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1.

Vision Statement. A premier community of higher learning focuses on life and careers.
1.1 Vision Terminology

e Premier — Providing/Demonstrating outstanding academic quality, teaching excellence, learner
success, and community engagement, qualifying as an Employer of Choice.

o Community of Higher Learning — A Supportive and collaborative environment where learners,
faculty, and staff can come together to learn from each other and to grow intellectually.

e Focused on Life and Careers — Committed to preparing learners for success in both their personal
and professional lives. This includes providing learners with the knowledge, critical thinking and
problem-solving skills, and civic values to develop to their full potential as individuals, citizens,
and professionals.

Mission Statement. Washburn creates educational pathways to success for everyone.
2.1 Mission Terminology

e Educational — Rigorous and intellectually stimulating. Washburn will provide learners with
quality opportunities to learn from expert faculty, engage in critical thinking, and explore new
ideas. Curriculum content includes skill development for life and career readiness.

e Pathways — A variety of options for learners to pursue their educational, civic, and career goals.
This includes two-year and four-year degrees, Masters and Doctorate degrees, continuing
education, technical certificates, diplomas, and apprenticeships. Pathways also means learners
will have the flexibility to choose the path that best meets their individual needs and interests,
including inter-university and K-12 partnerships.

e Success — As determined by each learner’s unique perspective, dreams, and journey.

e Everyone — People of all backgrounds and life experiences.

Value Statement. Inspiring positive IMPACT.

Inclusion — Creating a welcoming and supportive environment for all learners, faculty, staff, and
visitors, regardless of their background or identity.

Modernization — Ensuring financial stability while developing new ideas, methods, and technologies
that improve teaching and learning, scholarship, and the lives of others.

Partnership — Fostering collaboration amount learners, faculty, staff, and external partners to solve
problems and achieve common goals.

Achievement — Demonstrating excellence by providing high-quality teaching and learning,
conducting meaningful scholarship, and producing graduates who are prepared to make a difference
in the world.

Community — Becoming a valued community asset and an Employer of Choice.

Transformation — Helping learners to develop knowledge, skills, and values.
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4. Work Week.

The established University-wide work week begins at 12:01 a.m. Sunday and ends at 12:00 midnight
the following Saturday.

5. Hours of Operation.

5.1. Administrative Office Hours. The basic University operating days shall be Monday through
Friday. The operating hours shall be 8:00 A.M. to Noon and 1:00 P.M. to 5:00 P.M. each business
day. The President may approve exceptions to these hours; however, offices may remain open from
Noon to 1:00 without approval of the President.

5.2. Telephone Operator Service. The University’s main telephone number shall be answered 24
hours per day, 365 days per year.

5.3. Cashier Window. The Business Office Cashier’s window shall be open from 8:00 A.M. to
5:00 P.M. each business day, except Wednesday. Wednesday hours shall be 8:30 A.M to 5:00 P.M.

6. About this Manual. This manual is available in an electronic format on the Washburn website.
6.1. Policies. Policies have been adopted by the Board of Regents.

6.2. Regulations and Procedures. The regulations and procedures (regulations) include a
reiteration of the policies that have been Board approved, and they appear in the appropriate context
of the regulations.

6.3. Manual Organization.

° The Manual is divided into broad subjects. A. General Topics, B. Recruitment and
Employment, and C. Student Employment are examples of subjects.

° Within a subject there are topics. In subject B. Recruitment and Employment, examples
of topics are: 1. Purpose, 2. Vacant Positions, 3. Recruitment Offices.

° In the Regulations, numbering of pages begins anew with the Table of Contents page
of each subject. Thus, reference to a page number would, for example, appear as B. 3.
“B” refers to the subject and “3” the page number within the subject.

. Definitions. The definitions appearing below apply to the entire manual--Board Policies,
Administrative Regulations, and Introduction and Definitions. A word defined below
appears throughout the manual with the first letter capitalized. Words defined in a subject
are specific to that subject and are not capitalized

7. Definitions. For purposes of these policies and related regulations and procedures, the following
definitions apply:
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7.1. “Adjunct Faculty” means an individual appointed on an academic term basis to teach not more

than one-half of the normal faculty load for regular faculty in the particular academic program and
for the term.

7.2. “Administration” means the University President and Vice Presidents.

7.3. “Administrative Position” means a Position requiring specific knowledge and a level of
authority and responsibility for decisions having significant impact upon the University.

7.4. “Area Head” means those Employees holding either the title of President or Vice-President.

7.5. “Banner” means an integrated database comprised of the University’s academic and
administrative records.

7.6. “Board” means the Washburn University Board of Regents.

7.7. “Budgeted Position” means a Position listed in the University budget for the then current fiscal
year.

7.8. “Classified Position” means a Position having a preponderance of duties and responsibilities
similar to other Positions grouped to form a classification.

7.9. “Demotion” means a change in assignment of an Employee from one Position to another
requiring different qualifications, skill, and experience, involving a lower level of responsibility,
and having a lower rate of compensation.

7.10. “Department” means a unit, having one person with ultimate responsibility and authority for
it, charged with carrying out specific function(s) related to the conduct of University business. The
word Department does not necessarily need to be included in the title of the unit. Examples of
Departments include, but are not limited to, the office of the Dean of the College of Arts and
Sciences, the School of Nursing, Office of Institutional Research, Financial Aid Office, Office of
Residential Living, the Division of Continuing Education, and the Psychology Department. Within
a Department there may be sub-units which are not regarded as a Department, because the sub-unit
does not have a person with ultimate responsibility/authority.

7.11. “Department Head” means the person having ultimate responsibility/authority for a
Department and the performance of its specific function(s) in compliance with applicable laws,
policies, regulations and procedures.

7.12. “Employee” means any individual who is receiving a wage or a salary from the University.

7.13. “Exempt Position” means a Position compensated on a salary basis and deemed exempt from
the Fair Labor Standards Act minimum wage and overtime requirements.
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7.14. “Extraordinary Circumstances” means situations that are beyond the University’s control or
are not foreseeable, and significantly impact the normal operations of the University or a unit of the
University, as determined by the Board of Regents and/or the Administration. Such situations
include but are not limited to an emergency declaration by local, state, or federal government, or a
significant impact on the health and safety of an employee(s) or the University, such as tornadoes,
pandemics, fires, etc.

7.15. “Fiscal Year” means July 1 through June 30.

7.16. “FOAPAL” is a number used for classification, budgeting, recording and/or reporting of
financial information in Banner. FOAPAL is an acronym made up of the Fund (F), Organization
(0), Account (A), Program (P), Activity (A), and Location (L) codes.

7.17. “Full Time Equivalent (FTE)” means an employment contract of 40 hours per week, 52
weeks per year, or a full teaching load of 24 credit hours over the Fall and Spring semesters or its
equivalent. A 40 hours, 52 weeks, or full teaching load contract is expressed as a 1.0 FTE contract.

7.18. “Major Academic Unit Dean” means the individual who has principal administrative
responsibility for a specific Major Academic Unit and who reports directly to the Vice President for
Academic Affairs.

7.19. “Major Academic Unit” means the College of Arts and Sciences, the School of Applied
Studies, the School of Business, the School of Law, the School of Nursing, and Washburn Institute
of Technology.

7.20. “Non-exempt Position” means a Position subject to the minimum wage and overtime
requirements of the Fair Labor Standards Act.

7.21. “Non-University Group” means an organization or group, or individual not meeting the
definition of a University Group.

7.22. “Part-time Employee” means an Employee who is employed to work less than 40 hours per
week, 52 weeks per year or who is scheduled to carry less than a full teaching load or its equivalent.

7.23. “Position” means a collection of job duties and responsibilities which:

° Appears in an approved budget line or is otherwise Board approved;
. Is reasonably anticipated to continue; and,
. Must be filled, when vacant, through recruitment.

7.24. “Promotion” means a change in assignment of an Employee from one Position to another
requiring different qualifications, skill, and experience, involving a higher level of responsibility,
and having a higher rate of compensation.

7.25. “Retail Sales” means the offering for sale or the sale of goods or services to a person or
persons for consumption or use. Goods and services include but are not limited to, books,
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merchandise, soft goods, food, pre-packaged food, printing, and copying. Sales of tickets to athletic
events, musical and theater performances, exhibitions, showings, or other similar type events are not
considered retail sales. Tickets sold to be used as exchange for goods or services are included as
retail sales.

7.26. “Student” means an individual currently enrolled, in one or more of the University’s credit
courses or was enrolled in the preceding academic term and has registered for the following
semester.

7.27. “Student Organization” means a Student group currently approved as a registered Student
Organization or whose application is in the approval process.

7.28. “Temporary Employment” means the Employee has been hired to meet University needs
which are temporary in nature, and/or the employment contract is for no more than 999 hours per
fiscal year.

7.29. “Transfer” means a change in assignment of an Employee from one Position to another
requiring comparable qualifications, skill, and experience, involving a comparable level of
responsibility, and having the same rate of compensation.

7.30. “University” means both Washburn University and Washburn Institute of Technology, unless
specifically stated otherwise.

7.31. “University Group” means a Student Organization, a University Department or program, a
University committee, or an Employee group or organization.

7.32. “VPAA” means the Employee who holds the Position of Vice President for Academic Affairs.

7.33. “VPAT” means the Employee who holds the Position of Vice President for Administration
and Treasurer.

8. Management Rights. It is sometimes necessary for management and administration of large
organizations to make decisions without consulting other employees. Prior consultation with affected
Employees is encouraged. However, the University maintains the exclusive responsibility to
exercise the customary functions of management. These include, but are not limited to:

° The discretion to select, hire, promote, suspend, dismiss, assign, supervise, and discipline
Employees;

Determination of work schedule;

Determination of size of work force;

Establishment, change, or abolishment of policies, regulations, and procedures;
Determination and modification of job descriptions and job classifications;
Assignment of duties to Employees; and,

° Establishment and change of salary and wage rates.



