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Staff 

An employee desiring to resign voluntarily from employment with the University is requested to submit their 
resignation at least 14 calendar days in advance of the intended last work day.  Such notice should be submitted 
in writing to the immediate supervisor with a copy to the Director of Human Resources.  Unused vacation 
leave will be included on the employee's final pay voucher.  Unused sick leave is not paid at termination.   The 
immediate supervisor is responsible for conducting exit procedures.  Exit procedures and forms are available 
in the Out-Processing Procedures folder at:  https://my.marianuniversity.edu/OfficesAndServices/hr.   

 

Faculty 

Resignation 

Resignation is a severance action by which a faculty member voluntarily seeks to be released from a 
contract with the University. Because of hardship often caused by untimely resignation, it is requested that 
all faculty members provide the earliest possible written notice of a request to resign. All resignations are 
subject to approval by the University.  Ordinarily, faculty are expected to give notice to the chairperson or 
dean of their school, and to the Chief Academic Officer not later than thirty days prior to the end of the 
academic year. It is expected that, except in unusual circumstances, resignation will be effective at the end 
of the academic term or as determined by mutual agreement between the faculty member, school leader and 
the Chief Academic Officer. 

Retirement 

The customary retirement age at Marian University is 65. Marian University has no mandatory retirement 
age. Any ranked faculty member at Marian University who is eligible to retire, and who will be retired or 
pensioned, is deemed to have been terminated from service to the University in good standing. 

https://my.marianuniversity.edu/OfficesAndServices/hr


 
 

Non-Reappointment  

Legitimate reasons for non-reappointment of a probationary faculty member may include, but are not 
limited to, the following:  

a. cancellation of or change in a program as defined in Major Changes in Curricular 
Requirements (see below);  

b. declining enrollment;  

c. need for reduction in staff;  

d. incongruence between the teaching interests of the faculty member and the educational 
goals of the University;  

e. unfavorable reviews of the faculty member's major appointment responsibilities of 
teaching and/or advising and as evaluated according to the procedures and and/or advising 
and as evaluated according to the procedures of the Evaluation of the Faculty and Tenure 
and Promotion 

f. inadequate performance of the faculty member's other appointment responsibilities as 
illustrated in Faculty Duties and Responsibilities; and as evaluated according to the 
procedures of the appropriate to the procedures of the Evaluation of the Faculty and Tenure 
and Promotion. 

In order to facilitate relocation, the University will give faculty members serving under probationary 
contracts advance notice of the University's intent not to reappoint them for a subsequent academic them 
for a subsequent academic term in accordance with the notice provisions of Notice of Non-Reappointment 

The decision not to reappoint a probationary faculty member is made at the sole discretion of the President, 
except that any such decision may not be unlawfully discriminatory or unreasonable. The President will act 
following completion of the evaluation process by the Promotion and Tenure Committee or after receiving 
the recommendation of the Chief Academic Officer who will have consulted with the appropriate academic 
division chairperson or dean. If the faculty member is the chairperson or dean of the school, the 
recommendation of the Chief Academic Officer will suffice. In cases where faculty members believe that 
their non-reappointment has been unlawfully discriminatory, or unreasonable, they may commence a 
grievance in accordance with procedures established in the Grievance Policies and Procedures of the 
Faculty Handbook. The review of the Grievance Committee will be limited to determining whether the non-
reappointment was motivated solely by unlawful discrimination or whether there was a reasonable basis 
for the decision. 

Notice of Non-Reappointment  

Notice of non-reappointment must be given in writing by the following dates:  

A. On or before March 1 of the first academic year of service, if the initial appointment is not to be 
renewed, or at least ninety calendar days prior to the expiration of an initial, one academic year 
appointment, if it expires  during an academic year;  



 
B. on or before December 15 of the second academic year of service if the appointment is not to be 

renewed, or at least one-hundred-eighty calendar days prior to the expiration of the appointment if 
it expires during  the academic year; or  

C. At least one year before non-reappointment if the faculty member is in at least the third year of an 
academic probationary appointment. Since a notice of non-reappointment is not a dismissal for 
cause, it is not necessary for the University to set forth its reasons. The probationary faculty member 
may wish to know the reasons for non-reappointment and, upon written request, to have the reasons 
given in writing. If the faculty member wishes to know the reasons for non-reappointment, the 
request should be made to the Chief Academic Officer within 15 working days of the notice.  

 

Prolonged Mental or Physical Illness  

If a tenured faculty member is unable to perform all or a substantial part of his/her duties for a period of 
more than six months because of ill health or similar causes, he/she does not lose tenure, but may request 
an indefinite leave of absence without pay following the regular procedures found in the Time Away From 
Work section below until such time as he/she will be able to resume teaching duties.  

A faculty member will present medical evidence of his/her state of health to the Chief Academic Officer. 
The decision to terminate will be reached only after there has been appropriate consultation and the faculty 
member or his/her representative has been informed of the basis for the proposed action, and has been 
afforded an opportunity to present his/her position and to respond to the evidence. If the faculty member so 
requests, the evidence will be reviewed by the Promotion and Tenure Committee before a final decision is 
made by the Board of Trustees upon the recommendation of the President.  

In the event that a non-tenured faculty member will be unable to perform all or substantial part of his/her 
duties for a period in excess of six months because of ill health despite reasonable accommodation, the 
University may terminate the appointment at the end of a contract period.  Termination of a probationary 
term, or special appointment contract for medical reasons before the end of the period of appointment, will 
be based upon medical evidence that a faculty member is or will be unable to perform the terms, conditions, 
and normal duties of the appointment because of ill health despite reasonable accommodation.  

A faculty member will present medical evidence of his/her state of health to the Chief Academic Officer. 
The decision to terminate will be reached only after there has been appropriate consultation and after the 
faculty member or his/her representative has been informed, in writing, of the basis for the proposed action 
and the reasons for it. The faculty member or his/her representative may request that the situation be 
reviewed by the Personnel Committee before final action is taken by the President. The University will, in 
each case, work with the Personnel Committee before final action is taken by the President. The University 
will, in each case, work within the disability program to ease the burden of any such medical termination 
as far as is contractually possible.  

 

Termination Before Expiration of Current Contract  

Termination is a severance action by which the University terminates the services of a ranked faculty 
member before the expiration of his/her current contract, without prejudice as to his/her performance. 



 
Faculty so laid off will have preference in rehiring according to the General Procedures Regarding 
Termination. 

Reasons for termination are:  

a. major changes in curricular requirements, academic programs or schools  

b. program change in whole or part  

c. enrollment emergency  

d. financial exigency  

Major Changes in Curricular Requirements, Academic Programs or Schools 

Termination of a faculty member may occur as a result of a major change, including discontinuation of a 
curricular requirement, an academic program, or school in whole or in part.  Decisions about such major 
changes are made by the President after receiving recommendations from the Chief Academic Officer and 
the Curriculum and Educational Standards Committee. Individual termination decisions resulting from 
curricular changes will follow the "general procedures" and "order of termination" described in the sections 
dealing with General and Specific Procedures Regarding Termination.  Faculty terminated under a 
curricular change will receive notice according to the schedule found in the Notice of Non-Reappointment 
section of this document or at least one year's notice if on a continuous contract. The University will 
normally end such programs and the faculty member's relationship with the University at the completion of 
the faculty member’s contract. Faculty terminated under this Section have the same rights as those under 
Enrollment Emergency or Financial Exigency as delineated in this document.  

Enrollment Emergency  

Enrollment emergency is defined as either a sudden or unplanned progressive decline in student enrollment, 
the detrimental financial effects of which are too great or too rapid to be offset by normal procedures 
outlined in the Handbook. The number of FTE students is calculated by the Registrar's Office and is used 
in determining an enrollment emergency. The President, after consultation with the Faculty Senate 
Executive Committee and the Academic Affairs Committee of the Board of Trustees, will make the policy 
declaration of a state of enrollment emergency to the University.  

Financial Exigency  

Financial Exigency is a rare and serious institutional crisis that is defined as the critical, urgent need of the 
University to reorder its current fund monetary expenditures in such a way as to remedy and relieve its 
inability to meet projected annual monetary expenditures with sufficient revenue. The Board of Trustees, 
upon recommendation of the President, who will have consulted with the Faculty Senate Executive 
Committee, decides (a) if a financial crisis meets the criteria, and (b) whether a financial exigency should 
be declared. The Faculty Senate participates in the decision that financial exigency exists through its 
representatives on the Planning & Budget Council that advises the President. Subsequently, the faculty will 
be represented in administrative processes relating to program reorganization, or the curtailment or 
termination of instructional programs because of financial exigency through the Curriculum and 
Educational Standards Committee and the Promotion and Tenure Committee. Faculty will not however, 
necessarily be represented in individual personnel decisions; the President and the Board of Trustees will 
have final authority in all matters related to financial exigency. 



 
 

General Procedures Regarding Termination 

After a state of enrollment emergency or financial exigency has been declared, the Chief Academic Officer, 
in consultation with the Curriculum and Educational Standards Committee, will recommend action to the 
President. The President will then recommend action to the Board of Trustees for their approval. Such 
action may be to eliminate some schools or programs in whole or in part, or to distribute terminations 
throughout the faculty so as to prevent the elimination of any program or school.  

A. If a ranked faculty member is to be terminated for reasons described in Termination Before 
Expiration of Current Contract, no replacement for his/her position will be hired within a period 
of three years unless the terminated faculty member has been offered reappointment under 
conditions comparable to those held at the time of termination, and has been given ninety days 
after written notice of the offer of reappointment within which to accept, in writing, the 
reappointment.  

B. It will be the duty of a terminated faculty member to keep the University’s Human Resources 
office informed of his/her current address for the purpose of this Section, and notice sent to the 
address by the University will be presumed received if sent by certified mail, postage prepaid 

 

Specific Procedures Regarding Termination  

After the school or academic program to be affected has been determined, the decision to terminate a 
particular faculty member will be according to the following guidelines:  

1. Termination of specific faculty will be recommended by the Chief Academic Officer in 
consultation with the Curriculum and Educational Standards Committee. The Chief Academic 
Officer recommends to the President, who makes the final decision.  

2. In the case of financial exigency where short notices and effective action are necessary, the 
following procedures may be followed:  

a. The Curriculum and Educational Standards Committee and the Chief Academic Officer 
may advise the President to hold all contracts until May 31, and serve notice to non-tenured 
faculty on non-renewal of contracts, pending a final decision on the seriousness of the 
financial  exigency;  

b. All tenured faculty will receive one year's notice from the date of officially receiving the 
decision of the Board of Trustees. Non-tenured or term faculty will complete the academic 
term in progress on the date of the decision by the Board of Trustees;  

c. Teaching positions in the University if there are openings for which they are qualified;  

d. The University will attempt to assist displaced tenured faculty to find employment in 
industry, government, or in other educational institutions. 

 



 
Order of Termination Within a School or Academic Department 

The decision of a termination of a faculty member in a particular department will be according to the 
procedures outlined below:  

A. Prior to involuntary dismissals, the following voluntary measure should be considered:  

1. If a school must get by with one less person, it should consider retaining all faculty, but on a 
reduced salary and workload. Such a program will not be implemented without the consent of 
all affected academic division members;  

2. The possibility of voluntary early or phased retirements should be investigated.  

B. Involuntary Programs  

1. Term contract faculty should first be terminated within the program or school involved, except 
as necessary to avoid serious distortion of program integrity;  

• In making a recommendation about the termination of the appointment of a 
probationary faculty member, program integrity and seniority will be considered;  

2. All administrative ranked faculty should next be terminated within the program or school 
involved, except as necessary to avoid serious distortion of program integrity;  

3. In making a recommendation about the termination of the appointment of a tenured faculty 
member, program integrity, rank, and seniority will be considered;  

• The appointment of a faculty member with tenure will not be terminated in favor of 
retaining a faculty member without tenure, except in extraordinary circumstances 
where a serious distortion of the academic program would otherwise result. The 
recommendation of extraordinary circumstance to the President will be made by the 
Chief Academic Officer in consultation with the dean of the school, the Curriculum 
and Educational Standards  Committee, and the Promotion and Tenure Committee;  

• The Chief Academic Officer will provide the appropriate committees and interested 
parties with appropriate documentation supporting program integrity as well as rank, 
degrees, and seniority. 

 

Dismissal for Cause  

A. Dismissal for Cause is a severance action by which Marian University terminates its contract with 
the faculty member for cause. Any teaching contract is subject to action under this Section. 
Dismissal for Cause must be directly and substantially related to the fitness of a faculty member to 
continue his/her professional capacity as a professor. 

B. Dismissal will not be used to restrain a faculty member's academic freedom.  

C. Dismissal proceedings may be instituted on the following grounds:  

1. Professional incompetence;  



 
2. Continued neglect of academic duties in spite of oral and written warnings;  

3. Serious personal misconduct;  

4. Deliberate and serious violation of the rights and freedom of fellow faculty  members, 
administrators, or students;  

5. Conviction of a crime directly related to the faculty member's fitness to practice his/her 
profession;  

6. Serious failure to follow the professional ethics of one's discipline;  

7. Falsification of credentials and experience;  

8. Failure to follow standards of the institution in respect to guidelines within this Handbook after 
written warnings. 

The Promotion and Tenure Committee will serve in an advisory capacity to the President on such matters. 
The President makes the decision. In every instance, dismissal procedures will include the following steps:  

A. Written notice to the faculty member from the Chief Academic Officer that a recommendation for 
dismissal for cause will be made to the President. This notice will contain a written statement of 
the grounds upon which recommendation is to be made, and a brief summary of information 
supporting such grounds; made, and a brief summary of information supporting such grounds;  

B. A reasonable opportunity for the faculty member to meet with the Chief Academic Officer to 
present his/her defense to the dismissal recommendation before a decision is made;  

C. A reasonable opportunity for the faculty member to meet with the President to present his/her 
defense to the dismissal recommendation if it is accepted by the President.  

In any case involving dismissal for cause, the burden of proof that just cause exists will be on the University, 
which proof will be by clear and convincing evidence in the record considered as a whole.  

The decision of the President may be the basis of a grievance before the Grievance Review Committee, 
which will review the case and make a recommendation to the President in accordance with procedures 
established in the Grievance Policies and Procedures of the Faculty Handbook.  

 

Action Short of Dismissal  

1. Depending on the circumstances, the President may elect to impose a disciplinary action short of 
dismissal, for causes listed in Dismissal for Cause, such as suspension for a period of time without 
pay and/or withdrawal of faculty privilege. In unusual circumstances, the President may take 
disciplinary and/or withdrawal of faculty privilege without previous citation or warning.  

2. Suspension may also be the temporary separation of a faculty member   from the University when 
it is determined by the President that there is a strong likelihood that the faculty member's continued 
presence at the University poses an immediate threat of harm to the University, or to individual 
members of the University community. Such suspension will be with pay and will last only so long 
as the threat of harm continues or until dismissal for cause occurs.  



 
3. In view of the past merits of the faculty member, final action by the President may take a milder 

form of temporary suspension rather than outright dismissal. Such suspension may not last beyond 
a full year, but may entail the total or partial discontinuance of all salaries and benefits, the 
suspension of all promotion and salary increments, and the temporary suspension or withdrawal of 
all faculty privileges.  

4. The Promotion and Tenure Committee will serve in an advisory capacity to the President on such 
matters and will be called upon to review cases where the faculty member questions the decision. 
The President's decision after such a review will be final.  

 

Exit Procedures for Separation of Employment 

When an employee terminates employment from Marian University, regardless of the reason, the dean of 
the school or supervisor should inform the Office of Human Resources of the termination immediately.  A 
Termination of Employment Form will be sent to the dean of the school, or supervisor.  Exit procedures 
and the Termination of Employment form are available on the Human Resources My Marian webpage.   

The following information should be included:  

• Employee's written termination notice, 

• Employee's name,  

• School/department,  

• Date terminated (last day of actual work),  

• Reason for termination (provide an explanation),  

• All other significant facts related to the termination,   

• Signature and date of the Dean of the school, or supervisor.  

The employee is responsible for returning all University property and equipment no later than the final day 
of work. If an employee fails to return University property, equipment, or keys assigned to them, the 
employee will be responsible for any costs associated with replacing equipment or providing for necessary 
security. The Dean of the school, or supervisor should feel obligated in seeing that the following checklist 
is completed:  

• All keys returned 

• Books and equipment purchased by the department or academic division or loaned from 
the Cardinal Meyer Library returned or paid for 

• Any other outstanding debts owed to the University paid 

• University ID card, parking permit, credit  card and telephone calling card returned,  

• Employee Handbook returned 



 
• Arrangements to clear their desk or office 

• Time Off Report Form for final month of employment 

• All student grades registered with the Registrar and the necessary provisions made for 
awarding grades that may be incomplete with the Vice President for  Academic Affairs and 
the  Dean of the school  

• Leave a forwarding address 

The completed Termination of Employment Form should be returned to the Office of Human Resources 
before the final paycheck is released.   

 


