
Memorandum Announcement 
 
To:          Faculty Senate 
From:      Executive Committee, Faculty Senate 
Date:       8 January 2008 
Re:          Meeting Notice 
 

FACULTY SENATE MEETING 
 

Date:        15 January 2008 
Time:       1:00 p.m.  
Place:       Trustees Room, Jackman Hall  

 
I. Call to Order, adjustments to the agenda 
 
II. Reading, correction and approval of minutes for previous meeting (4 December 

2007) 
 

III. University Curriculum Committee Report  (VPAA & Dean of the Faculty) 
 
IV. Executive Committee Report 

     
V. Old  Business 

1) Background Checks (HR, 31 Oct 2007, updated 21 Dec 2007) 
 

VI. New Business 
1) Promotion and Tenure Update (University P&T, Jan 2008) 

 
VII. Discussion Items 

 
     VIII.      Announcements 
 
        IX.      Adjournment 
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 NORWICH UNIVERSITY Draft BACKGROUND CHECK POLICY 
 December 21, 2007 
 
Policy Statement: 
Norwich University strives to protect the welfare and safety of our students, faculty, staff, visitors, and 
institutional resources.  As part of that effort, it is prudent to conduct background checks to determine 
whether there is information about a prospective employee or volunteer that would disqualify them from 
service at Norwich by law or because their presence in the workplace would create an unacceptable risk 
to our University community.  This document provides the policy framework under which such 
background checks will be conducted. 
 
This Policy applies to background checks on applicants for all paid or volunteer positions at Norwich, 
whether full time, part time or temporary, including adjunct or temporary faculty, student employees, 
and current employees seeking new positions within the University.  This policy does not apply to 
campus visitors, including guest lecturers or representatives of accrediting bodies, or to employees of 
other organizations while they use campus facilities.  All background checks will be conducted in 
accordance with applicable federal and state laws or regulations, including the federal Fair Credit 
Reporting Act. 
 
Implementation: 
The Human Resources Director will be responsible for coordinating the background check process, 
including selecting any third party agency or vendor to conduct some or all background checks, 
obtaining the required release forms, reviewing the reports of background checks, conferring with the 
appropriate administrator on findings, and maintaining documentation of the process and results.  All 
individual information used in or resulting from background checks will be maintained by Human 
Resources in accordance with the confidentiality required by law. 
 
All applicants for employment or volunteers will complete the standard Norwich University Application 
for Employment including authorization to investigate the applicant’s background and credentials.  
Applicants who refuse to sign an authorization for a background check are not eligible for employment 
at Norwich.  The hiring administrator or search committee will normally perform employment history or 
personal reference checks as part of applicant screening procedures.  Offers of employment at Norwich 
University will be made conditional on the results of a background check.  All applicants who are 
offered employment will be subject to the following standard checks: 
 


• Verification of social security number; 
• Residence/address history and verification; 
• Verification of educational credentials; 
• Verification of professional licenses; 
• Review of federal, state or county criminal records; 
• Review of sex offender registries 


 
In the case of a re-hire of an individual, a new standard background check will ordinarily be done each 
time an individual is offered employment, unless it has been less than 24 months since the last check of 
that individual. 
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Indivdiduals who have had background investigations as members of the armed forces, state, local and 
federal police agencies, nurses, doctors, lawyers and civilian employees of the United States armed 
forces, and who can provide certification, (i.e. letter from a supervisor or from a licensing board) that 
they have passed such a background investigation may request a waiver of a new check by Norwich 
University. 
 
For certain positions, other types of background checks may be required based on the responsibilities of 
the position being filled.  Responsibilities that may lead to additional checks include but are not limited 
to: access to funds and financial transactions; operation of motor vehicles for University business; 
providing services to minors, the elderly or people with disabilities; access to master keys for residential 
buildings or other facilities; or access to confidential or sensitive information.  One or more of the 
following background checks may be required based on the responsibilities of the position, as 
determined by the Human ResourcesDirector in consultation with the responsible administrator: 
 


• Credit history report;1 
• Motor vehicle records search; 
• Physical examination; 
• Drug and alcohol testing; 
• In depth background investigation report 
• U.S. Government Security clearance 


 
Failure to disclose a conviction or misrepresentation of the facts, or any other falsification or material 
misstatement of records including application or resume information, may result in the withdrawal of 
any employment offer or discharge of the individual, whenever discovered.  The final decision in all 
such matters rests with the Human Resources Department. 
 
For the purposes of this policy, a conviction is defined as a final adjudication of guilty by a Court.  An 
adjudication of diversion is not considered a guilty adjudication.  A deferred sentence following a 
finding of guilt should be reported to Human Resources.  However, no adverse employment action will 
be taken if the individual successfully completes the requirements the deferred sentence. 
 
 
Results of Background Checks: 
The Human Resources Director is responsible for reviewing the results of all background checks.  
Human Resources will notify the individual of any findings that might result in result in rescinding an 
employment offer, termination or other adverse action; provide a copy of the findings; and offer the 
individual an opportunity to respond. 
 
If the background check findings might raise a question about employment of an individual, the Human 
Resources Director will review the background check results and the individual’s response with the 
administrator responsible for that position.  The decision whether to rescind an offer of employment, or 
                                                 


1 Note that the FCRA prohibits an employer from making an adverse employment decision based 
on an applicant’s or employee’s past bankruptcy. 


Formatted: Font: (Default) Times
New Roman, 12 pt


Formatted: Font: (Default) Times
New Roman, 12 pt


Formatted: Font: (Default) Times
New Roman, 12 pt


Comment [jww3]: Added language 
based on a suggestion by Jim Ehrman for 
SGS. 


Deleted:  Department 


Comment [jww4]: Proposed by 
Robin Adler. 


Deleted:  Department 


Deleted: The 


Deleted: Department 


Deleted:  Department 







retain or terminate an individual will be made by the Human Resources Director in conjunction with the 
appropriate administrator, and with the advice of legal counsel as necessary. 
 
Criminal convictions or other adverse findings will not automatically disqualify an individual from 
employment at Norwich.  Except where employment is expressly prohibited by law, the University will 
consider factors such as, but not limited to, the nature of the finding, the nature of the position and the 
job-relatedness of the finding, the age of the individual at the time of the conviction or other adverse 
finding, the length of time since the event, the individual’s employment history, and employment 
references. 
 
For example, a conviction for Driving While Intoxicated (DWI) would likely lead to rescinding a job 
offer for a position that includes operating a motor vehicle, particularly where other employees or 
students might be passengers; a conviction for a crime of violence against another person would usually 
lead to rescinding a job offer for a position that includes interaction with people; a conviction for 
misappropriation of funds would lead to rescinding a job offer for a position that includes responsibility 
for financial transactions.  This list is intended to illustrate but not limit the impact of this policy on 
employment decisions. 
 
 
Obligation to Disclose: 
Norwich University faculty, staff and volunteers have an obligation to disclose any convictions under 
criminal or motor vehicle law, other than civil citations or tickets, that occur while employed by 
Norwich.  Such disclosure must include all such convictions since July 1, 2007.  Failure to report a 
conviction may result in disciplinary action up to and including termination of employment, even if the 
conviction itself would not be cause for termination.  Reports should be made to the Human Resources 
Department.  The decision whether to take action as a result of a reported conviction will be made by the 
Human Resources Director in conjunction with the appropriate administrator , with the advice of legal 
counsel as necessary, and will be based on the relevance of the infraction to the individual’s duties and 
responsibilities. 
 
Privacy and Records Retention: 
All background checks remain the property of Norwich University and will be maintained in the Human 
Resources Department.  Human Resources is responsible for safe keeping of background records and 
assuring that results of checks are kept strictly confidential.  The individual may examine the results of 
his or her background check under the same procedures that apply to examination of an individual’s 
Personnel File. 


Deleted:  Department 


Deleted: All 


Deleted: at any time 


Comment [jww5]: Rowly Brucken’s 
proposed change. 


Deleted: in conjunction with the 
Human Resources Department


Deleted: The 


Deleted: Department 








Faculty Senate Minutes 
4 December 2007 
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Present: G. LaVarnway,  R. Brucken, S. Fitzhugh, W. Yeigh, R. Adler, B. Cox, S. Diesel, J. 
Ehrman, E. Hall, K. Hinkle, G. Lord, M. Mohaghegh, S. Pomeroy, J. Rizzolo, S. Robertson, D. 
Sagan  
 
Guests: J. Byrne, J. Wisner 
 
I. Call to order, adjustments to the agenda 
The faculty Senate Chair called the meeting to order at 13:07. 


II. Reading, correction, and approval of minutes for previous meeting (6 November 2007) 
Motion by Cox and seconded by Adler to approve the minutes of the 6 November 2007 
Faculty Senate meeting with minor editorial correction. Approved (8-0-3). 
 
III. University Curriculum Committee Report (VPAA & Dean of the Faculty) 
The VPAA expressed his thanks to the faculty for their work on program review. VPAA will 
release a draft of his program review report that is to be forwarded to all faculty for review and 
comment. The minutes of the UCC meetings will be posted on the VPAA website at 
academicAffairs.norwich.edu and through my.norwich.edu.   
 
IV. Executive Committee Report 
1) New Representative – Ellen Hall was elected to the Faculty Senate as the Adjunct and Staff 
with Faculty Rank representative.  


2) Parliamentarian – Rowley Brucken was unanimously elected to fill this position. 


3) Leadership Development – Rowley Brucken reported to the Faculty Senate on the current 
status of the Leadership Development Program committee’s work. A presentation on Emotional 
Intelligence is scheduled for January 22, 2008.    
 
V. Old Business 
1) Associate Dean / Academic Memo 2A (VPAA, Fall 2007) – Motion by Pomeroy and 
seconded by Robertson to approve the draft revisions to Academic Memo 2A to include the 
process for appointing and recalling associate deans with minor corrections of typographical 
errors on page 2-A-3. Approved (14-0-0). 


2) Calendar AY 2012-13 (Calendar, Schedules, and Examinations Committee, Fall 2007) – 
Motion by Pomeroy and seconded by Robertson to approve the 2012-2013 Academic Calendar 
for traditional academic programs. One correction is noted – in 2013: Semester Examinations 
(through Friday, 10 May). Approved (14-0-0). 


3) Background Checks (HR, 31 Oct 2007) – Motion by Diesel and seconded by Adler to table 
pending changes to the document by Jay Wisner. Two changes were recommended following the 
discussion, and specific topics were assigned to individual senators for draft content. The two 
changes were: 1) in the Implementation section, extend the period of check on re-hire from 12 
months to 24 months, and 2) in Obligation to Disclose section, change “Reports to be made to 
the Human Resources Department” to “Reports to be made to the Director of Human 
Resources”. Assignments are as follows: 1) specific case examples (VPAA); diversion clause 
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(Adler); clarification of SGS adjuncts (Erhman); current employees in continuing employment 
are exempt (Byrne); and obligation to disclose (Brucken). Draft content is to be sent by 
contributor to Jay Wisner for inclusion in the policy draft. Approved (14-0-0). 
 
VI. New Business 
None. 
 
VII. Discussion 
None. 


VIII. Announcements 
1. Promotion and Tenure Committee – VPAA announced that the University P&T committee 
was being tasked to harmonize Academic Memo 9C, to form an ad hoc committee on Memo 9 to 
consider SGS Program Director faculty status, and to recommend a procedure for moving tenure 
from one department to another. VPAA asked for P&T guidelines from schools by the end of 
January 2008. To date, only the School of Social Science has submitted revised guidelines. 


2. Next meeting – 15 January 2008 at 13:00 in the Trustees Room. 


IX. Adjournment 
The Faculty Senate adjourned at 14:50. 
 
These minutes are subject to approval by the Faculty Senate at its 15 January 2008 meeting, 
however they are substantially correct. 
 
 
Stephen Fitzhugh, Secretary 
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Present: G. LaVarnway,  S. Fitzhugh, W. Yeigh, R. Adler, B. Cox, S. Diesel, J. Ehrman,          
G. Sauer, K. Hinkle, J. Ryan, J. Rizzolo, S. Pomeroy, D. Sagan  
 
Guests: J. Byrne, R. Poodiack (CAT), P. Stephenson (CISO), J. Wisner (HR) 
 
I. Call to order, adjustments to the agenda 
The faculty Senate Chair called the meeting to order at 13:03. 


II. Reading, correction, and approval of minutes for previous meeting (2 October 2007) 
Motion by Pomeroy and seconded by Ehrman to approve the minutes of the 2 October 2007 
Faculty Senate meeting. Approved (12-0-0). 
 
III. University Curriculum Committee Report (VPAA & Dean of the Faculty) 
J. Byrne provided a report of the actions of UCC that included approval of a proposal to waive 
the first seminar in the MSIA program for holders of the CISSP certification, and the approval of 
seminar 5 of the M.Ed. program.  
 
IV. Executive Committee Report 
1) Salary Increases – The president indicated that he may authorize salary increases for faculty 
pending strong enrollment performance in the spring semester.  


2) Faculty Dining Room Policy – The Executive Committee met with the president and voiced 
displeasure with current policy to ban “brown bag” lunches from the faculty dining room in the 
Wise Campus Center. The president indicated that he would consider the arguments presented. 


3) Memo 9-C – The senate chair indicated that last year the senate suggested that the academic 
memorandum dealing with Academic Due Process really dealt more with revocation of tenure 
and  should be moved into Memo 9 which deals with promotion and tenure issues. This seems 
particularly appropriate in light of the fact that we have been working on the problem solving 
policy as replacing the due process memo. This has been referred to the University Promotion 
and Tenure Committee for action. The goal is to have this become Memo 9-C and will 
significantly improve out P&T documents. The VPAA is chair of the P&T committee and will 
carry this forward to the P&T committee for action. The VPAA added that the University 
Committee is currently reviewing all of Memo 9 so this will be part of that review.  


4) School Business Plans – Each school has been directed to develop a 3 to 5 year business plan. 


5) Uniform Policy – The administration has asked that we convey the message that wearing of 
the uniform is a condition of employment for all uniformed faculty who are members of VSM. In 
addition, maintaining proper grooming standards is required. Faculty are reminded that the  
university provides them a uniform allowance and all faculty who are in need of proper uniforms 
should see the uniform shop for replacements. 


6) Transfer Grade Policy – The current policy is that a grade of C or better is required for 
transfer credit.  
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V. Old Business 
None. 


VI. New Business 
1) Associate Dean / Academic Memo 2A (VPAA, Fall 2007) – Executive Committee to draft 
revisions to Academic Memo 2A to expand on the process for appointing and recalling assistant 
deans.  


2) Calendar AY 2012-13 (Calendar, Schedules, and Examinations Committee, Fall 2007) – 
There are errors in the dates for the beginning of winter break and commencement.  


3) Information Assurance Policy Draft (CAT, Fall 2007) – Motion by Yeigh and seconded by 
Sauer to postpone discussion of the IA policy draft until after the revision due in February. 
Approved (13-0-0). 


4) Background Checks (HR, 31 Oct 2007) – Discussion on the policy with questions answered 
by J. Wisner.  


 
VII. Discussion 
1) Status on prayer policy – W.Yeigh indicated that he will be making his report to the 
president after the Thanksgiving break. Since he is still collecting views and opinions from 
faculty, staff, and students, he did not disclose preliminary results. 


VIII. Announcements 
None. 


IX. Adjournment 
The Faculty Senate adjourned at 14:47. 
 
These minutes were approved by the Faculty Senate at its December 2007 meeting with minor 
editorial corrections. 
 
 
Stephen Fitzhugh, Secretary 
 





