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WELCOME TO WILMINGTON UNIVERSITY! 

 

 

The Adjunct Faculty Reference Manual is intended to provide a guide for you to use as you embark 

on your career as an Adjunct Faculty member. Its purpose is to facilitate the teaching process by 

providing you information in the form of policies, procedures, methods, names, locations, etc., with 

links to the University’s website for additional information that will make your job easier. 

 

In the event you need additional information, or you feel that the current information is incorrect 

and/or inadequate, please contact The Faculty Development & Support Office at 302-356-6726 or 

6804. 

 

The information contained in this guide is regularly reviewed and may be altered, added to or 

terminated by Wilmington University when necessary or desirable to meet employee or 

organizational needs.  

 

This reference manual is intended to provide a guide to adjunct faculty members while they teach at 

Wilmington University.  It is not intended to create, express or imply any contractual obligation 

between Wilmington University and the adjunct faculty membership.   
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A. HISTORY AND PHILOSOPHY 
 

Wilmington University is a private, non-sectarian school that offers both undergraduate and 

graduate-level degree programs in a variety of career areas. The University is fully 

accredited by the Middle States Association of Colleges and Schools. 

 

Wilmington University began with a charter class of 194 students in 1968 and has grown to 

serve a student body of over 11,500 students. 

 

The program of day, evening, weekend, and online classes at Wilmington University serves 

traditional high school graduates as well as non-traditional adult students in need of flexible 

scheduling. Classes are primarily offered in seven-weeks, fifteen-weeks, 5-weeks, and 

weekend modular formats. 

 

Wilmington University’s main campus is located in historic New Castle, Delaware. 

Additional Delaware locations include the Wilson Graduate Center, Dover, Dover Air Force 

Base, Georgetown, Rehoboth, and Middletown.  The University is now located in New 

Jersey on the campuses of the Burlington County College in Mt. Laurel and Pemberton, 

Cumberland County College in Vineland,  Salem Community College in Carneys Point, and 

Online. 

 

 

B. VISION, MISSION AND INSTIUTIONAL VALUES 

 

Wilmington University has articulated its vision, mission and values: 

 

Mission 

Wilmington University is committed to excellence in teaching, relevancy of the curriculum, 

and individual attention to students. As an institution with admissions policies that provide 

access for all, it offers opportunity for higher education to students of varying ages, 

interests, and aspirations. 

 

The University provides a range of exemplary career-oriented undergraduate and graduate 

degree programs for a growing and diverse student population. It delivers these programs at 

locations and times convenient to students and at an affordable price. A highly qualified 

full-time faculty works closely with part-time faculty drawn from the workplace to ensure 

that the University’s programs prepare students to begin or continue their career, improve 

their competitiveness in the job market, and engage in lifelong learning. 

 

Vision 

Wilmington University will distinguish itself as an open-access educational institution by 

building exemplary and innovative academic programs and student-centered services while 

anticipating the career and personal needs of those it serves. 

 

Institutional Values 

We are committed to being a University where respect for each other is paramount, 

integrity guides all of our choices, providing educational opportunity is our primary 

purpose, and responsiveness to community needs is key.  In designing academic programs 

and student services, we support innovation and actively seek faculty with experience 

in their fields who can provide students with an education focused on practical application. 

We are especially committed to caring for our students as customers and partners. 
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C. STRATEGIC INITIATIVES  
 

 Focusing on Students by understanding them and meeting their needs. 

 Expanding Opportunity by creating opportunities for the University and its students, 

sustaining our enrollment growth by staying abreast of the market and the competition;  

evaluating, adding, modifying or deleting programs and sites as appropriate; increasing 

our visibility through careful but aggressive marketing, active student recruitment, 

website enhancements, and the building of partnerships and relationships. 

 Enhancing Academic Excellence by strengthening our faculty and improving our 

curriculum. 

 Strengthening Our Organization by maintaining our sense of community, focusing on 

quality and encouraging leadership at all levels. 

 Investing in Our Future by diversifying our revenues, containing our costs, managing 

our debt, investing our reserve fund, developing plans to manage our facilities, and 

planning for the acquisition and replacement of technology. 

 

For additional information about Wilmington University, please refer to the University’s website at  

www.wilmu.edu. 

 

 

D. RATIONALE FOR ADJUNCT FACULTY EMPLOYMENT 
 

The mission of Wilmington University emphasizes cohesiveness between student-centered 

learning and career-oriented education.  The expected result is an understanding of state-of-

the-art knowledge and a pragmatic focus on what employers expect of Wilmington 

University graduates.  Adjunct faculty support full-time faculty by bringing additional 

breadth, depth, and relevance to the curricula through a “practitioner-based” presence in the 

classroom. 

 

Wilmington University’s use of adjunct faculty is by “choice” rather than by chance.  

Adjunct Faculty bring a practical, real-world experience to the task of teaching that is 

appreciated by students because they provide a ready flow of ideas and concepts from the 

world of work to the classroom.  Career-oriented academic programs are the staple of 

Wilmington University’s offerings and are designed to assist students as they begin or 

advance in chosen career areas. Adjunct faculty bring expertise into such programs by 

possessing specialized knowledge and skills that bridge the gap between theory and practice 

and by providing a source of networking contacts for internship placements and job 

opportunities.  As the University is committed to growth in the number of students and the 

introduction of timely new programs, adjunct faculty provide a necessary flexibility that is 

required to match the University’s fast-paced schedule and its rapid growth rate.     

 

 

http://www.wilmu.edu/
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E. CONTACT INFORMATION AND PROGRAMS INFORMATION  
 

Contact information for Deans and Program Coordinators is available by accessing 

http://www.wilmu.edu/directory/index.aspx.  Select “Administrative Departments”, and the 

appropriate college.  A complete listing of full-time faculty for that college is available, 

including e-mail addresses. 

 

Social and Behavioral Science - Degree programs in Behavioral Science, Psychology, and 

Criminal Justice 

Program Information - www.wilmu.edu/behavioralscience 

 

Business - Degree programs in all areas of business 

Program Information - www.wilmu.edu/business 

 

Education - Professional educator preparation programs and Doctoral Studies (Doctorate of 

Education in Education Leadership and Organizational Leadership) 

Program Information - www.wilmu.edu/education  

 

Arts and Sciences - Offers the courses that comprise the liberal-arts core of all our 

undergraduate programs as well as the broad-based, cross-discipline General Studies 

degrees 

Program Information - www.wilmu.edu/generalstudies 

 

Technology - Degrees for the future in design, communications, and technology 

Program Information - www.wilmu.edu/itac 

 

Health Professions - RN-to-BSN, Nurse Practitioner, or Nursing Leadership degree 

programs. 

Program Information - www.wilmu.edu/nursing 

 

http://www.wilmu.edu/behavioralscience
http://www.wilmu.edu/business
http://www.wilmu.edu/education
http://www.wilmu.edu/generalstudies
http://www.wilmu.edu/itac
http://www.wilmu.edu/nursing
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II. EMPLOYMENT INFORMATION 
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A. SELECTION 
 

Wilmington University does not discriminate with regard to race, color, religion, sex, 

disability, national origin, veteran status, age, marital status, or any other legally protected 

status.  Wilmington University’s good faith efforts and policies are designed to ensure that 

this commitment is maintained. 

 

Adjunct Faculty members must meet the requirements for the faculty rank of “Instructor”.  

These requirements include possession of a master’s degree from an accredited University 

or university, or the equivalent (e.g., work experience which is professionally recognized) 

and either proven or presumptive potential to obtain an appropriate doctoral degree, or the 

appropriate terminal professional degree (Section 2.1.1., page II-2, 2004-2005 Wilmington 

University Faculty Handbook). 

 

Recommendations for hire are made by the Deans to the Provost and Vice President, 

Academic Affairs.  

 

 

B. CLASSIFICATION 

 

Faculty are divided into two major groups; ranked and unranked. Ranked faculty are full-

time employees appointed to one of four academic ranks: Instructor, Assistant Professor, 

Associate Professor, Professor or Professor Emeritus. Unranked faculty are hired on a 

course by course contract and are assigned one of three titles: Adjunct Instructor, Adjunct 

Professor or Visiting Professor.  

 

Adjunct Faculty are part-time employees of the University who are hired to teach specific 

courses as delineated in their contracts. The position usually does not lead to promotion to 

the classification of “ranked faculty”. Adjunct Faculty have the same freedom and 

responsibility in the management of courses as full-time faculty members, and are expected 

to be available for a reasonable amount of time to counsel students regarding their work in 

that particular course.   

 

Appointment of part-time faculty is directly tied to a process of schedule development.  

Full-time faculty teaching assignments are first matched with the schedule, and then adjunct 

faculty assignments are made for the remaining courses. 

 

 

C. HIRING PROCEDURE 

 

Once an individual has been identified to teach a course, a package with employment forms 

is given to the adjunct faculty for completion prior to the start of the course.  The 

employment forms required include: 

 Resume 

 Completed Wilmington University Employment Application 

 Completed I-9 form with required backup documentation 

 Completed W-4 form 

 Completed Direct Deposit form 

 Completed request for internet, e-mail address 

 Completed Employee Personal Information form 

 Official graduate school transcript(s) 
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 Additional items if required by the college 

The adjunct faculty will receive a College Orientation when they are offered the position or 

sometime before they start teaching at the University.  The purpose of this orientation is to 

familiarize the adjunct faculty with the University and college’s goals and objectives, the 

course materials/books, evaluation procedures, etc. 

 

In addition to a college orientation, the adjunct faculty will receive an administrative 

orientation.  This orientation is coordinated by the Faculty Development & Support Office 

and will include verification and receipt of all employment paperwork, an overview of the 

University’s policies and procedures, information regarding support services that are 

available, etc. 

 

D.  WEBCAMPUS & E-MAIL ACCOUNT INFORMATION 

 

Once all employment paperwork has been received, adjunct faculty are issued a username 

and password for accessing WebCampus/Blackboard.  WebCampus is used to access/print 

rosters, enter grades, access library online databases, and change directory information.  

Blackboard is used to manage your course content. 

 

An e-mail account will be issued to you with another username and password, which is 

different from WebCampus.  This username and password will be needed to access faculty 

protected faculty information on the faculty homepage.  This email address will also be the 

University’s primary contact method with you. 

 

 

E.  EMPLOYMENT CONFIRMATION 

 

The procedures for subsequent employment are as follows.  The Academic Dean or 

Program Coordinator contacts the adjunct faculty by telephone or e-mail inquiring about an 

adjunct faculty’s availability to teach a course.  (This normally occurs about four months 

before the course is to begin).  A confirmation letter is then sent out indicating all courses 

that an adjunct faculty is expected to teach during a semester.  The letter is usually sent to 

the adjunct faculty member six weeks prior to the start of the semester.  Other materials or 

announcements may also be enclosed.  This letter is not a contractual agreement between 

you and Wilmington University.  It is a notice of a course(s) you agreed to teach for the 

upcoming term.  Important term dates and holidays are available at 

http://www.wilmu.edu/registrar/calendar.aspx. 

 

Payment will be determined by enrollment.  Specific questions regarding payment for 

courses should be directed to your program coordinator. Payment is made on the last pay 

date of the month during the courses block/semester, depending on the course type.  

Payment can be made using direct deposit or by check, depending on the adjunct faculty’s 

election.  Payroll checks/direct deposit notices are mailed to your home address on file. 

 

 

F. GUIDELINES FOR PROMOTION TO ADJUNCT PROFESSOR (Rev 8/2009) 

 

Promotion to Adjunct Professor recognizes excellence in teaching to which Wilmington 

University is committed.  Promotion normally is initiated by the adjunct faculty member, 

but the Program Coordinator and/or Dean also can prompt the process.  To initiate the 

process, the adjunct faculty member submits a letter of application to his/her Program 

http://www.wilmu.edu/registrar/calendar.aspx
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Coordinator; if the application is accepted, the faculty member then submits supporting 

documentation to the Dean of the College. 

 

Considerations for promotion to Adjunct Professor include the following criteria:  

 

 Teaching Quality 

o In 6 of the last 8 IDEA Diagnostic Reports, the applicant’s Converted 

Average Summary Evaluation ratings were at least in the “Similar” range 

compared to the IDEA Database; preferably, the ratings would be 50 or 

higher.  Exceptions to this requirement will be considered if alternative 

evaluations are utilized. 

 

 Experience at WU  

o Minimum of 4 successive years at WU (immediately prior to applying for 

promotion) and a minimum of 20 courses taught at WU.  Exceptions to this 

requirement will be considered if particular courses are offered infrequently.   

Post-secondary teaching at other colleges/universities may be considered by 

the Dean in lieu of experience at WU. 

 

 Adherence to WU policies and procedures  

o Syllabi consistently submitted on time 

o Grades consistently submitted on time 

o Outcomes Assessment data consistently submitted on time 

o Grading in accordance with WU guidelines 

 

 Use of technology  

o Successful completion of Blackboard training 

o Integration of Blackboard features into teaching/managing courses 

o Utilization of other technology in the classroom 

o Utilization of Wilmington University email 

 

 Professional growth in post-secondary teaching: 

o Regular attendance at WU Faculty Development Days 

o Regular attendance at other WU programs for enhancement of teaching 

o Regular attendance at non-WU programs for enhancement of teaching  

o Regular attendance at College and Discipline meetings 

 

 Professional growth in field of expertise: 

o Attainment of a Master’s or higher degree in field of expertise 

o Professional recognition from the private sector. 

o Attendance at professional events/conferences related to subjects taught at 

WU. 

     

 Service/attention to students. 

Examples: 

o Effectively managed student issues and complaints 

o Available outside of class time 
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o Wrote letters of recommendation 

o Received notes/letters of appreciation from WU students. 

 

 Contributions to WU. 

Examples:  

o Representative on Faculty Senate with regular attendance and active 

participation on Senate Committees 

o Assistance in initiating or revising courses 

o Participation in the Outcomes Assessment process 

o Workshop presentations at Faculty Development Days 

o Participation on committees other than Faculty Senate Committees 

o Represented WU at off-campus events. 

o Assisted with or presented at WU-sponsored events, e.g., art exhibits, 

symposia 

o Has taught a variety of courses at WU. 

o Has been willing to teach at a number of locations. 

o Has been willing to teach in non-traditional formats and times. 

 

 Concurrence for the promotion by:  

o Program Coordinator 

o College Promotion Committee 

o College Dean 

 

Supporting information/documentation must be assembled in a portfolio binder with 

individual sections for any of the above factors. 

 

 

G. JOB DESCRIPTION 

 

The primary role of all faculty at Wilmington University is teaching. However, other related 

duties must be performed to ensure quality of instruction and to ensure that the institution’s 

academic standards are maintained. Related duties include, but are not limited to: 

 Provide instruction in accordance with the stated philosophy and objectives of the 

University. 

 Teach according to established course outlines (syllabi) and in accordance with the 

description in the University catalog. 

 Inform students about course requirements, course evaluations, and attendance 

policies. 

 Evaluate student performance in accordance with course objectives and published 

schedules in the University catalog. 

 Assist students with study problems and evaluate their potential for successful 

achievement in fields familiar to the instructor, especially those in the instructor’s 

career and occupational fields. 

 Maintain accurate attendance and scholastic records of students and submit 

required reports according to established guidelines. 

 Attend all University meetings and ceremonies when requested. 

 Participate in professional development. 

 Perform all functions that are included in the terms of appointment. 
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H. EVALUATION PROCESS 
 

1.     Student Evaluation Procedures Using the IDEA Form 

At the end of every class, students will evaluate the course.  Wilmington University sends 

these evaluations to the IDEA (Individual Development and Education Assessment) Center 

for processing.  The procedures for administering the IDEA Evaluation (hard copies) are as 

follows: 

a. The evaluations should be administered near the end of the course (about the 

second to the last week) so that students’ ratings of their progress can accurately 

reflect their learning for the entire course.  Do not administer the evaluations on 

the last day of class before the final exam or on the day of an exam.   

b. The Faculty Information Form may be pre-marked with course specific 

objectives however, if the objectives section on the form is blank, refer to the 

“Directions to Faculty” that are included in the envelope with the evaluation 

forms for details. 

c. The instructor should provide the necessary course information to the students. 

d. A student (appointed by the instructor) will distribute, collect and return the 

completed forms, including the Faculty Information Form to Academic Affairs 

Support Secretary at New Castle or the appropriate site office.  If the site 

representative is not available to accept the envelope, they should be placed in 

the Student Drop-off Box.   

e. The instructor must leave the room while students are completing their 

evaluations. 

f. At the completion of the evaluation, the instructor returns to the classroom.  The 

completed IDEA evaluation forms should not be seen or handled by the 

instructor. 

g. The compiled evaluations are sent to the IDEA Center for processing. 

h. Completed IDEA reports are sent to the appropriate Academic Dean for review 

and to the instructor of the course.  

i. Discussion of the evaluation may be held between the faculty member and the 

Program Coordinator or Academic Dean or the Vice President for Academic 

Affairs, at the request of either party. 

j. Instructions for the electronic IDEA version are provided for faculty and 

students online.  Distance Learning courses utilize an electronic version of the 

IDEA Evaluation form. 

 

            2. Other Course Evaluation Procedures 

A number of courses offered at Wilmington University are not amenable to evaluation using 

the IDEA evaluation form and process.  Such courses include: clinical or internship work, 

capstone project courses, practica, theses, directed studies, and dissertations.  These types of 

courses typically involve a one-on-one interaction and relationship between student and 

instructor.  They seldom involve classroom lectures or discussions.  For such courses, the 

University recommends that each academic college develop and utilize a special evaluation 

form designed to measure the effectiveness of the course and instructor as perceived by the 

student. 

 

Such evaluations are completed at the end of the course or courses which typically 

constitute the total academic experience for the student.  Completed forms are to be mailed 
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to the appropriate Academic Dean, who has responsibility for analyzing and summarizing 

the results on an annual basis. 

 

 

I. BENEFITS 

 

Tuition Benefits (effective 2/1/2010):  Adjunct faculty members who meet eligibility 

requirements are eligible to receive tuition benefits for 2 courses for themselves or their 

spouse (dependent children are not eligible for this benefit) for undergraduate or masters-

level courses (doctorate courses are not eligible).  To further clarify, if the spouse and 

adjunct faculty member are using the benefit during the same fiscal year, each will only be 

eligible for 1, 3-credit course.  The benefit is for tuition only and does not include the cost 

of fees, books. or supplies.  This is a “use it or lose it” benefit—benefits do not carry over 

into future years. 

 

1. Eligibility Requirement 

 Must be employed for at least one year. 

 Taught 4 courses (during the last 2 fiscal years).  The fiscal year at Wilmington 

University is July 1 through June 30. 

 Actively employed at the time the benefit is being used and the application is 

submitted.  

2. Benefit Award 

 Must be used in the fiscal year after the eligibility requirement has been met. 

 Adjunct faculty members or their spouses may take 2 courses in the fiscal year 

(FY) that follows their eligibility. If the spouse and adjunct faculty member are 

using the benefit during the same fiscal year, each will only be eligible for 1, 3-

credit course.   

 Adjunct faculty members who use this benefit for their spouse, and their spouse 

enrolls in a masters-level, will be taxed on the amount of the tuition awarded 

(through their payroll checks). 

3. Applying for the Benefit 

 Verify eligibility by contacting Faculty Development & Support at New Castle. 

 Download the applicable form, fill it out, sign it, have your program coordinator or 

academic dean sign the form, return it to the Faculty Development & Support-New 

Castle Campus. The forms are available on-line at 

http://www.wilmu.edu/humanresources/index.aspx.  It is your responsibility to 

verify that the form has been received by Faculty Development & Support 

(nancy.c.doody@wilmu.edu or facultydevelopment@wilmu.edu). 

 You and/or your spouse are responsible for registering for the course and 

following all other applicable registration/payment/academic policies and 

procedures. 

 If you register for the course and do not complete the tuition benefit form 

before the end of the term, you will be billed for the course (the tuition benefit 

will not be awarded) and will be responsible for payment.  It is your 

responsibility to make sure that the form is submitted to Faculty Development & 

Support for processing. 

4. Subject to the following conditions: 

 The employee must pay any outstanding balances due Wilmington University, 

from the previous semester, before a new tuition benefit will approved. 

 No tuition benefit will be approved for repeating a class for which the applicant 

had previously been awarded the benefit. 

http://www.wilmu.edu/humanresources/index.aspx
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 A grade point average (GPA) of 2.0 must be maintained for an undergraduate 

program in order to be approved for additional benefits.  A GPA of 3.0 must be 

maintained for a master’s program. 

 Benefits are not awarded for fees for book costs.  These are paid by the student. 

 If an employee or spouse withdraws after the drop/add period or fails to notify 

the Registrar’s Office of withdrawal, the employee will not receive payment for 

that course(s) at a future time. 

 All applicants (employees, spouses) are encouraged to seek supplemental or 

replacement financial aid from state and federal grants. 

 

Supplemental Retirement Plan – 403(b):  Adjunct Faculty members are able to participate 

in Wilmington University’s 403(b) plan with TIAA-CREF by contributing 

pre-tax payroll dollars to an account set up through Wilmington University. Applications 

are available in the Human Resources Office (302-356-6846 or by e–mailing 

humanresouces@wilmu.edu). You may not contribute more than the IRS-specified annual 

limits (the allowable amount includes any pretax deductions you are currently making 

through another employer’s plan). 

1. Questions regarding the specific areas of operation (i.e., rollovers, funding vehicles, 

etc.) of this plan or about TIAA-CREF can be answered by TIAA-CREF at www.tiaa-

cref.org or by phone at 800-842-2776. 

 

Employee Assistance Program (EAP):  The Employee Assistance Program provides 

confidential assistance, assessment, referral, and follow-up services to assist you and 

dependent family members with personal, emotional, and dependency problems.  

Information regarding the EAP is available in the Human Resources Department (302-356-

6846 or by e-mailing humanresources@wilmu.edu). 

 

Blood Bank of Delmarva:  Membership is available through Wilmington University for 

$5.00/year or $2.00/year if you are age 65 or older.  Applications can be obtained by 

contacting the Human Resources Department (302-356-6846 or by e-mailing 

humanresources@wilmu.edu). 

 

 

J. E-MAIL AND UNIVERSITY COMPUTER USAGE 

As part of the employment process, Adjunct Faculty will receive a Wilmington University 

e-mail address.  The instructor will receive the e-mail address and directions for accessing 

his/her e-mail after completed employment paperwork has been received by the Faculty 

Development & Support Office.   

 

COMPUTER SYSTEMS, TRAINING, TECHNOLOGY AND EQUIPMENT POLICY 

 

Wilmington University is pleased to be able to provide you with computer technology, 

training and equipment. Effective use of our computers makes us more efficient and 

competitive in today’s technological environment. 

 

Due to the sensitivity of Wilmington University’s electronic information and the 

considerable cost involved in our computers, it is imperative for all employees and/or 

students to adhere to the instructions, policies and procedures related to equipment 

information. 

 

mailto:humanresouces@wilmu.edu
http://www.tiaa-cref.org/
http://www.tiaa-cref.org/
mailto:humanresources@wilmu.edu
mailto:humanresources@wilmu.edu
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The computer hardware, software and technology is provided to you by Wilmington 

University at our expense and is considered the property of Wilmington University.  All 

forms of technology and equipment, such as, telephone, facsimile (fax) machine, 

photocopiers, computers, computer disks, internet connections, and e-mail, are to be used 

only for Wilmington University business. It is the University’s right and obligation to 

safeguard the work environment and to protect the University’s equipment and operations. 

Should an employee be in violation of this policy, the appropriate discipline will be applied.  

 

All technologies purchased by the University are considered to be the University’s property 

and all policies are applicable whether the technology and/or the equipment are used on or 

off the University premises. 

 

The University licenses the use of computer software from a variety of outside companies.  

In many instances the University does not own this software or its related documentation 

and, unless authorized by the software developer, does not have the right to reproduce it. 

With regard to the use of our local area networks or on multiple computers, the University’s 

employees shall use the software only in accordance with the licensing agreement. By 

staying within the provided menu system and not attempting to defeat the restriction which 

is in place, and by abiding by the policies set forth elsewhere concerning installation of non-

guideline software, University employees can be assured of compliance with these 

requirements. According to the U.S. Copyright Law, unauthorized use or reproduction of 

software can be subject to civil damages of as much as $1,000,000, and criminal penalties 

which include fines and imprisonment. Making, acquiring or using unauthorized copies of 

computer software is prohibited. The University does not condone the illegal duplication of 

software. 

 

The following uses or activities are prohibited under this policy. This is not an all inclusive 

list of violations. 

 

 Dissemination or solicitation of information for any non-job related business, for 

any religious order, or for any personal causes. 

 Creation, transmission, or displaying any offensive, hostile, sexually explicit or 

suggestive messages, racial slurs, gender-specific comments, inappropriate 

comments regarding race, color, religion, sex, disability, national origin, 

veteran’s status, age, marital status or any other legally protected status, or any 

other comment that is unprofessional or offensive. 

 To upload, download or copy, in any manner, protected, copyrighted or 

proprietary information. 

 Visiting “adult” or “gambling” sites or participating in non-business related 

“chat groups”. 

 Gaining unauthorized access to remote systems or to access an account which 

the user is not authorized to access. 

 Distributing chain letters, unsolicited advertising or messages, or propagating 

computer worms or viruses. 

 Violating any regulation, treaty, local, state, federal or international law 

(including without limitation, copyright, privacy and criminal laws). 

 

Employees should NOT have any expectation of privacy when using any of Wilmington 

University’s technology. Employees should not assume that any message transmitted over 

the University’s telephone, facsimile (fax), or e-mail system is private or confidential. The 

University has the right to monitor, record, intercept, seize, save and use all technology used 



                                                            Page 14                                       Adjunct Reference Manual – Rev 5/2010 

by its employees.  The University also has the right and obligation to disclose any 

inappropriate and illegal activity to the appropriate legal authority without any notice to the 

employee. Internet activity is monitored in a way where the University can determine the 

sites visited, by whom and when. Moreover, the use of a password does not make a 

document, a transmission, a file, etc., private or confidential. 

 

 

K. GENERAL WILMINGTON UNIVERSITY EMPLOYMENT POLICIES 

 

1. Accommodating Persons With A Disability Policy 

The ADA prohibits employment discrimination against "qualified individuals with 

disabilities." A qualified individual with a disability is an individual with a disability who is 

qualified for (meets the skill, experience, education, and other job-related requirements) a 

position held or desired, and who, with or without reasonable accommodation, can perform 

the essential functions of a job. 

 

Wilmington University supports the advancement of qualified employees with disabilities at 

all levels. The University recognizes that traditional methods, programs, and services may 

not accommodate the needs of some persons with disabilities. Each qualified person with a 

disability shall receive the reasonable accommodation necessary to ensure equal access to 

employment, training opportunities, advancement, and activities in the most integrated 

setting appropriate. Wilmington University does reserve the right to only provide 

accommodations which do not place an undue hardship on the University. 

 

Employees who require a reasonable accommodation to apply for transfers or promotions or 

to perform the essential functions of their jobs should notify the human resources 

department. Employees who believe that they have been unlawfully discriminated against 

because of their disability may file a complaint with the Human Resources Department.  

Requests for accommodations should be made at the earliest possible date, in most instances 

at least (30) days prior to the date by which an accommodation is needed. 

 

2. Confidentiality Policy 
All employees must guard as confidential ANY information of which they may be aware 

concerning students, relatives of students, friends and/or co-workers. Employees, 

specifically those who handle confidential information on a daily basis, have a legal and 

ethical obligation not to share any such information with anyone except authorized persons 

in carrying out their duties. 

 

3. No Solicitation / No Distribution Policy 

Employees are not permitted to solicit, for any purpose, either verbally, visually or 

electronically while on Wilmington University property. This applies during working time, 

exclusive of break times in break areas. The distribution of literature for any purpose is 

prohibited in working areas, even during non-working time. Canvassing of any kind, 

solicitation, pools or collections for any purpose by outsiders is prohibited. 

 

4. Injury Policy 

Regardless of how minor they may seem, all injuries sustained by employees must be 

reported immediately to your college and the Human Resources Department.  If you are 

teaching in the evening or on the weekend, please notify the secretary or site assistant on 

duty.  They will take the information and report it to your College.  Forms for reporting an 

injury (Reporting an at Work Accident) are available on the web at 
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http://www.wilmu.edu/humanresources/index.aspx.  Failure to report the injury may result 

in denial of Workers’ Compensation benefits. 

 

5. Anti-Harassment / Discrimination / Hostile Work Environment Policy 

Wilmington University is committed to providing a working, educational, and social 

environment for all members of our University community, including all faculty, staff, and 

students, that is free from harassment.   Wilmington University will not tolerate harassment, 

sexual harassment, discrimination or retaliation in the workplace or educational 

environment whether committed by managers, faculty, administrators, staff, students, 

visitors or by vendors to our institution of higher learning.  It is a form of misconduct that 

undermines the institutional mission of the University.  Such conduct will result in 

disciplinary action up to termination of employment. With respect to non-employees they 

will be asked to leave and not to return. 

 

Other harassing conduct in the workplace, whether physical, verbal, psychological or any 

other means, committed by supervisors or others is also prohibited. This includes, but is not 

limited to: slurs, jokes or degrading comments concerning an individual’s race, color, 

religion, sex, disability, national origin, veteran’s status, age, marital status or membership 

in other protected groups; repeated offensive sexual flirtation, advances, or propositions; 

continual or repeated abuse of a sexual nature; graphic or verbal comments about an 

individual’s body; and the displaying in the workplace of sexually suggestive objects or 

pictures. 

 

Complaints of harassment, discrimination or retaliation should be immediately reported to 

their supervisors, their vice president or the Human Resources Department.  In the case of a 

student complaint, it should be reported to the Office of Academic Affairs and the Human 

Resources Department.  Any one who observes harassment should also report such behavior 

to their supervisors, their vice president or the Human Resources Department.  Students 

should report it to the Office of Academic Affairs and the Human Resources Department.  

The Chief Human Resources Officer will immediately investigate the matter. Where 

investigations confirm the allegations, appropriate corrective action will be taken. 

 

6. Smoke-Free Environment Policy 

Smoking is not permitted inside any Wilmington University facility and/or building in 

accordance with Delaware Law and is not permitted outside  any Wilmington University 

facility and/or building. 

 

7. Personal Property Policy 

Wilmington University cannot be responsible for personal property that is lost, stolen or 

damaged on any of our premises. You are encouraged not to bring valuables to work and to 

keep your personal belongings out of sight and/or locked. 
 

8. Inspections Policy 
Wilmington University reserves the right, at all times, while on University premises and 

property, and when circumstances warrant it, to have supervisors and/or, if necessary, 

authorized search and inspection specialists, conduct searches and inspections of 

employees, or other persons, and their personal property and effects for the purpose of 

determining if such employees or other persons possess unauthorized items and/or items 

which could damage, injure, or bring harm to the University or employees/students. 

 

9. Illegal Activity Policy 

http://www.wilmu.edu/humanresources/index.aspx
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If Wilmington University has reason to believe (reasonable suspicion) that an employee(s) 

is or has engaged in an illegal activity and/or has demonstrated a propensity for violent 

behavior, the employee may be required to participate in an investigation.  If the employee 

refuses to comply with or hinders the investigation, he/she will be subject to disciplinary 

action up to and including termination of employment. 

 

10. Notification of a Criminal Law Conviction Policy 
All employees are required to advise their manager, director, vice president, and/or the 

Human Resources Office, in writing, within (5) days of a conviction of any Criminal Law.  

If applicable, notification will be made to federal granting and/or contracting agencies.  The 

conviction will be reviewed with the employee to determine employment suitability.  

Should the conviction involve drugs and/or alcohol, the employee may be required to 

complete an appropriate rehabilitation program. 

 

 

11. Drug and Alcohol Policy 

To help ensure a safe, healthy, and productive drug free work environment for our 

employees and to provide an environment which will provide the highest possible level of 

service for our students and others on Wilmington University property, to protect University 

property and assets, maintain a favorable public image and to assure efficient operations 

Wilmington University, hereinafter referred to as "University," has adopted a Policy on 

drugs, alcohol, and other prohibited items. 

 

It is the Policy of the University to maintain its property and to provide a drug free working 

environment that is both safe for our employees, including others having business with the 

University or on University property, and conducive to efficient and productive work 

standards.  This policy restricts certain items and substances from being brought on or being 

present on University property, including its parking areas and its vehicles, prohibits 

University employees and all others from reporting to work, working, or being present on 

University property, whether or not on duty, from having detectable levels or identifiable 

trace quantities of certain drugs and other substances, and prohibits the unauthorized 

possession by employees or others of property, equipment, materials, or proprietary 

information belonging to the University or others. 
 

PROHIBITED ITEMS 

The use, possession, sale, manufacture, distribution, dispensing, concealment, 

receipt, transportation, or being under the influence of any of the following items or 

substances on University property (including the presence of detectable levels or 

identifiable trace quantities), by employees and all others is prohibited: 

 Illegal drugs, controlled substances, marijuana, mood-or-mind altering 

substances (legal or illegal), “look-alike substances, designer, counterfeit or 

synthetic drugs, inhalants, and any other drugs or substances which will in any 

way affect safety, work ability, alertness, coordination, judgment, response, or 

the safety of others on the job. 

 Alcoholic beverages, except as specifically authorized. Consuming alcoholic 

beverages while driving on University business, or driving while under the 

influence on University business is prohibited. Unauthorized consumption of 

alcoholic beverages during work hours is prohibited. Consumption of alcoholic 

beverages on University property is prohibited. The University may allow use of 

alcoholic beverages at University functions or appropriate social functions. 

 Prescription drugs and over-the-counter medications, except under the following 

conditions: 
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 The drugs have been prescribed by an authorized medical practitioner for 

the person in possession of the drugs. 

 The use of prescription drugs and over the counter medications must be 

taken in accordance with dosage recommendations, and usage must not 

affect the person’s ability to perform work safely. 

 The University reserves the right to consult with an authorized medical 

practitioner to determine if a drug or over the counter medication produces a 

hazardous work situation. 

 

For information on enforcement of this policy, please contact the Human Resources 

Department (302-356-6844 or by e-mail to humanresources@wilmu.edu). 

 

 

 

 

12. Safety and Security Policy 

Wilmington University is committed to providing an environment that is both safe and 

secure for our employees, students, and visitors. Your supervisor will explain the safety 

precautions that you are expected to observe while performing your job. These precautions 

have been developed for your protection and the protection of others.  You are expected to 

help identify any safety or security violations that might present danger to yourself or 

others.  If you observe any situations with which you are uncomfortable please report your 

concerns immediately to your supervisor or to our Public Safety Department (302-325-

3333). 

  

Wilmington University may, from time to time, electronically monitor public areas in order 

to deter crime and to assist the University Public Safety Department in providing for the 

security and safety of individuals and property of the University community.  Legitimate 

safety and security purposes include, but are not limited to the: 

 Protection of individuals, property and buildings. 

 Patrol of public areas. 

 Investigation of criminal activity. 

The Director of the Public Safety Department will assure responsible and proper monitoring 

practices are maintained.  Electronic monitoring for security purposes will be conducted in a 

professional, ethical, and legal manner. Monitoring individuals based on characteristics of 

race, color, religion, sex, disability, national origin, veteran status, age, marital status or any 

other legally protected status is prohibited.  Staff involved in electronic monitoring will be 

appropriately trained and supervised in the responsible use of this technology.   Information 

obtained through electronic monitoring will be used exclusively for safety, security, and law 

enforcement purposes. Recorded images will be stored in a secure location with access by 

authorized staff only.   Electronic monitoring of public areas for security purposes at 

Wilmington University, or its facilities, is limited to uses that do not violate the reasonable 

expectation of privacy. 
 

Information regarding the Wilmington University Site-specific security plans can be 

obtained by contacting the Security Office at 302-325-3333 or at 

http://www.wilmu.edu/safety/index.aspx.   You may also view the site-specific security 

plans and the Emergency Procedure Guide by clicking on 

http://www.wilmu.edu/safety/index.aspx.  You will need to enter your email username and 

password to access these sites.

mailto:humanresources@wilmcoll.edu
http://www.wilmu.edu/safety/index.aspx
http://www.wilmu.edu/safety/index.aspx
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III. ADJUNCT FACULTY RESPONSIBILITIES 
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A. FAMILY EDUCATIONAL RIGHTS & PRIVACY ACT (FERPA) 

 

In summary, students have four primary rights under this act: right to inspect and review 

their record, right to seek amendments to records, right to consent to disclosure, and the 

right to file a complaint. This act protects every student’s personally identifiable 

information. 

 

All adjunct faculty are responsible for completing the FERPA tutorial, available online at 

http://www.wilmu.edu/privacy/tutorial/index.aspx. 

 

B. CLASSROOM EXPECTATIONS 

 

Instructional time (including examinations, group projects, distance learning activities, and 

other instructional modalities) is 35 hours with a five (5) hour external structured 

assignment for a three-credit course and will be delivered during a 5–7 week or 15 week 

time frame. (A 15 week format will encompass two 7 week blocks and a 1 week reading 

period in each semester.)  If you are teaching at a New Jersey location, please contact your 

Program Coordinator for the requirements for classroom contact hours. 

  

Each instructor is expected to meet this minimum. Any meeting times scheduled in addition 

to the regular sessions must be coordinated with the Academic Dean and Academic Affairs 

Support or Site Office (this is necessary to coordinate limited classroom space). Each 

instructor establishes his/her own break schedule for the class/course. 

 

If a class is canceled, postponed, and/or rescheduled, it is imperative that the responsible 

faculty member notify their Academic Dean/Program Coordinator, Academic Affairs 

Support or Site Office, and students of the change. This will allow the University to 

coordinate classroom availability. In the case of an emergency, the Academic Affairs 

Support Team or Site Office will attempt to contact students for you.  When 

canceling/rescheduling a class, a minimum of 24 hours advance notice must be given. Short 

notice emergencies are exceptions.  The contact information for each site is as follows: 

 

New Castle - Main Campus  356-6922 or 356-6923 

Dover / Middletown HS  734-2594 

Dover AFB   674-8726 

Georgetown   856-5780 

Graduate Center / Middletown 655-5400 

Rehoboth Beach   227-6295 

Burlington (Mt. Laurel/Pemberton) (856) 222-9311 Ext. 2116 or Ext. 2115 

Cumberland    (856) 691-8600 Ext. 551 or (609) 408-4747 

   

If you have any questions, please contact your Program Coordinator or Academic Dean.  

 

C. OFFICE HOURS 

 

It is vital to academic excellence that each part-time faculty member be accessible to 

students.  This can generally be accomplished by arriving 30 minutes to one hour before 

class and/or remaining after class for a comparable period of time.  Arrangements should be 

made on your syllabus to allow for students to contact you outside of the schedule course 

hours.  For information regarding “office hours” for Distance Learning and Hybrid/Fusion 

http://www.wilmu.edu/privacy/tutorial/index.aspx
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courses, please refer to Wilmington University’s “Developing and Teaching an Online 

Course” handbook available from the Distance Learning Department. 

 

 

D. CLASSROOM/EQUIPMENT ASSISTANCE 

 

Audio-visual, Computer Equipment 

Instructors who require audio-visual, other equipment, or internet access in the classroom 

should contact AV Support at least 48 hours prior to the start of their course.  You may 

reserve your equipment using the online reservation form at 

http://www.wilmu.edu/avsupport/index.aspx or contact AV Support at: 

 New Castle -   avupport@wilmu.edu or 302-356-6808 

 Wilson Graduate Center - avsupport@wilmu.edu or 302-295-1182 or 356-6808 

 Dover and/or Middletown - avsupport@wilmu.edu or 302-734-2594 

 DAFB -   302-674-8726 

 Georgetown -   302-856-5780 

 Rehoboth -   302-227-6295 

 Mt. Laurel/Pemberton - av@bcc.edu 

 Cumberland -   856-691-8600, ext. 551 

 

Please refer to the Education Technology section of this manual for additional information. 

 

Classroom Layout  

Instructors may rearrange the classroom by themselves; however, you are responsible for 

returning the classroom to its original arrangement at the end of the class period.  Boards 

(white or chalk) should be cleaned/erased after your class as a courtesy to other instructors. 

 

 

E. MAKE-UP EXAMS 

 

Faculty should obtain a “Make-up Exam Request Form” from the Academic Affairs 

Support Team or Site Office or download the form from the website 

http://www.wilmu.edu/faculty/documents.aspx (this is a protected site, you will be asked to 

log in using your email username and password) and send to the appropriate contact listed 

on the form.  Instructors should inform their students to contact Academic Affairs Support 

at 302-356-6736 to schedule an exam time.  For all other sites (Wilson Graduate Center, 

Dover, DAFB, Georgetown, Rehoboth, Middletown, and all New Jersey locations), contact 

the Site Office to receive the form or download it from the above website.  Instructors 

should then inform students to contact that Site Office to schedule their exam time. 

 

 

 

 

F. FINAL GRADES 

 

Instructors are required to submit their grades online using WebCampus within 7 days of 

the last date of the course.  Online grading will be available to you one week before the end 

of the term and for three weeks after the term ends.  A grade must be submitted for every 

student on the roster.  Any changes to grades after online grading closes must be submitted 

using a “Grade Change Form” (available on WebCampus on the Grade Entry Screen). 

 

http://www.wilmu.edu/avsupport/index.aspx
mailto:avupport@wilmu.edu
mailto:avsupport@wilmu.edu
mailto:avsupport@wilmu.edu
mailto:av@bcc.edu
http://www.wilmu.edu/faculty/documents.aspx
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G. STUDENT MATERIALS 

 

Instructors should keep any student materials (exams, papers, etc.) that impacts students’ 

grades for a minimum of 15 weeks after the completion of their course.   

 

You have the option of returning the materials to students; however, keep any information 

needed to defend a grade for your records.  If a student would like you to return materials to 

them, he/she must supply you with a stamped, self-addressed envelope (the University will 

not supply postage). 

 

If you do not want to keep these materials, Academic Affairs Support at New Castle or the 

Site Office at Dover will keep them for 15 weeks after the course ends.  After that period 

expires, the materials will be shredded.    Georgetown, Rehoboth, Dover AFB, and all New 

Jersey locations, due to limited space, are not able to offer this option. 

  

Instructors should complete the “Student Materials Request Form”, available at 

http://www.wilmu.edu/faculty/documents.aspx, and attach it to the materials.  Students will 

be able to view this material beginning the 3
rd

 week of the new block/semester.  They will 

not be able to remove their materials from the file.  

http://www.wilmu.edu/faculty/documents.aspx
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IV.  ACADEMIC INFORMATION 
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A.  ATTENDANCE 

 

Regular and prompt class attendance is an essential part of the educational experience.  

Wilmington University expects students to exercise good judgment regarding attendance 

and absences.  Students accept full responsibility for ensuring that work does not suffer 

from absences.  All students are expected to attend every scheduled meeting of each class 

on time.  Exceptions may be made for Wilmington University-sponsored or work-related 

activities, illness, or valid emergencies. 

 

Please note that some academic colleges have additional attendance requirements beyond 

those specified in this section.  In accordance with veterans’ regulations, attendance must be 

taken for all enrolled veterans in each class learning session. 

 

Hybrid Courses 

Wilmington University stresses that regular and prompt class attendance is an essential part 

of the educational experience. A hybrid course meets for “in-class” and “on-line” learning 

sessions.  Students are expected to attend all “in-class” sessions and to “log on”, if 

appropriate, and participate in all “on-line” sessions as required by the instructor.  Failure to 

do so may be considered an unexcused absence without prior approval by the course 

instructor.  Refer to the Wilmington University’s “Developing and Teaching an Online 

Course” handbook available from the Distance Learning Department for additional 

information and procedures regarding attendance. 

 

Distance Learning Courses 

Wilmington University stresses that regular and prompt class attendance is an essential part 

of the educational experience.  Attendance for a distance learning course is defined as 

“logging onto the course”, if appropriate, and participating in course assignments and 

discussions as directed by the instructor.  Failure to do so may be considered an unexcused 

absence without prior approval by the course instructor.  Refer to the Wilmington 

University’s “Developing and Teaching an Online Course” handbook available from the 

Distance Learning Department for additional information and procedures regarding 

attendance. 

 

Student-Athletes 

a.   Student-athletes may be excused from class to participate in regular season athletic 

competitions. 

b.   During the regular season of their sport, all student-athletes are required to provide 

all of their instructors with a copy of their game schedule.  If a schedule is not 

provided to the instructor, the instructor may elect to not excuse the athlete for the 

game. 

c.   Play-offs are typically not on the schedule, as they are not scheduled in advance by 

the conference or host team.  If a team makes the play-offs, student-athletes must 

notify their instructors.  

d.   Student-athletes may need to be excused from class early for team travel.  They must 

also give all instructors a copy of their bus schedule. 

e.   Student-athletes are responsible for making up any missed work and/or assignments. 

f.   Student-athletes may not miss class for the following reasons: practice, out-of-

season games or team meetings.   
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B. DROP/ADD & WITHDRAWAL 
 

Students must obtain permission from the instructor to add after the Drop/Add period.  

Students must contact an advisor in the Academic Advisement Office or the Site Office for 

the appropriate form and approval signature. Instructors cannot drop a student; it is the 

responsibility of the student.  The official roster will reflect any changes made during this 

period.  Students who withdraw from your course will remain on your roster; however, they 

will automatically be given a grade of “W” by the Registrar’s Office. 

 

C.  BOOKSTORE INFORMATION 

 

The New Castle campus bookstore is located adjacent to the Alumni Center. It sells 

textbooks for the courses listed at that site as well as supplies and apparel. Store hours are 

posted by the door and online.  

 

Textbooks for courses listed at the Graduate Center, Dover, Dover AFB, Rehoboth, and 

Georgetown are sold at each site respectively. Contact each individual site for hours of 

operation. 

Contact the Bookstore: 

New Castle — bookstore@wilmu.edu.  

Dover — doverbookstore@wilmu.edu  

Wilson Graduate Center — gcbookstore@wilmcoll.edu  

 

 

D.  LEARNING RESOURCES FOR STUDENTS 

 

Students have access to a variety of services at Wilmington University to help them succeed 

in achieving their educational goals.  To learn more about the services offered:  Student 

Success Center (http://www.wilmu.edu/ssc/index.aspx), Computer Lab, iTAC Lab, Writing 

Guide, Online Tutoring, etc. the following website is available: 

http://www.wilmu.edu/studentlife/studservices.aspx 

 

 

E.     STUDENTS WITH SPECIAL NEEDS 

 

In most cases, an instructor will receive a notification of accommodations the week prior to 

the start of the semester or block. The notification memo will be available to you through 

your roster in WebCampus. Instructors should NOT accommodate a student unless they 

receive a notification from the Office of Student Affairs.  If a student claims to have a 

disability but you never received a notification memo, contact Student Life.  Additional 

information is available online at 

http://www.wilmu.edu/studentlife/disabilityservices/facultyinfoforspecialneeds.aspx. 

 

Instructors are not expected to be experts on all disabilities. For assistance or clarification 

contact the Office of Student Affairs. We CANNOT deny a student an approved 

accommodation. IT’S THE LAW. 

 

 

 

 

http://www.wilmu.edu/bookstore/hours.html
http://www.wilmu.edu/bookstore/hours.html
http://www.wilmu.edu/locations.aspx
mailto:bookstore@wilmu.edu
mailto:doverbookstore@wilmu.edu
mailto:gcbookstore@wilmu.edu
http://www.wilmu.edu/ssc/index.aspx
http://www.wilmu.edu/studentlife/studservices.aspx
http://www.wilmu.edu/studentlife/disabilityservices/facultyinfoforspecialneeds.aspx
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F.   PROGRAM INFORMATION 
 

Every faculty member should become familiar with the course he/she is teaching. The 

Program Coordinator/Dean will be able to provide the following information via the 

University catalog or other resources: 

 Where does the course fit into the overall program? 

 Which courses should precede and/or follow? 

 What are the overall program goals? 

 Are students being prepared for a career or further education? 

 What is the overall philosophy of the program? 

 

 

G.  COURSE SYLLABI 
 

The course syllabus should be viewed as a contract between the faculty and students. It is 

accessed electronically by students and delineates the goals of the course, how students will 

progress toward these goals, and how the instructor will measure the extent to which each 

student has reached the goals. 

 

The complete course syllabus is separated into components on a single screen in Blackboard. 

Instructors should place any information that is specific for their section of a course into the 

syllabus component entitled “Class Information & Schedule” on this Blackboard screen.  This 

is the instructor’s only responsibility and is due four weeks before the start of the course. 

 

For some ideas of what “Class Information & Schedule” might contain, a model template is 

provided in the Instructor’s view of the syllabus content area in Blackboard. Go into the 

instructor’s Blackboard Control Panel and click on Syllabus. Part way down the Syllabus 

screen you will see the “Instructor Template for Class Information & Schedule.”   Save this 

template to a file on your computer.  Feel free to change the template to suit your needs – it 

is only a guide!!  Once you have prepared and saved a “Class Information & Schedule” 

document, you need to upload it into the Blackboard Syllabus screen by doing the following:  

 Click “Modify” next to “Class Information & Schedule” in the Instructor’s view of the 

Syllabus screen.   

 Go to Section 2 and click “Browse.”   

 Find your “Class Information & Schedule” file and double-click on it.  Enter a name 

for the file in the “Name of File to Link” field.  Click “Submit” at the bottom of the 

screen. 

Your file should now be loaded into the “Class Information & Schedule” section of the 

Blackboard Syllabus screen for students and you to see. 

 

If this is the first time you are teaching the course, your “Class Information & Schedule” 

should be submitted to your Program Coordinator for approval before uploading it into 

Blackboard. 

  

The other components on the Blackboard Syllabus screen provide links to all standardized 

course information and Wilmington University policies: 

  Basic Course Information leads to information about the course description, course 

objectives, and anything else that is common to all sections of the same course. 

 Textbooks is a link to the University Bookstore to find the specific edition of the 

textbook(s) required for a course. 
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 University Grading System is a link to Wilmington University’s grading scale, 

policies and procedures. 

 Academic Integrity Policy explains Wilmington University's expectation of Academic 

Integrity for students and faculty, including the institution's position and procedures 

regarding plagiarism, cheating and other acts of Academic Dishonesty. 

 University Attendance Policy links to Wilmington University's basic attendance 

policy. An instructor can place additional attendance requirements in his/her “Class 

Information & Schedule.” 

 Students with Special Needs lets such students know that they must contact the Office 

of Students Affairs for any special services and accommodations. 

These links will contain the most current versions of policies and common course 

information. The first two links will be maintained by the Program Coordinators.  The other 

four links will be maintained by the University.  Therefore, instructors should NOT alter or 

delete any of these links NOR add new links or sections onto the Blackboard Syllabus screen.  

Instructors should work only within the “Class Information & Schedule” section. 

 

Instructors should NOT include any information within their “Class Information & 

Schedule” that can be found in any of the other sections on the Blackboard Syllabus 

screen. 

 

Instructors can contact the Faculty Development & Support group with any questions about 

the syllabus format and procedures. 

 

The following is a guide for due dates of “Class Information & Schedule”: 

 

DUE DATES FOR “CLASS INFORMATION & SCHEDULE” 

Fall I / Semester August 1
st
 

Fall II October 1
st
 

 

Spring I/Semester December 1
st
 

Spring II February 1
st
 

 

Summer I/Semester April 1
st
 

Summer II June 1
st
 

 

 

H. ROSTERS 
 

Rosters should be printed by the instructor prior to the start of the course.  Any student in 

your class who is not on the roster(s) should be directed to the Registrar’s Office to receive 

confirmation of registration.  Students will not receive credit for the course unless officially 

registered.  Any discrepancies should be reported to the Registrar’s Office or Site Office for 

investigation. Rosters are accessed through WebCampus:  https://webcampus.wilmu.edu/ 

or your Blackboard account.   There may be a delay in the information that is on your roster 

in Blackboard.  WebCampus roster information is “real time” data. 

 

 

I. STUDENT COMPETENCIES 

 

It is important for all faculty to understand that students are enrolled in programs and not 

individual courses. That is, every course in which a student is enrolled is part of a larger 

http://www.wilmu.edu/academics/grades.aspx
http://www.wilmu.edu/studentlife/acaddishonesty.aspx
http://www.wilmu.edu/academics/coursework.aspx#attendance
http://www.wilmu.edu/studentlife/disabilityservices/index.aspx
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framework of educational experiences which hopefully will lead to competence, success in 

a career, and to being a contributing member of society. 

 

The University has articulated competencies which it expects each of its graduates to 

possess. These competencies should be developed across a variety of courses rather than 

simply addressed in one specific course. Therefore, it is imperative that all faculty, full-time 

or part-time, are aware of these competencies, and wherever appropriate, work toward them.   

This information can be obtained from your Program Coordinator or Academic Dean.  It 

can also be accessed at http://www.wilmu.edu/academics/genreq.aspx. 

 

 

J. MID-TERM DEFCIENCY PROCEDURE 

 

15-week Courses:  A deficiency notice will be sent to undergraduate students with a grade 

of D or lower by the Academic Advisement Office or the Site Office. 

 

Other than 15-week Courses:   In the interest of time, if you see a problem with a student, 

you may send an email to the Academic Advising Office at academicadvising@wilmu.edu 

indicating your name, the student’s name, the course number and name, and the reason for 

the deficiency. 

 

Faculty members complete a Mid-Term Deficiency Form or send an email notification to 

Academic Advising.  This form is available from the site director’s office, the Academic 

Advisement Office in New Castle or on-line at 

http://www.wilmu.edu/faculty/documents.aspx.   Academic Advising will notify the 

Academic Dean. 

 

 

K. GRADING POLICY  

 

The complete policy and procedures are available at 

http://www.wilmu.edu/academics/grading.aspx. Grades represent the final assessment of the 

students’ progress toward the stated objectives of the course.  Instructors should give 

serious consideration, not only to the evaluation procedures, but also the standards expected 

of students. 

 

Syllabi should clearly state the criteria for student evaluation so students know how grades 

are assigned.  Instructors may differ in how they approach grades (assigning points or 

percentages of grade).  All instructors are expected to maintain high academic standards and 

to continually review their evaluation procedures, criteria, and standards for measuring 

student performance. 

 

 

L. GRADING PROCEDURES 

 

Grading 

A complete guide to grading is available at http://www.wilmu.edu/academics/grading.aspx. 

The University has the following expectations concerning the determination of student 

grades: 

1. Measurement instruments should be designed to address course objectives; 

2. A sufficient number of measures should be provided to determine a final student grade; 

http://www.wilmu.edu/academics/genreq.aspx
mailto:academicadvising@wilmu.edu
http://www.wilmu.edu/faculty/documents.aspx
http://www.wilmu.edu/academics/grading.aspx
http://www.wilmu.edu/academics/grading.aspx
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3. Measures should be capable of distinguishing variance in student performance; 

4. Reasonable time should be allocated for students to complete the required measures; 

5. A variety of measures should be used to determine a final student grade; and 

6. A make-up opportunity or a time extension should be provided for a student, with 

legitimate reason, who misses an exam or who does not submit a required assignment on 

the scheduled due date. 

 

Grading System 

Wilmington University utilizes a plus/minus grading system in reporting student 

achievement.  The chart on the following pages specifies grades that are used at the 

undergraduate and graduate level and the corresponding quality points awarded for each 

credit hour in which students are enrolled.  

 

Incomplete Grade 

The grade of “I” may be given when, for reason of hardship, a student’s work in a course is 

not complete.  The grade of “I” is not used in computing the GPA.  Upon successful 

completion of the course work, the instructor will submit a grade change to the Registrar.  

This grade will be used in the calculation of the GPA.  The student is responsible for 

completing the required work no later than 60 days following the end of the course.  

Instructors may extend the time to complete work up to 180 days after the end of the course 

and Academic Deans may further extend the time up to one calendar year after the course 

ends.  If the work has not been completed within the prescribed time line, the “I” will be 

changed to “F” and a grade report is mailed to the student by the Registrar. 

 

In Progress (IP) Grade 

This grade may only be used for the following courses:  Practicum, Internships and Senior 

Seminar courses.  No credit is assigned to this grade since the requirements for the courses 

in which it is assigned have not been completed.  Once the grade has been posted, it will 

automatically revert to an “F” (failure) after a 12 month period of time. 

 

Pass/Fail Option 

Permission may be granted by an Academic Advisor or Site Director for a student to enroll 

in a course on a pass/fail basis, provided the course is not a core requirement.  A pass/fail 

option may be granted for a maximum of two 3-credit courses beyond the 15 credit hours 

permitted for internships and/or student teaching.  A pass/fail option request form may be 

obtained from an Academic Advisor or Site Director at the time of registration.  (Note that 

certain courses are offered only on a pass/fail basis and are, therefore, not subject to the 

above policy.  Examples include the practicum and dissertation courses in the Ed.D. 

Program).   Pass/fail courses are graded as follows: S (Satisfactory) for a pass and U 

(Unsatisfactory) for a failure. 

 

Change of Grade 

When an instructor determines the need to change a grade or when a grade of Incomplete 

(“I”) has been awarded, the instructor must submit a “Change of Grade” form to the 

Registrar.  This form is available through WebCampus (Instructor forms). 

 

Any grade change, other than an initial Incomplete to a final grade requires the approval of 

the appropriate Program Coordinator with the Academic Dean being informed.  Any grade 

change after six months following course completion requires the written approval of the 

Academic Dean. This time period includes any follow up changes to a previous Incomplete 
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grade, which had converted to a grade of “F”.   Grade changes should be accompanied by a 

documented reason for the change. 
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UNDERGRADUATE GRADING SYSTEM 

 

 

Grade 

Numerical 

Equivalent 

Quality 

Points 

 

Explanation 

A 95-100 4.00 Excellent. The student has demonstrated a quality 

of work and accomplishment far beyond the 

normal requirements and shows originality of 

thought and mastery of material. 

A- 92-94 3.67  

B+ 89-91 3.33 Good. The student’s achievement exceeds 

satisfactory accomplishment, showing a clear 

indication of initiative, comprehension of material, 

and the ability to work with concepts. 

B 86-88 3.00  

B- 83-85 2.67  

C+ 80-82 2.33  

C 77-79 2.00 Satisfactory. The student has met the formal 

requirements and has demonstrated 

comprehension of the material and the ability to 

work with concepts. 

C- 74-76 1.67  

D+ 71-73 1.33  

D 68-70 1.00  

D- 65-67 0.67 Lowest Passing Grade. The student’s 

accomplishment, while passing in some programs, 

is deficient. Minimum requirements have been 

met without distinction. 

F Below 65 0.00 Failure. 

FA  0.00 Failure Due to Absence. The student failed to 

attend course and did not withdraw. 

S  0.00 Satisfactory. The student has met expected 

standards of scholarship.  This grade signifies 

acceptable performance of the course objectives. 

U  0.00 Unsatisfactory. The student has not met the 

minimum course requirements. 

I  0.00 Incomplete. Extension granted because of 

hardship to complete course work.  Failure to 

complete course work within 60 days of the 

ending of the course results in a final grade of “F”, 

unless an additional extension is granted. 

IP  0.00 Course is still in progress. 

AU  0.00 Audit. Does not yield credit. 

W  0.00 Withdraw. No academic penalty. 

NA  0.00 Student never attended one class session. 

*Students in the Behavioral Science, Criminal Justice, Psychology, and Nursing programs 

must receive a minimum grade of “C-” in all core courses (also PSY 101 and SOC 101 in 

the Behavioral Science College).  If a grade of less than “C-” is achieved, the course must 

be retaken.   

** Students in Business programs must receive a minimum grade of “C” in all program core 

courses.  If a grade of less than “C” is achieved, the course must be retaken.  
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GRADUATE GRADING SYSTEM 

 

 

Grade 

Numerical 

Equivalent 

Quality 

Points 

 

Explanation 

A 95-100 4.00 Excellent. The student has demonstrated a quality 

of work and accomplishment far beyond the 

normal requirements and shows originality of 

thought and mastery of material. 

A- 92-94 3.67  

B+ 89-91 3.33 Good. The student’s achievement exceeds 

satisfactory accomplishment, showing a clear 

indication of initiative, comprehension of material, 

and the ability to work with concepts. 

B 86-88 3.00  

B- 83-85 2.67  

C+ 80-82 2.33  

C 77-79 2.00  

C- 74-76 1.67 Lowest Passing Grade. The student’s 

accomplishment, while passing in most courses, is 

deficient.  Minimum requirements have been met, 

but without distinction. 

F Less than 74 0.00 Failure. 

FA  0.00 Failure Due to Absence. The student failed to 

attend course and did not withdraw. 

S  0.00 Satisfactory. The student has met expected 

standards of scholarship.  This grade signifies 

acceptable performance of the course objectives. 

U  0.00 Unsatisfactory. The student has not met the 

minimum course requirements. 

I  0.00 Incomplete. Extension granted because of 

hardship to complete course work.  Failure to 

complete course work within 60 days of the 

ending of the course results in a final grade of “F”, 

unless an additional extension is granted. 

IP  0.00 Course is still in progress. 

AU  0.00 Audit. Does not yield credit. 

W  0.00 Withdraw. No academic penalty. 

NA  0.00 Student never attended one class session. 
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M.  ACADEMIC COMPLAINT/APPEAL OF A FINAL GRADE 

   The complete policy is available at http://www.wilmu.edu/academics/gradepol.aspx. 

 

1. Academic Complaint 

A student with a specific complaint about a course should, where appropriate, speak directly 

with the faculty member concerned.  If such a conversation would be inappropriate under 

the circumstances, the student should formally communicate with the Program Coordinator 

in whose program the course resides.  This communication must occur within 60 days from 

the time the grade is posted in the Registrar’s Office.   

 

If the matter is not resolved with the Program Coordinator, the student should submit a 

letter to the appropriate Academic Dean.  This letter should include the specific reason(s) 

for setting aside the decision of the Program Coordinator.  

 

   2.  Appeal of a Final Course Grade 

A student who seeks to appeal a final grade in a course should first speak with the faculty 

member concerned.  If the student wishes to proceed further with the appeal, the student 

should formally communicate with the Program Coordinator in whose program the course 

resides.  This communication must occur within 60 days from the time the grade is posted in 

the Registrar’s Office.   

 

If the matter is not resolved with the Program Coordinator, the student should submit a 

letter to the appropriate Academic Dean.  This letter should include the specific reason(s) 

for setting aside the decision of the Program Coordinator.   

 

 

N. ACADEMIC INTEGRITY (CHEATING/PLAGIARISM) 

 

The following matters related to academic integrity are taken from the Student Handbook.  

The complete policy is available at http://www.wilmu.edu/academics/acadintegrity.aspx or 

in the Academic Affairs Policy and Procedures Manual, available at 

http://www.wilmu.edu/faculty/documents.aspx (when prompted, enter your email username 

and password to access this site). 

 

Student Handbook 

Faculty members are required to be familiar with the Student Handbook.  The Handbook 

should be consulted for additional information.  The complete handbook is available at 

http://www.wilmu.edu/studentlife/studpolicies.aspx. 

 

 Code of Conduct 

Student conduct at Wilmington University should reflect favorably on all students and the 

University.  Regulations have been developed to serve as guidelines for conduct within the 

University community and are designed to enhance the educational objectives of those 

associated with the University.  Since students remain citizens as well as members of the 

University community, they are obligated to act in agreement with the rights and privileges 

accorded to students and citizens.  Violations of local, state and federal laws will be referred 

to and handled by the proper authorities.   

 

 

 

 

http://www.wilmu.edu/academics/gradepol.aspx
http://www.wilmu.edu/academics/acadintegrity.aspx
http://www.wilmu.edu/faculty/documents.aspx
http://www.wilmu.edu/studentlife/studpolicies.aspx
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Academic Integrity 

 

Students of Wilmington University are expected to be honest and forthright in their 

academic pursuits. This policy is designed to promote a sense of honesty and integrity 

among our students as they are preparing for new ventures in the world of work.  

Faculty members are encouraged to discuss the topic of maintaining one’s academic 

integrity at the beginning of each course. Topics such as citation reference requirements, the 

acceptable level of collaboration with other students on course requirements, examination 

procedures, etc., can be explored with students.  

In addition, faculty members are given the freedom to discern which level of academic 

integrity infraction requires formal intervention.  For example, students who exhibit minor 

levels of plagiarism in freshmen courses may benefit more from a personal conference 

during which the faculty explains the infraction and offers the student an opportunity to 

redo part or all of an assignment.    

Students should be familiar with the Student Code of Conduct as well as the course syllabus 

regarding information related to academic integrity. Numerous resources for students are 

available through the University’s web site: http://www.wilmu.edu/library/reflinks.aspx . 

Other resources include faculty members as well as the Student Success Center. In addition, 

this document outlines some behaviors students should avoid in order to maintain their 

academic integrity.  

 

a. Plagiarism 

When a student submits work that includes the words, ideas, or data of another or 

previously submitted work as his or her own, the source of that information must 

be acknowledged through complete, accurate, and specific references, and , if 

verbatim statements are included, through quotation marks as well. Plagiarism 

covers published and unpublished sources. 

PLAGIARISM NEED NOT BE INTENTIONAL. Students are urged to consult 

with individual faculty members, department heads, or recognized handbooks in 

their discipline (located at http://www.wilmu.edu/library/reflinks.aspx) if they are 

in doubt as to whether their work may contain plagiarized material. This should be 

done before the work is submitted. Utilizing information from the Internet without 

proper attribution is considered plagiarism. 

 

b. Fabrication 

Fabrication is the intentional use of invented information or the falsification of 

research or other findings. Falsification includes, by way of illustration but not 

limited to, the submission of work as your own when it was prepared totally or in 

part by another (individual or commercial agency), taking an examination for 

another student, or having another student take an examination for you. 

 

 c. Cheating 

Cheating is an act or an attempted act of deception by which the student seeks to 

misrepresent that he or she has mastered information on an academic exercise. Some 

examples of cheating include copying from another student’s test paper, allowing 

another student to copy from your test paper, using unauthorized notes or books 

during a test, using crib sheets, using notes or books during a closed book exam, 

collaborating on home assignments or exams without permission by the instructor, 

buying or selling exams or papers, any use of electronic/online technology such as 

an iPod, cell phone, or Blackberry or similar device during a test, or unauthorized 

communication of answers to a test to others. 

http://www.wilmu.edu/library/reflinks.aspx%20.
http://www.wilmu.edu/library/reflinks.aspx
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d. Grade and Test Tampering 

Test tampering is obtaining, distributing, or receiving a test or examination without 

consent of the instructor. It is also a violation of the Academic Integrity policy if a 

student takes a test for another student. 

Tampering with grades in a grade book or assisting with changing any academic 

record in the university is prohibited. 

 

Procedures for Violation of the Code of Conduct – Academic Integrity 

 

First Occurrence: 

The faculty member shall confer with the student regarding the violation of the Academic 

Integrity Policy. 

In consultation with the specific program coordinator of the college in which the course is 

offered, the faculty member is to select one or more of the following sanctions: 

 Require that the student repeat any work affected by the violation of the 

Academic Integrity Policy. 

 Assign the student a lower grade for the assignment. 

 Assign the student a failing grade for the course (this is not necessarily a grade 

of (0) zero). 

After a sanction is selected, the program coordinator will inform the Dean of the College in 

which the course in question resides and what action was taken. Objective evidence of the 

violation must be submitted to the Dean. The Dean shall inform the Assistant Vice President 

for Academic Affairs who will notify the student in writing that his or her continued 

enrollment at Wilmington University is provisional; the Assistant Vice President may 

require the student to complete the course ENG 365 (Academic Writing). The Vice 

President of Student Affairs will receive a copy of the letter. 

 

Second Occurrence: 

In the event of a second violation related to academic integrity, the Assistant Vice President 

for Academic Affairs shall inform the Vice President of Student Affairs and submit 

materials related to any previous offenses.  Depending on the nature of the violation, the 

Vice President of Student Affairs may temporarily suspend the student from university 

activities and convene a meeting of the Student Discipline Committee. 
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V. LIBRARY SERVICES/RESOURCES 
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A. LIBRARY INFORMATION 

 

The Wilmington University Library serves faculty and students regardless of program 

location.  The main campus Library, located in the Robert C. & Dorothy M. Peoples Library 

Building on the New Castle site, houses more than 200,000 volumes.  The Library has over 

380 periodical subscriptions in print and thousands of periodical titles available through 

electronic databases.  Non-print media materials include microfilm, ERIC microfiche, 

DVDs, audio and video cassettes.  For a complete guide to Library services for faculty, visit 

the website at http://www.wilmu.edu/library/servicesandfacilities.aspx.  You may also 

access the Library Services through your WebCampus account, under University Services. 

 

There are two library resource centers available for students and faculty at other locations:  

one at the Dover site and one at the Wilson Graduate Center.  The library resource centers 

provide Internet access to WebCat, e-books, and electronic databases.  Services include 

reference, interlibrary loan, classroom and individual instruction, and research consultation. 

 

Students and faculty at Georgetown and Rehoboth Beach may use the Stephen J. Betze 

Library at Delaware Technical & Community University Southern Campus.  Services 

include reference, borrowing privileges, classroom instruction and assistance with using 

resources. 

 

 

B. LIBRARY STAFF 
 

Library staff members are available to assist users. All staff members have Voice Mail.  All 

numbers are preceded by area code 302. 
            Information Desk .............................................................356-6879 or 356-6881 

            Library Director ................................................................................... 356-6880 

                        Serials/Electronic Journals  .................................................................. 356-6873 

            Instruction/Information Literacy Librarian .......................................... 356-6872 

            Reserves Assistant ............................................................................... 356-6876 

Circulation, Reserves, ILL Librarian ................................................... 356-6878 

            Collection Development Librarian ...................................................... 356-6877 

      Interlibrary Loan Assistant .................................................................. 356-6874 

            Dover Library Resource Center ..................................................(302) 734-2594 

            Wilson Graduate Center Library Resource Room ............................... 295-1117 

 

 

C. LIBRARY SUPPORT 

 

The Library is a member of various networks: OCLC, Wilmington Area Biomedical 

Network (WABLC), Libraries in New Castle County System (LINCS), Delaware Library 

Network (DEL-AWARE) and Tri-State University Library Cooperative (TCLC). 

Reference service and books-by-mail service are available to students registered at Dover 

Air Force Base, Dover, and Georgetown sites who may telephone the Library by dialing 1-

800-451-5724. WebCAT, the Library’s online catalog, is available from the Library’s 

homepage at http://www.wilmu.edu/library/index.aspx.  WebCAT contains electronic 

records for all materials held in the Library. It is searchable by author, title, subject, 

keyword, and call number. 

 

http://www.wilmu.edu/library/servicesandfacilities.aspx
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Librarians are available for in-class or in-Library instruction on the use of Library 

resources.  Please use the “Library Assistance Request” form available at 

http://www.wilmu.edu/faculty/documents.aspx.  Check the “Services for Faculty” on 

Blackboard for Library Subject Guides and other resources.  Library support for your 

individual research project(s) is available by scheduling an appointment. 

 

1. Library Orientation 

Faculty may ask for library instruction for any course, whether for a general 

introduction to library services and resources, for a particular assignment, or for 

information about discipline specific resources.  Forms are available at 

http://www.wilmu.edu/faculty/documents.aspx, in the library and through 

Blackboard, in the Library Services for Faculty course.  Faculty located in Dover, 

Wilson Graduate Center, or Georgetown may request library instruction from 

librarians at each of the sites.  Since Wilmington University has a cooperative 

agreement with DTCC Southern Campus, librarians at the Betze Library are 

available to conduct library instruction sessions.  Faculty should contact the Betze 

Library directly at 302-856-9033 to request assistance. 

 

One-on-one library assistance sessions are available to students and faculty at the 

Wilmington University Library in New Castle, at the Library Center in Dover, and at 

the Library Resource Room at Wilson Graduate Center.  To request an independent, 

scheduled library session, contact the Library staff member at the appropriate site.   

 

2. Borrowing Privileges 

Faculty may borrow in person or by phone for a period of 90 days. Faculty are not 

subject to fines for overdue materials, but will be invoiced for the cost of items lost 

or not returned. Faculty must have either a University photo ID or a Library card ID 

to borrow materials. 

 

 3. Library Hours 

Library hours vary according to the academic schedule, and special holidays.  Hours 

are posted on the University’s website at 

http://www.wilmu.edu/library/locations.aspx. 

 

 4. Faculty Selection of Library Materials 

Faculty members are encouraged to recommend materials for collections in subjects 

relevant to the University curriculum. Suggestions should be directed to the College 

Chairs for consideration, after which they will be submitted to the Library. Lists of 

required readings to be put on Reserve should be sent to the Library, as well as 

supplementary readings, or other materials which should be readily accessible to 

students. Faculty may also recommend purchases for University libraries 

cooperating with Wilmington University at other sites, such as Delaware Technical 

& Community University Southern Campus. 

 

http://www.wilmu.edu/faculty/documents.aspx
http://www.wilmu.edu/faculty/documents.aspx
http://www.wilmu.edu/library/locations.aspx
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D. FACULTY VIDEOS AND DVDS 

 

1. Faculty Video and DVD Collection 

The Library manages and distributes videos and DVDs used by faculty for 

instructional purposes.  The materials are purchased by the colleges, housed in the 

Library, and are circulated only to faculty for classroom use.  The materials may 

circulate for 7 days and can be renewed if no other faculty member has requested the 

same item.  Students may view the materials in the Library.  Faculty may request a 

video or DVD in person, through email, by fax, or by calling the Library.  Videos 

and DVDs will be held for pick-up at the Information Desk for faculty who teach at 

New Castle.  Intercampus mail will be used to deliver materials to faculty teaching 

at the Wilson Graduate Center.  Videos and DVDs will be sent overnight Fed Ex to 

faculty teaching at sites in Dover, DAFB, Rehoboth Beach, or Georgetown.   

 

2. Searching WebCat for Faculty Videos and DVDs 

When searching for faculty videos, select Power Search from the main screen. To 

search all the faculty video titles, scroll down to Search Limits and under item-

type, use the down-arrow gadget to select VIDEO-FAC or DVD-FAC. Click on 

Search Catalog to view the results. 

  

If you would like to search for titles from a specific college, enter one of the 

following codes in the words or phrases box: 

 

 ITAC (Information Technology and Advanced Communications) 

BS (Behavioral Science) 

BUS (Business) 

EDU (Education) 

GEN (General Studies) 

 NUR (Nursing) 

 EDD (Doctoral) 

Also select VIDEO-FAC or DVD-FAC as the item type. Click on Search Catalog 

to view results. 

 

PLEASE NOTE: You must select the item type VIDEO-FAC or DVD-FAC to view 

those video titles owned by the colleges. If you select the item type of VIDEO or 

DVD, then only those titles owned by the Library will be listed. 

 

 

E. PERIODICAL HOLDINGS 

 

The library subscribes to many journals in print and microform which also provide 

electronic access. You may view this list at: www.wilmu.edu/library/libraryresearch.html. A 

complete list of journal titles available electronically through library databases, is available 

by accessing your WebCampus account. 

http://www.wilmu.edu/library/libraryresearch.html
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VI.   EDUCATION TECHNOLOGY 
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A. AUDIO VISUAL (AV) SUPPORT 

 

1. Reserving Equipment 

 

Not all classrooms are equipped with audio visual equipment (including laptops and 

projectors); therefore, if you will need any equipment, it must be reserved prior to your first 

class.  Equipment is not guaranteed with less than 2 business days notice.  For a list of 

available equipment and to review policies and procedures, go to 

http://www.wilmu.edu/techres/index.aspx.  To reserve equipment, you may complete a 

reservation form online at http://www.wilmu.edu/avsupport/reservation.aspx, e-mail 

avsupport@wilmu.edu, or contact the University location where you are teaching: 

 

 New Castle 

 Reservations/Help:  302-365-6808 

 Staff Hours: Monday – Friday:  8:30 am – 10:30 pm 

   Saturday: 8:30 am – 3:00 pm 

 

 Wilson Graduate Center 

 Reservations:  302-365-6808     Help:  302-295-1182 

 Staff Hours: Monday – Friday:  4:00 pm – 7:00 pm 

   Saturday: 9:00 am – 3:00 pm 

   On-call off-hours and weekends 

 

 Dover and Middletown 

 Reservations/Help:  302-734-2594 

 Staff Hours: Monday – Friday:  9:00 am – 9:00 pm 

 

Georgetown and Rehoboth – Contact the site for information about AV equipment 

availability and reservations (Georgetown:  302-856-5780 / Rehoboth: 302-227-6295) 

 

Dover AFB -- Contact the site for information about AV equipment availability and 

reservations (302-674-8726)  

 

Burlington (Mt. Laurel & Pemberton) –  av@bcc.edu -- Supply the following information:  

Building, Room Number, Date, Time and Equipment needed.  24-48 hrs is notice required.   

 

Cumberland (Vineland) – (856) 691-8600 Ext. 551 

 

Salem (Carneys Point) - (856)351-2645 

 

 

http://www.wilmu.edu/techres/index.aspx
http://www.wilmu.edu/avsupport/reservation.aspx
mailto:avsupport@wilmcoll.edu
mailto:av@bcc.edu
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A. TECHNOLOGY SUPPORT SERVICES FOR FACULTY 

 

The Instructional Technology group provides the services, resources, and guidance needed 

for effective use of technology in teaching, learning, and scholarship. We will conduct 

workshops and training to meet College, Program, or Individual needs on topics ranging 

from classroom presentation software to Blackboard to supported educational technology 

software. 

 

Information about the available training and schedules are available on-line at 

http://www.wilmu.edu/faculty/training.aspx. 

   

B. INSTRUCTIONAL TECHNOLOGY TRAINING  

 

The Instructional Technology team plays a pivotal role in the support of faculty and staff in 

the design, development, and implementation of educational technologies. This team 

supports instruction in a variety of ways: 

 

 Workshops to empower faculty and staff to utilize the latest technologies employed by 

Wilmington University, such as Blackboard, collaboration and communication tools and 

instructional design. 

 Individual or group consultations to assist faculty on the appropriate use of educational 

technologies such as presentation tools, web-based projects, and other multimedia 

technologies. 

 Continuing research to keep Wilmington University technology-ready for future 

advances. 

 Blackboard Basics & Advanced Training Courses Online 

 

“One-on-One" training is available if you are a faculty member and need additional support 

understanding something you learned in a prior training session.  

 

Contact: facultytraining@wilmu.edu or (302) 356-6979 

Register online: http://www.wilmu.edu/instructionaltech/training  (your Wilmington 

University email is required) 

 

C. BLACKBOARD (ONLINE COURSE MANAGEMENT SYSTEM) 

 

1. Overview 

Blackboard is an online course management system being used by Wilmington University 

faculty to deliver information and valuable educational resources to its students. Blackboard 

is a password protected web environment that allows instructors to upload data specific to 

their courses and the needs of their students. Blackboard is also being used for University 

employee computer training purposes. 

 

Blackboard provides a powerful and easy-to-use suite of tools for instructors to build and 

manage virtual classrooms without programming HTML. Whether you are a full, part-time 

or adjunct faculty member, you can easily build an online learning environment for any 

subject. Best of all, instructors and students can access Blackboard Course Sites anytime, 

anywhere, and from any Web browser. 

http://www.wilmu.edu/faculty/training.aspx
mailto:facultytraining@wilmcoll.edu
http://www.wilmu.edu/instructionaltech/training
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Blackboard requires no knowledge of HTML or programming languages. Instructors simply 

point and click to automatically incorporate learning materials from word processing, audio, 

video, and presentation files. In addition to powerful course authoring tools, Blackboard 

provides flexible administrative options for customizing course content and managing 

students online. And it includes advanced communication, assessment and reporting 

functions required for effective online courses. 

 

2. Getting Started 

All faculty have access to Blackboard.  It is recommended that you review/complete the 

course by opening up “Blackboard Support/Training” which is available on your 

Blackboard site under “Courses you are Enrolled in”.  

The Instructional Technology Team will be conducting introduction and advanced 

Blackboard Workshops throughout the school year. Workshops are offered at New Castle, 

Dover, and Online.  Faculty teaching at any site can attend classes at any of the sites listed.  

Please visit us online for schedules and to register for these informative sessions.   

Contact: facultytraining@wilmu.edu or (302) 356-6979 for more information.  When 

registering for any training program with the Distance Learning Department (Instructional 

Technology Team), you are required to use your Wilmington University email. 

  

Any questions about the training or support should be emailed to 

facultytraining@wilmu.edu.  The Distance Learning department will assist you in your 

training needs. 

 

 

3.  Teaching Online 

All faculty who teach online are required to complete the basic and advanced training for 

Blackboard before entering the Hybrid Online Certification (H.O.T.) course.  The successful 

completion of this course is required before faculty teach hybrid, fusion, or distance 

learning courses.  For additional information on this process, please email 

facutlytraining@wilmu.edu. 

 

mailto:facultytraining@wilmcoll.edu
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VIII. SECURITY & SAFETY INFORMATION 
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A. GENERAL STATEMENT REGARDING SAFETY IN THE WORKPLACE 

 

Identifying unsafe or unhealthy work conditions, practices, or procedures is essential to reducing 

hazardous conditions that may expose employees and visitors to incidents that could result in 

personal injuries or property damage. 

 

Unsafe conditions that cannot be immediately corrected by an employee or his/her supervisor 

should be reported to the on duty Campus Security Officer.  Immediate responsibility for workplace 

health and safety at Wilmington University rests with each individual employee.   

 

Employee responsibilities include the following: 

 Complying with all federal, state, and local rules and regulations relevant to their work. 

 Following established work procedures and safety guidelines in their area. 

 Integrating safety into each task performed at Wilmington University. 

 Protecting themselves and their fellow employees against undue exposures to hazards in 

the workplace. 

 Using the personal protective equipment issued to protect themselves from identified 

hazards.  

 Informing their supervisors of any accident or hazard causing conditions that occur 

while on the job. 

 Reporting and, when possible, correcting unsafe or unhealthy working conditions, 

practices or procedures.  

 Be aware of and, when appropriate, utilize emergency equipment and emergency 

notification devices.   Check with the site’s Campus Security Officer or contact the 

Public Safety Office at 302-325-3333 for a list of equipment and locations. 

 

 

B. SECURITY PLAN AND EMERGENCY PLAN INFORMATION 

 

1. Security Plans for each Wilmington University location are available at 

http://www.wilmu.edu/security/index.aspx  These plans include information such as:  

 Reporting crimes and emergencies 

 Police and Emergency services 

 Timely, accurate reporting 

 Crime Prevention Program 

 Victim Support Services 

 Campus Disciplinary Procedures 

 

2. Emergency procedures for Wilmington University locations managed by University 

security personnel are located in all classroom or in the Public Safety Office, New  

Castle campus. 

 

3. Emergency Procedures Guide Online.  An electronic copy of the emergency 

procedures for the New Castle Main Campus, Wilson Graduate Center, and Dover is 

available at http://www.wilmu.edu/safety/procedures.aspx (your email username and 

password is required to access this guide). 

http://www.wilmu.edu/security/index.aspx
http://www.wilmu.edu/safety/procedures.aspx
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IX. ADMINISRATIVE SUPPORT SERVICES 
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A.   COPYING/TYPING REQUESTS 
 

Administrative assistance, such as typing and copying, is available, with a minimum notice of 5 

working days for typing and 3 working days for copying.  A Course Material Copying/Typing 

Request form must be completed.  These forms are available on-line at 

https://www.wilmu.edu/faculty/resources/index.aspx 

, at the Academic Affairs Support Team stations (New Castle), and site offices.   

 

If copying exceeds a 30-page limit, we request your packet in advance and students may be 

charged.  Photocopies needed for the entire weekend of modular courses are to be submitted no 

later than the Tuesday before the class starts. 

 

All Copyright regulations will be followed when processing copying requests. 

 

 

B. CLASSROOM ASSIGNMENTS 
 

1. All Locations, Except Georgetown:   Classrooms are assigned by class size and type.  All 

classrooms are monitored nightly for proper assignment and usage.  Before an instructor 

makes any change to a class (reschedules/cancels a class, or conducts an off-site field trip), 

contact Academic Affairs Support (356-6721) for New Castle classes or the appropriate Site 

Office.  This will allow for proper handling of emergency calls and unused space during 

that time period.   Room assignments are not final until after the Drop/Add period. 

2. Georgetown:  The Georgetown office must be notified of all class cancellations and field 

trips to allow for proper handling of emergency calls and unused space during that time 

period.  The Site Director must be notified before scheduling any classes off-site. 

 

 

C. FACULTY MAILBOXES 
 

Instructors are assigned a “Mailbox” or mail file at the site where they are teaching.  Check 

your “mailbox” for messages and miscellaneous notices every week.  All pertinent 

information will be sent to you via this “mailbox” such as announcements, IDEA evaluation 

forms, etc.  Due to security issues, only faculty members are allowed access to these files.  

Students are not permitted to access them.  Items in the Faculty “mailbox” will not be 

released to students.  If you are teaching at multiple sites, you will have a mailbox at each site.   

 

New Castle 

Alumni Center (ALU) – If your first course is held in the Alumni Center or in one of the Annex 

(ANX) Buildings, your “mailbox” will be located in the Academic Affairs Support Team’s 

station in the Alumni Center. 

 

Audrey Kohl Doberstein Admissions Center (DAC) – If your course (or courses) is held in the 

Admissions Center, your “mailbox” will be located in a file cabinet behind the Academic 

Affairs Support Team’s station on the 2
nd

 Floor of the DAC. 

 

Robert C. and Dorothy M. Peoples Library (PEO) – If your only course is held in the Library 

building, your “mailbox” will be located in a file cabinet on the Ground Floor, Room PEO015.  

If you are teaching courses located in other buildings, your mailbox will be in the other 

building. 

 

https://www.wilmu.edu/faculty/resources/index.aspx
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All Sites (Wilson Graduate Center, Middletown, Dover, DAFB, Georgetown, Rehoboth, and 

New Jersey locations) 

You will be assigned a “mailbox” at the site where you are teaching.  Please check with the Site 

Office for the location of your “mailbox”.   

 

 

D. OFFICE HOURS 
 

For updates on University and/or office closures, please check the University’s website at 

www.wilmu.edu  or the Academic Calendar, located on the University’s website at 

http://www.wilmu.edu/registrar/calendar.aspx. 

 

For weather or emergency related closings, please check the University’s main website:  

www.wilmu.edu, or you may call your Site’s main number.  For New Castle and Wilson 

Graduate Center, call 356-6701. 

 

New Castle:  Monday – Friday, 8:30 am – 9:30 pm;  

                Saturday, 8:30 am – 3:30 pm 

    Sunday (when modulars are held), 8:30 am – 3:30 pm 

 

Middletown:  Tuesday, 4:30 pm – 10:30 pm; Wednesday, 2:30 pm – 5:30 pm; Thursday, 4:30 

pm – 10:30 pm  

 

Wilson Graduate Center:  Normal office hours are 8:30 am – 10:30 pm, Monday - Friday; 8:30 

am – 5:00 pm Saturday and Sunday with limited services.  

 

Dover:  Building “A”:  Monday – Friday, 8:30 am – 9:30 pm; Building “B”:  Monday – Friday, 

4:00 pm – 9:00 pm.  Limited Weekend Hours (check with the Site). 

 

Dover AFB:  Monday – Thursday, 7:30 am – 6:00 pm; Fridays with classes, 8:00 am – 12 Noon 

and 2:00 pm – 6:00 pm; Fridays with no classes, 8:00 am – 12:00 Noon 

 

Georgetown:  Monday – Thursday; Friday 8:30 am – 6:30 pm; Fridays with classes, 8:30 am – 

6:30 pm; Fridays without classes, 8:30 am – 4:30 pm 

 

Rehoboth:  Monday – Friday, 11:00 am – 7:00 pm; Saturday, 9:00 am – 4:00 pm 

 

Mt. Laurel/Pemberton:  Monday – Thursday, 10:00 am – 6:00 pm; Friday, 10:00 am – 4:30 pm  

For adjunct faculty on-campus contact at Pemberton site:  (609) 894-9311 Ext.1315 

 

Cumberland:  Monday – Thursday, 10:00 am – 6 pm; Friday, 8:30 am – 4:30 pm 

 

Salem:  Monday – Mark Corbalis, Tillis Hall (609) 468-9159, Tuesday – Karen Mattison, Tillis 

Hall (856) 351-2672, Wednesday – Mike Burbine, Donaghay Hall, (856) 351-2647, Thursday – 

John Steiner, Tillis Hall, (856) 351-2638 

 

http://www.wilmu.edu/
http://www.wilmu.edu/registrar/calendar.aspx
http://www.wilmu.edu/
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X. FACULTY DEVELOPMENT 
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A. FACULTY DEVELOPMENT DAY 
 

This event is held twice per year on a Saturday in the Fall and Spring.  The typical program 

includes featured speakers, comments from the President and Provost and Vice President of 

Academic Affairs, numerous workshops, and College Meetings.  Faculty Development Day 

affords adjunct faculty an opportunity to meet administrators and full-time faculty as well as 

other adjunct faculty.  This event is planned and implemented by the Faculty Development 

Committee of Faculty Senate. 

 

 

B. FACULTY DEVELOPMENT & SUPPORT DEPARTMENT 
 

The purpose of the Faculty Development & Support Department is to assist faculty in 

providing quality instruction for students at all Wilmington University locations.  As a 

complement to the support provided by the Program Coordinators, Faculty Development & 

Support offers programs throughout the year on orientation to, and teaching at, Wilmington 

University.  

 

Faculty Development & Support processes and administers all Adjunct Faculty Hire Letters 

and Payment Letters and enters faculty information into the University’s database system.  

Faculty Development & Support personnel can assist Adjunct Faculty with any questions 

concerning their teaching agreements, payments, benefits, and general administrative issues 

(syllabi, IDEA evaluation forms, classroom assignment, equipment scheduling, who to 

contact, etc.). 

 

 

CONTACT INFORMATION    

       (FAX# 302-328-6372) 

 

Ernie Linsay     Nancy Doody 

 Director     Adjunct Faculty Support Manager 

Peoples Building, Room 202   Peoples Building, Room 202 

 302-356-6728 (office)    302-356-6726 (office) 

ernest.c.linsay@wilmu.edu   nancy.c.doody@wilmu.edu 

 

 Nina Campanicki    Taquana Woodards 

Academic Affairs Support Manager  Administrative Assistant 

Peoples Building, 2
nd

 Floor Lobby  Peoples Building, Room 202 

302-356-6724 (office)    302-356-6729 (office) 

nina.a.campanicki@wilm.edu   taquana.c.woodards@wilmu.edu 

 

mailto:ernest.c.linsay@wilmcoll.edu
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