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Mission Statement: 

St. Thomas is a Catholic university with rich cultural and international diversity committed to the 

academic and professional success of its students who become ethical leaders in our global 

community. 

 

Core Values: 

Catholic identity 

Global diversity 

Student success 

Leadership development 

 

Vision Statement: 

St. Thomas will build upon its position as the leading Catholic university in the Southeast by 

developing, through its academic programs, recognized global leaders in ministry, science, 

business and justice, and will serve as a model resource that prepares its students to engage in the 

business, legal, social and scientific universe of the global community 

 

Policy Statement: 

The Saint Thomas University Adjunct Faculty Handbook should be used in conjunction with and 

considered part of the adjunct faculty appointment for adjunct faculty teaching in undergraduate, 

graduate and doctoral programs. The information herein is subject to change, amendment, or 

deletion by the University as deemed appropriate.  

 

All materials published in this handbook have been approved by the appropriate person or body 

for specific information in the area of Academic Policy; please consult the Academic Policy and 

Procedures Manual.  The Academic Policy and Procedures Manual is updated on a regular basis.  

An electronic copy may be found under “Common Documents” through mybobcat. 

 

Accreditation: 

St. Thomas University is accredited by the Commission on Colleges of the Southern Association 

of Colleges and Schools (1866 Southern Lane, Decatur, Georgia 30033-4097: Telephone number 

404-679-4501) to award the Bachelor, Master, Juris Doctor and Doctoral Degrees. 

 

Location: 

Main Campus – St. Thomas University 

16401 NW 37th Avenue 

Miami Gardens, FL  33054 

305.625.6000 

 

Campus map: 
http://web.stu.edu/MapDirections/CampusMap/tabid/189/Default.aspx  

 

 

 

 

 

 

http://web.stu.edu/MapDirections/CampusMap/tabid/189/Default.aspx
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Office of the Provost and Chief Academic Officer of the University: 

Jeremy L. Moreland, Ph.D 

305.628.6720 

 

Carmen Barberis, M.S.M., Executive Coordinator, 

Office of the Provost 

305.628.6674 

 

Office of the Academic Dean: 

Luis Fernandez-Torres, Ph.D. 

305-474-6014 

Estela San Miguel, Administrative Assistant 

305-628-6760 

 

Office of the Vice Provost for Graduate and Online Studies: 

Ted Blashak, Ph.D. 

305-474-6957 

 

Biscayne College:     School of Science, Technology and Health: 

Rafael Montes, Ph.D., Chair     Dora P. Maul, Ph.D., Chair 

Grace Bernard, Admin.  Assist.    Estela San Miguel, Admin. Assist. 

305.628.6568      305-628-6760 

 

Gus Machado College of Business:   University Library: 

Robert Epling, Ph.D, Chair    Jessica M. Orozco, Associate Director 

Evelyn Calama-Sosa,     305.474.6860 

Admin.  Assist. 

305.628.6528 

 

Adjunct Faculty (APM 1.2.1.5): 

St. Thomas University recognizes that adjunct faculty can enhance the breadth and depth of 

expertise in specialized fields of study reflected in its academic programs.  They represent a 

valuable resource for St. Thomas, its academic programs, and its students. 

 

St. Thomas University defines Adjunct Faculty members as any individual who has been hired to 

teach course for a given academic period.  Responsibilities are limited to teaching the course(s) 

they have been hired to teach.  Adjunct Faculty must possess the appropriate academic 

credentials and/or other qualifications to teach courses within the academic discipline and submit 

official transcripts prior to being hired (see Section 2.3). 

 

Adjunct faculty are expected to maintain the same level of teaching excellence  as Full-Time 

Faculty and to participate in other activities as deemed necessary by Chairs of the college.  They 

must also submit an updated curriculum vitae on an annual basis. 
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An Adjunct Faculty member is not guaranteed work beyond the current appointment term.  They 

are not required to conduct research or participate in service activities.  They are expected to 

complete the appropriate appointment term each time the offer to teach a course is made.  The 

decision to extend a new appointment is at the discretion of the university and successive 

appointments do not confer continuing employment status and imply no employment rights 

beyond the duration of the term of employment as set forth in the Adjunct Faculty member’s per 

course appointment. 

 

Adjunct Faculty generally do not hold academic rank; however, individuals who previously held 

a professorial academic rank as Full Time Faculty at St. Thomas University retain the highest 

rank held while at the university, with the prefix of Adjunct preceding the rank (i.e., Adjunct 

Assistant Professor, Adjunct Associate Professor, Adjunct Professor). 

 

Adjunct Faculty are not eligible for promotion in academic rank or sabbatical leave and are 

outside the full-time teaching faculty non-reappointment and dismissal policies.   

 

Appointment to an Adjunct Faculty position does not confer membership in the Faculty Forum 

as defined in the constitution of the St. Thomas University Faculty Forum.  While Adjunct 

Faculty are not voting members of the Faculty Forum and do not participate in the Faculty 

Forum or university standing or ad hoc committee structure, they may attend Faculty Forum or 

College faculty meetings with voice, but not vote.  Their attendance shall not be counted towards 

a quorum. 

 

Note:  Because student enrollment and full-time faculty loads may not be determined until after 

the date that an Adjunct Faculty member signs an appointment letter, an Adjunct Faculty 

member’s appointment is contingent upon sufficient student enrollment for the course to be 

taught and upon that course not being assigned as part of a Full-Time Faculty member’s required 

teaching load.  If there is sufficient course enrollment, the university reserves the right to void 

the Adjunct Faculty member’s appointment.  Similarly, if the course is assigned to a Full-Time 

Faculty member to meet that faculty member’s required teaching load, the university reserves the 

right to void the Adjunct Faculty member’s appointment.  If there is sufficient enrollment for the 

course, and if the course is not required to satisfy the teaching load for a Full-Time Faculty 

member, the appointment is for one (1) semester teaching assignment, with no express or implied 

future.   

 

Hiring Policy and Procedures: 

Before an adjunct faculty can be listed as an instructor for a class, the dean or designee must 

approve the hire after reviewing the adjunct’s application, transcript and curriculum vitae (or 

resume).  The hiring process includes the completion of all required paperwork for the Provost’s 

Office and the Department of Human Resources and an interview with the appropriate dean or 

designee.  Adjunct faculty members are subject to the background screening standards applicable 

to all St. Thomas University employees and are subject to a fingerprint screening process and 

exclusion from employment if they have convictions as to any disqualifying offenses.  A 

particular college/school may have other application requirements.  It is the responsibility of the 

applicant to complete these other requirements. 
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Other full-time non faculty St. Thomas employees with the appropriate academic credentials 

may apply to teach as an adjunct faculty member with the permission of that employee’s 

supervisor.  They are expected to follow the same policies and procedures as other adjunct 

faculty members.  Even with permission, a full-time St. Thomas employee may not teach more 

than one course in any 16-week reporting period (fall, spring, summer). 

 

The resumes and official transcripts for adjunct faculty teaching on the main campus are kept in 

Human Resources.  The resumes and official transcripts for adjunct faculty teaching in the dual 

enrollment program are also kept in the Human Resources. 

 

Employment of Adjunct Faculty: 

St. Thomas University’s colleges/schools offer opportunities for “overload teaching 

assignments” to qualified full-time faculty before adjuncts are employed.  Before any courses are 

offered to an adjunct, qualified full-time faculty across the university are offered the course 

either as part of their in-load or as an overload, including summer term. 

 

Course Load: An adjunct faculty member may not teach more than 9 credits in any 16-week 

reporting period (fall, spring, summer) not to exceed 18 credits within a 12-month period.  This 

restriction covers all semesters and terms, delivery formats (traditional classroom, blended or 

online), discipline, and/or programs.  The chair of the college to which an adjunct faculty is 

assigned is responsible for the monitoring of this policy. 

 

If the Academic Dean wishes to make an exception to this policy and increase the load for a 

particular adjunct faculty member, a written request must be made to the Provost with the 

reason(s) for the request and the source of funding for any additional fringe benefits that may be 

required to be paid. 

 

Adjunct faculty who are participating in the Dual Enrollment program at a local high school are 

exempt from this course load policy because they are teaching these courses as part of their 

regular teaching load at the high school.   

 

Office Support:  

An adjunct faculty member may have access to office space with a telephone, a computer station, 

and other office resources at a chair’s discretion.  In addition, the chair is to assist an adjunct 

faculty member to receive a St. Thomas University photo identification card; a login and 

password for the university’s computer system; and a parking decal.  An adjunct faculty member 

with concerns or problems in any of these areas is expected to notify the chair in writing. The 

chair is expected to respond to these concerns in writing within 15 working days of the receipt of 

a written list of concern(s). 

 

Academic Support: 

An adjunct faculty member is expected to follow the Course Syllabus Template found in the 

current Adjunct Faculty Handbook in the creation of a syllabus for a particular course. In 

addition, the course may also have a basic/departmental syllabus with requirements that would 

also need to be followed.  The instructor is expected to upload this syllabus on the course’s 

CANVAS platform and to provide the college chair with a printed copy of the syllabus.   
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A newly hired instructor should ask the dean for these resources.  A copy of each syllabus is to 

be kept in the individual’s file in the chair’s office. 

 

Orientation and Professional Development: 

Orientation for adjunct faculty members is provided on an annual basis, usually in the spring 

semester.  All current adjunct faculty members are expected to attend this orientation.  In 

addition to this general orientation, an adjunct faculty member may be asked to attend workshops 

on library services, the use of CANVAS computer platform, and the role of the instructor in 

delivering a blended or online class.  Records of attendance and/or completion of these events 

should be kept in the individual’s file in the dean’s office. 

 

Academic Qualifications: 

These policies are subject to change pursuant to accreditation requirements and/or university 

procedures. 

 

The following requirements apply to all individuals assigned to teach classes at the university: 

1. Teaching undergraduate courses: 

a. A masters or doctoral degree from a regionally accredited college or university or 

internationally recognized institution of higher education is required for teaching 

undergraduate courses at St. Thomas University.  Additional requirements are 

explained below. 

b. Faculty must have at least an earned master’s degree in the teaching discipline, or 

they must have a master’s degree with a concentration in the teaching discipline 

(minimum of 18 graduate semester hours in the teaching discipline of the course to be 

taught). 

c. No full-time faculty member employed at the university may pursue, while so 

employed, graduate credits and/or master’s degrees at St. Thomas University for the 

purpose of meeting the above requirements except in cases where specific written 

authorization to do so has been granted by the Provost and Chief Academic Officer. 

d. Faculty members currently in the process of obtaining a master’s degree in a second 

field, or the additional graduate course work required over and above the master’s 

degree may be allowed to continue to teach affected courses for a limited time if: 

i. They have written approval from the Provost and Chief Academic Officer. 

ii. They have an official letter of acceptance to an appropriate graduate program 

at a regionally accredited college or university. 

iii. They agree to complete the number of graduate credits in the field or in their 

master’s program according to a timetable set by the Provost and Chief 

Academic Officer in consultation with the faculty members. 

iv. They demonstrate consistent progress toward meeting the deadline for 

completion of the graduate course work needed.  Progress must be 

documented at the end of each academic year by official transcripts. 

2. Teaching Graduate Courses: 

a. All faculty teaching one or more graduate courses must hold an earned 

doctorate/terminal degree (SACSCOC criteria) in the teaching discipline from a 

regionally accredited college or university or internationally recognized institution of 

higher education. 
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b. The only exception to (a) above that may be considered on a case-by-case basis is an 

earned doctorate in a closely related discipline and a master’s degree in the teaching 

discipline.  The Provost and Chief Academic Officer will determine what related 

degrees are acceptable in meeting this requirement. 

c. Faculty members currently in the process of obtaining a doctoral degree in the 

teaching discipline may be allowed to continue to teach affected courses for a limited 

time if: 

i. They have written approval from the Provost and Chief Academic Officer. 

ii. They have an official letter of acceptance to an appropriate graduate program 

at a regionally accredited college or university. 

iii. They agree to complete their doctoral program according to a timetable set by 

the Provost and Chief Academic Officer. 

iv. They demonstrate consistent progress toward meeting the deadline for 

completion of the dissertation and/or graduate course work needed.  Progress 

must be documented at the end of each academic year by official transcripts. 

v. Faculty pursuing doctoral degrees in order to teach graduate courses must 

complete their degree programs by the deadline agreed upon with the Provost 

and Chief Academic Officer.  Failure to do so could result in termination of 

employment or restriction from teaching graduate courses according to the 

programmatic needs of the institution. 

3. College Readiness Courses: 

Faculty who teach college readiness courses must have a master’s degree from a 

regionally accredited institution (or internationally recognized institution of higher 

education) or its equivalent in a field related to their teaching assignment and either 

classroom experience in a field related to their teaching assignment or graduate training 

in college readiness education. 

4. Graduate Teaching Assistants: 

Graduate teaching assistants must have a master’s in the teaching discipline or 18 

graduate semester hours in the teaching discipline, direct supervision by a faculty 

member experienced in the teaching discipline, regular in-service training, and planned 

and periodic evaluations. 

5. Exceptions Based on Other Qualifications: 

St. Thomas University seeks to employ an outstanding faculty with the goal of exceeding the 

minimum requirements for the academic and professional preparation of faculty set forth by the 

Criteria for Accreditation of the Commission on Colleges of the Southern Association of Colleges 

and Schools. 

 

As a matter of policy, the university emphasizes the overall qualifications of a faculty member, 

rather than simply academic credentials.  The university, however, prefers that all faculty qualify 

for teaching on the basis of academic credentials rather than other types of qualifications. 

 

Faculty Academic Credentials: 

It is the responsibility of the faculty to update their curriculum vitae each calendar year and 

submit it to the chair or designee.  The Chair of the College will forward the curriculum vitae to 

the Office of the Provost to be placed in the faculty academic file.  Faculty are also encouraged 

to provide any new supporting material, which may include but is not limited to: 
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1. Official transcripts for all masters and terminal degrees earned; 

2. Official documentation of professional work experience; 

3. Records of publication; 

4. Certification(s) and licenses as applicable; and 

5. Other qualifications. 

St. Thomas University does not require official transcripts for the bachelors and/or 

undergraduate degrees from part-time adjuncts, and full-time faculty as a condition for 

employment.  All other requirements remain in effect. 

 

Transcript Evaluation Process: 

In assessing any new academic transcript(s), (i.e., new hire or newly obtained degree), the Office 

of the Provost (or a designee) must ensure the faculty member/course instructor’s transcript 

includes the following elements: 

1. The issuing institution’s official seal; 

2. Signature of the appropriate authorizing agent, preferably the institution’s registrar; 

3. The institution’s official letterhead or stationary; 

4. The institution’s watermark or other identifier; and 

5. The date of issue. 

If a transcript is unclear, the Office of the Provost (or a designee) will contact the institution 

producing the transcript and request additional information regarding the transcript or courses in 

question.  Documentation received in response to such a request will be placed in the faculty 

member/instructor’s personnel file.  With the exception of foreign academic credentials, only 

course work and degrees granted by an accredited college or university will be accepted for 

credentialing purposes.  In the event the institution ceases to exist and there are no records or 

method of verification, references to support academic course work must be provided by the 

instructor or prospective faculty member. 

 

Foreign Academic Credentials: 

In those instances where a faculty member/course instructor holds a degree and/or graduate 

credit hours from an institution in another country that is not accredited by regional accrediting 

agency, it will be necessary for the individual to obtain an independent evaluation of teaching 

credentials, including a course by course evaluation of all graduate degrees.  The process for 

certifying equivalent institutions is for the applicant to have their official transcripts from a non-

regionally accredited institution(s) out the United States sent to a member of the national 

Association of Credential Evaluation Services (NACES) for evaluation.  The applicant is 

responsible for submitting their documents and payment for this service to the member of the 

National Association of Credential Evaluation Services. 

 

Additional Faculty Credentials Policies and Requirements: 

1. As a result of the policies concerning academic preparation of faculty, instructors will be 

required to comply with the criteria for all subject fields in which they teach.  Failure to 

do so may result in termination of employment or restriction to teaching courses solely in 

the discipline of their degree, according to the programmatic needs of the institution. 

2. In accordance with the academic qualifications of the faculty and the needs of the 

institution, faculty members will be required to teach courses at the undergraduate and/or 

graduate level. 
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3. All new faculty hired at the rank of Assistant Professor or above must hold an earned 

terminal degree (usually a doctorate) in their teaching field from a regionally accredited 

institution. 

4. Full-time and part-time faculty must meet or exceed the requirements concerning the 

academic preparation or qualifications of faculty described herein to teach at any site or 

location where courses are offered for credit by St. Thomas University. 

5. Part-time instructors who academic credentials do match the student learning outcomes 

for a particular course may build a case to teach that particular course based on 

professional experience.  Professional experience can include “related work or 

professional experience, licensure and certifications, continuous documented excellence 

in teaching, honors and awards, scholarly publications and presented papers and other 

demonstrated competencies and achievements that contribute to effective teaching and 

student learning outcomes” (See the SACSCOC Faculty Roster Instructions). 

6. Full-time faculty desiring to teach one course per year in a related discipline in which 

they may be qualified by virtue of unique experience must also undergo the above 

described internal review as well (See Faculty Credential Policy above). 

7. All faculty must have OFFICIAL transcripts for all graduate degrees held sent directly 

to the Provost and Chief Academic Officer of the university to document their academic 

credentials.  In addition, all faculty must have a current curriculum vita on file in the 

Office of the Provost.  Unless the Provost approves an exception in writing, the candidate 

cannot be hired until the university is in receipt of the official transcript(s). 

 

Professional Experience: 

While St. Thomas University gives primary consideration in hiring to an individual’s academic 

credentials, individuals with appropriate professional experience can be hired on a course by 

course basis. 

 

Policy: 

A full-time faculty member or a part-time instructor whose academic credentials do match the 

student learning outcomes for a particular course may build a case to teach that particular course 

based on professional experience. Professional experience can include "related work or 

professional experience, licensure and certifications; continuous documented excellence in 

teaching; honors and awards; scholarly publications and presented papers; and other 

demonstrated competencies and achievements that contribute to effective teaching and student 

learning outcomes." (SACSCOC Faculty Roster Instructions) 

 

Procedure: 

An instructor who is interested in building a case to teach a particular course based on his/her 

professional experience must complete the Faculty Professional Experience Form. This form 

documents the alignment between an instructor's professional experience and a course's student 

learning outcomes.  

 

The dean or designee shall review this form with the instructor. The dean or designee shall 

approve the form. The approved form with the course syllabus is to be placed in the instructor's 

file in the Provost Office. (Academic Policy and Procedures Manual). Faculty Professional 
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Experience Form (see Appendix A). 

The Southern Association of Colleges and Schools' Principles of Accreditation (approved 2018) 

state the following concerning acceptable qualifications for faculty, including demonstrated 

competencies and achievements other than the highest earned degree in the discipline.   
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The institution employs competent faculty members qualified to accomplish the mission and 

goals of the institution.  When determining acceptable qualifications of its faculty, an institution 

gives primary consideration to the highest earned degree in the discipline.  The institution also 

considers competence, effectiveness, and capacity, including as appropriate, undergraduate and 

graduate degrees, related work experiences in the field, professional licensure and certifications, 

honors and awards, continuous documented excellence in teaching, or other demonstrated 

competencies and achievements that contribute to effective teaching and student learning 

outcomes.  For all cases, the institution is responsible for justifying and documenting the 

qualifications of its faculty (faculty competence).  Note:  when an institution defines faculty 

qualifications using faculty credentials, institutions should use commission guidelines, “Faculty 

Credentials.” The document can be found at http://www.sacscoc.org/policies.asp#guidelines .  

 

Academic Freedom: 

St. Thomas University, as an institution of higher learning, is committed to the belief that the 

essential purpose of an academic community is to promote knowledge through the search for 

truth and to express truth without interference or harassment. In order that this purpose be clearly 

understood in the context of academic freedom, the following policy shall apply: 

 

1. St. Thomas University is committed to certain fundamental Judeo-Christian principles, 

which it holds to be demonstrable through faith and reason. Educators, within the 

framework of this philosophy (while retaining their own liberty of conscience), shall 

refrain from attacking or impugning these principles. Those who disregard this directive 

intended to safeguard the Mission of the University, will compromise their value as 

members of the faculty. 

2. The faculty member is entitled to full freedom of research and to the publication of 

findings without hindrance, provided academic duties at the University are adequately 

performed. Any research performed for pecuniary stipend, outside ordinary teaching 

duties, should normally be done with the knowledge of the University authorities. 

3. Within the classroom, faculty shall have full freedom to discuss their subject. Prudence 

shall dictate that one should not introduce controversial matters, which would reflect 

serious bias, or discuss matters, which are extraneous to one's field. Nor may one, in the 

name of religious freedom, teach concepts, which are clearly contrary to the Mission of 

the University. 

4. As a member of a learned profession, the teacher speaks with a certain competence and 

authority. This special position in the academic community also imposes serious 

obligations of prudence, since the public may judge the teacher and the University by 

one's utterances. Hence, one must strive to be accurate in teaching, to exercise 

appropriate restraint in judgments, to show respect for the opinions of others, and to 

indicate clearly that one is not a spokesperson for the University unless one is expressly 

delegated by the administration to be its spokesperson. 

 

Administrative Responsibilities: 

Procedures for Ordering Instructional Materials: 

Textbooks, instructor's manuals and course outlines are handled differently in each college. 

Contact your chair of the college for exact information about ordering this material. 

http://www.sacscoc.org/policies.asp#guidelines
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Textbooks and Instructional Materials: 

Textbooks for all courses are to be chosen after consultation with the chair and/or program 

director. Exceptions must have the Dean's approval. The administrative assistant can assist 

faculty with the necessary forms for acquiring "desk copies" of texts. Faculty are responsible for 

electronically posting the required textbooks or indicating no need for a textbook. Deadlines for 

electronic posting of textbooks are announced by the Office of the Registrar. 

 

Class Rosters: 

Class rosters are available via mybobcat self-service component.  Please contact the IT Helpdesk 

if you are having problems logging into mybobcat. 

 

During this first eight days of a term or semester, necessary administrative changes are submitted 

by the dean or chair to remove students from canceled classes and to make adjustments in level. 

Students may be entering and leaving your classes during this period. 

 

Please verify that you do not have someone attending your class whose name does not appear on 

your roster. If you do, refer the student to the Registrar's Office. Please do not allow students to 

remain in class if they are not officially registered for it. 

 

Department of Athletics Missed Class Policy: 

Student-athletes are not permitted to miss class time for sports practice at any point during the 

academic year.  Student-athletes are not permitted to miss class time for competition or practice 

outside of the championship period, i.e. during the post season. A schedule of 

games/competitions will be mailed by the Faculty Athletic Representative to all faculty for the 

fall, winter and spring sports indicating when student-athletes should be excused from class for 

games/competitions.  It is still the responsibility of the student-athlete to communicate with each 

faculty member in advance regarding missed class time and the class work that should be 

completed prior to the absence and upon return to class. 

 

For information or concerns regarding athletics eligibility or missed classes, please communicate 

with Dr. Jan Bell, Faculty Athletic Representative, at 305-628-6634 or jbell@stu.edu.  

 

Starfish: 

To enable proactive advising for students the University has implemented the Starfish Retention 

Early Alert and Connect.  Starfish has the ability to integrate data from multiple systems and can 

generate communications based on system data as well as alerts entered by faculty.  The student 

interface allows a student to track their academic progress.  Starfish permits automated 

communications to the appropriate individuals.  Its Early Alert system will be configured for 

faculty and advisors to enter alerts as well as to use pre-determined triggers based on data 

integrated from other systems, such as Ellucian’s Colleague and STU’s learning management 

system, CANVAS. 

 

Student Academic Problems: 

If students are performing below average or have missed assignments, you should deal with the 

student directly, as well as, raise the corresponding flag on Starfish (“Low/Quiz/Test Scores” 

mailto:jbell@stu.edu
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flag, “Missing/Late Assignments” Flag, “In Danger of Failing” flag), so that the student’s 

advisor can be notified of the issue and intervene. You many also want to seek the assistance of 

the college chair.  You may advise the student to seek free tutoring services available through the 

S.O.C.R.A.T.E.S. Tutoring Center and create a Tutoring Referral on Starfish.  If you believe the 

student has an English as a Second Language problem, you can refer the student to the Academic 

Enhancement Center located in the Institute for Workforce Enhancement Building. 

 

*See the Academic Policy Manual on Policy and Procedures for the following:  Attendance 

policy, attendance tracking, recording attendance, course cancelation, and midterm progress 

report (Section Two – APM) 

 

Instructor Absence: 

Whenever you cannot attend class, contact your chair of the college immediately. If you know of 

an absence in advance, a special lesson (e.g., research in the library) may be assigned.  In some 

cases an approved substitute may be located. Missed classes must be made up. Check with the 

chair of the college for specific remedies for this situation.  All instructor absences need to be 

reported to your chair.   In the event that the class is to meet off-campus (as in the case of a field 

trip), or must meet in a different classroom from the one originally assigned, (Media Center, etc.) 

the Registrar and Offices must be advised so that they can direct any students who were absent 

when the change was communicated. For this purpose as well, it is advisable that the instructor 

keep the names, addresses, and phone numbers of the students in the class. The instructor can 

communicate any changes directly. 

 

Mail/Phone Messages: 

Each department has its own location for mail delivery and messages. Check with the college 

administrative assistant for specific information. 

 

Office Hours: 

Inform students when and where you will be available for providing academic assistance. You 

should schedule one (1) hour weekly for each three (3) credit course. Meeting with students 

immediately prior to or after class is appropriate.  Office space may be available for you.  Check 

with your chair about office space. 

 

St. Thomas Email: 

Adjunct faculty are required to check St. Thomas email on a daily basis.  Important information 

from the provost, dean, chair of the college, program director or students may be forthcoming at 

any time.  St. Thomas email must be used for all correspondence related to the course(s).  In 

addition, the appointment letter for teaching the course(s) will be sent through St. Thomas email 

and needs to be returned immediately to ensure payment on a timely basis.  Delay in signing and 

returning the appointment letter may result in delay of payment for the course(s). 

 

Office of Information Technology (OIT): 

All requests for OIT services should be directed via email to helpdesk@stu.edu or by phone at 

extension 6610 (off-campus 305.628.6610). 

 

 

mailto:helpdesk@stu.edu
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Duplicating and Photocopying: 

The duplication of materials for classroom usage, department and university business is available 

at the Mail/Copy Center or through the college administrative assistant.  A turnaround time of 48 

hours is generally required to assure that a faculty member’s duplicating requests can be met. 

 

Student Travel Requirements (Field Trips): 

The Office of Risk Management and Compliance must be notified of all St. Thomas University 

sponsored trips involving students.  

 

Travel organizers must provide the Office of Risk Management and Compliance a list with the 

names of all travelers along with emergency contact numbers and dates of travel prior to 

departure.  All students and guests are required to enter their travel plans with all other requested 

information in the travel registry prior to departure and complete the Travel Participation and 

Travel Agreement Form.  Work with your college chair before scheduling any student travel or 

contact the Office of Risk Management and Compliance at 305.628.6648.  

 

Orientation and Supervision of Adjunct/Part-Time Faculty: 

St. Thomas University recognizes that adjunct faculty can enhance the breadth and depth of 

specialized fields of study for educational programs offered by the institution.  At the same time, 

the full-time faculty is usually more available to provide extra help and advisement to students 

outside of scheduled class periods.  In addition, other full-time university employees that have 

been awarded faculty rank represent a valuable supplementary resource for teaching.  For 

example, many of the university’s administrators with faculty rank have many years of 

experience as full-time faculty prior to entering administration.  Deans should make maximum 

use of the teaching and advising resources provided by the University on a full-time basis when 

making course assignments. 

 

Dean, dean designee or appropriate college chairs are responsible for monitoring within their 

respective areas of responsibility each semester to assure that these limitations are met.  

Compliance with these criteria will be assessed by applying the standard to all courses taught in 

each field/discipline within each undergraduate major/degree and graduate degree program.  

Administrators with faculty rank should not be counted as adjunct faculty when assessing this 

standard. 

 

Administrators with faculty rank and part-time faculty must meet the same minimum 

requirements for academic preparation as full-time faculty for the specific field and level of 

instruction in which they will be teaching and the faculty credentials applies to all university 

courses regardless of method of delivery (see St. Thomas University Policy on Faculty Academic 

Qualifications in the Faculty Handbook). 

 

Part-time/adjunct faculty teaching fewer than four (4) courses per year and who wish to qualify 

to teach specific courses on the basis of unique experience, must submit credentials and 

documentation detailing their background and unique experience for internal review by the 

appropriate college chair, dean and the Provost and Chief Academic Officer.  The credentials and 

documentation must comply with the specifications as described in the Faculty Handbook and 
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the St. Thomas University policy on faculty credentials qualifications.   

A decision concerning the acceptability of the adjunct’s unique experience must be made by a 

review committee (chair, dean and Provost) before the course is taught. 

 

Orientation for adjunct faculty will be provided on at least a yearly basis by St. Thomas 

University.  This orientation may include but is not limited to policy and procedure review, 

technology update, library resources, etc.  Evaluation of the orientation will be conducted and the 

results reviewed by the college chairs.  It is most important that new and prospective adjuncts 

attend the annual orientation. 

 

College chairs or dean’s designee are responsible for supervision of faculty adjuncts.  This must 

include: 

1. A review of the student course evaluation forms. 

2. An observation of teaching by the college chair or designated faculty member.  

Subsequent evaluations can be one of the following measures:  post-midterm conference, 

conference with students enrolled in class, review of tests and student outcomes, review 

of pretest and post-test results or an analysis of grade distributions. 

3. A review of an updated Curriculum Vita provided by the adjunct faculty member every 

two years.  The chair is responsible for forwarding the updated vita to the Provost and 

Chief Academic Officer. 

4. A review of the syllabus to ensure the adjunct faculty member provides a means by 

which students may have access to them such as email, phone number and a location for 

meeting with them before or after class (Chairs will assign office space for adjuncts).  

 

Adjunct Evaluation: 

Adjunct faculty will be evaluated by their respective Chair, Program Director or Dean when 

appropriate, using the following rubrics of three (3) performance topics.  Chair or Dean 

evaluations of a faculty member for teaching excellence within an onground or online setting 

will be done with two (2) weeks’ notice within a given time frame to the particular faculty 

member.  Onground classes, including blended courses, will be done on site in the classroom.  

Online course evaluations will be performed through Chair evaluation examination of LMH 

(Learning Management System), platform by the chair or dean or the online program director. 

 

*Note:  when an evaluator is out of the teacher’s field of expertise and unable to evaluate, an 

option of “unable to evaluate for Topic #1” (Academic Knowledge is applicable and the score 

will be designated NS (no score). 

 

The following scoring system will apply to each rubric: 

EE (Exceeding Expectations)   4 points 

ME (Meeting Expectations)   3 points 

PE (Progressing towards Expectations) 2 points 

DM (Does Not Meet Expectations)  1 point 
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Topic #1: Concerning Currency and Scope of Academic Knowledge 
EE  Demonstrates superior knowledge of the subject matter and explains it superbly to students. 

 Maintains consistent academic standards in course that are above and beyond the course 

expectations. 

ME  Has sufficient knowledge of the subject matter and explains it well to students 

 Maintains consistent academic standards in course the incorporate the course expectations 

PE  Knows most of the subject matter and/or progressing explaining it well to students 

 Marginally maintains academic standards in course that incorporate the course expectations 

DM  Lacks sufficient knowledge of the subject matter and explains it well to students. 

 Does not maintain consistent academic standards in course that incorporate the course 

expectations. 

UN  Evaluator does not have subject matter expertise to evaluate 

Rationale for chosen category 

 

 

 
Topic #2:  Concerning Student Engagement 

EE  Presents the subject matter clearly and eloquently with the delivery being stimulating and 

dynamic 

 Is extraordinarily organized in every aspect of teaching including lessons, objectives and 

assessment schedules 

 Utilizes exceptional and effective means to deliver important information to students through 

a variety of material/activities to promote listening, speaking, writing and critical thinking 

skills. 

 Demonstrates superior knowledge of current teaching methodologies and technologies 

ME  Presents subject matter clearly; delivery is adequate and engaging 

 Is adequately organized concerning lessons, objectives and assessment 

 Uses adequate means to deliver important information to students through a variety of 

material/activities to promote listening, speaking, writing, and critical thinking skills 

 Adequately applies current teaching methodologies and technologies 

PE  Presentation of subject matter unclear and somewhat confusing; delivery is weak.  Progress 

is being made toward improvement 

 Is marginally organized concerning lessons, objectives and assessment however moving 

toward improvement 

 Utilizes few effective means to deliver important information to students through a variety 

of material/activities to promote listening, speaking, writing and critical thinking skills 

 Knows some of the current teaching methodologies and technologies but does not apply them 

consistently 

DM  Presents in an unclear and unprofessional or confusing manner 

 Is not organized 

 Utilizes no effective means to deliver information to students such as posting materials and 

assignments 

 Teaches without utilizing current teaching methodologies and technologies 

UN  Evaluator does not have subject matter expertise to evaluate 

Rational for chosen category 
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Topic #3:  Concerning Course Management 
EE  Course records are maintained at all times which students can access through LMS 

platforms all the time.  For example, grades are up to date, attendance records and 
course information timely posted in all teaching modalities. 

 Actively communicates with students through LMS providing timely feedback to 
students. 

ME  Course records are up to date for most part and are accessible through LMS platforms 
in all teaching modalities. 

 Provides students through LMS policies on objectives clearly and providing some 
feedback to students. 

PE  Student expectations and policies are listed and are unclear to students but progress is 
being made to improve. 

 Some course records are up to date but not all in LMS. 
DM  Student expectations and course policies are not stated clearly and available within the 

LMS. 
 Details of grades and other student records are NOT up to date and NOT available to 

students. 
UN  Evaluator does not have subject matter expertise to evaluate 
Rational for chosen category 
 
 
 
 

 

Overall scoring of teaching excellence: 

The scoring system after Chair (or Dean) and student evaluations will be as follows: 

 

1. Total points for student evaluation  (Max = 4, Min = 1) 

2. Total points for teaching evaluation  (Max = 12, Min = 3) 

3. If Topic #1 is Not Scored   (Max = 8, Min = 2) 

 

Student Evaluation of Instruction: 

Adjunct faculty members are evaluated by the students in their class and the evaluation form is 

completed online. The purpose of the student course evaluations is to provide summative 

evaluation, leading to the improvement of teaching methods and/or course content as well as the 

assessment of faculty performance or for appointment renewal.  

 

Adjunct Faculty Accessing Results of Student Evaluations: 

Faculty evaluations can be accessed as follows: 

 

1. Go to the STU Web page. 

2. Click on My Bobcat. 

3. Select the Online Reports tab below WebAdvisor. 

4. Click on Access Your Authorized Reports Here. 

5. A screen opens and shows various folders. 

6. Click on the Web folder and another window opens with the following selections: Course 

Evaluation Report; Course Evaluation Summary; and Course Evaluation Dates Report. 
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7. Select the Course Evaluation Report or the Course Evaluation Summary Report to view 

evaluation results. Select the Course Evaluation Dates Report to view the dates when 

students will be able to complete online course evaluations. 

 

If the adjunct member experiences difficulty accessing their faculty evaluations, faculty member 

should contact the STU OIT Help Desk at helpdesk@stu.edu or call 305.628.6610 for assistance. 

 

See the Academic Policy and Procedures Manual for the following areas:  Final examinations, 

grading policy, grade change, grade replacement, incomplete grades and final grades due date 

(Section Five of APP Manual).  Grade appeals and Academic Code of Conduct can be found in 

Section Two of APP Manual.  The syllabus can be found in the appendices. 

 

Copyright Law Guidelines: 

The University Library is here to support and provide guidance and resources for your use of 

copyrighted materials. On the Library's website, 

http://www.stu.edu/LibraryServices/Copyrightinformation/tabid/3714/Default.aspx,  you will 

find links to copyright laws including the TEACH Act, guides to using copyrighted print, digital, 

visual, and audio information, and a list of print resources that are on permanent reserve at the 

Circulation Desk on copyright. 

 

Section 107 of the copyright law states that: the fair use of a copyrighted work, including such 

use by reproduction in copies of phonorecords or by any other means specified by that section 

(Sec 106) for purposes such as criticism, comment, news reporting, teaching (including multiple 

copies for classroom use), scholarship, or research is not an infringement of copyright. 

 

The following are four criteria for evaluating the fair use of copyrighted materials m an 

educational setting: 

 

1. The purpose and character of the use, including whether such is of a commercial nature 

or is for nonprofit educational purpose. 

2. The nature of the copyrighted work. 

3. The amount and substantiality of the portion used in relation to the copyrighted work as a 

whole. 

4. The effect of the use upon the potential market for or value of the copyrighted work. 

 

If you have additional questions or concerns, please feel free to contact any of the librarians at 

the University Library. 

 

Facilities and Services Available to Adjunct Faculty: 

Athletic Events: 

Faculty and staff are encouraged to show their Bobcat spirit and may attend home (regularly 

scheduled) athletic events for free with a valid St. Thomas University ID.  

 

Fernandez Family Center for Leadership and Wellness: 

The Fernandez Family Center for Leadership and Wellness is a state of the art 62,000 square feet 

facility that is home to the St. Thomas University Men's and Women's basketball, Women's 

mailto:helpdesk@stu.edu
http://www.stu.edu/LibraryServices/Copyrightinformation/tabid/3714/Default.aspx,
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Volleyball and is also used for intramural sports, university commencement and special events. 

These facilities may be used by St. Thomas University students, administrators, faculty and staff.  

 

The Office of Campus Ministry: 

The Campus Ministry staff and students share in St. Thomas' mission by assisting students, staff 

and faculty in the ongoing tasks of personal spiritual formation and community development. 

The staff is faithful to and supportive of the Catholic Identity of St. Thomas while being 

sensitive to the ecumenical and interfaith dimensions of the university's population. The staff 

uses the U.S. Bishops' pastoral letter "Empowered by the Spirit," John Paul's "Ex Corde 

Ecclesia", the U.S. Bishops' pastoral on young adults "Sons and Daughters of the Light", and the 

university's own "Statement of Catholic Identity" to guide the work of the office. 

 

Bookstore: 

The University Bookstore is located in the Student Center. For book orders, please check with 

your college office. The bookstore telephone number is 305.625.5179. 

 

Career Development: 

Job placement services on campus are available to assist students in obtaining part-time and full 

time employment.  Students are eligible both during their student years at St. Thomas University 

and after graduation as alumni. Services offered include a yearly career workshop, Job Bank, 

information and referral resume preparation, employability skills training, work-related self-

directed learning modules, and on-site interviews with prominent employers. Students desiring 

assistance prior to graduation may want to visit the Office of Career Services well in advance. 

 

University Library Services: 

The St. Thomas University Library offers the following key faculty services: 

1. Providing research assistance 

2. Supporting classroom instruction with student and/or class instruction for information 

literacy and reference services 

3. Purchasing and providing access services for faculty selections of books, videos, and 

electronic sources to support the curriculum and/or scholarly research 

4. Offering instructional material reserve services 

5. Archives and Special Collections (ASC) including primary research material and unique 

Catholic Identity related learning resources 

6. Providing databases for scholarly web-based research sources including full-text journals, 

newspapers, e-books 

7. Offering interlibrary loan services 

8. Faculty/Adjunct area with computer for research or student meetings 

9. Study rooms 

10. Network printers and computer labs. 

 

*Please visit the Library Homepage, http://www.stu.edu/library for a full and up to date listing of 

library services. 

 

 

 

http://www.stu.edu/library
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Faculty are encouraged to schedule individual research consultations with librarians. Faculty also 

can receive school or group instruction in the use of our newest discipline-related electronic and 

other research materials and receive help developing class assignments. 

 

Reserve Services: 

Professors may place library materials, personal texts, movies, or photocopied materials on 

reserve for student use by filling out a Course Reserve request form, which is available at the 

Circulation Desk, circ@stu.edu or 305.628.6667. 

 

ASC (Archives & Special Collections): 

The University's Archives and Special Collections are institutional scholarly repositories of 

special in-house collections, providing research and curriculum development services. These 

collections are particularly ideal for those who wish to require primary research experiences in 

their undergraduate or graduate classes. ASC also support original research related to St. Thomas 

University, the Archdiocese of Miami, and the larger Catholic Identity. 

 

The library also provides a wide array of e-resources. These information collections and 

databases are available on campus or for off campus access using your STU 

authorization/password. We encourage everyone to visit our e-research portal available at:  

https://www.stu.edu/library/Research for the most up to date information. 

 

Archbishop John C. Favalora Archive and Museum: 

Archbishop John C. Favalora Archive and Museum houses the Archdiocese of Miami archives. 

The collection includes manuscripts, documents, photographs, objects, rare books, newspapers 

and other printed and audio-visual scholarly resources. The museum hosts special exhibitions 

throughout the year. Items from the collections may be consulted by students and other scholars 

at a special reading room located in the University Library. 

 

The hours for the archive and museum are as follows: 

 Monday through Thursday - 10:00AM to 6:00PM 

 Friday-10:00 AM to 5:00PM 

 Saturday- By Appointment Sunday- Closed 

 

To arrange for class tours, or guest tours for the Archbishop John C. Favalora Archive and 

Museum, please contact the Director of the Archbishop John C. Favalora Archive and Museum 

at 305.628.6769. 

 

 

 

 

mailto:circ@stu.edu
http://www.stu.edu/AZ/tabid/3721/Default.aspx
http://www.stu.edu/AZ/tabid/3721/Default.aspx
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Appendix A 

Faculty Professional Experience 

 

This form is to be completed by all instructors who professional experience is being used to 

demonstrate the instructor’s professional background is adequate to address a particular course’s 

student learning outcomes. 

 

College or School: 

Faculty Name: 

Appropriate Degree(s): 

Semester/Term Course Offered: 

Course Number and Title of Course: 

Course Catalog Description: 

 

Linkage between Faculty Professional Experience and Course Student Learning Outcomes: 

 

Course Learning Outcome(s) Faculty’s Professional Experience 

  

  

  

  

 

Relevant Documentation (List name of document and include copy of document with this form): 

 

College Chair (or designee) has reviewed and approved this form: 

 

 

Signature: ________________________________ Date: ________________________ 

 

This form with the course syllabus has been placed in the instructor’s file. 

 

 

Signature: ________________________________ Date: ____________________ 

 

 

 

 

 

 

 

 

 

 

 

 

 


