a particular item is covered by copyright (U.S. 

or otherwise), or for help in applying the four factors, please consult the 2008 document “A 

Copyright Policy for Lake Forest College” on my.lakeforest 

 

5. Lake Forest College Information Technology Policies 
 (Effective February 8, 1994) 

 

These policies can be found at Information Technology Services (lakeforest.edu)  

 

6. Telephones 
 (Effective August 1992) 

 

Lake Forest College uses an internally managed voice over IP telephone system that makes available a 

range of special features. All (full-time) faculty phone numbers are direct dial access from outside the 

college. For information about how to use the telephone system, faculty are referred to the Service  Desk. 

 

All phones in the system restrict outgoing calls based on the location being called. Faculty can place calls 

within the continental United States. Questions about country or region restrictions outside of the United 

States should be directed to the Service Desk. 

 

Faculty are also provided with a voice mail box associated with their telephone extension. Faculty are 

encouraged to password-protect this voice message mail box to ensure others do not listen to their voice 

mail. 
 

7. Mail 
 (Amended September 1, 1987) 

 

All year, all faculty mail is delivered to the department office in each building. During breaks and over 

the summer, mail can be retrieved directly from the department office. 

https://foresternet.lakeforest.edu/academic-resources/information-technology-services
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Outgoing College mail/parcels and accountable shipments (UPS Next Day) should be deposited by 2:30 

p.m. in order to be metered or processed for mailing/shipping that day. The slots for deposit of United 

States mail and campus mail are located in the Mohr Student Center and Stuart Commons, below the 

outgoing Mailing Services window. The name of the office or department sending the mail should be 

placed on the envelope/package and all labels must be typed. 
 

Personal mail may not be deposited without proper postage affixed, nor may College stationery be used 

for personal mail. 
 

Only First Class mail is forwarded; all other is discarded. Mailing Services uses the address in the 

directory to forward mail. If another address is appropriate, please notify Mailing Services via email at 

stanley@lakeforest.edu.  

 

Faculty members who will be on leave (sabbatical) or in off-campus programs should notify Mailing 

Services as to what should be done with their mail/packages and provide pre-addressed forwarding 

labels. 

 

8. Bookstore 
 (Amended August 2022) 

 

The bookstore is an online platform managed by Akadémos.  

 

9. Van Reservation Policy 
(Summer 2022) 

 

Use of College Vehicles Reservations of college vehicles are coordinated through Facilities Management ext. 

5040.  

 

Facilities Management currently has two 15-passenger buses and three 7-passenger minivans that can be 

reserved for College-funded and College-sponsored activities. Only approved registered faculty or staff 

members may drive either the 15 passenger buses or the 7-passenger minivans. Only approved registered 

students, who are at least 20 years of age and a junior-level or above student may drive the 7-passenger 

minivans. Persons not associated with the College community are not permitted to operate or ride in the 

vehicles.  

 

To become registered as an approved driver each applicant must visit the Department of Public Safety to 

complete, sign and submit an Individual Driver Record Request Authorization form. A legible copy of the 

applicants U.S. driver’s license must also be provided. Licenses from foreign countries cannot be accepted.  

 

Each applicant’s information will be submitted to the Department of Motor Vehicles to obtain a current motor 

vehicle report (MVR). The MVR will be evaluated to determine if the applicant’s driving history achieves 

compliance with the College’s auto insurance carrier’s requirements (a copy of which may be obtained from the 

Department of Public Safety). Anyone failing to achieve compliance with the insurance requirements will be 

prohibited from operating a college vehicle.  

 

Applicants with approved MVR’s will be assigned an on-line driver training program. After passing the training 

program exam, the applicant will be informed by Public Safety to contact Facilities Management to schedule a 

road test. Upon successful completion of the road test Facilities Management will provide the approved driver a 

copy of the current vehicle rental policy and Cellular Phone Policy while Driving. Both policies must be 

reviewed and signed.  

 

A faculty or staff sponsor must approve a van reservation; students may not reserve vans. A sponsor who 

approves the reservation or accompanies a trip does not necessarily have to drive or be a registered driver. To 

make a reservation, a van reservation form must be filled out completely and submitted to Facilities 

Management at least 72 hours in advance.  

 

Reserved vehicles are available on a first-come, first-served basis.  
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Certain other restrictions that affect driving distances, “co-pilots”, and accompaniment by an adult over the age 

of 25 also may apply. These conditions are listed in the written van policy. The driver is expected to know and 

abide by these restrictions as a condition of using a vehicle.  

 

The cost of reserving vans is $1.00/hr and $.50/mile. Misuse or damage of vehicles will be the responsibility of 

the assigned driver and the faculty advisor who authorized the van rental. 

 

10. No Smoking 
  

No smoking is allowed in any classroom, seminar room, studio, laboratory, library public area, the 

auditorium, the field house, or the chapel. (Please refer to the Student Handbook for the No-Smoking 

Policy.) 

 

As a result of an ordinance passed by the Lake Forest City Council, which took effect Friday, September 

1, 2006: 

 

a. Smoking is prohibited inside any and every building on campus. This includes the grounds shed, the 

carpentry shed, faculty offices, in other words, in any and every enclosed space on campus. 

b. Smoking is prohibited inside all College-owned vehicles, including all FacMan and Public Safety 

vehicles. 

c. Outdoor smoking on our campus is prohibited in the following areas: 

• Within 25 feet of any entrance to any campus building (including all residence halls) 

• In the stands of Farwell Field 

• On the patio outside the Mohr Student Center 

 

People who wish to smoke may do so outside as long as they are more than 25 feet from a building 

entrance. 

 

By virtue of a state law signed by Governor Blagojevich in May 2006 (SB 2465, which amended the 

Illinois Clean Indoor Air Act), smoking is now prohibited in ALL residence halls, including the south 

campus apartments. 

 

11. Pets on Campus  
(Added September 2019) 
 

Dogs and other pets are not permitted inside campus buildings, unless authorized by a designated campus 

authority.   

 

If a student, faculty, or staff member brings pets onto outdoor areas of campus, they must always consider 

the safety, health and potential fears others may have in the presence of animals. Dogs must be leashed 

and/or under an owner’s physical control at all times, and may not be permitted to run at large, i.e., to run 

or roam outside the owner’s control. Public Safety may ask a student, faculty, or staff member to remove a 

pet from campus if the pet is violating these rules, creating a nuisance or otherwise disturbing a member of 

the campus community.  

 

Pet owners are responsible for cleaning up waste left by their pet on campus, and failure to do so will result 

in the pet no longer being allowed on campus. Pets must also be licensed and wearing identification tags. 

 

12. Drug-Free Workplace Policy 
(Revised March 2015, Updated January 2020)  

 

The College’s Mission Statement provides that “we enable students, faculty, trustees, and administrators 

to solve problems in a civil manner, collectively.”  The policy below was written with that statement in 

mind; however, not all community members are comfortable addressing each other on all topics.  

Campus Conduct Hotline (see appendix D) is a confidential, independent, call-in service that provides a 

simple, anonymous way for individuals to preserve the values and mission of Lake Forest College. 
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Lake Forest College is committed to maintaining a workplace free from the effects of alcohol and illegal 

drugs in compliance with applicable laws. Illegal drugs, as referred to in this policy, include drugs that 

are not legally obtainable, as well as drugs that are legally obtainable but used for illegal or unauthorized 

purposes. The unlawful possession, use, distribution, sale, or manufacture of controlled substances is 

prohibited on College premises and, if witnessed, should be reported to the Public Safety, Human 

Resources Director, department head, or direct supervisor. Note: In June of 2019, the Illinois legislature 

passed Public Act 101-0027, which legalized personal use and possession of cannabis in the state of 

Illinois in January of 2020. However, cannabis remains illegal under federal law. Lake Forest College 

complies with the federal Drug-Free Schools and Communities Act, which requires a drug-free campus 

community. Therefore, Lake Forest College prohibits the possession, use, manufacture, cultivation, 

dissemination, and storage of cannabis by students, faculty, staff, visitors on campus and properties and 

at College events.  

 

While on Lake Forest College premises and while conducting business-related activities off Lake Forest 

College premises, you may not be under the influence of illegal drugs or alcohol. Nor may you be in any 

condition that impairs your work performance due to drug or alcohol use or abuse. Violations of this 

policy may lead to disciplinary action, up to and including immediate termination of employment. Such 

violations may also have legal consequences. 

The legal use of prescribed drugs is permitted on the job only if it does not impair your ability to perform 

the essential functions of the job effectively and in a safe manner that does not endanger other individuals 

in the workplace. If you are taking prescribed drugs which may affect your attentiveness, cause 

drowsiness, or otherwise impair your abilities, please notify your supervisor or Human Resources of this 

fact so modifications to job duties can be made if appropriate. 

 

If Lake Forest College has a reasonable suspicion that an employee has violated this policy, it will 

conduct an investigation, which may include an unannounced search of Lake Forest College premises or 

property and/or the employee’s personal property. Lake Forest College may also order any employee 

reasonably suspected of having used or being under the influence of alcohol or illegal drugs while on 

duty to take a test for the presence of drugs or alcohol. Such test will be conducted by an independent 

laboratory at Lake Forest College’s expenses. Any employee asked to undergo a test will be suspended 

with pay from work until test results are available and a further determination is made.  

 

Failure to abide by this policy or refusal to consent to testing when requested will result in disciplinary 

action, up to and including immediate termination, even for a first offense. 

 

If you have a drug or alcohol problem that has not resulted in and is not the immediate subject of 

disciplinary action, you may request approval to take unpaid time off to participate in a rehabilitation or 

treatment program. Leave may be granted if you agree to abstain from use of the problem substance, you 

abide by all Lake Forest College policies, rules, and prohibitions relating to conduct in the workplace, 

and if granting leave will not cause Lake Forest College undue hardship. Employees with questions or 

concerns about substance dependency or abuse are encourage to discuss these matters with their 

supervisor or the Human Resources Director to receive assistance or referrals to appropriate resources in 

the community. 

 

If you have questions on this policy or issues related to drug or alcohol use in the workplace you may 

discuss them with the Human Resources Director without fear of reprisal. 

 

13. Drug and Alcohol Abuse Prevention Policy 
(Required by the Federal Government for a drug-free school) 

 

Pursuant to the requirement of Public Law 101-226, Lake Forest College announced and implemented 

the following statement regarding a drug-free school in October 1990. 

 

a. Prohibited Conduct 

 

The unlawful possession, use, or distribution of illicit drugs or alcohol by students and 

employees on College property or as part of any College activity is prohibited. 
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b. Applicable Legal Sanctions 

 

i. The Illinois Criminal Code classified drug-related offenses (e.g.: Manufacture or 

delivery of a controlled substance, engaging in a calculated criminal drug conspiracy, 

drug trafficking, unauthorized possession, etc.) as either Class A misdemeanors or 

Class 1, 2, 3, 4, or X felonies depending upon the severity and nature of the conduct. 

The following criminal penalties are applicable to the identified categories of 

offenses: 

 

Category of Offense Monetary Fines Imprisonment 

Class A Misdemeanor           $    1,000 Up to 1 year 

Class 4 Felony Up to $  15,000 1 to 3 years 

Class 3 Felony Up to $150,000 2 to 4 years 

Class 2 Felony Up to $200,000 3 to 7 years 

Class 1 Felony Up to $250,000 4 to 15 years 

Class X Felony Up to $500,000 6 to 60 years 

 

 ii. The applicable Federal penalties and sanctions for illegal possession of a controlled           

substance are given on the attached Appendix A. 

 

c. Counseling Services and Rehabilitation Program 

 

The use of illicit drugs and the abuse of alcohol may result in serious health consequences. A 

description of health risks associated with substances covered by the Controlled Substances Act 

(21 U.S.C. 811) is given on the attached Appendix B. A summary description of health risks 

associated with alcohol is given on the attached Appendix C. For additional information, consult 

pamphlet, Drugs and the Body, which is available in the Personnel Office. Students 

experiencing problems with drug and alcohol abuse are encouraged to seek assistance in the 

Counseling Center. The Center offers individual counseling and may offer peer Counselors and 

Drug and Alcohol Support Groups for additional assistance. Employees with group health 

insurance coverage should refer to the booklet, Summary Plan Description, Lake Forest College 

Point-of-Service Plan, for coverage on drug and alcohol treatment. In addition, the Human 

Resources Office has available as a reference resource, Human Services for Lake County 

People. 

 

d. College Sanctions and Penalties 

 

Lake Forest College employees and students found in violation of the prohibitions set forth in 

their respective Handbooks will be subject to disciplinary action up to and including termination 

or suspension and possible referral for prosecution. Each case will be evaluated on an individual 

basis. It is possible a disciplinary sanction may include the completion of an appropriate 

rehabilitation program. 

 

e. Biennial Policy Review 

 

This policy will be biennially reviewed by College Council to determine its effectiveness and to 

recommend changes to the program to the President if they are needed. Such a review will also 

determine that the College's disciplinary sanctions are consistently enforced. 

 

14. Safety 
 

The College’s Mission Statement provides that “we enable students, faculty, trustees, and administrators 

to solve problems in a civil manner, collectively.”  The policy below was written with that statement in 

mind; however, not all community members are comfortable addressing each other on all topics.  

Campus Conduct Hotline (see appendix D) is a confidential, independent, call-in service that provides a 

simple, anonymous way for individuals to preserve the values and mission of Lake Forest College. 
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Lake Forest College is subject to the Federal Occupational Safety and Health Act of 1970. The purpose 

of this Act is to assure safe and healthful conditions of work for everyone. Since we are required to 

maintain injury and illness records, your concern for safety and your cooperation in reporting is essential 

if we are to have an effective program. 

 

Each faculty member is asked not only to exercise care but to report dangerous working conditions such 

as slippery floors, inadequate wiring, sidewalk hazards, etc.  Everyone is asked also to report accidents 

on forms available from the Personnel Office and to attend meetings and films on safety and health when 

they are offered.  Those in charge of laboratories, in particular, are asked to know the appropriate safety 

regulations and see that they are observed. 

 

Weapons Policy  
(Approved by Faculty, May 6, 2009, amended March 19, 2014) 

 

Lake Forest College is committed to providing a safe environment for work and study. Violent behavior 

and threats of violence are strictly prohibited on College property. The possession or use of weapons of 

any kind, including firearms and explosives, is also expressly prohibited in College-related activities or 

on College property, except that an Illinois Concealed Carry Licensee who has a concealed firearm inside 

their vehicle shall be permitted to keep the firearm inside the vehicle and park the vehicle in a Lake 

Forest College parking lot.  A licensee may keep the firearm, or ammunition, concealed in a case within a 

locked vehicle or in a locked container out of plain view within the vehicle while it is parked in a College 

owned parking lot. “Case” is defined as a glove compartment or console that completely encases the 

weapon or firearm and its ammunition, the trunk of the vehicle, or a weapon or firearm carrying box, 

shipping box or other container.  A licensee may carry a concealed firearm in the immediate area 

surrounding the vehicle solely in order to store the firearm within the trunk or retrieve it from the trunk, 

as long as the firearm is unloaded before it is carried outside the vehicle. 

 

As any object has the potential to become a weapon, the College reserves the right to define a "weapon" 

based on its potential for damage or threat. Replicas and facsimiles of weapons are similarly prohibited. 

Any weapons found in violation of this policy may be immediately confiscated. In addition, any claims 

that an individual possesses a weapon or explosive will be responded to as an actual threat, whether or 

not evidence of said weapon or explosive exists. This prohibition applies to all students, faculty, staff, 

independent contractors, and visitors. Violators of any part of this policy will be subject to disciplinary 

action which may include immediate removal from the campus or sanctions including dismissal from the 

College. When warranted, violations will be referred to local law enforcement officials. 

 

Hazardous Materials  
(Approved by Faculty, May 6, 2009)  

 

Other than for educational purposes, Lake Forest College community members may not possess or use 

materials and articles that can create hazardous conditions on College property. Removal of laboratory 

chemicals or hazardous materials from academic buildings must be intended for academic purposes and 

endorsed by a faculty member. College Public Safety personnel and health safety staff will determine 

what materials and situations constitute hazardous conditions. This prohibition applies to all students, 

employees, independent contractors, and visitors. Any hazardous materials found may be immediately 

confiscated. Violators of any part of this policy will be subject to disciplinary action which may include 

immediate removal from the premises or dismissal from the College. 

 

Workplace Threats and Violence 
(March 31, 2015) 

 

As part of its commitment to workplace safety, Lake Forest College is committed to providing a 

workplace that is free of threats or acts of violence and to protecting its employees from such conduct on 

its premises. In keeping with this commitment, we have established a strict policy that prohibits any 

employee from engaging in behavior that is violent, threatening or intimidating, while on duty or on Lake 

Forest College business. This policy applies to all employees, including management and non-

supervisory staff. Lake Forest College will not tolerate those who make threats, engage in threatening 
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behavior, or commit acts of violence or threatening behavior on its premises by non-employees, such as 

visitors, guests, students, or family members of its employees. 

This policy prohibits not only physically violent behavior, but also behavior that is threatening, harassing 

or intimidating. Prohibited behavior includes, but is not limited to: 

 

• Possession of firearms, explosives, weapons such as knives, or any other hazardous or 

dangerous devices on any College property or at any organization function, whether on or off 

premises. Additionally, use of any item as a weapon is prohibited. 

• Disorderly conduct on College property, including fighting, inciting/provoking another fight, 

battery, attempted bodily injury, or physically abusing employee or visitor. 

• Using abusive or threatening language, coercing, threatening or otherwise harassing any 

employee or visitor. 

• Actual or threatened physical violence towards another employee or visitor. 

 

 

All employees are responsible for being aware of and reporting potentially violent behavior, 

including any incident involving threats or acts of violence. Reports should be made immediately to 

the employee’s supervisor, the Human Resources Director, or to any manager. The matter will be 

investigated and any appropriate corrective action taken. Violations of this policy will lead to 

disciplinary action, up to and including immediate dismissal. 

To assist Lake Forest College in its efforts to maintain a violence-free workplace, employees are 

strongly encouraged to notify the Human Resources Director about any restraining order in effect or 

any potentially violent situation outside of work that could results in violence in the workplace. 

Employees who become aware of any other workplace security hazards or who have suggestions for 

increasing security in the workplace should also speak with the Human Resources Director. Employees 

making reports as encouraged by this policy will not be retaliated against, and Lake Forest College will 

not tolerate any such retaliation.  

15. Lactation and Breastfeeding Policy 
(March 31, 2015) 

PURPOSE 

The Lake Forest College will make every effort to provide an acceptable, private area for nursing 

mothers. 

 

POLICY 

The Lake Forest College is in compliance with all applicable Federal and State lactation and breast-

feeding laws, as well as other applicable anti-discrimination laws and regulations. 

 

In accordance with State laws and the Lake Forest College Hours of Work Policy, nursing mothers will 

be allowed to utilize their break or meal time each day to express milk. Employees who need a different 

time or additional time should make arrangements with their supervisors.  

 

The College will make a reasonable effort to provide a private area for nursing mothers. It is the 

responsibility of the nursing mother to request such a space, in writing, to the Human Resources Director. 

The Office of Human Resources will work with the Facilities Management department to locate such a 

space and communicate the location, in writing.  

 

16. Liability Insurance Coverage 
 (Issued by the Vice President for Business Affairs on October 31, 1988, at the request of College Council) 

 

Lake Forest College is a corporation.  As such it maintains insurance coverage to protect itself and its 

employees when they are performing their duties as an employee.  The coverage provides attorney fees 

as well as liability coverage to specified limits.  Areas of specific interest are as follows. 

 

Automobile 

College vehicles are covered by the general College insurance when driven by an authorized driver for a 
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permitted use.  If the use is improper, or by an improper driver, the College insurance would be primary, 

but it is fair to assume our insurance company would seek recovery of damages from the driver. 

 

A personal car used for a College purpose does not have College insurance coverage.  If an accident 

occurs with a personal car while on College business the first coverage is the individual's personal 

insurance.  The same applies to student cars, but here a faculty member may have an additional exposure.  

If the faculty member lets a student drive a student car on a College event and does not check to see if 

that student has a driver's license, insurance, and a generally appearing safe car, it is possible that a judge 

or jury may look to the faculty member for some damages, especially for innocent passengers. 

 

General accidents 

An accident in a lab, athletic field, the radio station, at the Mohr Student Center and Stuart Commons, the 

Library, and any number of such events would be covered, again if in the general performance of a duty 

within the scope of your employment as a faculty member of the College.  Insurance for accidents at an 

internship location would provide coverage to the College, the student and the faculty member–again, so 

long as they are acting within the scope of their duties. 

 

Other 

The College carries a number of miscellaneous liability coverages such as libel, slander, defamation of 

character, false arrest, malicious prosecution, corporal punishment and sexual misconduct.  For these 

exposures our policy covers as insureds the College and the faculty member, but again, only while acting 

within the scope of employment. 

 

A faculty member not authorized to coach in the athletic department but who does so is not acting within 

the scope of faculty duties and would not be covered. 

 

In the event of an accident, it is advisable that the faculty or staff member/s involved make factual notes 

of the situation as soon as possible.  Editorializing, fixing blame, or bringing in weakly-related facts 

could cause problems in the event of a lawsuit.  Remember that you and/or what you have written can be 

subpoenaed.  It will be up to the judge or jury to assimilate the facts and come to a decision, not you.  If 

you put observations or conclusions into a report it can be turned pretty easily to benefit either side.  Just 

make notes that will help you remember what happened, even if a few years later.  Such things as date, 

situation (how soon were paramedics called and arrived, etc.) and emergency procedures used are 

examples.  Stating that "the paramedics arrived quickly" is a judgment, but noting they were called at 

12:02 and arrived at 12:10, or that they arrived in approximately 10 minutes, are facts.  Write these notes 

for yourself as soon as you can after the incident. 

 

CAUTION 

There is always a chance that a judge or jury will rule that a person is guilty of willful and wanton 

negligence.  If that is judged the case, a penalty may be assessed directly on the faculty or staff member 

even if they are doing their assigned duty and the insurance carrier is not permitted to reimburse.  This is 

relatively rare, but if an obviously drunk student was told to drive a group on a snowy day, this could fall 

under such negligence. 

 

When dealing with students relative to liability, just put yourself in the shoes of a parent and govern 

yourself accordingly.  Accidents will happen in the normal course of events, but what no one wants are 

accidents that could have been averted with reasonable action, watchfulness and control. 

You may wish to review your personal insurance coverage with your carrier to be sure that your limits 

are high enough. 

 

17. Emergency Weather Policy 
 (February 8, 1995) 

 

Severe weather conditions occasionally require the closing or early dismissal of the Lake Forest College 

campus for most teaching, administrative, and public event activities.  Lake Forest College is a 

residential school and cannot close completely; students expect and must be provided minimum services.  

Therefore, some employees will be expected to work during a weather emergency. 
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During emergencies that may not warrant closing the College, employees are encouraged to be as 

flexible as possible in adhering to the normal work schedule while supervisors are encouraged to 

consider the safety of the employees. 

 

Closing of the Campus Prior to the Beginning of the Normal Workday 

Responsibility for the decision to declare an emergency closing of the campus rests with the President. 

Second in Command is the Dean of the Faculty, who will make the decision in the President's absence. 

When a closing is declared: 

 

a. Classes are cancelled. 

b. Most administrative offices are closed. 

c. All buildings/functions are closed/cancelled with staffing as determined by relevant College 

offices, except residence halls, Facilities Management, Security, Library, Cafeteria, Sports and 

Recreation Center, Switchboard, Health Center, Office of Student Affairs. 

 

The President will make the decision to close by 6:00 a.m. As soon as a decision to close has been made, 

the President or the Dean will immediately notify Public Safety and an announcement will be broadcast 

on WKRS 1220 AM, WBBM 780 AM, and WIIL 95.1 FM. The Business Office will broadcast a voice 

mail message announcing the close to all campus phones. Individual employees may call Security, but 

departments are advised to establish a telephone tree to ease communications. 

 

All Administrative staff and faculty are exempt employees of the College. Unlike non-exempt (biweekly) 

employees, salary is unaffected by the Emergency Weather policy. This policy is included for its 

procedural information only. 

 

When the College Does Not Close 

 

When the College is open, yet the National Weather Service issues a travel advisory for the Chicago area, 

the President may declare the day an Emergency Weather Day. 

 

Early Dismissal During the Day 

 

The intent here is to keep travel safe for employees. The Business Office will notify departments when 

employees are to be released via broadcast voice mail. Supervisors are responsible for ensuring that 

employees without phones are notified.  

 

18. Security 
 

 The College recommends that faculty lock the doors of their offices when they are unoccupied and to 

keep assistants’ offices, equipment rooms, and laboratories locked except when they are in use.  Outside 

doors of buildings should be kept locked when they are scheduled to be closed. When a faculty member 

uses their outside door key to enter a building, they should be careful to see that the door is locked after 

use. Classroom doors do not have to be locked during the day, however classrooms with expensive 

equipment should be locked during quiet hours.  

 

Keys for offices, classrooms, and laboratories are available to faculty upon requisition from the Office of 

Facilities Management.  An academic department chair must request a key for a faculty member by 

completing an electronic form that is sent to the Dean of the Faculty, whose approval is required.  The 

same form, submitted in the same way, may be used to request a key for a student to permit the student to 

enter to enter one or more rooms in a classroom building; each such form must be signed electronically 

by the requesting faculty member, student, department chair and Dean of the Faculty.  Master or sub-

master keys may not be issued to students, and faculty members should never lend such a key to a 

student. A valid College ID must be presented when collecting keys from the Office of Facilities 

Management. 

 

The loss of a key is a serious matter, because it requires College resources to secure buildings and replace 

lost keys. As a result, the College will impose a $50 fine for the loss of a key or the failure to return a 

key, and $100 for two or more keys. The first instance of loss is waived, unless a second loss occurs 
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within a twoyear period from the first. In that case, the faculty or staff member must pay the combined 

fine from both the first and second losses. All subsequent instances of loss after the first are subject to the 

penalty of $50 for one key, and $100 for two or more keys.   (FPPC 10/18/2019) 

 

19. Administration of Academic Departments 
 (March 2, 1976; October 3, 1984; February 1, 1995) 

 

Academic departments are basic administrative units of the College headed by persons under the title of 

Chairperson, who are appointed by the Dean of the Faculty for three-year terms which are, in principle, 

renewable and, at intervals, repeatable. In departments that have other faculty clearly qualified to carry 

out the responsibilities, an endeavor may be made periodically to replace the chairperson in order to 

share the honor, the opportunities, and the responsibilities of the position, and to encourage new 

outlooks. 

 

The title of chairperson does not carry with it additional remuneration. Course loads for chairpersons are 

negotiated with the Dean of the Faculty. 

 

a. Responsibilities of Chairpersons 

 

Chairpersons assume the primary responsibility for creating and maintaining, in their respective 

departments, environments that stimulate reflective and critical learning as a common endeavor 

of faculty and students. They also are primarily responsible for creating and maintaining, for 

faculty and students, conditions that favor the discovery and the development of outlooks, 

interests, and abilities in their respective disciplines in relation to the larger liberal arts program. 

 

The Chairperson is thus asked to: 

 

i.    review and develop the departmental curriculum; 

ii.    encourage departmental faculty research and professional development; 

iii. recruit and orient new faculty; 

iv. encourage improvements in teaching; 

v.    determine and respond to departmental and individual needs; 

vi. determine and respond to the concerns of students in the department; 

vii. determine an equitable distribution of advisees among department members and, when 

appropriate, assign advisees to faculty members in order to balance faculty workload within 

the department; 
viii. coordinate departmental programs with extra-departmental curricula and activities; 

ix. hold regular meetings of the department in order to involve faculty in departmental affairs; 

x.     arrange consultations and meetings with the student academic advisory committee, as 

required by College governance; 

xi. be responsible for departmental administrative matters, including the development and 

submission of a proposed annual budget, and the monitoring of the allocated budget; 

xii. consult with senior members of the department faculty on matters of promotion and tenure; 

xiii. write required reviews of departmental faculty. 

The Dean of the Faculty is responsible for assisting and supervising the performance of 

chairpersons in office and for exploring with them ways and means of stimulating departmental 

and individual faculty development. 

 

b. Chairperson Review 

 

The Dean of the Faculty is responsible for gathering information relevant to the third-year 

review of chairpersons and for making decisions of appointment, reappointment, or replacement 

of chairpersons in their respective departments. 

 

Review of approximately one third of the chairpersons will be made each year. 

 

Chairpersons will be evaluated in the third year of their service. The evaluation will consist of 
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both a review of the performance of the chairperson and a consideration of a possible 

replacement of the chairperson. 

 

By February 15 of the third year of a chairperson's service, the Dean of the Faculty will solicit 

letters from and, if the Dean wishes, also interview each member of the department with the 

purpose of assessing the performance of the chairperson in fulfilling various responsibilities 

listed in the Faculty Handbook and the feasibility of other members of the department as 

possible chairpersons. On the basis of these letters and interviews and consultation with FPPC, 

the Dean shall appoint a person to serve as chair for the subsequent three years. 

 

20. Review of the Dean of the Faculty 
 (Amended by the Faculty February 1, 1995 and October 03, 2007) 

 

The President will initiate the review of the Dean of the Faculty, seeking the widest possible input from 

the campus community.  All faculty (teaching and non-teaching), shall be invited to evaluate the Dean.   

 

The Dean will be reviewed in the fourth year of service and subsequently every four years after that. 

The evaluation process will consist of the following steps: 

 

a. The President will solicit evaluation letters from all department chairs, chairs of the Academic 

Resources and Review Committee, the Curricular Policies Committee, and the Faculty 

Personnel Policies Committee, and such other persons as the President shall designate. These 

letters will assess the performance of the Dean of the Faculty in discharging their 

responsibilities. 

 

b. The President may also wish to invite an external evaluator to assist in the review process. 

 

c. The President, after providing a summary of the evaluation letters, will consult with the Tenure 

and Promotion Subcommittee of the FPPC. 

 

d. The President will then meet with the Dean of the Faculty to review all the evaluations. 

 

e. The President will then determine whether to reappoint the Dean. 

 

21. Review of the Dean of Students 
 (Adopted by the Faculty February 1, 1995, amended by the Faculty October 03, 2007) 

 

The President will initiate the review of the Dean of Students, seeking the widest possible input from the 

campus community.  All faculty (teaching and non-teaching), shall be invited to evaluate the Dean.  The 

Dean of Students shall further be evaluated by students.     

  

The Dean will be reviewed in the fourth year of service and subsequently every four years after that. 

 

a. The President will solicit evaluation letters from members of the Dean's staff, namely the 

Associate and Assistant Deans of Students. Such evaluations will also be solicited from the 

Directors of Campus Activities, Security, First-Year Studies, the Counseling Center, the Health 

Center and the Career Development Center, as well as from Chairs of various committees on 

which the Dean of Students serves, the teaching faculty and the First-Year Studies faculty. 

Finally, letters of evaluation will be sought from officers of Student Government and student 

representatives on College Life Committee and the Conduct Board and randomly selected 

students who have had contact with the Dean of Students. 

 

b. The President may also wish to invite an external evaluator to assist in the review process. 

 

c. The President, after providing a summary of the evaluation letters, will consult with the Tenure 

and Promotion Subcommittee of the FPPC. 

 

d. The President will then meet with the Dean of Students to review all the evaluations. 
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e. The President will then determine whether to reappoint the Dean. 

 

 

22. Review of the Athletic Department 
 (Accepted by the President, May 1, 1989) 

 

a. Director’s Annual Department Report 

 

By June 1 of each year, the Director of Athletics is to submit to the President, and on request to 

College Council, a report of the Athletics Department. The report should summarize and review 

the vitality of the department's programs, note changes since the last report, discuss future plans 

(including plans to work with staff and students to improve the overall program), and indicate 

the relation of the total program to the educational mission of the College (including discussion 

of staff participation in campus-wide activities outside the Athletics Department). Where 

appropriate, this report should relate programs, changes, and plans to the most recent 

Department Review (see b. below). Among other material the report is to draw on are annual, 

systematic, anonymous evaluations of members of the Athletics Department staff by students 

who participate in the Department's programs, and other surveys of students' views. An 

appendix to the report should indicate the record of each team and the participation of students 

in the several sports and programs. 

 

b. Program Review 

During every fifth year, or sooner if deemed necessary by College Council, a review of the 

Athletics Department will be conducted by a review committee: 

 

i. Members of the review committee will be: 

 

a) Dean of Students, or designate, 

b) two members of the faculty, appointed by FPPC, who have been representatives to 

athletic conferences or who have had some contact with athletics at the College, 

c) one member chosen by the President. 

 

ii. This committee, which will choose its own chair, will work from the following: 

 

a) all Annual Department Reports prepared by the Director since the last Department 

Review, 

b) information obtained from a meeting with the Athletic Council as a whole and, if the 

review committee desires, with individual members of it, 

c) evaluations of the Department by all full-time members of the department, 

d) a report from the Admissions Office evaluating the recruiting activity of the 

department, 

e) the most recent Department Review, 

f) a call for campus-wide feedback about the Director of Athletics. 

 

By April 1, the review committee shall make a formal report to be submitted to the President 

and the Director of Athletics. The review will highlight strengths and weaknesses of the 

department and will make suggestions for improvement. The President and the Director will 

review the report together, determine appropriate changes in the program and then discuss the 

review and proposed changes with College Council. 

 

This report will not be used in the evaluations of the Director or of members of the department 

for the academic year the report is submitted. The report will be part of the review process for 

members of the Athletics Department, in the next academic year. 

 

23. Faculty Satisfaction Survey (First Administration, April 2007) 
 

A survey to assess faculty satisfaction with various aspects of their work life, including the Dean of 

Faculty and the President, is administered bi-annually (Spring 2008; 2010; 2012; etc.) by the Director of 
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Institutional Research; and the analyzed results disseminated by the Director of Institutional Research to 

the College Community. 
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SECTION III 
 

FACULTY GOVERNANCE POLICIES  

 
The complete governance plan adopted by faculty and students in March, 1996, is included in the Student 

Handbook. Faculty members are asked to refer to that publication for information about the structure of the 

governance, questions about composition and duties of committees, general governance procedures, election 

procedures, ratification and amendment procedures, and dissemination procedures of committee minutes. 

 

 

A.  FACULTY LEGISLATIVE BODY 
 The Bylaws of the College authorize faculty governance: 

 

It shall be the function of the faculty to sit as a legislative body and, subject to the veto of the President, 

adopt rules and regulations governing the academic requirements of the student body and recommend the 

granting of degrees in course. The faculty shall keep a book of minutes of its meetings. 

 

The academic divisions of the college for committee service shall be composed of: Humanities and Arts 

(Art, African American Studies, English, Modern Languages, Music, Philosophy, Religion, Theater), 

Natural and Mathematical Sciences (Biology, Chemistry, Environmental Studies, Mathematics and 

Computer Science, Physics, Psychology), and Social Sciences (Communication, Economics, Business 

and Finance, Education, Entrepreneurship, History, Politics, Sociology and Anthropology). All faculty 

are assigned to one and only one division, based on their home department at the time of hire. 

 

1.   Meetings  
 (Faculty Meeting, April 15, 1980, approved by Faculty, May 6, 2009) 

 

During the academic year meetings of the faculty are held regularly on the first Wednesday of each 

month. The last faculty meeting of the year is held the day before Commencement, as which time the 

faculty recommends the candidates for degrees. It is expected that all full-time faculty members attend all 

faculty meetings. 

 

The faculty invite the current President of student government to observe faculty meetings, recognizing 

that they may be asked to leave the meeting at the request of the Dean of Faculty. 

 

2.   Voting  
  (Faculty Meeting, April 15, 1980) 

 

Voting privileges are given to all faculty members holding full-time appointments at the College. The 

FPPC may grant voting privileges to a part-time faculty member who teaches at least half of the normal 

course load or has duties equivalent to half-time load, and who has served the College at least one year, if 

they apply for the privilege and assumes the responsibility of participating in departmental planning, 

accepting committee appointments, and attending faculty meetings. 

 

3.   Rules of Procedure  
          

At its regular meeting on November 4, 1969, the faculty approved the following statement on procedure: 
 

a. That the faculty adopt Robert's Rules of Order (current edition) as its manual for parliamentary 

procedures, and that the faculty, because of its size, conduct debate in the manner described by 

Robert as "Informal Consideration"—since "formal debate" would, for example, limit any 

speaker to only two statements on an issue. 
 

 N.B. Since Robert's Rules of Order is adopted, the faculty should be aware that the following is 

in effect: 

i. A quorum is a majority of all members. 
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ii. Suspension of the rules can be effected only by a 2/3 vote (2/3 of those present and 

voting). 

iii. Calling the previous question can be effected only by a 2/3 vote. 

iv. There shall be no voting by proxy. 

v. Rules that protect absentees cannot be suspended; e.g., no new business could be 

introduced at a meeting specially called for another purpose. 

 

b. That the faculty appoint a parliamentarian to rule on matters of procedure. 

 

c. That regularly scheduled meetings convene at 4:30 p.m. and adjourn no later than 6:00 p.m. 
(amended by FPPC on February 11, 1997, effective fall 1997). 

 

d. That substantive matters to be brought before the faculty must be channeled through 

committees, with the following provisions for exceptions: 

 

i. Any individual, having presented an item to a committee for its deliberation and 

recommendation, who feels that the committee is not acting on the matter with sufficient 

dispatch, may, with at least one week's prior notice to the faculty in writing, request that 

the faculty at its next meeting vote on directing the committee to consider the matter and 

report on it within a specified period of time. 

 

ii. Subsequent to this, if the committee reports back but recommends no action and if the 

individual is still dissatisfied, the individual may then request the faculty, again with one 

week's notice in writing, to suspend its rules and to consider their own proposal. 

 

e. That committee reports requiring faculty action must be distributed in writing a week before the 

meeting at which the report is to be considered. 

 

f. That if any committee has a proposal to bring to the faculty of such importance that it feels the 

issue should be supported by more than a simple majority of the faculty, the committee can 

make a corollary proposal that a 2/3 vote be necessary for passage of the proposal. The faculty 

would then vote on the procedural motion (a majority vote) before voting on the substantive 

issue. 

 

4. Faculty Governance and Athletics 
(Approved by Faculty December 1, 2010, revised by Faculty March 2, 2016) 

 

Lake Forest College has agreed by faculty vote (October 6, 2010) to abide by the procedures of the 

Midwest Conference (MWC).  According to the Conference articles, the Presidents of member 

institutions have the ultimate responsibility and final authority for the operation of the conference.  A 

Faculty Representative, the Athletic Director, and a non-voting Athletic Representative from each 

member institution are tasked with formulating conference policy at semiannual meetings. The Faculty 

Representative and one Athletic Representative are voting members.  When major changes in conference 

legislation are proposed, they must first be approved at two separate meetings of the Faculty 

Representatives and Athletic Directors.  Proposed changes are then submitted to FPPC. If the Faculty 

Representative and the Athletic Director both voted the same way on the prospective legislation, FPPC 

will decide if the committee should support that vote, or if the legislation should be submitted to a vote of 

the full faculty of each member institution. If the Faculty Representative and the Athletic Director 

differed in their final vote at the MWC meeting, the legislation will be submitted to the full faculty for a 

vote. Faculty votes are then submitted for a final vote by the President’s Council. 

 

While the President is the final authority on athletics decisions according to MWC and NCAA rules, 

Lake Forest College faculty have a strong interest and involvement in decisions regarding athletics.  

Before deciding to uphold a Midwest Conference legislative proposal that the faculty has voted to reject 

or disapprove, or before deciding to reject a legislative proposal that the faculty has voted to approve, the 

President must first meet with the faculty, provide a fair opportunity to hear faculty views on the matter, 

and fully explain the reasons why they believe a decision in opposition to faculty vote is required. 
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5. Secretary of the Faculty 
 

The Faculty Secretary, who records and distributes the monthly Minutes of faculty meetings, is elected 

by the full faculty according to the following procedure, which was established by FPPC on November 

10, 1978, amended April 5, 1989: 

 

a. In a year in which a Secretary of the Faculty is to be elected, the FPPC will nominate three 

faculty members; the Dean of the Faculty will send out ballots with the names of the three 

nominees, asking each faculty member to vote for one of the three; 

b. This election will not be held until after the final balloting for the elected committees; however, 

it will be held before recommendations are made for appointed committees; 

c. Normally the person elected Faculty Secretary will serve two years. 

  

B.  FACULTY COMMITTEES 
  

The College governance plan provides for the following standing committees, councils and boards: 

    

1. College Policies 
 

a. College Council  

 

1. Purpose:  

 

Provides a forum for the College’s constituencies to discuss and deliberate about matters of 

importance to the College community. Considers and makes recommendations to the President 

and/or other officers of the College about issues that fall within its purview and refers other matters 

to the appropriate organ(s) of the College.  

 

2. Duties:  

a. Participates in the development of the College’s annual operating and capital budgets, 

advising the President on budget priorities and later reviewing and recommending 

adjustments to a preliminary budget devised and presented to the Council by the 

administration. The Council shall schedule a special meeting for mid-June to advise the 

President on the size of the faculty, should they envision the necessity of decreasing the size 

of the faculty during the following two years. The quorum for this meeting is at least three 

faculty members (one from each division) and at least three other voting members. If absences 

are anticipated, the Faculty Personnel Policies Committee will appoint faculty replacements 

from the same division to meet quorum requirements; the President of Student Government 

will appoint a student representative; and the most recent former staff member(s) available 

will be designated as replacements.  

 

b. Serves as the organ of governance that promotes and monitors ongoing planning at the 

College. At the beginning of each academic year, the Council considers a proposal from the 

administration on institutional priorities for the year, based on the then-existing strategic plan, 

and recommends in writing adjustments to that proposal. After considering these 

recommendations and presenting a follow-up proposal to the Board of Trustees, the President 

disseminates to the campus community a statement on institutional planning priorities for the 

year. When the timetable for the existing strategic plan is expiring, or earlier if deemed 

necessary, the Council will initiate the development of a new plan, recommending to the 

President the appointment of a task force charged for that purpose.  

 

c. Considers specific problems and concerns brought to the Council, or to any of its members, 

by a student or faculty or staff member of the College. The Council then places a specific item 

on its agenda for deliberation if four voting members so request, except that those matters 

explicitly under the purview of other organs of College Governance should be referred to 

those bodies for consideration by them. The Council may ask to be kept informed about the 

result of deliberations on issues so referred. 
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d. Supervises and promotes the effective operation of all organs of College Governance, 

acting as a court of appeals in cases in which a substantial number of students, faculty, or staff 

contends that an organ of College Governance (including Student Government) has exceeded, 

violated, or not fulfilled its role.  

 

e. Acts on amendments to the Governance Constitution (Article VII, Part B) and forwards 

them to the President. 

 

3. Composition:  

a. Three faculty members: one from each of the academic divisions, nominated and elected by 

the faculty in rotation to serve staggered three-year terms; at least one of these members must 

be untenured and at least one tenured.  

 

b. Three students: the President of Student Government and two other students, elected by the 

student body to serve one-year terms.  

 

c. Three staff members: including at least one non-exempt employee and at least one exempt 

employee, all elected by the full-time staff of the College in rotation for staggered three-year 

terms. (Individuals who have faculty status but not faculty rank are considered “staff” for 

purposes of this balloting and elected service. Staff who report directly to the President are 

not eligible for election.)  

 

d. The President, who chairs the Council.  

 

e. Guests: through the President, the Council may invite guests to attend its meetings, to assist 

with the performance of the Council duties; for example, the budget, strategic planning, and 

other matters deemed appropriate.  

 

4. Procedures:  

a. The Council will not ordinarily meet without the President. In case of emergency, it can be 

called into session and will be chaired by the officer of the College designated to act for the 

President in their absence or incapacity.  

 

b. The President votes only in order to break a tie. 

 

b. Faculty Personnel Policies Committee; Promotion and Tenure Subcommittee 

 

  1. Duties:  

 

a. Advises the President in establishing policies for appointing, promoting, granting tenure, 

and formulating policies on fringe benefits, research grants, sabbaticals, and other faculty 

personnel issues.  

 

b. Advises the President on specific cases of promotion and tenure, through its Promotion 

and Tenure Subcommittee.  

 

 c. Advises the President on faculty appointments.  

 

 d. Meets with the two student representatives to the Academic Resources and Review and 

Curricular Policies committees at least twice a year and considers with them the general 

policy guidelines established for appointments, promotion, and tenure. 

 

 e. Serves as an advisory committee to the President regarding candidates for faculty 

committees. The Committee shall, whenever possible, maintain effective continuity in 

committee appointments. 

 

 f. Appoints faculty members to the College Life Committee.  
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 g. Recommends faculty members for election to trustee committees. In making these 

recommendations, the Faculty Personnel Policies Committee should choose representatives 

whose role in College Governance committees enables them to represent a link between on-

campus governance and the appropriate committees of the Board of Trustees.   

 

 h. Consults with the Dean on the appointment or reappointment of department chairpersons. 

Each such position shall be reviewed by the Committee at least every three years. 

 

  i. Advises the President on specific applications for leaves.  

  

 j. Recommends faculty members for appointment to the Conduct Board.  

 

2. Composition:  

 

a. The Dean of the Faculty, who is also a member of the Promotion and Tenure 

Subcommittee.  

 

b. Six faculty members to be elected as follows:  

(1) Promotion and Tenure Subcommittee: three full professors with tenure (one to be elected 

each year), nominated and elected by the faculty at large to serve staggered three-year terms. 

If the three-year term is fulfilled, the member will not be eligible for reelection to the 

Promotion and Tenure Subcommittee for three years. For service of less than three years, the 

member will be ineligible for reelection for a period equal to the time served. In no case shall 

two members of the same department serve on the Promotion and Tenure Subcommittee.  

(2) The Faculty Personnel Policies Committee will also have three other full-time teaching 

faculty members, nominated and elected by the faculty at large to serve staggered three-year 

terms. Two must be tenured and one untenured.  

 

c. All eligible members of the standing Governance committees shall be eligible for election 

to serve on the Promotion and Tenure Subcommittee (and thus on the Faculty Personnel 

Policies Committee). If elected, the person must resign from their former committee.  

 

d. Members of the Promotion and Tenure Subcommittee shall not participate in deliberations   

    concerning promotion or tenure of faculty from their departments. The most recent 

available former Promotion and Tenure Subcommittee member should participate instead.  

 

e. The Committee shall elect its own chairperson, who must be a tenured professor not also 

serving on the Promotion and Tenure Subcommittee.   

 

c. Enrollment Committee  

 

1. Duties:  

a. Reviews at the beginning of every semester the data on enrollment, including admissions of 

new students and retention of previously admitted students, and financial aid awarded to 

students.  

 

b. Solicits and evaluates ideas and concerns from the campus community regarding the 

recruitment and retention of an appropriate student body, including proposals from 

administrative offices for significant policy changes.  

 

c. Selects a set of ideas and concerns for study and for possible action during the current 

semester.  

 

d. Makes specific recommendations for action regarding those ideas and concerns to the 

appropriate administrative officers and governance committees and makes a report to the 

President and College Council by the last day of classes each semester.  
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2. Composition:  

a. Three faculty members recommended by the Faculty Personnel Policies Committee, 

serving three years each on a staggered basis.  

 

b. Two students, recommended by the Executive Board of Student Government.  

 

c. The Dean of Students, the Director of Admissions, the Director of Institutional Research, 

and the Director of Financial Aid or their designees.  

 

3. Procedures:  

 

a. The committee will be chaired by the faculty member with the most continuous committee seniority.  

 

b. Preliminary data on admissions, retention, and financial aid results for the current semester will be given to 

the chair of the committee by the Admissions Office, Registrar’s Office, Financial Aid Office, and Office of 

Student Affairs within two weeks of the beginning of the semester. Complete detailed reports must be presented 

within one month of the start of the semester. It is expected that proposals from administrative offices for 

significant policy changes will normally be brought to the committee’s attention the semester prior to their 

planned implementation.  

 

c. The President shall respond annually to a report from the committee. 

 

2. Academic Policies 
 

a. Academic Resources and Review Committee 

 

1. Purpose:  

 

Provides a forum for considering the allocation of academic personnel resources and assessing the 

performance of academic units. Makes recommendations to the President, the deans, the faculty, and 

committees as relevant.  

 

2. Duties:  

 

a. Annually considers the distribution of faculty personnel resources among departments and 

programs within the College, based on relevant data written requests from departments and 

programs, and consultation with the Dean of the Faculty. Makes a recommendation to the 

President.  

 

b. In conjunction with the Dean of the Faculty, conducts scheduled curricular reviews of 

academic departments, academic programs, and academic units (e.g., Center for Chicago 

Programs, First-Year Studies, Office of Faculty Development and Center for Academic 

Success, Library and Information Technology, Internship Programs, and Writing Programs). 

Academic unit reviews are informed, in part, by a call for campus-wide feedback about the 

corresponding unit directors. Makes recommendations to the Curricular Policies Committee 

about curricular changes in academic departments and interdisciplinary programs. (Faculty 

Meeting, Dec. 05, 2012) 

 

3. Composition:  

 

a. Four full-time teaching faculty members: one from each of the academic divisions and one 

at large, nominated and elected by the faculty in rotation to serve staggered three-year terms; 

at least two of these faculty members must be tenured, and no two of them may be from the 

same academic department.  

 

b. Two students: for one-year terms, one elected by and from members of departmental 

Academic Advisory Committees and one appointed from the Student Senate by its Executive 

Board. Each student must have a minimum cumulative GPA of a 2.0 at the time of the 
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election.  

 

c. The Dean of the Faculty.  

 

d. The Committee shall elect its own chairperson.  The chairperson shall be a tenured faculty 

member. 

 

4. Special Procedures  

 

Should the President recommend a reduction in faculty size that would take effect during the 

following two years, the Committee shall schedule a special committee meeting so that the President 

can meet with ARRC. This special meeting should occur after the relevant meeting of the College 

Council and, if necessary, may be held after the end of the Spring semester. The quorum for this 

meeting is at least three faculty members (one from each division) and at least one student. If 

absences are anticipated, the Faculty Personnel Policies Committee will appoint faculty 

replacements from the same division to meet the quorum requirements, and the President of Student 

Government will appoint a student representative. 

 

b. Academic Appeals Board 

 

1. Duties:  

 

a. Rules on cases in which students appeal the Dean of the Faculty’s interpretation of faculty 

rules or in cases in which faculty rules are unclear.  

 

b. Considers and acts on cases and appeals of academic suspension and dismissal.  

 

c. In extraordinary cases the Academic Appeals Board can grant exceptions to faculty rules, 

but only by unanimous vote of all three members. The Board must report a summary of its 

actions to the faculty once each term. This summary should include the rationale behind the 

Board’s decisions in each specific case. These decisions may be appealed to the faculty at the 

initiative of the student.  

 

d. Reports in detail to the Curricular Policies Committee at least once per term.  

 

e. It is not the responsibility of the Academic Appeals Board to reconsider the judgments of 

either the Academic Honesty Judicial Board or the departmental review committees 

constituted to hear grade appeals.  

 

2. Composition:  

 

a. Three faculty members, appointed by the President on the recommendation of the Faculty 

Personnel Policies Committee. The Faculty Personnel Policies Committee also recommends 

which committee member shall serve as chairperson. Members are appointed to one-year 

terms.  

 

b. The Associate Dean of the Faculty for Student Success, the Dean of the Faculty and the 

Registrar serve as nonvoting members. The Registrar serves as secretary of the Board.  

 

c. The Vice President of Student Affairs, who shall meet with the Board when it hears or 

judges cases and appeals of academic suspension and dismissal.  

 

3. Procedures:  

 

a. Students must present their appeals in writing with supporting evidence to the secretary of 

the Board. Students have the right to make a personal appearance before the Board. If they 

wish to exercise this right, they must state this in their written appeal. The personal 

appearance is not for the purpose of bringing in new evidence or arguments but can be used 
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only to clarify points made in the written appeal.  

 

b. The Board shall give a written reply to students, informing them of the grounds for its 

decision.  

 

c. The secretary of the Board shall receive appeals, distribute copies of the documents to 

committee members, keep all records, and handle all correspondence for the Board. 

 

c. Curricular Policies Committee 

  (Revised FFPC 05/17/2023) 

1. Purpose:  Discuss and formulate curricular policies and procedures and exercise oversight of 

curricular changes.   

 2. Duties:  

a. Oversees the general education requirements of the College (i.e., the Forester Fundamental 

Curriculum or FFC; see 4c below for more details)    

b. Reviews recommendations for curricular changes in existing academic departments and 

interdisciplinary programs.  

c. Reviews curricular proposals for new academic departments or programs.   

d. Reviews recommendations for sunsetting academic departments or programs.  

e. Reviews new course proposals (NCPs) and course change requests (CCRs).   

f. Oversees the academic calendar.   

g. Reviews proposals to change academic policies in the College Catalog.   

h. Oversees academic advising policies.   

i. Oversees the policies and procedures for regular student evaluation of courses.  

j. Reviews proposals for new academic partnerships with other academic institutions 

(including study abroad partners).  

k. Establishes new policies for the Academic Appeals Board as required and clarifies the 

intent of academic policies and rules at the request of the Board.  

3. Composition:   

a. Three full-time teaching faculty members: one from each of the academic divisions, 

nominated and elected by the faculty in rotation to serve staggered three-year terms. At least 

two faculty members must be tenured.   

b. Two students: for one-year terms, one appointed from the Executive Board by its Student 

Senate, one elected by and from the members of the departmental Academic Advisory 

Committees. Each student must have a cumulative GPA of 2.0 at the time of election.   

c. The Dean of the Faculty, or designee.   
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d. The Dean of Students, or designee.   

e. The Registrar, or designee (non-voting member).  

f. An administrative support person (non-voting member).  

g. The Committee shall elect its own chairperson, who must be a tenured faculty member. The 

Chair elections will be held in April for the following academic year by the continuing and 

incoming members of CPC.  

 4. Procedures:   

 a. The Committee’s decisions about curricular policies will ordinarily take the form of 

recommendations to the faculty, to be considered at a faculty meeting. Decisions about minor 

issues, including procedural changes, guidelines for the Forester Fundamental Curriculum, 

and specific course offerings will not be submitted to the faculty.  

b. The Committee may choose to delegate certain duties, including the interpretation of 

academic policy, to the Dean of the Faculty (e.g., emergency summer issues). The Dean of the 

Faculty will communicate as necessary with the Committee on such matters.  

c. The Committee establishes guidelines for courses that fulfill the general education 

requirements (i.e., the FFC), annually reviews and approves such courses for the next 

academic year, and monitors the functioning of the Forester Fundamental Curriculum. CPC 

also works closely with the Assessment Committee, which is responsible for creating and 

implementing the assessment strategy for the FFC.  

d. Recommendations for curricular changes by departments or interdisciplinary programs 

must be submitted to the Curricular Policies Committee for evaluation.  Generally, proposals 

for curricular changes within existing departments or programs are resolved within the 

Committee. When proposals involve matters that have major consequences for the College’s 

academic program (e.g., converting programs to departments; sunsetting departments or 

programs), the Committee will bring a proposal to the faculty meeting for a vote.   

e. Proposals for new academic departments or interdisciplinary programs must be submitted 

to the Curricular Policies Committee for evaluation.  Proposals that receive support from the 

Committee will be submitted for consideration at a faculty meeting.  

f. Minor calendar changes are proposed by the administration, College Council, or CPC.  

Such minor changes are reviewed and approved by the Curricular Policies Committee. Major 

changes are also submitted by the Curricular Policies Committee for consideration at a faculty 

meeting.  

 d. Assessment Committee 

 

 1. Purpose: Provides a forum for considering the assessment of student learning at the College and 

makes recommendations to the Dean of the Faculty and/or other officers of the College, academic 

departments and programs, the faculty, and other committees as relevant. 

 

2. Duties: 

a. Establishes procedures for the assessment of student learning outcomes. 

b. Assists academic programs with the creation and implementation of assessment plans. 

c. Receives and reviews annual assessment plans for all academic programs, evaluates 

the effectiveness of these plans, and provides recommendations to programs for 

improving the assessment of student learning. 
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d. Collects, maintains, and makes available to appropriate constituencies a repository of 

assessment reports for all academic programs. 

e. In collaboration with Academic Resources and Review Committee (ARRC), provides 

assistance to academic programs undergoing external review. 

f. In collaboration with the Curricular Policies Committee (CPC), ensures that appropriate 

plans and processes are in place for the assessment of the College’s General Education 

Curriculum. 

g. Conveys findings and recommendations derived from assessment activities to faculty 

governance committees, as appropriate. 

h. Maintains awareness of assessment best practices. 

i. Serves as a resource for departments, programs and other interested constituencies on 

campus and provides assistance in the ongoing development of effective assessment of 

student learning across campus. 

j. Reports annually to the Dean of the Faculty on the status of the assessment of student learning 

at the College. 

 

3. Composition: 

a. At least four full-time faculty members, one from each division and one at-large  

member, appointed on the recommendation of FPPC. The at-large member serves as 

the committee chairperson and should have prior experience with assessment. 

b. The Associate Dean of the Faculty. 

c. The Institutional Research Associate. 

d. Additional faculty or staff representatives as needed, depending on major tasks to be 

undertaken during the year. 

 

4. Procedures: 

a. The committee monitors the assessment of student learning outcomes for all academic 

programs and makes recommendations for the improvement of assessment at the College. 

b. Committee members who serve as divisional representatives act as liaisons to the departments 

in their division. 

 

e. First-Year Studies Committee  

 

1. Duties:  

a. Solicits proposals for First-Year Studies courses based on enrollment projections and 

reviews course proposals prior to review by the CPC.  

 

b. Reviews curricular and procedural matters as well as content of First-Year Studies 

information mailed to incoming students.  

 

c. Plans professional development and support for first-year studies faculty, such as spring 

and fall workshops and the Advisor Handbook.  

 

d. Determines First-Year Studies activities that will take place prior to the beginning of 

classes (such as summer registration), and works with the Gates Center to coordinate First-

Year Studies programs (such as the Chicago Common Experience) with other Orientation 

Week events.  

 

e. The Chair works with support staff on administrative tasks such as placing students in First-

Year Studies classes and responding to student questions about the program.  

 

f. The Chair oversees the budget and responds to individual faculty requests and concerns.  

 

 

2. Composition:  

 

a. The Associate Dean of the Faculty plus at least three more full-time faculty members 
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appointed by the FPPC, selected so that each of the three academic divisions are represented.  

 

b. The Dean of Students or designated alternate.  

 

c. Two students, one sophomore and one junior, both of whom participated in FIYS seminars 

as first-year students, to be appointed by the Executive Board of Student Government.  

 

d. A representative from the Library.  

 

3. Procedures:  

 

a. The committee is chaired by the Associate Dean of the Faculty.  

 

b. The committee meets as needed. 

 

3. Campus Policies 

 

a. College Life Committee  

 

1. Purpose  

 

Provides a forum for the College’s constituencies to consider issues related to College life and 

makes recommendations to the Dean of Students.  

 

2. Duties  

 

a. Considers and recommends policies and programs concerning health, food, housing, 

counseling services, career planning, campus activities, athletics, social and recreational 

activities (including those that involve the use of alcohol), and athletic and recreational 

facilities.  

b. Mediates and suggests courses of action when problems arise with the Stentor and, when 

necessary, makes recommendations to the President of the College before a controversy can 

harmfully affect the College community or the ongoing success of the publication.  

 

3. Composition:  

 

a. Four students: for one-year terms, three to be elected by the student body as a whole, and 

one to be appointed at large by the Executive Board of Student Government.  

b. The Vice President of Student Government, who will serve as chair and vote only in a tie.  

c. The Vice President of Student Affairs, who will not vote.  

d. The Director of the Gates Center.  

e. At least one faculty member: to be appointed by the Faculty Personnel Policies Committee 

from among academic departments for a two-year term.  

f. Two members of the staff, appointed by the President, for staggered two-year terms. At 

least one of these members must be from the full-time coaching staff. (Individuals who have 

faculty status but not faculty rank are considered “staff” for purposes of these appointments.)  

 

4. Procedures:  

 

All recommendations of the committee are sent to the Vice President of Student Affairs, who may 

act on those recommendations within their authority and pass on any other recommendations to the 

President or other appropriate administrative officer or committee. 

 

b. Campus Sustainability Committee 

 

1. Duties:  

a. Considers and recommends policies and procedures on issues relating to the College’s 

efforts to be an ecologically sound campus.  
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b. Develops and implements educational programs and workshops for the College 

community, promoting awareness of the national and local issues affecting the status of the 

environment.  

c. Assists in identifying and correcting actions or policies that have an adverse effect on the 

environment.  

d. Monitors and audits the College’s recycling efforts, making recommendations for 

improvement where necessary.  

 

2. Composition:  

a. The chair of Environmental Studies and three faculty (one representative appointed from 

each division) on the recommendation of the Faculty Personnel Committee. 

b. A representative from the Office of Student Affairs.  

c. Four students (two to be elected by the student body at large, one appointed by the 

Executive Board, and the President of LEAP).  

d. The Director of Facilities Management.  

 

3. Procedures:  

a. The committee shall elect its own chairperson. 

b. All recommendations of the committee are sent to the President, who may act on those 

recommendations within their authority and pass on any other recommendations to other 

appropriate administrative offices.  

 

c. Student Academic Advisory Committees to Departments and Interdisciplinary Programs  

 

1. Duties include advising departments and major committees on:  

a. Curriculum  

b. Appointments  

c. Department policies, procedures, and activities  

d. Academic honesty  

 

2. Composition  

  

       Three majors, elected at a meeting of all majors, who then select their own chairperson. It is the 

responsibility of the Dean of the Faculty to maintain in the Dean’s Office an accurate list of the 

members of the committees. In the case of departments or programs not offering a major, three 

students shall be elected at a meeting of all students taking courses in these departments or 

participating in these programs.  

 

3. Procedures:  

 

a. Departments and interdisciplinary committees must meet with their Advisory Committees 

before making any recommendation to the Faculty Personnel Policies Committee regarding 

appointments and before submitting any plans for change in the curriculum to the Curricular 

Policies Committee.  

 

b. A meeting of the department or interdisciplinary committee with its Advisory Committee 

shall take place at least twice a year.  

 

c. The student chairperson or department may call a meeting. 

 

d. LITS Advisory Committee  

 

1. Duties: advises the Chief Information Officer and the Library Director on issues concerning 

library and information technology services, policies, and procedures.  

 

2. Composition:  

 

a. Three faculty members, one from each division, recommended by the Faculty Personnel 
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Policies Committee  

b. Two students, appointed by the Executive Board of Student Government  

c. Two staff, appointed by the President with input from the President’s staff  

d. The Chief Information Officer 

e. Director of the Library 

f. The Dean of the Faculty, or their delegate (ex officio, nonvoting member) 

 

In addition to these, the Grievance Committee, the Faculty Diversity Recruitment Subcommittee 

(FDRS), and the Writing Programs Committee are standing committees of the faculty. Faculty 

members also serve on the student judicial committees. 

 

The Faculty Personnel Policies Committee recommends to the President faculty members who 

should be asked to serve as representatives on the Board of Trustees and on the various Trustee 

committees. It is customary to ask the chairperson of the Faculty Personnel Policies Committee to 

represent faculty on the Board of Trustees. Usually, the chairpersons of the Academic Resources and 

Review Committee, the Curricular Policies Committee, and the Promotion and Tenure 

Subcommittee of the Faculty Personnel Policies Committee serve on the Academic Affairs 

Committee of the Board of Trustees. 

 

There is one faculty member serving on the Student Affairs Committee, usually chosen from the two 

faculty members elected to the College Life Advisory Board. Similarly, the faculty representative on 

the Budget and Audit Committee usually is a member of the College Council. 

 

e. Student Success Committee 

 

The Student Success Committee will oversee student success at the College, monitor retention and 

graduation rates, and develop and implement recommendations to improve student persistence. The 

committee should be charged annually by the President to address specific issues pertaining to 

student success. The composition of the committee should be tailored to the annual charge, with 

members being appointed by the President. 

 

 

C.  GENERAL PROCEDURES 

 

1. Governance Committee Nomination and Election Details  
 

a. Number of votes per voter on nomination ballots: Voting faculty will be allowed to vote for up 

to 10 percent (rounded up to the nearest integer) of the total number of candidates on the 

nominating ballot. On nominating ballots of 30 or fewer candidates, voters will be allowed to vote 

for up to 3 candidates.  

b. Eligibility for service on governance committee: All voting faculty expected to be on campus in 

the year following the election are eligible for nomination and election to governance committees.  

c. Number of candidates to appear on election ballot:  

 

• If one position is to be filled, the election ballot will contain the names of the three 

individuals receiving the highest number of votes from the nominating ballot.  

• If more than one position is to be filled, the number of candidates to be placed on the 

election ballot will be equal to twice the number of positions to be filled. Voters will be 

allowed as many votes as there are positions to be filled.  

 

d. Elections to fill long- and short-term positions: The individual receiving the highest number of 

votes will fill the long-term position. The individual receiving the second highest number of votes 

will fill the short-term (replacement) position.  

 

e. Person(s) elected but unable to serve: The runner-up will serve for one year in the event that the 

individual elected cannot serve. If the runner-up is subsequently elected to another committee, a 

new election will be held.  
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f. Election to the College Council, the Faculty Personnel Policies Committee, the Curricular 

Policies Committee, or the Academic Resources and Review Committee shall make a faculty 

member ineligible for election to another of these committees (except as modified by B.1.b.2.C.).  

 

g. Service for faculty on half-year or calendar-year sabbaticals continues, even to elected 

committees, for any semester not on leave.  While on leave, a faculty member serving on an 

elected governance committee is replaced by the person who received the second most votes.  

 

h. Voting eligibility: Those persons with voting privileges as defined in the Faculty Handbook are 

eligible to vote in Governance elections and run for Governance positions.  

 

2. Procedures for Faculty Elections  
 

a. Promotion and Tenure Subcommittee of the Faculty Personnel Policies Committee  

No later than the second week of Spring term, the Dean of the Faculty shall circulate to the faculty 

a list of the faculty members eligible for election to the Promotion and Tenure Subcommittee. 

Nomination and election will be held by secret ballot, according to the procedures in C.1. Each 

faculty member shall vote on nominating and election ballots.  

 

b. Academic Resources and Review Committee  

No later than the fourth week of Spring term, the Dean of the Faculty shall circulate to the faculty, 

by division, a list of the full-time teaching faculty members who teach on at least a half-time basis, 

in the same division, and who are therefore eligible for election to the Academic Resources and 

Review Committee. Nomination and election will be by secret ballot and will follow the procedure 

in C.1. Faculty members in each division will nominate representatives for their own division. 

Each faculty member shall vote for representatives for each division. Following the divisional 

elections, an at-large member shall be nominated and elected by secret ballot, according to the 

procedures in C.1. Each member of the entire faculty shall vote on nominating and election 

ballots.  

 

c. Curricular Policies Committee  

No later than the fourth week of Spring term, the Dean of the Faculty shall circulate to the faculty, 

by division, a list of the full-time teaching faculty members who teach on at least a half-time basis, 

in the same division, and who are therefore eligible for election to the Curricular Policies 

Committee. Nomination and election will be by secret ballot and will follow the procedure in C.1. 

Faculty members in each division will nominate representatives for their own division. Each 

faculty member shall vote for representatives for each division.  

 

d. College Council  

No later than the sixth week of Spring term, the Dean of the Faculty shall circulate to the faculty in 

the division in which the three-year term vacancy occurs a list of the faculty members, in that 

same division, and who are therefore eligible for election to the College Council. Nominations and 

elections will be by secret ballot and will follow the procedures in C.1. Representatives for each 

division will be nominated and elected by members of that division. Individuals who have faculty 

status, but not faculty rank, will not vote in these nominations and elections, but rather in the staff 

electoral process for College Council.  

 

e. The Remaining Members of the Faculty Personnel Policies Committee  

No later than the eighth week of Spring term, the Dean of the Faculty shall circulate to the eligible 

faculty (see B.1.b.2.C.) a list of the teaching faculty members eligible for election to the Faculty 

Personnel Policies Committee. Nomination and election will be by secret ballot and will follow 

the procedures in C.1. Each member of the entire faculty shall vote on nominating and election 

ballots.  

 

f. After completing three consecutive years of service on elected governance committees, a 

faculty member may exempt themselves from further such service for a period of one year. 
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3. Vacancies 
 

1. If the College Council determines that there is a vacancy of an elected position on any committee of 

College Governance, it shall ensure that the vacancy is filled (within two weeks’ time) as follows: 

a. All elective faculty vacancies of College Governance Committees during the terms of office 

will be filled by the procedures in VI.A. (See especially VI.A.5.) 

b. Should a vacancy occur in an elected student position on a governance committee, the 

Executive Board of Student Government shall be responsible for appointing a replacement no later 

than two weeks after the vacancy occurs. 

 

2. If the College Council determines that there is a vacancy of an appointed position on any committee 

of College Governance, it shall ask the Faculty Personnel Policies Committee or the Executive Board 

of Student Government to recommend respective faculty or student appointees. 

 

3. If a change in a committee member’s status may alter the basis of representation or legitimacy of 

that member’s participation, the College Council shall determine what action, if any, is to be taken. 

 

4. Subcommittees 

a. A committee may appoint a task-oriented subcommittee to study special problems and to 

bring information and policy options to the appointing committee. 

b. A subcommittee (except for the Promotion and Tenure Subcommittee of the Faculty 

Personnel Policies Committee) shall exist no longer than the time required to accomplish its task. 

 

5. Every faculty and joint faculty-student committee elected or appointed shall serve the entire year. 

 

6. The Dean of Students is responsible for conducting all student elections, except the elections to the 

Academic Advisory Committees. 

 

7. The Dean of the Faculty is responsible for conducting all student elections to the Academic 

Advisory Committees. 

 

8. The President is an ex-officio member of all committees. 

 

4. Ratification and Amendment Procedures 
 

A. Ratification 

1. This College Governance plan shall go into effect upon ratification by a two-thirds vote of all faculty 

members and full-time students participating in separate ratification elections. 

2. Students shall vote by secret ballot during a two-day period. Balloting shall be under the supervision 

of the Dean of Students. 

3. The faculty shall vote according to its rules at a faculty meeting held after the close of the polls of 

the student election. 

4. The Dean of Students shall announce the result of the faculty and student votes simultaneously. 

 

B. Amendments 

1. The College Council is empowered to make minor modifications in this College Governance plan by 

unanimous vote to assure the better implementation of the spirit of this document. In no case shall a 

change become effective until three weeks after public announcement of the proposed change. If, by 

petition, 10 percent of the students or faculty or staff maintain that the modification is not minor or not 

in the spirit of the document, such modification cannot go into effect. 

2. Amendments can be proposed by the College Council by a vote of no fewer than eight of its 

members. 

3. Amendments can also be proposed by petition signed by one-third of the students or faculty or staff. 

Such petitions must be submitted to the College Council, which shall initiate a ratification referendum. 

 

Amendments shall be deemed ratified if they receive the vote of two-thirds of the full-time students 

voting on the amendment, two-thirds of the faculty voting on the amendment, and two-thirds of the 

staff voting on the amendment. 
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5. Communication 
 

A. Minutes of each governance committee, with the exception of the Academic Appeals Board 

and the Academic Advisory Committees, are to be distributed in each case to those groups formally 

represented by the membership of the committee electronically., as follows. Minutes shall be 

distributed to faculty and staff via electronic mail. Minutes shall be distributed to students via delivery 

of paper copies to the Gates Center (for posting), Student Government officers, and the Office of 

Residence Life (for posting). Paper copies of all minutes shall be distributed to the President, the Dean 

of the Faculty, the Dean of Students, the library reserve section, and the College archives, and any 

regularly published student newspaper, as well as to any member of the faculty or staff who indicates a 

strong desire to receive paper copies. Minutes for each committee shall be distributed by paper copy to 

its own members. It shall be the responsibility of the secretary of each committee to arrange for 

distribution of the minutes through the President’s office. 

 

B. Each governance committee chairperson is responsible for: 

1. Preparing the agenda for meetings. 

2. Ensuring the prompt distribution of appropriate minutes. 

3. Calling meetings and notifying members. 

 

C. Dissemination 

1. The Librarian shall keep complete files of all committee minutes. 

2. The Gates Center shall post the minutes and reports of all committees in Stuart Commons. 

3. The Office of the President shall maintain an up-to-date copy of the Governance system. 

4. Any communication problem within the Governance system should be brought to the attention of the 

College Council for resolution. 

5. The student newspaper shall announce, when requested, and, when necessary, at the expense of the 

College: 

a. Committee and Student Government meetings, agenda, reports, and decisions 

b. Campus events 

c. Statements by the President and other administrative officials 

 

D. Reporting 

Additional reports from committees may be requested for the faculty and/or staff by the President of 

the College or for students by the President of Student Government. 

E. Registration 

All student organizations that identify themselves as Lake Forest College groups must register with the 

Gates Center. 
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APPENDIX C 

 
Alcohol consumption causes a number of marked changes in behavior. Even low doses significantly 

impair the judgment and coordination required to drive a car safely, increasing the likelihood that the 

driver will be involved in an accident. Low to moderate doses of alcohol also increase the incidence of a 

variety of aggressive acts, including spouse and child abuse. Moderate to high doses of alcohol cause 

marked impairments in higher mental functions, severely altering a person's ability to learn and 

remember information. Very high doses cause respiratory depression and death. If combined with other 

depressants of the central nervous system, much lower doses of alcohol will produce the effects just 

described. 

 

Repeated use of alcohol can lead to dependence. Sudden cessation of alcohol intake is likely to produce 

withdrawal symptoms, including severe anxiety, tremors, hallucinations, and convulsions. Alcohol 

withdrawal can be life-threatening. Long-term consumption of large quantities of alcohol, particularly 

when combined with poor nutrition, can also lead to permanent damage to vital organs such as the brain 

and liver. 

 

Mothers who drink alcohol during pregnancy may give birth to infants with fetal alcohol syndrome. 

These infants have irreversible physical abnormalities and mental retardation. In addition, research 

indicates that children of alcoholic parents are at greater risk than other youngsters of becoming 

alcoholics. 
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APPENDIX D 

 

June 29, 2009 

 

 

Re:  Campus Conduct Hotline 

 

Dear Faculty, Staff and Students: 

 

It is very important to the College that we conduct all our educational programs, 

business operations and institutional practices in a fair and ethical manner.  With this in 

mind, I am pleased to announce a new service.  It is called Campus Conduct Hotline© and it 

is designed to make it possible for you to confidentially report concerns about possible 

unethical or improper behavior on campus.  The Campus Conduct Hotline© system is 

available for your use around the clock, seven days a week.  Because the Hotline is operated 

by an independent organization, any calls made through this Hotline are completely 

confidential and anonymous.   

 

Using this new reporting service is easy.  If you have a question or concern about a 

possible instance of unethical behavior, violation of fair employment policies, or the like, 

simply dial toll-free to 866.943.5787. 

 

Once you have dialed the toll-free number, here is how the reporting and follow-up 

processes work: 

 

• Your call will be greeted promptly and courteously by a person who makes certain 

you understand the Campus Conduct Hotline© program and how it functions.  If you 

prefer to make your report in a language other than English, just let the person who 

answers know and a translator will be provided. 

 

• At the beginning of the interview, you will be provided with a five-digit, randomly 

generated case number that you should use to check back for updates and requests for 

additional information.  Be sure to write this number down and remember where you 

put it! 

 

• You will then be interviewed about the question or concern that is on your mind.   

 

• Your interview will not be recorded.  Instead, the interviewer will be typing notes of 

your conversation.  Whether or not you choose to provide your name is completely up 

to you. 

 

• Within one business-day of your call, a summary of the interview will be forwarded 

to our institution.  The Hotline’s goal will be to have a basic response back to you in 

five business days. 
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Page 2 of 2 

 

 

• To receive your response, you will need to call back and provide the five-digit case 

number that has been assigned to you.  At that time, you might be asked to provide 

additional information or to call back at a later date.  You will be able to keep 

checking back for updates until your case is closed. 

 

Because of the built-in confidentiality, it is important that you try to be as specific as 

possible about the information you provide.  For example, you will need to provide the name 

of the department you work in and the location you are calling about.  And, please be sure to 

call back in five business days to check to see if any additional information is needed.  

Alternatively, if you would like someone to contact you directly, you can leave your name 

along with a phone number where and when you would prefer to be called. 

 

To repeat, at no time is any caller required to identify themselves and all information 

provided can be completely confidential and anonymous. 

 

The College is committed to maintaining the highest ethical standards on campus.  If 

you experience or observe what you believe is inappropriate behavior and are unsure what to 

do, I hope you will use the Campus Conduct Hotline© to report it. 

 

Sincerely, 

 
Stephen D. Schutt 

President of the College 
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APPENDIX E 

LAKE FOREST COLLEGE WHISTLEBLOWER POLICY 

Policy on Employee, Student, Vendor, Alumni and Applicant Disclosure of 

Misconduct 

Including Questionable Accounting or Auditing 

Matters 
(Approved by Budget & Audit Committee April 14, 2009) 

 

I.         Purpose and Applicability 

 

The purpose of this policy is to set forth Lake Forest College’s policy on Board member, employee, 

volunteer, student, vendor, alumni and applicant disclosure of misconduct, including misconduct  relating  

to  accounting  or  auditing  matters,  and  to  protect  Board  members, employees, volunteers, students, 

vendors, alumni and applicants from retaliation in the form of an adverse employment and other action 

for disclosing what the Board member, employee, volunteer, student, vendor, alumni or applicant believes 

are improper or unlawful practices.  This policy is applicable to all Board members, employees, volunteers, 

students, vendors, alumni of the College, and to applicants for jobs at the College. 
 
II.       Statement of Policy 

 

It is the policy of Lake Forest College that a Board member, employee, volunteer, student, vendor, 

alumnus or applicant shall be free without fear of retaliation to make known allegations of misconduct 

existing within the College that they reasonably believe constitutes the following:   wire fraud,  mail 

fraud, bank fraud, securities fraud or questionable accounting, internal controls, and auditing matters.   

It is further the policy of the College that a Board member, employee, volunteer, student, vendor, 

alumnus or applicant shall be free without fear of retaliation to make known allegations of misconduct 

existing within the College that they reasonably believe constitutes a violation of the College’s stated 

policies, procedures or legal obligations. 

 

A Board member, employee, volunteer, student, vendor, alumnus or applicant shall not take any adverse 

employment action or other action in retaliation against any individual or organization who  discloses  

information  regarding  misconduct  under  this  policy  or  who,  following  such disclosure, seeks a remedy 

provided under this  policy or any law or other College policy. Retaliation  for  disclosures  made  

under  this  policy  may  result  in  suspension,  termination, cancellation of the applicable vendor contract, 

removal from campus or any other action the College deems necessary. 

 

III.      Process for Disclosure 

 

A.        An employee, volunteer, student, vendor, alumnus or applicant shall disclose all relevant 

information regarding evidenced misconduct to the following designated intake officers, in accordance with 

the subject matter of the disclosure: 
 

Subject Matter                                        Intake Officers 
 

ADA Rules Violation                                      Provost & Dean of Faculty  

(Davis Schneiderman)  

Dean of Students (Andrea Conner) 

 

Discrimination                                                 Provost & Dean of Faculty  

(Davis Schneiderman)  

Director of Human Resources (Agnes Stepek) 

 

Faculty/Staff Handbook Violation                  Director of Human Resources (Agnes Stepek)  

Hostile Workplace                                        Controller (Jessica West) 
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Retaliation 

Wrongful Termination 

Waste of Institution Resources 
 

Harassment                                                      Director of Human Resources (Agnes Stepek)  

Sexual Misconduct                                         Title IX Coordinator (LaShun McGhee) 

Hate Messages                                         Dean of Students (Andrea Conner) 

Director of Public Safety (Richard Cohen) 
 

Financial Improprieties                        VP for Finance and Planning (Lori Sundberg) 

Fraudulent Accounting/Bookkeeping      Provost & Dean of Faculty  

(Davis Schneiderman) Illegal/Unethical 

Business Practices 
 

NCAA/Athletic Rules Violation                     Director of Athletics (Jackie Slaats)  

Provost & Dean of Faculty (Davis 

Schneiderman) 

 
 

Safety/Security Issues                                     Director of Public Safety (Richard Cohen)  

Environmental Hazards                                   Director of Facilities Management (David Siebert)  

Unsafe Workplace Conditions 

 

If the disclosure is by a Board member, it shall be to made to the Chair of the Board, unless the complaint 

involves the Chair of the Board, in which case the complaint shall be to the Vice Chair or the President. 

 

Any disclosure shall be made in a signed written document within ninety (90) days of the day on which the 

complainant knew or should have known of the misconduct.  If the Board member, employee, volunteer, 

student, vendor, alumnus or applicant would rather contact a source outside of the institution, they may 

contact Campus Conduct Hotline (866-943-5787) within ninety (90) days of the day on which the 

complainant knew or should have known of the misconduct. 

 

B.        The intake officer shall consider the disclosure and take whatever action they determine to 

be appropriate under the law and circumstances of the disclosure. 

 

C.        In the case of disclosure of misconduct involving the designated intake officer, the 

disclosure shall be directed to the alternate designee.  The alternate designee shall consider the disclosure 

and take whatever action they determine to be appropriate under the law and circumstances of the disclosure. 

 

D.        In the case of disclosure involving financial misconduct, the intake officer shall also 

provide the disclosure to the Chair of Budget & Audit Committee for their review and consideration. 

 

E.        In the case of disclosure to Campus Conduct Hotline (866-943-5787) that does not 

involve financial misconduct, the President shall be entitled to receive a summary of the disclosure 

from the intake officer. At his discretion, the President shall have the authority to resolve the matter in 

accordance with College policies. 

 

F.        If the disclosure involves the President, the disclosure may be directed to the 

Chair of the Board of Trustees. 

 

G.        If the disclosure involves a member of the Board of Trustees, the disclosure may be 

directed to the Chair of the Board of Trustees. 

 

IV.      Complaints of Retaliation as a Result of Disclosure 
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A.        If a Board member, employee, volunteer, student, vendor, alumnus or applicant believes 

that they have been retaliated against in the form of an adverse employment or other action for disclosing 

information regarding misconduct under this policy, they may file a written complaint requesting an 

appropriate remedy. 

 

B.        For purposes of this policy, an adverse employment action shall be defined as actions 

including: discharge, demotion, suspension, being threatened or harassed, or in any other manner 

discriminated against with respect to compensation, terms, conditions or privileges of employment.  

Other adverse actions include:  dismissing, suspending or disciplining a student or changing or lowering a 

grade or evaluation of a student or negatively affecting the student’s academic career; terminating or 

threatening to terminate a customer or vendor relationship; and unlawfully discriminating against an 

alumnus or volunteer. This policy does not prohibit an employment action or any other action that 

would have been taken regardless of disclosure of information. 

 

V.        Process for Adjudication of Complaints Stemming from Disclosure 

 

A.        A Board member, employee, volunteer, student, vendor, alumnus or applicant must file 

a complaint with the intake officer or their alternate within ninety (90) days from the effective date of the 

adverse employment action or from the date on which the employee, volunteer, student, vendor, 

alumnus or applicant should reasonably have had knowledge of the adverse action. 

 

B.        Complaints shall be filed in writing and shall include: 

 

1.      Name and address of the complainant; 

2.      Name and title of individual(s) against whom the complaint is made; 

3.      The specific type(s) of adverse action(s) taken; 

4.      The specific date(s) on which the adverse action(s) were taken; 

5.      A clear and concise statement of the facts that form the basis of the 

complaint; 

6.      A clear and concise statement of the complainant’s explanation of how their  

previous  disclosure  of  misconduct  is  related  to  the   adverse employment or 

other action; and 

7.      A clear and concise statement of the remedy sought by the complainant. 
 

C.        Within sixty (60) calendar days of receipt of the complaint, the intake officer or their  

alternate  shall  consider  the  written  complaint,  shall  conduct  or  have  conducted  an investigation 

which, in their judgment, is consistent with the circumstances of the complaint and disclosure, and shall 

provide the complainant with a determination regarding the complaint. 

 

D.        The determination shall be in writing and shall include the findings of fact, the 

conclusions of the investigation, and, if applicable, a specific and timely remedy consistent with the 

findings.  The decision of the intake officer or their alternate shall be final. 

the findings.  The decision of the intake officer or their alternate shall be final. 
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APPENDIX F 
 

Lake Forest College Fraud and standards of conduct policy 
(Approved by the Budget and Audit Committee, April 8, 2011) 

The policy below is a general statement on fraud and standards of conduct.  Integral to this policy are 

the Conflict of Interest Policy and Whistleblower Policy.   The Fraud Policy concentrates on the 

measures taken to prevent and detect fraud, through appropriate controls and through communication 

of standards of conduct.  The Conflict of Interest supports this policy by communicating to the Board 

of Trustees, the President, Vice President and Directors the importance of avoiding activities that give 

rise to an actual or perceived conflict of interest.  The Whistleblower Policy provides the opportunity 

for any member of the College community or public to disclose what they believe to be improper or 

unlawful activities without fear of retaliation.  The Whistleblower Policy therefore is an important 

part of the Fraud and Standards of Conduct Policy, but the Fraud and Standards of Conduct Policy 

will address more specifically the expectation of the College Administration and Board of Trustees 

that potential fraud be addressed and prevented prior to occurrence.     

This policy applies to any fraud or suspected fraud involving employees, officers or trustees, as well 

as members, vendors, consultants, contractors, funding sources and/or any other parties with a 

business relationship with Lake Forest College. Any investigative activity required will be conducted 

without regard to the suspected wrongdoer’s length of service, position/title, or relationship with the 

College.  

Policy 

Management is responsible for the detection and prevention of fraud, misappropriations, and other 

irregularities. Fraud is defined as the intentional, false representation or concealment of a material 

fact for the purpose of inducing another to act upon it to their injury. Each member of the 

management team will be familiar with the types of improprieties that might occur within their area 

of responsibility, and be alert for any indication of irregularity. 

Any fraud that is detected or suspected must be reported immediately to the President, Vice President 

for Business Affairs or, alternatively, to the Chair of the Lake Forest College Budget & Audit 

Committee. 

Actions Constituting Fraud 

The terms fraud, defalcation, misappropriation, and other fiscal irregularities refer to, but are not 

limited to: 

1. Any dishonest or fraudulent act. 

2. Forgery or alteration of any document or account belonging to Lake Forest College. 
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3. Destruction, alteration, mutilation, concealment, covering up, falsification or making of a 

false entry in any record, document or tangible object with the intent to impede, obstruct or 

influence any investigation by the College or any state, federal or administrative agency. 

4. The destruction, alteration or concealment of any records used in the conduct of an audit. 

5. Forgery or alteration of a check, bank draft, or any other financial document. 

6. Misappropriation of funds, securities, supplies, equipment, or other assets of Lake Forest 

College. 

7. Impropriety in the handling or reporting of money or financial transactions. 

8. Disclosing confidential and proprietary information to outside or inappropriate parties. 

9. Accepting or seeking anything of material value from contractors, vendors, or persons 

providing goods or services to the College. Exception: gifts less than a nominal amount of 

$75 or less in value. 

10. Destruction, removal or inappropriate use of records, furniture, fixtures, and equipment. 

11. Improperly influencing or attempting to improperly influence the conduct of any audit of 

College finances or accounts. 

12. Any similar or related irregularity.  

Standards of Conduct 

Staff employees are held to a standard of conduct as described in the employee handbooks, which are 

all available online.  In addition to supporting standards of sound judgment, courtesy and good taste, 

the policy also prohibits any act which could harm the College or its employees or which interferes 

with the College’s operations.  An example of prohibited conduct is specifically any conduct that 

violates standards of honesty and ethical relationships.  Background checks are done on key 

employees in the financial, public safety, development and technology areas at time of hire.   

Students are informed of expected standards of conduct in the student handbook under Community 

Standards and Student Conduct.  The Honor Code is also printed in the handbook and available online 

to all students.  Per the Honor Code, members of the Lake Forest College community are expected to 

uphold the standards of honesty, mutual respect, self-discipline, and civility that represent the core 

values of the college in all aspects of social and academic interactions. 

The Faculty Handbook contains the policy on Misconduct in Scholarship.  This policy prohibits 

fabrication, falsification, plagiarism or other practices that seriously deviate from those that are 

commonly accepted within the appropriate scholarly community for proposing, conducting, or 

reporting on scholarship.  The handbook also contains the policy on Academic Honesty.  The Faculty 

Handbook is given to every new member of the faculty. 

Other Irregularities and Non-Fraud Irregularities 

If there is a question as to whether an action constitutes fraud, College employees should contact the 

President, Vice President for Business Affairs or the Chair of the Budget & Audit Committee for 
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guidance. 

Identification or allegations of acts which are non-fraud, such as personal improprieties or 

irregularities, whether moral, ethical or behavioral, safety or work environment related, or complaints 

of discrimination or sexual harassment, should be resolved by the respective area department head in 

conjunction with Human Resources and/or reference to other existing College policy. 

 

Identification and prevention of potential fraud opportunities 

College administrators and all levels of management are responsible for establishing and maintaining 

proper internal controls that provide security and accountability for the resources entrusted to them.  

Administrators should be familiar with the risks and exposures inherent in their areas of responsibility 

and be alert for any indications of improper activities. 

Each member of Senior Staff is required to review this policy annually with key departmental staff.  

Particular attention should be paid to identifying potential areas for fraudulent conduct.  Such conduct 

may be in connection with financial assets of the College as listed above or may be related to any 

other activities which may lead to the intentional, false representation or concealment of a material 

fact for the purpose of inducing another to act upon it to their injury. 

Upon identification of potential fraud situations, the administration should review the likelihood that 

fraudulent behavior could occur – whether remote, possible or probable.  The controls that are in 

place to prevent such behavior should be examined.  In the cases where prevention controls would be 

overly difficult, detection controls, such as sampling, should be in place and regularly followed.  The 

Vice President for Business Affairs should be consulted by departments when concerns about 

appropriate controls are raised.  The Budget & Audit Committee should be informed annually of any 

areas which have a probable risk of fraud which cannot be addressed without addition of resources.  

Tolerance levels for risk are communicated to the Budget & Audit Committee. 

Each area must review the effectiveness of controls put in place.  Such review should take place 

annually or whenever significant changes in operation or personnel take place 

Investigation Responsibilities 

The Whistleblower Policy contains the steps taken by the intake officer when suspected fraud is 

reported through this manner.  The Campus Conduct Hotline is available 24/7. 

College employees may use the channel of communication most comfortable to them.  They may 

choose to report concerns to their immediate supervisor, department head, or the President or VP of 

Business Affairs.  Any reported or suspected fraud should be at a minimum brought to the attention of 

the Senior Staff administrator in that department.   

When a member of Senior Staff suspects fraud and wishes to investigate further within their own 

department the following steps should be taken: 

1. Do not contact the suspected individual to determine facts. 

2. Immediately confer with the President and with the Vice President for Business Affairs, the 

senior administrator in charge of human resources. 
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3. Take care to avoid any incorrect accusations or violating a person’s right to due process, or 

making statements that could lead to claims of false accusation or other civil rights violations. 

4. Do not discuss the case, facts, suspicions or allegations with anyone unless directed to do so 

by the President or VP for Business Affairs. 

5. Devise a plan to investigate the suspected fraud which will avoid mistaken accusations or 

alerting suspected individuals that an investigation is under way. 

6. Review the investigation with the President and with the VP for Business Affairs.   

The Administration, in consultation with the Budget & Audit Committee, has the primary 

responsibility for the investigation of all suspected fraudulent acts as defined in the policy. The 

investigation may utilize whatever internal and/or external resources considered necessary. If an 

investigation substantiates that fraudulent activities have occurred, the President, Vice President for 

Business Affairs or the Budget & Audit Committee Chair will issue reports to appropriate designated 

personnel and, if appropriate, to the Board of Trustees and/or the Executive Committee of the Board 

of Trustees. 

Decisions to prosecute or refer the examination results to the appropriate law enforcement and/or 

regulatory agencies for independent investigation will be made in conjunction with legal counsel. 

Decisions regarding demotion, suspension or termination will also be made in conjunction with legal 

counsel. 

If suspected fraud or other wrongdoing involves programs funded in whole or in part with federal 

funds, additional responsibilities, such as special reporting and disclosure to the awarding agency, 

may apply. It is the policy of Lake Forest College to fully comply with all additional reporting 

disclosure and other requirements pertaining to suspected acts of fraud as described in award 

documents. 

Document Retention 

It is the intent of the College to comply with all relevant state and federal document retention 

requirements.  

Confidentiality and Whistleblower Protections 

In the event that institutional prevention and detection controls are not sufficient to identify fraud, the 

Whistleblower Policy becomes an important element of fraud detection.  The Whistleblower Policy 

outlines procedures for disclosure and investigation of suspected fraud.  It also details the steps taken 

to protect the confidentiality of the person making the charge. 

Authority for Investigation of Suspected Fraud 

Those individuals assigned to investigate suspected fraud will have: 

1. Free or unrestricted access to all Lake Forest College records and premises, whether owned 

or rented; and 

2. The authority to examine, copy, and/or remove all or any portion of the contents of files, 

desks, cabinets, and other storage facilities on the premises without prior knowledge or 

consent of any individual who may use of have custody or any such items or facilities when it 

is within the scope of their investigations.  
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APPENDIX G 
 

Lake Forest College Student Complaint Policy 
(Approved by the Dean of the Faculty and the Dean of Students, June 21, 2016) 

 

Lake Forest College (the “College”) has designed and maintains the Policy described herein to 

address student academic and non-academic complaints that are not otherwise addressed in the 

Student Handbook or other written College policies or procedures (e.g, the Sexual Misconduct 

Policy).   The College encourages informal resolution of complaints whenever possible at the lowest 

unit level, but provides, through this Policy, for a formal review of complaints to provide resolution 

when informal resolution is not achieved.  The College maintains records of all formal complaints 

pursuant to the Policy along with the resolution status. 

 

Students may bring complaints against the College with regard to any academic or non-academic 

services provided to students by any representative of the College, but all complaints must claim that 

a College policy, regulation or established practice has been violated.  No complaint will be 

considered unless it specifically references the underlying policy, regulation or established practice 

which has been alleged to be violated. 

 

As further defined below, the Policy does not apply to student complaints regarding issues that can be 

addressed through other complaint procedures established by the College.  Excluded issues, in this 

respect, include, but are not limited to, those regarding employment by the College, admissions or 

financial aid decisions, grades, fees including parking violations, academic honesty, housing, sexual 

harassment or misconduct. 

 

Resolution under this policy shall fall into one of two categories: 

A. Student Academic Complaints are complaints brought by students alleging violations of 

Lake Forest College’s policies or practices regarding the provision of education or other 

academic services which affect the complainant in their role as a student at Lake Forest 

College.  Student academic complaints shall not include grade disputes, academic appeals 

brought before the Academic Appeals Board or appeals of Academic Honesty Judicial 

Board decisions.  Students should consult the Lake Forest College Student Handbook for 

procedures related to complaints which are excluded under this policy. 

B. Student Non-Academic Complaints are complaints brought by students alleging 

violations of policies or practices regarding the provision of non-academic services by the 

College.  Non-academic complaints shall not include admissions or financial aid 

decisions, campus housing assignments, parking or residence hall fines, student conduct 

findings including those involving fees or violation charges, or sexual harassment or 
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misconduct.  Students should consult the Lake Forest College Student Handbook for 

procedures related to complaints which are excluded under this policy. 

 

Informal Resolution of Student Complaints 

The first stage of the complaint process under this Policy must be an informal meeting with the party 

or parties involved and an appropriate third party such as a department chair, administrator or faculty 

member. If the complaint cannot be resolved informally, the student may seek formal resolution. 

 

 

Formal Resolution of Student Complaints 

If resolution is not reached through informal means, the student may bring a formal written complaint 

to the appropriate Dean.  Student Academic Complaints shall be addressed to the Dean of the Faculty 

while Student Non-Academic Complaints shall be addressed to the Vice President of Student Affairs. 

 

The student must submit a written explanation of the issue of concern including a full description of 

the issue, the College policy or policies which the student is alleging have been violated, a description 

of any efforts which have been made to resolve the concern informally and a statement of requested 

remedy.  Copies of any relevant documents or other materials should be attached. 

 

Upon receipt of a formal complaint, the Dean of the Faculty or the Vice President of Student Affairs 

(whichever is appropriately addressed by the complaint) shall designate an investigator to review the 

matter and make recommendations for remedy.  The investigator may request a written response from 

any College employee or representative mentioned in the complaint and any other persons who may 

be able to help with the resolution of the complaint.  The investigator may also conduct interviews or 

review documents as required. 

 

All investigations should be completed within 30 days of the filing of the written complaint, however 

the appropriate Dean may extend this time for good cause.  In all cases, the complaint will be 

reviewed and investigated as quickly as possible.  The College maintains a strict policy against 

retaliation toward the complaining student by any College employee or representative including other 

students. The investigator will file a report of the findings of the investigation to the appropriate 

senior administrator along with recommended remedies, if any.  The Dean of the Faculty or the Vice 

President of Student Affairs will review the recommendations of the investigator and render a final 

decision regarding the resolution of the complaint.  The decisions of the senior administrators are 

final and may not be appealed. 

 
Records of Student Complaints 

 

Lake Forest College maintains records of formal student complaints.  The following procedures will 

be followed with respect to any formal student complaints filed and adjudicated according to this 

Policy: 

a. The files for Student Academic Complaints will be maintained in the office of the Dean 

of the Faculty.  The files for Student Non-academic Complaints will be maintained in the 

office of the Vice President of Student Affairs. 

b. For purposes of tracking complaints, the College will assume that any issues for which no 

formal complaint has been filed have been resolved informally. 

c. Copies of the formal complaint filed by a student along with any exhibits and attachments 

shall be maintained in the appropriate Dean’s office for a period of two years from the 

date of the findings of the investigator.  After two years, the student complaint and any 
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other material with identifying information will be purged to protect the confidentiality of 

student information. 

d. The College will maintain summary records of student complaints under this Policy for a 

period of ten years which will include the following: 

i. The total number of complaints filed in each year. 

ii. The general type of complaint. 

iii. A summary record of the action taken by the College with respect to the 

complaint. 

e. This summary record will be provided annually to the President of the College for review 

to determine if any institutional changes are warranted. 

f. This summary will be made available to Higher Learning Commission reviewers during 

any visit to the College and will be included in the materials supplied to the reviewers as 

part of the accreditation process. 

g. The College maintains only the records of formal complaints filed by students or former 

students of the College.  Complaints initiated by parents, employees, members of the 

public or any other individuals or groups are not tracked or subject to the terms of this 

Policy. 

  


