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INTRODUCTION

Mission Statement

From its establishment as a free-standing seminary in 1923 by the Archdiocese of New Orleans,
Notre Dame Seminary has, as its primary mission, the preparation of men for ministerial priesthood in the
Roman Catholic Church. The seminary, through an integrated and balanced program of priestly
formation, seeks to prepare pastors for the Church in the Spirit of Jesus Christ, the Good Shepherd.

As a graduate school of theology, the seminary offers those preparing for the priesthood the
Master of Divinity degree program of study. The Master of Arts in Theological Studies is also offered,
especially to non-seminarian applicants preparing for leadership and catechetical roles in the Church, and
to anyone seeking to deepen his or her understanding of Catholic theology. Additionally, a non-degree
pre-theology program prepares seminarians to enter the graduate theology program.

While primarily preparing men to serve as priests in the southern region of the United States,
Notre Dame Seminary participates in the missionary activity of the Church by promoting a spirit of
mission among its candidates for priesthood and by assisting certain missionary dioceses in other areas of
the world.

Location

Notre Dame Seminary is located in the Carrollton section in the heart of New Orleans, Louisiana.
New Orleans, “the Crescent City,” is a center of commerce and industry in the South with an exciting and
fascinating past that can be relived daily in its enchanting French Quarter. New Orleans offers numerous
opportunities for entertainment, cultural activities, exhibits and fine dining.

New Orleans is a world-renowned center of festivities. Mardi Gras, the high point of the
entertainment year, culminates weeks of lavish balls and pageantry with elaborate parades throughout the
city. In the spring, Jazzfest features local, national, and international musical entertainment, arts, crafts,
and delicious food. New Orleans is home to a professional football, professional basketball and a minor
league baseball teams. The city is also the home of the Sugar Bowl football classic and operas by the New
Orleans Opera House Association. Other musical events include various pop concerts and, of course,
good old “New Orleans Jazz.”

Library

The Robert J. Stahl S.M. Memorial Library, which houses more than 95,000 volumes, including
12,000 bound periodicals, is located in St. Joseph’s Hall. The library consists of two floors of stacks
shelving, a dedicated reference room which also houses the bound periodicals collection, a writing lab,
and an internet research center. A quiet study area with seating for 34 persons opened in early 20009.

The book and periodical collection reflects the purpose and objectives of the seminary. The
library subscribes to approximately 165 periodicals.

For research work or other specialized projects, students of Notre Dame can borrow books from
other libraries through the LALINC (Louisiana Academic Library Information Network Consortium)
program and through inter-library loan. The bibliographic holdings of the library are fully accessible
through the online catalog.

Seminarians and students enrolled in the school respect the honor system and have free access to
the library at all times. Persons not enrolled in Notre Dame, including alumni and members of the
religious community at large, have borrowing privileges. Students who attend schools which are part of



the LALINC system also have borrowing privileges. For LALINC patrons, the following restrictions
apply:

1. An appointment with a library staff member must be made by calling (504) 866-7426, ext 3700.
2. Books are loaned for three weeks and may be renewed once.
3. A barcode for the LALINC card must be issued by the library office.

Accreditation

Notre Dame Seminary was incorporated in 1948 by the State of Louisiana as a non-profit
educational institution with the power to confer degrees. It operates under a charter drawn up in 1970,
revised in 1975, and again in 1995. The seminary is accredited by the Commission on Colleges of the
Southern Association of Colleges and Schools (SACS) and the Association of Theological Schools (ATS)
to award the degrees of Master of Divinity (M.Div.) and Master of Arts in Theological Studies (M.A.).
Contact SACS at 1866 Southern Lane, Decatur, GA 30033-4097 or call (404) 679-4500; contact ATS at
10 Summit Park Drive, Pittsburgh, PA 15275-1103 or call (412) 788-6505.

Notre Dame Seminary is owned by the Archdiocese of New Orleans. It is operated by a Board of
Trustees including ex-officio the Archbishop of New Orleans as President, a Vicar General of the
Archdiocese, the President-Rector of the Seminary, and other appointed members for an aggregate of 15
trustees.

The seminary has been approved by the Louisiana Board of Regents and the Louisiana State
Department of Education. It is in partnership with Loyola University of New Orleans, Our Lady of Holy
Cross College, St. Joseph Seminary College and Xavier University of New Orleans.

Notre Dame Seminary is also a member of the American Catholic Philosophical Association, the
Association for Clinical Pastoral Education, the American Association of Collegiate Registrars and
Admission Officers, the Association of Theological Field Education, the Catholic Association of Teachers
of Homiletics, the Federation of Seminary Spiritual Directors, National Association of Independent
Colleges and Universities, the National Catholic Education Association, the Midwest Association of
Theological Schools, the Society of Christian Ethics and the Southern Association of Collegiate
Registrars and Admission Officers.

Respect for Equality

Notre Dame Seminary adheres to the principle of equal educational and employment
opportunities without regard to race, sex, color, creed, age or national origin. This policy extends to all
programs and activities supported by the seminary. In addition, Notre Dame Seminary conscientiously
seeks to comply with all applicable legislation concerning nondiscrimination in employment practices and
in development of personnel. This pertains to the protection of faculty and student rights of privacy and
access of information concerning accommodations for the handicapped.

Bearing in mind that language reflects, reinforces and creates social reality, the seminary expects
class conversation and written work to employ language that respects the equal dignity and worth of all
human beings. Notre Dame Seminary believes in the equality of all people and respects the dignity of
people from all races, cultures, religions and ideological preferences.



ADMINISTRATION AND ORGANIZATION
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Board of Directors

Notre Dame Seminary, its property and building belong to the Archdiocese of New Orleans and
are subject to its Corporation and to the Board of Directors for ownership, capital improvements and
disposition of title. The Corporation of the Archdiocese of New Orleans, with the Archbishop of New
Orleans as President, exercises fiscal and titular responsibility over Notre Dame Seminary, which was
incorporated in 1948 by the State of Louisiana and by an act of the state legislature (Act 136, House Bill
832) authorized to grant degrees.

Board of Trustees

In January 1970 a charter was granted to Notre Dame Seminary by the State of Louisiana for
operation of the institution by a Board of Trustees, including ex-officio the Archbishop of New Orleans as
President, a Vicar General of the archdiocese, the President-Rector of Notre Dame, and other appointed
members for an aggregate of 15 trustees. The Board of Trustees is to establish, conduct and maintain a
seminary, college and/or university, to further advance the cause of education, to promote and
disseminate the study and knowledge of philosophy and theology.

In 1975 the charter was amended so as to officially designate the Archbishop of New Orleans as
chancellor of the seminary. It was revised again in 1995 designating the same archbishop as ex-officio
chairperson of the Board of Trustees, and emphasizing the requirements of Canon Law and the USCCB
“Program of Priestly Formation™ in the operation of the seminary.

The Board of Trustees shall consist of no less than five but no more than twenty-five members.
By custom and practice, the bishops of the province are permanent members of the board. Other
members are appointed by the membership of the corporation of Notre Dame Seminary. The officers of
the board are three: chairperson, secretary and treasurer.

The members of the corporation are the archbishop or administrator of the Archdiocese of New
Orleans and such other persons as may be designated by the chancellor (archbishop) at the time. The
officers are three: president, vice-president and secretary- treasurer.

The Board functions as committee of the whole in the exercise of the following responsibilities:

1. To choose the President-Rector who is directly responsible for the administration of the
seminary.

To approve the incurring of extraordinary indebtedness.
To approve tuition, fees and all significant changes in seminary programs.
To approve candidates for the annual graduation.

To examine and approve the seminary budget.

o 0o &~ w b

To approve the President-Rector’s term of office.

INTERNAL ADMINISTRATION
. Administrative Structures
1. Faculty Council



The Faculty council has ultimate responsibility for:

= Curriculum and graduate programs

= Faculty recruitment and advancement

= Faculty welfare and domestic concerns of the full-time faculty

= Election of faculty members to certain internal committees (as provided in their charters)
=  The formation program

= The continuation of seminarians in the program

=  The recommendation of students for Holy Orders

= The disciplining of individual students

= Matters of confidentiality

In addition, the Faculty Council, along with other faculty members, might meet for
workshops, be asked to give advice as requested by the President-Rector or other officers.

The Faculty Council is the highest policy-making body in the seminary. It also functions
as an open forum of communication between the various parts of the seminary community. All
full-time members of the faculty and seminary administration are members of the Faculty
Council. Other professors and administrators (part-time and/or non-resident) may be accorded
membership by the Faculty Council on a year-to-year basis or for as long as the person’s
responsibilities at the seminary are not reduced. The President-Rector serves as chairperson of
the Faculty Council.

The standing committees of the Faculty Council are comprised of faculty and students
and meet at various times during each semester. These committees provide the opportunity for
dialogue about different aspects of the formation program among representatives of students and
faculty. Proposals from the committees which have an impact on the formation program must be
forwarded to the Faculty Council for approval. Other proposals which do not alter the formation
program as a whole do not need to be presented to the Faculty Council. These proposals are
subject to review by the Executive Council of the seminary administration which is responsible
for the day-to-day implementation of the seminary program. Each Standing Committee must
submit a written report to the Faculty Council each semester. The President-Rector will meet
monthly with the President of the Student Association. The President-Rector will report to the
Faculty Council on the actions and concerns of the Student Association.

The Faculty Council has the following standing committees:

1.1 The Faith-Life Committee: Membership on this committee consists of the Director of
Spiritual Formation as ex-officio chairperson, the Director of Liturgy, the Spiritual Director, one elected
faculty member and one student member from each of the classes. This committee brings to the Faculty
Council recommendations and motions regarding all aspects of the faith-life program of the seminary.

1.2 The Academic Affairs Committee: ~ Membership on this committee consists of the
Academic Dean as chairperson, the Director of the M.A. Program, two faculty members elected by their
peers and one student from each of the classes for seminarians (Pre-Theology thru Fourth Year). One
representative for every twenty students in the M.A. Program should also be included, but this will not
exceed three members from this group. This committee brings to the Faculty Council recommendations
and motions regarding all aspects of the academic program of the seminary.
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1.3.  The Pastoral Field Education Committee: Membership on this committee consists
of the Director of Pastoral Formation and Field Education as chairperson, the Co-Director or Associate of
Field Education and one other full-time faculty member elected by peer vote and one student member
from each of the classes. This committee brings to the Faculty Council reports and motions on the plans
and activities of the field education program.

1.4. The Library Committee: Membership on this committee consists of the librarian as
chairperson, one faculty member elected by peer vote, and one elected student representative. This
committee brings to the Faculty Council reports and motions on the library services, dealings with
consortium libraries, notice of notable acquisitions and notable losses in the number of books from the
collection, and also any plans for renovations or expansion.

1.5.  The Finance and Maintenance Committee: Membership on this committee consists
of the Business Manager as chairperson, the President-Rector, Director of Facilities, one member of the
full-time faculty elected by peer vote, the secretary-treasurer of the Student Association, and one other
student representative chosen by his peers on the basis of his expertise in business management. This
committee meets to review the budget and to discuss all matters pertaining to the maintenance of the
seminary, the costs involved and the measures which need to be taken and brings to the Faculty Council
reports and motions on these matters.

1. Other Administrative Structures

2.1. Executive Council

The Executive Council, charged with day-to-day administration and general planning of the
seminary, consists of the President-Rector (chairperson), the Academic Dean, the Director of Pastoral
Formation and Field Education, the Business Manager, the Director of Spiritual Formation and, at the
Rector’s discretion, other administrative officials who may be co-opted for consultation on specific
matters.

2.2  Admissions Board

Membership on this board consists of the President-Rector (chairperson), the Academic Dean and
other faculty as needed. This committee, meeting especially during the summer months, oversees the
admission of all candidates, seminarians and off-campus students, to Notre Dame Seminary.

2.3. Formation Committee

This committee, consisting of the President-Rector (chairperson), the Academic Dean, the
Director of Pastoral Formation and Field Education, the Director of Human Formation and other faculty
members designated by the rector, meets throughout the semester to share feedback on seminarians. The
committee may also suggest policies and practices regarding spiritual formation for consideration by the
Faculty Council.

2.4, Contract Review Committee

Membership on this committee consists of the President-Rector (chairperson), the Academic
Dean and one elected faculty member. It deliberates and votes in connection with hiring new full-time
faculty, and renewing or terminating contracts—subject always to the approval of the Chancellor and
Board of Trustees.

2.5 Institutional Effectiveness Committee
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The primary vehicle for assessing the seminary’s effectiveness and for implementing those
changes that will improve the overall operation of the institution is the Institutional Effectiveness
Committee. This committee is chaired by the Director of Institutional Effectiveness (at NDS, this is the
same person as the Registrar unless otherwise specified) and is comprised of representatives from the
faculty and administrative staff.

A. The GOALS of the committee are as follows:

Provide leadership and coordination for Notre Dames Seminary’s institutional effectiveness
activities.

Provide needed information to the strategic planning process.

Assist academic and administrative departments in planning appropriate assessment and
evaluation measurements.

Analyze and disseminate information about the seminary in support of institutional decision-
making, planning, and reporting.

Assist in preparations and responses to SACS and ATS related to the reaffirmation of
accreditation.

Design, disseminate and collect data from various survey instruments.

Fulfill other initiatives as assigned by the Rector and/or Academic Dean.

B. Other groups and/or persons that contribute to institutional effectiveness and, therefore, work in
close collaboration with the Institutional Effectiveness Committee are the following:

Academic Affairs Committee
Faculty Council

Strategic Planning Committee
Student Association

CFO

Board of Trustees

C. Assessment Resources

The Institutional Effectiveness Committee utilizes several different tools or instruments in order
to assess the effectiveness of NDS with regard to the accomplishment of its mission. A list of
those tools follows:

ATS Entrance Questionnaire
ATS Exit Questionnaire
Alumni Survey (given to the alumni as to their preparedness for ministry)

Alumni Effectiveness Survey (given to those who can assess the alumni’s effectiveness in
various aspects of his ministry)



e Course Evaluation (given to students to evaluate a professor and the effectiveness of his or
her teaching)

e Academic Success Instrument

e Academic Goal Assimilation Instrument (assesses student learning upon completion of
academic work)

e Faculty Development Survey
e Faculty Portfolios

Assessment and Planning

The Institutional Effectiveness Committee meets on a regular basis (twice a semester) to analyze
and assess any and all data that was collected prior to a given meeting. At the end of each
semester the Director of Institutional Effectiveness presents a report to the Faculty Council with
regard to the data it has collected and presents recommendations with regard to any enhancements
or improvements that need to be effected. A report is also forwarded to the Board of Trustees so
that the findings and recommendations of the Institutional Effectiveness Committee can be
utilized in shaping the budget for the seminary.

Administrative Officers and Other Directors

President-Rector

The President-Rector is chief executive of Notre Dame Seminary. It is his responsibility to

ensure that faculty, students, seminarians and staff work harmoniously toward the implementation of the
stated goals and responsibly carry out the programs of the institution. He is accountable directly to the
chancellor and through him to the Board of Trustees. Moreover, because of his canonical appointment as
rector, he is specifically responsible for implementing the USCCB’s Program of Priestly Formation at
Notre Dame Seminary in accordance with the norms of Canon Law and the Second Vatican Council, and
is charged with coordinating the work of all personnel involved in priestly formation.

As chief executive officer, his duties are:

1.

To assume overall responsibility under the Chancellor and the Board of Trustees for overseeing
the administration of Notre Dame Seminary. In day-to-day administration, the President-Rector
is assisted by an Executive Council.

To submit to the Board of Trustees, twice a year, a report on the condition of Notre Dame
Seminary and to offer proposals from the Faculty Council concerning the welfare of the
institution.

In concert with faculty and student community, to participate in the formation of major decisions
regarding general policies and to convoke and chair the Faculty Council in pursuit and review of
the same.



To represent Notre Dame Seminary, its philosophy and policies, to the Board of Trustees, the
bishops of the province, diocesan and religious authorities and personnel, the alumni, education
agencies and the general public.

To promote the search for qualified faculty and staff and to foster the programs developed by the
faculty and other personnel.

To assume responsibility in accordance with the norms approved by the Board of Trustees for
presenting proposals to the chancellor for the hiring and termination of faculty and other
personnel.

To foster collaboration with the New Orleans Consortium, our Lady of Holy Cross College and
St. Joseph Seminary College.

In collaboration with the Director of Special Projects and Development, to search out and pursue
feasible sources for the endowment of Notre Dame Seminary and to encourage recruitment
programs.

To deal directly with the seminary’s accrediting agencies and with both state and federal bureaus
in matters relating to the seminary.

As Canonical Rector, it is also his duty:

1. To oversee the admission of candidates to Notre Dame Seminary. In carrying out this duty, he is
assisted by the Admissions Board.

2. To serve as chief executive officer on matters concerning priestly formation and to be directly
responsible to the ecclesiastical authorities concerned.

3. To review all formation and evaluation procedures and the progress of candidates for priesthood.

4. To call and preside at meetings of the Formation Committee and to coordinate the spiritual-
academic-pastoral programs for the seminarians.

5. To interpret and articulate to all those concerned the norms of the Holy See, the USCCB, the
Board of Trustees, and the proper ordinaries concerning priestly formation.

6. To arrange evaluation of candidates for Ministries and Orders and to inform the appropriate
persons of time, place and procedure.

7. To retain the personal files of the seminarians.

8. To secure and present to the appropriate ordinaries and religious superiors the results of the
Faculty Council’s evaluation of students for the priesthood and its final vote on candidates
petitioning for advancement to Ministries and Orders.

The President-tRect or ' s contract is as foll ows:

1. The President-Rector is initially hired by the Chancellor, with the approval of the Board of
Trustees, for a period of three years.

2. After evaluation by the Board and faculty consultation, his term may be extended for another five
years.

3. After similar evaluation and consultation, it may be extended a further two years.
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4,

Subsequently, his appointment must be reviewed every two years by the Chancellor, Faculty and
Board of Trustees.

The Academic Dean

The Academic Dean is responsible for all matters of curriculum, advancement and conferral of

degrees. He is charged with implementing the entire instructional program and the development of plans
for the improvement of the School of Theology. His duties are:

1.
2.

10.
11.
12.

13.

14.

15.

16.

To supervise the entire program in all instructional areas.

To serve on the Admissions Board with particular reference to admissions to the School of
Theology.

To serve as chief advisor to the President-Rector in academic matters, to advise the President-
Rector on the appointment of faculty members.

To serve as chairperson of the Academic Affairs Committee.
To report to the Faculty Council on the condition and needs of the seminary in academic matters.

To render the necessary academic reports to such accrediting agencies as are entitled to receive
them.

To present candidates for degrees at commencement, and make recommendations for honorary
degrees.

To represent Notre Dame at meetings of educational associations.

To maintain appropriate memberships for Notre Dame Seminary in educational and professional
organizations.

To prepare and edit for publication the catalog and other academic bulletins.
To oversee establishment and operation of any additional academic department or programs.

To represent the interests of Notre Dame Seminary in collaboration with the religion and theology
faculties of the New Orleans Consortium and of other colleges and universities.

To maintain special collaboration with archdiocesan agencies devoted to education, ministry and
the needs of ethnic groups.

To serve as a member of the Formation Committee and to report to this committee on the
academic performance of the students being evaluated.

To chair and convoke the Academic Integrity Committee when academic irregularities are
reported.

To serve as a member of the Institutional Effectiveness Committee.

The Director of Spiritual Formation

The Director of Spiritual Formation is responsible for coordinating the spiritual formation

program of Notre Dame Seminary. He is directly responsible to the President-Rector and the Faculty
Council for implementing policies and for directing all the activities of the spiritual formation program.
His duties are:
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1. To oversee the spiritual life of the community and to work closely with the Director of Liturgy
and the Spiritual Director in preparing community liturgies and prayer programs.

To be available to the students for spiritual direction.

To assist in coordinating monthly conferences for the individual classes, as needed.
To coordinate retreats and days of recollection.

To assist in preparation of Ministries and Candidacy, as needed.

To serve ex-officio as chairperson of the Faith-Life Committee.

To assist with the counseling program and student welfare, as needed.

o N o g ~ w N

To serve as a member of the Formation Committee, attending its meetings, and taking part in
student evaluations, unless the Director of Spiritual Formation also serves as the Spiritual
Director, in which case he does not participate in student evaluations.

The Spiritual Director

The Spiritual Director serves in the internal forum. His primary responsibility is the provision of
spiritual direction to individual seminarians. His concern is for the overall quality of the spiritual
direction program of the seminary. Hence, he is responsible for providing in-service programs for the
resident and adjunct spiritual directors of the seminary. His duties are the following:

1. To help foster sound habits of personal prayer in all of the seminarians.

2. To see that each seminarian has a personal spiritual director whom he sees at the prescribed
intervals.

3. To devote the greater part of his time to the direction of individual seminarians.

4. To provide opportunities for the seminarians to experience different forms of prayer.

5. To select adjunct spiritual directors with the approval of the President-Rector and the Archbishop,

and to provide in-service programs for them.

6. To chair meetings of the seminary spiritual directors and to coordinate their efforts and goals in
general so that they are in harmony with the published policies of the seminary.

7. To be an ex-officio member of the Faith-Life Committee of the seminary.

The Director of Human Formation

The Director of Human Formation is responsible for guiding and fostering the human formation
of the seminarians. The model and center of human formation is Jesus Christ, the Word made flesh, who,
in his fully developed humanity, was able to give himself totally for the salvation of the world. The
Director of Human Formation is charged with helping the seminarians become men of solid moral
character through self-knowledge, self-acceptance, and self-maturity. He is to guide the seminarians’
growth in discipleship, holiness and the virtuous life. Finally, he is to help the seminarians become men
of communion, develop life-giving, holy, and healthy relationships, and become icons of Christ and
instruments of His grace. His duties are:

1 To serve as advisor to the President-Rector on matters pertaining to the practical aspects of
human formation and daily communal life of the seminary.

12



10.

11.

12.

To collaborate with the President-Rector and administrative staff in initiating and coordinating
programs for human formation.

To assist the President-Rector in governing matters of community life, student concerns, and
issues concerning formation.

To serve as a member of the Formation Committee and to report on the human development of
the seminarians; to attend all student evaluations and prepare a written report for all seminarians
including their human and spiritual development.

To initiate and coordinate monthly conferences on Human Formation including Human
Formation conferences, Global and Formation Workshops, Class Conferences, and Maranatha
Groups.

To coordinate the formation advisors program and to participate as a formation advisor. To
ensure that the formation advisors are helping the seminarians to work on their personal rule of
life and proper goal setting for the annual evaluation

To grant permission to exceptions for seminarians on following the Seminary Rule of Life and
calendar.

To arrange placement in counseling for those seminarians who seek it and for those whom it has
been deemed necessary or useful to the formation process.

To prepare and distribute periodically to the faculty and Formation Committee reports on human
formation and its effectiveness.

To serve as chairman of the Faith Life Committee.
To serve as a member of the Admissions Committee.

To assist the President-Rector in recruitment.

The Director of Pastoral Formation and Field Education

The Director of Pastoral Formation and Field Education is responsible for the preparation of

seminarians for priestly ministry, especially through the program of supervised pastoral field education in
the areas of parish ministry, religious education, clinical pastoral education and internship in parish
ministry. The responsibilities of the director are:

1.

To serve as advisor to the President-Rector and Academic Dean on matters pertaining to the
practical guidance of seminarians in the areas of field education.

To collaborate with the Academic Dean in initiating and coordinating programs in academic
pastoral education.

To serve as a member of the Formation Committee and to report on the performance of all
students engaged in field education through the Formation Committee. To attend student
evaluations and prepare a written report for all seminarians engaged in Clinical Pastoral
Education (CPE) and 4™ Year Parish Internship. Reports for all other seminarians engaged in
Pastoral Field Education (PFE) will be written by the Associate Director of Pastoral Formation
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10.
11.

12.
13.

14.

15.
16.

and Field Education; they are usually delivered/facilitated at the seminarian’s yearly evaluation
by the Director of Pastoral Formation and Field Education.

In consultation with the Academic Dean, prepare and distribute reports on the pastoral program
and its effectiveness to the faculty and Formation Committee.

To establish and maintain contact with pastors, educators, ministerial and civic leaders who are
able and willing to provide effective leadership and supervision for seminarians engaged in field
education, and to conduct in-service training for supervisors.

To assist the rector as official liaison between Notre Dame Seminary and archdiocesan and
diocesan officials in matters pertaining to the seminarian participation in the field education
programs conducted in the archdiocese and cooperating dioceses.

To provide frequent opportunities for individual, group and community dialogue and evaluation
in order that the students may express their estimates of the progress of their work, the experience
gained and the difficulties encountered therein.

In collaboration with the Academic Dean, to elicit the assistance of qualified personnel within
and without the Notre Dame Seminary community, for additional conferences on pastoral matters
and sufficient theological reflection with student involvement in field education.

To serve as chair of the Pastoral Field Education Committee.
To serve on the Executive Council.

To collaborate with and supervise the Associate Director of Pastoral Field Education and the
secretary of the Pastoral Formation and Field Education department. This would include helping
the Associate Director with the assigned Pastoral Field Education programs and with the
individual or group debriefing and theological reflection sessions after these programs.

To coordinate, lead and participate in the Acompafio Mission Program.

To make on-site visits to the seminarians and their supervisors engaged in CPE and the 4™ Year
Parish Internship.

To conduct debriefing interviews and theological reflection sessions for all seminarians engaged
in CPE and the 4™ Year Parish Internship. This would include helping to organize and facilitate
possible post-CPE and post-Internship retreats.

To facilitate the Pastoral Theology section of the 4™ Year Synthesis Seminar.

To maintain active membership in the Catholic Association of Theological Field Education
(CATFE) and the Association of Theological Field Educators (ATFE)

The Co-Director or Associate Director of Pastoral Field Education

The Co-Director or Associate Director of Pastoral Field Education, a member of the Faculty

Council, collaborates with and is accountable to the Director of Pastoral Formation and Field Education in
the pastoral formation of seminarians. The Co-Director or Associate Director has these specific
responsibilities:

1.

To coordinate supervised pastoral opportunities for seminarians in Pre-Theology, to locate
appropriate programs and on-site supervisors, and to assign seminarians to these programs and
evaluating their ministry.

14



10.

11.

12.

13.

To coordinate Supervised Parish Ministry | (in the summer); to communicate with vocation
directors regarding placements and with supervisors reviewing the requirements with
participating seminarians; to evaluate seminarians’ ministry through interviews and written
reports.

To coordinate the Pastoral Exposure Program (PEP) for seminarians in First Theology. This
includes an orientation to PEP, Phase I (in the fall), on-site visits and theological reflection; Phase
Il (in the spring), Family Life Apostolate panel; Phase Ill (in the spring), Toomey Center
Preparation on contemporary social issues and the response of the local church.

To coordinate Supervised Parish Ministry Il (in the summer) by communicating with vocation
directors regarding placements; to communicate with supervisors regarding the program and
seminarian performance; to conduct an orientation to SPM Il during the spring semester and
evaluating seminarians’ ministry through interviews and a written report.

To coordinate the Supervised Ministry of Religious Education by arranging placement in parishes
or school programs, communicating with and assisting on-site supervisors (usually Directors of
Religious Education), visiting seminarians on-site and assisting them in their teaching
responsibilities, when necessary, and providing for the evaluation of their progress.

To collaborate with the Director of Pastoral Field Education in coordinating the Acompafio
Mission Program. This would include assisting the student leadership team, assisting with the
orientations to the program, being present during the program in Granada, Nicaragua, facilitating
the theological reflection during the program, and assisting with the post-Acompafio evaluation.

To coordinate the Clinical Pastoral Education (CPE) program. This includes assisting with CPE
Day and the orientation to the program, making on-site visits during the summer to the students in
various programs, communicating with the Director and the faculty regarding the seminarian’s
progress in the CPE program, assisting the seminarian in integrating his areas of growth and
assisting with the post-CPE retreat.

To assist in the pastoral orientation given to new student at the beginning of the new school year.
To participate in formal student evaluations when requested by the Rector or the Director.

To serve as a member ex-officio of the Pastoral Field Education Committee and to participate in
the activities of the Committee; i.e., “Day of Caring.”

To communicate with the secretary assigned to the Pastoral Field Education Office regarding
programs, seminarian records, mailings and other procedural details.

To communicate with the Director of Pastoral Formation and Field Education through regularly
scheduled meetings or other means of communication regarding any area of pastoral
formation.

To be a member of the Catholic Association of Theological Field Educators (CATFE), the
Association of Theological Educators (ATFE) and to participate in the annual conferences.

The Registrar

The Registrar, as the officer chiefly responsible for the academic reports of the School of

Theology, provides the students and administration, as well as other institutions and appropriate
persons, with analysis and interpretations of the academic program. The duties of the registrar are as

follows:
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10.

11.

12.
13.
14.

15.

16.

To assist the Academic Dean in matters relating to admission to the graduate school.
To direct all registration procedures.
To record and maintain permanent records of all registered students.

To present academic reports to students, bishops, religious superiors and others entitled to receive
them.

To check credentials of candidates for degrees and for academic awards.
To issue transcripts of student academic records.

To ensure the security, confidentiality, and integrity of student academic records and university
transcript data in compliance with the seminary policies and all appropriate standards.

To serve as the custodian of student data and records as well as a resource for FERPA-related
issues.

To coordinate the scheduling of classes and examinations and other materials related to the course
offerings. To compile the textbook requisition order each semester.

To assist in the editorial work of the catalog and other academic publications, to work on the
format and arrange for the printing and distribution of such materials.

To handle the logistic preparations for the ceremony of the annual commencement exercises;
arrange for the printing of the invitations and the program itself; to order diplomas and honorary
degrees conferred; and to procure academic apparel for the members of the faculty and Board of
Trustees.

To maintain a library of catalogs of colleges, universities and seminaries.
To prepare academic records for microfilming.

To submit the annual reports required by the accrediting agencies, and to provide statistical
reports to the State Department of Education and other catholic and secular institutions.

Director of the Institutional Effectiveness Committee and a member of the Strategic Steering
Committees, and any other committee closely related to the functions and responsibilities of the
Office of the Registrar.

To process the immigration documents for foreign students and to keep their student visas in
force. To assist foreign students in any other matter related to their status, making sure that all is
in conformity with the immigration laws. The registrar is the designated International Student
Officer and the representative before SEVIS, the entity that monitors foreign students studying in
the United States of America.

The Director of the Library

The Director of the Library is responsible for the administration, supervision and development of

the Notre Dame Seminary Library. The director provides library facilities within the limitations of the
budget, in keeping with the stated purposes of the seminary and the desired intellectual and scholarly
growth of the faculty and students. The duties of the librarian are:

1.

To provide detailed reference and research service to all Notre Dame students, faculty and staff,
using the latest technologies available. Also to serve as a library resource as needed for the wider
community of researchers who have access to the library.
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2. To have financial responsibility for the selection and purchase of books, periodicals and other
library materials recommended by the faculty, library committee or students.

3. To keep administration, faculty and students informed of new acquisitions, and to promote the
general welfare and development of the library through cooperation with the administration and
faculty.

4. To engage and supervise general library personnel and student assistance who serve for the

academic well-being of Notre Dame.

5. To serve as chair of the Library Committee.

The Director of Development and Special Projects

The Director of Development is responsible for coordinating the fund-raising activities of Notre
Dame Seminary in conjunction with the Development Office of the Archdiocese of New Orleans. The
Director of Development and Special Projects also serves under the direction of the Rector, in the
capacity of public relations director for the seminary. The duties of this office are the following:

To develop and publish a regular newsletter and other communications of the seminary.
To coordinate the Annual Fund Drive.

To identify and facilitate grant opportunities for the institution and for the faculty.

1

2

3

4. To identify potential donors for special projects.

5 To track all donations to the seminary and maintain records for appropriate reporting.
6

To develop and maintain a master mailing list for use in public relations and fund-raising efforts.

The Business Manager

The Business Manager is responsible for the control of business activities and the control of the
budget. The duties of the business manager are the following:

1. To keep all financial accounts relating to the proper maintenance and upkeep of the physical
plants.

2. To keep all accounts relating to the expenditures for academic development, academic purchases,
faculty salaries and benefits, student activity funds, loans and others.

3. To collect all tuition and student fees and other related income.

4. To maintain all employee records for budget purposes and payroll tax needs.

5. To serve as an advisor to the President-Rector on financial matters, including the use and

maintenance of the facilities.
To prepare and propose the annual budget and oversee its proper service.
To secure an annual accounting for Notre Dame Seminary and all its operations.

To prepare any reports needed by outside agencies.

© © N o

To handle business transactions with students for cashing checks, buying stamps, etc.
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10.

11.

To provide financial information to the Office of the Registrar for the filing of the annual reports
to the accrediting agencies and state institutions.

To be a member in the Finance Committee for Notre Dame Seminary Strategic Planning and for
the Board of Trustees and any other committee closely related to the duties and responsibilities of
the Business Manager

The Director of Facilities and Student Services

The Director of Facilities and Student Services is responsible for the maintenance of the plant and

all student services. The duties of this office are the following:

1.

10.

11.

12.

13.

To supervise and manage the facilities department consistent with the mission of Notre Dame
Seminary.

To facilitate use of seminary property, by the seminary community and other approved outside
groups, and to oversee all guest arrangements.

To supervise renovation activities.

To serve as guest person for all individuals visiting Notre Dame Seminary.
To maintain and supervise laundry service for Notre Dame Seminary.

To provide for and supervise all food service for Notre Dame Seminary .

To be responsible for cost effectiveness of purchases for the Facilities Department and to
maintain an inventory of all materials as well as to supervise their issuance.

To advise the Rector on personnel matters involving the Facilities Department.

To supervise work-study seminarians.

To coordinate daily work schedule and supervise maintenance staff and engineering services.

To assume responsibility for the supervision of any building repairs or renovations undertaken in
connection with seminary property in consultation with the Archdiocese of New Orleans Building
Office and the Rector, as necessary.

To coordinate daily work schedule and supervise housekeeping services.

To coordinate handling of annual health, dental & eye care insurance coverage for students and
employees.

The Director of Music

The Director of Music is responsible for the liturgical music program of the seminary. As such,

he is directly responsible for the music at all special liturgies of the seminary as well as coordinating the
music at daily liturgies. The duties of the Director of Music are the following:
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To see that the Church’s directives on music in the Sacred Liturgy are faithfully carried out in the
seminary, and that the music used in the liturgy is suitable and fitting for divine worship in the
seminary community.

To see that the students are exposed to the treasures of liturgical music from all periods of the
Church’s history, and to see that the students are also exposed to the more recent works of
composers and liturgical musicians.

To serve as director of music for all special liturgies.

To coordinate the music for daily Eucharist and for Morning and Evening Prayer.
To rehearse the students in the music to be used at all liturgies.

To direct the Schola Cantorum.

To review and approve the music chosen for all liturgical celebrations.

To teach courses in liturgical music.

The Director of Liturgy

The responsibility of the Director of Liturgy is to promote and to facilitate the proper planning,

execution and evaluation of liturgical celebrations within the seminary community. The Director of the
Liturgy works in collaboration with the Director of Spiritual Formation. The duties of the Director of
Liturgy are the following:

1.

To provide a weekly calendar of all Eucharistic celebrations as well as morning and evening
prayers.

To schedule liturgical ministries for all Eucharistic celebrations as well as morning and evening
prayers.

To prepare and coordinate all special liturgical events such as Institution of Readers and
Acolytes, Admission to Candidacy, Alumni Day Eucharist, etc., and to oversee the preparation
for ministries and candidacies.

To be an ex-officio member on the Faith-Life Committee, where the Director of Liturgy proposes
and evaluates liturgical policies.

To collaborate with the Director of Music in overseeing the coordinating music ministries.
To collaborate with the Rector’s office in scheduling guest celebrants for community liturgies.

To plan and direct workshops for seminarians who are to be instituted as Readers and Acolytes.

The Director of M.A. Students

The M.A. Director, in cooperation with the Academic Dean, is charged with the responsibility of

the off-campus students in the M.A. Program. The duties of this office are the following:

1

To act as principal advisor to the Academic Dean in whatever concerns off-campus M.A students
and the M.A. Program.

To work with the registrar’s office in regard to the admission process and registration of the off-
campus M.A. students.
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To meet with off-campus M.A. students during Orientation and at other appropriate times during
the course of the academic year.

To facilitate communication between the off-campus M.A. students and the seminary community
through meetings and a newsletter.

To meet with individual students in the off-campus M.A. Program, advising and assisting them in
planning and implementing their academic program.

To make decisions regarding acceptance of credits, language examinations, requirements for any
concentration students might choose, and comprehensive examinations.

In the case of off-campus students doing the research M.A., to arrange and preside at the thesis
committee meeting when the candidate explains the project for the Master’s thesis.

When the thesis is completed, to arrange and preside at the thesis committee meeting where the
candidate orally defends and explains the completed thesis.

In collaboration with the Academic Dean, to report to the Faculty Council, especially at the end-
of-the semester meeting, on whatever concerns off-campus M.A. students and their program.

To serve as a liaison to the Notre Dame Seminary Society.

The Director of the Pre-Theology Program

The Director of the Program, in cooperation with the Academic Dean, is responsible for

coordinating the pre-theology program and advising pre-theology students. The duties of this office are:

1.

2
3.
4

o

To act as principal advisor to the Academic Dean in all that concerns the pre-theology program.
To plan and coordinate the pre-theology program.
To act as liaison with consortium colleges attended by pre-theology students.

To interview and be available to individual students in pre-theology, advising them of their
academic needs.

To take part in evaluations of pre-theology students, especially in academic matters.
To assist registration as regards pre-theology students.

In collaboration with the Academic Dean, to report to the Faculty Council, especially at the end-
of-the semester meeting, on whatever concerns the pre-theology students or the program in
general.

The Coordinator of Academic Resources

The Coordinator is responsible for coordinating the Academic Resources program which consists

primarily of an English tutor, an accent reduction tutor, a librarian who works with students on various
papers required by their courses. All these tutors are well qualified for their positions. The duties for the
coordinator are:

1.

Provide tutoring through the Academic Resources program to students referred by faculty
members who detect some need for remediation, and through other, less formal, means of
assessing the needs of given student; to students themselves who come to ask for assistance.

Assign students to the appropriate resource person.
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3. Provide assistance for students, as needed, in math, philosophy and theology.

The Ecumenical Representative

The Ecumenical Representative, not strictly an administrative officer, but elected by vote of the
full-time facility, is responsible for matters pertaining to the seminary’s ecumenical relations. The duties
of the representative are the following:

1. To act as principal advisor to the President-Rector in whatever concerns ecumenical relations.

2. To arrange suitable services or functions for the annual Church Unity Octave and to make
provision for a guest speaker.

3. To make arrangements for regular courses in ecumenical theology.

FACULTY POLICIES

Faculty Qualifications and Status

Those individuals contracted for specific professional responsibilities of teaching, instruction or
administrative duties are granted faculty status. Individuals enjoying faculty status with Notre Dame
Seminary are expected to pursue excellence in the preparation and performance of their assigned duties.
Additionally, faculty members are expected to contribute to the life of the seminary through active
participation in the various activities within the life of the seminary.

Notre Dame Seminary understands that the quality of education it offers is directly related to the
guality of the faculty who teach the various courses in the pre-theology and graduate programs. It is for
this reason that NDS is committed to hiring the most qualified professors who possess the following
gualifications: expertise in their respective disciplines, a strong classroom presence, and a commitment to
seminary education.

Full-time and adjunct professors must have an earned doctorate or be pursuing a doctorate in their
field of specialization. Exceptions can be made if a faculty member has demonstrated a gift for teaching
and/or scholarship, or has the experience in a given discipline that merits an appointment.

Notre Dame Seminary hires teaching staff without discrimination with respect to sex, race, or
religion. However, as a Roman Catholic Graduate School of Theology, the particular need it has for a
full-time faculty qualified to train men for the priesthood and help them to accept a life-style expected of
them, requires that at least 50% of the full-time faculty be priests themselves. At the same time, subject to
approval by the Board of Trustees, the seminary is open to the inclusion of other competent men and
women as full-time members of the academic and/or formation staff.

Full-time Faculty

Faculty and administrative staff who are appointed to full-time positions are full-time faculty.
These faculty members and administrators enjoy membership on the Faculty Council with all of the
privileges and responsibilities that that entails. These faculty members are engaged in priestly formation,
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teaching or administration on a full-time basis, and although they might have other obligations outside of
the seminary, these other responsibilities should in no way detract from full-time faculty members
performing their duty at NDS. A normal full-time teaching load is three courses per semester.

Notre Dame Seminary does not employ a system of tenure. A full-time faculty member is,
however, considered to have the rank of full professor if he or she has been offered and has accepted a
three year contract and holds an earned doctorate in his or her field of specialization.

Per-course Faculty

Per-course faculty members are those who serve the seminary in a part-time capacity as lecturer,
instructor, or adjunct professor. Like all faculty members, the per-course faculty members are expected to
pursue excellence in their teaching and whatever duties their contracts outline. Per-course faculty
members enjoy library lending privileges and are invited to participate in faculty seminars and symposia.
Per-course faculty members are encouraged to participate in student evaluations through the submission
of written comments addressed to the President-Rector for those students in their courses who are being
evaluated.

Special-Appointment Faculty

Special-appointment faculty members are invited to Notre Dame Seminary to fill a specific
teaching duty, either as a visiting scholar or to fill an honorary chair in theology. Such appointments
might be full-time or part-time depending on the seminary’s need and the availability of the invited
scholar.  Special-appointment faculty members enjoy library lending privileges and are invited to
participate in faculty seminars and symposia.

Faculty Recruitment

Recruitment of Full-time Faculty
The following procedures are used in recruiting full-time faculty:

1. Advertisements are placed in appropriate journals for needed faculty. The best candidates are
then invited to the seminary to address the resident faculty on a topic appropriate to their field of
competence, interview administration officials and as many faculty as possible, and have the
opportunity to present a lecture to students. The rector, in consultation with the Academic Dean
and the Faculty Council, may decide to hire the best candidate of those interviewed if the
candidate is suitably qualified.

2. The administration contacts a qualified and available scholar. Usually this contact is preceded by
a consultation with the faculty to ensure the quality and suitability of the recruit.

3. Notre Dame Seminary graduates from the archdiocese of New Orleans or other dioceses could be
recommended for higher studies or special training with a view to joining the faculty after the
completion of an advanced degree. This recommendation would come from the administration
and faculty of NDS and would require the approval of the chancellor as well as the approval of
the candidate’s bishop or superior.

Recruitment of Per-course Faculty

The process of recruiting per-course faculty members is more informal, being generally executed
by the Academic Dean with the approval of the President-Rector. The Director of Pastoral Formation and
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Field Education can also recruit for those courses within the purview of his department, but he must get
the approval of the Academic Dean and the President-Rector. Frequently, there is faculty input by way of
recommendation and approval although this is not required. Notre Dame Seminary is committed to
seeking the best available part-time and adjunct faculty in order to maintain an atmosphere of academic
excellence.

Hiring of Faculty Members
Hiring of Full-time Faculty

The President-Rector of Notre Dame Seminary has the final responsibility of the appointment of

faculty. Before a candidate for a full-time faculty position is invited to join the seminary, the following
procedures are observed:

1.
2.
3.

A consultative vote of the Faculty Council.
A deliberative vote of the Contract Review Committee.

Approval of the Chancellor and Board of Trustees.

Hiring of Per-course Faculty

Per-course faculty may be contracted by the Academic Dean with the approval of the President-

Rector. Other department heads and faculty members are consulted as needed with due regard to the
position being filled.

Faculty Evaluation

Full-time Faculty Evaluation

Prior to renewal of contract, full-time faculty members must update their portfolios kept on file in

the Academic Dean’s office. The portfolios should contain the following:

1.

2.

A current Curriculum vitae
A self-assessment of one’s pedagogical effectiveness

Any published work (offprint of full articles, title and table of contents of any books,
monographs, etc.). Any ongoing research can also be included in this section.

A record of involvement in the Formation Program of Notre Dame Seminary — Faculty members
are asked to account for the various ways they are involved in the formation program and to
assess their strengths and weaknesses.

A record of community services outside the seminary (parish assistance, committees, retreat
work, lectures, etc.)

A record of any professional development education or professional seminars attended within the
last twelve months
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Per-course Faculty Evaluations

Since most part-time faculty have considerable, often full-time, commitments outside the
seminary, their evaluations are more informal, principally concerned with their teaching ability; criteria of
their teaching skills are contained in the course evaluation forms and are evaluated by the Academic
Dean.

Curriculum Vitae

All faculty members (full and part-time) must have a current curriculum vitae on record. This
will be included in the faculty portfolio for full-time faculty, as stated above. Full-time faculty members
will be asked for an updated CV at the beginning of every academic year. Per-course and other part-time
faculty members who teach on a recurring basis will be asked for an updated CV at the beginning of the
semester in which they are contracted to teach.

Full-time Faculty Contracts

New full-time faculty members are offered a one year contract. This is subject to renewal
following an evaluation of the Contract Review Committee.

Full-time faculty members who have completed a year of service are offered a one or two-year
contract, depending on the recommendation of the Contract Review Committee.

Full-time faculty members who have completed three years of service are offered a three-year
contract. This offer is contingent upon the recommendation of the Contract Review Committee, an
affirmative vote from the ranking members of the Faculty Council, and approval of the Chancellor.

If the President-Rector, in consultation with other members of the Contract Review Committee,
does not wish to offer a faculty member the contract that he or she would be entitled to according to the
normal schedule for renewal of contracts, but wishes to renew it for only one year, they should discuss
their reasons with the faculty member and make specific suggestions in writing of his or her professional
improvement. The decision not to offer a contract is made by a deliberative vote of the Contract Review
Committee.

Non-renewal of faculty

When reasons arise for non-renewal of a faculty contract, the Contract Review Committee should
discuss the matter in a personal conference with the faculty member concerned. If the non-renewal of the
contract is for professional deficiencies, specific recommendations and suggestions should be made in
writing to the faculty member for his or her improvement. A contract would be renewed if said
recommendations have been addressed by the faculty member in an appropriate manner.

Termination of faculty

When serious reasons arise and it seems in the best interest of the Notre Dame Seminary
community, a deliberative vote of the Contract Review Committee may terminate a faculty member’s
services. The faculty member must be paid in full. If the faculty member is of rank, the other faculty
members of rank must be consulted.

Contract Renewal Date
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Written contracts covering terms and conditions of employment will be issued by the President-
Rector on January 15th for the following school year. Faculty members will return their signed contract
by February 15th or notify the President-Rector of their non-renewal.

Faculty Rights and Responsibilities

Academic Freedom

All faculty members at Notre Dame Seminary enjoy “appropriate academic freedom. This
freedom must be understood in the context of the purpose of the seminary and be balanced by the rights
of the students, the institution, and the concerns of the Church.”*

It is a basic right of any individual to seek the truth and to give expression to it. As the Second
Vatican Council stated, “It is in accordance with their dignity that all men (and women), because they are
persons, that is, beings endowed with reason and free will and therefore bearing personal responsibility,
are both impelled by their nature and bound by a moral obligation to seek the truth, especially religious
truth.”® It is for this reason that each faculty member is entitled to freedom for pursuing research in his
or her respective field.?

Within the limits of orthodox Catholic belief as established by the Magisterium, there exists a
legitimate pluralism of theological positions. Not only will this pluralism be honored in its opinions and
its representatives, but an effort will be made, especially in the employment of professors, to ensure the
students of an understanding and sympathetic appreciation of various authentic theological positions.

Notre Dame is a Catholic seminary and school of theology whose central function is the
preparation of seminarians for the Catholic priesthood. It should be remembered that the seminary is by
its nature a community of persons assisting each other in the pursuit of truth. Catholic belief holds that
Christ and the Church afford sure access to divinely revealed truths. It is to obtain a fuller knowledge and
understanding of these truths contained in the Sacred Scriptures and Tradition, and to deepen convictions
in these truths with a view to proclaiming them to others that seminarians study and that the seminary
faculty does research, teaches, and publishes. This appropriate seminary order requires that in their
functions in this Catholic seminary they nurture and manifest loyalty to the Church and its faith as well as
to Christ. Non-Catholics accepted as members of the administration, faculty or student body are, of
course, not expected to embrace the Catholic Faith. They should manifest the same respect for Catholic
theological positions as they would expect for their own.

Notre Dame Seminary, as a Catholic institution, is responsible to the Archbishop of New Orleans.
In this context, no faculty member is free to promote anything contrary to Catholic faith or morals as
defined or authoritatively taught by the Magisterium.

Finally, members of the administration, faculty, and student body will manifest respect for each
other’s opinions and be ever courteous in discussing them.

Office Hours

! PPF IV, par. 503

2 Dignitatis Humanae

3 Notre Dame Seminary subscribes to the principles of Academic Freedom as presented in the submission to the 30"

Biennial Meeting of the Association of Theological Schools held in Boston, Massachusetts on June 21-23, 1976.
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All full-time faculty members are expected to publish and keep regular office hours. There
should be a minimum of 1 office hour per course taught. For example, a professor who teaches three
courses should be available a minimum of three hours per week to meet with students and address their
guestions and concerns. Any faculty members who, due to extenuating circumstances, seek exceptions to
this policy must get the approval of the Academic Dean.

Part-time faculty need not keep regular office hours but should make arrangements to meet with
students at an agreed place and time as is necessitated by student request.

Due Process and Faculty Grievances

1. In the case where professors feel they have a grievance, owing to a non-renewal of contract, or
not receiving the contract they would ordinarily be entitled to, efforts should first be made to
settle the matter in an informal and amicable manner. If the situation is due to alleged
professional deficiencies, the matter should be discussed in an interview of the professor filing
the grievance with the Contract Review Committee. Specific suggestions for improvement
should be made to the professor in writing. A similar informal procedure will be followed in the
case of resolution of conflicts regarding correctness of theological expression on the part of
faculty members. (Cf. PPF #505)

2. If the above procedure does not settle the matter (i.e. the professor still has a grievance), an ad
hoc Faculty Appeal Committee should be established. This should consist of three faculty
members, at least two of whom are familiar with the given professor’s area of competence. No
member of the Contract Review Committee should serve on this committee.

3. The Appeals Committee will meet with the professor in question to hear and discuss his side of
the matter. They should, as necessary, review his course outlines and notes, assigned readings,
tests, grading policies, student course evaluations, together with the self-evaluation presented to
the Contract Review Committee prior to the interview with the professor in question.

4. The same committee may interview students who might be able to present pertinent testimony in
the case.
5. The final decision of the Appeals Committee will be presented to the Contract Review Committee

by way of recommendation.

6. Additionally, at any stage, the professor retains the right to appeal directly to the ultimate
authority for contracts, i.e. the Chancellor and the Board of Trustees.

Professional Development and Sabbatical Leave

Notre Dame Seminary encourages study and progress in scholarship among the faculty. After
three years of continuous and effective service, a full-time faculty member may apply for a leave of
absence for advanced study, with the endorsement of the Academic Dean and the approval of the
President-Rector.  Sabbatical leaves are granted to afford the faculty the opportunity for professional
growth within their area of expertise.

A sabbatical is to be sought one year in advance by written application to the Academic Dean
which should include: (1) a statement of purpose; (2) the location and duration of the sabbatical; (3) a
plan of study; (4) a declaration of intent to return and teach at Notre Dame Seminary for at least one year
upon returning from the sabbatical. Notre Dame Seminary will pay one-half year’s salary after three
years of service and a full year’s salary after five years of service.
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Full-time faculty members may accept regular employment at another academic (or other)
institution with the approval of the Academic Dean.

Full-time faculty members are encouraged to seek membership in learned societies in their
respective discipline. Faculty members are responsible for maintaining their personal memberships.

Full-time faculty members are encouraged to purchase academic references and attend
professional conferences whenever possible. Full-time faculty members are granted a stipend of $800 for
books and other professional development expenses. In addition to this, full-time faculty members are
granted a travel stipend to cover the expenses of a trip that is directly related to professional development.
Maximum amount covered by the travel stipend is $800 unless special arrangements have been made with
the Academic Dean to cover costs exceeding the allotted limit.

Academic Policies of Interest to the Faculty
Scheduling

The scheduling of classes is to be determined by the registrar with the approval of the Academic
Dean. Faculty members may utilize various classroom procedures and pedagogies (lectures, seminars,
small gatherings, oral exams, etc.) in fulfilling the goals of a given course. The Academic Dean is to be
notified of changes in the schedule.

Faculty Absences

A Faculty member who is unable to meet his or her class must post notice to that effect on the
students’ bulletin board one day in advance and advise the Academic Dean and/or the registrar of their
absence. Any lengthy absence requires approval of the Academic Dean and the President-Rector.

Classes/lectures

1. Faculty members will follow the policies in the matters of curriculum, organization, and
academic freedom. They select their own textbooks and reference books.

2. Visiting lecturers, with or without compensation, may be invited upon consultation with the
Academic Dean. If compensation is needed, the professor should submit the request to the
director of finance at the beginning of the semester.

3. Before the dates set for pre-registration, professors are required to submit to the Academic Dean a
prospectus and bibliography of the courses they are to offer during the coming semester. This
prospectus and bibliography will be available for student inspection. Before the beginning of each
semester professors are required to submit to the registrar a list of the textbooks or a set of
duplicated notes which they expect their students to purchase.

Attendance Policies

Class attendance policies should be studied and applied by all faculty members. Student
attendance rules are as follows:

1. Non-attendance may lead to suspension.
2. An absence is considered a double cut if it occurs on the day before or the first day after a
holiday
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3. Absences totaling one more than double the number of times the class meets per week whether
excused or unexcused, will result in a grade of FA (failure due to absences) which can be waived
only by the Academic Dean.

Examination Schedule

Examinations are to be given as scheduled. Exceptions to the exam schedule should be rare, but a
student who needs to change the time of an exam should seek permission from the professor in question
at least two weeks before the scheduled exam. All student papers and exams should be returned by the
professor to students in a timely manner and with appropriate evaluations and comments.

Grading Scale

The grading scale for all coursework at Notre Dame Seminary is the following:

Grade Quality Points
A 4.00
B+ 3.50
B 3.00
C+ 2.50
C 2.00
D+ 1.50*
D 1.00*
F 0.00
* D+ and D are non-credit grades but still retain their quality point value of 1.50 and 1.00,

respectively. Therefore, any student who fails a course by making less than a C is required to
retake this course or a comparable one either at the seminary or at an institution approved by the
Academic Dean.

I: Incomplete (requirements of a course are not fulfilled); and | becomes an F if work is still
incomplete six weeks after the close of the semester; i.e., date of last exam).

Student Files - Information Release Policies and Security

Release Policy
Federal Law (amendment to Part C of the General Education provisions Act (1974), known as the
Buckley Amendment).

Students of age, i.e. over 18 (and parents of under-age students), have the right to inspect and
review their files, not only academic, but personal, e.g. psychological test, health data, family
background, counselor ratings and observations, verified reports of serious or recurrent behavior patterns
(sec. 438. (a)). Contrariwise, their rights are protected against unauthorized inspection by third parties
(ibid., (b)), other than the following: Other school officials, including teachers within the educational
institution or local educational agency who have legitimate educational interests ((b) (1) (A)). Any other
inspection requires written permission from the student (or parents, if under-age).
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Security of Student Academic Records

Notre Dame Seminary protects the security, confidentiality, and integrity of student academic
records and maintains special security measures to protect and back up data.

Academic records are kept in the Office of the Registrar. All records are found in paper
(hardcopy) format. These records are filed in fire proof file cabinets. Records from 1995 to the
present are also in electronic format.

All electronic records are backed up daily on the hard drive of the computer in the registrar’s
office, and on a separate hard drive linked to this computer. The entire system, including
records, is backed up weekly on the external hard drive.

Only three administrators have access to student records: the Rector, the Academic Dean, and the
Registrar. Other faculty and administrators have access on a need to know basis only.

The Registar’s Office is physically secure. Both doors leading into the office are high security
steel doors with heavy duty dead-bolt locks. Only the Registrar, Academic Dean, Rector, and
Director of Facilities have a key to the office. No personal (custodial, maintenance, etc.) are
allowed in the Registrar’s Office unless accompanied by one of the four administrators listed
above.

Notre Dame Seminary follows procedures for the care of records which are consistent with
standards established by the American Association of Collegiate Registrars and Admissions
Officers.

At Notre Dame Seminary, there are two types of student records. The first type, academic
records, are kept in files in the registrar’s office; the second type, personal records (medical,
psychological, letters of recommendations, self-evaluations, etc.), are kept in the rector’s office.

a. Academic Records - After initial inspection by the Admissions Board, and prior to the
student’s entry in the seminary, the only persons who have access to these records are the
President-Rector, the Academic Dean, the registrar, and, those administrators and/or faculty as
need arises. The student must give written permission for anyone else to review his files.

b. Personal Records - After initial inspection, prior to the student’s acceptance into the
seminary by the Admissions Board, only the rector and those faculty members who comprise the
Admissions Board have access to the student’s personal records. In cases determined by the
rector, members of the Formation Committee may be granted permission to examine the student’s
records for purposes of evaluation. The student must give written permission for anyone else to
review his files.

Upon written request, whether to the rector or the Academic Dean, the student is free to inspect
his files at any time. Moreover, seminarians, when they begin their studies, are asked to sign a
release form (valid for the duration of their stay at Notre Dame) permitting the seminary
administration to send academic transcripts and evaluation reports to their ecclesiastical ordinary
and vocation director in accordance with ecclesiastical law.

29



Note: The Buckley Amendment (438. (b) (1), (C) 7 (D), and (4) (A)A) also makes provision for
inspection of student files, in well-defined circumstances, by certain state and federal officials and
agencies, chiefly in connection with federally-funded programs and student financial aid. This has rarely
occurred at Notre Dame; when it does, a written note is appended to the student file indicating who
sought the information and why (cf. above (4) (A)).

Intellectual Property

Notre Dame Seminary is committed to the education and priestly formation of men from dioceses
in the Gulf South region and abroad. It is also the purpose of the seminary to promote the theological
formation of lay men and women in preparation for service in various ministries within the Roman
Catholic Church.

Therefore, Notre Dame Seminary has established the intellectual property policy described
below. The purpose of such a policy is to protect the rights and interests of Notre Dame Seminary and
those with whom the seminary contracts to create a given piece of intellectual property.

It is to be understood that Notre Dame Seminary claims the exclusive rights to all intellectual
property arising while the author, developer or creator of intellectual property covered under this policy is
an employee at the seminary. Anyone involved in the development of intellectual property has the
obligation to disclose intellectual property as indicated in this policy, assign the rights to the seminary,
and assist the institution in legally protecting the intellectual property. In the event of any income
resulting from the intellectual property, said income will be shared and distributed according to the policy
established by Notre Dame Seminary for this purpose.

Application of the Policy

This policy applies to faculty, staff, students and other persons who make use of the seminary’s
facilities, equipment, or other resources or who receive funds from Notre Dame Seminary in the form of
salary, wages, stipend or other support, but not including student financial aid.

Notre Dame Seminary will waive its rights to intellectual property under the following
circumstances:

e All intellectual property developed without a significant use of the seminary’s resources and
without corporate, federal or other external sponsorship.

o All rights in artistic, literary and scholarly intellectual property, such as scholarly books, articles,
and other publications including electronic forms, works of art, literature and music recordings
owned by the individual despite use of the institution’s resources, as long as such works are
neither created under the direction and control of the seminary, nor developed in the performance
of a sponsored research or other third party agreement.

o All copyright in papers, theses and dissertations written by a student to earn credit in seminary
courses or otherwise to satisfy the degree requirements.

o All copyright of works such as textbooks, articles, papers, and scholarly monographs.

Seminary Ownership of Intellectual Property

Assignment of Rights
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Notre Dame Seminary owns all rights to all copyright materials (including computer programs,
software or multi-media productions) that are works made under copyright law, assigned to the seminary
by contract terms of a grant or sponsored program.

The seminary retains the copyright if a work is made for hire, created under a grant or sponsored
program that grants ownership rights to an institution other than the author; or subject of a contract
modifying ownership rights.

In the event an author, creator or developer chooses to assign the ownership rights to the
seminary, royalty income derived from the work will be shared with the person following the specifics
outlined in this policy.

Disclosure

Persons to whom this policy applies have a duty to report in due time all intellectual property
covered by this policy to the Academic Dean. They must also cooperate fully in proceedings needed to
legally protect the rights of Notre Dame Seminary. All people covered under this policy will confirm in
writing their obligation to comply with the terms of this policy and to disclose any intellectual property in
due time covered under this policy. Failure to confirm these obligations in no way diminishes or
extinguishes the rights of the seminary.

General Administration

This policy is to be administered by the Office of the Academic Dean with the assistance and
advice of the President-Rector and the administrative staff. Notre Dame Seminary has the right to have
internal or external evaluators review the intellectual property and holds the right to transfer ownership of
the intellectual property.

No use of the name of Notre Dame Seminary in the promotion or sale of intellectual property is
permitted without prior written approval of the seminary, whether the seminary has the ownership of
intellectual property or has returned the rights to the author, creator or developer. Requests for this
approval must be submitted to the Academic Dean.

Amendments to the Policy

Notre Dame Seminary reserves the right to amend this policy at any time. Any royalty
distribution due on account of intellectual property matters are regulated by the policy in effect at the time
the seminary enters into contractual arrangements concerning the promotion of the intellectual property.

Walivers

Notre Dame Seminary may grant a waiver of any provision of this policy on a case-by-case basis.
The waivers must be in writing and signed by Academic Dean. The best interest of the seminary will
always be taken into account in the granting of any waiver. Any waiver granted under this article will
apply only to obligations imposed on the creator, author or developer unless otherwise agreed by the
individual.

Royalty Distribution
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Distribution of royalties paid in accordance with this policy represents an employee benefit from
the seminary to the recipient. The person must understand that the receipt of income under this policy is
subject to taxation. It is the responsibility of the recipient to retain the tax applied to such income derived
under the implementation of this policy.

Funds provided by external sponsors to the Seminary to support any project of the seminary are
not royalties and do not constitute income to the institution on which royalty distributions may be
calculated.

When royalty income is received by the Seminary from intellectual property covered under this
policy shall consider the following:

e The income will be used first to reimburse the seminary for direct expenses associated with the
intellectual property.

o After deduction of expenses, any income from intellectual property will be distributed in this

manner:
* 50% to the creator, author developer
* 50% to Notre Dame Seminary

Seminary Personnel

Administration

President-Rector The Very Reverend José I. Lavastida, M.A., STL, STD
Academic Dean Dr. David Liberto, Ph.D.

Director of Human Formation The Reverend Joseph M. Krafft, M.S., M.Div.
Director of Pastoral Formation and

Field Education The Reverend David C. Kelly, MM, Ph.D.
Director of Spiritual Formation The Reverend Joseph M. Krafft, M.S., M.Div.
Director of M.A. Program and Off-Campus

Students Dr. Chris Baglow, Ph.D.

Spiritual Director The Reverend Joseph S. Palermo, J.D., M.Div.
Assistant Director of Pastoral

Field Education Sister Theresa Marie Tran, SCC

Director of Liturgy The Reverend Deogratias Ekisa, , S.T.L.,S.T.D.
Director of Music Mr. Angelo Lupinetti, M.A.
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Director of Facilities and Student Services ~ Mr. Wayne Trosclair

Director of the Library Mr. Thomas Bender 11
Director of Pre-Theology/Philosophy Program

Coordinator of Academic Resources Dr. James Jacobs, Ph.D.
Registrar Cynthia Garrity
Business Manager Ms. Michelle W. Klein
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Faculty

Dr. Chris Baglow, Ph.D. (Duguesne University, PA) — Systematic Theology

Sister Janet Bodin, M.S.C., M.A., Ph.D. (Duquesne University, PA) — Philosophy

Dr. Mark Barker, M.A. (Université Paris | [Sorbonne], Paris, France); Ph.D. (University of St. Thomas,
TX) - Philosophy

Mr. Thomas Bender, M.L.S. - Librarian

Dr. Basil Davis, MSC (Madras Christian College, India); M.A., Ph.D. (University of Notre Dame, IN) —
Sacred Scripture

Reverend Deogratias Ekisa, M.Div. (Notre Dame Seminary); STD candidate (St. Anselm, Rome) —
Systematic Theology

Dr. James M. Jacobs, M.A. (Franciscan School of Theology, CA); Ph.D. (Fordham University, NY) —
Philosophy

Reverend David Kelly, MM, Ph.D. (Katholieke Universiteit te Leuven, Belgium) — Moral/Systematic
Theology

Reverend Joseph Krafft, M.A.O.M. (University of Phoenix, Phoenix); M.Div. (Notre Dame Seminary)
- Human Formation

Reverend José I. Lavastida, M.A. (Notre Dame Seminary, LA); STL, STD (Accademia Alfonsiana,
Rome) — Moral Theology

Dr. David Liberto, M.A. (Reformed Theological Seminary, MS); Ph.D. (Marqguette University, WI) —
Systematic Theology

Mr. Angelo Lupinetti, PhB (Katholieke Universiteit te Leuven, Belgium); M.A. in Theological Studies
(Notre Dame Seminary - Sacred Scripture/Music

Reverend Donald J. Martin, S.J., M.A., Ph.D. (University of Notre Dame, IN) — Liturgy and Systematic
Theology

Reverend Vien T. Nguyen, M.Div. (Notre Dame Seminary, LA); J.C.L. (The Catholic University of
America, DC) — Canon Law

Reverend Joseph Palermo, M.Div. (Notre Dame Seminary); J.D. (Louisiana State University) —
Spiritual Formation

Dr. Brant J. Pitre, MTS (Vanderbilt University, TN); Ph.D. (University of Notre Dame, IN) — Sacred
Scripture

Reverend Mark Raphael, Ph.D. Candidate (Catholic University of America, Washington, D.C.), M.Div.
(Notre Dame Seminary, New Orleans, LA) — Historical Theology

Mr. Kevin J. Redmann, B.A. (Millsaps College, MS) — Latin, Greek and Hebrew

Sister Theresa Marie Tran, S.C.C., M.A. (Loyola University, Chicago, IL) — Pastoral Field Education

Counseling Staff:
Br. Steven Synan

Staff

Executive Assistant to the President-Rector Mrs. Lora Bordelon
Secretary to Alumni Affairs

Director of Facilities and Student Services Mr. Wayne Trosclair
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IT Technician Mr. Joseph Trung

Secretary to the Director of Pastoral Field Education Mrs. Sharon Mason
Secretary to the Director of Spiritual Formation
Secretary to Full-Time Faculty

Receptionist Mrs. Danielle Sharai

Chefs Mrs. Geraldine Johnson
Mrs. Lillian Malone
Mrs. Pamela Mitchell

Housekeeping Mrs. Martha Lépez
Engineer Mr. Tim Gehrkin
Maintenance Mr. Frank Cavalier

Mr. Carlton Coleman

Landscaping Mr. Andrew Giroir
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