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5. Provides counsel to departments and offices on news, media relations, marketing, and related areas of 
communications. 

6. Writes and edits content on upper-level university Web pages. 

7. Plans, coordinates, and provides editorial support for a variety of promotional materials such as print 
and broadcast ads, brochures, newsletters, specialized video production, and displays. 

PUBLICATIONS 

1. Assists administrative offices and academic departments in the preparation of university-wide 
publications. 

2. Provides design support for a variety of promotional materials such as ads, brochures, newsletters, and 
displays. 

3. Provides design support for upper-level university Web pages. 

4. Administers the design and printing of university-wide publications. 

5. Provides counsel and/or support to other university departments or offices on the preparation of printed 
materials as time permits. 

AFFIRMATIVE ACTION  
1. Develops and promotes educational programs which advocate a fair and equitable environment on 

campus and in the community. 

2. Receives expressions of concern regarding possible discrimination, as well as formal grievances alleging 
discrimination at the University. 

3. Coordinates university compliance with federal/state regulations and with UW System policies relating 
to nondiscrimination and affirmative action. 

4. Monitors recruitment and hiring procedures for all classified and unclassified positions. 

5. Coordinates the Visiting Minority Scholars/Artist-in-Residence Programs in collaboration with the 
Provost and Vice Chancellor. 

DEVELOPMENT/ALUMNI RELATIONS 
1. Plans and directs the fund raising activities of the University including annual, major and planned gift 

programs, and campaigns. 

2. Supervises the planning and direction of Alumni Relations. 

3. Provides support to the Alumni Association and its Board of Directors and Committees. 

4. Manages area meetings, special events, Homecoming, reunions and recognitions. 

5. Develops and maintains a nationwide informal network of alumni, parents, students, faculty, emeriti 
and friends of the University.   

6. Provides leadership for the Foundation and its Board of Directors, Committees and affiliated 
organizations. 

7. Develops and maintains the appropriate elements of the former student file and other constituent 
organizations. 

8. Facilitates communication between and among the university's executive staff and the leadership of the 
Foundation. 

schulnw
Text Box
Click here to review recent revisions to this section.

http://www2.uwec.edu/AcadAff/policies/handbook/upload/RevisionsChap2.pdf
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Office of Academic Affairs  
In accordance with university and system policies, the Provost and Vice Chancellor conducts the Office of 
Academic Affairs, which is responsible, as assigned by the Chancellor, for leadership and administration of 
the academic affairs of the University. 

Provost and Vice Chancellor 
1. Leads and administers the academic program of the University, including curricular planning, 

development, and experimentation; academic advising; academic standards; program review; 
encouragement and evaluation of teaching and scholarship; educational support services, and academic 
organization and administration. 

2. Advises on such matters as student needs, administrative organization, facilities planning, budget and 
development, personnel policy, community service, and communication. 

3. Directs the coordination, revision, and publication of policies and procedures relating to faculty and 
academic staff, curriculum, and academic support services. 

4. Supervises administration of the Colleges and academic support units. 

5. Recommends to the Chancellor all personnel actions pertaining to faculty and academic staff. 

6. Develops and administers the academic budget in consultation with the Chancellor.  

7. Coordinates and administers all graduate programs in consultation with the Graduate Council, 
including curricular planning, development, and evaluation, and presides over the graduate faculty. 

8. Serves as Liaison to System Administration Office of Academic Affairs in responding to requests for 
information and/or reports. 

9. Serves at the request of the Vice President for Academic Affairs and with the concurrence of the 
Chancellor on System committees and subcommittees of the Vice Chancellors. 

10. Represents the University at meetings of the Vice Chancellors and of the West Central Wisconsin 
Consortium. 

11. Serves as the Equal Employment Opportunity Officer. 

12. Assists and acts in the place of the Chancellor upon the request of the Chancellor or President. 

ADMISSIONS  
1. Processes admissions applications and inquiries, including all undergraduate, graduate, and foreign 

student admissions. 

2. Administers State of Wisconsin policies on residency. 

3. Maintains an admissions records system in accordance with prescribed professional guidelines. 

4. Develops and maintains admissions procedures, materials, and data systems, and the communication 
with faculty and staff necessary for an effective and efficient admissions process. 

5. Serves as liaison with high schools and colleges. 

REGISTRAR’S OFFICE  
1. Administers academic rules and standards, including interpretation of such rules where necessary, in 

areas that are the responsibility of the Registrar’s Office. 

2. Maintains and safeguards student academic records and files in accordance with unit, system, state, and 
federal regulations, including the Family Educational Rights and Privacy Act. 

3. Develops and administers procedures for registration of students. 
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4. Provides a systematic review of student academic records for satisfaction of graduation and progress 
requirements. 

5. Coordinates planning, development, and use of the student data system. 

6. Serves as official custodian of the various university student records.  Assures compliance with 
university policy, Wisconsin Statutes, and the Family Education Rights and Privacy Act:   

• Monitors administration of the Wisconsin Statute governing exemption from nonresident tuition and 
chairs the Non-Resident Tuition Appeals Committee;  

• Administers local and system policy with regard to the acceptance and evaluation of transfer credits 
and the preparation and release of transcripts of student academic records. 

7. Administers programs available to students through the Department of Veterans Affairs. 

8. Assesses academic eligibility for student participation in university activities such as athletics and honor 
societies. 

9. Provides copies of academic records as requested. 

10. Compiles and maintains the University Catalogue and class schedules. 

11. Creates and maintains the official university course files. 

12. Schedules all academic space. 

13. Complies with requests as appropriate for any curricular or student information.   

14. Creates, maintains, and distributes the official graduation roster. 

15. Maintains a master list of all courses and assigns course numbers; plans and develops student and 
course data files. 

16. Prepares a class schedule for each semester or term. 

17. Develops and implements a system of classroom assignment and provides space utilization reports. 

18. Recommends policies, organizes procedures, and edits copy for the University Catalogues. 

ADMINISTRATIVE OFFICER   
Under the direction of, and in consultation with, the Provost and Vice Chancellor, and in accordance with 
University and System Policies, the Administrative Officer serves as a member of the Academic Affairs 
Leadership Council and assists in maintaining a positive work environment that promotes service and 
quality. This position provides operational direction and coordination for the following major functions: 

1. Coordinates academic staff personnel policies, procedures, and issues; serves as the academic staff 
personnel officer.  Reviews and approves all academic staff personnel actions including hiring, rehiring, 
promotions, title changes, indefinite status, and overloads.  Reviews all academic staff contracts before 
issuance. 

2. Serves as a resource to the Provost, department and DPC chairs, and other faculty and academic staff on 
unclassified personnel matters.  

3. Supervises University Assessment Director; serves as supervisor for Web development activities in 
Academic Affairs. 

4. Directs the inter-sessions of Winterim and Summer; plans course offerings in conjunction with the 
deans, plans and oversees budgets, publicity and the development of the summer class schedule bulletin, 
works to promote vital inter-sessions. 

5. Assists with the formulation and implementation of goals, objectives, and policies for the Division of 
Academic Affairs. 
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6. Supervises the processing and advising related to visa and permanent residency applications for faculty 
and academic staff who are foreign nationals to insure compliance with immigration law. 

7. Serves as Program Review Coordinator for university-wide administrative, academic departmental, and 
support service unit & director reviews. 

8. Serves as the administrative liaison to the University Senate Academic Staff Personnel Committee. 

9. Works with departments on academic program regional collaborations & articulations as well as 
requests from the UW System. 

10. Edits and distributes revisions of the Faculty and Academic Staff Handbook as needed.  

11. Reviews vacant positions for proper service designation and chairs the Service Designation Review 
Committee which is advisory to the Chancellor. 

12. Reviews and approves requests dealing with classified staff from units in Academic Affairs. 

13. Prepares the university academic calendar. 

14. Organizes, develops, and administers the orientation for new faculty and academic staff. 

15. Coordinates appointments to administrative committees advisory to the Provost and Vice Chancellor. 

16. Oversees GF parking requests for Academic Affairs. 

17. Other duties as assigned by the Provost and Vice Chancellor. 

UNIVERSITY ASSESSMENT DIRECTOR  
1. Oversees and reviews implementation of the University's Plan for Assessment of Student Academic 

Achievement.  

2. Reviews assessment efforts of departments to be sure they are consistent with NCA guidelines.  

3. Reviews institutionally collected assessment data and prepares and distributes reports to appropriate 
university constituents.  

4. Oversees the implementation of Portfolio Assessment, CAAP testing, and the Exit Interview process.  

5. Communicates with the Academic Policies Committee and recommends appropriate policy actions to the 
Committee.  

6. Develops, recommends, and implements a method of evaluation of the effectiveness of the University's 
Plan for Assessment of Student Academic Achievement and suggests modifications to the plan. 

ASSOCIATE VICE CHANCELLORS 

Associate Vice Chancellor 
1. Facilitates new academic program and certificate development, interdisciplinary collaboration, and 

curricular innovations at the undergraduate and graduate levels. 

2. Provides leadership for Lifelong Learning including the supervision of Continuing Education, 
Community Information and Registration Nights, and other programming for non-traditional students. 

3. Promotes graduate program development and the recruitment and retention of graduate students. 

4. Assists the Provost and Vice Chancellor in personnel matters including the followings:  the recruitment, 
interviewing, orientation, and retention of new faculty; the review of recommendations for appointment, 
retention, tenure, and promotion of faculty; the provision of assistance to departments in the 
development and review of faculty evaluation plans; the resource person for academic department 
chairs, deans, and university committees on all matters concerning faculty personnel issues including 
complaints and grievances; and the Academic Affairs liaison to System Legal Counsel. 
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5. Supervises and coordinates instructional support services—Admissions Office, Center for International 
Education, Honors Program, and Service-Learning. 

6. Coordinates the Laboratory Modernization activities with the Deans. 

7. Serves on the University and System committees and assists, or acts in place of, the Provost and Vice 
Chancellor as requested. 

CHIEF INFORMATION OFFICER 
1. Represents the University in UW System, state, regional, and national information and technology 

management forums and coordinates with UW System on information and technology issues. 

2. Keeps abreast of information and technology developments and their applications with the University. 

3. Encourages cooperation among all units of the University to ensure the most efficient use of   
information technology in the University. 

4. Serves as a spokesperson for the University on information and technology issues. 

CONTINUING EDUCATION 
1. Serves as an entry to the University for prospective students of all ages, backgrounds, and abilities. 

2. Advocates for lifelong learning to both on-campus and off-campus constituents. 

3. Provides innovative, accessible, and responsive educational opportunities for those interested in 
furthering their education, enhancing their expertise, or maintaining professional certifications, 
including non-traditional students, working professionals, and employers and organizations. 

4. Facilitates business, community, and economic development by forging connections between the 
University and educators and administrators, regional business and entrepreneurs, and health and 
human service organizations. 

5. Provides youth development programs that introduce, enrich, enhance and develop skill and knowledge 
in leadership, prevention, language, culture, visual and performing arts, and science and math. 

6. Provides faculty, staff, and students with opportunities to apply their expertise to regional concerns, 
enhance their service to the community, and integrate practical issues into curriculum, research, and 
publications. 

7. Provides a variety of learning opportunities to support personal enrichment. 

8. Serves as responsible stewards by developing mutually beneficial partnerships on campus and in the 
region. 

9. Provides representation for UW-Eau Claire on the UW-Extension Continuing Education Extension 
Committee, on the Systemwide Extension Council, and on other statewide committees, and participates 
in statewide Extension planning efforts. 

HONORS PROGRAM  
1. Provides challenge and enrichment for students who are academically distinguished by previous and 

current achievements and by high levels of motivation and curiosity.   

2. Seeks to challenge exceptionally able students to perform at the highest level of which they are capable. 

3. Enhances students' capacity for critical inquiry and for independent learning.  

4. Develops students' potential for leadership for future vocations. 
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INTERNATIONAL EDUCATION  
1. Develops and administers study abroad and exchange programs, foreign student recruitment and 

support programs, and faculty development initiatives. 

2. Coordinates international curriculum development and university/community intercultural 
programming, in cooperation with appropriate departments, committees, and offices. 

3. Solicits, in cooperation with appropriate university offices, external support for such activities as may be 
appropriately initiated or funded by such resources. 

4. Provides information concerning international scholarships, fellowships, and study opportunities 
including those study abroad opportunities sponsored by other universities. 

5. Arranges international roundtables and symposia. 

LEARNING AND TECHNOLOGY SERVICES  
1. Supports the enhancement of student experiences by providing an information system that enables 

instruction and scholarship.  

2. Shares computing expertise to help faculty advance curriculum efforts. 

3. Provides and enables the network, which is the foundation of the campus communication infrastructure. 

4. Creates and supports computer software and systems that are critical to the efficient and effective 
administration of the University. 

5. Provides comprehensive services in support of classrooms and media technologies. 

6. Coordinates delivery services associated with satellite, teleconference, and distance education 
technologies. 

7. Provides tailored service and crafted solutions that offer the best value and high reliability, while 
making it easy and convenient for the campus community to obtain assistance. 

8. Develops new areas of cooperation to yield long-term client satisfaction. 

LIBRARY  
1. Selects and maintains a resource collection and collection access appropriate for the instructional 

program of the University. 

2. Provides instruction and reference assistance to students. 

3. Provides collection development, cataloguing, reserve, circulation, and media retrieval services. 

4. Interacts with academic department chairs concerning collection development and with the Information 
Technology Advisory Committee concerning library services. 

5. Serves as liaison with other academic and administrative departments and with libraries and data bases 
outside the University. 

6. Develops and maintains a campus-wide records management and storage system. 

7. Maintains archival records of the institution and, in cooperation with the State Historical Society of 
Wisconsin, regional historical records of the Area Research Center. 

SERVICE-LEARNING  
1. Provides leadership for and coordination of campus-wide service-learning programs, policies, and 

procedures by working closely with the associate/assistant deans, director of the Community Action and 
Lifelong Learning (CALL) Program, members of the Service-Learning Advisory Committee, and 
representatives of community programs. 
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2. Develops systems and procedures to support and record the service-learning experience and to interpret 
UW-Eau Claire’s guidelines for student service learners, faculty/staff sponsors, and community partners. 

3. Analyzes and clarifies the roles and responsibilities of student service learners, faculty/staff, and 
community partners, and produces manuals and guides. 

4. Acts as the contact and resource person for service-learning inquiries and assists departments, units, 
schools/colleges, and community program representatives in refining service-learning applications for 
teaching, learning, and curriculum development. 

5. Manages budget and distribution of grant awards in conjunction with the budget director. 

Associate Vice Chancellor for Student Development and Diversity  
1. Serves as Chief Student Affairs Officer and supervises and administers services that support students in 

their intellectual and personal development. 

2. Makes recommendations regarding student organizations and activities, students' personal and 
psychological health, student discipline, and other areas related to student activities. 

3. Works with the Associate Vice Chancellor of Student Services, the Deans of the Colleges, and members 
of the Student Development Council on issues related to student life and academic support services. 

4. Provides student advocacy role with focus on university recruitment and retention initiatives. 

5. Administers policies and procedures for student governance. 

6. Develops and disseminates information and regulations pertinent to student life and student services. 

7. Provides leadership in creating a campus climate which fosters multicultural diversity and respect for 
differences including cultural, racial, ethnic, gender, sexual orientation, national origins, religious, age, 
and disabilities. 

ASSOCIATE DEAN(S) OF STUDENT DEVELOPMENT  
1. Acts as a referral source for students experiencing personal, social, emotional, or academic problems. 

2. Serves as investigating officer for the Board of Regents' Guidelines for Disciplinary Procedures, 
coordinating information with campus and community police where necessary. 

3. Coordinates the National Student Exchange Program. 

4. Provides leadership to campus groups and organizations in developing standards and procedures for 
programs and activities. 

5. Provides communication to faculty on extended absences and makes recommendations concerning 
appeals of academic suspension as they relate to personal matters beyond the control of the student. 

6. Develops and disseminates the Student Services and Standards Handbook. 

7. Responsible for the advisement of Student Senate. 

8. Coordinates Honors Week and the Honors Week Banquet. 

9. Advises the Associate Vice Chancellor and recommends procedures and policies. 

ADVISING AND NEW STUDENT INITIATIVES 
Academic Advising 

1. Provides academic and career advising for undergraduate students undecided about a major and 
students between majors. 

2. Provides information about academic policies, procedures, and requirements for any student. 

3. Advises non-admitted Special Students, including Youth Options (high school specials). 
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4. Advises conditionally admitted students. 

5. Produces the Faculty Adviser Handbook and the Adviser Update. 

6. Provides in-service training for faculty advisers and answers questions for faculty advisers. 
Academic Testing 

1. Administers the English, math, and foreign language placement tests. 

2. Administers various national paper and pencil testing programs such as the ACT, GRE subject 
examination, LSAT, MAT, and PRAXISII. 

3. Serves as a computer-based testing site for ETS—giving the ETS, PPST, and GRE, GMAT, TOEFL. 

4. Administers credit received through the Advanced Placement and International Baccalaureate 
examination. 

New Student Orientation 
1. Coordinates New Student Orientation for freshmen and transfer students. 

2. Coordinates Phase II Orientation in conjunction with other offices. 
Non-Traditional Student Services 

1. Provides advising and support for non-traditional students. 

2. Provides orientation and other programming for prospective and special students. 

3. Coordinates some scholarships for adult students. 

4. Serves as a campus resource on issues related to non-traditional students. 

CAREER SERVICES 
1. Provides individual and group career counseling including the administration of career assessment 

instruments. 

2. Houses a Career Discovery Center that contains extensive materials to help students research their 
career development needs. 

3. Helps students find, apply for, and experience internships. 

4. Assists students with the job search process. 

5. Facilitates employer interviews for student internships and full-time employment. 

6. Maintains an on-line resume database which connects students/alumni and employers. 

7. Maintains a professional relationship with employers in business, education, health care, government, 
and the non-profit sector. 

8. Collects and analyzes data on placement of graduates and alumni. 

COUNSELING SERVICES  
1. Counsels students about personal, social, and educational concerns and provides psychological testing. 

2. Coordinates management of student crisis. 

3. Serves as a crisis center for students in considerable stress or crisis. 

4. Establishes and maintains relationships with on- and off-campus counseling-related and mental health 
agencies, such as the Ecumenical Religious Center, community crisis phones, and community 
psychological services agencies. 

5. Maintains and protects confidential records of counseling-generated information about individual 
students.   
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6. Coordinates the Employee Assistance Program for university employees and their families. 

7. Provides a self-help multi-media resource center for students and staff. 

8. Serves as consultant and provides research for the university community regarding the general mental 
health needs of the student body. 

EDUCATIONAL ACCESS PROGRAMS (FEDERALLY-FUNDED TRIO PROGRAMS) 
Educational Opportunity Center 

1. Provides information regarding financial and academic assistance to adults. 

2. Assists adults with application for financial aid and admission to postsecondary educational institutions. 
McNair Program 

Assists low-income, first-generation students enrolled at UW-Eau Claire to prepare for and enter graduate 
programs leading to the Ph.D. 

Upward Bound 
1. Provides Eau Claire high school students with tutoring, counseling, study skills support. 

2. Provides Eau Claire high school students with assistance in career exploration, decision-making skills, 
and selecting appropriate postsecondary educational options. 

EDUCATIONAL SUPPORT SERVICES  
Academic Skills Center  

1. Provides credit-bearing developmental courses in essential college learning strategies and skills for 
entry-level courses or for students in academic difficulty. 

2. Provides diagnostic assessment of academic strengths and weaknesses for individual students. 

3. Provides individual peer tutoring to enhance skills in English as a Second Language (ESL), 
mathematics, problem solving, reading, study strategies, and writing. 

4. Offers group peer tutoring for selected entry-level courses in foreign languages and sciences and 
arranges individual course tutoring for targeted populations. 

5. Provides information on study strategies tailored to the needs of particular courses for faculty, academic 
staff, and students. 

Services for Students with Disabilities 
1. Facilitates the provision of services and accommodations to ensure that academic programs and course 

work are accessible to students with disabilities.  This includes test accommodations, note taking 
assistance, taped materials, interpreter and captioning services, adaptive materials, and tutorial 
assistance. 

2. Serves as the campus-designated office for student disability documentation and information. 

3. Develops policies and procedures for documentation review and determination of appropriate 
accommodations. 

4. Provides consultation, in-service programs, and informational materials to faculty and academic staff. 

5. Reviews policies and procedures established by units and departments to assess for compliance with 
federal guidelines and UW System policies. 

6. Coordinates early registration for students with disabilities. 

7. Serves as an information and referral resource for community health care professionals and secondary 
schools. 
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Student Support Services 
1. Provides eligible students with individualized services to assist them in achieving their educational and 

career goals.  Students must meet federal eligibility requirements to participate in the program. 

2. Offers academic advising and assistance with degree planning. 

3. Provides assistance in setting career goals and developing job-seeking skills. 

4. Offers mentoring and tutoring services to program participants. 

5. Provides opportunities for students to attend cultural events. 

6. Offers opportunities for students to enhance their organizational and leadership skills. 

7. Provides direct financial assistance to eligible freshmen and sophomores. 

OFFICE OF MULTICULTURAL AFFAIRS 
1. Assists African American, American Indian, Asian, Southeast Asian, and Latino/a students in 

admission, housing, financial aid, advising, and employment. 

2. Provides leadership and cultural programming which offer opportunities for student-directed projects 
each semester. 

3. Coordinates precollege programs for multicultural youth. 

4. Develops recruitment and retention programs for students of color. 

5. Serves as a campus and community resource and information center for consulting and referral on 
multicultural issues and concerns. 

6. Oversees GEAR UP program:  a federally-funded precollege partnership with UW-Eau Claire, La Courte 
Orielles Tribal School, Winter Public, Menominee Public, and Menominee Tribal School to strengthen 
the schools and provide opportunities for low-income students to complete high school and to enroll in 
and graduate from college. 

STUDENT HEALTH SERVICES  
1. Provides a variety of health education programs and services to assist in improving student’s health and 

developing healthy lifestyle habits. 
2. Offers Peer Education outreach programs for residence halls, student groups, and classroom instruction. 

3. Provides clinical services including: evaluation and treatment of illnesses and injuries, physical 
examinations, minor surgical procedures, basic laboratory services, contraceptive evaluations, pap and 
pelvic exams, diagnosis/treatment of sexually transmitted infections, pregnancy tests/counseling, HIV 
counseling/ testing, crutch rental service, allergy injections, and immunizations. 

4. Requires appointments for everything except emergencies.  All visits are confidential. 

5. Supported by student segregated fees (part of tuition). Additional funding is generated through nominal 
user fees. 

6. Provides additional information at the Student Health Service Web site, www.uwec.edu/SHS. 

ASSISTANT VICE CHANCELLOR 

Assistant Vice Chancellor for Research and Sponsored Programs 
1. Manages day-to-day extramural grant development activities and all university-sponsored programs for 

promoting research and other scholarly and creative activities. 
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2. Assists faculty and academic staff in utilizing internal grant programs, as well as other support systems 
as “seed” funding for promoting the development of extramural grant and sponsored program 
applications. 

3. Assists faculty and academic staff in identifying funding sources and in developing successful 
extramural grant and sponsored program applications. 

4. Establishes and maintains liaison with federal, state, and private funding agencies, and aggressively 
represents the University in the pursuit of extramural funding for its instructional, faculty development, 
research, creative activity, student services, and public service programs. 

5. Facilitates multidisciplinary faculty research and faculty/student research collaborations. 

6. Directs and actively promotes the activities of the Center of Excellence for Faculty and Undergraduate 
Student Research collaboration including coordination of Student Research Day activities and the 
dissemination of faculty and student research collaboration findings. 

7. Assists faculty, academic staff, and students in complying with University, state, and federal research 
regulations including, but not limited to, those pertaining to the protection of humans and animals as 
research subjects and monitors the NSF Organizational Prior Approval System Committee and the 
Institutional Biohazards Committee. 

8. Represents the values of research and scholarly and creative activity to a wide array of audiences. 

9. Assists the college deans and other university administrators in promoting excellence in undergraduate 
and graduate programs. 

10. Develops, recommends, and administers research and professional development budget accounts in 
consultation with the Academic Affairs Budget Officer, the Director of Business Services, and the 
Provost and Vice Chancellor. 

11. Provides leadership in the merit review of internal proposals and compliance review of funded grants 
and chairs the Research and Creative Activity Council, the Academic Staff Professional Development 
Committee, the Sabbatical Review Committee, and the Institutional Review Board for the Protection of 
Human Subjects. 

12. Represents the University at state, regional, and national levels as requested, serves on University and 
System committees, and assists the Provost and Vice Chancellor as requested. 

COLLEGE DEAN  
1. Leads the development, evaluation, and administration of the academic programs of the College 

including curriculum, instruction, advising, and scholarship. 

2. Advises the Provost and Vice Chancellor in matters of academic program, budget, facilities, personnel, 
and support services. 

3. Encourages and maintains academic standards and administers academic regulations within the 
College. 

4. Organizes and presides over the faculty of the College. 

5. Aids in the identification of support for faculty research, creative activity, and development, consistent 
with academic objectives of the University, and encourages public service. 

6. Establishes and maintains appropriate records relating to faculty, students, and alumni of the College. 

7. Recommends to the Provost and Vice Chancellor all personnel matters relating to appointment, 
evaluation, promotion, and tenure of college faculty. 

8. Responsible for management of all fiscal affairs of the College, including account management and 
salaries. 
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Academic Department Chair 
The Academic Department Chair provides leadership for an academic department in consultation and 
cooperation with the Dean and performs duties as assigned by the Dean. In the dual capacity as an 
administrator and faculty member, the Chair is expected to be a role model for department faculty and to 
develop and maintain a positive and productive work environment that promotes excellence in teaching, 
scholarship, service, and advising. The Chair is also expected to provide leadership through effective 
participation in college and university-wide policy and decision-making activities. 

The Academic Department Chair has the authority and the responsibility for leadership in: 

1. developing and articulating a collective departmental vision; 

2. anticipating, planning, establishing, and assessing departmental goals and initiatives; 

3. fostering collegiality and collaboration within and between departments, units, and colleges; 

4. establishing a positive, supportive, and productive environment for faculty, staff, and students; 

5. effectively and respectfully advocating on behalf of the department; 

6. supporting, encouraging, and enhancing curriculum development and outstanding teaching practices; 

7. supporting, encouraging, and enhancing career-long professional growth and development of all faculty 
and staff; 

8. supporting, encouraging, and enhancing departmental service to the college and university of all faculty 
and staff; 

9. utilizing personnel so that all faculty and staff members are put to their highest and best use and for the 
maximum benefit of students; 

10. faculty and staff recruitment, retention, and promotion and tenure, and for advocating for diversity in 
personnel actions; 

11. ensuring fair, complete, and procedurally sound personnel actions are conducted within the department; 
and 

12. facilitating alumni relations, community outreach, and development activities. 
 
The Academic Department Chair has the authority and the responsibility for management and oversight of: 

1. all staff and all personnel procedures and actions including recruitment, annual performance evaluation, 
salary, reappointment, promotion, and tenure processes in coordination with the DPC, as appropriate; 

2. student support issues including prospective student recruiting; 

3. administration, assessment, and evaluation of all department programs and curriculum; 

4. departmental outreach activities to both alumni and interested community members; 

5. teaching assignments and class schedules; 

6. department budgets; 

7. faculty travel, vacation, and use of sick leave; 

8. equipment inventory and facilities assigned to the department; and 

9. preparation and submission of reports as requested by the Dean or Provost or Chancellor. 
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College of Arts and Sciences 
ASSOCIATE DEAN  
1. Works with Academic Department Chairs to coordinate annual curricular offerings and to address issues 

related to course availability. 

2. Develops and administers the College’s summer and winterim sessions. 

3. Administers the College budget and maintains budget records.  Advises the Dean on issues of resource 
allocation. 

4. Monitors student credit hour production and faculty workload. 

5. Coordinates and evaluates use of facilities allocated to the College. 

6. Coordinates College Curriculum Committee.  Monitors and maintains curricular development.  
Advances curricular initiatives through governance channels. Updates college information in University 
Catalogue and Graduate Catalogue. 

7. Assists with University, College, and department initiatives related to the assessment of student 
learning. 

8. Supervises the academic advising functions in the College which includes training new academic 
advisors and updating experienced advisors; handles student grievances and complaints; considers 
petitions for exceptions to academic policies; and oversees matters related to academic advising. 

9. Maintains liaisons between the College and other university offices and colleges regarding student and 
curricular matters. 

10. Arranges orientation sessions for new faculty, instructional academic staff, and new academic 
department chairs in the College. 

11. Initiates consideration of curricular and student-related policy changes as needed. 

12. Coordinates selection of recipients of interdisciplinary scholarships available to students in the College. 

13. Reviews intramural and extramural grant proposals from the College and works closely with the Office 
of Research and Sponsored Programs on pre- and post-award grant management. 

14. Serves on committees or otherwise represents the College as needed. 

15. Advises the Dean on matters related to personnel, governance, and organization of the College and its 
component units and programs.  

16. Acts as the Dean’s representative in the Dean's absence. 

BUDGET COORDINATOR  
1. Coordinates the annual Redbook budget building process and fiscal year-end closing for the College. 

2. Assists the Dean and Associate Deans with administration of the college budget and maintenance of 
budget records. 

3. Works with Academic Department Chairs to coordinate budget planning and assists with other financial 
needs in the Departments. 

College of Business  
ASSOCIATE DEAN  
1. Supervises the undergraduate academic affairs within the College of Business, including curriculum, 

academic standards, admission to College/program, advising, and student discipline.  Supervises 
maintenance of college records for academic and student matters. 
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2. Directs and coordinates the maintenance and development of technical resources within the College. 

3. Coordinates liaison between the Office of the Dean and other university offices especially with regard to 
academic and student matters. 

4. Represents the College at a variety of off-campus functions, to include those involving Chambers of 
Commerce and economic development offices. 

5. Represents or acts for the Dean in the Dean's absence. 

ASSISTANT DEAN 
1. Supervises academic advising in the College and has responsibility for decisions regarding course 

scheduling and offerings, student suspension appeals, and admission to the College of Business. 

2. Serves as chair of the Academic Probation and Retention Committee. 

3. Has responsibility for student data collection and data management in the College. 

4. Acts as a liaison between the College of Business and other UW-Eau Claire offices with regards to 
student matters. 

5. Handles student academic grievances and complaints. 

College of Education and Human Sciences 
ASSOCIATE DEAN 
1. Supervises all aspects of undergraduate and graduate student affairs including, but not limited to: 

academic advising; student discipline, grievances, and complaints; petitions for exceptions to academic 
policies; matters relating to academic standing; student suspension appeals; admission and academic 
progression of graduate students; and re-admission of students. 

2. Coordinates College Curriculum Committee. Monitors and maintains curricular development.  Advances 
curricular initiatives through governance channels. Updates College information in University Catalogue 
and Graduate Catalogue. 

3. Maintains liaisons between the College and other university offices and colleges regarding student and 
curricular matters. 

4. Assists in the orientation of new faculty in the College. 

5. Serves on committees or otherwise represents the College as needed. 

6. Advises the Dean on matters related to personnel, governance, and organization of the College and its 
component units and programs. 

7. Acts for the Dean in the Dean’s absence. 

College of Nursing and Health Sciences 
ASSOCIATE DEAN 
The Associate Dean reports directly to the Dean of the College of Nursing and Health Sciences. The 
Associate Dean provides leadership for graduate programs, post-master’s certificate programs, and the 
Collaborative Nursing program. The position is a half-time fiscal year position. 

1. Facilitates and monitors recruitment, admission, and academic progression of graduate students in the 
College. 

2. Coordinates and assists faculty in the development, evaluation, and revision of graduate programs in the 
College. 

3. Serves as Coordinator of the Collaborative Nursing Program. 
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4. Facilitates and monitors recruitment, admission, and academic progression of students enrolled in the 
Collaborative Nursing Program. 

5. Provides research consultation to faculty. 

6. Represents or acts for the Dean in the Dean’s absence. 

Office of Business and Student Services  
The Office of Business and Student Services administers all university business services, facilities planning 
and management, classified personnel policy, payroll and benefit services, athletics, internal audit, loss 
prevention and safety, student financial aid services, and institutional planning and coordinates the 
development of the university budget.  The Office of Business and Student Services is also responsible for 
programs and services offered through the Bookstore, Children's Center, Dining Services, Housing and 
Residence Life, Parking and Transportation, University Centers, University Recreation and Sport Facilities, 
and University Police. 

Vice Chancellor for Business and Student Services  
1. Advises the Chancellor and other executive officers in appropriate matters of classified personnel policy, 

financial management, university budget, business services, and institutional planning. 

2. Coordinates development of the university budget, including budget requests to UW System, State of 
Wisconsin, federal agencies, and private sources. 

3. Supervises the provision of business services such as accounting, accounts payable, purchasing, accounts 
receivable, and duplicating. 

4. Supervises the provision of classified personnel service and all payroll and benefit services. 

5. Supervises provision of internal auditing services and serves as liaison with external auditors. 

6. Supervises provision of student support services such as university police; residence halls; dining 
service; bookstore; child care; activities, programs, and recreation; student programs and activities. 

7. Supervises provision of student financial aid. 

8. Oversees the Office of Loss Prevention and Safety. 

9. Evaluates, signs, and serves as accountable agent for university contracts. 

10. Provides support services for long-range planning including analysis of resource requirements of 
students, programs, and activities. 

11. Represents the University, as requested, in university, community, WCWC, UW System, legislative and 
state agency councils. 

12. Advises the Chancellor and other executive officers in appropriate matters of physical facilities, 
community/university relations, and legislative and state agency policies and relations. 

13. Conducts, directs, and monitors physical facilities planning, operation, maintenance, and space 
allocation. 

14. Identifies, evaluates, and maintains an effective administrator of the Office of Facilities Planning and 
Management. 

ASSOCIATE VICE CHANCELLORS 

Associate Vice Chancellor for Business Services 
1. Supervises the Office of Human Resources including classified personnel service and all payroll and 

benefit services. 



 Faculty and Academic Staff Handbook Twenty-second Edition, August 2006 

 Administrative Organization Chapter 2 Page 22 

2. Supervises the Office of Business Services including the functions of general accounting for fund 
administration, accounts payable, accounts receivable, and purchasing. 

3. Participates in the development and implementation of UW-Eau Claire budget and other financial 
policies, procedures, and standards. 

4. Recommends to the Vice Chancellor for Business and Student Services personnel actions within the 
Division including hiring, reappointment, promotion, and salary. 

5. Represents the technology needs of Business and Student Services to the Division of Information and 
Technology Management. 

BUSINESS SERVICES  
1. Designs and maintains a budget and accounting system for establishing and controlling budgets, 

receipts, and disbursements of all university funds. 

2. Provides accounting services for student organizations and professionally related activities of university 
faculty and staff. 

3. Collects student fees and loan repayments and disburses student financial aids. 

4. Provides support for the purchase of commodities and services. 

HUMAN RESOURCES  
1. Assists university departments and offices in recruiting and hiring classified employees and limited term 

employees (LTEs) through the classified civil service. 

2. Determines position classification for classified and LTE positions utilizing state classification 
standards. 

3. Coordinates classified service employee orientation, training, discipline, transfers, promotions, and 
performance evaluations according to classified service rules and in coordination with university 
departments and offices. 

4. Serves as the university's representative in matters pertaining to collective bargaining for classified 
employees. 

5. Administers a payroll system for all university employees and student help. 

6. Counsels with university employees regarding fringe benefits and retirement programs. 

7. Distributes information about employment and benefits through the University Bulletin and two 
newsletters, and maintains the classified portion of the university's personnel data system. 

8. Consults with the university administration regarding human resource planning. 

9. Coordinates the university's efforts to comply with the Americans with Disabilities Act of 1990. 

10. Administers Workers Compensation Program. 

Associate Vice Chancellor for Student Services 
1. Supervises all units within Student Services—Athletics, Children’s Center, Housing and Residence Life, 

Parking and Transportation, University Centers, University Police, and University Recreation and Sport 
Facilities—including facilities operation, maintenance, space allocation, and capital budget planning. 

2. Oversees all auxiliary services budgetary functions within Student Services and maintains and develops 
facilities. 

3. Recommends to the Vice Chancellor for Business and Student Services personnel actions within Student 
Services including hiring, reappointment, promotion, and salary. 
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4. Provides leadership for Student Services programs. 

5. Works closely with the Student Development and Diversity office on student development issues. 

ATHLETICS  
1. Administers and supervises the intercollegiate athletic programs consistent with the university mission 

and appropriate conference and national organization rules. 

2. Develops and recommends the budget, short- and long-range plans, and schedules for the intercollegiate 
athletic programs for review by the Athletic Committee and approval by the Vice Chancellor for 
Business and Student Services. 

3. Recommends to the Vice Chancellor for Business and Student Services personnel to be employed in the 
intercollegiate athletic programs and advises these personnel of their duties and responsibilities. 

4. Prepares news information concerning intercollegiate athletics. 

CHILDREN'S CENTER  
1. Provides early childhood experiences within a childcare program for 2- to 5-year old children of students, 

faculty, and staff.  

2. Administers the scheduling of children, maintaining appropriate student/faculty ratios. 

3. Supervises the orientation of new children and their families, as well as volunteers and observers from 
academic departments. 

4. Administers the Child Care Food Program. 

HOUSING AND RESIDENCE LIFE  
1. Manages the residence halls, provides maintenance and cleaning, educational and social activities, and 

residential life assistance. 

2. Provides assistance to students seeking off-campus housing by maintaining lists of off-campus options.  

PARKING AND TRANSPORTATION 
1. Provides a limited number of parking spaces through a differentiated pricing system for permits, 

significant penalties for violations, and free transit service for UW-Eau Claire ID card holders. 

2. Recommends policy and develops procedures to implement a courteous and efficient Visitor Center and 
Transportation Service. 

UNIVERSITY CENTERS  
1. Provides personal services to the university community through the Blugold Card Office, Bookstore, 

Campus Information Service, Copy Corner, Dining Service, Service Center, and University Looks. 

2. Schedules and coordinates all meetings and conferences, utilizing campus facilities. 

3. Maintains the university’s non-academic events calendar. 

4. Manages the technical, stage, and house operations for cultural and public functions. 

5. Manages all activities, programs, budget, and accounting control of Davies Center. 

6. Administers the University Artists Series, the Forum lecture series, and the International Film Society, 
all funded through student segregated fees. 

7. Advises the University Activities Commission of the Student Senate; administers and programs for the 
campus alcohol-free club, Sneakers; and administers the Communication Action and Lifelong Learning 
program, the Summer Session Programs, the Viennese Ball, student leadership seminars and 
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recognition programs, student organization development workshops, commencement ceremonies, and 
special events. 

8. Coordinates the services of the Student Organizations Complex. 

UNIVERSITY POLICE  
1. Provides a safe environment on all property under the Board of Regents jurisdiction and enforces 

institutional rules adopted under Chapter 36 of the Wisconsin Statutes and all other state laws. 

2. Provides proactive crime prevention programs to educate the campus community regarding personal 
safety. 

3. Coordinates protective service activities with fire safety and emergency government agencies in 
cooperation with members of the university community. 

4. Performs service functions such as escorts, drivers license verification, conveyance vehicle service and 
safety programs, and enforces parking regulations. 

UNIVERSITY RECREATION AND SPORT FACILITIES 
1. Administers a comprehensive recreation program that includes intramurals, special events, sports clubs, 

informal recreation, aerobics, fitness center, bowling and billiard center, Environmental Adventure 
Center, trips programs, educational/community/service programs, ropes course, indoor climbing wall, 
massage therapy, internship program, National Youth Sports Program, and McPhee Strength and 
Performance Center. 

2. Maintains and schedules indoor and outdoor recreation facilities. 

FACILITIES PLANNING AND MANAGEMENT  
1. Cleans, maintains, and repairs university buildings and grounds. 

2. Develops specifications for remodeling projects. 

3. Operates the campus heating plant. 

4. Supervises the provision and use of electricity, gas, and water on campus. 

5. Maintains the university fleet and schedules use of fleet vehicles. 

6. Controls and distributes keys to university buildings. 

7. Operates Central Stores, and provides campus mail services. 

8. Provides university space analysis and management and maintains space inventory system identifying 
and codifying all university facilities. 

9. Serves as a liaison officer for the University between city agencies, state building construction engineers, 
and project architect firms. 

10. Coordinates the preparation of source documents for all campus major and minor project requests. 

11. Prepares specifications for projects that require delegated authority to bid and provide construction 
supervision. 

12. Prepares Environmental Impact Assessments and Floodplain Compliance Reports for campus projects. 

13. Collects and compiles information for Long-Range Campus Development Plan. 

FINANCIAL AID  
1. Develops and disseminates information which informs students and prospective students about sources 

of financial aid and the means of making application. 
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2. Counsels with students regarding budgeting and financial planning. 

3. Processes financial aid applications, determining a package of scholarship, grant, and loan aids for each 
eligible student. 

4. Provides employment services to aid students in locating on- and off-campus jobs. 

5. Develops requests and obtains funding from agencies for student financial aid. 

6. Authorizes and keeps records of the flow of funds from aid agencies through the Controller's Office to 
student recipients. 

INSTITUTIONAL PLANNER  
1. Develops and provides statistical summaries for institutional decision making. 

2. Maintains historical record of institutional data. 

3. Maintains and distributes the Factbook and University Policybook. 

4. Provides data requested by UW System and external agencies. 

5. Serves as liaison with UW System for the Central Data Request. 

6. Conducts institutional research. 

INTERNAL AUDIT  
1. Plans and provides ongoing comprehensive internal auditing program. 

2. Serves as liaison with external auditors. 

LOSS PREVENTION AND SAFETY  
1. Coordinates and implements University of Wisconsin System property and liability insurance programs. 

2. Provides service as University’s copyright officer. 

3. Coordinates programs for environmental health and safety and hazardous waste substances. 

Administrative Committees  
Administrative committees are established by the Chancellor of the University. Ad hoc committees may be 
appointed at any time for specific purposes.  Each committee is advisory to the Chancellor through the 
Provost and Vice Chancellor or the Vice Chancellor for Business and Student Services. The Chancellor of the 
University is an ex officio and nonvoting member of all committees. 

Membership on administrative committees consists of administrators, faculty/academic staff, and students, 
where appropriate, classified personnel or citizen members of the community may be invited to serve. 

Student members will be recommended by the President of the Student Senate and confirmed by the 
Student Senate.  (FS 2/75)  Students are appointed typically from nominees recommended by the Student 
Body President.  See also Administrative Committees under Role of Students in Institutional Governance.  If 
students are not named to committees within a reasonable time, the Chancellor or the Chancellor's designee 
may appoint members without recommendation of the Student Senate.  An effort shall be made to assure 
appointment of members of varying perspective on each committee:  men and women, underclass and 
upperclass students, on-campus and off-campus residents, enrollees in different curricula, and so forth. 

Student eligibility to serve on administrative committees is determined as follows: 
1. Resident grade point average of 2.0. 

2. Current enrollment for at least 6 credits. 

3. No concurrent service on another administrative advisory committee. 
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Terms: 
1. Students shall serve annual academic year terms. 

2. Terms for ex officio members are concurrent with appointment to the office. 

3. Terms of others specifically designated by role (e.g., adviser of the radio station, Registrar) are 
concurrent with assignment to that role. 

4. All other terms shall be designated under Term. 

Meetings shall be held at least once during each semester and additionally as needed. 
(See Open Meetings Law for public notice requirements.) 

Minutes of all administrative committee meetings should be circulated as follows: 
1. Members of the committee. 

2. University Senate Chair. 

3. President and Vice President of the Student Senate. 

4. Chancellor. 

5. Provost and Vice Chancellor. 

6. Vice Chancellor for Business and Student Services. 

7. Assistant Chancellor. 

8. Associate Vice Chancellor for Student Development and Diversity. 

Voting: All members, including those serving ex officio shall vote, unless otherwise specified. 

The committee relationships within the administrative structure are indicated in the chart that follows. 
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Summary of Functions and Memberships of Committees  
COMMITTEES ADVISORY TO THE CHANCELLOR  

Affirmative Action Review Board  
Functions: 1. To serve as the hearing body for student and employee affirmative action 

grievances which result in a formal hearing.  Formal hearings will be conducted 
under the appropriate procedures for affirmative action grievances as stated in 
the UW-Eau Claire Affirmative Action Plan. 

2. To serve as the hearing body for employee appeals of decisions made regarding 
workplace accommodation of a disability. 

Membership: 1. Four faculty members (one from each College). 

2. Three academic staff. 

3. Two administrators. 

4. Four classified staff. 

5. Four students. 

6. One member from the Office of Multicultural Affairs. 
Chair: Designated by Chancellor. 
Term: Three years, rotating. 

This board shall at all times consist of both men and women and include members of underrepresented 
racial/ethnic groups.  The widest possible representation of the university community shall be sought in the 
overall membership of the Board and also within each category. 

Commencement Committee  
Function: To serve as the advisory body on commencement activities. 
Membership: 1. Four faculty members (one from each College). 

 2. Four students. 

 3. Ex officio (voting):  
 Chancellor's representative(s). 
 Registrar. 
 Director of University Centers or designee. 
 Chair of the Department of Music and Theatre Arts. 
 Arts/Special Events Coordinator (Commencement Coordinator). 
 Student Manager of the University Usher Corps. 

Chair: Commencement Coordinator. 
Term: Three years, rotating. 

Commission on the Status of Women  
Functions: 1. To make recommendations to the University Senate, Student 

Senate, and the administration on new or changed policies 
concerning the status of women. 

 2. To undertake initiatives with appropriate administrators to 
implement existing policies. 
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 3. To inform the Affirmative Action Council of its activities and 
recommendations. 

Membership: 1. Two faculty members. 

 2. Two members of the academic staff. 

 3. Two members of the classified staff. 

 4. Two students. 

 5. Ex officio and nonvoting:  
One administrator from Academic and Career Services. 
Affirmative Action Director. 
Associate Vice Chancellor for Student Development and    
 Diversity, or designee. 
Representative from Women's Studies Program. 

Chair: Designated by Chancellor. 
Term: Three years, rotating. 

Putnam Park Commission  
Function: To recommend policies regarding the utilization of Putnam Park. 
Membership: (The departments of Biology and Geography must be represented.) 

1. Two faculty members. 

2. Two students. 

3. Five members of the city community, appointed by the President of the City 
Council.  

4. Ex officio:   
 Vice Chancellor for Business and Student Services. 
 Chair of the Physical Plant Planning Committee. 
 Faculty Emeritus (optional). 

Chair: Designated by Chancellor. 
Term: Three years, rotating. 

Service Designation Review Committee  
Functions: 1. To review new positions for proper service designation. 
 2. To review, at the request of the supervisor or a personnel officer, the redesigned 

vacant classified position that may support designation of the position in the 
unclassified service. 

 3. To review, at the request of the supervisor or a personnel officer, the redesigned 
vacant unclassified position that may support designation of the position in the 
classified service. 

 4. To review requests for changes in service designations for filled positions. 

Membership: 1. Chair of the Academic Staff Personnel Committee. 

 2. Two academic staff that have had experience working with the Unclassified 
Staff Title Structure. 

 3. Two classified staff, one of which must have classification experience. 
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 4. Academic Staff Personnel Officer. 

 5. Director of Human Resources. 

Chair: Academic Staff Personnel Officer. 
Term: Individuals in membership categories 2 and 3 serve three-year rotating terms. 

COMMITTEES ADVISORY TO THE PROVOST AND VICE CHANCELLOR   

Advisory Committee on Accessibility Issues for Persons with 
Disabilities  

Functions:  1. To provide information and make recommendations related to the needs and 
concerns of persons with disabilities. 

2. To make recommendations on implementation of UW System Policy on Students 
with Disabilities, The Americans with Disabilities Act (ADA), and Section 504 of 
the Rehabilitation Act of 1973. 

Membership: 1. One faculty. 

2. One academic staff. 

3. Director of Services for Students with Disabilities. 

4. Representative from Admissions Office. 

5. Representative from Facilities Planning and Management Office. 

6. Representative from Housing and Residence Life. 

7. Representative from Registrar's Office. 

8. Representative from University Police. 

9. Two students. 

10. Ex officio: ADA Coordinator. 
 Director of Loss Prevention and Safety. 

Chair: Director of Services for Students with Disabilities. 
Term: Three years, rotating. 

Advisory Committee on Non-Traditional Students  
Functions: 1. To address concerns of non-traditional students and make recommendations as 

needed to UW-Eau Claire administrators, University Senate, and Student 
Senate. 

2. To review the scheduling of courses and make recommendations to the Provost 
and Vice Chancellor about the availability of courses for non-traditional 
students. 

Membership: 1. Student Senate Non-Traditional Student Affairs Commission Chair. 

2. Children's Center Director. 

3. Adult Opportunity Office Coordinator. 

4. Non-Traditional Students (one from each College). 

5. One representative from the Educational Opportunity Center. 
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6. One representative from Continuing Education. 

7. One faculty. 

8. One administrator. 
Chair: Designated by Provost and Vice Chancellor. 
Term: Three years, rotating. 

Information Management Advisory Committee 
Functions: 1. To advise the Director of Learning and Technology Services on policies and 

procedures in the area of administrative information systems and services. 

2. To provide a forum for administrative users of LTS services to voice concerns 
and make suggestions regarding the services they receive. 

3. To make recommendations concerning the development, or the substantial 
modification, of administrative information systems. 

4. To make recommendations concerning the expansion and/or replacement of 
computing hardware and software which is used to provide administrative 
information services. 

5. To provide input concerning the data communication needs of the users of 
administrative information services. 

Membership: 1. Registrar, Controller, Directors of Financial Aid, Human Resources, and 
Admissions. 

2. One Academic Department Chair. 

3. One representative from Housing and Residence Life. 

4. One representative from University Centers. 

5. Ex officio and nonvoting: Director of Learning and Technology Services. 
Chair: Designated by the Provost and Vice Chancellor. 
Term: Members in (1), concurrent with position; members in (2-4), three years, rotating. 

Information Technology Advisory Committee 
Functions: 1. To counsel the Provost and Vice Chancellor and Associate Vice Chancellor on 

matters concerning the appropriate role of library services; media and 
instructional materials development and support; computing and networking; 
distance education; voice communications; and other educational technology 
support services in fulfilling the teaching, research, and service missions of 
faculty and instructional and/or research academic staff. 

2. To review short- and long-range plans and policies to ensure coordination, 
effective use and expansion of educational technology support services to 
support classroom, faculty, staff, and student information needs. 

3. To enhance information technology coordination among faculty and 
instructional and/or research academic staff and their respective Colleges with 
the units of ITM. 

4. To promote adequate campus-wide educational technology resources and 
services and to review priorities, budget and staffing levels. 
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 5. To provide a forum to which faculty and instructional and/or research academic 
staff may bring discussion items concerning educational technology. 

6. To develop annually a brief summary highlighting significant ITAC activities 
and recommendations to be discussed with, and forwarded to, the Provost/Vice 
Chancellor and Associate Vice Chancellor with copies to the Chancellor and 
University Senate Executive Committee. 

Membership: 1. Four members from the College of Arts and Sciences Technology Committee. 

2. One member from each of the College of Education and Human Sciences and the 
College of Nursing and Health Sciences. 

3. Two members from the College of Business Technology Committee. 

4. One member from the Distance Education Council. 

5. One member from the Web-based Instructional Committee. 

6. One member from the Information Management Advisory Committee. 

7. One member from the University Senate. 

8. One member from the Student Senate Information Technology Committee. 

9. Ex officio and nonvoting: 
Designate from the Provost and Vice Chancellor’s office. 
Director of Learning and Technology Services. 
Director of Libraries. 

 Director of the Teaching and Learning Technology Development Center. 
Chair: Designated by the Provost and Vice Chancellor. 
Term: Three years, rotating. 

International Education Advisory Board  
Functions: 1. To serve in a consultative and advisory role to the Provost and Vice Chancellor 

and others who have specific responsibilities in various areas of international 
study and interest. 

2. To review proposals for new or intensified international exchange or other 
foreign study programs and to make recommendations to the Provost and Vice 
Chancellor. 

3. To review and recommend to the Provost and Vice Chancellor the programs, 
schedules, student and faculty participants in university-sponsored foreign 
study programs. 

4. To recommend selection of scholarship recipients for international study, 
including Foundation scholarships and the Campus Fulbright-Hays Award. 

5. To establish and monitor an evaluation procedure for all exchange and study 
programs on a rotating basis. 

6. To serve as a clearinghouse for information on international studies at the 
University or elsewhere. 

7. To promote student and faculty interest in all aspects of international studies, 
on and away from the campus. 

8. To constitute in consultation with the Provost and Vice Chancellor, consultative 
committees on specific issues, programs, or geographical regions or problems. 
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9. To provide for coordination, perhaps through an ad hoc committee, of an annual 
International Festival or other appropriate series of events marking the 
university's international programs and other activities.  

10. To meet at least twice annually with all faculty who have participated in UW-
Eau Claire Study Abroad Programs for the purpose of receiving progress reports 
and discussing issues of mutual concern.  

Membership: 1. Six faculty. 

2. One instructional academic staff. 

3. One administrative/professional academic staff. 

4. One student. 

5. One foreign student recommended by the Association of International Students. 

6.  Ex officio and nonvoting:   
Director of International Education. 
Study Abroad Coordinator(s). 
Foreign Student Adviser. 
Chair, Department of Foreign Languages. 
Director of Admissions or designee. 
Registrar or designee. 
TESOL Coordinator or designee. 

Officers: Elected. 
Term: Three years, rotating. 

Professional Development Advisory Council  
Function: 1. To accept Professional Development Program proposals—i.e. special projects; 

curricular redesign; and guest lecturers, artists, and other professionals—12 
months of the year or as long as funds remain available. 

2. To review Professional Development Program proposals submitted to the Office 
of Research and Sponsored Programs for funding. 

3. To make recommendations to the Provost by the middle of each month regarding 
funding of proposals and the amount to be funded. 

Membership: 1. Nine voting members appointed by the Provost and Vice Chancellor from the 
following categories to include one member of NET and one representative of 
CITI: 
• Six tenured faculty members. 
• Two indefinite status administrative and/or professional academic staff 

members. 
• One instructional academic staff member who has served the University for a 

minimum of five years. 
2. Ex officio and nonvoting:   
 One member appointed by the Provost and Vice Chancellor to serve as assistant 

chair and secretary. 
 Assistant Vice Chancellor for Research and Sponsored Programs. 
 

Chair: Assistant Vice Chancellor for Research and Sponsored Programs. 
Term: Three years, rotating. 
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University Assessment Committee 
Functions: 1. To serve as the steering committee to oversee and review implementation of the 

University’s Plan for Assessment of Student Academic Achievement. 

2. To continue to refine the process of assessment of verbal and quantitative skills 
in a manner consistent with Board of Regents and System directives. 

3. To review assessment efforts of departments to be sure they are consistent with 
NCA guidelines. 

 4. To review institutionally collected assessment data and distribute to 
appropriate university constituents. 

5. To oversee the implementation of Portfolio Assessment and the Exit Interview 
process. 

6. To communicate with the Academic Policies Committee and recommend 
appropriate policy actions to the Committee. 

7. To develop, recommend, and implement a method of evaluation of the 
effectiveness of the University’s Plan for Assessment of Student Academic 
Achievement and to suggest modifications to the plan. 

Membership: 1. Seven faculty members designated by the Interim Provost and Vice Chancellor 
to include: 
• Four members from the College of Arts and Sciences (one member from the 

Department of English, one from either the Department of Mathematics or a 
science department, one from the social sciences, and one from any 
discipline). 

• One member each from the College of Business, the College of Education 
and Human Sciences, and the College of Nursing and Health Sciences.  

2.   Director of University Assessment (ex officio). 
3.   Director of Advising and New Student Initiatives (ex officio). 
4.   One student representative. 
5.   Associate Dean for Curriculum from the College of Arts and Sciences (ex   

officio). 
6.   Composition Director (ex officio).       

Chair: Designated by the Interim Provost and Vice Chancellor’s Office. 
Term: Three years, rotating. 

University Health Issues Committee  
Functions: 1. To recommend to the Provost and Vice Chancellor policies which will ensure the 

delivery of the best possible health care for students within the capabilities of 
existing resources. 

2. To recommend educational programs and information for all members of the 
university community relative to health issues. 

3. To review and recommend changes in the UW-Eau Claire health-related 
policies. 

Membership: 1. Seven university employees to include:  a) six members of the academic staff or 
faculty to include at least one member from each undergraduate college and one  
member from Counseling Services, and b) one member of the classified staff. 
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2. Six students. 

3. Ex officio and nonvoting:  
Director of Student Health Service. 
Assistant to the Chancellor for Affirmative Action. 
Director of Human Resources. 

Chair: Elected. 
Term: Three years, rotating. 

COMMITTEES ADVISORY TO THE VICE CHANCELLOR  
FOR BUSINESS AND STUDENT SERVICES  

Athletic Committee  
Functions: 1. To formulate and recommend to the Vice Chancellor for Business and Student 

Services the athletic policy of the University. 

2. To act in an advisory capacity to the Vice Chancellor for Business and Student 
Services concerning the university program in athletics. 

3. To approve all intercollegiate games and schedules. 

4. To propose the budget for athletics. 

5. To approve awards to individuals for participation in sports. 
Membership: 1. The University of Wisconsin-Eau Claire representatives to the Wisconsin 

Intercollegiate Athletic Conference (WIAC). 

2. Four faculty or academic staff. 

3. Five students. 

4. Ex officio and nonvoting:    
 Director of Athletics. 
 Affirmative Action Director. 

Chair: Designated by Vice Chancellor for Business and Student Services. 
Term: Three years, rotating. 

Children's Center Committee  
Functions: 1. To make recommendations to the Director of the Children's Center and the Vice 

Chancellor for Business and Student Services regarding the policies, practices 
and procedures of the Children's Center consistent with the purposes and 
resources of the Children's Center. 

2. To assist in the development, review, and recommendation of the annual 
Children's Center budget. 

3. To encourage parent involvement in the Children's Center. 
Membership: 1. Six members of the faculty, academic staff, and/or classified staff; at least three 

of whom are not parent users of the Center. 

2. Seven students, at least three of whom are not parent users. 

3. Ex officio and nonvoting:   Director of the Children's Center. 
Chair: Elected annually. 
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Term: Three years, rotating. 
Firearms Committee  

Functions: 1. To develop standards and guidelines for the review of firearms policies.  

2. To conduct a review of firearms policies every two years. 
Membership 1. Two on-campus student senators. 

2. Two off-campus student senators. 

3. Two United Hall Council representatives. 

4. Two faculty. 

5. Ex officio: 
Associate Vice Chancellor for Student Development and Diversity. 
Associate Vice Chancellor for Student Services. 
Director of Loss Prevention and Safety. 
Director of University Police. 

Chair: Director of University Police. 
Term: Three years rotating. 

Forum Committee  
Functions: 1. To recommend policies to the Vice Chancellor for Business and Student Services 

for the operation of the Forum, including student attendance. 

2. To participate in the selection of topics and speakers for the Forum programs. 

3. To cultivate interest in the Forum within the campus and within the larger 
community, including the ticket sales campaigns. 

Membership: 1. Three members of the faculty, academic staff, and/or classified staff. 

2. Three representatives from the community. 

3. Six students, one of whom shall represent the UAC. 

4. Ex officio (voting): 
Director of University Centers or designee. 
Representative from the News Bureau. 
Arts/Special Events Coordinator. 
Student Development Coordinator or designee. 
University Relations Specialist. 
Provost’s designee for diversity interests. 

Chair: Arts/Special Events Coordinator. 
Term: Three years, rotating. 

Instructional Resource Rental Committee  
Functions: 1. To recommend policies concerning book and other instructional resource rental 

services which support the curriculum and academic programs and assure the 
fiscal integrity of the rental service. 

2. To monitor the practices and procedures of the rental service and the requests of 
the instructional staff to ensure support of the curriculum and academic 
programs and assure the fiscal integrity of the rental service. 
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 3. To review the instructional resource rental service budget as recommended by 
the Director of University Centers. 

Membership: 1. Five instructional faculty and academic staff.  

2. Five students. 

3. Ex officio and nonvoting: 
Bookstore Director. 
Director of University Centers. 
Associate Director of University Centers. 
Associate Vice Chancellor for Student Services. 

Chair: Elected from faculty and academic staff members. 
Term: Faculty and academic staff, three years, rotating; students, annual. 

International Film Committee  
Functions: 1. To recommend policies to the Vice Chancellor for Business and Student Services 

for the operation of the international film program. 

2. To select films for the program. 

3. To cultivate interest in the international film program within the campus and 
within the larger community. 

Membership: 1. Three members of the faculty, academic staff, and/or classified staff. 

2. Three representatives from the community. 

3. Eight students. 

4. Ex officio and nonvoting:   
Director of University Centers. 
Technical Services Manager. 
University Relations Specialist. 

Chair: Elected. 
Term: Faculty, staff, and community members, three years, rotating; students, annual. 

New Building Committees  
Function: These committees are established to advise the Vice Chancellor for Business and 

Student Services in the planning of new buildings (major projects in excess of 
$250,000). 

Membership: Membership, including two students, to be determined for each building. 
Chair: Designated by Vice Chancellor for Business and Student Services. 

Parking Appeals Committee 
Function: Appeals may be brought before this Committee concerning parking violations.  A 

majority vote by the committee is required to sustain an appeal.  Weekly meetings 
are held during the academic year. 

Membership: 1. One faculty or academic staff member. 

2. Four classified staff (to alternate). 

3. Two students from Student Life Commission. 



 Faculty and Academic Staff Handbook Twenty-second Edition, August 2006 

 Administrative Organization Chapter 2 Page 38 

4. Two students from the Student Body at large. 

5. One Student from the Student Senate. 
Chair: Faculty or academic staff member. 
Term: Varies. 

Recreation Committee  
Functions: 1. To advise the Vice Chancellor for Business and Student Services, the Associate 

Vice Chancellor for Student Services, and the Director of University Recreation 
and Sport Facilities on matters within the scope of the programs and recreation 
area.  

2. To review the Recreation budget as submitted by the Director of University 
Recreation and Sport Facilities. 

3. To recommend policy relative to the University Recreation and Sport Facilities 
program. 

Membership: 1. Three members of the faculty, academic staff, and/or classified staff. 

2. Four members of the student body, including those residing both on and off 
campus. 

3. Ex officio and nonvoting:  Director of University Recreation and Sport Facilities. 
Chair: Elected. 
Term: Three years, rotating. 

University Artists Series Committee  
Functions: 1. To recommend policies to the Vice Chancellor for Business and Student Services 

for the operation of the University Artists Series, including student attendance. 

2. To participate in the selection of artists for the University Artists Series. 

3. To cultivate interest in the University Artists Series within the campus and 
within the larger community, including the ticket sales campaigns. 

Membership: 1. Three members of the faculty, academic staff, and/or classified staff. 

2. Three representatives from the community. 

3. Six students, one of whom shall represent the UAC. 

4. Ex officio (voting):   
Director of University Centers or designee. 
Representative from the News Bureau. 
Arts/Special Events Coordinator. 
Student Development Coordinator or designee. 
University Relations Specialist. 
Provost’s designee for diversity interests. 

Chair: Arts/Special Events Coordinator. 
Term: Three years, rotating. 
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University Centers Committee 
Function: 1. To provide recommendations on policy formulation and review concerning the 

operations, usage, programming, and services of University Centers. 

2. To work closely with the Director and/or Associate Director(s) of University 
Centers in the development of the University Centers’ budget. A copy of the 
committee recommendation(s) on expenditure proposals shall be submitted to 
the Student Senate Finance Commission. 

3. To work cooperatively to accomplish the above listed goals and to implement the 
Committee’s recommendations in a timely manner. 

Membership: 1. Thirteen voting members: 
President of the Student Body. 
Vice-President of the Student Body. 
Student Senate Finance Commission Director or designee. 
Student Senate Student Life and Diversity Commission Director or designee. 
Student Senate Student Services Commission Director or designee. 
Student Senate Organizations Commission Director or designee. 
Student Senate University Activities Commission Director or designee. 
One residence hall representative as appointed by the United Hall Council. 
One student member of the Dining Services Committee appointed by the Dining 
Services Committee. 
Director of University Centers. 
Two faculty representatives appointed by the Vice Chancellor for Business and 
Student Services. 
One classified staff representative appointed by the Vice Chancellor for 
Business and Student Services. 

2. Ex officio non-voting members: 
Associate Vice Chancellor for Student Development and Diversity or 
representative. 
Associate Directors of University Centers. 
Conferences and Reservations Manager. 
Coordinator of Student Development and Programs. 

Chair: Co-chairs: Director of University Centers or designee and the President of the 
Student Body or designee. 

Term: Varies. 

University Environmental Health & Safety Advisory Committee 
Functions: 1. To recommend policy that will provide a safe environment for students, faculty,  

staff, and visitors on the UW-Eau Claire campus. 

2. To provide an opportunity for free and open discussion of safety issues and for 
suggesting possible solutions and preventive measures. 

3. To encourage new programs or improvement in existing programs with the 
intent of reducing or eliminating risks to persons or property. 

4. To recommend safety educational opportunities to all faculty, staff, and 
students and to support health and safety activities making them an integral 
part of the university's operations. 

5. To review and recommend updates to current safety policies including the  
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Emergency Contingency, Chemical, Health and Safety Action Plan and Blood-
Borne Pathogens. 

6. To recommend new policy as mandated by governing agencies.                    
Membership: 1. Ten faculty, academic staff, or classified staff.  One each will be appointed from 

the following offices or departments: Allied Health, Art & Design, Biology, 
Chemistry, Facilities Planning and Management, Health Services, Housing and 
Residence Life, Human Resources, Loss Prevention and Safety, University 
Police, and the Wisconsin State Employees Union.   

2. One student from the Student Services Commission. 

3. Ex officio: Director of Loss Prevention and Safety. 
Chair: Director of Loss Prevention and Safety. 
Term: Three years, rotating. 

Viennese Ball Committee  
Functions: 1. To recommend policies to the Vice Chancellor for Business and Student Services 

for the production of the annual Viennese Ball, including student attendance. 

2. To actively participate in the planning and production of the annual Viennese 
Ball. 

3. To promote goodwill, understanding, and cooperation in university, community, 
and international relations through the production of the Viennese Ball. 

4. To assist in the recruitment of a corps of campus and community volunteers 
who will participate in production activities for the Viennese Ball. 

5. To recommend uses of net revenues and donations for awards and scholarships. 
Membership: 1. Four members of the faculty, academic staff, and/or classified staff. 

2. Four representatives from the community. 

3. Eight students. 

4. Ex officio (voting): 
Director of University Centers or designee. 
Arts/Special Events Coordinator (Executive Director of the Viennese Ball). 
Conference and Reservations Manager. 
Technical Services Manager. 
Chair of the Department of Music and Theatre Arts. 
Director of the Center for International Education. 
President of the UW-Eau Claire Foundation or designee. 

5. Ex officio Advisory Staff (non-voting): 
Assistant Arts/Special Events Coordinator. 
University Dining Services Director. 
Program Assistant from Activities and Programs. 
Financial Specialist from Activities and Programs. 
Student Manager of the University Usher Corps. 
Student Manager on Duty (SMOD) supervisor. 

Chair/Co-Chair: Executive Director of the Viennese Ball.  
Term: Three years, rotating. 
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