
Memorandum 
To:   General Faculty  

Date:   September 6, 2016 

Regarding:  Agenda, Faculty Senate Meeting, September 9, 2016, TLC 1-203  

 

The agenda for the September 9, 2016 Faculty Senate meeting will be as follows: 

1 Call to order 

 

2 Roll call  

 

3 Minutes 

A) Approval of minutes from April 22, 2016 occurred via email. 

 

B) Correct the March 25, 2016 minutes from UPC: PHIL 3230 Islamic Thought should be changed 

to PHIL 3520 Islamic Thought, since 3230 is an unavailable course number.  

 

C) Correct the March 25, 2016 minutes from GPC: POLS 6210 Disaster Management should be 

changed to POLS 6211 Disaster Management, as the former prefix and number are in use in a 

course called Politics of Government Change. 

 

D) Add an information item to the January 29, 2016 minutes from GPC: the admissions procedure 

for the Certificate in Non-Profit Management and Community Development was changed from 2 

to 2 letters of recommendation.  

 

E) Correct the December 2, 2015 minutes from UPC: CISM 3335 was submitted as a “Modify” 

item but was to be an “Add” item. 

 

4.  Committee reports 

Committee I: Undergraduate Programs Committee (Cale Self, Chair) 

Action Items (see Addenda I): 

A) Richards College of Business 

1) Department of Management 

a) Bachelor of Business Administration with a Major in Management 

Request: Modify 

b) Bachelor of Business Administration with a Major in Management Information Systems 

Request: Modify 

B) College of Social Sciences 

1) Department of Criminology 

a) Bachelor of Science with a Major in Criminology 

Request: Modify 
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2) Department of Political Science 

a) POLS 2101 Introduction to Political Science 

Request: Add 

b) POLS 4606 Politics of Asia 

Request: Add 

Committee II: Graduate Programs Committee (Matt Varga, Chair)  

Action Items (see Addenda II): 

A) College of Education 

1)  Department of Communication Sciences and Professional Counseling 

a)  CEPD 6177 Theory and Assessment of Educational Environments. 

     Request: Add 

b) Master of Professional Counseling in College Student Affairs 

                            Request: Modify 

B)  College of Science and Mathematics  

1)  Department of Biology  

a)   BIOL 5735 Parasitology 

      Request: Add 

2)  Department of Mathematics 

 a)  MATH 6523 Scientific Computing 

      Request:  Add 

Information Items:  

A) College of Arts and Humanities 

1) Department of History 

a) Master of Arts with a Major in History 

           Request: Modify  

B)  Assistantship Document from the Graduate School was approved electronically on July 29th.  

Committee IV: Academic Policies Committee (Emily McKendry-Smith, Chair) 

Action Item: 

A) Proposal to require the MOWR Minor Acknowledgement form of all MOWR students on April 

22nd, 2016, the Faculty Senate approved the ad hoc committee of APC’s proposal for admitting 

10th grade students to UWG’s MOWR program. As part of their admission, the student and 

his/her parent(s) or legal guardian(s) would complete a Minor Acknowledgement Form. The 

APC proposes that the following form be required of all MOWR students, not just 10th graders: 
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I, the undersigned below, in consideration of my child’s or ward’s participation in The 

University of West Georgia’s Dual Enrollment Program (“Program”), including, but not limited 

to any related activities such as training, preparation, and travel, wherever the travel, training, 

and preparation may occur, acknowledge that I am aware that my child is below the average age 

of a University student. I understand that my child intends to register in the Program, which has 

classes that may feature mature subject matter not designed specifically for students under age 

18; and that The University of West Georgia accepts no responsibility or liability for any 

extraordinary supervision of students enrolled in the program.  

I agree that while my child or ward participates in the Program, she/he shall be bound by 

the rules, regulations, policies and procedures expressed in Undergraduate Academic Policies 

as are other students enrolled in the undergraduate curriculum. Specifically, she/he will be held 

accountable for the deadlines and final exam schedule posted by the Registrar’s office. Further, 

final grades will be reported only as letter grades as they are for all other undergraduates; no 

numerical equivalent will be assigned for the purposes of ranking student achievement.  

In consideration of my child’s or ward’s participation in the Program and on my child’s 

or ward’s behalf, and on behalf of my child’s or ward’s heirs, executors, administrators and next 

of kin, I hereby release, covenant not to sue, and forever discharge the Released Parties (as 

defined below) of and from all liabilities, claims, actions, damages, costs and expenses of any 

nature arising out of, related to, or in any way connected with my child’s or ward’s participation 

in the Program , and further agree to indemnify and hold each of the Released Parties harmless 

from and against any and all such liabilities, claims, actions, damages, costs and expenses 

including by way of example, but not limited to, all attorneys’ fees, costs of court, and the costs 

and expenses of other professionals and disbursements up through and including any appeal. I, 

for myself and my child and/or ward, understand that this Release and indemnity includes any 

claims based on the negligence, action or inaction of any of the Released Parties and covers 

bodily injury (including, without limitation, death), property damage, and loss by theft or 

otherwise, whether suffered by my child or ward either before, during or after such 

participation. I declare that my child or ward is physically and emotionally fit and has the 

maturity level required to participate in the Program. I further authorize medical treatment for 

me and/or my child or ward, at my cost, if the need arises. For the purposes hereof, the 

“Released Parties” are: The University of West Georgia, the Board of Regents of the University 

System of Georgia, and the officers, directors, employees, agents, representatives, successors, 

assigns and volunteers of each of the foregoing entities. I also agree that during the time my 
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child or ward is involved with the Program, he/she is bound by all rules, regulations, policies, 

procedures and guidelines governing their conduct as set forth by The University of West 

Georgia’s Student Code of Conduct and all applicable program requirements. 

Committee XIII: Rules Committee (Susan Welch, Chair) 

Action Items (see Addenda III): 

A) UWG Faculty Handbook Modification of Section 203

1) UWG Faculty Handbook

a) Section 203, Class Roster

Request: Modify

B) UWG Faculty Handbook Modification of Section 205

1) UWG Faculty Handbook

a) Section 205, Reporting Grades 

Request: Modify 

Information Item: 

A) Updated web links provided on previously approved Class Rolls Procedure 2.7.5 and Reporting

Grades Procedure 2.7.7 due to upgrade of university websites.

5. Old business

6. New business

7. Announcements

8. Adjournment
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Class Roster (203) 
 

An email announcement is sent to all faculty when official class roster verification must be done. 

Faculty must indicate on each class roster the attendance of all students.  Instructors of online courses 

should define attendance based upon students accessing the course via the online platform or by other 

action as specified by the instructor.  

Under no circumstances should a student be permitted to attend the class unless his or her name appears 

on the official class roster.  In the online setting, students who are not listed on the official class roster 

and students who dropped the course should no longer have access to the course content in the course 

management system. The student will be referred to the Registrar’s Office to determine why his/her 

name is not on the roster.  

Certain courses (such as colloquia, special topics, and directed readings) provide for a varying number 

of hours of credit and a specific title. If such a course is being created for an individual student, the 

student must obtain an independent study form from the instructor, have it approved by the department 

chairperson and submit it to the Registrar’s Office during registrations or the Drop/Add Period. Faculty 

members teaching these courses should check their roster carefully and report to the Registrar’s Office 

any discrepancy in number of hours, names of students working with the professor and specific titles of 

the course. This information must be reported to the Registrar at the time designated by the Registrar.  
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Reporting Grades (205)  

At mid-term, faculty members should advise each student who is not doing passing work. Depending on the 

student’s individual situation, the instructor may refer the student to the EXCEL Center for assistance with 

tutoring and study skills and/or the Student Development Office for counseling for study and learning problems.  

The University of West Georgia follows the uniform grading system of the University System of Georgia. Final 

grades should never be posted publicly, as this is prohibited under Family Educational Rights and Privacy Act of 

1974.  

Final grades are entered on BanWeb at the end of each term. Detailed instructions for reporting grades on 

BanWeb can be found on the Registrar’s Faculty and Staff Resources web page. according to sent via email. 

Faculty members are expected to meet the announced deadlines for entering final grades. Failure to do so results 

in a grade of NR (not reported) for the student involved. The NR grade can result in each student suffering an 

injustice since it affects academic standing in regard to dismissal and to honors. Moreover, an NR grade must 

ultimately be changed by hand by submitting a UWG Change of Grade from. For each course, faculty members 

will receive an email that confirms all grades have been successfully submitted or an email that indicates grades 

are missing.   

A grade of "I" may be given in lieu of a final grade when a student with work of an acceptable quality (at least a 

D) is unable to complete the course requirements or take the final examination for non-academic reasons beyond 

his or her control. An instructor who assigns a grade of "I" will submit an Incomplete Grade Statement form 

(available on the Academic Affairs Office web page) to the Registrar’s Office indicating the level of performance 

(A, B, C, or D) excluding the missed work and the work that must be done to remove the incomplete. The 

Registrar will file one copy with the student's permanent record and send one copy to the appropriate department 

chair. The instructor should also retain one copy. It is the responsibility of the student receiving an "I" to arrange 

with the instructor (or the department chair if the instructor is not available) to complete the required work. An 

undergraduate student must coordinate with the faculty member to resolve an "I" during the succeeding semester 

of enrollment or within one year, whichever comes first; otherwise, the grade will be changed to "F." Graduate 

students must coordinate with the faculty member to resolve an "I" within one calendar year or the “I” becomes 

an “F.” A student completing the work for a course in which an “I” was received should never re-enroll in the 

course in a subsequent semester.  

Grade Changes can be done in BanWeb UNTIL noon on official DUE DATE each term. 

ALL Grades Changes after NOON will require a Grade Change Form. The instructor, department chair, and the 

Registrar’s Office must approve the grade change.  

Once final grades have been submitted on Banweb, all grade changes must be submitted on a Change of Grade 

from (available in departmental offices) and have the approval of the appropriate department chairperson before 

they become effective.  

Each academic department will articulate a process to determine grade changes when the professor is no longer 

available (i.e., death, moved, cannot be contacted). Policy statements articulated will be sent to the appropriate 

academic dean, and grade changes will be approved by the dean in accordance with established policy. 
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UWG PROCEDURE NUMBER:  UWG Procedure 2.7.5, Class Roster  
Authority:   UWG POLICY:  UWG Policy 2.7, Teaching Responsibilities 
 

The University of West Georgia faculty, pursuant to the authority of UWG Policy 2.7, establishes the 
following procedures for compliance with UWG Policy 2.7 on Teaching Responsibilities: 
 

Purpose of the procedure is to clearly communicate to University of West Georgia faculty how to verify 
their class attendance. 
 

A. Definitions:  
1. Class Roster- list of students officially enrolled in a course, as indicated by the current 

information records of the Registrar’s Office. 
2. BanWeb- web interface to university student information system.  

 
 

B. Class Roster Procedure: 
Faculty are required to verify class roster (attendance verification) each semester by the date 
determined by the university. An email from the Registrar's office is sent to all faculty requiring class 
roster verification. Faculty indicate in BanWeb whether a student has attended their class. For online 
courses, student attendance is indicated by logging into the online platform and accessing the course 
content or by other actions as specified by the faculty member.  
 

Detailed instructions for verification of class roster on BanWeb can be found in the Registrar’s Office 
Faculty Resource page http://www.westga.edu/registrar/468.php.   
 
 
 

Issued by the [title of person charged with writing procedure], the ____ day of _______, 2016. 
 
 

_____________________________________________________ 

Signature, [title of person charged with writing procedure] 
 

Reviewed by President [or VP]: __________________________________  
 

Previous version dated:  N/A 
 

Rules_4/14/2016 
 

Commented [1]: This link has changed and should be  
https://www.westga.edu/student-services/registrar/faculty-
staff-resources.php 

http://www.westga.edu/registrar/468.php


 

 
 
 

UWG PROCEDURE NUMBER:  UWG Procedure 2.7.7, Reporting Grades 

Authority:   UWG POLICY:  UWG Policy 2.7, Teaching Responsibilities 
 

The University of West Georgia faculty, pursuant to the authority of UWG Policy 2.7, establishes the 
following procedures for compliance with UWG Policy 2.7 on Teaching Responsibilities: 
 

Purpose of the procedure is to clearly communicate to University of West Georgia faculty the 
expectations to meet the announced deadlines for entering midterm grades when required and all 
final grades A-F, I. 
 

A. Definitions:  
1. Grades- standardized measurements of varying levels of achievement in a course. 
2. BanWeb- web interface to university student information system. 

 

B. Reporting Grades Procedure: 
Faculty are required to submit all course grades by the announced deadline.  Failure to do so may 
result in disciplinary action. Detailed instructions for reporting grades on BanWeb can be found in the 
Registrar’s Office Faculty Resource page http://www.westga.edu/registrar/468.php.   
After submitting final grades, an automated email from the Registrar’s Office will be sent to your 
westga.edu email address. If you have successfully submitted ALL grades, you will receive a “Complete” 
email. If you have missed any students, you will receive an “Errors” email indicating the course 
information and which students have missing grades. 
A grade of “I” may be given in lieu of a final grade when a student with work of an acceptable quality 
(at least a D) is unable to complete the course requirements or take the final examination for non-
academic reasons beyond his or her control.  
 

C. Change Grade Procedure:  
Grade Changes can be done in BanWeb UNTIL noon on official DUE DATE each term. 
ALL Grades Changes after NOON, will require a Grade Change Form.  
A grade change form will require the student’s name and number, the course information, and the 
reason for change.  The instructor, department chair, and a processor in the Registrar’s Office must 
approve the form.  
http://www.westga.edu/assetsDept/registrar/Grade_Change_Form(1).pdf 
 

Each academic department will articulate a process to determine grade changes when the professor is 
no longer available. Policy statements articulated will be sent to the appropriate academic dean, and 
grade changes will be approved by the dean in accordance with established policy.  
 

D. Incomplete Work Procedure:  
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Instructors can assign a grade of Incomplete (I) on BanWeb. 
http://www.westga.edu/registrar/468.php. Consult your college/school or department for specific 
guidelines regarding  a grade of Incomplete (I).  
 
 
  
Issued by the [title of person charged with writing procedure], the ____ day of _______, 2016. 

 
 

_____________________________________________________ 

Signature, [title of person charged with writing procedure] 
 

Reviewed by President [or VP]: __________________________________ 
 

Previous version dated:  N/A 
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