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Dear Colleagues: 
 

This University of Detroit Mercy Faculty Handbook is an electronic resource for individuals on 
all campuses: McNichols, Aquinas, Riverfront, Corktown, and Novi. While much of the 
Handbook's contents will prove especially useful for new faculty members, I encourage all full- 
time and part-time faculty to take advantage of the information provided in print and through 
the links included in the document. The Handbook was created through the efforts of the Faculty 
Development Team with input from staff, faculty, and administrators. Please remind your 
colleagues of its availability and share its location link on the Office of Academic Affairs webpage. 

The document is a dynamic one and will be evaluated on an annual basis. If you have 
suggestions for content, please forward those recommendations to zarkowp1@udmercy.edu. 

 

I am grateful for your contributions to our students, colleagues, the University, and the 
communities we serve.  

Regards, 
 

Pamela Zarkowski, JD, MPH 

Provost and Vice President for Academic Affairs

mailto:zarkowp1@udmercy.edu


Page 3 of 34  

 
 

With Special Thanks to 2023-2024 Contributors 
 

Joelyn Beaver; Felicia Hartinger; Anita Klueg; Lauri Moore; 
Christina Socha; Edward Tracy II; Mike Verdusco, Pamela 
Zarkowski 

 

With Special Thanks to Previous Contributors 
 

Netina Anding-Moore; Edmund Black; Jennifer Bowen; 
Catherine Caldwell; Barbara Ciotta; Russell Davidson; Rachel 
DeWitt; Brenda Dubay; Joel Gallihugh; Elizabeth Hill; Heather 
Hill; Alysa Jackson; Norma Jallow; Amber Johnson; Kristin 
Johnston; Sheryl Johnson- Roulhac; Renitta Knight; Tracy 
Knowles; Arthur Ko; Marjorie Lang; Joselyn Letscher; George 
Libbey; Patrick Meyer; Joe Paszek; Chyelle Pitts-Chapman; 
Maia Platt; John Porcerelli; Diane Praet; Noah Resnick; Lauren 
Rinke; Michael Sadler; Kathi Shepherd; Cynthia Spires; Dorothy 
Stewart; Sigrid Streit; Emilie Wetherington; Shelley Wagnon, 
Monica Williams; Laura Bagdady, Stephen Manning, Pamela 
Zarkowski and the Faculty Development Team 

 

 

  



Page 4 of 34  

Contents 
1 ABOUT DETROIT MERCY ..................................................................................................................................................... 7 

1.1 DETROIT MERCY MISSION AND VISION ...................................................................................................................... 7 

1.2 DETROIT MERCY LEADERSHIP ..................................................................................................................................... 7 

1.3 CAMPUS LOCATIONS .................................................................................................................................................. 7 

1.4 OFFICE OF MISSION INTEGRATION ............................................................................................................................. 8 

1.5 OFFICE OF DIVERSITY, EQUITY, AND INCLUSION (ODEI) .............................................................................................. 8 

2  70.001 Tc -0.07......................................................... 7 1.5



Page 5 of 34  

9 BASIC FACULTY WORKLOAD AND PROFESSIONAL RESPONSIBILITIES .............................................................................. 19 

10 ANNUAL REPORTS AND PROBATIONARY REVIEWS ...................................................................................................... 19 

11 PROMOTION AND TENURE ........................................................................................................................................... 19 

12 ACADEMIC ADVISING AND STUDENT SUPPORT SERVICES ............................................................................................ 19 

12.1 CENTER FOR CAREER & PROFESSIONAL DEVELOPMENT (CCPD) .............................................................................. 20 

12.2 STUDENT ACCESSIBILITY SERVICES (SAS) .................................................................................................................. 20 

12.3 STUDENT COMPLAINT POLICY & RESOLUTION CENTER ........................................................................................... 21 

12.4 STUDENT SUCCESS CENTER (SSC) ............................................................................................................................. 21 

12.5 STUDENTS OF CONCERN / STUDENTS OF CONCERN COMMITTEE ............................................................................ 22 

12.6 TRIO STUDENT SUPPORT SERVICES PROGRAM ......................................................................................................... 22 

12.7 THE WRITING CENTER ............................................................................................................................................... 23 

12.8 UNIVERSITY LIBRARIES .............................................................................................................................................. 23 

13  HEALTH AND WELLNESS .............................................................................................................................................. 24 

13.1 ILLNESS-RELATED PROTOCOLS .................................................................................................................................. 24 

13.2 TEACHING RESOURCES FOR STUDENT ABSENCE AND ASSISTANCE ......................................................................... 24 

13.3 PSYCHOLOGY CLINIC ................................................................................................................................................. 24 

13.4 UNIVERSITY MINISTRY .............................................................................................................................................. 25 

13.5 WELLNESS CENTER – PERSONAL COUNSELING ........................................................................................................ 25 

13.6 RELIGIOUS SERVICES AND SPACES ............................................................................................................................ 26 

Detroit Mercy Chapels and Spiritual Spaces ..................................................................................................................... 26 

13.7 PUBLIC SAFETY .......................................................................................................................................................... 27 

Public Safety ...................................................................................................................................................................... 27 

Campus Locations and Maps ............................................................................................................................................. 27 

Emergency Preparedness and Emergency Response Plan ................................................................................................ 27 

Getting Emergency Notices- RAVE .................................................................................................................................... 27 

Walking to Your Car at Night ............................................................................................................................................. 27 

Additional Services ............................................................................................................................................................ 27 

14 GUIDE FOR ADJUNCT FACULTY ..................................................................................................................................... 28 

14.1 CONTRACTS ............................................................................................................................................................... 28 

14.2 IDENTIFICATION CARDS AND PARKING PASSES ........................................................................................................ 28 

14.3 ABOUT THE CLASSROOM .......................................................................................................................................... 28 

Syllabus.............................................................................................................................................................................. 28 

FERPA (Family Educational Rights and Privacy Act) ........................................................................................................... 29 

End of Semester Restrictions............................................................................................................................................. 29 

Final Examinations ............................................................................................................................................................. 29 

15 FREQUENTLY USED RESOURCES ................................................................................................................................... 30 





Page 7 of 34  

1 

 93.4 [(6m
( )Tj

-9Tm
(93.46c66type /Footer /Type /Paginati]46c66type /Fon13td)(
(93.46c66type /Footer /Type /Paginati]46c66type /Foginati]46c66t5t86 0.004 Tc -0.004 Tw 1.054 0 Td
(34)Tj
/TT0 1 Tf
0 Tc 0 Tw 1.011 0 1 Tf
0  Tw 1.06t-e3 -0 >BD (D11 0D (E6t-e3 -R)50 Td 1 Tf
0 I)-4f
0 6t-e3 -0 >BD (M)9 1.0ER11 03 -C.011 0Y( )Tj /FQFooter /Type /Paginati]46c66type /Foginati]4-0.004 Tw 1.054 0 Td
(245.646c66type /Fo6type /F(6m
(Qe /FoH2-9Tm
(93.16 (f )]TJ
/2T1 1 Tf
0.004 Tc -0.004 Tw41.054 0 Td41.05]46674.28 Tf
0 1..96 1.01( )Tj
ET308BDC 
/TT Tf
-0.02Tj
C n -0 0.45J
/2T1 1 Tf
0.104 Tc -0.7f
-0.254 0 Td2T10Tw 86674.28 Tf
0 D11
0 E)-40 6R111Td 1 90 I)-1.06 M)20 E)-40 R111TdC)-8 0Y(-40  1110 (M)20 I)-1.0SS1110 (I)1Td 11TdN1116 -0AN.96 -D11
0  V11TdI)-1.0SI)-1.0 11TdN1 
(1)Tj
o1 Tf
0 f1 1

http://udmercy.edu/about/mission-vision/index.php
http://udmercy.edu/about/mission-vision/index.php
https://udmercy.edu/about/mission-vision/religious-sponsors/index.php
https://www.sistersofmercy.org/files/documents/resources/Justice/CriticalConcerns-Poster-FINAL.pdf
https://www.sistersofmercy.org/files/documents/resources/Justice/CriticalConcerns-Poster-FINAL.pdf
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1.4 OFFICE OF MISSION INTEGRATION 
https://www.udmercy.edu/about/mission-vision/office/index.php 
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o In order to park on campus, you must have a valid Parking Permit. 
o If you do not have a valid Parking Permit, you will receive a ticket from Public 

Safety. 
• The permit must be visible in your vehicle. The permit should appear on your rear-view 

mirror or on the dashboard of the driver’s side of the car.  
• For Further assistance: 

McNichols Campus 
Please direct questions to Christina Socha, Student Engagement Manager, 
sochacr@udmercy.edu , 313-993-1028 or to the Titan Information Center student staff, 313-
993-1100. 
 
School of Dentistry 
Crystal Becker, Assistant to the Dean, walikacm@udmercy.edu, Office 313-494-6621. 
 
School of Law 
Employees with the School of Law will continue current practices with the Student Services 
Center. Questions may be directed to Yvette Chapman, chapmayv@udmercy.edu, 313-596-
0224 and the link here: School of Law Student Service  
 

Employee ID 
 
 Uploading Your Photo 

• Employees are able to upload a picture through the GET mobile app to obtain a Detroit 
Mercy ID card. You will receive an email confirmation when the picture is processed. Please 
present a picture ID (drivers license or state ID card) to pick up the ID card from the Titan 
Information Center  

• Please download the free app for GET in the app store. 

• Find specific instructions for the photo upload process here. 
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2.2 GETTING YOUR DETROIT MERCY EMAIL ACCOUNT AND OTHER IMPORTANT ACCOUNTS 
• Home and departmental file storage services are available through the University Office 365 

domain environment. Office 365 is a cloud-based solution providing access to Detroit Mercy 
email and rich solutions that keep people connected to documents and data. Intuitive tools 
for online meetings, file storage, sharing, and team collaboration make connecting and 
collaborating with students, faculty, and staff easy. In addition, the University manages 
much of its self-service and administrative operations using the my.udmercy.edu portal 
environment. 

• Requests for accounts on these systems are obtained during your employment onboard 
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4 CLASS LISTS, STUDENT LATE ADDS, MIDTERM & FINAL GRADES 

 

4.1 CLASS LISTS 
• Class lists are available through Self-Service in my.udmercy.edu, accessed using your Titan Pass. 

Once you log into my.udmercy.edu you will see a Self-Service- Faculty menu where you can 
choose Class List. When you click on Class List, you will see a list of courses that you are 
attached/assigned to as an instructor. Click anywhere around the course name to see course 
information such as course dates, enrollment counts, 
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• For any non-passing grades such as "I", "U", "F," or "XF", you will need to indicate the last 
date of attendance. If you do not provide a last date of attendance for these instances, your 
grades will not be submitted for the entire class section. If the student never attended, use 
the first day of the class. 

 

5 CENTER FOR EXCELLENCE IN TEACHING & LEARNING 

5.1 WHAT IS CETL? 
https://cetl.udmercy.edu/about/ 

 

The Center for Excellence in Teaching & Learning (CETL) is available to support faculty through 
individual consultations, small groups, formal workshops, and short courses on specific teaching 
strategies that support student learning outcomes for topics such as: 

• Course development, design, and revision 
• Faculty on-boarding 
• Course problem solving 
• Confidential teaching observations 
• Classroom strategies and developing activities 
• Curriculum/course mapping and alignment 

o Alignment between program and course learning outcomes 
o Assessment mapping, development, and analysis 
o Writing learning objectives that establish clear expectations for students 
o Aligning learning objectives and course materials with assessments 
o Syllabi review 

• Professional development opportunities in effective teaching and learning topics 
• Research and grant assistance, principally related to teaching and learning 

 

In addition, the CETL's provides support for academic technologies. 
o Learning Management System (Blackboard) 
o Supported academic technologies 
o Creation of customized instructional materials & digital media 
o New technologies & methodologies implementation 
o Course support, including adding content, creating tests, and grade center management 
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SUPPORTED TOOLS FOR ONLINE EDUCATION 
Recognizing that supporting all potential educational software is impossible, a list of officially 
supported software tools is maintained. This focus on a core set of tools ensures that students 
and others are not required to learn to navigate and manage multiple tools that often serve the 
same purpose. 

View the list of officially supported software tools and find 
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substantive responsibility shall be made within the defined shared governance process. Fiscal 
policies and decisions to be made in concert with the faculty should include but not be 
limited to curriculum, subject matter and methods of instruction, research, faculty status, 
promotion and tenure process, academic/program standards, and those aspects of admission 
of students and student life that relate to the educational process. 

• The faculty sets the deg Tc 0.004 Tw 0.217 084  
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for many students. All new faculty should review the following site for information about this 
important responsibility: http://www.udmercy.edu/academics/academic- 
affairs/advising/index.php 

 

In addition to academic advising, Detroit Mercy faculty, assisted by multiple offices across 
campus, take pride in the personalized attention provided to students. Below are several 
valuable campus resources for advising, assisting, and mentoring students. 

12.1 CENTER FOR CAREER & PROFESSIONAL DEVELOPMENT (CCPD) 
http://www.udmercy.edu/cec/ 

• The Center for Career & Professional Development (CCPD) provides career and professional 
development opportunities to Detroit Mercy students. The CCPD partners with faculty to 
connect students to relevant resources and equips them with knowledge and tools to make 
career decisions, explore majors, and seek experiential and post-graduation employment. 
Faculty are encouraged to contact the CCPD to coordinate classroom activities and 
workshops to help students  prepare for their career goals and job search. 

• Located on the first floor of Reno Hall, the Center is open  the
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retroactively. 
•  Information gathered by SAS is confidential and protected. Students are never required to 

disclose information about their disabilities. Faculty should 
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12.5 STUDENTS OF CONCERN / STUDENTS OF CONCERN COMMITTEE 
https://www.udmercy.edu/faculty-staff/concern/index.php 

 

The Student Care and Concern Team/Behavior Intervention Team (BIT) is a University resource 
established to help promote a safe campus community by receiving, collecting, considering, and 
— when deemed necessary — acting upon information regarding the behavior of concern 
exhibited by a student or group of students. The goal is to promote a safe University 
environment for all students and staff focused on student learning and development. 

 
• By encouraging all campus community members to report concerning behaviors, BIT will be 



Page 23 of 34  

• Please also feel free to contact TRIO SSS at trio@udmercy.edu or 313-993-1108 

• The TRIO Office is located on the 3rd floor of the 
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Services. 
• The clinic partners with faculty and Detroit Mercy groups to provide outreach activities and 

mental health education workshops. 
• Children, adolescents, and adults from the entire metropolitan area are eligible to receive 

services with affordable fees based on gross household income. 
• Doctoral students in clinical psychology provide all services and are supervised by licensed 

psychologists. 
• Located in Reno Hall, the clinic is open Monday through Saturday. Evening hours are available. 

Individuals interested in services may call 313-578-0570 and visit the clinic webpage. 

13.4 UNIVERSITY MINISTRY 
https://www.udmercy.edu/life/ministry/ 

 

• Our mission: Inspired by God's unconditional love and rooted in our Catholic, Ignatian, and 
Mercy traditions, University Ministry accompanies the Detroit Mercy community as we seek 
to know, love, and serve God and one another. 

• As a Catholic, Jesuit, and Mercy University, the ministry staff supports a sense of b0 Td
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and mental health counselors licensed in Michigan at the highest level of practice. 
• The Wellness Center is committed to enhancing the physical, psychological, emotional, and 

relational well-being of the student in an attempt to promote personal growth and the 
achievement of academic success. 

• Appointments can be made by phone or email. 
o 313-993-1562 
o personalcounselingwc@udmercy.edu 

13.6 RELIGIOUS SERVICES AND SPACES 
Schedule of Religious Services: https://www.udmercy.edu/life/ministry/liturgy-prayer.php 

 

Detroit Mercy Chapels and 
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• Prayer/Reflection Room – Located in the School of Law--room 145. It is always open for 
student and employee use. 

• Mass - Located at 438 St. Antoine Street and just down the street from the School of Law, Ss. 
Peter and Paul Jesuit Church. Visit their website for specific dates and times for mass: 
http://ssppjesuit.org/ 

School of Optometry 

• Multi -faith Prayer Room – Located on the first floor of the building. It is a small room for 1-2, 
but open for all to use for private prayer and reflection. 

 

13.7 PUBLIC SAFETY 
Public Safety 
https://www.udmercy.edu/life/public-safety/index.php 

• Campus Emergency: 313-993-1234 
• Non-Emergency: 313-993-1234 
• School of Dentistry: 313-993-1234 
• School of Law: 313-993-1234 
• Off-Campus Reporting: 911 Email: publicsafety@udmercy.edu 
 

Campus Locations and Maps 

• https://www.udmercy.edu/about/location.php 
 

Emergency Preparedness and Emergency Response Plan 

• https://www.udmercy.edu/life/public-safety/emergency.php 
 

Getting Emergency Notices- RAVE 

• Register for University of Detroit Mercy emergency communications to receive alerts on class 
cancellations 

http://ssppjesuit.org/
https://www.udmercy.edu/life/public-safety/index.php
mailto:publicsafety@udmercy.edu
https://www.udmercy.edu/about/location.php
https://www.udmercy.edu/life/public-safety/rave.php
http://www.udmercy.edu/life/public-safety/services.php
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14 GUIDE FOR ADJUNCT FACULTY 
 

14.1 CONTRACTS 
 

Your college/school’s central office will provide your contract, which needs to be signed and returned to 
that office by the end of the first week in class to avoid delays in processing your pay.  Your contract will 
state how much you expect to be compensated for the course(s) you are teaching, which will be divided 
into four payments, typically made on the last working day of the month. 
 



https://www.udmercy.edu/current-students/registrar/files/Banner_I_grade_petition.pdf
https://www.udmercy.edu/current-students/registrar/files/Banner_I_grade_petition.pdf
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15 FREQUENTLY USED RESOURCES 
ABCs of UDM 
https://www.udmercy.edu/life/abc.php 
 
Academic Affairs Office: 
http://www.udmercy.edu/academics/academic 
-affairs, contains important links for new faculty, including 
information regarding Academic Support Services, Academic 
Policies, Faculty Annual Report, Probationary Review Forms, 
Promotion, and Tenure information, Title IX information, 
and contact information for Academic Affairs 
 
Academic Calendar: https://www.udmercy.edu/current- 
students/registrar/files/current_3yr_calendar.p df 
 
Academic Policies - listed in the catalog: 
https://www.udmercy.edu/academics/catalog/undergraduat
e2023-2024/policies/ Contact your Dean's Office for Policies 
specific to your College or School. 
 
Accredited Programs 
https://www.udmercy.edu/academics/academi c-
affairs/research/compliance.php 
 
Assessment at Detroit Mercy 
https://www.udmercy.edu/academics/academi c-
affairs/assessment.php 
 
Bookstore Webpage: https://www.udmercy.edu/faculty-
staff/facilities/bookstore.php  
 
Bookstore Discount: see "Faculty Benefits and Book 
Orders": https://www.udmercy.edu/faculty- 
staff/facilities/bookstore.php 
 
Chemical Hygiene Plan – Lab Safety and hygiene practices: 
https://www.udmercy.edu/faculty- 
staff/facilities/operations/environment/EHS.php 
 
Children in the Classroom Policy: See the Student Code of 
Conduct. https://www.udmercy.edu/life/policies/shb-
policies.php  
 
McNichols Class Session Cancellation Policy: See 
Instructional Continuity and Class Cancellation Protocol 
 
Copyright and Patent Policies: 
https://www.udmercy.edu/academics/academi c-
affairs/ospra/compliance/intellectual.php 
 

 
 
Core Curriculum Approved Courses: 
http://www.udmercy.edu/current- 
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Faculty Roster – see Resources tab on Academic Affairs 
website





 

16 Appendix I 
 

 Safety and Well ness 

16.1 What Steps can faculty take? 
To prepare for  an emergency  on campus?  

• Sign up for the RAVE Emergency Alert system. 
• Review and print University of Detroit Mercy's Emergency Response Plan. 
• Program the campus emergency number into your cell phone: 313-993-1234. 
• Learn multiple escape routes out of buildings you visit frequently. 
• Discuss emergency procedures with students in your classes; consider 

adding key points to your course syllabus. 
If there  is an emergency  on campus? 

Follow the ABCs: 
• A – Assess the situation, and determine if you should evacuate or use 

containment procedures. 
• B – Before doing either, visually note your surroundings for hazards (i.e., 

noises, alarms, etc.). 
• C – Call Public Safety



https://www.udmercy.edu/life/health/counseling.php
mailto:personalcounselingwc@udmercy.edu
https://www.udmercy.edu/life/health/connect.php
https://www.udmercy.edu/current-students/support-services/success-center.php
https://www.udmercy.edu/admission/financial-aid/contact-finaid.php
https://cm.maxient.com/reportingform.php?UnivofDetroitMercy&layout_id=9
https://www.udmercy.edu/academics/academic-affairs/titleix/
mailto:titleix@udmercy.edu



