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CHAPTER 1 -

i " GENERAL INFORMATION

+ INTRODUCTION : : -

‘Thig Handbook on Faculgy Gowvernmance and Responsibilities is one of seQeral
related reference documents which are published annually and dsed from time
.to time by members of the faculty., The material in the Handbook is, in most
instancés, exttacted directly from the College's Policies and Procedures‘ .
Manual (P & P Manual). Except for Chapter I, herein, paragraph and'chaptef '
numbers used corresyond to those in the P & P Mafual, complete up-dated
cop1es of which are available in the libraries, the offices of the campus ‘
deans, and most of those, offices of the adm1n1strat1ve staff and supervising
faculty.- e ) . ‘ -

[ / . . . . * »
'The college catalog summarizes the history and obJectrves of the College»as
well as the total offerings and their costs. A copy of the catalog, published
each year in .the early part of March, is also made available to each member
of the faculty. "

The content of thls mahual is that Wthh was recommended in a memorandum to

_the President from the’ chalrman of the colﬂege Faculty Senate., Recogméndations -

<

" for change should be submitted to the Faculty sSknate. B KA

GENERAL oL : ' E
s o N
The material which follows -in this chapter includes a Very limited amount of
information of a personal or professional nature which will provide answers .
to questions that frequently arise and for Wthh guidance is not prov1ded
\selsewhere. 4

. )

1.10~ ABRIDGED DICTIONARY OF TITLES . ’ ' o

~

.

~

The Administrative Vice'President assists-the President with administrative
matters that require review or coordination. He also supervises the directors
of the following offices: Data Systems, College Fac111t1es, Public Informa-
tion, Procurement Affirmative Action, Budgeting, Finance, and Personnel. The
central file of records for all professional personne1 1s malntainedrby the
Administrative V1ce President. _ * . :

.
oy

The Agademig;yigg_zxeaidgnn assists the President wi}h.academic mattérs that

require review or coordination. He also supervises the following: Dean of {

”

Education, campus deans, and the Dean of' Community Services. -

o)
The campus deans are responsible for the administration of the total campus
program. (instruction, staff services, and business operations). The campus
file of records for all faculty is.maintained by ,the campus deam.
v .

The Dean of the Faculty is the chief adviser to the President"on facylty

matters. He serves for three years and is ible for renomination by the
faculty and for reappolntment by the Board of Tristees. ’

S :
. .
A . - » I

+

L}
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- 1.10- Cs : . ’ o .
) The Academic Dean, with the aid of the assistant academic deang, has line

responsibility and authority for the instruction on the Rockvillé Campus;
department chairmen report to him, and he reports to the Rockville Campus
Dean, On.the Takoma Park Campus, division chairmen have xhe same line

\ position. . . - ’.
- . - N AN N
- 1.15  EMERGENCY CLOSING OF THE COLLEGE ' 3 ‘o ¢
. ' a., GCeneral’ MR . ) o ! e T

- ¢

(1) Because of hurriganes, heavy sgows, adverse road canditions,
temporary failure of utilities, or other reasons, it may become
. necessary temporarily to suspeénd normal functioning of some or Lo
LR all operations of the Collége. In 311 cases, a separate judgment - -
wil} be made for each campus or of f-campus cent®r at which courses- ’
are offered-since it may not be necessary to suspend classes at
all locations. Announcements ‘over local radio and TV-stations,
‘ particuIarly WMAL, WTOP and WINX, wil? mention the status of 7
. individual campﬁses. However, since this is an emergéncy closing
v o ‘if procedure, announcements' will only pertain to the suspension.of
: c%assee for a given day. It will be presumed that, unless further
Y announcemént of continued closipg is mhde, classes will resume
LS i on schedule: the following day.’. .

(2) Individuals should obtain their information from listening to.
. radio and TV stations rather than from the college switchboards
\\\ in order that the operators may be left free for other business.
Similarly, radio and TV stations desire that individials not :
call them. , k

. (3) Radio and TV,stations“will be utilized exclusively for the
’ purpose of amnouncing information pertaining to classes; such -

information will not pertain to the administrative offices pf PR
. the’ College Eveh if a radio or television announcement is
. made that Montgomery College is closed, that anfoupcement will . '

N : be considered ta mean only that attendance is not required by
) faculty and students. When an announcement is made, administrative

.. ’ ‘ . supervigsors will be responsible for notifying individuals who
“~—&/}" report directly to them whether or not they are to report to work .

e

T (4) Collegé‘personnel should not copfuse any announcement of closing
3 C the county ‘public school system as one which also.pertains to the -
College. Since coltege students and members of the faculty provide
[ their own transportation, it is often not necessary to suspend * .
5 classes at the College when the public schools are closed. Unless
"Jj classes are suspended by offidi ai\actiOn all faculty and studénts
are expected to be present, . :

\ (5) On days when other organizations or entities have placed annourice-
ments with radio and TV stations that they are shutting opErations
down, because of emergency conditions in their respective areas,

. : and the decision hag been made that Montgomery College will be

open, radio and TV stations will also ‘be asked to announce that.

the College is“open. .

b. Responsibility ] Ty ..

(1) Campus ‘deans should maintain ctose liaison with their respective
business managers in order to obtain current information as to

-
<
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‘whether the weather or other conditions warrant the shutting down of some - °
or all operationsf In.the event that closing is related to- heavy snow, the
campus dean should_asgertain'the length of time which will be required for

stiow removal. Thé_Eﬁécutive Assistant to the President,’ upon recommendation
from the campus deans and,'as‘approﬁiiate, in suh§equent,consulfation with

the_ Academic ViéeJPresident and the President of the College, will decide .
when, for emergency teasons, which operation is to be suspended. .

“(2) Community Services caqutses on éQﬁpus_shall be governed by the decisions of
“the campus on which they are located. Recommendafioms to the Executive E
As§i§tant to ‘the President for cancellation'pf all of f~campus course b
_offerings of a credit p¥ a,non-credit .nature shall be the responsibility
of the Dean of Communhity Services or a specific staff member designated .

*with responsibility-for a, particular location. The Dean of Community -

. a¢ ' Services should maintain close liaison with responsible officials at various

lecations at which courses are being¥offered in order to obtain irforpation
so that .recommendations can be made Yo the Executive Assistant to the \ \\:Q>
President regarding the suspension of classes at any location.

.t

* (1) When'a decision has been made for an emergency closiég of any operation at
, any campus or lbcation at which courses are offered by the College, or when’
"approbrjate, that the College will be open, the Executive Assistant to the -
Pre§ident will so inform the President and the Director of Internal , X {

LA
ﬁanggement.ﬂ" . "1
A

. « ¢ .
(2) Theliirector of Internal Management will:

.

[
(a) Duying noymal college hours (8:00 a.m. to 5:00 p.m.) when it is desired
efcher to dismiss daytime classes or to suspend ‘evening classes, or both,
or to close other operations as designated by, the Executive Assistant to f.
the President, notify, in order, the campus deans, the Academic Vice
. President, Administrative Vice President and the Dean of the Faculty.
Individualg)so.qotified will assure that all those under their supervision,
not notified by the Director of Internal’ Management, are informed. if
appropriatey the Director will inform the—m&ss—medzz for the benefit .of
those students who might otherwise proceed to the liege campuses for the
purpose of attending late afternoon or evening classes. AnnouncementS per-
taining to evening classes, credit or non-tredit, at any location, will be
made over local radio and TV stations ,between 4:30 p.m. and*6:00 p.m., or

earlier, if possible. -
L4

* (b) Notify the Academic Vice President®, Administrative Vice President, and

. the Dean of the Faculty and mass media if a decision is rendered prior to
7:00 a.m. to suspend any business at any or all locations of ‘the.Bollege fbr
that day, including Saturdays and Sundays. Announcements will be made on -
local Yadio and TV stations between 6:00 a.m. and 8:00 a.m. Every effort,
will be made to expedite decisions so that all can be informed as soon &s
possible. )

(¢) Inform mgdia that Montgomery College is open, when appropriate.

(3) When campus deans are notified by the Academic Vice President in connection
with the provisions of 1.1 a (3) above, they should inform their respective
switchboard operators. However, it is' expected that individuals associated . &
with the College will normally rely on information provided by their .
jomediate supervisors or by the mass media,®as appropriate, rather than' the
switc¢hboards. in order that the operators may be left free to conduct other

L4

business. \ . . . ‘//// R
f.1

*Priér to the appointment of the Academic Vice Ppesident; the Director of.Internal
Management will notify the campus deans, the Dean of Com:unity Services, and the
Dean of Education. 1 1 . ‘
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1.30

1.35

N : i ) ,
\ . .

\4) Whenever a decision is made to cancél or delay classes, each major

N administrator is resgonsib}e for advising the administrative head
+of each unit that repgrts to him of the status of that unit, If
classes have been cancelled or delayed, it is necessary that each
employee be advised by his immediate supervisor as to the effect.
on his operation, whether such operations- are to be normal, *
delayed, or cancelled. To avoid unnecessary tie-up of telephone
lines, employees should bé cautiomed to avoid callfﬁﬁ immediate

g .supervisors for information. P

(5) The Director of Internﬁl Management will obtain from the mass meéia
. the—code numbers to be called to request an anmouncement pertaining
to the emergency‘g}osing of college classes. :

These numbers will also’'be madg available to the President, Academic
Vice Pxesident and the Executive Assistant to the President.

(6) If condifions warrant .closing all operations at a campus, empIG}ees
\ of the affected campus are excused from théir duties without taking
leave with';he exception‘of the following who are expected to be on -
duty: ¢
\ ’
(b) Maintenancd, security, and custodial services personnel, as
designated;by the appropriate adminigftator.

(a) dampus,swithcboard‘operators

(7) 1€ the Rockville Campus administrative offices are closed,.central
~ agministrative bffices are also closed. . '

P

» b

EXAMINATIONS . A v

v

\ - .
. A} ']
a. Regular examinations &v;ing a course may be scheduled by instructors at

their convenience. \
* . 1)

V: Final examinations are, scheduled by the administration and, if given,
are administered by each instructor during the set time.

#INANCES FOR INTER-CAMPUS TRAVEL - See paragraph 3.53 end’7.10.

NOTARY PUBLIC ‘ . ' N

The -ashier on each campus is an official notary public of the College.

. ’ K
SMOKING

Smoking is permitted only in corridors, offices, cafeterias, lounges, rest
rooms, and halls with exception of the library where no smoking is permitted
except in the faculty lounge at Tekoma Park. .Smoking is not permitted in
classroom situations at any time by anyone. . -

‘ ]

STUDENT HEALTH AND SAFETY REPORTS
FOLICY (Board of Trustees, April 20, 1971)

Any time a student body calls to the attention of an administrator or
faculty member of this College & problem concerning the health or safety
of the studerft body, & report shall be made to the Board at the earliest
poggible time, . .

.43
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1.

T ROCEDURFS (Approved by tHe College President, June 26, 1971)
. ol

Iu crder to expedite trdnsmittal of student health and safety reports to .

the bouard cf Trustees, any employee of the College who becomes cognizaht .

of any matter which could be detrimental to the general health of the T

student body or injurious to any individual student or group of students,

1.555

w1ll be gulded by the following procedures:
a.. The faculty member, administrator, or supporting services member will, .
irlmediately upon becoming cognizant of a stﬂﬁent health or safety
matter as outlined above, provide an oral report of his knowledge to
the appropriate business or facilivies office on his canipus. ™
L 1n ocoordination with tht campus associate dean of students, the campus
‘orusiness or facilities administrator will conduct such” immediate
investipation as he believes is appropriate and wiii\then present orally
t Lhé/campus dearn his'recommendations.for any required remedial action,

/
S

|

<. . the situation is serious or urgent, the campus dean concerned w111
immediately notify the College President in, person, or by telephone,
cof the facts, of any action which he has taken or will take, 'and of .
such assistance as muy be required by the campus to resolve the matter.
The .campus dean will, within 2L hours, submit’ a %ritten summary report
(memorandum) to the President with copies to:
o [N . ’ ’

(1) The person making the initial oral report ¢ ‘
(?) \The business office on the campus ' v
(3)/ Associate Dean of Students '

S

) Director cof Finance
bl

(S) Administrative Vice President

-

{(6) Dean of Student Affairs ;
The summary should, if possible, be confined*to one. page, prezent
the salient facts, define the action tsken, and note the results.

- 'If additional action. is required by the President or Board of Trusiees, P
sucln should be indicated. At the discretion of the campus dean, or at
‘the, direction of the President, the surmary report may be fo;lowea up
.at a later date by a more comprehensive report.

. -

d. If the element ‘of urgency is not present, within three worklng days
the campus dean will submit a written summary report as outlined 1rl2
subparagraph ¢ above. Subsequently, a comprehensive report may be -
submitted at the discretion of the campus' desn.

e. Upon receipt'of a student health and safety summary report from the campus’
dean, the Gollege President will ¢ake such immediate action as may ba
required and will ‘have prepared an appropridte, timely memorandum to the’
Board of Trustees. This report to the Board will be delivered at the. .
earliest pdssible time and will not await formal presentation-of written

material in connection with Board agendas.’ <

’ . .
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P 57 comAcrs ' .

‘a
o
¢

. contracts, refev to paragraph 7.15 of the College’Policies and Procedures ’

r’
The College is a’ party to numerous contracts. Because of the complexity
of the many types of contracts and the rhr-reaching implications to the .’
College, each contract ‘must be scrutinized for legal eufficiency, and
completeness in all other aspects, when it is coordinated internally. Oral
Yeantracts aseuming any liability are to be avoided. For details regarding

Manual.

.
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s aathority o institutional .governance.

~
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CONSTITUTION OF THE MONTGOMERY COLLEGE FACULTY* ’
INTRODUCTION . ‘ o T S
a. Success in developing and implementing proérams of the College

Tequires joint effogts of trustees, President, Administrative

Staff, faculty and students. Constructive interaction of these

groups can result only from, each knowing and respecting the

roles of the others in making colliae policy. .
b. This Cénstitution embodies an organization, ‘ﬂ}oven‘éffedtivg ' o

in modern inStitutional .management, which operates on the

principle of shared authority distributed according to the

ascribed role. of each of the above-named groups .. N

s v,

G These regulations define primarily the responsibilities of —
' the faculty im the governance of the College. They also

state, in part, the roles of other elements in the govern-

ment of the College as those functionsd have a bearing on

acadenmic matters~and'facql;y status. PN
d. This section takes precedence over any cdnflicfing state-

ments' or regulations, and may be changed only as prescribed, . (

in. 2.656c¢. : :
GENERAL'ROLE OF THEBOARD OF TRUSTEES - ‘
The Beard of Trustees hereinafter referréd to as the Board, is ’
the final authority in matters effecting the College under the
laws of Maryland. In addition to its duties specified by law,
the Board helps relate the College to the community; defines
over-all college policies; deterdines, with the faculty and .
administration, long-range. plans of the College; and is con- -
cermed with over-all pergonnel. policies and. with the roles of
the various groups in the College o } o LT

. , . - & ‘ . . .

GENERAL ROLE OF THE PRESIDENT " o <

in accordance with the Juthority the Board has delegated to him

as the chief executiv offiecer of the College. Subject to Board

guidance and réview, he provides leadership to achieve the goals »
referved to above. He,suggests ways and means to improve academic

matters and facully status, He practices the principle of shared

1t is the understandizihok the faculty that the President’ aéts .

N ’
M 3

*This sectidn, "which includes all paragraphs from 2 65 to 2.78 inclusive,

is based on' the "Statement of Government of Colleges and Universities,"
American Asgociation of Univegsity Professors, American Council on Education,
and the Assbciation Governing Boards of Universities and Colleges, 1966. By
resolution No. 255-67, May-1l, 1967, the Board of Trustees adopted this )

statement

as a general guideline for the'-College, where appropriate to the

purposes ot a community cbllege. (See also paragraph 2.10.) _ n

Modification 115, May 24, 1974 ‘ t
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2.654

2.654 GENERAL xogp O THE FACULLY =

a.. In this govefnancc document "raculty' refers to full- time faculty mem-
bers, unless othcrwise stated.

.
* °

-

b. A full-time faculty member devotes more than 50 percent of his time to
instracting, counseling, or, academically related services to students
(This definition includes only teachers, counselors, librarians

and learning resources professional personnel. Any professional em-
ployee who is not covered‘&n this may appeal to the Faculty Senate for
a determination of his status. (Approved by the President, &/29/74.)

c. - [hese. members retain their faculty ayatua when ‘elected to or selected
: for a non-teaching, but academically-related position for a specified . ‘
period. ‘ . l
d. Under appropr1ate policies of the Board, the faculty is primarily
responsible .for academic matters and for faculty status. Academic -~
matters include curriculum, subject matter, and instrdction, research, |
. academijc regulations standgtds, courses, "and programs, and aspects of |
- student 1life interrelated with the educational process. Matters of _ N
- facukfy status include appointmerit, reappointment, promotjion, faculty
performance-a ptafsal, tenuxe, and dismissal,
e Det minations in these matters referred to in item d above, shall
. t be by appropriate¥faculty action through established procedures,
.. reVLeWed by the chief academic offf\etAN(the President and the campus
deans), with the concurrence of the Board where appropriate. Adverse
'rulrngs of the Board, or President, ‘or campus deans, on faculty deci- '_ .|
-sions, primarily the responsibility of the fatulty, shall be detailed’
N in writing to the faculty. It is desirable that the faculty should,
foliuwing such communleation, have opportunity for further corsideration
and further transmittzl .of its view to the President or the Board, \

f. The faculty shall actively participato in the determination of policies Yo
and procedures’ gpverning salary increases. ¢ -

-

: =

g. The faculty recommends the requirements for degrees and certificates., *

» It recommends that the pzesident and the Board grant those evidences <t
of academic achievement when the faculty finds that the student has
met those requirements. . y
2.655 GENERAL ROLE OF THE STUDENTS ‘ . SRR
" The faculty holds that students should patticipate in formulating those
. college policies that concern them directly, and for which they have the
aqpropriate substantive competence, experience, and diseipline, P

2.656 BASIC STRUCTURE
a. The basic structure of the faculty organization assumes that the

College is’'a 'single, multi-campus imstitution,
e , {

b. The structure, developed by the faculty,'in consultation with the'
President, was approved by the Beard on November 173 1969, N

)
Modification 11§, May 24, 1974 .

‘ 13




~v

L .

» .& . \ - " -
. e \ ' . 2:66

’ . !

c. Recommendations for changing the structure shall be submitted to the
Senate for its consideratiébn and actibn, namely, review, comment, and
submittal to the faculty. The views ®™f the administrative gtaff shall
be solicited by the Senate and made available to the faculty. If a <
majority of those faculty members presEnt vote .favorably upon the
recommendations, the latter shall be sént to the President suggesting
Presidential approval. (Approwved by t?e President, April 29, 1974)

¢ . ~

2.66 THE FACULTY SENATE ) \ .

*

2.661 GENERAL- . ’

The Faculty Senate 6fficia11y represents the entire faculty in formulating
policrv fof the College. It considers academic processes or ‘faculty status
matters referred to it by the Board, administrationm, faculty members,

‘student senates or -appointees of the latter. . ¢
2.662 FUNCTIONS o~ \ ' .
a. Reviews continually the governance of the College. J .

b. Acts for the ent1re faculty, except that fhe following matters shall
be referred for devisionvto the’ college-wide fagulty:. "

(1) Academic Refulatidng ! S, N
(2) Faculty ten issel reguiations
(3) Faculty performance =y-rai§al or evaluation * .
. (4) Faculty compensation ) ! b ™ :
" (5) Structyral changes tp ~vernance regulations - Sty .

(6) Matters the Faculty Segate considers should be referred to
. the collegg-wide faculty. ,

¢. Appaints and assigns tasks to standing, all-college comimittees, and to
needed_and ad hoc faculty committees. The Faculty Senate shall keep the . "
President and the faculty informed of its appointments to committees
. d. Develops the college academic calendar in ceordination with the Student
‘ Senates, representatives of the Staff, and appropriate members of the
: adminiétration. The recommendations of the Senate are. transmitted to
the President for approval and further development of the administrative _-
phages of the overall college calendar.\(Approvedxby the President, 4/29/74)

e. Calls faculty meetings when: ¢
(1) It considers they are necessary; or ‘ )

(2) Ten percent of the faculty members submit a petition to the Senate
requesting a faculty meeting. The petition ‘should specify the
reassn for calling the meeting.

~ \ f. Requests in’ Writing a meeting with the’Board whenever a majority of the
. Faculty Senate considers the meeting warranted.

g. For all meetings it calls, determines content and priority ofv¥items of'
ageinda for eac}z meeting. ' ]

Modification 115, May 24, 1974




2.663 '
~ . , /

h Appofnts annually,/from the faculty,.a parliamentarian for all colleg’e/f .
' wide faculty meetings.

D

i. The Chairman of the ginate shall serve as the official representative of
the faculty at all Board meetings. -He shall speak for the faculty or
Senate when instructed to do so by these bodies and shall participate in’
Board discussions when he corsiders it negessary to bring to the Board's
_attention the faculty point of view. -

j. Determinations of the Faculty Senate and/or of the full faculty. requiring
the approval of the President, or of the President and Board -of Trustees,
are coordinated by the,Chairman ©f the Faculty Senate, and submitted to
the President, or via the President to the Board of Trustees for his or
their review and approval. (Approveg by the President, April 29, 1974)

I3

2.663 COMPOSITION, LENGTH OF SERVICE, VOTING, MEETINGS AND AGENDA

a. The Faculty Senate, a faculty body shall consist Jf 11 faculty members;
in addition, the President and the campus .deans shail gerve as non-voting
ex-officio members. Also, the Dean of ‘the’ Faculty ahd a student from each

campus, chosen’ by their resﬁﬁctive student senates, %fy serve as non-voting
participatoty members. \

b. Members of the Faculty Senate shall serve for two years in accordance with
the established system of rotation unless they resign or are otherwise
unable to complete the normal term of office. The term of office shall
commence immediately after the last regular full-time faculty meeting of
the spring semester has been concluided. No person may serve consecutive
.terms. ’

-

IR
c¢. The Faculty Senate shall meet in accordancé with dates or days determined
by its membership at the first meeting following their election each year
or at the call of its chairman. ,
d. All meLtinés of the Facultw Senate, except execytive meetings, are open
meetings., Members of tneﬁadministration and of the student body who wish
to be infoﬂ‘gd more fﬁily regarding faculty matters and persons who wish
to express gbeir .views on various matters under.consideration by the
Faculty Senate are especially urged to attend the Faculty Senate meetings.

e, Members of the Faculty Senate shall not be members of a campus assembly,
.or of any permanent standing committees. - .

[}

f. Membersgpf the Faculty Senate, except the Chairman, shall teach one~-fifth
to one-fourth less than their usual teaching loads; the Cheirman shall be
relieved of one-half to three-foutths of his teaching responsibilities.
(See also paragraph 3.24b.)

'

1
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2.664

L)

2.665

PROCEDURES FOR THE ELECTION OF SENATE MEMBERSHIP - -

a,

h.

OFFPICERS OF THE FACULTY SENATE . .

a.

[}
4

Elections to the Paculty Senate shall be held six weeks prior ‘

to the last day of classes in the spring semester. * Only full- 'jq‘
,time faculty members may vote, -

The Chairman of the reapectiVe caapus assembly shall provide’ a ballot
bearing the names by departments of all faculty members who are
completing at least two years of service with the College. The ballot :
shall be distributed to all full-time faculty members approximately

one week before the election. !

At the campus faculty meEting for the purpose of electing ueqators,

each full-time faculty member shall mark his ballot for & total of

five nominees (six at Rockville); each nominee must be from a

different department. (' ‘ . :

From the five faculty members ¢(six at Rockville) receiving the
greatest number of nominating votes (no two nominees may be from the
same department),. the campus facultieu shall elect senators to fill ,
the vacancies.

’ \
To be elected, a nominee must receive a majority of the votes
cast. If there is not a majority vote for one or more of the nominees
on the second -ballot, the nominee receiving the least number of votes
shall be eliminated, Voting shall continue in this manner until the
vacancies are filled.’ .

If a.full-time faculty member is unable to be present at a faculty .
meeting in which an<election is being held, he may name a proxy to
cast his vote. In a signed memorandum to the faculty member presid-
ing at the meeting, the absent faculty member shall designate the
person who is to serve as his proxy.

, i
In the évent-that an-elected representative is udable to serve
because of sickness, extended leave, or for other reasons, a
faculty member shall be elected from the appropriate campus by \\\\\~
the campus assembly. The member elected in this way must be from
a department not then represented on the Senate. -“'
A faculty member not deuiring to serve on the Faculty Senate shall.
be so privileged

The Faculty Senate shall be headed by the Chairman and in his >
absence by the Vice-Chairman. Both the Chairman and the Vice-
Chairman shall be full-time faculty members. The Vice-Chairman
shall ‘be from a campus other than the campus from which the
Chairman 18 elected. .

The Chairman and the Vice-Chairman shall be elected by the College
Faculty Senate on separate ballots, the Chairman being elected
‘first. To be elected, ‘one must rective & majority vote of all
members present and voting. The newly-elected Chairman shall

~assume bffice immediately and shall preside over the election® /-
of the Vice-Chairman.

. ¥

Modif{cation 94, July 25, 1972 _ ;
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. : N
c. Elections for the Chairman and Vice-Chairman shall be by secref
ballot.
d.” If there is no majority vote for Chairman (or Vice-Chairman) after
. two ballots, the voting :shiall be between the two members who re-
ceived the largest number of votes on the second ballot.

2.67  PACULTY MEETINGS « S :

2.671  GENERAL .
. : ~_/

Faculty meetings (of the all- college\full ~-time faculty) are considered an
integral part of the organization of the College. 1Im supportiof this con-
cept there shall be a minimum of three (3) all-college faculty meetings a
year, in September, in between semesters, and in June. The Chairman -
of the College Faculty Senate presides over all matters of faculty

*  business. The Senate shall work out the hgendn and time and place of the
meeting and shall notify the entire faculty in ample time.
2.672, AUTHORITY TO CONVENE ~§3
- : ’ - :
R The Senate or the President may call meetings of the all-ccllege faculty.
In addition, a minimum of 10 pércent of faculty petitioners may request
an all-college faculty meeting. . | .
2.673  PROCEDURES r

Scandard parliamentary procedures shall be followed at ‘all faculty
. meetings.Robert's Rules of Order shall govern the meetings unless
~ changed by a majority faculty vote: . ).

2,68 ALL-COLLEGE -COMMITTEES .

2.681 GENERAL

To provide a proper framework for faculty participation in the effj-
cient functioning of the College, committees are established to assist
the Faculty Senate in its role in the governance of the .College.

2,682 PERMANENT ALL-COLLEGE COMMITTEES . .

Appointments to the following all-colfege committees are made in accor-
dance with the provisions of paragraph 2.69. The functions of these
committees shall .be reviewed annually and revised accordingly.

Modification 94, July 25, 1972
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P 2.683

A

4. Sendle Exceculive Commitlee ’ L
b. Subcommtt tee on Contracts, Rank, and 'l'unur(-’
‘ ¢. Subcommittec ron Commiltees, - ’ ///’ﬁif )
. . -
d. Curriculum Committee . )

¢. Academic Regulations Committee
f£. Calendar Committee

', g. Committee on the Professional Status of the Paculty s

h. Academic ‘Occasions Committee \

y
2.683  AD HOC COMMITTEES®

. I ‘ .
_a., Whenever the Senate feels that it is necesisgyfff:’shall appoint an .

ad hoc commit<éee and give that committee a’specific charge and
approximate date for making its report to the Senate.

“
0

b. The Faculty Senate shall establish a separate ad hoc committee for
each separate grievance brought to its attention. Such committees
shall be composed solely of full-time tenured faculty members.

. . .

2,684 DUTIES INCUMBENT ON ALL COMMITTEES - . .

a. Meet at jegularly scheduled and publicized times so that inter-

ested memBers of the college community may attend. The time, date,,

and place of these meetings shall be brought to the attention of
all interested persons by inserting approprLaLe notices in the
College's weekly bu11et1n.

N
. b. Insure that meetings, exeept those in executive sessions, are

open meetings,

.

¢. Follow normal pdrliamentary prbcedure at all meetings unless the
committee tmembers agree otherwise. <

d. Keep mlnutes except that the ad hoc committees appoghted to hear
grievances shall not keep, minutes on matters of personal grievance
unless so requested by the person submitting the grievance. This .
exception is due to the nature of the function performed by this
ad hoc committee, With the exception of the Chairman, the right
of a member to vote on a committee carries with it the obligation
to take the minutes of meetings. '

e. sttrlbute approved copies of all minutes as directed by the
' Senate, . X
. ¢ e .
£, Maintain liaison, in the course of its deliberations during the
académic year, with the appropriate administrators and student
bodies in ofder to insure adequate communication between the
administration and the faculty.

Modification 115, May 24, 1974
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2.685 COMMITTEE REPORTS .
" . /
: a, A written repoert of the activities of all- -college standing committees™
« shall be presentéd by the chairnm.n thCFLOé in person toward the end .
\ X . of the spring semester to “he Ccllege Faculty Sengte together with
recommendations for continuing work. . The chairman of the College
Faculty Senate shall extend 1nv1tat10ns for personal presentation

of the reports in cases where the College F culty Senate wishes to

, discuss a report with a parttcular chairma ), ( .
. . 4 :
. : . b
. 'Other committee and subcommittee reports will be submitted as . .
dxfected by the Senate. ' . , - : .
2.69 COMPOSITION AND DUTIES OF ALL-COLLEGE COMMITTEES § e,
‘ o : o *

. a. AIl full-time faculty members are eligible for appointment to )

standing and ad Hoc committees. - * %i .

4

| b. Members of the administration are appointed to these committees by
the President as specified in paragraph 2.70 and serve as fully
participating non-voting committee members except.as otherwise stated.
' 2
¢. Officially elected or appointed students serve as members of com-
mittees as specified in paragraph 2.70. . -

&

d. Chairmen of standiné all-college committees shall be full-time
faculty members elected by the members of the committees. The-
Chairmen of the Curriculum Committee, Academic gegdlation Comittee,
and Committee® on Professional Statuvs shall teach one-fifth to
one-fourth 1{:3 their usual teaching load. .

‘ e. Retiring chailmen of standing committees shall call and chair the
| . organizational meeting of the committees. ' *
f. Membership on all standing all~-college committees sha11 be

. established bafore the end of the fall semester. (Approved by the
President, 4/29/74.)

|
i ‘ 2,70, COMPOSITION AND DUTIES OF SENATE SJBCOMMITTEES i - '

! : »
* 2.701 SEMATE EXECUTIVE COMMITTEE ‘
- ‘ . ' .
‘a. The cormittee shall consist of four members: The Senate Chairman, e
. the Vice~Chairman, the College Pre31dent and one other Senate member
chosen by the Senate.
b. The committ€e plans*agendas for the Faculty Senate. -| = .
a b '
¢. The committee receives information from the President, the Senate o,
and the faculty concerningadesirable college-wide fadulty meetings
and conferences and develops” the plans and agendas f£9r these meet-
. ings and conferences.
Modification 115, May 24, 1974 - ° .
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2.702

2,703

2.71

ﬁ 2.711

| @

_ ’ T L T2a702
SUBCOMMITTEE ON CONTRACTS, RANK, AND- TENURE . . N

a, This subcommittee shall congist of three members of the Senate elected by
the Senate, the Dean of the Faculty, and one tenured faculty member from
each campus, : The latter sha11 have three year terms staggered with the
term of the Dean of the FacuLty. (Modified by PAC, July 2, 1970)%-

,be The chairman of the subcommittee is authorized 6 hours released time each
semester. ¥ (Approved by the President May 23, -1972.)

c, The subcommittee may call on any member ‘of the faculty or administra%ion
* for purposes of consultation.

A\l <

d: The subcommittee sha11 review and approve or disapprove the recommenda- .
tions concerning the mattgrs under its jurisdictidn, including ‘nomina-
tions for inter-grade advancements on the evaluation salary schedul?
which it receives directly from faculty members or.department chairmen or
heads of comparable units, and forward its decision to the President (or

. to the campus dean if so designated by the President) or, {n case of
‘appeal to the’ Fatulty Senate. Also, recommendations concerning depart-~
ment chairmen originating from the Campus Dean at Takoma Park or the
Academic Dean at.Bockville may be submitted directly to the subcommittee,
~ (Modified—h;_BAg;§Ju1y 2,. 1970) o .

e. The subcommittee shall review and recommend to the Faculty Senate all
substantiye policy-matters, in the realm of appointment of new faculty
members, contracts, rank tenure, suspension, and separation of faculty

membérs. . - ¥

f. Any faculty member may ap a1,to the Paculty pnate the recommendations
.made to this subcommitteciilind decisions of is subcommittee. (See
paragraph 3.328) (Modified by PAC, July 2, 1930). ¢
_ SUBCOMMITTEE ON COMMITTEES . _

a, This subcommittee ‘shall consist of three members o&‘the Senate e1ected
by the Senate.

b. The subcommittee shall recommend to the Senate. the membership of per-
manent all-college committees and all ad hoc committees, appointed by
the Senate. .

¢ When called upon by the Senate, the subcommittee may recommend specific
charges for assignment to ad hoc committees.

COMPOSITION AND SPECIFIC DUTIES OF PERMANENT ALL-COLLEGE COMMITTEES OTHER
THAN SUBCOMMITTEES OF THE SENATE

CURRICULUM COMMITTEE .
a, Composition and Term of Office .

(1) The composition'shall consist of one member from each of the
following areas:

Mathematics and Science .. Humanities
Social Sciences ) Library
. . y
Student Personnel ’ Physical Education
Career Programs 2 . )
fLoe ! . . A
- .
Modification 123, January 10, 1975 * »
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2,71 . . . "
‘\ Each campus: One at=large faculty member and one student
. L The two at-large faculty members should be selected by the Senate

. -y from among the above areas with a view to providing additional .

representation from areas having a relatively greater number of
faculty members. The students representatives shall be selected
by their student senate and should not be president of their
student senate. ' s
(2) . Because of the extremely important nature of this committee's wark,
X . the committee's members should be selected on the basis of demon-
strated. ability on other committees. At least 50 percent of the
members must hold tenure at the time of appointment. ’

(3) The Dean of the Faculty serves as a member of fhe comnittce

in a non-voting consultative capacity.
.

- »

v (4) The texrm of office of faculty members shall be two yeai's on ‘an
. alternating basis so that approximately half of the members are
carried forward each year. (Approved by the Fresident, April 29, 1974)

5

b. Duties - ' ‘ ; _ .
(

, " (1) The committee is responsible for receiving recommendations from all i
. " members of the ¢ollege community, studying these recommendations, N
. . . and making its own recommendations to the Senate concerning: .

\ s .
! {a) New curricula, nefy courses, and certificate programs and courses.

s (b) Revisions or elimiation of existing curricula and courses.
* {¢) Changes in credit or contact hours fc;r existing courses.
. (d) Establishing qours'és pre;requilit;es. ’ w
‘ . . (e) Overview and app’roval of policies and procedures for all credit
) ) oourses. .

(2) All recommendations by the committee should be consistent with gen=
. arally accepted college standards and should fit the total philosophy
~of the College. . :\ ‘

(3) If theve is a genuipe situation of urgency as determined by the.
. . committee concerning a proposed course, special consideratfon should
‘ . ~ be given to expediting the processing of the course. .

' ¢. " Procedure ,
(i) Any diember of the college, commmity may submit & proposal regarding
- .+ *" courses or curricula directly to the committes.
e ‘ (2) The &gparment chairman of any department which may be affected by a
. . proposal submitted to the Curriculum Committee must be notified of
, the proposal and provided with all the informatiom submitted to the
" comittee. - o, ot .
} : ' R
, ' Modification 123, Jinuary 10, 1975 4. ' ' e
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2.712

2.713

“

2.712

o

(3) The campus dean shall be kept informed by the initjiator of the
. progress of a proposal. .
(4) The committee may recommend approval of a proposal with any modi-
fications which it considers appropriate or it may reject a
proposal. All proposals from the college community must be
submitted to the Senate for approval. Any proposal rejected by
, the committee may h= presented to the Faculty Senate for consid~
eration. Rejection of the proposal by, the Senate is final for.
Jhat year., *

ACADEMIC REGUIATIONS COMMITTEE

a. Come§ition and Term of Office

(1) The committee shall be composed of five faculty memﬁgrs, the
registrars, and a student from each campus. The faculty members
shall be selected insofar as possible o provide proportional
representation from the two campuses, The term of office of
students shall be one year, and of faclty members, normally two
years. Half of the .faculty membership shall be carried forward,
each year. p )

(2) The Dean of Student Affairs shall serve the committee in a -
consultative capacity.

4
r

b. Duties .

v

(1) Reviews existing academic regulations and prepares new regula-
W™  tions or changes to existing ones.

(2) Iﬁéures, in cooperation with the campys committees on academic
appeals, proper and consiste.. college-wide adherence to regula-
tions. - - N

(3) Reviews college publicationd for consistency in presentation of

published regulations and forwards its recommendations to the

persons resPonsible for these ?ublications. .

(4) Submits its recommendations.through its cRairman to the Faculty

. Senate for review. The Faculty Senate then forwards these .
recommendations together with its own recommendations thereon
to the faculty for its “consideration. .

CALENDAR COMMITTEE (PAC, September 24, 1970)

-~

a. Composition and Term of Office

The committee shall be composed of four faculty'members, an adminis~
trator appointed by the President, a member of the staff appointed
annually by the Staff Senate, and a student from eghh\campus. The
faculty members and students shall be sele¢ted equally from each

campus., The térm of office of student’s shall be one'year and of .
faculty members, two years. Half of the faculty membership shall be
carried forward each year. (Approved by President, 10/22/71)

*See™also paragraph 5, Minutes of the President's Advisory Council, 4/9/73.

Q Modification 123, January 10, 1975
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b.

Duties

The committee will review annually calendar criteria gn&‘gﬁidelines
as stated in Section 6.07 of the Faculty Handbook and recompend to
the Faculty Senate by March lst any modifications considered *
desirable as a result of changing concepts or experiences.
(Approved by the President, April 29, 1974) .

COMMITTEE ON THE PROFESSIONAL STATUS OF THE FACULTY

a.

Composition and Term of Office

The committee shall consist of nine full-time faculty members, and
one part-time faculty member. The full-time faculty members shall
be gelected to provide propcrtionate representation from the two
campuses. The term of office shall be two years on an alternating
basis so that approximately half of the members are carried forward
each year. The Dean of the Faculty serves as a consultant to the,
committee,

Duties

’
.~

Prepares recommendations on salary, fringe benefits, and other
aspects of the economic status of the faculty, including class size
and faculty load. '

ACADEMIC OCCASIONS COMMITTEE ~ .

a. Composition and Tern?of Office

’ The comhittee shall consist of six faaulty members appointed by the

Senate,. the Dean of the Faculty, the Chairman of the Faculty Senate.
the Director of Internal Management and the Dean of Student
Affairs. The term of office of the appointed members shall be two
years. Half the appointed membership :shall be appointed each year.
In-addition, a student from each campus shall be appointed for a

one-year term, .

Duties

~

(1) Supe*vises the commencement exercises under the general direction
of the Dean of the Faculty who shall serve as college marshal.
(See also paragraph 6.60)

(2) Secures the speaker for commencement.

(3) Recommends and plans for the celebration of other appropriate
occasions.

(4) -Presents its budget to the Senate for review and forwarding to
the President. -

Modification 123, January 10, 1975 )
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2.716 LECISIATIVE INFOIMATION COMMITTEE (Approved by the Dean of Admipistration
(Acting for thc President in his absence), July 17, 1972)

a. Composition ang Term of Office

The committee shall consist of five full-time faculty members appointed
by the Senate. The term of office of the appointed members shall be two
. years on an alternating basis so that approximately half of the members
are carried forward each year.

b. Duties
é ’ -
¢D) To.collect and assimilate all matters of a legislative and
educational nature which could affect the educational climate of
the institution or the professional status of the- faculty.
" {2)  To distribute this information to the academic commmity through
. ~ newsletters whiclf are normally published once ¢ach semester.
Additional newsletters are published as the nedd arises.

- /

2.72 ’ CAMPUS ASéEMBLIES (President's Advisory Council, December iO, 1973) .

a. Each campus community shall have an Assembly to.which faculty members
are elected; to which students and staff representatives are selected
in 38 manner determined 'by théir respective representative constituent
groupe anu of which the Campus Dean is an ex=officio member.

b. The composition of the Assembly shall reflect the fact that in the =y .
governance of the campus, the faculty's judgment is centrsl to
educational policy. To this end and in cooperation with etudents,
faculty, administrators and staff, the Campus Dean shall develop a *
governance statement covering the composition, organizational and -
operational procedures, structure and functions of the Assembly and ‘
its standing committees. Further, the faculty memberg elected to .

"the Assembly shall constitute a grodp within thc Assembiy whose

voting members consist en;irely of faculty members. In making ,
determinations on matters not reserved to the Faculty Senate,

this group of faculty members, on behalf of the campus faculty,

shall act independently of othér members of the Assembly involving

matters for which the faculty has orimery responsibiLity

c. The Assembly Constitution shall conform to the provisions of the
) Faculty Constitution and other official policies of the College.*
Before being implemented, the constitution and any structural,
changes thereto must be approved by the full faculty of the campus
and by the Campus Dean. The Campus Dean then submits the Assembly
constitution and any subsequent changes to the President for final

approval,

L4

* Guidelines in the '"Statement on Government of Colleges and Universities may be
useful in implementing these concepts and practices. (Prepared jointly by the
American Association of University Professors, American Council on Edudation,
and the Associgtion of Governing Boards of Universities and Co)leges, 1966.

Modification 117, July 19, 1974 . |




2.73 B} \
2,73  THE ROCKVILLE CAMPUS ASSEMBLY (Approved by the Dean of Administration (Acting §
! for the President in his absence), July 16, 1974) |
2.731 GENERAL ROLE
» \
a, The Campus Assembly represeats the campus Eommunity in the governance, i
of the campus in those areas in which administration, staff, students, |
ard faculty have a common interest, Matters specifically reserved to .
the Campus Faculty, Faculty Senate, Student Senate, Staff Senate or
Campus Dean are nutghithin the jurisdiction of the Campus Assembly,

") ‘

L2

. ‘In those ared8s in which the Assembly has jurisdiction, no policy may
be implemented without the Assembly having the opportunity to’'make its
prior determination.  Such determination by the Assembly is subject to
teview‘by the Campus Dean, the President, and the Board of Trustees
- only. *‘The power of findl decision is lodged in the Board of Trustees
: or delegated by it to the President or Campus Dean, and it shall be
exercised adverggly under exceptional circumstances only and for
reasons communicated in writing to the Assembly. The Assembly shall
have, following such communication, an opportunity for further con-
sideration and further transmittal of its views to the Campus Dean,. |
: ! the Preqident, or the Board of Trustees,
b, Individual students, faculty members, administrators, and staff members
have the right to recommend directly to the Assembly changes in existing .
policies and formulation/ of entirely new policies without interference
by any other member of the college community. Similarly, all members .
. ) of the campus community have the right to appeal to the Assembly any °*

matters for which an axenue of appeal is not otherwise provided.
» , - p

. c. Before it makes its determinatfion in a matter, the Assembry may refer
. the matter to any other existidg group, establish such' ad-hoc groups = |
as it deems necessary, ov ask for the assistance of .any individual in

arriving at a2 detersination,, ,

d. Recommendations for changing paragraphs 2.72 through 2,749 shall be
submitted to the Assembly. The Assembly shall then obtain ‘the wview:
of the Studen*t and Staff Senates regarding the changes and, after sb
consideration bf the matter, forward its comments and recommendations
to the full campus Faculty. The Faculty may approve the change, dis-

. approve it. or return it to the Assembly for further study and
’ modification. If the Faculty approves the change, it shall be tor-
warded to the Campus Dean for his approval and recommendation to the
President for final approval.

2.732 FACULTY ROLE - . ) L .
U »

. a, Because the judgement of the Faculty is central to edycational policy,
those aspects of" student life relating to the educational process,
academic matters, and matters affecting faculty status shall be guided

" by the coricepts as delineated in _appropriate Board policies*, and are
the primary responsibility of the campus Faculty except in those cases

where the matter is under the jurdsdiction of the Faculty Senate.

*The Statemenc on Government of Colleges and Universities, prepared
j01nt1y by the American Association of University Professors,
. ' American Council on Education, and the Assoc¢iation of Governing
~ . Boards of Universities and Colleges, 1966, was accepted by the *
Board of Trustces as a guideline for cqllege governance.: *

' Q lification 117, July 19, 1974 .
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- o

N
\ The £ﬁ?u;py members elected to the Assembly shall act for the Faculty
) in fulfi¥ling this responsibility. The facul.y members of the Assembly,
by a majority vote of faculty members present, may at any time refer -
a matter for faculty decision-to the full campus faculty and the full
campus faculty by a simplé-majority vote may reverse or otherwise change
* any action of its elected faculty representatives. For purposes of
\\_ acting on. a matter referred to the full carpus faculty by the assembly
' fatulty mémbprs,including the election of assembly faculty members,
or of reversing an action of itg elected faculty representative, a
quorum is defined as more than fifty percent of the full-time faculty
' members of .the Rockville Campus. For all other purposes associated
with a gplk—andounced faculty meeting, a quorum consists of the full-
.timeé campug faculty members presert. Any action of the assembly
facul ty-members may be questioned at any meeting of the full faculty
of the campus. A duly-announced facultv meeting is defined as a
faculty meeting for which notice has been distributed to each faculty
member thrdéugh the campus mail system at least three working days
prior tb}tbe-méeting.
R TIE - P
~ b, Determindtiong by the asgembly faculty members are, as stated above,
subject to review by the full campus faculty. Beyond this review,
such determinations are subject to review by the Campus Dean, the
President, aud the Board of Trustees orly. The povwer of final
decision of the President or Campus Dean should be "exercised adversely
under exceptional circumstances only and for Yeasons communicated in
writing to the assembly faculty members who shall have the right of
fukther review and further transmittal of their views to the appro-
~ ° priate party.

[ t N L)

-~

&. The faculty members’of the Assembly are specifically charged with but
not restticted to the following functions:
. (1) Develop campus policy and review and appvove policies developed
¢ . by other persons or campus groups affecting areas forewhich the
faculéy has primary responsibility, and tecommend the implementa-
’ tion of that policy to the proper official ar body. No policy in
these areas may be implemented without the Assembly faculty
members having the opportunity to make their prior determindtion
in the matter, ) 3.

(2) Promote ta the fullest extent'practicable'po}icies, procedurcs
and a campuq\environment conducive to academic excellence and
human growth and development. ~

) . (3) Call campus faculty meetings whenever they consider that such
¥ meetings are required, or by request of the Campus Dean, or upon
written request of at least ten percent of the full-time ¢ampus
faculty members. > -
(4) Maintain close communication with the Faculty Senate and recommend
to the Faculty Senate any matters that have college-wide impli-
cations. .

(5) Appoint from among the campus fa¢&1ty a first and a second
. parliamentarian. At campus faculty méctings, the first parlia-
X mentarian shall decide all questions regarding the rules for
Y ' e
ERIC ficatton 117, July 19, 1974 .. W
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2.733 .o

conducting the meeting. In. his absence, the second parliamen-
tarian shall perform this function.

. Appéint faculty members to commiftees as required herein. '
2.733 FUNCTIONS OF THE ASSEMBLY
The ‘Assembly directly or through its committlees: Lo

a. Advises the Campus Deen concerning matters affecting the day-to-day '
operation of the Campus. . . .

b. Conducts a continuing review of the campus organization, procedures,
regulations and other means of implementing poligies and a thorough
review at least triennially with a view to jncteasing the efficiency
and effertiveness of campus operations, and’ ensures that the general
organization promotes academic excellence and the concept of shared

\ authority at all 1evels.jn thre’ gbvernance of the campus,

c. Serves as the group to which all members of the campus community may
bring matters of concern for’appropriate action.

d. Develops -policies concerning the use of campus facilities. ! .
e. # Reviews, approves dand recommends the implementation of campus policies
¢as specified in Sections 2.741 through 2.749.

f.. Appoints such committees as it considers appropriate and charges
) these committees with the tasks to be performed.
4 ’
g. Appoints members to committees and appnints committee chairmen as
specified herein, ’

- 1) ]
™ Servesmas an appellate body as specified herein.

i. Performs such other functions as it may find necessary 1n order to
assist in achieving the objectives of the College.

N L4 ‘ s;
2.734 COMPOSITION, VOTING, AND MEETINGS ? .
« N

a. The Assembly is composed of twefve full-time faculty members, three
students chosen in a manner determinated by the Student Senate, three
staff members chosen in a manner determined by the Staff Senate,
and the Campus Dean who is an ex-officio, non-voting member.

b. Each member including the chairman of the Assembly but excluding the
Campus Dean shall have one ?ote. A tie vote on any mdtion defeats
“the motion. No motion requires a seconding motion., Votes on each .
motion shall be recorded in the minutes by number only as faculty’

votes, student votes, and staff wvotes,

c. The Assembly shall meét “on the dates or days determined by its member-
qhip and at, such other times at the call of its chairman. The chairman
must call a meeting upon written request of at least ten percent of the

Modification 117,°July 19, 1974 -
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‘\ - . 2. 734
full-time faculty members of the Campus or six wembers of the Assembly .
or at the request of either the Student or Staff Senate¢ or the Campus

"Dean.

A}

The approved minutes of each meeting shall ‘be distributed to each
dember of the campus faculty and administrative stafﬁ’ to each member
of the following senates: Facylty Senate, Student Senate, Staff
*Senate; and to 8uch other parties as the Assembly may direct.

All sedsions of the Assembly, except executive sessions, shall be open,

|
“

Executive sessions are sessions at which the proceedings are secret.

A motion to go into executive session may be made by any member of the
Assembly. The motion is adopted by a majority vote gf voting members
present, Only‘members, voting and non-voting, and special invitees are
allowed to attend an executive session. The determination of whether

# non-member is to attend an executive session shall be y majority
vote of voting members present. Every perscn present at an executive’
session is honor-bound not to divulge aaything that occurred during the
session. If minutes are kept of an executive session they must be

read and acte? upon only in executive session.

A quorum shalh exist when nine voting members are present at a duly
announced assembly “meeting. -

\

The student members of the Assembly are appninted by the Student

‘Senate for one-year terms with the right of reappointment for an . )
dditional one-year period. The student members appointed by the

Eﬁndent Senate must be full-time students. If at any time during

period of assembly membership, a student fails to maintain a

fuTi -time course load or fails to maintain a cumulative grade-paint
average of at least 2.0, he shall lose his assembly membership.

The Student Senate sha11 appoint a qualified treplacement.

The staff members of the Assembly selected in a manner determined
by the Staff Senate serve a two-year term. They are eligible for
selection for a successive two-year term. Thereafter, at least
pne year must elapse before they are again eligible for selection.
To be eligible to serve on the, Assembly, a staff member must be a
full-time staff member on the Rockville Campus and must have com-
pleted at least two years of service-at the College.

The faculty members of gpe Assembly are nominated and elected by t
full-time faculty. members of the campus for two-year terms. They are

eligible for nomination ahd,élection to a succesdive two-year temm.

THereafter, at least one yeax.must elapse bgfore the faculty member
ig again eligible for nominéﬁion and election. The nomination and
1 .

cl

ection procedures are as‘follows

(1) The election of faculty assembly members shall be held approxi-
mately four weeks prior to the last.day of classes in the spring
semester.,

M-dification 117, July 19, 1974 O S
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“

(2) No later than two veeks before the election the chairman of the +»
faculty members of the Assembly shall prepare and distribute to BT
all full-time faculty members of the campus” a nominating ballot .
listing the names, by campus departments, of all faculty members
who are completing ‘at Least two years of full-time faculty
service with the college, except that the names of faculty members
in the following categories shall. be excluded:

i PR (a) Assembly members who are completing the second consecutive '
. ) two-year term op the Assembly, -
R (b) Assembly and senate members with(unexpired terms,

(c)’ Faculty members who have informed the chairman. of the assembly
faculty members that fhey do not desire to be nominated,

(d) Faculty mémbers of a department already having tWwo members '
who will be serving on the Assembly during the period for
which nominations are being made. No more than two ‘'members
of\anx'department may ‘serve on the Assembly at one time.

(3) From among the names on the Ballot, cach faculty member shall
NI designate six faculty members whom h¢ desires to represent him 4
on the Assembly and forward his ball & to the chairman of the
Assembly §acu1ty members., '
(4) The assembly faculty members shall then brepare an election ballot
by: ' '

(a) Listing alphabetically the names of the twelve nominees
receiving the highest number of rominating votes, except
that a maximum of one person from any one department may

be listed. ’
(b) Selectfhg three additional nominees from eligible faculty-at-
) large, observing the limitation of a total of one nominee >
. . from any one department, 5
\

(c) DistrfButing fhe election ballot at the faculty meeting held
for the purpose of electing members to the Assembly,

¢5) At the election meeting, each full-time faculty member shall
desighate six of the fifteen names on the ballot as his choices .
,for assembly membership. If a full-time faculty member is unable
to be' present at the election meeting, he may designate a proxy
] to cast his votes. 'In a signed memorandum to the chairman or
' other faculty member presiding at the meeting, the faculty member
shall designate tHe person who is to serve as his proxy.

"(6) Faculty members designated by the presiding faculty member shall
collect and count the votes. The six nominees receiving the
highest numbers of votes are elected to assembly membership, 1In
the event a tie voté involving two or more nominces prevents the
election of six members, the faculty shall vote again to, break

the tie between the nominees who received tie votes,

Modification 117, July 19, 1974 S ) .
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d. In the event an 'assembly faculty member resigns, or is unable to serve
for any reason, the replacement shall be the next qualifying nominee
who received the mext highest number of votes on the election ballot
(ties to be broken by vote of faculty assembly members). In the event
other assembly members.are unable to serve, theitr appointing bodies
shall’ select replacements, .

] ‘ ) ot

e. 'If a faculty member is absent from a total of three regular, assembly A
meetings during one semester, unless, he is also absent from his _&° t;
regular duties at the College,“he shall be dismissed from the Assembly, <,
The replacement shall be the next qualifying nominee who received . the '
next highest number of votes on the election ballot (ties to be boken

. by. vote of -assembly faculty members). If other members of the Assembly
e are absent excessively, the assembly chairman shall request the!g& 34
appointing bodies to make a replacement. ¢

2,736 OFFICERS OF THE ASSEMBLY

a. A chairman and a vice chairmin of the Assembly shall beelected in the °
. manner prescribed for the election of chairman and vice chairman of.
. the Faculty Senate (see para. 2,665b of the Faculty Constitution).

b. The assembly chairman shall preside at all meetings of the Agsembly at
) which he is present, In the event the assembly chairman -is dbsent, -
the vice chairman shall preside and perform all other functions
normally falling to the chairman. If neither the chairman nor 'vice_
chairman if present, the Assembly shall elect a.temporary chairman to
preside. .The chairman shall publish the agenda for each assembly
i ' . meeting and arrange for its distribution after ensuring that all items
which assémbly members have requested to be placed on the agenda dre -
listed or are included in an early subsequent agenda. Subjects not
1 on_the agenda may be taken up on approval of a majority of the members
present only. ' -

i

¢, The chairman shall announce the first or organizational meeting for
each assembly committee for which,a committee chairman has not been
designated. This announcement shall be made before the end of the
- spring semester. -

d. Por the purpose of calling and conducting meetings for discussing or -
acting upon matters which are primarily :‘reaponsibility of the faculty,
the assembly faculty members shall elect a chairman from among their '
membership. In the event.the assembly chairman is a faculty member,

\\\\ he shall serve as chairman of the assembly faculty members.

§

2.74  ROCKVILLE CAMPUS ASSEMBLY QQMMITTEES .

a. General‘

Campus assembly committees exist to servé the needs of the individual mem~
bers gf the campus community and are primarily responsible to the Campus
Assembly: Unless otherwise stated in this document, they report to the
Campus Assopbly only. Membership on standing assembly committees shall be
Modification 117, July 19, 1974
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2.7 .
established before the end of each spring semester. Preference for )
membership shall be given to persons who are not serving on an elective

_ body and who possess expertise in the matters under the cognizance of the
specific committees, Having been‘assigned to a committee, the member is,
expected to serve a full term. He may, however, for compelling profes-~

, sional or personal reasons be released from the assignment by the body
which appointed him. Members of standing asgcmbly comnittees are voting
members unless the section of this document establishing the committee
indicates otherwise. Unless otherwise¢ stated herein, a tie vote on any
motion defeats the motion. Paculty and staff, members on committees may be
reappointed for an unlimited number of terms. Chairmen of committees should
request replacement for faculty, students or staff members who absent them-
selves from committee meetings excessively, The word "Faculty" in this
document means a full-time faculty member of the Rockville Campus unless
otherwise specified. .

b. Standing Committees
(1) Academic Appeals Committee ]
(2) Administration and Organization Committee ‘ N
(3) Campus Cenper Committee
(4) Educational Resources Committee ' *
(5) Facilities Committee
(6) Student Activities Committee !
(7) Student Athletics Committee
(8) Student Rights and Responsibilities Committee
. (9) « Traffic Regulations and Appeals Commiftee
« ¢, Ad Hoc Comnittees
The Campus Assembly shall appoint such ad hoc committees ag it considers
necessary and shall give these committees specifi c charges to fulfill.
d. Duties\ Incumbent on All Cempus Assembly Standing Committees
T (1) "Hold their initial meetings before the end of the spring semester.
(2) Meet at regularly scheduled and publicized times so that interested
members of the college community may attend the meet ings,
~
+(3) Work toward improving the climate for 1earning, academic excellence,
- and growth of the individual,
(4) Ensure that meetings, ‘except those in executive session, are open
meetings, .
(5) TFollow Robert's parlidmentary procedures at all meetings unless com-
4 mietee members agree otherwise. .
Modification 117, July 19, 1974 _ -/ . :
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(6) Keep minutes and submit approved copies of all miputes to the Aswcmbly,
and make further distribution as the Assembly may direct, '

(7) Maintain liaison with appropriate administrators and student and staff
bodies_in order to ensure adequate communication among the members of
the campus community. )

(8) Unless otherwise stated in this document, elect their own chairman.

(9) Uuless otherwise stated in‘tﬁis document, the committee members Qf each
. . committee each year shall determine what percentage of the membership
constitutes a quorum. ,
. .

p,
i

(10) Submit a written report of the committee's activities to the Assembly

not later than six weeks before the last day of classes in the spring
semester, .

. . - ‘ \
o 2.741 ACADEMIC APPEALS COMMITTEE

a. General

The Academic Appeals Committee is ‘'responsible for judging student appeals
regarding academic status at the Rockville Campus of the College. * '

K

b. Composition and Tenure

» (1) The. Academic Appeals pommittée shall consist of sir members: four
. faculty members appointed by the assembly faculty members, ore studeqt
appointed by the Student Senate, and the Ditgﬁtor of Admissions and-
Records. The Assembly shall sppoint one of the Committee's faculty
members as chairman of the conmiitee. ) )

(2) The Director of Admiscions and kecords is an ex-officio, mon-voting
member of the committee. The term of office ot the faculty Members
shall be two years and of the student member onc year. The assembly
faculty members shall appoint the faculty members in such a way that
two of them are continued on the committee each year.

(3) Committec members who are a party to an ;Eﬁfgl ar» disqualified from
hearing and acting on that appeal.

c. Functions
) . \

(1) Promotes academic excellence by ensuring proper applicatiﬁr of academic

regulations, ) :

~ .

(2) Judges written appeals only. Appeals must include a letter from the
student’, and, in the case of appeals regarding grades or academic
’ regulation, the opinions of those faculty members, including the
academic advisor and counselor, directly involved in the matter being
.+ . appealed mist be included. :

..
v

'(3) Under no circumstance may the Committee change the grade of a student
without thc concurrence of the ingtructor involved or the appropriadtc
department chairman if the instructor is not available, ‘

Modification 117, July 19, 1974
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. However: The Committee is charged with hearing all agieals of grades
. in which it is tlie belief of the student that the grade does not
¢ represent “‘correctly his performance in the course. The appeal must
be submitted in writing with substantiating evidence. Prior to the
submission of an'appeal the student must have appealed to Ehg instructor
and the appropriate department chairman or a committee of threc members
v . of the department éppointed by the chairman, After hedring the. appeal,
the Academic Appeals Committee advises the department involved of .
its recommendation for action by ;Pgt department, which may include
‘changing the‘;ssigned grade, o ~ :

”~

d. Appeals fgpﬁ the Decisions of the Academic Appeals Committee

Students and faculty‘fﬁhbers may appeal the decisions of the Academic Appeals
Committee to the assembly faculty.membeps. Generally, the assembly faculty
members will hear appeals only in cases where the due progess procedure
fs in queStion, Should the assembly facul ty members decide to hear an
appeal, they may concur in the decision of the Appeals Committee, they may
return the matter to the Appeals-Committee for further information or
investigation, or they may reverse the decision of the Appeals. Committee, .
‘ . This last action should be taken only under the most unusual and compelling —~

* ‘cirpumstances and only after consultation with the members of the Appeals
Committee,

-

. ) ' . -
. 2,742 ADMINISTRATION AND ORGANIZATION COMMITTEE . ’
a. General
The Administration and Organization Committee is the Aasembly's'agéht for
providing recommendation and assistepce in thz area of human and material ’

T s L resource use.

7
b. Composition and Tenure

’
-~

(1) The Administration and Ofganization Committee shall consist of eleven
members as follows: five faculty members appointed by the assembly
faculty menbers, two administrators appolnted by the Campué Deafd, two . ]
staff membérs from the Rockville Campus appointed by Whe Staff Sepate
and two stydents appointed by the Student Senate, The)Mssembly shall _
designate the, chairman of the Administration and Organization Committee.

. . 2 .

(2) The terms of office for all members, except the student members, shall
be three years. The terms of office of the faculty, administrators and
staff members shall expire simultaneously, The term of office for
the student members shall be one year, '

A %

¢. Function o :

(1) Reviews the implementation of campus policies, and procedures td
determife whether the policies of the Board of Trustees, the pro-
visions of the Faculty Constitution, approved motions of the Faculty
Senate and/or Campus Assembly are being observed., The Committeg .

will report its findings and any recommendations it might have to the
Campus Assembly, | ' )

/
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(2) Acts as a point of reception and focus for suggestions from all

mcmbers of the camgus community regarding-matters affecting the
, budget and the administration and organization of the Campus.

(3) Reviews the annual budget of the Campus. To this end, the Chairman
of the Committee or his designee may at his discretion and with the
permission of the Campus Dean sit with the Campus Dean's budget
advisors when categories of the budget are discussed. The Committce

shall report its activities, conclusions, and recommendations to the
Assembly. ‘

(4) Reviews with the Academic Dean at least semi-annually the assignment
of all released time and other special faculty assignments and for-
wards its findings to the Assembly. ‘ '

'(5) As appropriate, and at least every three years commencing with the
committee in office in the fall of 1975, the Committee shall conduct
in cooperation with the Campus Dean a thorough analysis of any problems
involving the organization and management of the Campus. It shall
‘elicit concerns and recommendations from appropriate segments of che
campus community, and report its findings and recommendations to the
Assembly, . '

F«3 CAMPUS CENTER COMMITTEE

Generaf
The Campus Center Committee is responsible- for developing and recommending

the implementation of policy affecting the operaﬁésh of the Campus Centgr.

*

Composition and Tenurer

(1) The Campus Center Committee shall consist of four students appointed
"by the Student Senate, two faculty members appointad by the assembly
faculty members, two staff membere appointed by the Staff Senate from
the Rockville Campus, and the Campus Center Director who shall serve
as .an ex-officio member. \No more than two of the student menbers may
be members of the Student Senate. ' . .

(2) The term of office of the student members shall be one year, of the
faculty -and staff members, two years. The student members may be
reappointed for an additional o6ne-year term. The faculty and staff
menbers ghall be appointed so that half of them take office each year,

. N R ‘

Functions

Q 4
(1) Reviews and develops policy with the Campus'Center Director on all

matters concerning the operation and budgeting of the Campus Cinter.

() _Reviews and discusses rééoﬁmendations, cthgés, and suggestions which
' are submitted by the faculty, staff, and students concerned with the
operation and budgeting of Ehe Campus CGenter.
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2.744  EDUCATIONAL RESOURCES COMMITTEE

oty

N a, General .

The Educdtional Resources Committee is primarily respomsible for reviewing
and regommending priorities concerning the Educational Resources budget,
. and for reviewing and suggesting objectives and policies to the Campus
Dean for the overall direction of the Educational Resources Unit, avoiding .
.inYolvemént in operating decisiong.' .- )
' . D . _—
N

b. Composition and Tenure ~

(1) The Educational Resources Committee shall consist of ten members: one
. faculty member from the career area; one faculty member from the
. transfer area; one faculty member from the Student Personnel Depart-
ment; four faculty members at large, exclusive of faculty members of
the Educational Resources Unit; one student; the Academic Dean; and
) the Director of Educational Resources. The appointment of the faculty
» members and the student member shall be made by "the faculty members,
of the Assembly d the Student Senate, respectively. The Academiec
Dean and the Diréctor of Educational Resources shall serve as ex- .

N officio members. WNeither the Academic Dean nor the Director of Educa-
" tional Resources may serve as chairman of the Educational Resources
. QOmmittee. .

-

(2) The term of office of all members except the student member, the
Academic Dean, and the Director of Educational Resources shall be two
years. The student member shall serve for one year and may be .
reappointed for a second one-year term., The faculty members shall.be |
appointed so that at least three and not more than four of them take

- B office each year, ‘
c. Functions ' ) .
.. VR
(1) Reviews and recommends the objectives and ‘policies developed withi the
) ) Edocational Resources Unit and recommends objectives and policies .
) the Educational Resources Unit which the Committee believes will hc

ensure effective coordinat{on of educational resources activities with
the activitigs of the academic departments and other campus ynits.
_'All educational resources unit guidelines should be consistent with
the following statement first issued by the Campus on 9 December
1971 and subsequently amended: S
, .
‘s The faculty, through the ‘cognizant academic departments, are
' . primarily responsible for'plannigg, writing, conducting’, and -
. ' » evaluating all instructional programs with the assistance and
. support, where appropriate, of the educational 'resoutces °
faculty and staff, a.r}_d -the Office of Institut’ior“Research.

-

R (2) Reviews and recommends to the Campus Dean” action concerning the budget
_ of the Edycational Resources Unit. ‘
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»

(3) Reviews for feasibility and recommends the priority of each major pro-

) ject for which ascistance or resoyrces of the Educational Resources
Unit has ‘been requested and for each project referred to it by either
the Chairman of the Learning Resources Department or the Chairman of
the Library Department, The priorities established within the limi-

., tations of available resources consfitute the official recommendation
to the Campus Dean concerning project priorities.

%) Evaluates the performance of the Educational Resources Unit with '
respect to: .

. . (a) Fulfillmént of the objectives established for the unit
e o (b) Adherence to approved policies

(5) Actively seeks opinions and recommendations of members of the campus
~ community concerning the effectiveness of the various educational
resources activities. -

(6) Develops committee procedures for determining periqdically the major
) demands” of units of the Campus Community for the utilization of educa-

' " tional resources facilities, personnel, and materials. L :
i ) - 3

v ;

(7) Considers-conflicting claims involving the utilization of educational
resources physical facilities, personnel, and materials, and, where
appropriate, recommends such compromises between claimants, as

practicable.
. . . +
. 2.745 FACLLITIES CQMMITTEE . - -
/1 a. General

The Facilities Gommittee is responsible for developing and recommending
implementation of campus policies regarding facilities, reviewing facility

B plans, and making recommendations concerning the use of campus physical
facilities:

.+ b, Composition and [enure

4 - &

~ (1) The Facilities Committee ,shall consist of thirteen members as follows:
One.faculty member from the technical program area, one faculty member
from the educational resources area, one faculty member from the
physickl education arca, two' faculty members from areas other than
those listed above, four students appointed by the Student Senate,
two staff members appointed by the Staff Senate from the Rockville
Camp(ts, the Campus Facilities Director, and the Director of Student
Activities. The faculty members are appointed by the faculty members
of the Assembly. , .

(2) The term of office for all members shall Be two years except that the
~ . Campus Faciljties Director and the Director of Student Activities
are ex-officio members, and the studcnt members serve for onec-year
with the right of reappointment for a second “bne-year term, The
faculty and staff members shall be appointed so that not less than
two or more faculty members and half .the staf{ members ,take office
. in any yecar.

Lo
» of
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Coe

(1) Receives comments and recommendationé from all members of the campus
community concerning the areas for which the committee is responsible.

¢

* (2) Generates ideas and recongends actions designed to bring facilitics
into cxistence where its “studies indicate such facilities arc
required, g

«
-

(3) Investigates complaints and recommends whatever action is necessary
to remedy defitiencies revealed by its invéstigations. If unable to

achieve & correction makes a full report to the Campus Assembly for
its. appropriate action, . e

4) Reviews all plang’ for facilities, including outside walks and roads,
" to ensure, insofar as practicable, that their design will promote tie

,educational effort, esthetic appearance, ecological factors, and the
efficient operation of the campus. : -

.

"

2.746 STUDENT ACTIVITIES COMMITTEE* -2 - .

a,

C,

Modification ll{, July 19, 1974
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Functions .

N ¢

General ‘
The Student’ Actigities Committee is responsible for maintaining & balance
among the various student activities, and for recommending the budgets fot
these activities to 'the Student Senate. Additionally, this comnittce
reviews policies governing student publications and serves'as an appellate
body 'in matters pertaining ‘to student activities, other than athletigs,
-supported by the gtudent aetivit“fee. ) .

Composition and Tenuro

(1) The Student Activities Committee shall consist of eleven members as
follows: five students appointed by the Student Senate; four faculty
. members appointed by the assemb}y faculty members; and, ,serving as
non-voting, ex-officio members, the Associate Dean of Students and,
the Director of Student Activities. L.
(2) None of the appointed committee faculty members may be assembly
members, coaches, or advisors of any student organﬁzations. None of -
. the student members, may be Student Senate members,)editors of funded
student publications, or officers of any other student organization.

(3) The term of office of the student members is one year; thly may be
: reappointed for a second one-year term. The term of office of the
- faculty members is two years; they shall be appointed so that half of
them take~office each year, . . N

.

(4) The Assbciate Dean of Students shall serve as chairman.

’

. ’ *
.

L 2d

(1) (a) To ‘ensure the quality of student life, the Student Activities
Committee will analyze the effectiveness of the existing student

activitics and recommend expansion of student programs to
agcommodate identified student needs.

[N §
-
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(b) Reviews budget requests from all non-athletic student-activity
organizations, makes whatever clranges it deems necessary to
assure a budget that meets student needs for a complete and
balanced program, and forwards its recommendations to the Student
Senate, with copies to the Campus Dean and to the chairman of the
Campus Assembly,

4 \(c) The Student Senate may not add to this budget in any manner, and
it may not delete or reduce any itef in the proposed budget. It
may return the budget to the Student Activities Commitgce with
a request to adjust the total amount to a specified level in
order to assure program balance among the arcas funded by the
student activities fee or for the purpose of matching the total
appropriation made by the Student Senate with the available
resources, The Student Activities Committee, after receiving the
recommendation of the Director of Student Activities regarding
the Student Senate's agtion, retains responsibility for deter- @
mining which items will be deleted or adjuSQed-fH order to meet

. . the level requested by’ the Student Senate,
(d). Any member of the Student Activities Committee, including the

Director of Student Activities, may appeal any budgetary decidion

by the Student Senate ‘or the Student Activities Committee to phe

Campus Assembly,

2

1

(2) Reviews or develops and submits via’ the Student Senate and the Asscmbly
to the Campus Dean for-his approval all statements regulating, author-
izing, or otherwise establishing policies for the_creation and opera-

. tion of activities, other than athletic activities\ supported by thc
’ ) *  student activities fee.

@kﬂ) Advises the Associate Dean of Students concerning matters affecting .
student activities.
\ . .
. %) Recommends the release of funds from the Student Senate's.Surplus Funds
‘ Account by majority vote of the members of the Student Activities
4 Committee, for recommendation by the Student Senate and for review and

approval by the Campus Dean,

. (5) The Campus Dean is responsible for the apﬁ%oiyf<;nd overall administra-
tion of the campus student activities budget/ and for appropriate
recommendations to the President, in accordance with Board policies
and administrative regulations. b

-

2.747 STUDENT ATHLETICS COMMITIEE k .

a. General . ) .

The Student Athletics Committee is responsible for maintaining a balance

among ,the student intercolleg;ate and intramural gthletic programs and

for recommending the budgets for these athletic activities to the Student

Senate. Additionally, this committee serves as an appel late body in Z )

matt®s pertaining to all student athletics supported by the student
activity fee. -

Modification 117, July 19, 1974 41 ' ,
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. 8. Composition and Tenure

(1) The Student Athletics Committee shall cbnsist of twelve members as
. follows: five §tudents appointed by the Student Senate; four faculty
) members appointed by the assembly facuLty members; and, serving as
ngn-voting, ex-officio members, the Ac#iemic Dean, the chairman of
the Department of Physical Education, and the Director of Athletics.
(2) None of the appointed committee faculty members, may be assembly mem-
bers, coaches, or advisors of any student organizations. None of the
» student members may be Student Senate members, editors of funded
student publications, or officers of any other student organization,

. (3) The term of office of the student members is one year; they may be
. reappointed for a second one-year term, The term of office of the
faculty members is two years; they shall be appointed so that half of
them take office each year. \

-

\

(4) The Academic Dean shall serve as chairman.

¢. Functions .. b g
* N v
(1) (a) Reviews budget requests for all varsity and intramural programs,
including cheerleaders, to assure a budget that meets student ~ °
needs:' for a complete and balanced:program, and forwards its /
recommendations to the Student Senate,|with copies to’ the Campus
Dean and to the chairman of the Campu' AsSembly

-

(b) The Student Senate may not add to th budget in any manner, and
it may got delete or reduce any item fin the proposed budget. It
may return the budget to the StudentfAthletics Committee with

a request to adjust the tptal amount to a specified’level in
order to achieve program balance amotyg the areas funded by the
student activities' fee or for the purpose of matching the totnl
appropriation made by the Student Senate with the available |
revenues. The Student Athletics Committee, after receiving the
recommendation of the Director of Athletics regarding the
Student Senate's action, retains responsibility for determining
which items will be deleted or reduced in order to meet the
level requested by the Student Senate, . . ‘

’ (¢)  Any member of the Student Athletics Committee, including the
Director of Athletics, may ‘appeal any budgetary decision by the
Student Senate or the Student Athletic Committee to the Campus
Assembly. e
(2) Reviews or develops and submits via the Student Senate and the Assembly
to the Campus Dean for his approval all statements regulating, ’
authorizing, or otherwise establishing polities, exclusive of policies
concerning &athletic personnel, for the creation and operation of all ‘

varsity and intramural athletic activities (including cheeriéaders).
4 4

. -

v
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" (6) The Campus Dean is responsible for the approval and overall adiinis-

2,748 STUDENT RIGH%? AND.RES?ONSIBILITIES COMMITTEE /)

General

under its jurisdiction.

. / . { 2. 71*6)
\
(3) Appruves the proposed schedules of competitions for the varsity and
intramural athletic programs as well as tournament competitions.
(4) Releases funds from the Tournament Account upon the request of the
Director of Athletics. . .

(5) Serves’ as the appellate body for disputes regarding the interpre-
tation or application of policies concerning studeht athletics.
The adjudicatory decisions of this committee, incliding recommenda-
tions to freeze previously approved appropriationsy are subject to
review by only the Campus Dean, Presidgent, and Board of Trustees.
Any member of the campus community may request a decision of this
committee regarding student athletic activisles.

N

tration of the campus athletic budget. and for appropriate recomuenda-
tions to the President, in accordance vith Board policies and

administrative regulations.
[

The Student -Rights and Respomsibilities Committece is responsible for .
developing and recommending the implementation of campus policies con-
cerning student rights and responsibilities, and for adjudicating cases

\

-

Composition and Tenure ' b

(1) 'Develops campus policies, except traffic and academic regulations,

..

Modification 117, July 19, 1974

(1) The Student Rights and Responsibilities Committee shall consist of
four students appointed by the Student Senate and four faculty members
appointed by the faculty member} of the Assembly. Only one of the
students may be, a member of the Student Senate. " One faculty member
shall be appointed from the Student Personnel Service. :

1 »-

<

(2) The term of office of the studerit members is one year. They ma;
reappointed for an additional one-year term. The term of office ES““
the faculty members is two years. , They shall be appointed so that at o
least one-half of them continues in service each year,

Functions ' ) .

regarding student rights and responsibiljities and submits them to the
Agsembly for review and further submission with appropridte recom-
mendations to the full campus faculty and Student Senate, After the
full campus faculty and Student Senate have acted upon them, they )
arey forwarded to the Campus Dean for his approval. ¢ |
(2) Performs the functions specified in Academic Regulations (9.85)
regarding alleged cheating and plagiarism or the resultant grade
“action as they occur. In incidents regarding final grade action, a
report of the cheating or plagiarism incident will be sent to the
Academic Appeals Committee for its deliberation and recommendation.

*
v
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2.749 v

(3) Adjudicates cases involving serious disregari of college regulations
as rcferred to it in accordance with the judicial process presented
in the Handbook on Student Rights and Responsibilities,

: (4) Adjudicates cases of unfair grading or discriminatory treatment as .
t they occur. . :
(5) Adjudicates cases in which any student feels his college rights have
been violated or his cofiege responsibilicie~ have been interfered
©  with, : '

12
\X (6) During the academic term any student, faculty or staff member may
bring in writing before the committee matters which fall under the
functions above, Matters of discipline and alleged serious disregard
. . 6f college regulations may be brought direct)y te the Committee. In
cases involving academic matters, the petiti~1ér must exhaust the
avenues of review through the faculty member involved and the depart-
ment chairman before bringin§ the case to the Student Rights and
14 Respongibilities Committee, If the, committee so desires the Academic
Dean may also be requested to submit a written opinion of "the case,
All procedures and due process methods must be in conformity to those
printed in the Montgomery ‘College, Rockville Campus, Handbook on
Student  Rights and Responsibilities. After hearing the. appeal, (as

. defined in (4)above) the Committee advises the department involved of
. its recommendation for action by that department, which may include *
’ changing the assigned grade) .
. ,
2.749 TRAFFIC REGULATIONS AND APPEALS COMMITIEE , A
a. General i -

The Traffic Regulations and Appeals Committee is responsible for developing
and recommending the implementation of traffiec regulations and adjudicating
appeals with the purpose of promoting pedestrian and vehicular safety,
inguring access of emergency vehicles, and making the parking facilities
- of the campus available equitably to all members of the campus community.

b, " Composition and Tenure .
P .

(1) The Traffic Regulations and Appeals Committee shall consist of two
students appointed by the Student Senate, one faculty member appointed
by the assemhly faculty members, one staff member appointed by the

" Staff Senate from the Rockville Campus, and one administrator appointed
by the~Tampus Dean., The Director of Security and Safety is a non-
votihg, ex-officio membgr who shall attend committee meetings except
when the committee is hearing appeals -(unless presenting information

_at the request of the Committee). '

(2) The term of office of members shall be two years except that the student
. ,membera'shall serve for one year and may be reappointed by the Student

A Senate for a second one-year term. .

4
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‘.
(o]

Fungtions
_.,é;_____ ; .

(1) Reviews and develops traffic regulations for ‘submission to the
Assembly for its review and further submission to the Campus bean
for approval . - . .

(2) The Traffic Regulations and Appeals Committee is empowered by thL
Assembly to act in its behalf as the Campus Traffic Appeal Board.

. Actions of this Board shall be final, except in cases where, the
appellant can show that the appeal waé handled with discrimination
or contrgry to established policies and" procedures. In these
cases the appellant shall submit ik writing all pertinent facts
to the chairman of the Assembly for action by that body.

1

(Reverse side %s blank.)
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3.00
CHAPTER III

: . PERSONNEL ADMINISTRATION: PROFESSIONAL PERSONNEL*

.

3.00 GENERAL ‘ .

_a. This chapter describes the policies’and procedures applicable to the
adminisfration of the professional personnel of the College. Pro-
fessional personnel are defined as those who are employed as full-.
or part~time faculty members or as members of the administration. '

b. Policies and prooedures pertaining to Staff personnel are included
" in Chapter v.

c. Where p011c1es are stated at the beglnnlng of each major paragraph,
they have been extracted either from the Public School Laws of Maryland
or from mirutes of the Board of Trustees. Procedures which follow )
policies have geénerally been formulated by the President .of the
College and submitted to the Board of Trustees for comment if desired. s

/ d. Policies and procedures as contained herein include those necessary

/ for allocating and hiring professional personnel, prescribing their
duties, administering their advancement ; evaluating their performance,

informing them of their benefits, and terminating their employment.

’ 3?3& AFFIRMATIVE ACTION AND NON- DISCRIMINATING POLICY (Approved by the .Board
of Trustees, May 21, 1974) , .

Montgomery Community College is an Equal Opportunity Employer and as such
does not discriminate in.any of its personnel policies or procedures ,
.o against any employee, or applicant for employment, on the basis of age,
‘65 sex, race, color, religious belief or national origin. Montgomery
Community College is committed to undertaking conscious, deliberate
action designed to assure equal opportunity for all employees and to
make additional efforts to recruyit, employ, and promote members of
diverse groups as well as groups formerly under-represented at the
various levels of reSpon51b111ty who are qualified or who may become
qualified through appropriate training or experience. It is the goal
of the College to encourage all employees to realize their fullest
potential, to assist them to function more effectively, and to reach , '
levels of performance commensurate with their abilities and ambitions

3.03  SALARY PIACEMENT OF PROFESSIONAL PERSONNEL (Approved by Board of‘TrusCues
with adoption of the FY1976 Operating Budget, 1/21/75) :

Efforts are made in empToying personnel for vacant or new positions to
employ at the most economically feasible rate of salary‘’after careful
consideration of all the factors involved. In¢general, preference should .°
be given to persons who are competent but who may be placed at the most
economically feasible salary rate (e. g. the first or second step of the
salary schedule). (See also paragraphs 3.053, 3.115, 3.155.)
N\ *The policies in this chapter were adopte& originally by the Board of Trustees
in resolution 379-67, June 29, 1967. Most have since been modified.

, Modification 125, March 14, 1975 g
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3.073
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3.071 -

FACULTY STATUS OF ADMINISTRATORS (Approved by the Board of Trustces,
June 3, 1974)

ACADEMIC RANK

a. A faculty member who is appQinted to an administrative position from
the faculty of the College shall retaln his academic rank as a member
of the faculty of Montgomery Community College.

b. An administrator may qualify to teach or may offer prior teaching and
relevant preparation and experience for appropriate consideration and
become eligible for academic rank. Subsequently, after review and
the recommendation of the department chairman and others normally
involved (such as those faculty representative committees and

\\>adminiatratora who make recommendations regarding academic rank),
the administragor may be granted academic rank by the President.

*

RETENTION OF TENURE

If a tenured member of the faculty is appointed to an administrative
position, such tenure will be retained when the person is subsequently
reaﬁpointed to a faculty position.

PART-TIME TEACHING .
An administrator may teach in a department at Montgomery Community College,
without 'additiondl compensation, provided that all of the following
conditions are fulfilled:

a, The\perébn is qualified’to teas? the particular course(s); and

b. The chairman of the appropriat Qngartment concurs; and

c. The administrator's immediate administrative supervisor concurs
and indicates that such activity will not interfere with the
adequate performance of administrative duties; and

- * ‘e

d. The President of the College approves the request to teach. An
annual report will be gsent to the Board of Trustees in September
each year, indicating which administators taught and what courses
each taught during the previous fiscal year. )

REASSIGNMENT TO FACULTY POSITION

r

If an administrator should not continue in an administrative position,
then the person either (1) may assume a full-time position with the
faculty of the College, if the administrator has a faculty contract and
is on tenure; or (2) may become eligible for a faculty contract, if the
administrator has not been issued such a contract, provided that in the
latter case, (2) above, all of the following conditions are fulfi}ied:

a, The appropriate department chairman and appropriate administrators
review and make a recommendation to the Président for an appointment
to a faculty position; and .

b. A faculty position is or can be made available without resultfng in
the removal from a position of any tenured full-time faculty member

or any probationary full-time faculty member who has more gservice at
" the College than tHe administrator; and :

=
as 7

) ! |
[ERJ}:bdification 125, March 14, 1975 “\ .




3.08

" 3.081

3.082

3.11

3.111

3.112

/o‘

c. The President approvel, and /

d. A faculty contract with appropriate probationary conditions is 1llued
. to the administrator, if the administrator has not already been issued

a faculty contract.

3.08

REASSIGNMENT OF ADMINISTRATORS TO NON-FACULTY POSITIONS (ApprOVed by the

Board of Trustees, June 3,

REASSIGNMENT TO ANOTHER ADM}NISTRATIVE POSITION

1974)

Should it become necessary or desirable, the President may rea;aign an
gdministrator to another college administrative position for which' the

person is qualified, after approval by the Board of Trustees.

reassigned,

When so

the salary of the affected person will be based upon the

approved salary schedule for that position and normally will not be
reduced below the salary hitherto paid at least for the remainder of the
fiscal year in which the reassignment takes effect, except as noted in
"Salary Reductions Related to Insufficient/Funds," fore-

Section 3.062,
going.

REASSIGNMENT TO A STAFF POSITION

Should it become necessary or dri~}
requeat, the President may reassi

gn

for which appropriately qualified

able, or should an administrator

an administrator to a staff position ,
A staff position is any position other
than a faculty or administrative position. When so reassigned, the salary

of the affected person will be based upon the approved salary schedule
for the position to which the individual is reassigned and normally
will not be reduced below the salary hitherto paid for the remainder of
the fiscal year in which the reassighment takes effect, except as noted

in Section 3.062,

foregoing.

"Salary Reductions Related to Insufficient’Funds,"

ALLOCATION, HIRING, AND SALARY SCALE PIACEMENT FOR FULL-TIME FACULTY

POLICY

The Public School Laws of Maryland, Article 77A, Section 1, subparagraph C,
make the President of Montgomery College responsible for recommending the

appointment by the Board of qualified faculty.

GENERAL PROCEDURES

-

(See also paragraph 7.24lc).

The College President has the overall responsibility for coordinating the
allocation of positions; recruiting; assessing for .salary placement;
determining qualified applicants; and developing final recommendations to
the Board of Trustees for employment of full-time faculty, librarians,
student personnel staff, nurses, instructional aides, and consultants.

To assist him in developing his reqommendations, the campus deans submit
their recommendattons to him.

[:R\}:lification 125, March 14, 1975
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3.113

3.113 ALLOCATION -

Department chairmen submit thedr requests for allocations to the division
chairmen or Academic Dean during the budget development period. Requested
allocations are based on anticipated departmental enrollment. The ’
Academic Dean on the Rockyille Campus and the division chairman on the
Takoma Park Campus coordinate the requests of their offices and forward
them with an evaluation to their respective campus dean, taking into
account interdepartmentjl needs and new programs. The’campus dean for-
wards his recommendations to the President for approval during the
budgetary progess. The ‘approved budget contains the allocations. .’

’ ’ IS N * -
.
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3.}14 HIRING PROCEDURES ' V- -
. Recruitment

The procedure of interviewing and apfointing faculty members requires
S a great amount of time and effort on, the part of a number of people.
) The primary responsibility for recruiting rests with the campus ¢
where there is a vacancy to be filled. It is the combined respon-
sibility of the, campus dean, academwic dean or divisiop chairmau, and
v department chairman to work as a team in thé recruitment of new
faculty. When appropriate, the campus dean and\asociate dean of
students work as a team-in recruiting student onnel staff.”

Sources of recruitment are as follows:
’ [ \

(1) Personal recommendations from colleagues in ofifier institutions.

(2) Recommendations from colleagues within Montgomery College.
- (3) University placement agencies

(4) Communications to otder universities giving details of vacancies.
(5) Self referrals. . ‘

. (6) Commercial placement agencies.
(7) - Notices in professional journals.

b. Application .
. (1) Application forms for prospective faculty positions are normally
+ ¥ mailed to the individual from the office of the Dean of Faculty
upon request from those involved in the recruiting process.

R (2) Applicants for positions with Montgomery College file a written
application, MC Form 3.114b, with the Office of the Dean of the
Faculty. That office acknowledges receipt of the application
and forwards the original directly to the chairman of the
department on the campus where the applicant desires to teach.
A copy of the first page of the application is sent to the
corresponding department on the other campus.

(3) When an applicant has indicated several fields of competency,
the department in the preferred area will receive the original
application, and departments representing all other areas will
receive a copy of the first page of the application.

(4) Department chairmen screen the application forms and eliminate
applicants who are obviously umnqualified. Further screening for
\\u possible interviews is accomplished by the department chairman
in cansultation with various members of the department-.
i [
(5) From the remaining applicants, the department chairmen select .
" the most promising prospects. In reviewing the applicants, ’
consideration sshould be given to: ,
(a) The candidate's academic record. )
* -
‘L“Odﬁficat‘on 116, June 21, 1974 (Reverse is blank.)
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(b) The applicant's ‘teaching and creative ability (including
his effect}veneae in advising students), When a candi-
date has no teaching experience, consideration should be
"given to the likelihood of his superior performance in
this area, much of which might be based upon the recommen-
dation of his professors at the respective graduate or ~
undergraduate institutions.
>
(c) Confidential 'statements from persons who know the candidate
well, Such statements are an effective means of providing
valuable information about the individual's general accept-
ance as a teacher, The statements should be included in
the personnel folder of the applicant. .
- (6) 1f the department chairmen, the division chairmen, or academic
dean determine that the candidate is a finalist, then the
. department chairman having the original application contacts
the applicaht for interview and possible employment. The
department chairman having a copy of the original application
is asked to secure the original before contacting the person.
Each copy will have stamped on the front page a note that it
is. a duplicate and who has the original. . ,
(7) If the candidate is from an area of great distance, the College
‘ incurs the expense of travel if budgeﬁéd funds ‘are available.

/
c¢. The Interview

While on campus, the candidate is interviewed by the department
chairman. Further interviews, as desired, are held with the
division chairman and the campus dean. In considering the
qualifications of the candidate, they should be guided by the | .
criteria that is used to detekpine tenure and promotion within
. the faculty. When possible, t EEQ department chairman,introduces
the candidate to other members of the department. During the

interview, the following are some of the topica to be discussed:

Y
(1) Philosophy of the community college
(2) Philosophy, objectives, programs,and uniqueness of Montgomery
' College R

3) ‘Primary reepgnsibility teaching, not research publications,

but reeponsibility exists for keeping abreast of déveiopments

within the profession ' . . - !

| N - . . .-

(4) Faculty advising

(5) Conditions of employment ;h)contained in the contract

L]
L) . .
] . ’ -
A)

Modification 116, June 21, 1974




3.114d : '

- [
( ..
(6) Rank and tenure . . ,
. /- ' o
¢ “The candidate will be made aware by the department chairman of

- the procedures by which initial rank is determined. It should

. be emphasized that the final recommendation is made by the

" Subcommittee on Contracts, Rank and Tenure. (See also .
paragraphs 3,118 and 3.323.) . ‘ N

(7) Salary and fringe benefits
(8) Teaching and related load

v

(9) Appropriate course assignments
(iO) Organizational setting of Montgomery College
(11) ‘Possible evening assignment as part of total faculty load
?’ (12) "Campug assighment.and\po;sible'travel between campuses
(13) Candidate's willingness to accept all of the above
?&4)' Future plans of candidate

'(15) Discussion of candidate's philosophy of education, background,
and qualifications for the position

. (16) Interest in inpavation and e§périmentation, esﬁecially in thé
; - -use of new media, techniques, and teaching aids’

-

d. Completion and Re&iéw of all Papers Required of the Agggintée

Upon the completion of thé aforementioned interviews and the
necessary.consygtations between concerned parties, the chairman
of the departmelfit involved should \submit in writing his recommenda-
tion to the supervisor who, in turn, provides recommendations in
writing to the campus\dean, The recommendations of the department -
chairman and his supervisor should state the proposed rank and
salary (see paragraphs e and f below) and should indicate whether
. the appointment is viewed as temporary or regular. The dean &f
the campus then makes a written recommendation to the Preésident
of ghé College. The reeommending packet will include:
. .-
(1) Completed application . L
) L4 o
(2) A minimm of three letters of recommendation =, \\\‘

\ ‘o .
Y
0 - . .

. —
] ’ . ~ ‘:_’ - LR
' . - ) A - .
; L . 'j" . . - ) ) )
\yndificationf116, J%ne 21, 1974 . : ‘
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3.115

7(3) An official transcript of all credits claimed which must not
be issued earlier than six months prior to employment

(4) Recommendations from department chairman, division chairman, )
Yand Campus Dean

. N » o

(5) Proposed rank and salary forms °

The President is responsible for recommending faculty appointments
to the Board of Trustees. .

3.115 PLACEMENT PROCEDURE

The campus‘deans'are responsible, within appro&ed guidelines, for
final determination of the appointment, length of probation, and
justificatjon of the placement bf a faculty member on the appro-
) priate scale and step of the faculty schedule (see also paragraph
' 3.03). Final decision is vested in the President in any appoint-
ment situdtion wherein spectal circumstances make it advisable to
hire at a step higher than permitted by paragraph 3.116 below.
Wherg there are no speclal circumstances, the decision of the
Campus Dean is included in a letter to the appointee' from the
" Campus Dean as part of the recommending packet (sub-paragraph d
(4) above), sent through the College President for signature on
the contract and for subsequent mailing of the packet. The
letter should indicate that the contract and other pertinent
forms are to be returned to the appropriate Campus Dean. After
receipt of the signed contract and employment forms from the pro-
spective faculty member, the Campus Dean notifies the Director of
Personnel to prepare and process a Personnel Action.” (See also
paragraph 7.311). 1If the case involves special etircumstances,
approval of the President is required prior to preparation of the
appointment letter and contract. Subsequently, the forego1ng
procedure is followed.  Completed contracts are forwarded to the 2
Administrative Vice President for retention in the central files of
e .the College. (See paragraph 3.75.) ’

3.116 INITIAL PLACEMENT ON THE EVALUATION SALARY PLAN ' , ~

a. Initial placeﬁent will be based upon the following criteria:

’ »
- (1) Degrees

» 3

s (2) §ears_of related experience :
’ »
\ (3) Evidence of previous teaching excellence or other relevant
abilities . .

t “(4) Professional status in the specific diécipliné (research,
publications, advanced studies, activities in professional
associations, etc.)

" Modification 124, February 14, -1975 S
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b. Determination of placement is made by the department chairman
. with the concurrence of the Dean of the Faculty and the campus
dean concerned. . '

c. Normally a new, faculty member enters only on grade I or grade 11
at a salary no higher than that of step 9 of grade I.

3.117 PREPARATION OF LETTER, CONTRACT, AND OTHER EMPLOYMENT FORMS

Wgen the President has approved the.recommendation to employ the candidate
as-a member of the faculty, the recommending memoranda and applicant's
folder are\returned to the campus dean concerned. The campus dean's
office wil} priepare the contract and hiring letter for the President's
signature,' including length of contract year, salary placement,

department, campus, effective date, position number, and any contingencies.
The President, by facsimile stamp, affixes the signature of the Chairman
of the Board of Trustees. After the President personally signs the
contract and letter, they are returned to the campus dean's office for
mailing with the packet of employment materials, which include:

a. Letter offering employment

“b. Contract -~
c. Required Forms for New Employees (in;truction sheet)

d. Verification of previous employment forms S

e. Information concerning the Fetirement system and enrollment form
f. Memorandum re "Tax-Sheltered Amnuities"

g. Certificate of Health Examination form (See paragraph 7.90)

h. Brochure on Group Insurance Plan with enrollment card and .
refusal d‘ard -

i. Employee's Withholding Exemption Certificate (W-4)

~ v

J. Payroll Deduction Authorization for summer savings program
k. Payroll Deduction Authorization for Credit Union savings

1. Employee's Request Regarding- Series E Bonds .

.. -Modification 124, Pebruary 14, 1975 X'} . .
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t N

3.118 CONDITIONS OF EMPLOYMENT (Approved by the President, December 12, 1974)

. 1

a. General

(1) At the time of appointment of a new faculty member to a faculty

position, the administrative terms and conditioms of every
-appointment will be stated in writing; be in the possession of

the appointee; and be available to the department chai ,. the
campus dean, and the President. Any subsequent extensjon or
modification of an appq%&gpent, or any notices ipcumhdzt on .
either party to provide,”will be stated in writing. A copy will
be given to the faculty member and made available to the department
chairman, campus dean, and President. Non-tenured faculty will b%
informed each year in writing of contract renewal or the granting
of tenure, and by the department chairman of all matters relative
to eligibility for the acquisition of tenure, including criteria
for salary -evaluation.

(2) Faculty may be assigned duties from 8:00 a.m. to 1C:C0 p.m.
~ including Saturday, except when such assignment would be in
direct conflict with clearly established religious beliefs held
by observant members of any denomination. The assigmment of
specific hours of duty will vary from semester to semester and
frequently additional duties will require availability on short
notice. The substahce of this paragraph will be included in the
terms and conditions of every appointment, which, in accordance
N . with paragraph a, above, will be provided to each new faculty
member. )

0

b. Full-Time Regular Faculty Members (Probationary)

P
" "y

Full-time regular faculty members are thQQe whose appointments” are
expected tq continue from academic year to* academic year, or its
equivalent for an indefinite time.- The legal terms and conditions

 of every appointment as a full-time probationary faculty member
shall be stated in a contract, MC Form 3.118 b (11/18/74), which is
applicable to all full-time probationary faculty members hired on or
after August 19, 1974, as well a5 full-time probationary members who
were hired.prior to that date, and who were given a letter which
stated that it was the intent of the College to furnish them with a
contract document. A capy of the contract shall be given to the
faculty member by the President. A sample of the probationary

. faculty member's contract is included on Page E 1.00 of Appendix E
of this handbook. .

¢. Full-Time Temporary Facultys:Members - : Ce

Full-time temporary faculty appointments are normally made when the
appointment is to be for one full academic year or less. A temporary
appointment is not intended to lead to renewal of appointment or
. tenure, nor does it establish precedence for other teaching positions
* that might exist or be created. Examples of such appointments are:

. (1) for temporary replacements for persons on leave;

(2) for special grants that require faculty appointment of anticipated
’ short duration;

Modification 123, January 10, 1975
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(3) for special short-term programs in which the College may engage
from time to time as part of its’regular non-grant endeavors;

{4) for other contingency types of situations of short-term nature

The legal terms and conditions of every appointment of a full-time
temporary faculty member shall be stated in a contract, MC: Form ~
3.118 ¢ (11/18/74). A sample of the contract is included as Page
E 1.02 of Appendix E of this handbook.

3.119 COMPILATION OF PERSONNEL FIEEX AND NOTIFICATION OF PERSONNEL AND PAYROLL

OFFICES

a. All required forms are to be returned to the campus dean's office and
receipt of each form recorded in the personnel file.

b. A memorandum to the Director of Personnel from the campus dean is pre~
pared, giving the information necessary for the personnel action. The
memorandum imitiates MC Form 7.352, and contains attachments as follows:

(1) Teachers' Retirement System Fosm
(2) Employee Benefit Plan enrollment or refusal card

(3) The following applicable withholding exemption certificates
W-4 (Federal) . VA-4 (Virginia)
MW509 (Maryland) or whatever form is applicable D-4 (DC)

(4) Two coples of acceptable proof of date of birth
(5) Health certificate (See paragraph 7.90)
,(6) F=1 visa, if applicable .

c. The signed contract is sent to the Office of the Dean of Administration
for filing. _ ‘

d. The "Faculty Initial Rank Evaluation" is sent to the Senate Sub-committee
on Renewal of Contract, Rank, and Tenure. After approval by the Sub-
committee and the President, it becomes part of the campus file.

e. Other materials that beécome part of the initial campus file are:
(1) Application . (7) Birth record
(2) References ' (8) Health certificate (see

(3) Transcripts paragraph, 7.90)

(9) Verification of employment

(5) Faculty initial rank evaluation (10) Military discharge
/ (11) Copy of the personnel action

(4) Recommendations to employ

(6) Faculty salary evaluation
(12) Appropriate correspondence

f. 'Other records that are maintained in the campus dean's office are:
(1) Contract renewal and tenure cards r
(2) Position control forms
(3) Departmental listing

Modification 123, ‘January 10, 1975
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3.16 FAMULTY TENURE '

“

i

3. 141 GRANTING TENURE .

Each new faculty member shall be placed on a period of probationary appoint-
ment subsequent to which he shall be granted comtinuous tenure by the
President. Notification as to.renewal or; nonrenewal of appointment shall
be given annually by the President until the end of the probationary
period has been reached. (See also paragraph 3.118). The period of
probationary service is two full consecutive academic years for those

new faculty members who have had the equivalent of four years or more

of satisfactory teaching experience in other institutions of higher
education as may be approved' by the Board of Trustees. FPor‘all others,
the period of probationary appointment extends for four full, consecutive
academic years. (For time not counted, see also 3.441b(1)(e).
3.441b(2) (d) and 3.444c.) After completion of probationary service

and receipt of continuous tenure, a faculty member's appointment may
be termimated only as provi&ed below.

3.143 POLICY FOR TERMINATION AND SUSPENSION OF TENURED FACULTY

Termination of a contract of a full-time member of the college faculty

shall be governed by the terms of that contract, after the President has
glven due consideration to the reasons for termination and after due process
within the College. (Approved by Board of Trustees, January 23, 1969)

I3

3.145 PROCEDURE FOR TERMINATION AND SUSPENSION OF TENURED FACULTY
(PAC, January 9, 1969)
The procedure for terminating the contract of a tenured, full-time member
of the coliege faculty follows the sequence below.

a. A statement of reasons and a request, for termination of contract
shall be inittated to the President by the department chairman, the
division chairman, the campus dean, or other. appropriate persons.

b. A written notification of intention to terminate contracfual‘relation—
ship, includinrg a statement of reasons, shall be made to the faculty
member by or through the President.

c. A personal conference for the purpose of discussing the reasons as®
stated by any of the above plaintiffs will be held with the faculty
member by the President or his designated representative.

N &

(1) If the faculty member does not appear for the conference after
due wri.ten notice at least a week in advance df the conference, ¥
the President shall determine whether to ptoceed with the termi-
nation of gservices in accordance with the terms of the contract
of the faculty member.

-

(2) If mutual agreement is remthed as a result of the conference,
the contract will be terminated or extended, in accordance with
the terms of the contract,

-

Modification 104, June &4, 1973




(3) If no agreement is reached and {f the faculty member requests .
in writing to the President within one week after the above
mentioned conference, & cowmittee of the faculty shall be
. " selected promptly to conduct a closed hearing in order to review
with the faculty member ‘the basis for the ¥ntended termination
of contract and to submit a confidential written report of the
findings of the committee tp the President. If the faculty
member does not 8o request the appointment of the committee,
the President shall determine whether to proceed. with termination,
in accordbnece with the terms of the contract. If the faculty’
member .opts for a committee: . :
. (a) The comnittee of the faculty shall be selected by the y
) . Senate in executive session. Selections are to be based
“ ., upon the objectivity and competence of the individuals,
‘. three to be seleeted from the full-timne faculty, two to be -
) named by the President from his administrative staff. The
3 i chairman shall be elected by the’committee. No person who
has been involved in,or a party to, the charges made
) against the faculty member shall be a member of the
. ‘ committee.
\
(b) The cogmittee shall be chlrged with obtaining information,
considering grounds for termination of contract, holding a
hearing, and responding to the President after the hearing.

(c) A letter will be sent from the President to the faculty
member listing the reasons for termination and the date
of the meeting set by the committee of the faculty, said
date to be at least one week after the date of the lctter.
Verification 6f receipt of this letter must be obtained. -

~ (d) The President may attend the hearing. / e
(e) The faculty memPer shall be provided the opportunity, for
counsel and confgontation and questioning of witnesses,
i1f witnesses are not available, the faculty member shall
have access to signnd and motarized statemerits and shatl
know the idéftity of' the makers.

«

(f) All evidence shall befggly and confidentially recorded °
and filed in the‘individual's personal file. (See
par. 3.75). The committee lny use oral arguments,
transcriptions, "etc.

(g) The chairman of the committee will forward to the .-
Presidant within 72 hours after the meeting & confi-
dential written  report of the findingr of the comittee.»

. " i

A ' (h) If the committee of the fumlty reaches agreement with

the faculty member, the President may or may not agree

to accept itd findings for termination o&.extenlion of
contract. -

Q >diffcation 104, June 4, 1973 )
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i .
(f) I{ the faculty member does not appear for theospheduled
hearing with the committee, the President shall deterqinc
whether to proceed with termination of the congract in

. accordance with the terms of the contract.

3.146

(j) The rcport of the committee, along with other appropriate
information, shall be transmitted by the President in .
writter form to the Board of Trustees if the faculty member's
contract is to be terminated and if the facufty member appeals
to the Board of Trustees. .

(4) The faculty member shall be suspended by the President only if he .
_ {s harmful to himself or others, or to the best interests of the
College. The suspension shall be with pay unless legal con- -
siderations prevent. . . ) \
d. If an appeal is made to the Board of Trustees, it ‘will take appropriate
action in accordance with the terms of the contract of the faculty
member. : ‘

The President shall communicate notice of the final decision to the v
faculty member. . : —

(114

£. 1In all stages. of these procedures, conf identiality shall be maintained
and a public statement shall be avoided by all persons involved.

3.146 POLICY ON NON~-RENEWAL.OF APPOINTMENT OF NON-TENURED FACULTY (Board /
Trustees Resolution No. 379-67, June 29, 1967)

a. A unon-tenured faculty member shall be on probationary appointment until
" granted continuous tenure. As provided below, notification as to

renewal or nonrenewal of the appointment shall be given annually by the
President until the end of the probationary period has been reached.

b. The piiiod of probationary appointment shall extend for four full, con-

: secutiwe academic years, except that the period of probationary appoint-

ment of the faculty member, if he has had the equivalent of four years .
or more of satisfactory teaching experience in other institutions of '
higher education as may be approved by the Board of Trustees, shall be
two full, consecutive academic years.

c. During the probationary period written notice regarding renewal or non-
renewal of appointment for the succeeding year shall be given by the
Presiddnt of the College as follows: ‘

o . (1) Not later thén April 1 during the first year of academic service
in the College (July 1, if appointment begins in February).
s (2) Not later than February 1 of the second consecutive academic year
- . of such service (July 1, if the appointment begins in February).

» . .
(3) At least twelve mdnths .before the expiration of an appointment

following two full, consecutive academic years or more in the
College.

Yodification 117, July 19, 1974
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3.147  INITIATING PROCLDURL FOR NON-RENEWAL OF APPOINTMENT O NON-~TENURLD FACULIY

L“ Department chairmen are responsible for initiation end preparation of da;a
to support a recormendation for the non-renewal of appointment of hon-

tenured faculty, They are assisted by the Academic Dean at Rockville

L and appropriate’ Divislon Chalrman at Takoma 'Park.
&. Responslbllity of the Department Chairmen relative to _non-tetured g

faculty. R

(1) Be familiar with the quality of teachihg in classrooms and
withs the effect of an instructor's #gcholarship, executive ability,
professional responsibility, and personality on the quality of
his teaching. )

(2) Oyserve in classrooms and confer with instructors pefiodlcally.

P (3) Keep a record of observations pof. instructors in all areas of °
performance as well as recommendations that have been made for
improvement.

{(4) Bring to the attention of the Academic Dean or Division
o Chairman‘nstructors whose quality of service is in question.
2. 1)
(5) Arrange for the Academic Dean/Division Chairman to observe -
the instructor whose services need to be improved.
(6) Arrange for a conference with the instructor before the end
. of the first semester, i{f approprizate, to cermmunicate to the .
instructor that his work must improve, to indicate the areas
in which improvement must be made. ° p
: ?1) Continue to assist, encourage, observe, and evaluate the
instructor throughout the academic year.
;
(8) Arrange for the final evaluatlon conference at which time . . {
’ the chairman of the department will cuss with the ’
r instructor his achievément in scholarshi’y, tedching power, - 0
-executive ability, professional responsibility, and personality..
(9) Prepare and submit,, through the Academic Dean/Division Chairman,
to 'the Campus Dgan for' his recommendation a record of the per-
. formance of the instructor recommended for non-renewal of
contract. . . * . ¢
b, Reqponsxblllxy nf the ng}slon Chairman or Academ1c Dean ’

(1) Confer with the Department Ghairman about p&rsons whose worl
is not satisfactory. =

-

] (2) Become familiar with the work of instructodlewho are reported
by department chairmen as marglnal performers.

(3) Review evaluation procedures with the Department Chairman to
“\. . astertein that proper steps are being followed.’

(4) Observe fnstiuctors whose work is.unsatisfactory; keep record
- . of classroom visits.

Y?dliicntion ¥17, July 19, 1974
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-(5) Bave conferences with the instructor and the department chairman,
¢ if appropriate,

¢ (6) Confer with the department chairman concerning instructors whose
contracts are not recommended for renewal; review supporting data -
with the campus dean to determine legal grounds for denial of
tenure or non~renewal of contract.

(7) Join the départment chairman in a conference with the instructor,
at which time the instructor is notified about the recommendation
for denial of tenure or non-renewal of contract.

* (8) Review the final record prepafed by the department chairman and
forward to the Campus Dean with appropriate recommendations.

(9) In the event that ti2 non-tenured faculty member concerned .is a
department chairman, the responsibilities listed in subparagraph a
above are performed by the Academic Dean at Rockville or a division
chairman at Takoma Park.

c. Responsibility gf the Campus Dean

.

The campus dean concerned receives, maintains, and reviews all reports
concerning non-renewal of appointment and/or denial of tenure for an
instructor. The campus dean assures that the procedures used to

. terminate the services of ‘a probationary faculty member at any.time are
in accordance with the palicies of the Board of Trustees and the approved
procedures of the College. (See also paragraph 2.702 reference involve-
ment of the Subcommittee on Contracts, Rank, and Tenure.) The Dean is
also responsible for informing a faculty member of:

-

(1) The President's recommendation regarding termination.

(2) His rights ;ccordipg to the Public Laws.of Maryland and college
policy and procedure. . .

) 3.15  HIRING AND SALARY SCALE PLACEMENT FOR PART-TIME FACULTY (Approved by the
President, July 10, 1973). - .
3,151 ALLOCATION ' : ' .

The number of part-time faculty and related funds needed each fiscal year
are estimated by the campus deans after consulting with the Academic Dean or
division chairmen. The .campus deans forward their budgetary recommendations
to the President for approval. Within the funds allocated in the approved
budget, the campus deans hire the number of part-time’ faculty required at
their respective campuses. A part-time faculty member may be employed for
either the day or evening program or both if the need for the employment is
justified. '

3.153 HIRING PROCEDURES
a{mn’Application . ’ ‘ l

. Application procedures for part-time faculty are generally the same as
those for full-time faculty. (See paragraph 3.114b.)

b: Evaluation and Recommendation for Employment

The part-time candidate's application is evaluated by the department

. chairman and the division chairman, or Academic Dean, who forward
their recommendation to the campus dean, The campus dean may authorize
the employment of the candidate.

A ‘ A
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c. Exceptional Conditions

(1) In unusual circumstances, an individual who is over 70 may be employed
on the part-time faculty if the instructional program will definitely
benefit from his employment.

(2) In unusual circumstances, an individual who is a non-citizen may be

. employed on the part-time faculty if the instructional program will

: definitely benefit from his émployment. A non-citizen is required
to forward a copy of his visa with his application.

(3) A husband and wife may not be assigned to teach in the same department
and, whenever possible, they should not teach on' the same campus.
Further, no special consideration with regard to teaching schedules
or other college assigmments will be given faculty members on the
basis of their marital status.

d. Completion and Review of All Papers Required of the Appointee
) (1) Application - see 3.114b. A \‘

(2) franscripts - Must include official transcripts of all credits
imed. These transcripts shall be forwarded by the institution
to the ‘campus dean.

(3) Application for Social Security Number - The Federal Insurance
Contribution Act requires that all college instructors have a social
security number. Any instructor not having a social security number
must complete and return the form "Application for Social Security
Account Number." '

(4) Employee's Withholding Exemption Certificate (W-4) - Specific
instructions are given on this form as to the method for claiming
withholding exemptions.

} ‘ (5) Employee's Maryland Withholding Exemption Certificate (MW-507),
or ,Certificate of Non-Residence in the ‘State of Maryland (MW-507-4),
if applicable - specific instructions are given on both forms.

(6) Health Certificate - A certificate (chest X-ray, intradermal tuber-
culin test, or physical examination bys a physician that includes a °
chest X-ray or an intradermal tuberculin test) is filed in the
individual's personnel folder prior to his assuming duties in the
classroom. If the intradermal tuberculin test is positive, a chest
X-ray 1s required. ' - )

(7) Three letters of reference indicating pr9fessional competence, to bé
requested by department chairmen, based upon references cited in the
application. Telephone references may be substituted for letters of

; reference under the following conditions:

-

(a) The conversations are fully documented by memorandum,

(b) The telephone conversation is with a department chairman, or
equivalent supervisor of the faculty member being considered
(not another faculty-member of the department) and

Lt

>
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(c)lA'}pnppsis of the conversation is included in 'the memorandum,
as' well as the date and name of the person with whom fhe
conversation was held.

(8) In special cases in which a part-time faculty member is hired

. at the beginning of a given semester, and when there is in-

' sufficient time to obtain tramscripts, references, health
certificates or other required information, prior to the
time classes convene, and where no other qualified part-time
instructor is available for the assfgmment, the part-time
instructor will be given gix weeks in which to provide the
documents specified above, 1If, for any reason, these docu-
ments are not produced, the part-time instructor shall not
be rehired. Prior to appointing an instructor under these
conditions, however, the department chairman will verify
by telephone or by such other means as may be practieable,
the teaching qualifications of the applicant.

e. Employment Letter

The campus dean is delegated by the President to send out the employ-
ment letter to the candidate after registration. No contractual
agreement exists between the part-time employee and the College beyond
the employment letter for a specific semester or summer session,

SALARY PLACEMENT AND ADVANCEMENT

a. Placement. The part~time salary schedule which applies to part-time
instructors teaching regular college courses is adopted each year by
the Board of Trustees when the full-time salary schedule is adopted.
The Campus Dean will autherize initial placement of part-time faculty
on the recommendation of the appropridte djvision chainman at Takoma
Park or Adademic Dean at Rockville., Placément on Lhe “various scales
is usually determineéd by giving credit for each Vear of teaching or
other’ appropriate educational experience jhd up to one-half year for
each year of related experience. (See also paragraph 3.03.) General
guidelines for initial placement are:

(1) One year of full~time service in teaching at the college level is
equivalent to one Xefr of experience;

(2) Thirty semester hours of part-time teaching experience are
equivalent to one year; and

(3) Each two years of related educational industrial, or research
experience may be equated to as much as’une year of teaching
» experience, depending upon the degree of re1evance of the ex~
perience to the teaching assignment. -

b. load - Actual payment is based on load. The load is calculated in
the following manner. For regular college credit courses, where the
number of credit.hours is exactly the same as .the number of contact

« hours, the number of equivalent semester hour units will equal the
number of credit hours. In thosé college credit courses where the
number of*contact hours exceeds the number of credit hours, the
number of equivalent semester hour units will be equal to the average

Modification 126, February 14, 1975
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3,201

~

Modification 124, February 14, 1975°

of the number of contact hours and credit hours. For non-credit
courses and resppnsibilities the number of equivalent semester

hour units will be assigned in accordance with principles analogous
to those which determine the credit and rate for 'the regular college
credit courses. -

c. Advancement in Pay Grade (Approved by the Board of Trustees, FV 1975
Operating Budget, May 20, 1974)

After June 1974,when initial placement or conversion to this system
has occurred the records maintained for salary advancement will show
no semesters and no credit hours accumulated. All part-time faculty
will be governed by the following procedures for advancement:

(1) Acquisition of advanced degrees will not be a basis for change «
in grade'classification: Teaching experience at Montgomery
College will be the only measure for advancement, .

(2) Eligi;}ﬁity for advancement is based on the minimum of 12 equiva-
lent Semester hours accumulated in four semesters of Successful
teaching at Montgomery College. A semester which can be applied
toward advancement is any of the teaching .gessions, inciuding the
summer term, at any credit location. Semestess of teaching
need not be consecutive. In no case will more than two semesters
be credited in a calehdarlyear.' *

(3) Advancement will then be granted upon a favorable evaluation by

the department chairman and appropriate administrators (see

paragraph 3.326). A ) ’

-

-

(4) Upon advancement to the next part-time grade, semesters and .
credit hours are then re-accumulated as in (2) aboy.

IDENT IFICAT ION\\R{

The Director of Personnel is" responsible for issuing, each semester an
identificatiOn card, MC Form 3,124, to all part-time faculty.

KJ

REEMPLOYMENT : /\
xR
POLICY .- , ‘ ﬁ

) . .
Proéessioﬁal personnel who have resigned without prejudice after béing
employed by Montgomery College, :39 who wish to return, may be reemployed
providéd a vacancy exists and proVided they meet the qualifications for
appointment in effect at the time of return. - -

i . -,
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3.202 PROCEDURE

~ s

.

a. Returning professional personnel ahall be placed on the next higher
step of the salary schedule in effect at the time of return provided
they: ) .

(1) Have completed five or more ‘years of service at Montgomery
College. : '

(2) Had tenure at the time of resigneticn.
(3) Are reemployed within three“yqarsél

b. Returning professional personnel who had creditable experience
- during the period of absence sha}l be given credit for such

experience accoﬂﬂing to. the policy for newly employed persons.,. , ~

c. A person who does not meet all of the above qualifications may . .

™~ .be reemployed under the provisioris of the same regulations which
govern all initial employment-at the time the person is considered
for reemployment, . :
. \
y " L
A »~
' . y [y l' ‘ .
"? [y
¢ , ¢ -
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i
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3.21 DESCRIPTIONS OF FACU mmsnmns - 3.21

Full- time faculty positions have been established with functions as
. indicated in paragraphs 3.210 to 3, 219 .

3.210 INSTRUCTOR, FULL~TIME ‘ ;o .

a. Is reaponaible for conducting assigneé’c]asses in accordance
&; with catalog descriptions and stipulatidns of the department.

'b. Assists in making course.syllabi and in the selection of
textbooks.

d(”’-c. Teaches evening and/or Saturday classes whenr assigned:

.

¢ d. Teaches a regular load based on lS hours or its equivalent . . .

' ‘per semester. . g
’ ]

e. Attends departmental and other .faculty meetings as required.

f. Engages in profesozonal development.

13

8. Assists in making ‘budget recommendations. ]

h. Provides curriculum liaison when aésigned.
1. Acts as an adviser to students or student organizations when
assigned.

' " j. Serves on appropglate committees-when assigned or elected.
L4

o

3.211 PART-TIME INSTRUCTORS AND CONSULTANTS ' .
! E
A N

a. Instructor. Part-time (one semeater or summer aession)

(1) 1Is responsible for conducting assigned classes in .
accordance with catalog descriptions &nd stipulations
of the department -

-

e (2) Participates, whenever possible, in departmental
_matters, such 4s meetings.

» ' b. Instructional Consultant {(one semester or less)

Assists in the instruction of a course for a brief and
apecific period vnder the direction of an appropriate faculty
N ‘ member. »

3.212 DEPARTMENT cn;zmu &

-

(See paragraphs 2.03, 2.05, and 2.58)

™ 3.213 LEARNING RESOURCES (Approved by the Board of Trustees,November 19, 1973)

a. Because mot all Learning Resources personnel perform the same tasks,
the perforingnce of all faculty in the Department of Learning
Resources 18 described and evaluated in terms of meeting certain

general objectives. Each faculty member: . .

ty
.

¢
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(1) Performs assigned functions in the Department of Learning Resources
consistent with general departmental goala and objectives in
supporting the College's instructional progrum, students, and
faculty, . .

(2) Performs assigned furictions in the Department of leurning
Resoutces consistent specifically with:

(a) The individual's general job objectivea within the o
*x departmental structure;

Xb) The specific objectives, for the'departmehtel tasks to which
U the indiyidual is aaeigned in order to meet departmental '
goala,. ; . .

(c) A level of performance which meets the ctiteria for quality
and quantity consistent with -departmental goals/objectives.

(3) Introduces to faculty possible alternatives to ongoing teaching/
’ learning processes and corresponding research. '

'(h) Exercises technical or special skills, applying effectively the
chnical skille for €he job or the apecial types of knowledge
necessary to job performance.

(5) Assists other faculty, as appropriate, in preparation, production,
" or select‘on of instructional materials. -~

. (6) Assists other faculty, as apprOpriate “in selection of .
. instructional hardware. .

(7) Coordinates with other faculty, as apprOpriate, facilities,
* equipment and personnel for media projecta.

_(8) Assists other faculty,-as appropriate, in the script writing,
. production, direction and distribution of media projects.

(9) Acquaints other faculty, as appropriatd with the potential arid
the limitations of the various instructional materials, media
equipment and production facilities at Montgomery College through
conferences, institutes, seminaxe and other planned activities. .

" (10) Pollows policiea and proceddrtl of the College, the campus, and

.the department.: ,
¢

(11) Maintains atandarde of performance worthy of accreditation by
‘ 1nternal or external accrediting agents. :

(12) Engagee in professional dEVelopment. .

(13) C00peratel with students and faculty in the development of
’ Learning Center support functions, .

(1&) C00peratea a8 assigned in planning, development "and exeCution
of programs aerving the total college community.

 (15) Practices good public relations and instruetional support liaison

with campus and college departmenta and the college cémmunity.

Performance of the professional personnel in the Department of Learning

Resources is described more and evaluated specifically in the following
apecific objectivea. Each faculty member: . ,

’

(1). Assists in preparing departmental objectives.
". ' X = ) .

' 1]
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(2) Assists in preparing task objectives. for incumbent's position.

\ %3)‘ Works hours designated by the campus department, including
. * evenings or‘Wgekends when assigned, in order to meet, campus
and departmental needs and objectives. - ; v

(a) Serves the hours necessary to maintain the functions and
‘.. schedules of the department so that it may provide the .
< fullest possible support for faculty, students, and the *
e " commupity. .

'ﬁ(b)’Conducts assigned classes in accordance with the mission
{ . . 0f the department.

(c)_Keeps office hours and appointments w1th individual faculty .
and students for consultation, instruction or uassistance. o

%) Assﬁsts in making budget recommendations. ) . ‘ *
) .
© (a) pata for-departmental reports or for other college or

campus offices.

(5) Subniés.on time . . W*L

{b) ‘Reports i?ﬂ evaluations of programs and support functionms.

(c) Plans for development of departmental functlons for subsequent
] ‘years.
. (6) Serves-.on appropriate college and professional committees when
elected QT ass1gned

(7) ‘Attends, “when appropriate, professional, departmental, campus,
and collcge mectings, and those of other groups. )

‘(8) <Acts as_.an adviser to ‘Students 1f/when ass1gned .

o (9) _Participates for professional develoﬁment in meetlngs work -
shops, ficld trips, further education; keeps up with current
~ literature in the fields of education and instructional

-~ ) technology. {

- 7(10) Accepts responsibility -

- : (a) For Lis’/her position according to the work required in the
departmental area to which he/she has been assigned. ¢

(b+ Por meeting his/her stated objectives for the working period
by maintenance of a quantity of work commensurate with what
is, demanded by'the task, the department, and instructional

* needs. "

. ‘ (c) For tangible planning and organizing of work in the departmental
: arca assigned, including

1. Arranging and systematizing work load or tasks;
2. Anticipating requirements for the incumbent”s job
1. .Systematizing and organlzing assigned projects

. (d) For supervision and management of professional or staff
services as designated, including participation in evaluation
of personnel, in record keeping, and other management functioms.

. Modification 112, January 18, 1974 : . L
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(e) For meeting commitments on time and adhering to scheduled
,hours. .

(£) For carrying out assignments which
Conform to.existing regulations;
: )

. Require interpretation of new instructions;

[W [0 |
. .

Apply new instructions promptly.

(g) For maintaining a quality of work reflecting
- _ ;.‘b
A

1. Accuracy; -
2. Completeness; .
y, 3. Neatmess. r

(11) Communicates clearly, concisely, and in a manner 'resulting in
mutual understanding both in spéech and in writing.

(12) Reads regularly the college memoranda and is conversant with

subject matter of.the College catalog and bulletins, college
and campus departmental functions and college govermance systems.

(13) Facilitates the creation of a learning enviromment for students,
faculty and community by spending time, in addition to the
performance of regular tasks and duties, with colleagues,
students, or members of the community in:

(a) Advising; . h
g'(b) Consulting; . ) ‘
. (c) Participating in college and student activities.

(14) Fulfills responsibilitiés 4in such a manner as to reflect credit
upon the campus and department appropriate to its objectives and
goals by demonstrating that the incumbent:
(a) Tackles new problems; /

(b) Works out solutioms;

(c) Investigates ideas;

(d) Keeps up-to~date and informed about pertinent new materials
or practices.

(15) Demonstrates creativity in developing new and usable techniques
and innovations.

(16) fvaluatc§ facts imsmaking decisions.
(a) Compares and considers the results of alternative proposals.
(b) Evaluates after obtaining the facts.

(c) Makes judgments resulting from understanding the c%rcumstances
of the decision.

(d) Decides on the proper course of action and*proceeds with
confidence towarg meeting the objective.

’
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3.214

(17) Respondg’to a need for extra effort in accomplishing a task or
meeting challenges requiring extra effort. )

(18)-Degls positively with ﬁerans inside and outside the department
ang responds to faculty and studeqt requests in a timely way.
3.214 CURRICULUM, LIAISON .
Where possible, curriculum liaison should be related to the depart-
mental or divisional structure and assigqment. Specific functions
for curriculum liaison are:

a. To teach etc., as & full=time instructor with specific assigned
duties related"to a particulay curriculum. This, like student
advising load and committee assignments, mady vary from. semester
to Semester.

.

. _ b. To be responsible for assuming leadership in suggesting appro=-
priate - revisions in curriculums and matters related to student
mntriculation in a curriculum,

’

c. To be responsible in these matters directly taféhe Dean of )
Education. :

d. %o submit an annual report to the Dean of Education and ’ .
- the Pre51dent.

3.215 OCCUPATIONAL PROGRAM COORDINATOR (PAC, January 28, 1970)

The program coordirator (see definition par. 6.143d)uf an on- g01ng ,
occupational program.has the responsibilities enumerated below :
which are beyond those in subparagraph 3.210 apove. It i8 neither

possible nor desirable for all responsib{lities to be discharged

during the regulaer academic year. Those marked with an asterisk (*)

are intended to illustrate functions which might continue beyond

the academic year. Additional responsibilities of the occupational )
program coordinator are: ,

a. Administrative

(1) Assumes over-all responsibility for the maintemance
of high standards of education for the occupational
program. - .

*(2) Represents the occupational program with policy-making
groups and interprets the needs of the program to other
college offices such as the Registrar,Takoma Park Campus;
Director of Admissions and Records,Rockville Campus; Student -
. Personnel; Learning Resources; Director of College Facilities;
’ a Dean of Institutional Resecarxch and Analysis and others, as
appropriate.

(3) Develops and’ prepares the program budget with Faculty,
for presentation to the appropriate supervisor.

a

* May need to éontinur beyond the academic year

Modificdation 112, January 18, 1974 -
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a

v (4) Maintains up-to-date files on all aspects of .the program,
such as reference materials, course outlines, enrollment
data, etc.

- *(5) 1dentifies Paculty for appointment, reappointment, rank, °
’ - and tenure and submits his recommendations jointly with
the department chairman to the appropriate administrative g
~ supervisor,

(6) Recommends an equitable workload for.progrém faculty in
cooperation with department chairmen.
' ) *(7) Plans and assists with the orientation of new faculty.

*(8) Arranges and coordinates appropriate professional
activities,

%9 ﬁofds meetings for Faculty of the occupational program.

*(10) Participates in the survey and selection of extended
™~ campus facilities utilized in the program and develops
) with others, as appropriate, contractual agreements
between the Cpllege and community agencles.

|
E *(11) Represents the program at meetings and conferences outside
o the College.

*(12). Prepares, and submits for review, materials for publica-
tion, brochures, and the collége catalog. )

*(13) Recommends supplementary health,. admission, grading, and
other standards which pertain to the students in the
specific occupational program, and implements approved
recommendations.

*(14) Provides information and prepares forms for State and
Federal agencies as appropriate and for participation in
N Federal, State, and local funding to support the occupa-
. tional program. . .
*(15) Maintains records for program evaluation, certification,
and references for graduates of the program, and coordinates with
the Dean of Institutional Research and Analysis to devise
procedures for program evaluation.
* <
1 <+ %x(16) - Prepares graﬂuqtes' applications for certification or .
. licensure examinations and applications for licensure by -
endorsement in other states as requested .

(17) . Cooperates with the registrar, department chairman, and
other appropriate college offices in establishing class
schedules. - - .

(18) Keeps.abreast of new developments in educational practices
and in the occupational field served by the program. .

y need to continue beyond the academic year
- N
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3,215b
’ t
Instructiopal

#(1) Coordinates the implementation of the instructional ‘pro-
gram, the instrugtion and supervision of students in the
extended campus facilities, and participates 1in the
teaching of specialized technical courses when appropriate.

(2) Participates with other faculty of thé program in develop-
ing and revising the technical component of the program.
A

tn developing and revising courses which support the

(3) Cooperates with faculty outside the ozfupational prograt
occupational major.

/

*(4) Participates with other faculty in developing and procuring
learning resources and initiating new instructional tech-
niques t8 support the program.

*(5) Participates with faculty and library staff in developing
. and maintaining adequate library facilities to support the
program. . b,
#(6) Cooperates with student personnel staff in mhking college '
services available to students.
<

3

*#(7) Assists with activities designed for student and program
evaluation. ‘

(8) Functions on various college committees and activities .
according to institutional policy.

*(9) Maintains and scts up equipment and supplies. .

*(10) Receives and verifies eGuipment and supplies.

.
~ -

/// (1) Encourages individual membership and participates in ,

" related professional organization activities. .
N A
*#(2) Accepts speaking assigmments to interpret the program
to community groups: .

#(3) Participates with the s'tudent personnel staff and other .

groups in recruitment, admissiofi and counseling to specific .
programss. . ¢

(4) Continues working closely with members of the advisoty
committee, assisting the chairman with agenda’ and setving
- a8 secretary to the committee. .

(5) Orients staff in extended campus facilities to the occupa-
tional program and the agency s role in the program.

-

* May need to ebntinue beyond the academic¢ year ' '
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3.216 : : L ,
. *(6) Maintains effective working relationships and consults with X
staff in community agencies to cooordinate efforts concerned
with curriculum planning, reviewing, clarifying or adjusting
operational policies to.meet program objectives.
(7) Provides liaison with staff in colleges and universities to
’ ‘ promote articulation between the associate degree program
and continuing education.
*(8) Participates with community and professional-groupslsuch as
* Health Careers Councils in efforts to meet manpower needs and
.other activities related to the occupational program.
Miscellaneous
*(1) Prepares annual reports and other reports as requested by the
College and other professional, legal, or grantor badies.
*(2) Interviews applicants to the program and recommends the1r
admission.
%#(3) Responds as appropriate to inquiries and _correspondence’ concerning
the program directed to the College.
) *(4) 'Participates in the registration and advisement of students in
. the occupational program. ,
» P [ 4 /
LIS
o *(5) Coordinates the summer program dnd the instruction and supervision

of students in the extended campus facilities.

%(6) Assists with other faculty in counseling of students and éerves as
adviser to $tudents in the occupational program,
3.216 ADVISER
Teaches as a full- t1me instructor with the re8ponsibility of adv1sing assigned
students in the selection of courses with an appropriate curriculum.

_(This, like curriculum liaison Work and committee assignments, may varydﬁrom
semester to semester,)

"3.217 COUNSELOR (Approved by the Board of Trustees, November 19, 1973)
a. Teaches a part time load in the area of college orientation courses as
a381gned and performs the following feaching related duties:

(L) Conducts assigned classes in area of employment in accordance with
the catalog description and the stipulat1ons of the department.

’
. N . * * 1

» ,‘- ' ’ .
* May need to continue beyond the-academic year -, ° ,°

Modification 112, January 18, 1974 - = .
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(2) Holds every scheduled class, including the final examination, except
for emergency situations, the full scheduled number of minutes in the
room assigned by the appropriate administrator. ’

T
" (3) Helps in the making of necessary course syllabi and in the selection
of textbooks. '

’

%) Teaches evening classes as part of regular departmental laad when
assigned.

(5), Maintains standards of teaching worthy of accreditation.

(6) Seeks out through.professional societies, meetings, and workshops and
the current literature of gpe field means o improviqg‘instruction.

(7) Adjusts, insofar as possible, teaching methods to student meeds.

(8) Acts as adviser to students assigned by the Campus Dean or his
desigriee:

(a) On programs of study and curriculum;
(b) On uersonal problems that affect success in College;

(c) On course problems, ] .

(9) Submits on time to the campus registrar:

(a) Mid-term grades on appropriate cards or forms;

(b) Final grade reports at end of semester on appropriate cards
or forms.

(10) Submjits to the Campus Dean or his designee:
(a) A copy of the final examination;

(b) A copy of the form, "Summary of Course Content,'" syllabus, or
other materials such as reading lists or assignment sheets.
~ e
(11) Posts and holds regularly scheduled office hours with a provision for
seeing students at other times by appointment. .

Sy

(12) Reports office hour schedulesto the Campus Dean. S

’

(13) Attends all scheduled and special, faculty meetings a%d meetings of
other groups to which assigned (e.g., department division, ° h
comm;ytees) .

[ h .
’

“(14)° Functions in faculty and opher college conmittees, assuming

responsibility for attendance and for an equitable share of the >
work,, including the taking and proper dispersal of minutes and the’
chairing of committees. !

v -

(15) Acts as facultv spongsor or chaperon for student activities,
intramural athletic activities and intercallegiate' athletic teams
(if requested and as appropriate). :

. ),

. .‘/ P:‘;I ’-




3.218 ]
(16) Reads regularly the College memoranda and other material for
currency and professional development,

(17) Provides, as a professional person, the best possible learning
environment to the students of the College, spending, in addition
to instructional time, a major part of his/her time eshilable to
‘students and colleagues for advising, consulting and participating

" in various student and college activities.

b. Serves day or evening under the direct supervision of the Campus Associate
Dean of Students and performs the following counselor duties:

3 (1) Conducts interviews with prospeétive students for the purpose of
program planning. .

(2) Holds interviews with the students who are members of their
Freshman Seminar classes.

(3) Assists students seeking information and guidance.

%) Refers,studente to appropriate campus or community resources in
accord with his professional judgment. .

(5) Interprets test scores and, where appropriate, prepares profif@s
of the results for students

(6) Provides career and occupational information

(7 nggggla—with students who are changing career goals and
cprricula

(8) Processes letters of recommendation concerning counselees for K\\u/
employers and other colleges

(9) Responds to inquiries concerning questions about admissions and
" programs.

(10) Participates in research and evaluation projects pertinent to
% student services programs.

* " (11) Acts as liaison with high schools and other community groups by
. participating in college nights, PTA programs and articulation
4 meetings o X

(12) Serves as a liaison between student services staff and specific
academic departments. ,

(13) Works with other faculty members.to'promote the welfare of
) individual students.

c. Performs other related student services functions under the dMection of
the Campus Associate Dean of Students and in cooperation with other
appropriate or designated faculty, staff, and administrators such as:

c. (1)  Financial Aid -
(2) Placement
(3) Transfer
(4)  Student, Activities

- (5) Admissions

AN

(6) « Registration

1

. v (7 International Student Advising -
Modification 112, January 18,.1974 3
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3.219
(8) - Testing and Study Skills
3.218 LIBRARIAN (Approved by the Board of Trustees, November 19, '1973)

a. Plans and 1mplcments library programs and services as required to meet the

needs of the college community. - . . .
b. Cooperates with other faculty in the development of ‘the library as a
’ learning center. .

¢

c. Provides as a professional person, the best possible learning enviromment
to the students of the College and maintains standards of librariamghip’
. worthy2of accreditation.

d. Conducts library instruction and performs those duties assigned by . the
department chairman in accordance with the programs of the department.

e. Participates in the selection and organization of all library materials
and assists in making budget recommendations. *

f. Adjusts, insofar as possible, library instruction and operation to
, student faculty, administration, and staff needs. “

g. Seeks out through professional societies, meetings, workshops'and‘current
literatuye means of improving library operations-and service.

. »
h. Maintains a library schedule as designated by the department chairman.

5‘{. Makes appointments with individual students for instruction or assistance
- in library research. &3 .

’

j. Prepares reports for evaluation of progtrams and servtces including plang
and development, ‘ ) .

-
.

k. Submits reports and data to administrative offices as appropriate.

1. Cooperates in maintaining a program of display, publication, and public
relations for library services and operations. et s

-

)
m. Attends all scheduled and special faculty and departmental meetings and
meetings of other groups touwhich assigned (e. g., department, division,
committees). _ . R . s

n. Functions in faculty committees, and'college~spons0rpd activities as
requésted and -appropriate. ' . .

3.219 CLINICAL ASSOCIATE FACULTY (PAC, November 24, 1971) - .

a Clinical.Associate‘§aculty are those part-time instructors who are fur- .
. nished by and teach at variou$ clinics centractually associated with an
allied health curriculum offered by Montgomery College.

b. Clinical Associate Faculty are authorized to be listed at the end of the
faculty section.in the college catalog. They will be listed without
academic rank but,with the name of the affiliated institution and the
college curriculum with which involved. Names and pertinent data to be

. included will be submitted in writing by’ the cognizan campus dean to the\
office responsible for development of the catalog .

3.22 DUTIES OF THE FULL-1IME TEACHINC FACULTY (Approved by the Board of Trustees,
October 15, l973) B

The-duties of the full-t{me teaching faculty aye as follows /

a. .Conduct assigned classes in area “of employment in accordance with the
catalog description #nd the stipulations of the department. , '

Modification 112, January.lB, l974l . . T .

' ’

ym)
L~
[}




3,22 g o -
b. Hold every scheduled class, including phe findl examination -
except for emergency Bituations - ‘the full schﬁﬁuled number of

I

| c. Help in the making of necessary ‘course syllabi and in the
. selection of textbooks. .

"d. Teach evening classes as part of regular load when assigned.
e.- Maintain standards of teaching worthy of accreditation.

"of.  Seek out through professional societies, meetings, and.workshops
and the current literature of the field means of improving .
instruction. . \ v

4

g. Adjust, insofar as possible, teaching methods to student needs.
i
h. Act as adviser to students assigned by the Campus Dean or his
. designee:

-
(1) On program of study and curriculum.

(2) On personal proBlems that affect success in eollege,

)

\
(3) On course problems.

i, Submit on time to the campus registrar:

, (1) Mid-term grades on appropriate cards or forms.
«(2) Final grade reports at end of semester on appropriate cards ~
. . or forms.

j. Submit to the Campus Dean or his designee:
. . (1) A copy of the final examination. - . .
‘\ . .

So(2) A copy of the form “Summary of Course Content,' syllabus,
or other materials such as-reading 1ists or assignment
sheets. =~ =« .

k. Post and hold a minimumt of three regularly scheduled office ¢
hours per week; with' a provision fér seeing students at
other times by appointment.

A U
1. Report office hour schedule to the Campus. Dean. ,
m. Attend all scheddled and special faculty meetings and meetings .

' o6f other groups to which assigned (e.g., department“ division, .

' ¢ommittees) : . .

n. >thctio‘ in faculty and other college éommittees, assuming ‘
%eéponsibilif? for attendance and fOor an équitable share of the
work, inclulling the taking and proper dispersal of minutes and
the chairing of committees.

-~

N . , . o. Act as faculty sponsor or chaperon for sfudent activities
intramural athletic activities, and intercollegiate ‘athletic
teams, (if rtquested and as appropriate)..

QO dificationql2, J'anuary 18, 1974
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p. Read regularly the college memoranda and other material for ‘currency
and professional development.

\\ q. Provide, as a pfofessiohal person, the bestpossible learning qnviron-
ment to the students of the College, spending, in addition to
instructional time, a major part of his/her time available to ‘students-
and colleagues for advising, consulting, and participating in various '
student and college activities. )

3,23 DUTIES OF PART-TIME FACULTY ' ,

The duties of the part-time teaching faculty are as follows: ,

a. Conduct assigned. classes in area of employment in dccordance with
the catalog description and the stipulations of the department.

b. Participate, whenever possible,.in departmental and campus meetings;
.of a Professional nature. ' T

c. Hold every scheduled class, including the final examination, the full
scheduled number of minutes in the room assigned by the campus Nﬂ
registrar. For absences, see paragraph 3.41. . !

d. Maintain standards of teaching d%rthy'of accreditation.

e. Seek out through professional societies, meetings and worksﬁops, ’
and the current literature of the field, means of improving instructien.

f. Adjust, insofar as possible, teaching methods to student needs,
g. Submit, on time, to the registrar:

v ' (1) Mid-term grade reports. \
ool -
. - (2) Final grade reports at the end of the semester. -
h. Submit to the division chairman (Takoma Park) or department chairman
(Rockville):. -

(1) A copy of the final examination .

(2) A copy of the syllabus, or other materials such as reading lists
or assignment sheets. \’

i, Pick Jb mail from assigned mailbox before each scheduled class.
3.2 TEACHING LOAD AND RELEASED TIME (Approved by the President, March 4, 1975) <.
3.241 GENERAL A ¢

! a. Background

There are no hard and fast rules nor apy precise mathematical formula
_for calculating faculty teaching loads. As a rule.of thumb, suiting

the lgrgest number of cases. 30 semester hours per academic yecar (or 15
semester hours per semester), or their equivalent,are considered as an

equitable and standard load, This is regarded as a rule of thumb. only,
however, since the actual load may be modified by any one of the following
factors: an emergency might make it necessary during one semester or
another to assign a faculty person to more than or less than 15 semester
hours but an offset to balance out to 30 semester hours total for the
academic year should be arranged the following semester; often the
ester-hour basis is not an equ;table reflection o lqad, and factors
of classroom hours per week amd student contact hours per week are
introduced. In the case of classroom hours per week, 18 or 20 or even 2.
may be génerally considered ré%sonable regardless of the number of semester
hours. 'In the case of student contact hours per qegk, there is no rule of

Modification 125, March 14, 1975
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‘thumb maximym except as the load seems to b 'excessive' in retation

to' those of other faculty members. In addition to their classroom

load, faculty are expected to maintain’ office hours to see and consult
with students outside of class, to part1c1pate on comm1ttees to prepare
material for class, to correct papers, to keep abreast of prof0551onaJ
“literature .and develdpments in their spec1a117ed fields, and to represunt
the .College in various activities and services such as the College *
Spedkers Bureau. In the case of coachlngﬁﬁnd special assignments, 50
clock hours represent one equivalent semester hour of teaching load.
Definition of Relecased Time CApp;oved by the Dean of Administration,
(acting for the President in his absence) July <26, 1972.)

"Released .time" is a term applied to thc amount of load deducted from
the regularly assxgnod dutiecs of an individual in order- to.cnable him
to 4arry.out other rQSponsxhllxtxes which are not® dxroctlv related to
his reguinr assignment, but which are 4 part of or rclated to institu-
tional programs and obj¢ctives or whic¢h are otherwise in the best
interest of the institution.

&

t. The authorizations for relecased time noted in sstcquont paragraphs .,
are maxdmums; exact authorizations each fiscal VC:;/JFO dependent upon
, funding. * Far coachihg and special assignments, -s¢e paragraph 3.2467

CHATRMEN .

a. The Chairman, College Faculty Senate; members of tﬂv Faculty Senate; »
and the *chairmen of the campus assemblies shall have these assignments
considered in calculating their cnllcge work loads. Chalrnhﬂ of certain
all-college comnmittees are also grantod released time. .

(1) Members of the Faculty Senate, except the Chairman, shal'l teach
onc-fifth to onc-fourth less than their usual teaching loads;
», the Chairman shall be relieved of onc-half to three-fourths of
his teaching responsibilities. (Approved by the President. 11/17/69)
(2) Chairmen of standing all-college committees <hall be full-time
facultv members clected by the members of the c¢onmittees. The
Chairmen of the Curriculum Committee, Academic Reyulatigns Com- °
mittee. and Committee on Professional Status shall teach one-
fifth to onc-fourth less their usual teaching load. (Approved
by the President, 11/17/69)
*
(3) The Chairman of the Subcommittee on Contracts, Rank. and Tenure
is authoftized 6 hours released time each semester. (Approved by -
. the President, 5/23/72) L
(4) Assembly Chairmen are authoriZed 6 hours releascd Lime each
. semester. (Approved by the’President, 1]/]7/60)
b. By Board Reqoluclon 70-31, March 23, 1970. departmont chairmen normallV&~

were authorized up to six equtvalent semester hours of released time per
academic year. In unusual circumstances, morc than six equlvalent Semes-
ter hours were authorized. All released time is contingent upon the
availability of funds for such purpose. The President Has delegated to
the campus deans the authority and responsibility for tmplementing the
provisions of this paragraph. Normally, each campus authorizes an
initial maximum of three hours with released time beyénd that amount
being granted only with detailed written justification. Where p0\\|h|(

departmental projects are accomplished during the summer. ™ g

<.
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HONORS PROGRAM“(PAC, April 27, 1972)

SRS
N * . ‘ .

.’\The following criteriawdd apply in determining released time for those

~N

who participate as xdEtructors 1n\ZPe Horors Program:

- When honor tu:onals have, fewer than eight students enrolled, the &‘Q
faculty member involved ¥ill receive credit and load adjustment )
after eight studen:sahave been Eaught inctementally K
!
When honors seminars have at leas‘u students enrolied the faculty
member will reccive credit for load adjustment at that time.

Nodseminars will be offered with fewer tham six” students; any
offerings less than six -will.be considered as tutorials or
notgbe offered that semester. , - . -

o
Credit accumulated under the pceeioqp system for released time
will count and be ggdjusted apprdpriately to the _new system by 2"
appropriate campus &dministrative staff. » e

No compensacory U(me will be allotted for development of
1nd1v1dual new courses, honors or otherwise

Starting with.the fall semester of 1968, each full-time faculty member
engaged as a coordinating project director and instryctor in an extended
non-credit program which haséPeen repeated at least twice has had that'
program Lalculat%y into_his teaching load if ehe program is a current one

being taughc on a continukgg basis. (See also paragraph 6.409.)
i

\ . .oz

PROGRAM SPONSORS, DIRECTORS, CtX)Rl_)INA:I’ORS .

Program sponsors and/or Program directors (see definitions in para-
graph 6.142) are responsible -for the -three-phase development of a new
curriculum. These phases are described in the Program Developmeng
Sequence published by the Office of the Deaw of Education.

Sponsors are authorized released time ag follows:

Phase I - 3 hours
Phase If, .- 3 to 6 hours
. - Phase IIT - 3 to 6 hours

~

L)

"This formula is xe&ated ﬂpecifically to the three phases of the program
development process and not to the duration of time (numbe'hk:mesters)
. ~_consymed in completing each phase. The ‘actual number of hours 11 be

determined as a result of weighing the variables involved in each case
such as: the ftumber of semesters to be included in each phase of devel-
opment; the nasgire and extent of the required developmental activities;
Ahe availability of currieulum guidelines or models; the intricacy of

the equipment, space, or staffing problems; the need for viwitations;
consultants, and professional conferences, the need. to explore complica-
ted publicity; and the number of new courses to be"developed. In each
case, th éeriod of teleased time will,be for a.single semeste with

any .extension dependent upon progress reports to the Campus Dean and the
Dedn of Education or the Success attained to date dnd the .
schedule of development activities. proposed for tke following semester. ,
(PAC, April 7 1970) . “

/iu
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. : . - ' ‘- .
A program sponsor, as discussed in subparagraph 3.245a above, might, if
quafified, continue his program development responsibilities as a program
coordinator through Phase IIT of theegéggram development sequehce. Coor-

ed in the development of a

dinators, whether or not previously ‘ _
eased time specified above for

specific program are entitled to the r
Phase III. (PAC, April 7, 1970)

.
© . LIRS

Coordinators of on~-going occupational programs have épecific additional"

functions as listed in paragraphs 3.216\and 6.147. THey are provided

released time and/or extended contracts to satisfy the extra demands made.
upon them. In many cases 3 hours released time during an academic year

will be sufficient. Normally, occupational p;ogré@ coordinators for
curriculums having laboratory facilities and, therefore, equipmént and
supplies, or coordinators for programs with clinical- experiences and, -

therefore, off-campus supdre®ston and affiliations and/or certification
requirements, are authorited a'maximum of & hours of releaséd time each’
semestexr. Additional réduction of the teaching load (increase in released
time) is possible as warranted by consideration of each progtam individually.

Recommendations for teaching load will take inte account the stage of

development of the program (see guidelings for released time in program

development), and such quantitative factors as: . qh .
Numbey of faculty in the department ., . -/
- Number of students enrolldd in the program ' |
. ‘/ Number of. off-campus facilities
. ' Extent of laboratory courses <o ) »

(PAC, January 28, 1970) ‘ .

COMPéNSAlION FOR COACHING AND SELECTED EXTRA-CURRICULAR ACTIVITIES

. (Approved by the Board of Trustees, September 16, 1974; effective

July- 1, 1975)

* .
Assignments applicable to coaching, inter-collegiate and intramural
athletic activities.of the College, and assignments applicable to the
performing arts productions of the College will be made a part of the
regular teaching load of the College, there climinatifg such
assignments, as relgased time.. l,& ‘ s

»
.

Compensation for these assignments will be computed on the basis of
the Board approved part-time salary schedule of the College, by the _
formula which follows,:designating the hours allocated to each i
category of activity to which such assignments will apply and upon

- which the compensation will be computcd:

-
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R -

COACHING COMPENSATION -

P

SN HOURS ASSIGNABLE ) _
C% BY _ B ‘
. CATEGORY OF COACHING ACTIVITY . ) :
. Equivalent Seme;ter Equivalent Semester
e Equivalent Semester Hours Credit for Hours Credit’ for
Category - Hours Allocated - Teaching Load *+ ~ Cash Compensation *
AL g 1 : 5
B ' . .5 2 . 3,
C o 3 -2 1
Dga 3 * 3 0 . .
.. E 2 - 2 _ 0

The gollowiné_coaching activities are assigned to the categories indicated-

A. PFootball (Head Coach), Men's éasketbau', Baseball, Track, Wrestling,
Soccer, Intrémurals (Rockville).

. B, FooE35}1 (Fkrst ASSIStant) Men's Tenhls, Golﬁ£?Sw1mming. ' b

[AN

C. Women's Basketball, Women s Hockey, Foogball (Second and Third Assistants),
Women's Volleyball,,Women‘s Tennis, G stics,- Cross Country, Baspba{l
Assistant, Soccer Assistant, Track Assistant, Basketball Assistant, o
Intramurals (Takoma Park). - ‘ ) y . . -

o

D. Director, Choreographer, Conductor, Scen1c .Designer.+ '
/ O . PR
E. nghtlng Designer Production Manager.+ ’ '

. F

Y

» /

*Limitation: No individual athletic coach may receive more than four equivalent
semester hours of teaching load credit, nor .8ix equivalent semester hours of ’
monetary c ensation per fiscal year through multiple. coaching assxgnmenls .lf
enrollments’ in the physical educa%ion department reSult in léss than 3 full
teaching load for the faculty, the campus, dean may assign teaching 1oad’ crcdtr

to the affected faculty in lieu of cash compensatior, in which instance’ the ..
aforementioned limit of four equivalent semester hours teaching 1oad cred1t . T

would be waived. & 2 . o

\ ", oo

3 . . . . L
+Lim1tat£on: No more than a total of 30 equivalent semester hours ,at the -
Rockville Campus or 12 equivalent semester Hours at the’ Takoma Park Campus may
be assigned fpr,all coaching activities in Categories R and E during the
academic year. Within this total number of hours granted for music and B
.dramatic productions, the campus dean may approve assigmnments adjusted by the
Academic Dean or the division chairman to reflect needs based on the actual
productions selected (each production typically requires a different distribu

tion of caaching activities). Similar to the limitation with the athletic .
coaches, no individual may receive more than five equivalent semester hours
teaching load credit in any &emester. - 14 ’ )
’
Modification 125, March 14, 1975 ) - - /
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3.27

n

COMMITTEE OBLIGATION < 4

a. Members of the faculty are assigned to standing committees thraugh
specific provisions for the govermance of the College. Each
individual is expected to accept his responsibility for attendance
at regular and special meetings and for carrying on ‘his share of
the work. All members of a committee are expected to attend each
meeting unless excused by the chairman of the committee.

““

b. Minutes of all committee meetings are taken, either by an appointed
secretary or by members, and distributed to all full-time faculty, -
except where other stipulatiops have been made. . -

¢. In April or May, when notifiéd, the chairman presents to the
President, or other officially designated person, a written report
of the activities of his committee. . %hﬁ»

ADVISING . " ’ L

°

Advisihg responsibilities will be added to the duties of some full-time
instructors as part of their total load. This assignment may vary from
seqester to semester, :

CURRICULUM LIATISON .

-

/

/

-
.

Curriculum llalbon assignments, like advising and committee assignments,
may vary from semester to semester. The instructor assigned to
curriculum, 11alson wif? be responsible to the Decan of Program Development
for this assignment He shall carry out the details of his a551gnment as
it is described 1n the "Description of Faculty P051t10ns.

Modification 125, March 14, 1975 , \
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*" 3.98 CONFLICT OF INTEREST

3.281 GENERAL POLICY

. The following policy on conflict of intertst and related matters was
adopted by the Board of Trustees, Montgomery College, in Resolution
532-62, Novefiber 19, 1962 and reaffirmed on June 29, 1967. This
policy supersedes all existing policies pertaining to this matter
and covers all employees of the College.

"No employee of the Board of Trustees of Montgomery College shall
engage {p or have a financial interest, directly or .indirectly, in any°
activity that conflicts or raises a reasonable question of conflict °
with his duties and responsibilities." -

.

-

3.282 OUTSIDE EMPLOYMENT *
a. General
S - . b
S - (1) Employees shall not at any time engage in any employment

that would affect their usefulness as employees in the
system, would compromise or embarrass the College, would
adversely affect their employment status or professional
standing, or would create a ‘conflict of interest.

- (2) Employees shall not engage in work of any type where the
‘ source of ipformation concerning customer, client, -or

employer originates or results from any information
N - obtained from the College.

-

.b. Faculty . -

Faculty may not engage in any other employment or in any private

business that conflicts with the assignment of duties at Mont-
/// gomery College. Faculty may be assigned duties’ from 8 a.m. to

10 p.m. including Saturday. Since the assignment of specific

hours varies from semester to semester .and the additional duties

frequently require availability at short notice, all outside

employment must first be @leared with the appropriate campus dean.

(Sce also paragraph 3.118.)
c. Administration R
S Empioyecs on the administrati-e salary schedule ‘'shall not engage in

other gainful occupation except that such omployées,'with prior
approval of the President, may engage in appropriate teaching or con-
sultative duties and in the writing of artdicles and books of a )
professional or literary nature, provided such teaching or consulta-
tive activities or writing do not interfere with their contractual
duties. In certain hardship cases, the President may grant
exceptions on a temporary basis.

d. Responsibility *

1t is the responsibility of the appropriate campus dean to see that
employees under his authority do not engage in other activities.

&

>
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3.283

3.284 -

or favor that has substantial economic value or that might reasonably be

_impantiality.

d. ‘Whep requested, appropriate college staff may provide references on

Modi

)
N .

GIFTS AND OTHER EMOLUMENTS

No employee may solicit or accept directly or indirectly any gift, gratuity,

interpreted by others as.being of such nature that it could affect his

ENDORSEMENT] (Approved by the President,® November 21, 1974)

a.- No empleyee of the College will recommend for college use any product
or service furnished by a firm in which the employee has a financial
interest that would be enhanced @s a result of such recommendatlon.

b. No employee of the College will cause, permit, or assist any firm,
organizaxaon, or individual to circularize or distribute through the
- College any commercial material of a. purely advertising nature unless
it relates to potential purchases in.support of college programs -or
"loperations: _However, college bulletin boards, with the permission of
the superviser responsible for each particular bulletin board, where

applicable, may be used by college personnel, including students:
4 [ 4
(1) For the advertisement of personal items, rentals or services; or

- {2) To bring to the-attention of college personnel commercial items or
services believed to be to their benefit.

The College takes no responsibility fot items thus posted on bulletin
boards, and respective supervisors reserve the right to clear bulletin
boards at appropriate intervals.

c. No college employee shall be involved on the college premises in any
commercial venture which involves the solicitation, acceptance of orders
for, or the delivery of any commercial product or services unless all

of the following apply:

(1) "The coémercial venture is for the benefit of the College or for a '
project that is sponsoreq by a 'recognized" group or organization.
"Recognized" groups or organizations are those which have approved
charters on file with the Campus Director of Student Activities or
which hadve been duly authorized by the President.

(2) The conduct of the commercial wenture is approved in writing by the .
Campus Dean, the ‘Dean of.Administration, or the Dean of Educatlon
as appropriate. . ) *

(3) The procurement of the product -or service is covered by either a
" written agreement between the College and the vendor or a purchase
. order issued by the Director of Procurement.

(4) Any profits and/or.EBmm1851ons will become the property of )
Montgomery.College.

(5) No rebates, commissions, gifts, samples, or other considerations
will inure to the benefit of any college employee. '

Serv1ces and items used by Montgomery College. Such references may
only be furnished in response to a specific verifiable request from
another institution, a business entity, or an organization. In this
context, the furnishing of a favorable reference is not construed as
the kind of endorsement that is prohibited by college conflict of
interest policy.

-

L ]
fication 122, December 2, 1974 < . / . €
/ &
/ e




3,285  TUTORING : ' : .

a. No tutoring by employees for which a remuneration is received shall
take place on the public property of the College.

b. No regularly employed instructor in the College shall tutor, for a .
. remuneration, either during the school year or in the summer, any !

pupil who is enrolled in the College. . - ) . T
3.286 USE OF PROPERTY, SUPPLIES, EQUIPMENT, AND MATERIALS '

a. Use of Movable Property of Board of Trustees, Montgomery.College

All movable property (iﬁ?luding supplies, .equipment, and motor JIIAN
vehicles of the Board of Trustees, Montgomery College) shall be
used by employees for Board of Trustees' purposes only.

- b, Use of Supplies and Equipment Produced by Employees ,
\ >

All supplies and equipment produced by an .employee during or prior to
his or het employment at Montgomery College may be used by the College
on the same basis.as any other items, provided that the employee-pro-
duced supplies and equipment be selected and approved. for use in
compliance with the establdshed procedures of selection for the College.
The fact that the material was produced by said employee. shall not be
considefqd for or against its se1ect%?n. ) .

c. Use of Materaals Prepared by Employees

nstructloﬁal or ‘non- 1nstructiona1 materials produced alone by an
ployee in the College or in association with other such employees for
which substantial time, facilities, or materials of the Board of Trustees
. have in any Way. been employed shall become ,the property of the Board of
Trustees. If any''occasion should arise iﬂ‘wh1ch it may be advisable to

d consider a different policy for any spetific assignment, it will be
considered and decided by the Board of Trustees in advance of that
assignment. (See also 7.509 c.)
3.287  POLITICAL ACTIVITY ‘ , ' _ >

a. College employees engaging in political activity shall make it clear
that their utterances and actions are, theirs as individuals. (Resolu-
tion, Board of Trustees, December 17, 1968)" '

b. -While employees are encouraged and expected to assume full citizenship
responsibilities by taking an active part in 1ssues, platform develop-
ment, voting, etc,, they, shall do this as individuals, not during duty
hours nor on college premises. '

T,

* ¥ ¢, Leaves of absence for political activity are governmed by par. 3.443.

-~ .

1
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VIOLATION

v

Any-violation of -“the foregoin§,policy will_constitute an act of
"insubordination' and will be dealt with dccordingly, as prescribed

by law. In in8tances not specifically covered by the foregoing -
regulations, or about which there is a question of interpréfion, a &
request may be made in writing,to the President for an intenpretation
% uling., - ' ' , . M )

[ . ' ’

EMPLOYMENT .WITHIN THE SAME FAMILY (PAC, May 1, 1969%_

» ’

\:azzzzipdfgad'wife may both be employed at the College but they C .
, except as'a temporary expedient, be assigned to the same S ,}
campus office or department. Further, no special copsideration with |

regard to teaching schedules or other college assignments will be
given on the basis of this marital status.

’ -

v oo
-
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. _ - ‘ \ 3.32
'3,32 - AGADEMIC RANK : - : ’

Procedureg}concérning the assigmment of academic rank were approved by the
College Faculty Senate, March 1, 1968; reaffirmed on October 31, 1968; and sub-
sequently, approved by the College President. Modificationg which resulted from
proposals by the full Faculty on May 19, 1972, the Faculty Senate on October 31,
1972 and from suggestions from the Board of Trustees on September 13, 1972 werg
approved as modified procedures by the President on February 1, 1973. Further,
modifications were approved by the full Faculty and President on August 19, 1974.

3.321 - POLICY . : . :

' In 1961, by Board Reaolution\537-61, a System of Acddemic Rank was ) -
approved by the Board of Bducation affecting both full- and part- .
ime instructors. Rank designations for full-time faculty are the . ,

ubual ones of instructor and assistant, associate, and full .professor.’

S .The “designations for patt-time faculty are lécturer and adjuncet . .
fessor. ; '

3.322 PURPOSE T N ! s " .
. ’ ihe purpose of thé foficwing procedures is to establish guidelines : T
* ¢ for the sssignment of rank to faculty and for .the adyancement from )

one rank to a higher rank. | ..

. "3.323 . ORIGINAL RANK ASSIGNMENT FOR FULL-TIME FACULTY

a. The rank asaigned a new full-time member of the faculty depends
upon his degree status and his teaching and related professional
experience.. ’ ‘ . L .

b. Rank lssigﬁment will be-bisgd’on a point systeﬁ: -
7 (1) One point is granted for each year.of full-time neachiﬂg‘in ]
. * a college or university. ‘ - .,

(2) One-half a point is allowed for each year of full-time
teaching in a secondary school.
v N -
(3) One-half a point is included for each year of professional’\
7 . or industrial experience that is related to the faculty

member's work at the College. g “ Wy
. N . *® -
] (4)° Pour points are given for an esrned doctor's degree; thrae )
. for a mastet's ree with 30 hours of additional work, if s
‘ ) the faculty member does not have the doctorate? and two for -

.. a master's degree with fewer than 30 hours,of additional work.. T
- ¢ 14

(8) For purposes of determining initial rank only, no more (tha _—’~¢—T~R .
one point may be added basgd upon exceptional achievem nt/ in

‘. ' teaching or related professional sctivities.- A written

justification of the fractions or point assigned shall be .

prepared by the department chairman and®shall accompany the

: . recoumendation. . ,

'
’ ¢ N

(6) ' A point sum that is less than 6 pinnita the assignment of
* * "{nstructor rank; a minimum point sum of* 6 permits the
assignment of an assistant professorship; a minimum point
_sum of 12 permits the assignment of an associate profeacgrchip;
a minimum point) sum of 18 permits the rank of full professor.

' ' ( oy
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% * (3) Usually, the department chairman concerned Jend either the Acadenic' -
Dean or appropriate division chairman are invited to take part in
the committee's evaluation of the faculty, but they do not formally
vote. : .
: !
(4) Every effort should be made to assign rank prior to employment B
of members of the Faculty. .In most instances, at the timeé g ,
candidate is recommended by the Campus Dean for a faculty posi- AN
.tion, and-prior to the President signing ‘the contracty the
* Committee on Contract Rank, and Tenure receiveSa recommendation
regarding the candidate 8 initial rank assignment., This rank
assignment reconmendation is then processed expeditiously through
the committee, and the\prOSpective faculty member {pformed of the o
proposed rank assignment ‘at the time his contract is' 'transmitted, .
3.324 ASSIGNMENT TO ADVANCED RANK (Approved by.the-President, August 19, 1974) "
L ] - . . ’
a. Before being cansidered for advancement in rank, a faculty member must
hold an assigned rank for a minimum of two years. After receiving his
tnitial full-time faculty rank, a faculty member may be considered only,
- for advancement to the next higher rank. Rank advancement is based upon -
the criteria indfcated in paragraph 3.323b" (6). No points may be
awarded any given yvear for advancement in rank i{f an®increment is not ‘
recommended upon evaluation for a salary increase, Points beyond those
- awarded for initial rank may be granted as follows:
. (1) One point for ‘each year in which there has been a positive evalua-
~ “tion for salary increase, R
. (2) Eour points for an earned doctor's degree less any points previously
- awarded for a master's degree.
(3) Three points for a master's degree with 30 hours or more of required
academic study (if the member -vf ‘the Faculty does not have the
. . docto#@tg? 1ess any points originally awarded for a master's degree.
(4) Two points for a master's degree with fewer. than 30 hours of -
required academig ptydy providing that points were not originally
~ awarded for this achlevement. .
. h 3o
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Procedures

(1) The department chairman makesthe initial recommendation for the
origiqil assignment of rank through the .appropriate supervisor to
the campus dean; he forwards the recommendation to.the Senate Sub-
comnittee on Renewal- of Contraqt, Rank, and Tenure which gives its
evaluation to rhe President for action. (See also paragraph 3.114d.)

4 hd -

(2) The faculty'member may initiate a request for review of the original
rank assignment through’the department chairman to the, nextoapprp-

, priate supervisor.

¢
S
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. .
L ad / [y

Pl -




b

. s
“ D
ol .

b. One additional point shall be added for each year in which an
evaluation of superior or excellent has been earned.

N Evaluations are processed through the Campus Dean for certification regard-
ing points to be assigned, to the department chairman for recommendation; to
the Sub-Committee on Contracts, Ramk and Tenure [for appropriate action; and
to the President for approval. ¢

3. 325 RANK ADVANCEMENT FOR DEPARTMENT CHAIRMEN

3.326

Recommendations for advancement of department chairmen are initiated by the
Academic Dean of the Rockville Campus and th¢ Campus Dean.on thé Takoma Park
Campus who forwarli the recommendations to the Senate Subcommittee on Renewal

of Contract, Rank angd Tenure, which gives its eyaluation td the Pres1dent for
action.

RANK ASSIGNMENT AND EVALUATION OF PART-TIME FACULTY

4 . -

" a. New part~-time faculty are automatically assigned the rank of lecturer.
Upon completion of eight semesters of part-time service, which need not be’,
- consecutive, a part-time faculty member is eligible for assignment to the
rank of adJunct(professor. However, this assignment is not automatic, but
depends upon an evaluation which will consider factqrs of outstanding
teaching competence;, general interest, and contribution to the institution,
~etc. The recommendgtion is 1nit1ated by the department chairman and “is .
forwarded to the Campus Dean, whoj forwards the r ommendation to the Senate

tion to the President for action.

. b. For purposes of employment, part time faculty at Montgomery College

‘ have one official record. -When evaluation of service is required, the

/' campus at which the individual's service has been greates® will be’ respon-

* sible for initiating such eyaluations. Any evaluation for change in
compensation that may occur within this system shall not be assumed by
the faculty as ‘a guarantee of continued future employment nor does it v
e§tablish any priority among instructors. Each semester's employment of
a parL -time faculty member will be dependent upon the needs of the College
and budgeted funds. Normally, appointments of part- time instructors are
made after registration for a semester has taken place. (Approved by the

Board of Trustees Operating Budget FY 1975, May 20, 1974) ;o
. 3.327° RANK ASSIGNMENT OF TEMPORARY FACULTY _ © o
Faculty appointed on a temporary bas1s will be assigned the rank of lecturer.
"3.328 NOTIFICATION AND APPEALS , e -
. a. The President notifies the faculty member of his assignﬁgnt of original
“ rank and advancement in rank. g / I
. b. The faculty member should be made fully aware of the results of the’
evaluation at each step. If the dec1sion is adverse to the faculty member,
he will have the opportunity to appeal the decision to the Subcommittee on
" ‘. Renewal of Contract, Rank and Tenure. * ]
& - - ’ e \. . . - "
. - ) < " .
: = - SN " '
o . e
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Subcommittee. on Renewal of Contra Rank and Tenure,yhich gives 1ts evalua—




3.33 ‘ E .

3.33 PACULTY SAIARX EVALUATION POLICY (Board of Trustees, December 19, l97§;
: Modified October 21, l974) ) y L7

-
3

The Faculty Salary Evaluation Plan has been introduced at Montgomery
College in the hope of realizing primarily two goals: i J

a. Recognition of proven excellepce in teaching by faculty members
% of the College. ¢
b. Encouragement‘{/nard excellence for those who have demonstrated
substantial competence in teaching. ‘ -
In the process of implementing such a plan, eatch faculty member will be
evaluated annually.* This evaluation process shgfld be constructive, in
. nature. The harmonious working togethér.of the .evaluator with the faculty
member being evaluated should lead to a recognition of those factors which
constitute excellence in teaching, and the assessment of the various means
and methods:by which these are.achieved. 1In carrying out the Faculty
.Salary Evaluation Policy, the College will meet the salary amounts
to support the intent of the plan; without estabtishment of. faculty
quotas, to the full extent of salary appropriations made available to it.

~. - oy

3,331 ADVANCEMENT WITHIN GRADE R . SR
, : 4 .
‘" - a. One-Step Within Grade Advancement _ . ¢
. - r () All faculty will be evaluated annually If granted,. a one-step
' h , increment shall become effective July 1 following thé evaluation.
:“ . . . A one-step within grade advancement means an advancement of one
oL step in the same grade ‘on theysalary schedule. A
* . (2) The one-step within grade advancement denotes sompetence, but not
. " necessarily superior performance. Advancement shall be determined
| . upon applicab¥e evaluation criteyia established-and approved by the
. . ‘Board relative to College-wide Faculty Evaluation Policy and -~
' . \\N\ Criteria (see paragraphs 3.34, 3.35 and 3.36) for all full~time X
) K faculty
1
’ » -
v J 7 )
' . ) ‘ﬁb
s * ) » f‘" ‘
\
~ / H
/ / " / @
IN - ‘,, *
N U /
* . -~ -
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*Annual evaluation for salary is abplicable only to those full time members of the,

faculty whose contracts are effective prior to the end of the third week of claeqes
* + of the academic yea take’ place. . : }
. / l\' ”:’
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. , . 73,331

- - « (3) Evaluation Procedurcs

(a) The departmen. chairman shall cevaluate members ol the (I(p.lrlnu nt.
Department chairmen on the Rockville Campus shatl be evaluated by
v - the Academic. Dean. Department chairmen on the Takowa Park Campus
shall be evaluated by the approprgiate division chairman.

(b) If advancement is denied, the reasons shall be stated in writing
and the individual must be given a chance to state his case to
the evaluator.

(¢) The recommendation resulting from the evaluation is forwarded
h directly to the Subcommittee on Contracts, Rank and Tenure for
review and recommendation.

“(d) The recommendation of the Subcommittee on Contracts, Rapk.and
Tenure is forwarded for review and decision to the Campus Dean,
who may consult with appropriate administrators in his review of
the decision on each evaluation, the Campus Dean having taken into
account the recommendations of the Subcommittee on Contracts,

Rank and Tenure. .

. (e) The Campus Dean's decision, based on the Campus Dean's review and
assessment_of the performance of each faculty member, is forwarded
for appropriate action to the President as chief administrative
officer of the College. :

(f) Denial of a recommendation for a one-step witﬁln grade advancement
by the Subcommittee on Contracts, Rank and Tenure may be appealed to )
the Appeals Committee. This appeal must be, in writing and must be
made within ten (10) days after receipt of the recommendation. The
recommendation of the Appeals Committee 11 be forwarded to the
Campus Dean for his consideration and decis

Y

(g) Copies of the recommendations of evaluators together with copies of
the final decision for the ong-stef within grade advancement'shall
be kept in the files of the Office of the Dean of the Faculty, and
made available to the President and others he may designate. If,
because of budgetary constraints, the salary advancement "is denied
in whole or in part, or not funded, such information shall be made
a part of the record. - ~

/: b. Two=Step Within Grade Advancement

(1) An individual who demonstrates superior performance but is not e11g1ble
to apply for advancement to a higher grade may receive T two- step within
grade advancement, or its equivalent. It should be clearly understood
that this type of advancement is intended to accommodate the advancement
of faculty members who cannot be equitably advanced under other provf‘
sions of tliis evaluation plan. It shalff be used only in extraordinary
circumstances, and shall become effectjvé July 1 following evaluation.

r

(2) The two-step within grade advancement means ag’advancement of two steps
in the same grade of the evaluation salary schedule, or its equivalent,
provided such steps exist. ,Advancement shall be determineﬁ by appli

' . cable criteria estabiished and approved by the Board relative to College-
wide Faculty Evaluation Policy and Criteria (see paragraphs 3.34, 3.35
and 3.36). Evaluation for the two-step within grade advancement shall
be conducted pursuant to Paragraph 3.342, items a-through h.

~N

‘
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3.331b

(3) Evaluation Procedures ° ) . ) _ .

t
s
.

(a) The department chairman shall #aitiate and make recomnend.at ion
for the two-step within grade aﬁvanccment for faculty ol the
department. The appropriate-dlvision thairman’ at the 'fukoma
Park Campus and the Academic Dedn at ‘the Rackville Campus may
also initiate a two-step witHin grade advancement ‘for their .
respective campus faculties. The appropriate divisiop
chairman at the Takoma Park Campus and the Academic Dean at.
the Rockville Campus shall initiate ‘the process apd mak® t
recommendation for the two-step within grade advancement o?e\\\
department chairman for their redpective campus. N

. L \
* (b) The recommendation resulting from the evaluation is forwarded ,
directly to the Subcommittee on Contracts, Rank and Tenure
for review and recommendation. ‘

(c) The recommendation of the Subcommittee on Contracts, Rank and
Tenure %8 -forwarded for'review and decision to-the Campus Dean,
who may consult with appropriate administrators in his review
of and decision on .each evaluation, the Campus Dean having
taken into account the recommendations of the Subcommittee on
Contrécts, Rank and Tenure. :

/ . . .

(d) The Campul‘Dean 5 decision, based on the Campus Dean's review
and assessment the performance of each faculty member, is
forwarded for appyopriate action to the President as chief
administrative off ce7 of the College. ;

(e) Any faculty member ri¥commended for a two-step within grade (;;//;'

advancement may, without prejudice, withdraw his evaluation
recommendation at any time during the evaluative process.
To withdraw from consideration, the person shall indicate
his intent in writing to the original evaluator and the
Subcommittee on Contracts, ghnk and Tenure.

1

(f) Recommendation for a denial of a two-step within grade ad-
vancement by the Subcommittee on Contracts, Rank and Tenure
may be appealed by the faculty member to the Appeals Committee?
The appeal must be made within ten €10) days after receipt of
the recommendation to deny and must be in writing.
recommendation of the®Appeals Committee shall be forward%d to
“the Campus Dean for decision.

-

(g) All'decisions concerning performance evaluation forta two-
. step within grade advancement ghall bé made no later than
December 1 of the calendar year preceding implementation.

() Coples of the recommendations of the evaluators together with
copies of the final decision for the two-step withi? grade

| | [

¢ . .
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advancement shall be kept in the files of the Office of the

- ~—— Dean of the Faculty and made -availablé- to the President and

‘ others he may designate. 1f, because of budgetsry ‘o

. . consttaints, the salary advancement is denied in whole or -

e ' in part, or not funded, such information shall be made a -
' ' part of the record.

-

- (i) Any faculty member who receives a two-step within grade
) i ‘ advancement. will not pe cousidered.for another two-step -
? ’ \ " advancement of’ any type until he is in his fourth year. of
o ) service following t e last two-step salary implementation
s ’ date. .
3. 332 ADVANCEMENT FRDM GRADE I TO GRADE IT, GRADE IT TO GRADE III AND GRADE TT1I
TO GRADE IV

ie

c\

a. Advancement to a higher grade denotes superior performaunce, and may be
attempted by any tenured faculty after reaching the fourth step within *
grade, providing fhe faculty membet has notireceived a two-step advaﬁce-
ment during the previous four 'years of service. In addition, any
tenured faculty member who has reached the, fourth step within grade may
be recommended for an advancement to a higher grade by the department
chairman. Further, the initiative for recommendation of an advancement

. to & higher grade for a tenured faculty member on the fourth step of a .

N , grade may come from the division chairman for faculty of the Takoma Park L

) Campus or the Academic Dean for the faculty of the Rockville Campus.

b. Advancement 8hall be determined by applicable criteria established and
approved by the Board relative College-wide faculty evaluation
policy and criteria (see paragrgphs 3.34, 3.35'and 3.36), ,Evaluation

. for advancement from Grade I to Grade II and from Grade II to Grade III
shall be .conducted pursuant to Pgragraph 3. 342 ttems a through h; and’
evaluation for advancement from rade 111 to{Grade IV shall be conducted
pursuant to paragraph 3,343, it ‘a through h, of the College-wide :

_ Paculty Evaluation Policy and C teria, ag aﬁorementroned,

- . 4
- *

\y c. Evaluat Procedure

. (1) The fzaculty member ‘desiri tncement to a higher grade, or,

s being proposedifor--such, adva ént, shall submit to the -,
T ' departmént chairman the doduments indicated in the College-wide

* Paculty Evaluation Policy and Criteria.: Oh the Takoma Park .
Campus, a department’ chairman being considered for advancement

-shall submit 'such documentation to the appropriste division
chairman; on the Rockville Campus a department chairman being

o , considered for advancement shall submit such documentation to .
-~ . the Academic Dean: . L. ‘ S T .
] . ." , . ." l- .\ ) p * .
) ' " (2) The recémmendation resylting from the évaluation is forwarded . .

directly to the ‘Subcommittee ‘on Contracts, Rank. and Tenure.
Y . ’l . ) - ' .
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v (3) The recommendation of the Subcommittee on Contracts, Rank and
5 ~' "Tenure $8* forwarded for review and decipion to the Campus Déan, . .
- . who may consult with appropriate administrators “in his review <,
oL . of an§ decision on each evaluation, the Campus Dean having-
. taken Mnto- account the recommendations!of the Subcoumittee on
‘ - Contracts, Rank and Tenure. | : Sy

« ' D '/ ! ! .

.. 4) The Campus Dean's decision, based on the Campus Dean 8 review

' and assessment of the performance of each faculty member, is. | -; . »
forwarded for appropriate action do the President 4% chief. .
. administrative officer of the College.. . . ) e

. ~ -

. - (5) Any faculty member récommended for advancéement tb a higher
s , grade may, without prejudice, withdraw his evaluatioh .o
" - recommendation at any time during the evaluative process. To
withdraw from consideration.,uhe person shall imdicate his !
_ intent fn writing to the originat evSluator and the "Subcommittee |
N on Contracts, Rank .and Tenure: < -t ;j/\4 . '

‘ E - ’ (6) Rec ndation for a denial of advancement to a higher grade by
. *« the Subcommittee .on Contractq, Rank and Tenure may be appealed by
. . * the faculty member to the Appeals Committee. This appeal must be °
\ . .made within ten (10) days after recéipt of the Subcmmmittee‘s
recmmmendation and must be in‘writing. <
Lo - . A . &
(77 All decisions concerning peéformance evaluation for advan&ement -
to a higher grade shall be made no later than December 1 of the 7
calendar year preceding implementation. RIS .
PR (8) The documents re1ated to the evaluation,for the between-grade
‘ advancement, as weil as the recommendations shall be kept in
- ’ “ the files of’the Office of  the’ Dean of ‘the Facﬁlty, and made
. aVvailable to the Pregident and others he may designate. If ’
, . © bécause of budgetary. constraints, the salary. advancement is
denied in whole or:in part, ar not funded such information sha11
'be made a part of the record.’} .

.

(43

$ -

(9) Any faculty dember who receives a two~ stép adbancement to the
next higher grade may~qot apply for another dwo-etep advancement
of any type until he is¢ in._his fourth year of service following y
" the lapt two-step salary implementation date., * s 2

N
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3.333 _APPEALS COMMITTEE ’ ! , :
. A 1
\ *  a., This Committee shall consist ‘of the Dean of the Facul.t:y and flour )
. ’ tenured members of the full-time faculty who will be dppointed ~ \
' ‘ , by the Faculty Sena"e each year. ubstitute members will be .
R appointed for cases in which a comjittee member has direct ) : )
. , . involvement, - - . >
. e - e ." 0 'Q . [ . - . *
" o b. The Conmittee‘ may reverse‘ ﬁegative recomhendations' for a within-
L v N grade or a between-grade advmc_ t. ’
) c. Intent to appeal a recomeudation must be indicated in writing to S
. the Chairman of the'Appeal_s Cohnittee within ten (10) days after -
L receipt of . the {lecision. g .
() - , { _ﬂ "'.\

Ce 3.3% SALARY DETERMINA‘IION o
2 o . .t ° -
'T‘ne Campus Dean ahall alsa” decide and, forward to the President fot
app;’opriate action, the salﬁry placement for each faculty member, after
Do taking into accoupt. budgetary d]locations for full-time fatulty salaries
- . _for the campus;, wfthin the fiscal contrdl policies of, t'he College.

' §.335~'ADHIN18TRATIVE COORDINATING opnca T ’ .
’ . ‘ All fagulty evaluatf'on materi‘als seht to the Subcomittee on Contracts, ‘

\ Rank and Tenure or.td the’ APPeals Committee of” to the Campus Dean ’

shall be routed vis the foice of the Dean, of the Faculty. The Office
~ of the Dean of the Faculty shall be the adhinistrat.ive coordinating ~ )
"f ' office fqr the"‘!‘aculty Evaluation Plan. . .

.,
.

»

rs A »

i 3,336 STAIUS REPOR‘-I“AND CRTIQUE T o . T : .
e oo, . . : . '
ey A atatus répgtt ‘and critique of the- operation of the. evaluation aystem —~ -
LY will be midé bysthe. Gﬂairman of the Faculty Senate to- the P,sesident for
. transmifasion %o the BQhrd of Trustees in December of €ach year. The
k3’ ; : . President;‘-of the College shall provide a report_to the Board each
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R 3.3 'COLLEGEHWIDE FACULTY EVAIUATION CRITERIA (Approved by the Board of =
TR ' Trustees, October 15 1973) .- ) 7

3.341 -STEP WITHIN GRADE ADVANCEMENT
To receive a recommendation for one-step advancement for any one year,
\ the faculty member mist demonstrate adequate profe831ona1 and other
‘Céllege related competence by meeting the following basic criteria:

a. Performs’ the duties of a full-time faculty member. (See paragraph
] v 3.220) _ .
_ -~ .
b. Fulfills "the departmental objecé?ves and requirements as specified .
o ‘ in departmental’ syIlabi and other departmental materials (minutes,
m oranda, etc).

c. Evaluptes student work'as appropriate according to departmental
. 8tandhrds. . F e , /
) _d. Condufts class discuseions when appropriate.
L)
FROM GRADE I TO GRADE, II OR II TO III OR TWO STEPS OR THE
EQUIVALFNW THEREOF IN SALARY FOR ONE YEAR

L3

’ R -
. To receive a recommendation for advancement from Grade I to I or II
\ . ‘to ITI or two steps within grade, or its .equivalent salary- for any bne
' year, ‘the faculty member must demonstrate superiority by meeting the ' ,
&ollowing criteria:

a. Performs the duties of a full-tihe faculty member (see paragraph ‘3. 22)

9\ Fu]fiIls the departmental objectives and requirements as specified in ¢
departmental sy11abi and other departmental materials (minutes, ki. B
memoranda, etci). : S AT ¥ LD

‘Ce Fyaruates and comments on student work in a way that cou1d be 1.
'expected to help .the student to prepare better work the qext time¢ },

”

.

. . d. Organizes and stimglates discussion, when apprdpriate, in a way that /J;
' invoIves the active participation of most, if not a11 students. 3

; * e. Submit appropriate indication of atudent judgmeht; : o (\ . .
) “' '

£, Fulfills SOZ of the total number of college-widefdifferentia} R
teaching criteria (see paragraph 3. 35), or 50%. of specific DI
criteria which may be' used only by those departments having a )

oo . special need for thém: e.g., rning Resources, Student Personmnel,

‘ ‘ and Library (see paragraph 3.36), <~ . '

. D
' ‘ ’ 4
', . AN

‘ »+  Be Submits evidence of special merit in at least one of the following

(1) Service to the department - ' . R
(2) Service to the College '~ + '

K * C3)-Service;to the comhdnity " ' A v

¢ . . P )

. ‘\ . ’ "A ‘\
Hodification 119, Septenber 20 1974 vt . .
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: _ . ' v L
) %) Professiupal growth ) St : *
' (5) Contribution to the profession R e -
h. Submits & se1f~eva1uation indicating-teaching strengths and areas
A : in which improvement seernis desirable. ’ . '

i. Faculty anticipating requesting intergrade advancement must indicate
to the appropriate evaluator year in advance their intent to 'apply. ,-

3.343 ADVANCEMENT FROM GRADE III TO IV WITH TWO STEPS OR THE EQUIVALENT . |
" THEREOF IN SALARY TN ONE/YEAR J

. y
To receive a recommendation for dadvancement from Grade III to IV, with
a two-step increment or its equivalent salary for any.one year, the ¢
faculty member must demonstrate gxcellence hy meeting the following
. _criteria: L - - ' : e
" a. Performs, the guties of a full-time facultybmember in accord with
- current statemente in the Faculty Handbook. (See paragraph 3.22.)
E 1 : l v 3
b. Fulfills the departmental objectives and requirements aB specified
in departmental sy11abi and®ther departmentai materigls (minutes,

- memoranda, etc. ) : . ) PIAEN . i . ‘
. - L€ ‘ . N
Cen Evdluates and comments on student'work An a way that could be ey

ekpected to hetp the gtudent to prepare better work the next time. , °

K " 'd. Organizes wand stimulates di8cussion, when appropéiate, in atway
s ' that»invdlves the active participation of most, if not.all, &tudents. '
. B ¢ - N : % . . .

. e. Submits appropriate indication of student judgment. "

. f. Fulfills 75% of *the total number of college~wide differential

3 , teaching criteria (see paragraph 3.35) or 75% of specific criteria
which may be used only by.those departments having a special need

for them: e.g., Learning Resources, Student Personnel, and Library
L (see paragraph 3.36). o - . - )

." g. %jbhits‘evidence of.8peéial merit in at ieast‘ygg of the following:
) S

3 ervice to the department - D . 3 o ‘
3 . (2)'Service to the College _ : . ; _ | .
. - ) (3) Service to the cbhmunity J' o S, i
3 ) (4 Professional growth ;. S . .

- (5) Contribution to the profession ‘ . - ‘

' h Submits a self-evaluétion indicating teaching strengths and- areas

U ) in“which improvement seems desitable.’ .
a i Faculty anticipdting rcqpesting intergradd advancement must indicate
3 ! to the appropriatc evaluator a year in'advance their intent to apply. 4
' _ \ ’ CL : ' . L. '
: Mod. fication 119, September 20, 2704! . .
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3.35 égmm_mrﬁu. TEACHTNG CRITERTA (Azsroved by the Boam T

of ‘Trustees, October 15, 1973)- ]
. . . . N
3 351 7 TEACHING skiLLs . - S

’

ra

- a. Present and clarify ideas and. concepts without distortion or
oversimplification in a nanner that recognizes the wide .
range of ‘students in & comprehensive community college, both

. * 4in their abilities and their career goals, ,

¢V

b. ‘Demonstrate skill in’ perceiving learning difficulties and
assist and encourage students to work through probléms,
Lt Ce Develop and use teaching strategies ‘which further induq;ive
: learning sp that much of what happens in the classroom is a
. matter of student discovery rather than teacher edict,

v
d. Use approaches and methods which foster student interest in

the particular“courses taught and which stimulate stédents
.to_ thinR to analyze and to explore ideas.

[y . ~

€. Combine a high degree of student participation with mainten-

D heed
o

ance of emphasis on course material. /
v .
' ~
,> £ Ut{lize new and unexpected situations to facilitate ;
oo integration of subject matter. . : . T

N
]

, g. Experiment ‘with and evaluate different methods of ipstruction
‘and teaching approaches and/or difffrent°uses of instructional

media, - .
N ’ )
‘ , he Demonstrate a real flair for teaching in a par! cuiar ﬁrea
(sych as reyiew.courses, introductory courses, advanced .
courses). - k . ..
Y « (' ‘ . a . ) . ‘.
. 1. Promote discussion of teaching methods among degsﬁtmenfal y
' colleagues.” ~ \

. K} -
» ,
2 P
- ’ e
. - ?3 e . .
. - N ' ‘o . »
b, ;* . ) .
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3.352 " : ' ' o

) L j. Use class critiques to develop the skill of gelf-:
. - evaluation and to encourage the development of ,
: objective and critical thinking.

’k. Demonstrate exceptional instructional ability, such as
initiating new and successful methodology for a course .
or courses, completing a major revision in instructional
materials, devising means for improving instructional
techniques, etc.

1. Demonstrate the patience, the sensitivity, the creativity,
. and the ability to establish and maintain a afsitive
s . learnipg atmosphere ih. the class.

[

3.352 INTERACTION WITH STUDENTS o

a. Demonstrate.an obvious availability and willingness to
help students with problems related to the course.
- - - - o ,
b. - Make significant concepts especially available to students
v with atypical competencies, both the student who seems
to have.a bent in the subject and the student who does not.‘

. Demonstrate a willingness to direct studentsjwho wish
to do independent projects and monitor such activity
. to insure that academic standards are maintained.

d. Guide and counsel students in preparation for employment
or for admigsion in professional schiools or senior
o "+ colleges. e .
e. Develop aend/or teach non-required courses (electives
' Honors, review, exploratory, Free University, etc.) in * ,
‘response to student needs. - ‘ ‘ .

. . ! [

‘f.. Motivate students to do_their best.

"8. + JUse forms of evaluation of work/performance so that
there is a demonstrable fit between the substanceé and
instruments of evaluation on the one hand and the
purpose and content of the course on the other.

] h. Make assignments in such a way. that students will know °

, what is expected of them and will be aware of the
criteria upon which their work/performance will be
evaluated. X _ -

. 3.353 TEACHING MATERIALS AND.TECHNIQUES . /

L]

a. ~ Review, re-evaluate, revise and rewrite teaching materials
periodically, . .
. . '\ ] .‘
e b. Present and clarify major objective(s) of course at the, ‘ \
beginning of the semester and other appropriate times. ' :

' Modification 112, January 18,=1974 o ‘ )
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” * /‘ - . - ‘ .
c. Incorporate int!gé?ésgntations the historical and
©* cultural context F the subject wheré appropriate. 4
_;ﬂ,{‘ . *.
, d. Tackie new probleéms, work out solutions, investigate
ideas, and keep up-to-date and informed about f .
pertinent new materials and/or practices. . !
. e. Present evi&ence, be it through syllaﬁi, writqén
course objectives, examinations, homework assignments,, !
. or other writkten mdterials, of unusually effective .
. studentqteacﬁﬁr communication in learning.
¢ o . . .
b > .
f. Organize and direct related academically oriented field v
_ q&ﬂéfience&; when appropriate, including follow-up of
studént learning. _ . R
}.‘ . Ny L] B -
. . . 'g:QY Construct tests which search for understanding on che )
. part of the students rather than rote™Mmemory ability.
"*-"""u " ’ .
3.354° OTHER - ' ‘ -
" Serve with distinction in a superior or excellent manner .as -~
, chairperson of a department of faculty. - . ) ’
, o : .y 3 |
. 3.36 DTFFERENTTAL CRITERIA FOR LTBRARY FACULTY, LEARNTNG RESOURCES FACULTY
' AND STUDENT SERVICES PACULTY (Approved by the Board of Trustees,
November 19, 1973) ~ .
3.361  DIFFERENTIAL CRITERIA FOR LIBRARY FACULTY . ) '
. These crit%ria are divided into three areas: general criteria
applying to all librarians equally; criteria §pp1ylng to librarians
) ) . engaged in direct service to students in the utilization of library
‘ . materials; and criteria applying to librarians indirectly engaged
. A in service to students through the ordering, preparation,.and '
organization of library materials. .- ) . N
L d 4 -
. a. General Criteria Applfing to All Libratians *
< ~ -
(’ o (1) Communicates ideas clearly and concisely to administration, )
, staff and students in a manner that results in mrtual under- .
standing both in speech and writing.
& —
(2) Supervises library persdnnel in a positive manner in order to
3 motivate them in achieving objectives and to develop in them
capabilities for efficient production or completion of work.
v 3
. (3) Cﬂmﬁynic%fes decisions clearly to the appropriate libraty , - '
- . personnel\in order that they can carry out their ‘functions RN
y in a consistent manper. . .
. ’ . 4
. ) (4) Deals positi?gly with persons inside and outside the library
demonstrating the ability to promote ideas in a creative ‘and
. positive manner and giving evidence of an understanding that
. ' . Va
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’ ) —
publié relatippé are a major 'concern of the library.

(5) Prepares repdtts, records; and statistics for the orderly
reporting and evaluapion of library activities.

b. Criteria Applying to Lib;atigggtggggggd in Direct Service to
.Students in the Utilization of Library Materials, '

(1) Instructs students in the procedures for locatin materials
. utilizing both qritten and oral methods and evalu
.0r not, as a result of the instruction, studentg are
to apply appropriate progedures for locating materials

(2) Conducts formal instruction in the use of the library and its
" . holdings such as teaching introductory classes in’'library

-~ = ¢ research techniquegs in "Freshman Seminar", English 101, or in

any other specific subjgpt offering of the College or conduct~-
Jdng personal instruction on an individualized basis for any
student requesting such instruction, .

(3) Conducts informal instruction in the use of the library and
its materials such as instructing students in respdnse to
questions at the reference desk, preparing-brochures, aids,
and guides in general librayy reskarch techniques, preparing .
guides to research, preparing generalized audio-visual ° .
library instructional programs and single concept programs.

(4) Instructs students in’the prqcessés.of defining research
problems and refers students to any and all typeés of media
which may be of use to the student in meeting his

"« educational objectives, " :

-

X

(5) Locates partially and iggdequately 'identified materials and
,other items of ihformation for students and faculty by .
. utilizing a broad range of bibliographical sources, resulting

in a definitive search, ~ R
, \

(6) Uses profeséiihal techniques in questioning students in order *

. to help them define .and answer research questions, .-

(7) Systematically evaluates all referente materials as to their
usefulness to the instructional program of the College, ~* -
recommends the acquisition of new reference materials as
needed, and recommends ‘the removal of old materials from the
collection when considered to be of no fudther use, '

'(8) Conducts formal and infbrmal evaluations,of the. effectiveness
of reference services, *

(9) Locatés and acquires mgterials from other libraries or other ’
cégpus libraries for use by faculty, students,-and staff,

(10) Performs all reader services in a positive manner, demonstrating.
o' a willingness to assist and instruct students in-library- )
oriented instructional endeavors., = :

.

. .
. .
e . ' /
) .




(I1) ‘Develops and maintains the peripdical and microfiln
.collections, insuring collections relevant to and in
support,of the'instructional program of the College.

(12) Participates in the admﬁnistragion of the service functions
of the library's tirculation, periodical, and reference
{ ’ ‘ ‘programs. . s
// (13) Supe;%ises the activities and training of the library .
assistants and ¢lerk-typists agsigned to tho circulation,
periodicals, and reference areas of the library to ensure
that these areas are responsive to stufent and faculty
oo needs. . . .
(14) Participates in the developmeut of policies and procedurés
> \ fdr the circulation, periodical, and rEference programs of
, ) ’ - theelibrary. . “ :

»
3

) (15) Develops improvements in procedures and routilnes in matrtets
of reference to meet the needs of the academjk community.

(16) Compilel'or.narticipates in the compilation of bibliographies
. ' and other book and media listings.

‘ 5 '(l/). De\‘ﬁelops and impl\ements library displays.

-

(18) Develops and administers the instructional aspec¢ts of the ’
library education program.

’
.

(19) Determines the scope, content, and organization of R
collections of specific types of materials such as ,
, occupational files, vertical files, government publication
. . files and collections, and state and" local government files.
c. Criteria Applying to Librarians Indirectly -Engaged in Service to
Students Through the Ordering, PrAparation, and Organization of
Library-Materials, .
o~ (D) \Participates in the selection of materials for the library's
o general circulating collections. . L 4

> . . 1 \

(2) Systematically evaluates the library s general circulating
collection as to its wmséfulness to the instructional program
of the College. ' . .

. ’
re . 2

y

(3) Acquires nQW'materials in support of the College s educational
‘. " ‘'‘program. . .
- ) . «(4) Examines all requests for new materials ‘to determine their '
- appropriateness in support of the educational program. .
¢ ) . . ' ’ . .
(5) Determines where and how to order materials in order to
achieve the best service and greatest savings to the library.

K
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"Participates in the fdrmulativn and execution of policies

and procedures pursuant to the acquisition of all library

materials. ) \

- .
(7). Supervises the ordering processes, serving as a communications
4 channel between faculfy and library on all orders.
(8) 'Alerts apﬁ!opriate faculty te poasible desirable purchases,
and otherwise engages faculty in the book selection -process.
‘ ¢ - " )
& (9 . Kedps accurate records of all library dccounts in order. to
) ensure a systematic and prudent expendiLurc of budgeted funds
(10) Sugervises, the receiving and routing of all materials
acquired for proper identifiration and payment and for N
’ assignment of priorities for orderly processing in order
to make the library as responsive to instructional needs .
as possible. . .
(11) Aystematically catalags all maﬂerials to be added to the ’
reference and circulating collect}ons. ’ . e
(12) . Develops procedures ind routines for the orderly ‘and

efficient execution of the cataloging and processing
functions of the library. . n , o

AR
> i

) b,
(f3) Maintains any and a11 catalogs*considered necegsary for the ., { .
bibliographic control andiretrieval functions of the library. iy

P . 3

(14) Organizes, donducts, and supervises inventotied made by thid

1ibrary.
: (15) . ‘Receives andhevaiuates gifts: of books and other materials '
to the library, determining their sppropriateness to ‘the |
a . !
’ . 1ibrary collection. "
(163 Supefvises and traind all ‘staff ‘personnel assigned to the. P —
. 'acquisition c«taloging and processing areas of thefifbxafy.
(17} .Coordinates automated library procedures with all atreas of
. * the library instruction and service and Data Systems. ) >
. - (18) Edits the book catalog and coordinates all bibliographic‘
. ~ data entered into the bobk catalog system.
.o (19) Revises, evaluateg, and reviews, as appropriate, all _
% " procedures and policies relating to the book catalog program.
- \ . . - . . <
R s N - N \‘ s ’ :
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. 3.362 DIFFERENTIAL CRITERIA FOR STUDENT SERVICES PACULTY - b
5 ) hY <
. . L |
. a. Must achieve a commendable or distinguished rating in the counselor )
f evaluation criteria. ,
. Y
b. Must achieve a commendable or distinguished rating on the téaching
- , criteria (see paragraph 3.35). .
PN . * > \ * , .
c. Must achieve a commendable or distinguished rating in the student )
advising criteria. "
. . d, Must achieve a commendable or distinguished rating in the specialty
) areas where applicable. « . A '
f
e, Must achieve a commendable or distinguished rating in contributions
to the department, the Cpllege and community.
I .
K ' f. Must be adjudged commendable or distinguished.on.n majority of .
appropriate. ¢vidence of student judgment, : :
\ . ’ . ’ /
) g. Sets and.achieves at a level deemed to be commendable or distinguishea /(
- by the evaluators for a minimum of two objectives above and beyond the ,
’ . normal assignments for the year. . . //(
h, Demonstrates the development and use ‘of diverse materials which ' oo .
\ enhances the faculty mefiber's ability to work with the student. © o, .
3 ~ . N . - -
i. Articulates with other professional members of the College .
;0 comnunity in order to bring about a better learning envirdnment. )
: . i . ;
» j. Fulfills responsibilities in such a manner as to reflect credit .«
‘ upon the campus .and department appropriate to its objectives and . X
N goals by demonstrating that the incumbent: . ‘ .
>~ o
? (1) Tackles new problems; : )
(2) Works out solutions; . C , ] )
: . A .
3 Investigates ideas; . . . -
{ ‘ . (4) Keeps up-to-date and informed about pertinent new materials or
e practices. , . -
. . . A
‘3,363, DIFFERENTIAL CRITERIA FOR LEARNING RESOURCES PACULTY ‘ RN
. The Learning Resources Faculty member: . ) ,
; ' a. Demonstrates skills in instructiondl development by working with * . -
i faculty and students. .
L) R ’ ' * ‘ . .
% L. (1).Given the ‘wide range of programs, of students, and of faculty . °©
/ skills in a comprehensive community college, the Learning
e Résources faculty memper: assists the faculty in: !
R (a) Demonstrating skill in perceiv learning difficulties. * o !
\ ¢, - ' .
Modification 112, January 18, 1974 ' s . '

»

~ * ’ f-
. - .

.




3.365 ‘,' .
v ) . . ) : .
) (b} Assisting and encouraging faculty and students to work - o
‘ throygh problems, ) b
N~ , ’ . ) . M . N '
\y' (é) Developing and using learning strategies which farther ’
\ S ‘ learning by discovery, indyftively,and ﬂedqctivély.
v
(d) using approaches and methods which stimulate students
to analyze, to synthesize,and to see relatiorships among
*ideas. . - Lo //'
. [y . . Te N — e . .
) ) (e) €ombining a high degree of/student participation with ';/'
v, subject, matter mastery. ; :
Al ' ’
> . 4 .
. (f) Utilizing and integrating current, unexpected,or
: immediatelty relevant situations into course content. '69
3 (é) Experimenting with and evaluating different instructional’
: o methodologieg and/or uses of instruttional media.
- N gigh and/ N
‘ & (2) Demonstrates exceptional leadership, or instyuctional ability, in
= . imétiating new and successful methodologies for a course or courses,
. .’ c%mpleting major revisions in instructienal materials, devising
, \ means for improving instructional techniques, and instructional
g ’ testing. . ¢ ‘ ' ¢
. $ 3) Demonstrates instructional ability to use and convey to others
\\\ , principles and practices in instructional technology or management
of resources. s '
\~ (4) Promotes ¢iscussion of teaching methods among departmental collgaéues.
. . N - , ’ N . -
e b. Demonstrates positive and supportive' interaction with students in the
. learning environment. ' : : T ¢
. N . () Is available and willing to help students with prob}ems‘related '
. to learning. : " g ‘
. \~‘Jv/, (2) Develops learning laboratory programs, materials, and instructional
activities designed to make available to atypical or developmental .
N studenti significant concepts or prdctice in skills. .

R . ¢ . - .

(3) Demonstrates ‘willingness to direct students who wish to do,

independent projects and monitor and evaluate such projects
against specific criteria.

.

' ‘. " (4) Guides and founseis students in preparation for employment in  °*
. Learning Resource related fields or for admission in professional
schools or.colleges.

’

. (5) Develops and/or teaches non-required courses (honors; exploratory,
etc.) in response to student or community needs. N

Modification 112, January-18, 1974 ’ ‘ .
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» X . [

Demonstrates skills in production gelection and use 6ﬁ instructional
materials. o " ' :

(1) Reviews, examines, evaluates with faculty,' processes, and‘recomﬁends
7 for purchase teaching materials.

» A .
»

(2) Maintains non=print collection ;t apprbved national or State levels. -

e =

[}

(3) Writes or assembles learning modules or packages. .

(4) Demonstrates knowledge and judgment in production of materials:
7 .

(a) Scripéing/edlting . :
-(b)
(c)

« (d)

Coordination of project components’' .
Prograpming techniques, anhalysis and evaluation T

Organization and communication skills required for successful
produgtion. ) ) )

CONTRACT, RANK AND TENURE DECISIONS (Apprdved by the President, May 29, 197.2)

a, The department chairman transmits the consensus of therdepartmental evalua-

4

b.

tion committee, if any, or the tenured members of the department, and

submits his recommendation to the.Subcommittee on Contracts, Rank,and Tenurg

with copies to the division chairman or Academic Dean or Director of Educa-
tional Resources ag appropriate. The associate dean of students transmits
the consensus of t¥F evaluation committee of the counseling faculty and
",submits his recommendation directly to the SubcommiEtee. ¢

The parties receiving copies shall forward to the.Subcommittee any
information which they believe would be helpful to the Subcommittee in

* making its determination for the faculty. "If they have nothing of

c.

e,

.

. renewal and/or tenure.

importance to furnish, they shall initial their copies and forward them
to the Subcommittee. A maximum of five working days shall be allowed for
parties receiving copies to complete this step of the procedure.

The Subcommittee on Contracts, Rank and Tenure shall make a determination
for the faculty, and inform the faculty member involved of this determina=
tion in the event that the Subcommittee recommends against contract
If the facuity member desires to appeal the
determination of the Subcommittee, he shall so inform the Subcommittee and
the Faculty Senate within five working days
determination. The findings, opinions, and
committee shall be forwarded along with the recommendations of the Sub-
committee to the appropriate campus dean. The campus dean may return the
case to the appeals committee if he believes the circumstances warrant. .
Lt 4
I¥ no appeal is involved, the Subcommittee shall forward its determination
for the faculty directly to the appropriate campus dean. The campug dean
may return a. determination to the Subcommittee for further consideration.

recommendations of the appeal

The campus dean forwards his recommendation and all information which has
been supplied to him to the President for his decision. b

9
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3.371

3.371

”

<

The President in thesé cases, as’in other matters where the faculty
has primary, responsibility, should concur with the faculty judgment
except in rare instances and for compelling'reasons which should

be stated in detail and communicated in writing to the Subcommittee
gn Contracts, Rank and Tenure. The Subcommittee may reconsider the

. matter and forward igs final determination for the faculty to the

President for decision. .

-

DOCUMENTS USED IN EVALUATION

a.

C.

INDIVIDUAL FACULTY;"EIEMBER'S AWARENESS OF THE EVALUATION:

. . . . ' Y |
Written statements by the chairman of the department based on
classroom observation graded papers, departmental assigmments,
and other documented dbservations should be employed. \

»

Written statements by the division c%airman .or Academic Dean
®oncerning committee work, professional growth, and classroom
visitations should be employed.

ey .
Student eValuatiQ$ forms are used at the faculty member 8
Jiscretion. ‘J‘J . »

v .

Regardless of the type of the evaluation, the faculty member will be
made fully aware df the decision reached; what documents were used in
his evaluabion,\qn& what, where applicable, might be done to improve

his evaluation for the ﬁnture.

and the departmqnt chairman shall meet with the faculty member to

clarify the procedure and the final outcome of the evaluation.
. [ 2N
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" ' ' " t3.38
3.38 4 FACULTY SCHEDULEY ' > : s, ®
3.381° GENERAL o .o e P -7

Each semester, as soop as the faculty workload is firuwly established follow-
ing regular registratfon, it is.necessary that a faculty schedule, MC Form
3.381 (11/}473), be prepared for eagh faculty member, full-time or part-time.

~ '

3.382 PROCEDURE ‘ e

’ \ P

a. On the Rockville campus, the form is originated from the individual™
departments and distribution is as. follo#s-

(1) Academig Dean T .- LN
(2) Abais:aét Acadéqic Dean cgncerned N \\\
(3) .Faﬁdlty member f9; postinf on the door of his gffiéiﬁ
(4)' Switchboard .

(5) Information desk at the Campus Center ‘ ’
. 16) Acadgmic departmént chairman concerned

» b. On the Takéma Park Campus, the form is originafed by the appropriate
division chairman's office ard distribution. is as follows: t

) (1) Catpus Dean . e) , , _

(2) Registrar N \

(3)~,Stdéenf Personnel office ;

%) Swfﬁehbéard

¢ (5: Libgary ' -
(o) Di i sion chairmaﬁ concerned * . ’ T

;Ecir FROM, CLASS

3.41 / FACULTY ABS

3.411  GENERAL . : 3 '

o

! Every schedifled class will be met, and taught, whenever possible,

even ‘at svm¢ 1nconvenience, inadequate preparation notwithstanding.
Classes will be cancelled only as a last resort. g *
v o 1

3.412 PROCEDURE | | : .

a. Gfifice? an¢_Persons to be’ Notified

(1) Whe.cver a day instruétor, full- or part-time, is to be

ablent from class for a whole day, mis¥ a class, be late K

fof & clgss, or leave the College before meeting‘all of
hik- classes, it is his responsibility to notify the
‘ ¢chiairman ~i his department. On the Takoma Park Campus (
hd also notifies the division chairman concerned as soon
_ag pnssible.
§ . ¢ A

(?) ¥t the absence involves an evening class, the full- or

bart-time instructor is «&o follow the same procedure. R
Modification 116, June 21, 1974 ¢ ’ :
¢~ . ’

pes

X
:"
)
[t

a3




ggiprities of Responsibility

4

The responeibility for providing class coverage is in the followiny
order and applies to both full- and part time instiuctors,
day or evening:

i .

*(1) If circumstances permit, it is the instructor' s_own
responsibility to provide a substitute for the necessar:
period: one hnur, one day, or longer. T o .

’ 0 L

}f alternative 1 is unsuccessful or not possible because

of circumstances, provision of coverage in the absence L

of full- ‘or part-time instructors, day or €vening, becomes

the responsilility of the department chairman. _ '

(3) 7f alternaces 1 and 2 are unavailiag, the probiem tnen be-

comeés the responsibility of the Jdivision chairman or Academic .
Dean ig cooperation with the ,departmert chairman. dOnly as a N //’
. last resort will classes be cancelledx‘ e .
s - ‘

riorities in Methods of Coverage f"'h_xlgh

Depending on circumstances such as the amount of previous notice,
the familiarity of the subject matter to “the substitute, the
nature of the subject matter under assignment, there are various ! ®
fevels of "coverage" in order of preference: :

<

——— . a——i

1) The class is met and taught, or the, examination giver, so that the
syllabus i carried forward in spite of the absence. fhis should' be
espécially pOSSLble in multi-section courses where different in- ~

*¥structors and sections can be assumed to be fairly well together

1in a generally cammon 8yllabus. i
LSRN 9

-

' réview, in-class written assxgnment or sxmila
technique . . ?
4]

(4) The clasg is met, roll taksn, and dismissed. -

. L .
A (5) The clgﬁr;is cancelled.

The profecsional responsibility of the instructor requires that he :
should consider substituté responsibilitie
responsibility to meet with and instruc% the clasg. o .

. -

d. Length of Absences (Approved by tiie Pre 1dent\\Apr11 29, 1974) ¢
- .
The Faculty Senate approved the following at its méeting -on .
[\ ' October 23, 1973:
f " * '

(1) According to long establiahed and re-affirmed policy, we are
agreed that faculty should cover for one another in the event of
. btief andfor unéxpected absences. This applies to absences of

» _a‘day or two--extended illness is anothe; natter. This policy ' .
Hodification 116, June 21, 1974 ' . L ) . ol
] i3 e . , ’
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v, R . \
implies a numb&r of things: (a) it implieg that.the instructor -
has his work sufficiently well-planned that ancther in the safle
field can carry on meaningful instyuction; (b) it" presumes ‘that
earliest possible notices be given when absence is known to be
unavoidable; “(c) sidce this is sort of guid pro quo, it is ex-
pected that classes will be covered by coNeagues even at the
expense of some inconvenience and inadéqufffes of preparation. N O

. . _Classes should be cance¥ed only as a last esort."

N

] 4 A

(2) THe case of the longer. {llness or absencg is simpler: department
. . chairman and the division chairman, Z:’ﬁgademiefbean, will work g
together to provide a paid substitut ’ :
/
(3) The intermediate term absence is more difficult to define becauge .
o . of uncertain knowledge as.to the length of absence and the diffi- . .
. culty, £i€ld by field, in locating available subsStitutes. As a .
rule, it should not, be expected that instructors ghould maintain . =
a colleague's classes for more than-a day or twe; a week should
. be the limit before a paid Substitute is employed.

. \ . ]

. e. Faculty Absences Due to Persona1 and Weather Emergen R . ’ of
o %:' (1 During periods of weather emergency when the college. is in . -
, ' ‘ session, changing road conditions ‘and travel distances may . )
-*prohibit individual members of the “faculty from meeting their . .
. ) - schedule. A8 che circumstances in a weather emergency vary .

“from case to case,\the faculty member roncerned should contact -
his department chairman as soon as he finds travel conditions
prohibitive. Counselors should contact the Associate Dean of ‘Y
Students on their campus. The latter or the'department chairman, .
1£ appropriate,in coordination with the division chairman,. will .
make an admgniatrative decision as. to how the absenceﬂshould be
treated and how the faculty member's. schedule will be covered

- . (Seé also” paragraph 3.4124 (1)), .. : et -

. (2) Certain emergency situations other than weather may arise during
- . ) the ear which may prohibit b faculty member from meeting all .of - .
’ his daﬁly schedule. Where such circumstances occur and the, use of :

a full day as leave appéars, inappropriate, the faculty member .

‘e

.

& .

- . should contact his department chairman. Counselors should contact
. . their, Associate Dean of Students. The latter or the department
chairman, if appropriate,in c00rdination with “the division chairman,
will make an adminigtrative decisiqn as to how the absence should be’
treated and how: the faculty member's schedulé will be covered. (See
also paragraph 3.412d (1)). N !

. - .
- 2 ¢

(3) The ébove l4sted items shall in no way modify the officiai faculty
* * leave policy and procedure as atated in paragraph 3.43.

' . N T

we. -
Vd
-

Modification 116, June 21, 1974 ' :
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3.413 i
Y . '
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) * ) =~ s . N
f. Part-time Faculty f“ - .
. ; . .

v CIn the event “of his absence, ‘it is the 1nstructor s, rasponsibz11ty, as

outfined above, to give proper notification and to cbtdin a guest lec-
'turat. The amount of remuneratjon; if any, wlll te in the form of an
honorarium payment and should be determined between the part-time

faculty: member and the guest lecturdr. TYE payment of the honorarium
" will be made by tHe College. In the caselof part-time faculty who are
unable to supply a substitute, the College will. dd upon receipt of
advance potification. An adjustment will be mide to the salary of the
part-time faculty member in the event the faculty member is not
~authorized a paid absence.” (See also paragraphs 3.43la and
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. 3.2, "
a" - Y

}.42 LEAVE PoLICIES FOR P&OFESSIONAL PERSONNEL (Approved by Board of Trﬁstees, | \ |
N Lo . )J . 1

January 19 1970)

. . ‘ N - .- . .
3.421 CATEGORIES OF LEAVE® , i . ' ) .
There are three general types of leave: long-term leave, lhort-term leave,
and disability leave. Long-term leave is that vhich is granted for a period

of a semester or more. Short-term leave is that which is.granted for periods
.of less than a seméster. (See also paragraph 3.45.)

A . ’

3.422 RIGHT TO GRANT LEAVE o .

a. Except ‘in those cases in. which the Boird of Trustees hll designated the
ra President as the authority for granting a leave, he thell have the

\ &

respansibility to recommend ‘to the Board of Truateeu either that the 4
leave be gianted with _pay, without pay, vith loss of substitute pay, or
that it be denied. :

4

.- b. When the President a campue*dean, Dean of Adminiltration, or Dean of
. ‘Educatian is .authorized to gpant final approval, leave is normally’
.., requested thraugh the individual 8 supervisdr - whenever possible in.
)~ 7 advance -,on MC Eorm.3 432 or 1. 40. Form 3.422 indicates those types
of short= te;m~leave for which the President ‘or appropriate dean has
e . _.approval authority./ As Wi exckption MC Form.7.40 is used for short- AP
' term leave for profbssional>xeetings under the circumstances described :
Approved \by the Preésident, November 21, 1972)

in paragraph 3.435..

' . 3,493 LEAVE FOR ADMINISTRATIVE STAFF ﬁ‘ ‘ .
. When members of the administratAve stafﬁ are on’leave at any time, another™. ™
) staff member i1s to be designatéd,| in writing, as the acting administrator. L
\.‘\

" The designation will be made by the individual who expectl to be absent.

3.43  SHORT~-TERM LEAVE: POLICIES AND PROCEDURES (Basic policy and procedures
, .approved by Board of Trustees, January 19, 1970)

- . t ..
There are five categories of short-term leave: Sick leave, Annual Leave/ >
Maternity Leave, Personal Leave and Leave. for Professional Meetings.
Guidelines pertaining to each category are contained in the following
subparagraphs.

3.431 SICK LEAVE - e

Sick leave as defined in this paragraph, is a designated amount of com-
pensated leave that may be granted to faculty and administrators ‘who
through personal illness, injury, or quarantine are unable to perform the
duties of their positions. Sick leave may also include other excused _
absences such as those for medical, dental, or optical examination or
treatment. Sick leave may not be granped for the. duration of any disa-
bility when monies are paid to the employee under the Workmen's -
Compensation laugh

.
"ot
~

a. Eligibility - The provigions for sick leave apply to all' full=-time
professional personnel of the College and to,those 10- and ll-month
, faculty members who work for the College during the summer session.
' In approving the FY 1973 Qperating Budgefy, the Board of Trustees
established a policw of."authorizing sick leave for part-time faculty
on the basis of one absence (absence bn any one calendar day on which
i the instructor concerned is required tq teach) per semester on a
j&l . non-cumuldtive basis. - . .

EC‘Modification 123, January 10, 1975




3.431 . - ‘ . .
- - . ) \
- b. Method of Computing - Each full-time empldyeé shall accrue sick leave
. at thé rate of one day per month of assigned responsibility. Personnel
on 10- or ll-month contracts who work for the College during the summer
session for at least 3 semester hours (or equivalent) but less than 6 .
‘- will acdcrue a total of 11 days of sick leave for the year. Those who . .
"wotk for 6 semester hours (or equivalent) or more will accrue a total
of 12 days of sick leave .for one year.

» o

c. Accumulation of Sick Leave - Full-time professional personnel may
" - . *
accumulate unused sick leave on an unlifnited basis.

d. Advancenent of Sick Leave - On the firgt day of the first full pay period
in September of each year, Administratdrs and members of the Faculty are
advanced the sick leave that would be ‘dccrued during the following year. .
T o Sick leave, in excess of the amount to be accrued, may be advanced by, the .
. President but such advanced -leave shall not exceed the number, of days which
would be earned during the subsequent year. Employees are liable for all
advanced sick leave.

e. Extension of Sick Leave -~ Sick leave for ‘periods beyond the amount accrued - ~
| and advanced, and beyond any available annual leave, may be extended' by the

| . ) Board of Trustees. The rate pf salary payment during the ext nded Jeave

1 ; _ may be at a full-time rate or at any fractioq’thereof. Employees ‘are not
B

financially, liable for such extended fick, leave,. (See "Disabiility Leave",
paragraph 3.45. "Disability Leave" ia applicable after exhaustion of
regular or extended sick leave.)
f£. Disposition of Accumulated Sick Leave at Termination of Service - At the
‘time of termination from service with the College, any full- time employee
who has served for at least five years immediately preceding such termination .
shall receive termination pav at his current salary rate for qpe-fourth of
the accumulated sick leave. , g .

g. Indebtedness for Advanced Sick Leave at Termination of Service - Except for.
extended sick leave (subparagraph. (5) above), an‘employee who, on termina-

, tion of service with the Cofllege, is indebted for advanckd sick leave shall
have the amount of such indebtedness deducted from his earned salary An
employee must reimburse. the College for any amount» of indebtednkss for
advanced sick leave which is not covered‘by earned salary.

\v
£

h. Procedures to be Followed in Obtaining and Using Sick Leave -

A1) Membera of the faculty shall notify their department chairman' or the
division chairman as early as possible if unable to report for duty
© Others notify their immediate supervisor,

?/ (2) An employee on sick leave shall notify the appropriate official as to -
| . the progress of tpe llneas -and the probable date of his availability
@ . : for duty.-’ N

} .i. Leave for Illness in the Immediate Family - Leave may be granted for illness
| in the immediate family and shall be chargediagainst accumulated sick leave.
§ . "Immediate family" includes a child, parent (natural, foster, or in-law),
= .. Dbrother, sister husband, wife, qr anyone who has lived regularly in the .
F 1\ .1 individialys household. . "
E S .
|
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3.432 ANNUAL LEAVE —- : -

o ?

Anﬁual leave is paid leave that is granted to each eligible employee 11\
to allow vacatiod time or to permit taking care of activities impossible

to schedule, on non-duty days. It may also be used to supplement the
sick leave account when n;cessary.\

a. Eligibility - The brovisionn of annual leave shall apply only to
adminiltratozs. ot “ , '

b. Method of Computing - Each administrator shall earn 20 work dayd
< 7 of annual -leave during each year of service. The annual leave
¢ for a given year shall be advanced on September'l. For those
employed at other times of the year, annual leave duriung the

first year shall be grgqted'or advanced -on a prorata basis..
. . | ¢ * )

o Restriction on Time. for Use of Annual Leave - Annual’leave may be
taken at any time during the yéar, provided that consideration . |
is 31ven to the Board-apprpved college ‘calendar and suitable -
’ 'arrangements are made to-.cover the responsibilities of the ~ . . '
_,individual and the needs of the College, ard provided that
), advance -approval is‘’given by the President. . ° L

© 4. 'Aﬁhuhulttion of Annual Lﬂlvé_' . . "

(1) Not moré than the maximum number of days of leave‘which
accrue for each year of service may be carried forward to
a new year. . ) !

(2) The maxidum number of days of annual leave available at any
- one time is 40 days, (The 40, days would be made possible by
20 days carried forward from a p;eviG\p year and 20 dtya for )
- the curfent year.) . )

(3) Each year, up to 10 dayl of annual }eave that is not used or
forwarded shall be transferred automatically to the employee's’
+ sick 1eave account. Thig transfer shall be made each year in
accordance yith the leave balance as of midnight August 31.

(4) All other unused annual leave shall be 160:. -
e. Disposition of Accumulated Annual ngve'at the Termination of

Service - All afinual leave shall be used before the effective * -
date of employmént termination, or & lump-sum settlement shall

. ‘ be made at the current salary rate but not to exceed & maximum -
A of 30 days. oo . . " '
f. Indebtedness for Advanced Leave at Termin;tion of Service - Any

indebtedness for advanced annual leave upon n termination of
service shall be resolved as follows: .

.
4 "
[
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»

* (1) The amount*shall be deducted from the employee's earned P .
© . salary. ) A N )
. ) ' ' . . .
(2) Employces who do not have earned salary at the time of
termination, or whose earned salary is insufficient to cover
the. indebtedness, shall be billed fop the amount of )
L . indebteédness and shall make arrangements for payment which . \

> * ’ are acceptable to the Board of Trustees. . .

.

3

. 3.433 MATERNITY’LEAVE . : : 5,

‘Full-tAme professional employees who becomé pregnant, or who have deter-

mined’ that they will become an adoptive parent,.are.eligible for -a maxi-

.- mum of 6 weeks' (30 .working days) 'maternity leave" with pay. Such leave . ®

o shall be charged to accumulated sick leave. If accumulated sick leave is

exhausted, further sick leave may be advafced or*extended as provided in . i
‘Sections 3,431d and 3.43] e, above or as leave without pay. Sucheleave. L
without pay'shall not extend beyond the end of the -gtmester follewing the Vo
g semester in which leave for maternity or adoptiVe purposes begins. (For -l —
long-term maternity leave, see par, 3.:445.) "Employees ot on tenure '
shall not have the perfod of such leave credited toward the required )
probationary time Yor tenure. Employees who wish to.resign thelr position
and follow the procedures outlined in their contract, shall have(no
2 prejudice attached to such resignation. If as a result of childbirth '
medical complications arise, any available sick Ieave may be applied for
the duration of such inca acify, without regard to the 6 weeks' limitation.
If no accrued sick leave is available, sick leave’may be granted as pro-

‘ . vided in paragraphs 3. 43ldﬂand 3.431e" above. Employees, department chair- \
men, and others concerned have the following responsibilities in connection
with the\administration of maternity leave: .-

. [ At

a, Employee' P Responsﬂbilities \ . ved A
7 ) “ g

’ . - 0-5\ . T
(I) As soon as the pregnancy has been determinedy, a faculty member \,). .
shall advise the apprdpriate campus dean of intent to request
leave. Other professional employees notify ‘their immediate
-supervisors. In the event that she wishcs to terminate her
contract and follows the procedures outlineid therein, no
prejudice shall attach.to sugh regignation. s

)

- (2) In the case of adoption, the employee should determine, in
consultation with the appropriate agency responsible for the
adoptive placement, when such placement is likely and then
advise the appropriate College official of the date leave

is to begin.

(3) The employee should allow at least 2 months between the date of
the written request and the effective date of leave in order
that adequate staffing adjustments may be planned. At the same
ttme, the individual should 'indicate the date upon vhich it is
infended to feturn to the College,
. (4) Those employees on leave without pay who elect to continye to
contribute to the retirement system and/or the Employee Benefit
// ., v Plan shall be mailed, invoices. Retirement contributions shall be
payable monthly to the Board of Trustees of Montgomery Community

L]
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M
College, one month in advance of the date due. In lieu of
making monthly contributiono to the retirement system, .,
. employees may elect to pay the total®sum of such contributions,
. with ijiterest, to the Marylavd State Teachers'®Retirement
‘ System ‘and to the College's supplemental retiremsnt system at’ .
- . the time when they. return from leave. Contribugions to the )
. i Employee Benefit Plan ghall be payable- quarterly If payments )
are not made, all benefits shall be cancelled. Contributions
T to the employee benefit plan ghall be at the rate payable by
the employee when on active statuys. (
L 4 M . N .
< b. Responsibilities of Department Chairmen or Other Supervisors

Py ¢

.

(l) The department chairman or other immediate supervisars shall
determine, in consultation with thre employee, whether the
anticipated effective-dates of leave and return from leave
are reasonable, in conlideratioh of the employee'a health, °
responaibilitiea to the College, and the availability of a

-, \ competent replacement ‘for the employee.

(2) If the dates of leave and of return from leay%;?iﬁgc;een
. approved and an earlier or later effective dabte of leave or
. return from leave becomes necessary or advisable, thé department
. ¢hairman or other immediste supervisor shall arrange a consulta-
tion meeting, as appropriate, with the campus dean, or the
‘o Dean of Administration, and'the employee or the employee 8
representative, to degide upon the action to be taken.

-3.434 PERSONAL LEAVE - L :

a. Definition - Personal leave is that leave which is granted full-time
professional employees normally at no loss in pay for the purpose
of.meeting unusual or emergency obligations o€ a civil, political,
military, family or personal nature. The leave should be approved
before the absence occurs, if possible. Personal leave may be granted: _

(1) For purposes of voter reg¥stration and electinn day duties.

; (2) To an employee who is subpoenaed as a witness in a civil or criminal
case or is called to serve and.does serve on a jury. Application for
personal leave for this purpose must be made- in advance and submitted
with a' copy of the subpoena. The employee shall transmi any monies
received for such an assignment, other than those used for personal

, expenses (e.g. travel) to the Board of Trustees.

{(3) For the purpose of short-term military training or service to -
. any employee who is a member of the National Guard or of the
. U. S. Armed Forces Reserves and who is required by state or
federal .laws to report for a training period or for emergercy
. service. Application for leave for such purposes shall be made
in 2dvance immediately upon the receipt of notice to report for
duty and shall be submitted along with a copy of the official
. orders. Whenever possible, such leave for employees with less
than 12 months of responsibility shall be ‘arranged in non=-duty
periods. The President may request a change in military orders
when such a change seems to him to be in the best interests of
the College., The employee on such leave shall have the option

-
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i

of either submitting to the Board of Trustees any salary received

from the Federal govermment or from any State for the period of leave,
or of taking the leave without pay in_order to retain the salary .
earned,from the Fedexal or state goverﬁment.

l(&) For the purpose of allowing a period of'absence without loss of .

.pay in the event of bereavement upon the death of a member of

the employee s family. L .
(5) For the purpose of allowing the observance of ma jor relig1ous M
holidays. , ) - , '

(6) For the purpose of permitting the employee to fulfill emergency and
special personal obligations impossible to schedule on non-duty days.

- This includes such situations as the settlement for the sale or ‘f”
purchase of a hodﬁe, settlement of the estate of a deceased relat1ve,
and other important business or personal matters, which make it neces-g .
sary. _for the employee to be absent. ! ’

(7) By the President for unusual or 1mperat1ve reasons when no other
. leave is applicable. Such leave may be given Iull pay, at’ loss of |
full pay, or. at loss of substitute pay. Approval ‘tor such leave~ g

9

should be secured before the absence/occurs. . . . A

(8) To oover, automatically, an employee's sbsence on all days on-which - -

he has no assigned duties. This includes official hoidays and days

when the College is closed for inclement weather or other reasons.

Any employee on authorized leave for a period including the foregoing
. specifically included days may be considered on personal leave on §uch

days.

- LS

Application Procedure - Leave requested under the provicions of sub- parabraph a

o

to the anticipated dite of leave, if possible., Central administrative staff
personnel shall apply‘through appropriate administrative chanrels to the
President/Dean of Administration/Dean of Education on the form prov1ded for
that purpose, MC Form 3.422. This form may be uscd for all types of personal
leave. Faculty members apply through Department Chairmen and the-Academic
Dean or Division ChaiMmen to the Campus Dean on the above mentioned form.

The Campus Dean is the approval authority.for Faculty and campus Administrators,
the President/Dean of Administration/Dean of Education, as appropriate, for
those members of the central- administrative staff supervised by them: The
President for professional personnel in the Office 0 ﬁé President aand for

the Campus Deans, Dean of Administration, Dean of ducation. and Dear. Of the
Faculty; the Dean of Administration and Dean of fﬁucation for those in the
offices supervised by them. .

1) through 8)above,\§:ould be initiated by theaemployee at least 10 days prior

Denial of Request = Requests for personal leave ghall be denied onily for ‘
reasons of being excessive in duration, or on the grounds that such absence

. would unacceptably impair the academic program of the College. If the

department chairman or other supervisorlrefhses to approve the requested
leave, he will notify the requestor who may attach “an appeal which will be
considered by the final approving authority: Campus Deans for Faculty and
College President/Dean of Administphtion/Dean of Education for those members
of the central administrative staff offices supervised by them._

{ ' .
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4.435 PROFESSIONAL MEETENGS * . -

Leave for professidnal meetings is paid leave granted for the purpose of

attending off-campus professional meetings (e. g. conventions, conferences, or

committees as participant or observer) participation in which requires distant’
‘ travel or absence on more than one day. The term "Professional Meetings' also

includes other college business which requires distant travel. (See ggragraph
- ,7 40.) Requests for this type of leave are submitted on MC.Form 7.40 .

3.44  LONG-TERM LEAlF, POLICIES AND PROCEDURES - (Basic Policies and Procedures,

approved by Board of Trustees, Janwary 19, 1970; revised May 12, 1975) |

a. Categories of Leave T a . .

» i ]

_ There are six categories of long-term leave: Professional Leave,
Military Leave, Political Leave, Leave for Personal or Family Illness,
.’ Long=Term Maternity Leave and Extend%d Administrative Leave.

.
v

b. Requests for Leave . .

Requests for approval of long-term 1eave are to be submitted by memorandum'

and should contaialggﬁh specifics as are required to enable the Board of
r Trustees, the Fresident, and others concerned to render appropriate
decisions on the, request.

-
t

s c. Evaluation of Salary Advancement
(1) General . -

.
-

With certain exceptions, included under Professional Leave
‘(paragraph 3.441) and Extended Administrative Leave (paragraph
3.446), employees,on leave for more than a semester will not be

7" evaluated for salary purposes and‘will not be eligible for
advancement on the salary schedule for that year.

. (2) One-Semester Absence in: a Single Academic Year o

" In general, employees on long-term leave for a single semester
will be evaluated for salary advancement on the basis of their
performance at the College during the semester not on long-term
leave. Thus, faculty mémbers on approved long-term leave for

. whatever reason for a full semester who teach the other full
seméster of the academic year at the College will be evaluated
but will be eligible only for an evaluation for a rating of

' _ "competent" which rating, if granted, could result in a one=-gtep
advancement on the salary scale provided that such advancement
were, otherwise possible.

(3) Two-Semester Absence in Consecutive Academic Years

. A faculty member who is on leave for two consecutive academic
semesters during consecutive academic years will not be evaluated
during the first of these academic years, nor be eligible for a
one-step increment for that year. The faculty member will be
aluated for a rating of. "competent'" during the second academic
( . year and be eligible for a one-step increment, if that is possible.

(4) Evaluation of Sabbatical Leave Report

4

. Faculty members on Babbatical leave during one semester of an
academic year should have their sabbatical leave réport considered
along with the evaluation of the teaching ability of the faculty

member. i : 1 T

»

| { , | . .
2 Modification 127, May 23, 1975 s . . ‘




3&%4 o

y

(5) Effective Date of Advancement

- " Decisions relating to advancement on the salary scale only
become effective in the academic year ‘following the faculty
member's return to service at the College. )

3.73 PROFESSIONAL LEAVE

Professional leave is defined as that leave granted for academiclstudy or
“P¥search (sabbatlcal leave), professional improvement, educatjonal travel,
and exchange or overseas teaching. Professional leave up to 12 months is
granted only by the Board of Ttfustees*upon recommendation of the President.
Quidelines,pertaining,tg\eaf;Tt;;:é§f7leave are contained in the following

" paragraphs. .- .

a. Sabbatical Leave - Upon written application, sabbatical leave for academic
study or research for a period not“to exceed one full academic year may be
granted by the Board of Trustees upon recommendation of the Président. An '

outline of a planned program must be submitted &sith the application for
leave. In addition, the employee shall furnish a report at the completiop
of the required program as is required by the President, for review and
consideration relative to salary evaluation. An 1nd1v1dual shall under-
stand and be cognizant of a personal obligation.to take sabbatical leave
once requested and authorized by the Board. Although extenuating circum-
stances may require a requester to forego sabbatical leave, difficulties
and inequities for the College could develop from a withdrawal and a .«
subsequent consideration .of another reyuest. (Modified by the Board of .
Trustees 10/19/70 and 10/21/74. See discussion of Res. No. 70-129 See
also paragraph 7.38.)

(1) Eligibility - Employees become eligible to apply for this leave after =
they have served in Montgqomery College for at least seven full academic *
years without sabbaticalileave.

(@) Criteria (PAC, November 2 1972; Board of Trustees, March 19, 1973;

November 19, £1973) - Cﬂiteria for selection of personnel for sab-
batical leave, consistent 'with Board policy on sabbatical le

are recommended by the Faculty Senate, approved by the Presid t,
adopted by the Board and circulated annually to all professional

personnel. (See also paragraph 7.382.)

|
- : |
. . . ] K
- (3) Salary Allowance (Board of Trustees, 11/15/71) - Sabbatical leave %
granted for academic study, research or.other purposes is normally {
for one, semester at full pay or for two consecutive semesters at
- half pay. This salary shall be paid at the beginning of each
2 , - semester. Academic leave for a full year at full pay shall be’
granted only in unusual and exceptional cases. In these cases
there should accrue either primarily or secondarily a definite
benefit to the College, The Board of Trustees will not as a general,
. rule grant a leave of full salary for two consecutive Semesters
every year.

¢ : (4) Benefits - An employee on sabbatical leave shall, for all purposes,
be viewed as a, full-time employee.

N ¢
v (5) Conttectual Agreement (Board of Trustees, September 16, 1974) « An
. ‘employee accepting sabbatical leave shall enter into written contract |
whereby he agrees to return to service at Montgomery College for at
least a two-yeat period immediately following the leave of absence.
172 ‘ .
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If the employee fails to return and remain-for two years, he shall
refund any monfes paid to him or on his behalf by the Board of Trustees.
The written contract shall also include an agreement that the
individual's engagement in additional activities during the sabbatical
leave shall be limited and governmed by the following: .
(a) It is expected that if a faculty member is the recipient of a
. sabbatical leave, he or she should not accept employment or other
' commitments external tq, the College that would interfere with
. carrying out the eabbaéfbal leave project. Thus, full~time
r employment or other major employment commitments while on sab-
' batical leave (unless this is the approved purpose of the leave) .
. ) would not be appropriate.
(b) In the event that appropriate and unique employment external to
‘ the College would be offered to the fagulty member during the time
of the sabbatical leave, the President or éis designee may approve
such, employment based on a review of the m fits of the individual
case. )

(6) Change of Status Zue to fnabilitz to Cohplefe Program ~ If thc em-
ployee cannot complete the planned program for which sabbatical

leave was granted, it is his responsibility to notify the President.
ThLo leave may then be rescinded by the Board of Trustees after which
the employee shall be placed on the appropriate leave status, re-
assigned, or have his contract termminated. Salary allowances and
benefits shall be adjusted accordingly with the employee making
arrangements satisfactory to the Board of Trustees for payment’ of
any monies paid to him or omn his behalf for which he may be liable
as a result of a change in IeFve status. : , .

(7) Evaluation for One-Semester Léave

Beeguse of the difficulty involved in evaluating a faculty member
for a "superior" or "excellent" rating when the faculty member is !
apsent from the College for one semester, faculty members absent .
from the College for one full semester of an academic year will not
be eligible during the year in which the leave occurs for a rating
of "superior" or "excellent' and will, therefore, be ineligible for

) a two-step within grade advancement or an advancement to the next
higher grade. The evaluation,for an absence of one semester will be
based on the performance of professional duties durtné the other
semester at the College. Faculty members on sabbatical leave during
one semester of an academic year should have their sabbatical “©eave
report considered along with the evaluation of the teaching ability
of the faculty member. = —-~ ‘

)

(8 Evaluation for a Year's Lgavé

When a faculty member has been granted sabbatical leave for a full
year, the faculty member's report on.that leave willifqpm the basis
on which evaluation is conducted for a "competqpt" rating and, if
granted, a one-step advancement on the salary schedule, if this i
pogsible.  The report will be reviewed by the Subcommittee on Cong
trqsts,,Rﬁnk,and Tenure which will make its recommendation to the
campus dean. The campus dean, after review, will render his decision
followed by appropriate action by the President. '

»

iText Provided by enic [l
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. b.. Leave for Professional Improvement . \\\

(1) General ) ) ¢

~

Upon recommendation of the appropriate dean, leave absence,
without pay, for study or other professional improvement may S
¢ _ {, be granted to eligible full-time prafessional employe 3s by

the President for a period not to exceed one year. The

employee must submit an outline of a plamnned program with his
application for such leave.  (Modified by the Board of Trustees, .
November 1, 1971; see réading agenda November 19, 1971; further :
modified by Board of Trystees, November 18, 1974)

(2) Evaluation for Ome-Semester Leave

Becaucse of the difficulty involved in evaluating a faculty
member for a 'superior'" or "excellent' rating when the faculty
member ig absent from the College for one semester, faculty

. ' members absent from the College for one full semester of an

L . academic year will ot be eligible during the year in which
. the leave occurs for a rating of "superior" or "excellent" and
. A will, therefore, be ineligible.for a two-stép within grade \

édvqncement or an advancement to the next higher grade. The
evaluation for an absence’of ¢ne semester will be based on
the performance of professional duties during the other
semester at the College. Y\

(3) Evaluation for a Year's Leave

Although employees on Leave for Professional Improvement for

a full academic year are not eligible for a.one-step advancement
on the salary Scale, exceptions may be considered if an employee
has received a.grant of academic distinction of a year's duration
such as a Fulbright Scholarship, a National Science Foundation 3
Grant, or grants of similar academic stature and merit. In such
cases, evaluations are based on the report of what was .
accomplished during the leave and may resuit in a maximum one-

step increment on the salary Schedq%fh_if this is possible. ,

L]
(4) After Three Years of Satisfactory Service -

(a) Eligibility - Employees sha11 be eligible for a‘leave of absence
for professional improvement after three years of satisfactory
service’ during which they did not receiwve a sabbatical leave or
leave for professional improvement.

(b) Benefits (Modified by the Board of Trustees, 10/21/74)

1. During the employee's period of leave, his contributions to
the employee benefit plan shall be paid by the Board of
- Trustees.

2. During the employee's period of leaye, his contributions to
the Maryland State Tcachers' Retirement System and the College's
retirement system shall be paid by the Board of Trustees
according to the rules and regulations governing said

\ - retirement systems.

3 , ’ -
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(¢) Contractual Agreement = An employee granted leave for improvement
. shall enter into a written contract by which he agrees to return
to Montgomery College for at least a one-year period immediately
following the termination of the leave. If the employee ‘fails to
return and remain in service for at least one year, he shall re-

A fund any monies paid to him or on his behalf by the Board of
Trustees during the leave period.

(d) Change of Status Due to Inability o Complete Program - If the °
employee cannot complete.the planned program during the period
for which leave for improvement was granted, it ie his respon-
sibility to notify the President.: The leave may then be
rescinded by the Board of Trustees after which the employee
shall be placed on the appropriate leave status, be reassigned,
or have his contract terminated. Benefits will be adjusted
accordingly with the employee making anrangements satisfactory
to the Board of Trustees for reimburs t of any monies paid
by the Board to him or on his behalf for which he is liable as
a result of a charge in. leave status.

(e) Tenure Status on Return from Leave ) ¢

.

1. An employee who is on tenure at the time leave for improvement
commences will continue to be on tenure at the time he .
resumes service. T

?

2. An employee who is not on tenure shall waive his rights
through contract to consider this semester or year of leave
as a probationary semester or year toward tenure by entering
into a written contractual agreement, After his return,
he shall complete the time reéquired to establish tenure.

(5) After One or Two Yeats of Sagisfacto’g .Sexrvice . §

(a) ElagibiiiLy - Employees may be eligible for a leava of absence
for professional improvement after either their fi{ret sr°3econd
\ year of saiisfactory service. ' g -

(b) Bemefits (Modified by the Board of Trustees, 10/21/74)

1. Employees may contribute to the retiremsnt system at their
regular rate while on-leave. Invoices will be mailed to the
employee monthly, with retirement contributions being payable
to the Board of Trustees one month in advance of the date due.
In lieu of contributions monthly, professional enployees may

" elect to pay directly to the Maryland State 'I’eachem‘l Retirement
Syster and to the College's supplemental retirement system
the total sum of such contributions with interest at.the time
they return from leave and are reassigned. :

LY

A 2. Employees may contribute to the employee benefit plan while
on leave. Invoices will be mailed to the employees with
contributions payable quarterly. If payments are not made,
all benefits will be cancelled. v

. (c) Change of Status Due to Inability to Compléte Program - If the
employee cannot complete the-planned program during the period

’
IToxt Provided by ERI

A for which leave for improvement was granted, it is his responsi-
N bility to so notify the President. The leave may then bey
- rescinded by the Board of Trustees after which the employee
shall be placed on the appropriate leave status, be reassigned,
or have his contract terminated. ., :
o -
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(d). Tenure.Status on Return frcm'Leéve

" 1Y An'employee who is on tenure at the time that leave fo;
improvément commences shall continue on tenure. -~

/
.

2: An employee who.has a regular contract but is not on .
tenure shali, by entering into a ¥ritten contractual .
agreement, ﬁh;ve his rights thxough cEntract to consider °

‘th§§ semester or year of leave As a probationary semester
. or year toward tenure, - -
£

o)

Leave for Travel is that leave granted to full-time professional employe s
without pay to extend the period covered by other forms of professional
leave for the purpose of educational travel. Upon w¥itten application; in
advance, and with the recommendation of the appropriate official, the 1
President may grant full-time professional employees leave for travel.
Employee benefits and other rights allowed under the original leave will
continue during the period of this extension.

/

Leave for Exchange or Overseas Teaching - Upon written "application-in
advance and with the recommendation of the President, the Board of
Trustees, Montgomery College, may grant a leave of absence not to exceed -
one year, for exchange teaching, as part of an exchange by which anothet~
approved institution furnishes a faculty member at the other institutionts
expense. Leave without pay forgoverseas teaching may be granted by the
President upon_the recommendation of the appropriate dean. To be eligible
for eithef leave for exchange or leave for overseas teaching, the employee
must be on tenure. (Modified by the Board of Trustees, November 1, 1971;
see reading agenda.November 19, 1971.) «

(1) Gredit for salary purposes for one year of successful experience

" in exchange or overseas teaching shall be granted upon eyaluation for
a "competent" rating and, ,if granted, a one-step advancement on the

- salary schedule, if this is possible. Evaluation®will be based on
the report of ‘the.chairman of the department of the idstitution where
the Montgomery College faculty member has completed the exchang

. overseas teaching, as well as on a report to be submitted by the
faculty megber which will include a description of what was :
accomplished whilé on leave. Both reports are submitted to the
Subcommittee on Contracts, Rank and Tenure for its recommendation
to the campus dean. The campus’dean, after review, will render his
decision followed by appropriate action by the President. No faculty
member-on Leave for Exchange or Overseas Teaching during a full
academic year will be eligible for a two-step within grade advancement
or an advancedhent to the next higher grade during the time of leave,

(2) An employee on lééve.for ekchange teaching .will continue to have his
salary paid by Montg&me;y College! at the salary he would have been
entitled to had he not Been absent from the College (the salary of
his replacement being paidHQy the other institution,) All ysual ’
deductions for participation™in the employee benefit plan will pe
continued and all regular Board-contributions will be made for him
as though he weré’teaching at Montgomery College. He will be
covered by Montgomery Yollege's Workiian's Compensatioh policy while'
performing his teaching duties at the institution to which assigned.

[} . . . .
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(3) An employee on léave for overseas teaching is not to be paid by Mont -
gomery College but can continue his enrollment in the employee berefit
plan by gssuming the full cost of contributionss which would have been
paid by him and Montgomery College had he continued to receive his
salary from the College. He will be billed quartetly for these

. contributions. He shall not be éligible to have the period of over-
Ly seas teaching counted.as a creditable year in the retirement system,
unless he is teaching in a government sponsored or government subsi-
dized organization, or in the overseas branch of an institution in : .
' Maryland whose employees participateé in the Maryland State Teachers'
Retirement System. If he teaches in a government sponsored or sub-
sidized organization, he will be ailowed to pay his year's retirement
contributions upon his reinstatement from leave. If he teaches in the
overseas branch of an institution in Maryland whose employees parti-
S " _cipate in the Maryland State Teachers' Retirement System, his.con-
o ) tributions to that system can be-deducted from his checks issued by

Y . the institution and sent to the Teachers' Retirement System. He will )

"not be covered by Montgomery College's Workmen's Compensation policy =«

while on leave for overseas teaching.

MILITARY LEAVE OF ABSENCE coL i . '

finition Military leave of absence is that leave granted for the purpose
of s isfying the responsibilities of prolonged military service.

b. Aggroval - A }hll-tﬁne professional employee called for military service
may, upon writteh. application and with the approval of the President, be
~ granted leave of sbsence without pay for the duration of the emergency for
R qhich he is called. A copy of the military orders must .accompany the
request for leave. RN ~ . "

c. Benefits - With the exceptiy of certain conscientious objectors, (see .
f. below), an employee granted military leave of absence shall retain the
"right to be placed in the same ora similar position upon return from leave, .
subject to the following: -

o (1) Provided that he is still qualified
podition; and : .

.perform the duties of such a

(4

~(2) Provided he makes application for reinstat ent within ninety (90)
days from date of separation from such militaxy service, or wvithin
. ninety (90) days after discharge from a hospit provided such /
’ hospitalization is directly connected with _or relsted to, and
immediately follows or continues® after his separatio from such .
military service, and provided the period of hospitali2ation does

expiration date of any terminal leave after final processing at
~- .. a _discharge facility; and

(3) Provided he submits a copy of the discharge or separation papers,

d. Salary upon Return from Military Leave - Upon completion of military ser-
vice and upon reinstatement and verification of length of service, an
employee shall start at the salary he would have received had he remained
continuously in the service of the\Board of Trustees.

\ . |
.. - |
v '

-

[]z\ﬂ:odification 127, May 23, 1975




3.445

I

3.443

3.444

. 'S . - )
e. Retirement -~ The employee, upon reinstatement, shall submit to' the Maryland
State Teachers' Retirement System official verification of thc length of
military service. . ° .

4
i

f. Salary and Leave Benefits-for Cohscientious Objectors

(1) There are two classes of conscientious objectors, namely:

(a) Class 1 - 0 who does not enter the military service but fulfills
this selective service obligation by working for 24 months in an
institution approved by the state in which he resides.and who is
not entitled to veterans' benefits.

{b) Class .1 - A - 0 who enters the armed services but does not bear
arms; is subjected to the same hazards as the regular serviéemen,
and ,upon discharge, is entitled to-all veterans' benefits.

(2) olicx .
(a) Employees who are, conscientious objectors and who are Class 1 - 0
shiall not be given credit on the salary schedule for this typet of
service at the time of empldyment. . - ..

(b) A full-time professional employee who is Class 1 - 0 who is drafted
and enters this type of program shall be given leave “for unusual
and imperative reasons and, upon release from his obligation, shall
- be reinstated to the same or comparable position at the same sdlaryt
step and in the same status at the time his leave began.

. (¢) Full-time professional employees who are conscientious objectors '
f and who are Class 1 - a - 0 shall be entitled to all provisions
of the salary plan and military leave policies.

POLITICAL LEAVE

" Leave of absence without. salary for full-time professional emplo&ees for

engaging in political activity for the purpose of being a candidate for
political office or holding public office, may be granted by the President
within the «framework of the following rules: (Modified by the Board of
“Trustees, November 1, 1971; see reading agenda November 19, 1971.)

a, Full-time professional employees engaged in political activity while on
political leave shall make it clear that their utterances and actions
are theirs as individuals,

b. Leaves of absence shall be requested in writing.

c. Leaves of absence for campaigning and holding office may be arranged for
a definite period. If the é&andidate is not elected, _he ghall be returned
to his position as soon as possible.

LEAVE FOR PERSONAL OR FAMILY ILINESS : ) ’

On the recommendation of the appropriate dean the President may grant a
leave of absence without pay to an employee when that employee or a member
of his immedidte family is ill. The leave shall be for definite periods

such as a semeste{ or a school year, Application for leave must be submitted
in writing and forwarded by the appropriate supervisor with his recommenda-
tion. -(Modified by the Board of Trustees, November 1, 1971; see reading

agenda November 19, 1971. ) ) . N .

a, Eligiﬂility - Only tenured employees are eligible.

Modification 127, May 23, 1975
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b. Benefits - Employees may contribute to the retirement system while on
leave according to the’ provisions under the Marylahd Teachers' Retire~
ment System and the College's Supplemental Retirement System. Invoices
will be mailed to the employee monthly, with the retirement contribu=-
tions being payable to the Board of Trustees of Montgomery Community
College one month'in advance of the date due. In lieu of contributions
monthly, teachers may elect to pay directly to the Maryland State Teachers'
Retirement System and 'to the College's Supplemental Refirement System
the total 8um of such contributions with interest at the time they
return from leave and are reassigned. Employees may contribute to
the employee benefit plan while on leave. Invoices will be mailed
to the employee with contributions payable quarterly. If payments
are not made, all benefits will be cancelled. Contributions to «the

employee benefit plan shall be at the, rate payable by the employee

when in active status. v

c. Tenure Status .

(1) An employee nho is on tenure at the time he is granted, leave
because of personal illness or illness in his immediate family
shall remain on tenure.

(2) An employee who has cumpieted four consecutive years of successful
experience with Montgomery College or one who has been recommended
for tenure at the time leave is granted shall go on tenure at the
time he returns from leave and-is reassigned.

(3) An employee who is not on tenure shall waive, by entering into -
a written contractual agreement before being granted leave, his

rights to have this period of leave considered as probationary

toward tenuré. On returning from leave, the employee shall .
retain the same probationary status as that held at the time .
this leave was granted. . N .

.

loyee, will be reinstated at the conclusion of the leave provided a ’
certificate from the attending physician is submitted attesting
to the employee's physical fitness to perform his duties. Reassignhent
will be made at such time as there is a.vacancy for which this
ployee is qualified. “’-/P‘f

d. Bé%;fh from Leave - If the leave granted is for personal illness, the
em
hea

LONG-T RM.MATERNITY LEAVE ’ . -

Full-time employees who become pre&nant or who determine that they will
become an'adoptive parént, are eligible for leave without pay for a
period not to extend béyond tte end of the semester following the semester
gins. However, 1f an individual 1is npt on tenure,
no semestfer, more than a month of which falls within such a leave of
absence, shall'be credited toward the probationary period of tenure. 1If
the employee'wishes to resign and follows the procedures outlined in the
contract no.prejudice shall aﬁtach to such resignation. The President
may authorize long-term maternity eave upon recommendation from the
appropriate dean. The emplOyeé may apply for longeterm maternity leave
vhether or not all of the authoril d paid leave under paragraph 3.433 has

" been used. (Modified by the Bo% of Trustees, November 1, 1971 see

reading agenda’ November 19 1971, )‘
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3.446 EXTENDED ADMINISTRATIVE LEAVE (Approved by the Board of Trustees, .

September 17, 1973) \ .
General :_Extended administrative leave is defined as that type of per- A\

a.

e.

4

sonnel development leave authqrized and assigned an Administrator or a
member of the Paculty or Staff and required for the benefit of the .
College. College personnel, are placed on extgnded:administrativeuleave
only for the purpose of acquiring a set of skills or specific knowledge
.required for the operation of the College. Placement of an individual
on such leave, and tiue financial arrangements therefor, must be
approved by the Board of Trustees. Extended administrative leave
«will not be used when other methods such as independent or self-
programmed study ¢or educational (tuition) assistance will provide the
skill needed in the time frame involved. When the criteria for the
Educational Assistance Program are met, the program may be used in
conjunction with extended administrative legve, wi;h.the approval of
the President. (See paragraph 3.60.) - .

&
Eligibil#ty - Any individual currently emp}oyed full-time by the
. College may be placed on extended administrdtive leave provided that

the person is willing and that, normally, the person has been ia the
service of the College for at least four consetutive years. Declining
the offer to be placed on this leave will not affect the person's
emnloyment status at the College. )

Salary and Benefits - All salary and benefits normally receiyéd will
continue during an individual's leave. In addition, expense$ for
travel, room and board may be paid by the College, as warranted.

.

Contractual Agreement - An individual who agrees to be placed o
extended administrative leave must contract tosreturn to the College
upon its completion for tyice the duration of the leave but in no
case less than the equivi%hnt of half of an academic year. Failure
to return and serve will make the individual liable for all monies
paid to him or on hie behalf by the College, unless relieved of this
obligation, in part or in full, by the Board of Trustees for such
reasons as disability or death. , ’

Duration of Leave - Extended administrative leave is normally for no
more than the equivalent of a semester. The minimum duration of

_~ extended administrative leave will usually be more than two weeks.

f.

. Modification 127, May 23, 1975

Personnel development leave of two weeks or less will normally be
considered under the category of short-term leave to attend pro-
fessional meetings. Although extended administrative leave will
usuaily be for periods in excess of two weeks, an individual's
daily absence over a continued period of time while on extended
administrative leave might well be for only a fraction of a working
day, for example, two hdurs per day for gix weeks. '

Tenure - -

An individual on this lééve will have the time of authorized absence

.count toward tenure or other employment status and will return to the

‘same or eguivalent position on return from leave. . ,

1.1 S
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. 8. Evalpation - . £ s
(1) One Semester of Leavé 3 ’
¢ ‘

Because of the difficulty involved in evaluating a faculty member
¢ o for a "superior”" or "excellent" rating when the faculty member is
absent from the College for one semester, faculty members absent
from the College for one full semester of an academic year will
not be eligible during the year in which the leave occurs for a
‘rating of "superior" or "excellent" and will, therefore, be
ineligible for a two-step within grade advancement or an ¢
advancement to the next higher grade. The evaluation for an
absence of one semester will be bagsed on the” performance of
professional duties during the other semester at the College.

(2) One Year of Leave ,

ERA ’,

Should a faculty mem%er be. granted extended administrative leave
for more than a semester, evaluation will be-conducted for a
"competent" rating and, -if granted, a one~step advancement on
the salary sche@ule,(if this is possible. This evaluation will ?
be based on consideration of a report on what had been accomplished
during the leave with lpecgfic referenck to the acquisition of the

gset of skills or specific knowledge for which purpose the ﬁeave;_

was originally approved. No faculty member on Extended Adminis-

trative Leave during a full academic year will be eligible for a

two-step within grade advancement or an advancement to the next’

-i‘ higher grade during the time df leave. -

(See also Paragraph 7.38 - Administration of Personnel Development Leave.)

[

3.447 OTHER LONG-TERM LEAVE

The Board of Trustees may authorize, upon recommendation of the President,
} long~term leave with pay for unusual and imperative reasons not covered by

any of the foregoing categories of leave. The President may authorize,

upon recomnendation from the appropriate dean, long-term leave without pay

" for categories of leave not covered 1h the preceding paragraphs pertaining

to long~term leave. A determination will be made in each case concerning

continued participation in the retirement and other benefit plans and

payments therefor. (Modified by the Board of Trustees, November 1, 1971;
- see reading agenda November 19, 1971.) -°

3.45 _- DISABILITY LEAVE (Approved by the Board of Trustees 3/19/74 modified 12/16/74)
|
|
|
\

-

3.451 POLICY
S~

All eligible College personnel who have been disabled because of sickness
or accidental bodily 1njury may, be granted disability leave with pay

during the first 12 calendar/ montha of disability. Eligibility for
disability leave is determined ‘in accordance with the following definitions.

a. Definitions ) ’
‘ (1) An eligible person;is one who has completed at least six months

Modification 127, May 23, 1975 : : 1
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.. ( ¢ )
. b AN
of continuous service with the College and who ds an Administrator,
. Faculty or Staff member.of the College .who works at least half .
time in a regular budgeted position on a continuing basis. ~
(2), Eligibility for disability leave does not require that a person be 4

a participant in the long-term disgbility insurance plan to which
the College.makes contributions.
(3) A disabled person is'one who, by reason of sickness bor bodily

, injury, is completely unable to engage in his or her regular
P occupation.

. (4) Due praof is a medical opinion by a legally qualified physician as L
to the nature and extent of the sickness or injury responsible for
the person's inability to completely’perﬁprm his or her regular tasks
at the College. " This opinion should” include a statement as to the
effective date of such complete disablement, an estimate as to the
probable duration of the disability and should state clearly that the
. individual is completely unable to report to work for medical reasons.
When in the opinion of the President or his designated representatiwve, o
or the Board in instgnces requesting its approvaly there is a
reasonable doubt as to the nature and/or extent of'a disability claim,
the individuil may be required to have a second médical examination
by a legally qualified physician to be selected by the College and
paid for by the College. 1In cases where the legally qualified °
physician retained by the College amd the legally qualified physician
retained by the individual disagree as to whether or not the ’
. 1individual is a completely d{sabled person, the two physicians shall
together select a third physician to also examine the disabled
individual at the College's expense; the majority opinion of the )
three physicians involved shall prevail. .

(5) Regular pay is the compensation per pay period at the current'salary
rate extlusive of extra compensation for such thingslas coachiqg,
. special projects, summer school and community services instruction.

b. Disability leave provides for salary continuation at 80% of regular pay

after exhaustion of all accumulated sick leave and all advanced sick

leave and continues for as long as six consecutive months. In all

cases except Workmen's Compensation cases, one year'é entitlement, of

sick leave shall be advanced before disability leave is granted and ¢

the employee shall be indebted to the College for such advanked sick i
leave except in the event of death or disability retirement bccurring ’ !
before the indebtedness has begn repaid. ’ ' M

_¢. Upon completion of the periéd authorjzed undec (b) above, disability
leave may be continued at 60% of regular pay for the remainder of the
12 month period following the first date of sickness or injury.

d. En ingtances where the disabled person qualifies for Wogkmen's Compensa=-
tion, Social, Security or other disability compensation‘plana to which"
the Collegk contributes, the rate of salary contimuation by the College
under (b) and (c) above shall be reduged by the amount of such compen-
sation received from these other plans. '

e. In all cases where the requested period of disability leave exceeds by
more than 30 calendar days the expiration of all earned and advanced sick
leave, the requést shall require approval by, the Board of Trustees..

Modification 127, May 23, 1975
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£. In instances where due proof (as defined above) establishes %iaability
effective during a period of approved leave without pay or during the
no pay perfod for continuing 10-month personnel (only those who nave
been committed to return to pay status) salary continuation under (a)
above shall commence on the date the individual was scheduled to return
to active duty and pay status. T s e

g. If a-disabled person engaged in any rehabilitative work for wage or
profit, the disability leave pay otherwise payable with respect to any
month during this 12-month period, will be reduced by 807% of the amount
of such wage or profit tc which the employee is entitled for such work
during that month. . ' : o

h. The period of 12 calendar months for which the College gran%t paid disa-

bility leave shall not be extended. Successive unrelated disabilities

shall entitle the individual to a new 12-month period under the

' disabflity leave provisions. In the event an individual returns to work

prior to the end of the initial 12-month period and subsequently is

unable -to contirue at work because of Qge original disabilipy, the .
, individual is entitled to receive the benefit of any remairing unused
® balance of the original 12-month salary continuation permissible under
these regulations. ' oy

i. Disability leave with pay‘thall.not be granted for ditapi}itiet caused
or contributed to by: .

) wér or any act of war, whether‘deglared'or undeclared;-
(2) intentionally self~inflicted injury; . a

(3) injury sustained in the commission of or in consequence of having
s ° vparticipated in committing s felony;

j. Eligibility for paid disability leave will adtomatically ca¥e on: .
(1) the date the individual returns to active duty with the College; '
.(2) the individual's 65th birthday;

(3) the date upon which the individual retires under- the College
retirement plan, if priér to 65th birthday; ' .

2

(4) the date on which -employment with the College ceases; - )

(5) the date on which the individual ceases to be under the care of a
legally qualified physician; L/ .

k. No period of time during whioh disability leave pay is being received
shall be counted toward satisfaction of the required probationary
period for granting of tenure or permanent status.

J 1. Persons on approved disability leave with pay shall not earn annual or sick
leave and shall be paid in accordance with paragraphs 3.451b and ¢ above for

| ' all compensable days including official college holidays falling during the
) period of disability leave.

3.452  PROCEDURES"

~

a8, The individual, or his or her reérésentauive, completes a coﬁy of MC
Form 3.45 "Application for Disability Leave"* and submits the completed
form along-with due proof of disability to the Personnel Office through
*To be published. Until publication, requesta for approval of disability leave are
to be -submitted by mémorandum and should contain such specifics as are required to

enable those concerned to render appropriate decisions on the request.
' (Reverse is blank.)
Modification 123, January 10, 1975
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Modification 106, July 20, 1973
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' 3.453

, rd

. the appropriate administrative channel for pfocessing and approval.

b. On the basis of this medical opinion, and any other pertinent
information available, the Director of Personnel shall establish
the effective date of disablemernt.

c. The sgzsonnel Office makes the necessary arrangements with ine .
Director of Finance to effect salary continuation during periods

" of approved disability Y eave. ’

d., In all cases where the requested period of\disability leave with ’
pay exceeds by more than 30 calendar days the expiration of all
earned sick leave, the Personnel Office shalv prepare the required
materials for requesting Board of Trustees' approval,

. N

e. The Director of Personnel is the designated representative of the
President for purposes of administering Section 3.45i a (4) of the
policy on Disability Leave.

+

ACCOUNTABILITY

\

a. The Director of Perlonnel is responsible for the administration of
the dilability leave program. T

b. Appeals. from disability leave decisions of the Director of Personnel
may be made to the President. .

GROUP HEALTH AND LIFE INSURANCE PLAN L
BENEFIT PLAN COVERAGE

All persons employed by Montgomery College whe” work at least half_ s
time and who oécupy regular budgeted positionl on a continuing

‘basis are eligible to participate in the Crcip Heaith and Life
Insurance Plan consisting of 1ife, accidental death and dismember-
ment,' long term disability, hospitalization, surgical, medical,

dental, and major medical coverages. The College pays 80% of "th
premiums actributable to/yzgl insurance program. (SesW%prochuss
"Montgomery College Group Health and Life Insurance Pl for details.)
All questions concerning this insuranqe should be referred to the
Personnel Office.

" ENROLLMENT ‘ ' .

-

The Personnel Office will explain ‘the Group Insurance Plan to all
persons employed by thf College and will provide each individual
with a copy of the benefi¢ plan brochure. Each person will complete

"either an enrollment or a refusal card dependent upon his or her

desire to participate in the plan, If enrollment is completed

dacing the first 30 days of employment, no evidence of insurability *
is required and coverage becomes effective (except for long term
disability insurance which has a 6 month waiting period) on the

first of the month following enrollment. Enrollment after the

first 30 days of employment may be accomplished only after provision

of evidence of insurability satisfactory to the insurance company.

”
~ .
- . - .

2 3
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»3.513  TERMINATION OngMPLOYﬂENT —
¢
Upon termination of employmernt with the "ollege, an individual who
. is cnrolled in the group insurance plan may convert certain portions
of the College group insurgnce to individual coverage with the
, . . College insurance carrier. In order to take advantage of this
conversion privilege, the terminating person must contact the
insurance company and accomplish the necessary conversion paper-

L ]

work within-30 days of the date of termination. L. \ '
3.514 CLAIM PROCEDURES : . f
. 4" a. Health Insurance ’ . <
- '

|
|
- |
Each enrolled person and spouse «is provided an identification
’ card which contains information descriptive of the plam, in
additiorn to identifying data. Claim form4 @re also provided
- at the time of enrollment and additiona! claim forms may be
* obtained as needed from the Personnel Services Office. To .
apply for benefits, the individual presents the identification
. card and a claim form to the hospital, physician, dentist,
. laboratory or other provider of hcalth services. Thé provider b
of health services may verify coverage by telephoning the )
Jotn Hancock Mutual Life Insurance Company; 703-534-6077-
(collect, if from another toll zone). The provider of
) health services submits the claim form to the local office
of the insurance company and payment is made directly to
the provider:of the health service, except for major medical
claims which are paid directly to the individual who has sub=
mitted the claim.

.

-

A\l

b. Long-Term Disability Insurance ¢ ‘ |
- o ‘

. Claim forms for use by the enrolled person,are available .
in the Personnel Sefvices Office. Benefits are paid 4 _ . !!

directly to the enrolled person. . .,

. '3»Jq%& ¢. Life insurance ' . T
P Iny L] [ . '
' Ly Upon the death of an enrolled person,* the Personnel Services ' °
*§,¢~Offfce should be notified immcdiately Three copies of the
? death.certificate or an attending physician's report, whichcver
is most expedient, will be required ‘for processing of a desth
> claim by this office. . *

- o . . ) ¢

3.515  BENEFITS FOR PERSONS ON LEAVE AND FOR RETIREES
a. All coverages for which an individual is enrolled remnin in
effect during periods of authorized leave.

b, v Certain portions of the College group insurance program continue 3
in effect for retirees. These include a reduced amount of life
insurance and basic health insyrance. The Personncl Services
Office should be contacted for details of the coverages con-
- tinued,for retlrees. . .

Modification 106, July 20, 1973
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3.52 |
. ~
<+ . |
3.52  FINANCES FOR PROFESSTOMAL MEETINGS - |
L] . " ‘
Permission for leave for full-time faculty for professional meetings
is granted by the appropriate campus dean after application through
- the department chairman and other intermediate supervisors. There ,
is an account in the budget for expenses incurred for such uectinss.
. The faculty members should consult with their division chairman or .
academic dean, concerning the amount allowed, and after attending .
the meeting, present to him an itemized form for forwarding to the
chapus dean. .(See also parggrnps 7.40)
) - ) ‘e N\ .. -
¢ 7' 3,53 NC - v
¥ . , *
The regular in<county allowance ts 12¢ per mile. This allgwance
applies to personnel traveling between campuses on authorized .
 college business. (See also paragraph 7.40)
S : “
3.54 TAX-SHELTERED ANNUITIES
3.541 PURPOSE ~
h Tix-sheltered annuities should be conoidored principally as supplemental
reuirement income.
. T 3. 5&2 PROVISION : . !
< . o .

a. Simply Stated, a Tax-Sheltered Annuity Provides: ' ,

! (1) Anqemployee may elect to have his salary reduced - Federal income
tax paid on reduced a-ount

’ . '

L (i) The employer purchases a nonforfeitable ihnuitf in an amount equal
P to the salary reduction. o
CLoe N, .. .
1 '3;‘$ . (3) Federal income tax tqsbe paid by ¢ap1oyee or retiree on full
Lo T amount received from annuity. .
T . b, Qp'titms: (Board of Trustees, March 19, 1973) ‘
“.(' . ; émployeos have the opportunity to purchase tax‘?ﬁeltered annuities
oW

from the Teachers Retirement System of the ‘State of Maryland, The
‘Prudential Insurance Company of America.or the Teachers Insurance
and Annuity Association - College Retirement Equities Fund (TIAA-
‘CREF). Forms are available at the Employee Services Office.

e 'ff SN
_ " Employeeh Contribution. (Reduoxion of Salary)
T - L . P
. There is a iegal limit to the apount of reductton of salary allawed.
: . Employeeo may request the Teachers' Retirement System, t rudential

;;' . Insurance Company or TIAA-CREF to calculate the maximum participntion
o e A nllowed. o : .

d Employer Psrticipation.

; The employer purchalet ammuity on request of the cmployee Jwith the
; funds withheld from employee. There are no employer matching con=-
' %ribugéons to .

T ' . )

Sy
.

‘ \‘l . ) ' . ! . .
EKC Modifica:ion 118, fudust 30, 1974 1.7
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. L

3.55  RETIREMENT BENEFITS ) ' } ;
. N |
\

|

3.551  BACKGROUND -
a. Full-time employcces of the College are permitted to particlpate in the
retirement "systems as follows: -

(1) Maintenance, custodial, and cafeteria cmployces arc cnrolled 6nly
in the Montgomery Community College Retirement Plan (Aetna
supplemental). J /

(2) 1In order that College policy be in accord with State policy,
and to provide ‘for optional membership or other provisions
which the State may from time to time provide, by Resolution
70-89, July 7, 1970, the Board of Trustees provided that "all
eligible Faculty and Staff shall become members of the Teachers'
Retirement System of the State of Maryland subject to the
provisions of the Public General Laws of Maryland, as amended
from time to time."

- . : ‘" / i
(3) The Montgomery Community College Rétirement Plan is a supplementary |
/// plan to (2) aforementioned. Participation is automatic for Faculty,
P ' Staff, and Administrators who belong to the Maryland State Teachers'
R S Retirement System. By Board Resolution 74-37, February 18, 1974,

. participation is voluntary for those employees described in sub-
. . Paragraph (1) above.

b. Those who are enrolled only in the Mbntgomery Community College Retirement
Plan (3.55la (1)) will receive all of theif retirement income from the
Aetna Life Insurance Company, which administers the.plan. Those enrolled
in both the Maryland State Teachers' Retirement System and the Montgomery
. Community College Retirement Plan will receive two checks - one from the
Teachers'”Retirement System and a supplemental check from the Aetna Life
. Insurance Gompany.

3853 mEwERITS - o

N -

a: Bendfits that accrue from the Teachers' Ret%rement System, without .
supplementation from the College plan, accrue in the following manner.

1

< Years of creditable service - X  Average final compensation
55 for highest three consecutive
- years N

b. Retirement benefits paid, as a result of participation in both systems .
or in the College plan only, are calculated,in the following manner:

Years of service x 2.0% X Average final compensation

»

(to a maximum of 36) for highest three consecu-
' . X . . tive years.

L]
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3.571

3.572

. . v

FACULTY EMERITUS (Board of Trustees, May 18, 1970; Modified September 25,
1972) . .

POLICY ’ % .

a. All faculty members and administrators holding faculty rank who retire
with a minimum of ten years service with Montgomery College shall be
designated faculty emeritus with appropriate rank or title, subject to
approval of the Board of Trq?teea.

b. Retiring faculty members and administrators holding faculty rank with
less than ten years service with the College may be considered for such .
honor by the Faculty Senate on an individual basis and be accorded the
rank of faculty emeritus if the Paculty Senate so recommends to the
President and the Board of Trustees approves. v

c. All personnel designated as faculty emeritus shall be o listed in the
college catalog and be given such other recognition and honorg as may
be appropriate to persons of this rank.

PROCEDURE (Approved by College President, June 26, 1970)

Upon receipt of a faculty member's request for retirement, or retiremELt

of an admisistrative staff member holding faculty rank, the Office of the.,
President will notify the Dean of the Paculty and the Chairman of the
Faculty Senate, If the member has had ten or more years service, the Dean
of the Faculty will prepare a memorandum from the President to the' Board of
Trustees recommending faculty emeritus status. If the member has less than
ten years s~rvice, the Senate will consider the case and submit its recoms
mendations to the College President ough the Dean of the Paculty who will
furnish his comments to the Presiden If faculty emeritus status isg recom-
mended by the Scnate, the Dean of theWPaculty, and the Presidént, the Dean
will prepary the necessary memorandum to the Board. If not recommnended+ by
the Senate, a memorandum to the Board is not required. If the recomrendation
for emeritus status by the Senate is mot accepted by the President, the
Office of the President will prepare an.'appropriate memorandum to the Board
of Trustees in order that {t may make a final determination in the case.

, (Reverse side is blank.) " ‘ )
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3.60 EDUCATIONAL ASSISTANCE PROGEAM (Board of Trustees, August 27, 1971; Modified
by approval of tue FY73 Operating Budget, p. 516 and the FY74 Operating Budget,
~ . Appendix G-1) . ’

3,601 PpoLICY

The purpose of the Educational Assistance frogram (EAP) is to assist all
eligible College employees with educational expenses in order:

a. To help them perform more effectively in their current job
classifications through improved knowledge and skills.

b. To help them in preparing for higher level responsibilities in
the College by virtue of broadened capabilities.

3.603 DEFPINITIONS

8. An eligible employee is one who is working full-time at the College
and who has completed six months of employment with the College.

b. Eligible study is any course or training program,” offered either for
' credit or not for credit, which is related to any of the functional T
’ areas of the College in which an eligible employee works or through
- : normal career progression may expedt to wogk, if qualified.

c. An acceptable educational institution is: a puyblic or private secon-
dary, vocational, trade, or business school; or a public or private
college, university, professional school, or techrical institution.

It is expected that the educational institution is accredited or
recognized by some agency or governing body from within its general

furictional area or frame of reference.
d. Educational expenses are the costs for tuition, books and materials
i tequired for the eligible study approved through thepfAP procedures.
N . -
e., Satisfactory completion is §he obtaining of any grade of designation other
than failure in accordance with the standards established by the institu-
tion or organization .attended. '

3.605 FPINANCIAL BENEFIT .
& a. The maximum financial benefit fn the form of assistance to defray
educational tuition expenses for eligible study is $400 per employee,
per fiscal year. Of this $400 maximum, $50 may be applied toward
. - the cost of books and materials hecessary for the approved courle(slk\\
-~
-b. In instances where the employee is eligible for benefits under the

. Tuition Waiver Plan (see g;ragraph 3.61),reimbursement of up to $50 per
. fiscal year for required books.and supplies may also be allowed from EAP,

provided that the course of study it Montgomery College is Jobrrelated or
a part of a degree or certificate program which is job-related. :

c. -funds shall normally be .apportioned for use by Facilty, Administrators,
and Staff members based upon the percentage of eligible College employees

in' éach category. Variations from this apportiopment will be approved
_ by the Administrative z}ce President. . )

Modificatiom 1}4, April 4, 1974 . ' ‘
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3.607

Administration benefits, for a giver course of study, is eligible

to receive benefits under EAP for the same course dnly if the other
benefits do not cover the full cost of tuizion. In such cases the

amount of benefit under EAP 18 limited to the difference between the

amount of the tptal tuition costs and the amount supplied by the other
benefits, except that,in addition,the EAP benefit is subject to the )
limitation set forth in paragraph 3'605313 . e

d. An employee receiving other educational benéfitséizacluding Veterans'

e. The costs associated with this benefit for study during regular summer
. school sessions will .be charged to the budget of the fiscal year in
which such summer school session ends.

<

*  3.607 APRLICATION FROCEDURES ' .

a. The e:ploye‘e is rgsponsiblé for applying at an 'appmpriate, acceptable
educational institution for admission to or enrollment in a course or
. . program of eligible study. -

b. To apply for EAP bepafits, an eligible employee completes MC Form 3.607b,
"Application for EAP/Tuition Waiver Plan Benefits", and submits the
completed form according to the, following:

. [ 3
. (1) An administrator shall submit the completed forms to his super- *
¥ . vigor who shall review the application for accuracy of data,
make a recommendption regarding approval of the selected study
and forward the application to the Director of sonnel, The
N . ' Director of Persomnnel shall review the a plication for proper

¢ procedure and give approval of the selecfed study within the
established guidelines. )

3

(2) A staff employee shall submit the compldted forms to his super-
. visor who shall review the application for accuracy of data, make
a4 recomendation regarding approval of Ahe selected study and
I forward the application to the Directod of Personnel, The Director
y ’ of Personnel shall review the application for proper procedure

and give approval of the selected study within the established .

guidélines. »

IS

(3) A faculty member shall submit the completed forms to his depart-
. , ment chairman who shall review-the application for accuracy of
' ' data, make a recommendation regarding approval of the selected
courses and forward the application to either the Campus Dean

. (for faculty assigned to the Takoma Park Campus) or the Academic

. .+ Dean (for faculty assigned to the Rockville Campus). The Campus

Dean or Academic Dean shall review the application, give approval

. of the selected study within the established guidelines, and -

: forward it to the Director of Personnel for processing. The

Director of Personngl shall review the application for content
and preper procedure,: .

After complete processing and approval, the cobies of the application
form are distributed ‘to: the Personnel Office, the supervisor, and
the employee. - . +
c. When an application for EAP involves study during normal work hours,
an agreement detailing how the employee is tg\make up‘the lost time
~ sust be attached to the application. This agreement sust be signed
- %

<

13

Modification 114, April 4, 1974.
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3.608

by the employee and his supervisor and approved by an appropriate
administrator. Approval should be granted only in instances vhere -
the absénce of the employee will not result in any interruption of
. normal gervices of the officc or department concerned and where the
study desired is not generally available outside of the regular work-
ing hours.
d. Upon completion of processing and/or approval of the .application,
the Personnel Office will, upon rejuest as indicated on the application
form 3.607b, issue the employee a letter authorizing the selected
: - educational institution to bill the College for the proper‘turition
expenses within the limitations set forth in paragpaph. 3. 605, If
the employee so chooses, he may instead receive the benefit by reim-
bursement. (See paragraph 3.608a).

e. In the event the educational institution selected is not willing to
111 the College, the employee will normally receive this bemgfit
by reimbursement. (See paragraph 3.608a)., However, if in such
instances the eligible employee does not have sufficient funds to
pay the eligible expenses in advance, he may so certify to the Di-
rector of Finance on MC Form 3.607b, and the Director of Finance may
advance the employee an appropriate amount to cover only the actual
expenses incurred and within the limitations sat forth in paragraph
. : ' 3.605, as an interest free educational loan. Sich a loan is to be
" repaid via the reimbursement procedure. (See pardgraph 3,608a).

£. 1In all cases, the application should be-received by the Personnel
. Office no later than 15 days prior to registration. An employee
should submit his application in time to allow his supervisor suf-
ficient time to meet this deadline.

© 3,608 REIHBURSEHENT AND REPORTING PROCEDURES
N a. Upon completion of approved study for vhich an employge paid the
. approved educational tuition expenses himself because either he did
not choose to use a letter from' the College authorizing the selected
institution to bill the Collge directly, or because the selected
institution was not willing to bill the College, reimbursement =y .
be requested by submitting MC Porm 3.609, "Request for EAP Reimburse- L\\ s,
ment,'" to the Personnel Office, accompanied by a tuition receipt and *
. evidence of satisfactory completion of the approved study. Receipts
"+ will be required dlso for reimbursement for costs up to $50 of nec-
‘ essary books and materials, After approval by the Personnel Office,
this form is sent to the Finance O0ffice for processing and reimburse-
ment to the employee. In cases where the employee received a loan
from the College, the processing of the form, after it is approved

. will e*t the payment.

b, In order to be eligf%ﬁe for. continued financial benefits under EAP,
the employee must. have submitted evidence of satfafactory completion
" of all study for wiich he has received EAP benefits, to his super-
visor and to t%e Pernonne1~0ff1ce, or have applied to the Personnel Office
for® exculed with®raval ‘for regdons of health, family obligations, or

Lt
-
.

R similar codbelling’éoneiderat ons,
.- 0 e ™
. - <. . . .
-

nodigic.uon 114, April 4, 1974 - , :




3.611

3.609

3.61

3.611

v 3.612

3.613

c. Employees who do not satis actorily complete study for which EAP
benefits have been received must reimburse the College for all
monies that the College as expended in relation to that specific
study which was not sat¥sfactorily completed before being eligible
to apply for any furt%?r benefits under EAP.

ACCOUNTABILITY FOR FAP

The birecto; of Persomnel is responsible for the administration
of the FAP, Appeals from decigions of the Director of Personnel

may be made to the Agministrative Vice President.

TUITION WAIVER PLAN (Approved by the President, Deccember 20, 1973)

GENERAL

The purpose of' the Tuition Waiver Plan is to allow college employees,
under certain conditions, to emnroll in courses for credit at Montgome
College without paying tuition charges. There 18 no limit on the number
of courses that can be taken, nor is there any requirement as to the
grade level that must be maintained. )

St

DEFINITIONS . .

’

a Eligible personnel are all full-time college employees.

b. Eligible study is any credit course offered at Montgomery Collegé

having at ‘least ten regularly enrolled students and scheduleé outside
of the individual's normal working hours. .

APPLICATION PROCEDURES

a. To apply for Tuition Waiver Plan benefits, an eligible employee com~-
pletes MC Form 3.607b, "Application for EAP/Tuition Waiver Plan Benefits",
and submits the completed form according to the following: J

(1). An adminisgrator shall submit the completed form to his supervisor
.who shall review the application for accuracy of data and forward
it to the Director of Personnel. The Director of Personnel shall
review the application for proper procedure. If within established
guidelines, he shall approve'it. If rejected, the applicant shall
be potified of the reason therefor. !

. (2) Alstaff oyee shall submit the completed form to his supervisor

. who shall review the application for accuracy of data, make
appropriate recommendations and forward it to the Director of
‘Personnel. The Director of Persomnel shall review the application
for proper procedure, If within established guidelines, he shall
approve it, If rejected, the applicant ghall be notified of the
reason thereof.

(3) A faculty member shall submit the completed form to his department
chairman who shall review the application for accuracy of data, and
forward it to either the Campus Dean (for faculty assigned to the
Takoma Park Campus) or the Academic Dean (for faculty assigned to
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the Rockville Cempus). The Campus Dean or Academic Dean shall

review the application, make recommendations, and forward 1t to'

the Director of Persomnel.: The Director of Peraonnel shall

review the application for proper procedure. If within ’
established guidelines, he shall approve {t. If rejected,, the

applicant shall be notified of the reason therefor.

' b. In conjunction with the Tuition Walver Pln,n, application may be

made under the Educational Assistance Program for up to $50 to
def’ray‘ the cost of books and materials in cases where the course
of study(is job related. (See paragraph 3.60.) -

ACCOUNTABILITY AND AFPEALS

The Director of Persomnel {is responsible for the administration of

the Tuition Waiver Plan. Appeals from decisions of the Director of
Persomnel may be made to the Administrative Vice-President.

4y

(Reverse is blank.) .

Lt

S
-

o o - .
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3.75
3.75 PROFESSIONAL PERSONNEL RECORDS (Board of Trustees, October 14, 1968)

3.751 POLICY f

. The personnel record of any past or present member of the professional staff
of the College is considered a confidential record of the College. Access to
such a record is limited to those persons who have legitimate requests for
information contained therein. Only duly authorized personnel of the College
ar designated by the President are permitted to extract and disseminate
requested information from this record. In the event a légal jurisdiction
‘shall subpoena the release of records, this shall be construed to mean all .
files except those which are considered to be privileged information. Those
considered to be privileged information are: letters of recommendatiqn; reference
forms; university and college placemcnt papers; other confidential material related
to i{nitial appointment; and medical, psychiatric, or other confidential material
which has been received by the College with the understanding that in the best
interests of the fndividual concerned it would not be divulged to him. .

.

3.753 TYPES OF FILES | y = - :
a. The College maintains fows types of file# for professional personnel{
a central file, a salary file, a payroll file, and a campus file. ©

! ///' b. (1) The central file consists of:

, (2) The official contract for employment
\\<\ (b) Other legal documents related ;6 employment

(c) For, all administrators, the personnel‘folder containing-:the
material listed below'ugder campus file. )
a . ¢
(2) The Administrative Vice President is responsible for the compilation
and administration of the above records for all administrators.
. An administrator shall have the right to the review of.his own
. ‘personnel ftle by himself or by his duly authorized.representa-
. tive, designated as such.in writing by the individual, in
accordance with the following policies and procedures:

~

X (a) An appointment must be made for the review with the
Administrative Vice President, who shall be the sole
> person to conduct such a review.

(b) Thc-material liated in 3.753e(1) and 3.753e(2) is remge;d .

from the file by the Administrative Vice President prior to
a ’ the ‘review session. .

(¢) The entire review is conducted in the office of the
Administrative Vice President and no material is permitted
to leave the room.or to be removed from the file.

c. Thé aalagz file conclltl of ’ N

-

(1) A copy of personnel action sheets, contractual letters, and other
documents which authorize the payment of salary.

(2) A copy of forms related to insurance, retirement, fringe benefits, '
and leave authorization. .
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» . (3) Copies of other documents that are pertinent to the adminis-
) tration of personnel compensation and benefits. s
de The payroll file consists of official authorization for oalaty and -
related benefits.

. - L
. 3 .

e. The campus file consists of: .

(L) ‘Letters of recommendation, reference forms, university and
college placement papers, and other confidential material
related to initial appointment.

(2) Medical, psychiatric, or other confidential material which has
been received by the College with the understanding that in the
best interests of the individual concerned it would not be
divulged to him.

- (3) oOriginal application for employment.

other documents which authorize the payment of salary.

o - (5) Copies of forms related to insurance, retirement, fringe
benefits, and leave authorIZation.

Y . Ay

\
|
|
\
|
|
. (4) Copies of personnetl action shéets, contractual letters, and - .

(6) Other documents that &re pertirent tq the administration of
‘ peraonnel co7penoation and benefits. //

) Evidence of compliance with the legal aspects of employment,
sqfh as the annual proof¢of freedom from active tdﬁerculosio._
& ~
(8) Correspondence and memofanda r!ﬂ vant to the indlvidual't
erployment and aoooctation»with the College after initial
appointment.

i

. (9) Materials related to the required evaiuation péocedurea.

(10) Archival records of nbtewvorthy acbievémenta that provide
biographical data for -appropriately acknowledging the

individual on special occasions. :

3.755 LOCATION OF FILES"® a .

a. The central file is kept in the College Administrative center.. The
\dministrative Vice President is responsible for the secur1ty of this
file until such time as it is deposited in the College Archives in
accordance with the provisions of the Comprehensive Records Schedule,
The College Archivist assumes responsibility for the security of this

" file at that time. .

-

b. The salary file is located 4in the Personnel Office of the College central
staff. The Director of Personnel is responsible for the security of this
- : file. v

c. The payroll file is located in the payroll office. T%e payroll supervisor
is responsible for the security of this file until sugh time as it is
. " deposited in the College Archives in accordance with provisions of the * ' ~
Comprehensive Records Schedule. The College Archivist assumes responsi-
bility for: the security of this file at that time.

r o~
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. . ¢
. d. The campus file is located in the office of the Campus Dean for the campus ‘
to which the individual is primarily assigned. The Campus Dean is respon- %

|

|

» ) . N

» sible for the security of this file until such time as it is deposited in
the College Archives in accordance with the provisions of the Comprehensive
Records Schedule. The College Archivist assumes responsibility for the
security of this file at that tifie. ’

. / . .

3.757 ADHIHISTRA%}ON OF AND ACCE?S TO F;LES . ¢
the degree of access authorized fo a professional personnel file is determined by
the legitimate need of the inqufrer.. The type of information disseminated is,
therefore, a function of the 87urce of the inquiry. Information authorized to be
given to varidus sources, and/the persons permitted access to the records are
indicated below. With the exception of a confirmation of employment by the
Director of Pefsonnel, no information about a professional staff member will be
given over the telephone by anyone. - ‘

a. The éentral file is administered by the‘Administrative Vice Presiden;. who
is responsible for its security until such time as it is deposited in the
College Archives. This file is open to the Prgsident, the Administrative

‘ _ Vice Ptesident, and only to other personnel duly authorized in writing by
! ‘ . the President or the Administrative Vice President.

b. The salary file is administered by the Director of Personnel, who is re-
sponsible for its security. This file is open to the President, the Admin-
istrative Vice President,_the Director of Personnel, and staff members
designated by the Director of Personnel as those necesﬁgnx}to carry out the
assigned functions -of the personnel office. Since this fite is merely a
working file containing material that is normally dupliqateiaig)the
appropriate campus file, all requests for access fo such ré s should

K be referred to the office of the campus dean. G

. ‘ c. The payroll file is administered by the Rayroll supervisor, who is respon-
sible for its secyrity until such time as it is deposited in the College

_Archives. The file is open to the President, the Administrative Vice
President, the Director of Finance, the payroll supervisor and staff

members designated by the;Dirqctof of Finance, as those necessary to
carry out the assigned functions of the payroll office.

d. (1) The campus file is administered by the Campus Dean, who 1is respo&sible
for its security .until such time as it is deposifed in the College
Archives. The Campus Dean shall be responsible for the compilation of
the material listed in 3.753e(1) and 3.753e(2) and for the placement of
this material and other material in'the file. /For administrative staff
'members, see 3.753b(2).7 The individual has the right to review and
respond in writing to any material in the file except that listed in

3.753e(1) and 3.753e(2) in accordance with the following policies and
procedures: ’ :

i (a) He may prepare a statement in response and may include evidence
Fy ) . in support of the ‘response. If the individual desires to make no
statement in response, he may so state in wr?ting. .
(b) If the individual so wishes and so requests in writing, a copy of
the material to which he has taken exception and for which he has
written a~response statement, shall be forwarded, together with his
response to the Subcommittee on' Renewal of, Contracts, Rank, and-
. Tenure for appropriate investigation. The subcommittee's summary
- of findings, the individual's statement and supporting material,
and the original material in question shall all be placed in the file.

v

l .
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(2) The campus file is open at all times to the President, the Administrative
Vice President, the Dean of the Faculty, and the campus dean.

(3) An individual member of the professional staff shall have the right to the re-
view of his own personnel file‘'by himself or by his duly authorized represen-
tative, designated ‘as such in writing by the individual, in accordance with
the, following policies and procedures:

(a) An appointment must be made for the review with the campus dean who c
shall be the sole perj:n to conduct gsuch a review - j

(b) The material listed imp 3.753e(l) and 3'753e(2) is removed from the file
-by the campus dean prior to the review session

(c) The entire review is conducted in the office of the campus dean and no
material” is permittedggg leave the room or to be removed from the file.

(4) Other college personnel are permitted access to the campus file in accordance
with the following policies and procedures:

(a) Prior to . the individual's initial appointment, the file is open to the
Rockville Campus Academic Dean, Takoma Park Campus division chairmem,
asgociate deans of students, and department chairmen for the purpose of
assisting in the pre- appointmenm'analysis (The procedures for such re-
views are indicated in the policies and procedures for the hiring process.)

(b) After the ‘individual's initial appdintment, the file, with the exception of
the material listed in 3.753e(2) is open to the Rockville Campus Academic
Dean, Takoma Park Campus division chairmen, and the associate deans of
students. (The campus dean is responsible for the removal of the excepted
material before review by the aforementioned persons.) The Academic Dean,
division chairmen, and associate deans of students must review the file in
the office of the campus dean, so that at no time will the file leave
that office. .

.

(c) All other requests by all other college personnel must be channeled
through the Academic Dean on the Rockville Campus, a division chairman
on the Takoma Park Campus, or an associate dean of students, who, after
review of the file, will supply sug¢h information as is appropriate.

(5) Outside requesters for information may, upon proper 1dentification and authori-
zation, have an interview with the campus dean. Th& campus dean will retain the
file and answer questions from it. Properly authorized written requests will be
given an appropriate response by the campus dean. In the event a legal juris-
diction shall subpoena the release of records, this shall be construed to mean
all files unless only a specified portion thereof is demanded. Notification
of such subpoena action shall be given to the individual ‘concerned and ‘to
the President of the College. The President, or his designated representative,

) will assure the safe transport of appropriate records to the legal jurisdic-

tion which has issued the subpoena. R

e. All ron-current professional personnel files deposited in the College Archives.
. are administered by the College Archivist, who is responsible for their security.
'' Access to these records is governed by the provisions of 3.757a, 3.757b, 3. 757¢,
: and 3.757d. . \ £ o

~

-~
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CHAPTER VI~

> EDUCATIONAL PROGRAM
- i 4 e~

6.00 PHILOSOPHY (Board of Trustees, Resolution 301-66 May 23, 1966)

. [}
The philosophy of Hontgomery College is expressed in the following
generalizations

4. The College must strive for excellence in ®ach of its: dif-
ferent programs with the aim of educating eagh individual to
the level of his highest potential.

: \}
’ b. Thé College h:h\an obligation to keep its program varied in
. ‘ accordance with the changing educational needg and interests
of the community.

c. The College provides a favorable learning climate to meet
the needs of a diverse student body by a close student-teacher
relationship, by individualized instruction and, above all,
by a faculty and administration devotzd to teaching and to
continued improvement in instructional methods.. .

4
d. The College believes that ‘a sound guidance and counseling
"~ program which helps students to achieve self-understanding

and to make realistic educational plans is an essential part
of a community college program

-
~

e. The College sponsors a variety of cultural, educational, and
leisure activities outside the classroom to encourage the
student to broaden his knowledge and appreciation of the arts, .
N the sciences, the humanities, and the social issues of our
- time. : B .
4
f. The College considers it to be a fundamental responsibility
to provide a broad liberal education for all students enrolled
in a curriculum so that they may increase " their appreciatio
and understanding of the world of ideas, scientific inquiry,
and human relations. -,
g The dollege, although liberal_in its admissions policy, will
require of its students academic performance of high quality
and rigorous intellectual discipline.

6.01 OBJECTIVES (Board of Trustees, Resolution 301-66, May 23, .1966)

}mc primary aim of Montgomery College is to create an educational

environment which opens up opportunities for each student tq learn

and to work in a community of scholars and to develop the following

abilities and attitudes:

a: To appraise r&alistically his goals, sbilities, schievements,
‘and behavior. ,

EKC lodification 78, Hay %, 1971° 43
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' + be To expand his knowledge, understanding, and appreciation of
the world about him. .

c. To prepare for adult resﬁonsibilities as a citizen and a-
menber of family arnd community groups.

'd.  To practice social conduct based on ethical and spiritual
values, , . .
. P - . L . e
¢ To develop skills and basic intellectual qualities. for fur-
ther higher education, continuing education, and occupational
proficiendy. ' ’ :

f. To develop aesthetic appreciation of literature, music, the
visual arts and his cultural heritage.

g8+ To develop social responsibi}ities, leadership characteristics i !
and to learn how. to participate in a democratic society.,
4

he To learn to judge men and issues critically and to base de- , »
cisions and conduct on such judgment. ,

1. To understand conditions for healthful and effective living '
, and to develop social poise and mature conduct.

6.02 .'PROGRAHS (Board of Trustees, Resolution 301-66, May 23, 1966)

&, To attain its philosophy and object{ives, the College has a
variety of programs as follows:

v

\ . (1) Curriculums preparing for upper-dfvision degree programs
' at universities and other colleges. . -
*
(2) Technical and semi-pr essional programs for students
* who want to prepare for \immediate employmenc.b,_
’ 4 .
(3) A pattern of similar course requirements in general ed-
ucation for all students earolled in a curriculum. \

(4) A variety of continuing education offerings for adults
’ and college graduates, including both credit and nan-
credit courses, designed for employment, re-employment,
and re-training in various professional and semi-pro-
fessibnal . -

(5) A broad and expanding series of forums, lectures, short
. courses, concerts, dramatic productions, art exhibits,
athletic events, and other activities intended to balance
the total instructional\program.

(6) - Individual counseling serfices for all students to help
them in planning their programs of study and in solving
, .

)

+
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- their transfer and other_problems.

RN < . b, Awong the special progrghs of the College are the following: ‘

. (1) A review program for assisting new students who desfre either

<L remedial wark or additional bpportunity ta develop fundameutatl -
akills in mathematics, English, ,and reading. .

Lo - (2) An early placementuprogran in higher education for selected high -
BN . school seniors who want to accelerate their college.studies.

4 - .

A v 3 An honors prbgram for students of outstanding ability who respond
- to the éhallehge of participating in independemt study, semipars.
.and interdisciplinary offerings. )

. (4) An extensive summer program for students enrolled at the College.
Voo . . . for undergraduates from other institutions, and for high school
ik : Y. graduates who wish to begin their college studies,

c. In:all of these programs and serVices ainied at the development of the
intelleotual and cultural interests of its students, the College strives
to Be a vital educational- cultural center of thé.community.

.
.

L

. 6,03 MASTER‘bLAN FOR EDUCATIONAL PROGRAMS AND SERVICES L "
- . -(Appreved ‘by the Board of Trustees, June 9, 1969)
. 6.031% GENERAL ' 6 o . s '
R c: '.. ] . . ' . s ,
P The College has adopted a master plan for the development of educational

programs and services on each of its campuses, As new campuses are contem-

* : .plated, similar plans will be developed for them, upon which-plans the con-
a structioh of facilities will be_.based. This section describes the frame-
_work upon which the master plan has been developed; the offices responsible
... for the administration of that plan, and, finally, the master plan for c-c!
S ) campus. )
. 76,033 ' PROGRAM: AND SERVICE commsems
R T 4 - . K
o . In planning its development as a community institution of higher education,
. . the College should ,use -- in addition ton its adopted statement of philosopl
. o0 " (objectives, and programs -- the folluwing statements as a framgwork for its
,decisions: - : o . '
W o & The College ' should be an "open~door" college. In addition to its excel-

lent academic program which should be continuously strengthened, the
College should be prepared to offer agy educational program or service

Ty B T needed by, the’ post- high school age oitizens of its service area. )
o b, The Co:§ege should welcome opportunities to utilize the entire County --
T * " {its facilities and its people =-- as a College regource. ‘-
o o 2
Lo 7' eJ The College ghould be planned as a comprehenaive system rather than as
P b a collection of cqmprehensive campuses. : v

1

. .. . «d. AL cempuses of the College should be considered as coordinated and
" o cupportive segments 2 single pollege system.
B e, The College campuses ahould serve, as community lervice centere.
. ! " . »oa * .
R
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6.035 ' .
f. The College should be an exploratory center for the gréét bulk /
of students who have not’yet fixgd on their car%Fr goals,
g. The College should anticipate and respond quiékly and positively ‘
: to changing needs and patterns. oL o
8 : C 3 . .
6.035 MASTER PLAN ADMINISTRATIVE RESPONSIBILITIES .

. ~ y ]

’
“ N

4. The President of the .College is responsible for the general adminis-
tration of the mastersplan statement of "College-wide Program and -
Service Commitments" (see paragraph 6.033 above), utilizing the .
services of appropriate administrative staff offices.

b. Each cémpus dean is responsible for:

. (1) The administration' of the campus master plan 6f‘prograq and
service commitments for his particular campus andy -
N ‘ * e . .
(2) The development of ‘plans and recommendations for the fulfill- -~ °
ment of the campus plan and for appropriate changes in the
campus plan. o ’
The campus dean shall use the resources and services of the administra-
tive staff 'in the fulfillment of these responsibilities.
» ‘ ) ¢ i ) o b
6.036 MODIFYING THE MASTER PLAN ‘

a. The Board of Trustees is'résponsible for authorizing changes in
_the master plan of the.College and its campuses:

.
~

) b. Recommendations for changing the master plan of programs and services o .-
~ of the College and“its campuses shall be revieyed by the President .
- _and his staff prior to the time sucH recommendations are transmitted
to the Board for its consideration, v S 0 .

. c. Recommeridations regardfng changes in a campus-master -plan shall‘%e
~ made directly to the appropriate campus .dean for his review.and sub-~ ¢

sefuent recommendation to the President. The campus dean, prior to .

making a recommendatio* to the President, shall copsult with appro-

priate campus and collége faculty and staff in order to-assess the

justification apd yd;iqps implications of the proposed changes.

. L4 )

] - d. In the event the Board of [rustees establishes’a new campus of the
» Collegé, the Board is responsible for approving the master plan of
programs and services for the new Gampus, after receiving a recom-
mendation from the President of the College, after due study, analysis, '
ardd/or consultation, as might be appropriate, .

" 6.037 HASTéR PLAN FOR THE TAKOMA PARK CAMPUS

. ]
g The following program and service commitments are authorized for the
Takoma Park Campus (1500 full-time students):

. a. General Areas Authorized for Degree and Certificate Programs of the
. Campus’: » o

..

(1) General liberal arts and sciences,

"
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.‘ (2) Allied health (7) Social services *
. .
. (3) Computer science and’ (8) Secondary education
. ’ technology (9) _Personal services *
3 (%) );rt ' (10) Repair and maintenance services *
. (11) General education exploratory
.~ (5) Engineering’ . program . '
. (12 Inter-discipline seminar .
(6) Business - program

b _Degree Curricula Authorized for the Campus: - v
(1) .T)énsfer-oriented Curricula; . ) : )

~
. ~ (a) Art (to be limited by the availability of specialized
‘- . facilities provided on campus, namely, an art-suite with
* several multi-use laboratories) -

(b) Business Admimistration, .

. ' (¢) Engineering (to be limited by the availability of
. specialized supporting facilities provided on’campus)
. . (d) Liberal Arts **

\

(e) Liberal Sciences and Mathematics %% .

(£) yedical.Technology o 4

¢ ‘ .. ) Pre-dentistry
(h) 'fre-ﬁedicine

' ) (1) Pre-optometry

(j)\'ire-pharmacy’

- .
* (k) Secondary Education **
, (1) Computer Science -- Science-Mathematics Option (to be
. limited by the availability of specialized facilities on

. campus,. namely, terminal input/output devices connected !
- . with the éentral computer on the ‘Rockville Campus)

* The Campus Dean is to recojmend for Board consideration a.blan.for the forma-
tion of a local planning committee related to these general areas, as indicated

on pages 4-5 and 4-6 of the Report, on Long-Range Educational Plagning for
Montgomery Junior College. (EPIC) ‘
‘e

” *% Curricula listéﬁ in items (d), (e), (k) (p) and (q) (under Transfer-oriented
Curricula) are to be considered for appropriate modification as the specific
plans for curricula under items (r) and (s),are developed by the Campus and
approved by the Board of Trustees £for implepmentation, . '

Q Modification 52A, July 20, 1969 (P&P)
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. ’ (m) kadlation Science
(n) Pre-law
ﬂo) Home Economics
Co . . (p) General Eéucation -~ Humanities-Social Science Option **
' Sq) General Education -- Science-uathematiéa‘pption *f
(r) General e@ucation exploratory pr;gram deick //ﬂ
¢ (s) Inter-di.ciplinc sem!har program ik, ‘
» (2) Technical, Semi- Professional and Other General Degree Curricula
Authorized for the Campus: ) P
) (a) Dental Assisting o
. (b) Dental Labofato;y Technology
"ﬁc)‘ Nursing . - ’
o (d) Medical Laboratory Technician
\ ) ’(e) Rndiologi; Tethnology ‘: .
. * (£) Radiation Tecénology /‘ ’
‘ (g) Mental Health Technician ’
* . (h) Medical Sccrgcaricl . . ;ﬁ*ﬁi
*(4) Legal -Secretarisl . L K
)] !éccutivc,Schcti;inl T
'(k) General Busizass . ) )
N (1) Coﬁ$uter Technology == Bulincal Option (tobe limited by
. : the availability of specialized facilities on campus;
namaly, terminal input/output devices conncctcd with the -
. central - computer on the Rockvillc Campus)
' (m) Computer Technology == Scicnce-unchlmnticl Option (to be
i , limited as specified in item (1) mendintcly above)

Ibid
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: (n) General Education/;7fuunnuities-80c1:1 Science Option . L. .

v
-

(0) General Education -~ Science-Mdthematics Option **
(P) General education exploratory program k¥ ’

()

“  (q) Inter-discipline seminar pfbgznm ik
c. Certificate Programs Authorized for the Campus:
Secretarial ‘/// .

d. General Service Commitments for the Campus:

(1) A wide range of student perlbnnel services to support the program
commitments of the campus

)

(2) Diversified and innovative 1nstruct£onal approaches to individualize
learning .

/. .

(3) Developmental-skills services to assist students to review and

develop competencies needed for educational success (see Sections

3 and 4 of the EPIC.Report for concepts)

r

~ (4) Homors courses for qualified students s
[ ]

1

(5) Advanced educational placement services
(6) Early plicement services for high school students

“(7) A variety of community services thrsugh non-credit offerings,
+ cultural programs, and community use of campus facilities

(8) Athletic activities appropriate to the facilitles limitations

of the campus

“ .
~

6.038 MASTER PLAN. FOR THE ROCKVILLE CAMPUS ¢

The following program and service commitments are au rized for the
Rockville Campus {5000 full-time studentl)

4
a. General Areas Authorized for Degree ‘and Certifica e Prqg;nns of the
Campus: - . |

'
|

(1) General liberal arts and sciences -
-{2) Computer science and technology
{3) * Engineering and engineering technologies .

(4) Performing and fine arts

**x  Ibid
Yk, Tbid
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>

(5) Business .

(6) Qommunicaiions technologies
. . ! (?) Governmental servic;;

(8) ‘Education, and educational support Beryicés
9) Hdspitality'?erVices

-

(10) Protective services

,.

3 . -
b. Degree Curricula Authorized for the Campus:’ -

(1) Transfer-oriented Degree Curricula:

(a) Art . -

(b) Business éﬁministraCfgh

-~
¢

| ‘ (é) Eduéatioﬁ for Industry ¥ ) .- .
\ (d) Engineering . .
. (e) Liberal’ArCS
| (£) Liberal Sciences and Mathematics
E > ) ~(8) 'Music Cultural or ;tofessional i 0
’(h) Music Education - Vocal or Piano ‘
(i) Husic Education.; instrpmencal-
J) Pre]gentisﬁry )
(k)‘ Prb-medicine ‘ R .
~\\; .- : (1) Pée-optometry . ' . ‘ )
’ " (m) Pre-pharmacy - ’ . ‘ '
(n) Education - Elementagy ¥ . '
(o) Education - Secondajy ‘ -
« (p) .Computer Science-- S;ience-Mathemacics

(qQ) Physical Educatioh'*;

L
' o
‘

* The Takoma Park Campus Dean is responiible for phasing out this curriculum
at the Takoma Park Campus within'the rext year or two so.that this curriculum
will be offered only at the Rackville Campus thereafter, ’

\ Y4
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.///’ (r) General Edication ~-= Humanities = Social Science Option
— (s) General Educationi- Science-Mathematics Option - f

(t) Cartography

(u) -~ Geography ‘

(v) Comm;nity Planning

(w) Pre-law ' ‘ <. T

(x) Home Economics . %

{(2) Technical,*Semi-Professional and Other General Degree Curricula
Authorized for the Campus:

(a) Engineeting Alde *

- (b) Fire Science * Y
. (¢) General Business
'(d) Police Science * ’ ' .

(e) Executive Secretarial:

(f) Legal Secretarial

(g) Medical Secretarial .
(h)  Advertising Art * 4 . {
(1) Printing Technology * i '

(§j) Computer Technology - Business Optio .

- ! oK) Computer - Technology -- Sciénce-MaéﬁZ;;tics Option

(1) Physical Educatiom * '

- ’

(m) Community Planning

.

(n) pértography
‘(0) Geography
: (p) Electronic Technology * - ) '
(9) General Educat&on ~-- Humanities-Social Science Opéion:t:;
(r) General EdgE?EIpn‘:61Science-nathemhﬁics Option
.. Certificate Program Authorized for the Campus:
Secretarial '

d. ‘General Service €ommitments for the Campus:

(1) A wide fange of student personnel services to support the program
comnitments of the campus. )

(2) Diversified and innovative instructional approaches to individualize
learning. - -

(3) Developmental-gkills services to assist students to review and
develop competencies needed for educational success. (See Sections
3 and 4 of the EPIC Report for concepts.)

*1bid

(3
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6.05

6.06

6.07

6.071

6.073

(4) Honogs coerses for qualified students. l g o
(5) Advggzed cducational placement services.

(6) Early placement services for high school styﬁents. ) - -
(7) A variety of community services through non-credit offerings, cultural

programs, and cemmunity use of campus facilities.

(8) A range of athletic actxvitles appropr1ate to the dLver51f1ed fac111t1es B

of the campus.

4

ACCREDITATION ’ : .
Montgemery College has been granted full accreditation by the Maryland State
Department of Elducation.and the Middle States Association of Colleges and Sccon;

dary Schools. The campus deans plan for and prepare the necessary documentation
for accreditation or re-accreditation of their respective campuses, under the
coordination of such person as may be-designated by the President.

CAMPUS AVERAGE CILASS SIZE )

The Board of Trustees, on January 15, 1975, adopted Resolution number 75-1
which specified that each campus, for the campus as a total unit, is to
attain an average class size of 25 students and that such an avefagedclass
size is to be attained within the next several years.

CRITERIA FOR DEVELOPMENT OF THE COLLEGE CALENDAR (PAb, July 12, 1973)

GENERAL ’

The following criteria will be used in the development of the College's academic
and administrative calendars beginning with the Academic Year 1974-75. These
critefia will be reviewed each year by the Calendar Committee which will

recommend by March 1 any modifications considered desirable as a result of
changing concepts or experience gained.

HOLIDAYS ,
]

The holidays listed below are the weekdays on which the*College will be closed
for all personnel except those required to be presenty for the safety and )
security of college facilities. When New Year's Day or Independence Day faiis
on a Saturday or a Sunday, the holiday will be observed on the following Monday.

College Holidavys _ . . Date : No. of Days
Labor Dagy First Monday in Septembe: ' 1
Election Day First Tuesday after the first Monday 1in
November for years of Presidential elections 1
Thanksgiving Fourth Thursday and Friday of November 2
Winter Vacation College closes for seven week days (Mondays
' through Fridays), a maximum of two of which s

, will be before December 25. . 7
Inauguration Day . - January 20 every four years 1
Spring Vacation Thursday and Friday preceding Easter Sunday L2
Memorial Day ! Last Monday in May 1
Independence Day July 4 1 N

" Modification 124, February 14, 1975
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4 P

Except for those years which include a PrelidentieI'EIection Day and an
Inauguration Day, the College will be closed for 14 week-days annually

i -

. 6.074  ACADEMIC CALENDAR

\
|
|
|
a.mmmm‘ <
(1) By Resolution 70- 109 dated September 14, 1970, the Board of N
Trugtees stated that the academic calendar for Montgomery College
. shall insure at least 15 full weeks of classes, exclusive of
: reglistration and the usual examination week. The following -
. pattern for the academic year calendar is geared to'and satisfies
'the above requirements, the desire 6f the Paculty and students '
to have the first semester end before the winter vacation, and .
the general pattern approved for 197273 and_1973-74.
L

(2) The academic calendar will récognize all days listed in para-
graph 6.673 above as holidays during which time the College is
closed. Beginning with the firs{ day for Paculty in the fall
semester and ending with the lasf professional day in the seaond '
semegter, members of the teaching faculty are also entitled to

» "recess" on such days as there are no scheduled classes, pro-
fessional days, advising or registration days, examination days,
or holidays.

-

b. Academic’ Year Guidelinel

(1) Preceding the. first day of classes for each semester, there

will be:
One professional day : - .
One professional (preparation) day T s -

~ Three advising and final registration days

(2) Foliowing the last day of classes of each semester, there will be:
’ Four days of eiaminations
.One to two professional days

4

€3) The following schedule will be used in developing ‘the calendnr

- - for the first semester of each academic year:
?1ﬁallreg1§tration for fall semester....... Three days, the'week
- o L before classes begin .
B ‘ M . fa [
semester..... Scheduled over 15 calendar

_Early registration for spri

days beginning Wednesday of

|

|

|

}

|

|

l,' . . Classes begin....... cettseeeancend >~ Fourth Monday in August
|

| he 12th week of classes
|

|

|

Last day of Classes.....ccooevecvcens 16th Saturday after classes
- ' . . Dbegin
,5”“y . "°  Winter recess and holidays........ s+ Begin after the last pro- .
) . ‘ . fessional day A
’ ‘Modification 120, Qctober 7, 1974 - .
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(4) The following schedule will be adhered to in:preparation of the
academic calendar for the second semester: . .

' .
e
(5)
semester. (See ‘paragraph 7.301)
September 26, 1974) Y
c. Summer Term Guidelines .

Final registration for the second semester . Three days the week

before classes begin

Classes begin............................... Next to last Monday

in January

First early registration for fall semester . Monday through Friday,

. 2 weeks preceding last
day of,classes.

Last day of classes.......................:. 16th Saturday after

classes begin

)

Graduation (Friday)eeeeeoveeeoeessossssessss 13 calendar days after

c1asses end -

The calendar shall be developed so as to previde an equal number of

'calendar days in the two semesters of the academic year. Thc days

considered shall be the total from the first day for the faculty
in the first seméster to the last professional day of the second

(President's Advisory Council,

-

The following schedule will be adhered to.in prepar1ng the calendar for
the summer term: . :

»

Advising and registration for all .
sessions- (2 days)eeseesescscssecssessssassss 19 calendir days

& .
)

after graduation

“Classes begin for all gessions (Monday)..... 24 calendar days

Last day
[ ]

after graduation

of elasses for 7t3eek sesg}on...... 7 weeks after

1

d. Requirements for Commencement

—  classes begin -

The above schedule for the second semester provides a 7;day interval be-
tween the last day of examinations and the required date of delivery of

commencement programs tq the College.

Allotment of this number of days

to. publication has proven barely adequate in the past and has proven
satisfactory primarily when final examinations for prospective graduates

have been scheduled before the last day of examinations.

This type of

scheduling has enabled faculty to provide grades for such individuals to
Data Systems by the absolute deadline of 5.p.m. on the day following the

la§t day of examinationms.

Such scheduling and faculty cooperation are

neé¢e8sary in order to proVide a commencement exercise within a reasonable
time between the closing of College for students and their ‘graduation. If
the period is elongated, there is a strong possibility that even fewer
students and members of the Faculty will attend commencement than is
currently the case.

6.075 SUBMISSION OF DETAILED CALENDAR

Based upon the above criteria, the Chairman of the Faculty Senate will
submit a specific calendar for each year to the President for his

consideration,

A suspense date of September 15 is established in order

that the proposed calendar can be considered by the President's

. JRY

[]Q\ﬂZKQdification 120, October 7 1974
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6.08

College Adviso}y Council at its September meeting and by the Board of
Trustees at its .meeting in October.

6.08 COLLEGE HOURS AND CLASS SCHEDULING

~ L]

a. During the academic year the college offices are open daily anday_
through Friday from 8:30 a.m. until 5:00 p.m. Some campus offices
and the switchboards are open from 7:30 a.m. until 9:00 p.m.
(Rockville, 10:00 p.m., Mondays through Thursdays.)

b. Each campus maintzins a day and an evening schedule of classes from
Monday through Friday. Day classes are normally between 8:00 a.m. and
5:30 p.m., evening between 6:00 p.m. and 10:00 p.m. A detailed
schedule of .classes is published three times a year.

¢. Either by advance scheduling or by designating a free period(s) each
wveek, campuses provide time for student activity, faculty, departmental,
and committee meetings.

" 6,10 ASSI NT OF INSTRUCTIONAL STAFF

Each instructor in the College will be assigned to one of the departments
1isted in paragraphs 2.04b or 2.05b.

-

(Reverse is blankf)

\};:;\\\?m £

TS
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6.13  COURSE DEVELOPMENT ’ : /

6.131 NEW COURSES

a..

-

. / e

When a new credit course is being developed it will normally be designated

for implementation on only one campus during the first year. The campus of
implementation will be recommended by the Dean of Education,to the President
with due consideration for the recommendations or advice of tRhe gcourse sponsor,
appropriate department cﬁairmen, campus administrators, including the

campus dean; the Curriculum Committee; and the Faculty Senate. When a new
course is being developed and. the Dean of Education determinesthat it is in
the best interest of the College to implement it ip its first year on ‘more
than one campus, he may recommend this action through. the Dean of Education
to the President aftér appropriate consultation. Following the initial year
of implementation, pased on:experiences and observations and, where
appropriate to the campus offerings, the course may be allocated to another

campus. (Origini}/approval PAC, February 22, 1973) . . .

’

Proposals for ney credit courses are submitted through the appropriate
department chairfman to the Curriculum Committee for consideration. Those
interested in submitting such proposals should first contact either the .
department chairman or the Curriculum Committee Chairman for guidance
concerning format), deadlineg, and other similar details, After approval

‘by the Faculty Senate and the President, their dcscription is included in
the next edition of the college, catalog. According to Maryland Standards
for Two-Year Colleges, March 26, 1969, the catalog must include "ardescrip—
tion of each course and its prerequisite (if applicable) to be offered
during the year for which the catalog is issued."” 1In rare and unusual
instances, subject to the approval of appropriate college officials and
representative groups, an exception may be made if the College is able

to implement the courses and if offering the courses 1is deemed to be in

the best interests of the students and the College. Credit courses newly
irncluded in the catalog may be offered for the first time during the °
summer session if desired by the appropriate department and if permitted

by budgetary consideration. (PAC, September 3, 1969, August 26, 1970,

and December 21, 1972,)

.
’

The office responsible £or non;credit courses is that of the Dean of

Community Services,

6.132 CREDIT COURSES o ) K\J . )

resppnsibl

among other functions for preparing recommendations to the

The Curricuism Committee, established by the College Faculty Senate, is

Senate conce ning'

a.
b.
c.

+ d,

_Modification 102, March 30, 1973
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( . 6.133 . . . h

6.133 CATALOG COURSE DESCRIPTIONS (Approved by President, January 12, 1972)

o a. General’ . . ' .
[ . v, .
', . As noted in paragraph 6.131la above, the College catalog must include a
s . description of each credit course offered. Credit courses are listed

in the catalog after having been properly processed through the Curriculum
Committee, the College Faculty, Senate, and the President's Curriculum
+'Advisory Council, and after having received final approval from the
College President. Courses will be listed without any annotation after
their titles if they are to be offere® on both campuses. If, according

to the master plan or a special determination of the President, the

course ig to be presented on one campus only, the words "_(campus)

only” will be included in the catalog opposite the title of such

course. If because of budgetary, facility, or staff limitations, the

course is net to be offered at a given campus during any particular

b academic year “the following words, as a temporary annétatioﬂ, will
appear in parentheses after the title of the course: "Not™ of fered
on the ( ’ .campus )- this year." ..

b, Amending Course Annotations ‘ ‘ .

(1} Course annotations as described above, may be deleted or modi-
fied only upon approval of the Rresident or~those persons to
. ! whom he has delegated such authority,

T (2) Each campus dean may’approVe the insertion or deletion of a
temporary annotetion referring to-.the offering of a course
already approved for the campus for which he is responsible.

»$ ~
(3) Notatioms indicating ‘a pérmadent restriction on course offerings
may be modified only after approval of the Dean of Education or
the President. When it appears to the cognizant campus dean
, that such a restriction should be addéd or deleted q_he dean
. .. will forward his recommendations, properly substantiated, to the
JDean ducation, who will render a final decision. Any
appeal o decision by the Dean of Educat ion must be made
in writing to the President. , ~

——

(1) Procedures for substantive changes to cofirse descriptions in the
catalog are established and distributed 'by the Curficulum Committee
and the Faculty Senate. (See Apbendix A 6f the Faculty Handbook.)
These procedures will include coordination with campus deans and
department chairmen. Upon favorable action by the Faculty Senate

. on recommended substantive changes to courses, such changes will be

| . sent directly to the Dean of Education by the Chairman of the Curricu-

. ' lum Committee, If the Dean of Edutation concurs in the changes, he

\ " will authorize the Director of Public Information to include them in
the catalog. If differences arise which cannot be resolved by the
Dean of -Education, the proposed changes will be referred to the
President for decision. '

c. Amendlng,Course Deseriptions (Modified by Pre;?penﬁj December 21; 19722\

N + ‘ .

Modification 102, March 30, 1973.
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- ’ ‘ . ‘ .

(2) Non~-substantive changes may be made to course dE;criptions
already included in the catalog provided that they.have t
concurrence of the department chairmen and the Chairman o
the Curriculum Committee. On the other hand, any non-
substantive changes suggested by the Director of Public
Information must be approved by the Chairman of the
Curriculum Committee who will coordinate with the:
departmeht chairmen.

A3

6.134 GUIDELINES ON RELATIONSHIP OF CONTACT TO CREDIT HOURS (President's
Advisory Council, Pebruary 27, 1975)

a. Credit for courses to be considered by the College mormally is
“to be based on the following equivalents:

“ . INSTRUCTIONAL C COURSE COURSE

TECHNIQUE CONTACT -~  CREDIT
HOURS * HOURS
\ o,
_Lecture/seminar/ﬁiscussion . 1 1 -
%
. Science laboratory (instructor supervised) 2 or 3 ¢ 1 ‘ ..
~ .
‘ Studio and other laboratory {instructor ca ! .
supervised; includes off~campus) * 2 or 3, 1 K
Field laboratory/work experience (usually o R
in a hospital, clinic, or industrial N - ' . e
‘setting) o "3to5 1
Open laboratory and auto-tutorial " 1to'5 1 -

b. The contact hours and credit hours of courses already approved and
in the catalog will not be automatically changed as a result of
these guidelines. Current offerings, however, could .be changed if
appropriate recommendations and approvals are obtaiged. A proposakl
for a course revision must be fully justified on ifs own-merits,

_ with the above norms being used as guidelines. e ot

|

r

|

|

|

|

l

|

L

]

a. A11 non-credit offeriQgs will be classified as either O \

4
“c. Cataiog entries describing the number of semester hours and number . i
and nature of contact hours must be included in-all instances, ) e
N . c.
6.135  NON-CREDIT COURSES _ ‘. s ! A

(1) Non-credit degree re1ated‘or non-credit certificate relatsc or’
(2) Special purpose, non-credit offerings not within the framework
of the A.A, degree or the. certificate. ;. P

b. The Dean of Community Services and the Dean of Education
will.decide into which classification 'd proposed non~credit offering
" should be placed.

dification 126, April 23, 1975 o L L IRE
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E“ - .ct The decision -as to whether a non-credit offering is'degree or certificate
i

- o related or whethqg it is not related to either of these is based on the
=Tl following e .- . , A

. D Lo (1) All courses which are prerequisites er admissfon to the qulege
E . L. & . . or to a.curriculum of the College or prerequisite to a course in

L .. . 8 degree cutticylum or to & course in a certificate program will
R o . be considered degree or’ certificate related. o

- (k, e (2) All other non-credit offerings are non-degree, non-certificate
‘ * ~- e related - .o .

L .o ~ S
. a R 2 If a proposed non-credit course falls within the framework of the A.A.
. « . & degre€ or a certificate program, it may be taken by the Dean of Program.
' o °Development to the Advisory Committee described below. If the non-credit
. oL offering is not degree or certificate related, it will be ipplemented
‘ directly by the Dean’ of. Community Services.

L d
<,

. . . .e. Suggestions concerning new. non-credit courses may be submitted directly

o ".* to the Dean’of Community Services from individual faculty members, depart-,
. ment chairmen, division chailmen academic deans, members of the
““comtunity, or the administrative staff. - e

A . £.° The prOcedures described above permit the direct implementation of non-’
. ' crédit offerings which:are not degree of certiffcdte related; they also
D ,preserve the faculty s interest in determining the cdhrses and curriculums
e oL within the associate in arts- degrea and, certificate programs.

.

_; - g. For financial support of non-credit offerings, Bee paragraph oy403b
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6.14 CURRICULUM AND PROGRAM DEVELOPMENT

6.141 GENERAL

a. The overall program of the College will be continually appraised to assure
that the programs and courses offered meet the needs and desires of the
comnunity and the students. Suggestions for. curriculum and program develop=-
meht are initiated by individual members of the Faculty, Administration, and

% Staff and citizens of the community. "Those interested in submitting such

// . proposals should contact first the Department Chairman or the, Dean of

Education for guidance concerning format, deadlines, and other similar

\\c details. New credit courses-and changes:1n existing credit courses and
programg are processed in sequence through the Curriculum Committee,
Faculty Senate and the President, while new programs will also have to be
processed;through the State-level agencies and approved by the Board of
Trustees./ . ‘ . . .

b. All proposed new courses, curricula and, revisions to courses and curricula
’ must be submitted to the President by the Fagulty Senate by June 1 of each
year. (Approvetl by the PreSident July 26, 1974) ’

t A A

6.142 POLICY (Board of Trustees, October 19, 1970) , i e

1f money is approved by the Board of Trustees for inclusion of a program in
the budget,. then this iﬁclusion_is a final commitment to offer that program
so that supporting publicity, recruitment, and publication in the catalog
can proceed ir% sufficient advanced time, although subsequent failure of
funding may, on occasion,.require rescission of the commitment to offer the
- program. . .
6.143 DEFINITION OF TERMS USED IN THE PROGRAM DEVELOPMENT SEQUENCE
To assist those who become involved with new programs, the Office of the Dean
of Education maintans n up-to-date document referred to as Program Dgvelopment i/
Procedures (PAC, April .27, 1972). It should be referred to by those who (t\
* become involved in th’§/f§pe of plamning. Definitions used in connection

with that document are:
W a. New‘?rogram

A new progrym. is defined as any course series ngﬁ’previously offered).
by the College'and arranged in a scope and a sequence leading to a
degree or certificate.” . -

‘

° .

b. Certificate Program -

¥

. certificate program is defined as a college ~level program consisting
" of at least 12 semester'hours and generally less than 60 semester hours
- not necessarily including any courses in the arts and’ sciences. These
e . programs carry the same performance and academic requirements as do . .
T " degree pro—grims. “(Definition adopted by Maryland State Board of .
» . Education ~ see New Maryland Standards for Two-Year Colleges, page 1 . '
- ", and 4.) . . ) . ) i )

’

-

2 . ¢.*. Program Sponsqr ' - .

A qualified full- timé or part-time faculty ‘or staff member, or a '
community resource person particularly knowledgeable in a certain
discipline or specialty or thoroughly familiar with the gkills and
knowledge required of a g:aduate of a program in order to successfully
pursue his chosen 1ife work;y,such a person, usually derving with
released time, would advance a certain program of study through the
nitial and intermediate stages of the program development sequenﬁ

up to the final approval by the Board of Trustees.

Q Modification 118, August 30, 1974 =« 2.5 . ¢
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Modification 118, August 30, 1974

Program Coordinator ' . N

A qualdfied faculty or staff member who serves on a released time Bdsis,
or prospective faculty member, or a community regource person who is

* assigned ot appointed to promote the development of a given program-in ¢

the final stages of the program development process as indicated:in "
Phase III of the latter. A coordinator of an occupational program may, °

or may not, be a department chairman, but by.virtue of his specialized
education and experience-in a given occupational area, he assumes )
reéponsibility for the development and implementation of the program.

In the event the coordinator is not a department chairman, he is ..
directly responsible to the department chairman under whom the program -
operates. (The functions of an occupational. program coordinator are
described in par. 3.216.)" . s . Qqh:

Program'Direct6r1(PAC, January 28, 1970)

A director of occupational programs will coordinate and administer the
activities in a cluster of related programs, i.e., aspects common to / )
each of them. Individual coordinators will report via the department

chairman, if appropriate, to the' program director, who in turn will be
responsible to the appropriate administrator. ’

A\

{
Released Time ) . ‘ .
An appropriate load reduction granted to é full-time faculty member
or to a newly-appointed staff member which is commensurate with the
amount of time and effort needed to advance a program thrdugh the
initial, intermediat&, and final stages of the program development
sequence, ' . -

Q ) . ‘
Appropriate Department Chairman, Division Chairman, Academic Dean,
-and Campus Dean

-~

Any of the above-named college officials, as determined.by the ﬁeqn of

Education, who at a given point in time or at some future .time,
may have an interest or involvement in the development of a
program of study and who should be fully and properly advised of
developments, in a certain program area.

R ’
e ee o . e L ¢
ST el

————

v

Course Outliqe W

e,

. -

A summary statement setting forth the purpose, goals, and objectives

of the course; scope -- content, outline of major tépics and emphases,
and bibliography; course prerequisites; tlie teaching methods and
techniques used (lectures,; seminars, discussions, lab experiments,

team teaching, guest lecturers, class and outside reading, written * .
reports, research paper, library research, course project, field

work, and other hands-on activities); etc. SN

a
’

3;;’ T . -’:
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6.145 PROCEDURES (PAC, April 9, 1970)

[ Yy ,
. . -

RERY

a. A request for further information of community ngéds for new programs
is made to the Dean of Education, who in turn, will suggest for reference
current or past studies, as available, in the professional resources
section of the library of the Rockville Campus or elsewhere. This
material will reflect national, state, regional and local studies made
at government or private sector request, Should the appropriate
information not be available or should there be’a need to.update or to
reflect local needs to a greater degree, the Dean of Education will
forward such request to the Dean of Institutional Research and

- «

Analysis.

b. A plan of action for a study to establish the need for a new program théough
infermal and formal surveys and research studies will be mutually
agrggg on by the Dean of Institutional Research and Ana1y51s and the
Dean of Education in consultation with the program sponsor (see
definitions in 6.143).
c. The sponsor will incorporate the results of the study in the documen-
' tation of the program proposed. The Director of Institutional Research
and the Déan of Education will continue to serve as resource
people for the program. . ;//

6.146 AMENDING CURRICULUMS (Approved by President, January 12,/1972) - *

Minor changes may be made to curriculums already included in the catalog’ .
without referral to the college President providing that they have the approval
of thg Dean of Education and the concurrence of the chairman of the Faculty
Senate or, if he desires to decentralize such matters, the chairman of the

Curriculum Committee. If there is disagreement ong the aforementioned, the
proposed changes will be referred to the Presidgnt for decision.

°

’

. ’

+ 6.147 OCCUPATIONAL PROGRAM COORDINATORS (PAC, April 9, 1970)

a. General

» "An occupational program differs frém other curriculums by the fact that *
.. it is concerned with the development of specific job competencies and,
in many cases, must comply with professional-technical and/or legal
standards of education and periérmance. These programs involve exten-
sive contact with professional and communiyfy groups and, in most cases,
utilize extended campus facilities such as health and social agencies,
- - -~—.whichhare_essential for the students' educational experignces. The
individual occupational program may have unigue aspects which require
: variat#on in organizational structure, curriculum requirements, staffing
patterns and relationships, arM contractual agreements with extended
campus facilities.

b. The Coordinator

. >
To satisfy the speciftc characteristics of occupational p:ograms, as

as described above, each program is placed under the supervision of an
occupational program cgordinator. The definition of this position is
found in paragraph 6.l}43d, the functions and authorization for released
time or extended contfact in paragraph 3.216.

2.9
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6.15 s
6.15  PLAMNING FOR MAJOR INNOVATIONS IN TEACHING (PAC, January 9, 1969)
) £

6.151 GENERAL :

[4 .
-

Major innoyations as defined in the ¥ollowing procedures are those which

require significant departures and additions in the capital and .operating

budgets of the College td cover such items as additional persomnel, altera-

tions or additions to buildings and rooms, major increases in supplies and
materials, and significant additions of equipment, etc. In the paragraphs

which follow, the term "innovations" refers to "major innovations" as indi-

cated above, . .

6.153  PURPOSE

-

These guidelines have been developed to assist those concerned with:
a. Identifying experinents and/or innovations in the effective utiliza-
tion of faculty-talents and services. o

< b. Implementing effectively experiments and/or innovations in the
educational program. o

c. Securing evidence regarding the effectiveness of sgeh experiments
and innovations.

6.155 PROCEDURAL STEPS IN IDENTIFICATION AND APPROVAL OF TNNOVATIONS

a. The faculty member initiating a request for approval of ,an innovation
or experiment in the educational_ structure should present his proposal
in writing through the appropriate department chairman. The method _
for introducing innovations will follow the same general outline as
as used for presenting proposed curriculum changes and new courses.

This outline includes: -

¢
H

s

N

(1) A preliminary description of the prcjéct including expected
outcomes.

(2) A preliminary research design, -

¢
(3) A preliminary cost/time analysis.
(4) ‘A preliminary implementation schedule. . '
- ~ » .
b. The department chairman and Academic Dean or division chairman, in turn,
review the proposal and submit their recommendations to the’ campus dean
concerned. .

¢. The campus deanappoint; an ad hoc committee on innovations to review the
proposed imnovation or experiment. The ad hoc committee on innovations
1nc1udeiqmembersh1p from thf campus concerned and, as an'ex officio member,
the Dean Qﬁ Institutidhal Research and Analysis. College-wide representa-
#ives may bﬁ involved in partiCular areas on the initiative of the
- ‘committef. The conmittee shoyld pay particdlar attention to:

)"; T‘-

. L ALY
- ’ Cl
LY 7 . L] f '
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. ' : 6.156
(1) Research Debign '

The Dean of Institutional Research and>Analysis, a member® of the

committes, is a valuable source for advice and committee development

of the proposed research design for experimentation and innovation.
. & -

. -

(2) Personnel Needs . 2,

: -
Because of budgetary implications, the supporting documents for -
justification of required personnel and feasibility of obtaining ,
them should-be developed in consultation with the appropriate

sections of the college staff. . .

(3) Alterations/Additions to Buildings and Rooms

When applicable, the appropriate staff must,be copsulted.

-
L3

(4) Supplies, Materials, and Equipment Costing

This ,area, as part of the preliminary report, should be reviewed
and, where necessary, developed in further .decail in coggultat}on .
with the appropriate offices. //’/' ‘
d. Once the ad hoc committee's review is completed, copies of its recommen-=
dations will be forwarded to the department chairman, division aairman,’
and the campus dean concerned who will act as a final review commi ttee.

“e. The 5c:;gn'of the final review committee will be coordinated together .
with budgetary implications by the campus dean who will present his
recommendations on the subject to the President. ‘ :

n i . .
f£. Favorable action by the President will result in implementation of the
program unless Board action is needed.

g. After final approval is obtained,. the campus dean assists the concerned *,
'faculty in the implementation of the program. He will appoint a project .
director from the department or division who will supervise'the general
operation of the innovation to include the collection of adequate research
data and the establishment of appropriate deadlines for the submission
of progress reports. - A
. . L e R A}
h. Interim and final reports and recommendatioms will be filed as part of the
archives of the College.. When appropriate, a final report may he pre- * .
pared for the Board of Trustees.i . .
. . N . 1.
6.156  SUMMARY . . ¢« - . -

a. Any experimental and/or innovatidn program depends upon the readiness of
the College to encourage and expedite such programs and, on the other hand,
upon an orderly and responsible reporting and réview structure which will
assure the .use of a disgiplined approach to such innovations. Such oot
--L. . _encpuragement by the administration must be matched by faculty readiness
. to accept the-strictures or cne research design. Upon completion, rzcog-
nition of the changes and applications brought about in the classroom by
innovation and experimentation will serve as further_encouragement to
N T ——— . .
other faculty. At the same-time, recogmnition of such major contributions ___.
+ to the College's educatien program should assist in making the application
of research procedures a part of the development of the professfonal dis-

. Q ’ .
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. 6.16 - - . . ’ w
’ cipline involved. . : ‘
b. Translation of the ideas for experimental and innovative programs into

classroom implementation requires a professional dedication both as to
means and ends.

6.16 EXPLORATORY COURSES (Anproved by the President, May 27, 1975) .
7 46,161 GENERAL . , _

a. Exploratory Courses are those introduced initially on a trial or pilot
basis. They provide faculty and students an opportunity to experiment
with ideas and to explore areas of knowledge and new instructional
techniques of particular interest or benefit to them. Such courses may
be either departmental (disciplinary) or interdepartmental (inter-
disciplinary) and may involve current or special interest topics or
ways of conducting instruction. These course$ will aim to further an
atmosphete of excitement, purposeful dialogu;f lively experimentation,
or rewarding experiments in discovery. They’'will enhance a student's
understanding of the various methods and concepts useful in acquiring
and using knowledge and will oﬁfer him the opportunity to relate
problem solving techmiques to personal experience. .

b. To be enrolled in an Exploratory Course (XC)s gtudents must have !
appropriate entry~level communication and computational skills.

c. Class-size standards applicablé to regular college credit courses will
apply also to Exploratory Courses.
- ]

.
&
¢

«

-6.162 GUIDELINES FOR OFFERING EXPLORATORY COURSES

a. An interested person will prepare a proposal for an Exploratory Course.
This person will be referred to as the course initiator or course sponsor.
. The proposal should be prepared according to the -regular New Coursé
- Proposal form (Appendix A, 1.09 Faculty Hapdbook). 1In.addition, the
. spénsor must follow the guidelines for Exploratory fourses on_the
sponsor's "campu$. If the proposal is approved, a course, descriptio‘\and
supporting materials will be kepton “file in the campus dean's office for
information purposes,

' b. A rticular Exploratory Course can be offered a maximum of three times
without going through formal all~college approval processes. It will be
» examined—at the end of the first term and likewise at the end of ‘the

- second term to determine whether it should be offered again. Each course

will be subject to final. exploratory evaluation prior to being submitted

* ¢ through the regular curriculum process. 1If it proves viable, it will be
. formalized ‘through all- college processes and, when approved, will be
| N T listed in the catalog as a regular course ofﬂering . While the course
| is in the college review process it may be offered uyp to a maximum of
. three additional times, subject to Exploratory Committee evaluation. Any /
| - - extension of time should be atr the discretion of the Exploratory CofMittee.
| . If in the due process of college course approval, the proposed course is.
not apprOved then the course will no longer be offered for college credits.

6.}63 EXPLORATORY COMMITTEE---COMPOSITION: TERM OF OFFICE\AND DUTIES

x

. .a. The Exploratory Committee will be appointcd by the campus dear after '
. ' consultation with.the appropriate faculty governamce body .of that campus
The chairman will be selected by members of the committee. This committee

will be responsible for recommending rejection or approwval of each Explora=~ ”
(R .

[:R\}: Modification 128, July 11,1975, 4 rery
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. 6.163

tory Course proposal. The campus dean.is responsible for final action
on each recommendation, and will advise the Exploratory Committee in
writing why he does not concur with a particular recommendation.

b. The Committee shall consist of five full-time faculty members. Except
for the terms of those first appointed, the term of office shall be
three years on a rotating basis.

c. At time of Committee review of a particular proposal the sponsor, the
sponsor's department chairman and sponsor's division chairman or
Academic Dean will serve in a non-voting consultatid! capacity.

6.164 COURSE APPROVAL AND EVALUATION PROCESSES

.
¢

a, When a proposal is Submitted to the Committee,, the course sponsor
should send an information copy of the proposal to the department
chairman in related academic areas on the sponsor's campus as well as
on other campuses. Abstracts will also be distributed for information
purposes to designated individuals at all campuses and Central
Administration.,

i
’

b. Recormendations of the Exploratory Committee will be forwarded to the

- campus dean, who is responsible for authorizing the introduction of
each course. ,

c. The Committee is responsible for evaluating the particular ixploratory

Course according to a prescribed schedule. The Committee may request

progress reports on a particular course during a semester.

d. Deadlipnes for submission of cours® proposals and for evaluation of
pilot courses will be specified by the campus dean and published
each semester., ) . ! .

6.165 EVALUATION OF EXPLORATORY PROGRAM o .-

a. . Each campus dean of .a campus where there is an Exploratory Program in
operation will include it on the schedule of Evaluation of Curricula,
Courses and Services. Y '

«b. The Dean of Community Services will evaluate any off~-cdmpus Exploratory
" 'Program for which the dean is responsible, as a part of the established
evaluation schedule for that office. .

-

’

. .
. ’

ich
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6.181

¢

HONORS PROGRAM

GENERAL

An Honors Program was instituted at‘Montgomery College in 1964.
The program includes a series of course offerings designed to help
the gifted student achieve his maximum intellectual growth;

Several honors courses, representing the disciplines withid the
divisions of humanities, social sciences, and mathematics-science,
are offered each semester. The program emphasizes different
approaches to honors work such as independent study, honors
sections, seminars, and interdisciplinary c%orses.‘

L 4
PARTICIPATION

a. Participation in the Honors Program is limited to full-time
students or those part~time students who have completed a
minimum of 12 *hours of work at the College. Currently
matriculated students will be eligible for the program
upon the attainment of a 3.00 semestcr grade point average.
Students who qualify for honors work will be’ eligible for
the entire academic year.

b. The selection of entering freshmen for the Honors Program
is based upon high school rank, entrance examination
scores, and the endorsement of the student's high school

principal and counselor. ) -

" c. Early placement students. are not eligible for this program.

d. A freshman eligiblg for honors work is permitted to select
one course offering each semgster; a sophomore may select two.

ADMINISTRATION

Preparation of materials, for the development and promotion of the
honors program is accompllshed by selected members of the faculty
during the summer, the amount Qf released time to be allocated
being dependent upon the depth of the project and the time required-
for its completion. During the academic year, the’ administration
of the honors program is through a- division chairman at Takoma Park

and the Academic Dean at Rockville (AAC, October 3, 1968)

EARLY PLACEMENT PROGRAM !

r " N
GENERAL .INFORMATION ‘ ) -

In 1962, Montgomery College and the public high schools of Montgomery

County jointly established an early placement program in college work for
¢

.

-




6.182

selected high school students in the sumer after completing their junior
year and during the senior year. The COIIegc regards the early placc.ent
program 48 a supplementing, enriching prograw, and not as ond which com-
petes with the broad offering of the high school. Since regular college
credits are awarded for completion of courses in the Eorly Placement
Program, transferability of credits is on the basis of the applicability
of courses taken at Montgomery College to the prugram in which a student
enrolls .at the transfer institution..

b 6.182 ELIGIBILITY REQUIREMENTS B

In order to be listed as eligible, a high school student needs to have

accumulated at least 14 Carnégie units in major subjects by the end of .
v his junior year. He must rank in the upper quintile of his class and have

the approval of his high school principal and guidahce counselor. High ~

school recommendations are based on a knowledge of the student's motiva-

tions, drive, poise, maturity, and the results of standarized tests.

Students who qualify for this program are expected to pay the same tui-
tion and fees charged.to regular students. Board of Trustees grants

are available to a minimum number of otudents in the program who can
substantiate financial need. . . -

6.19  REVIEW PROGRAM )
a, Dgsé%igzzo;T;nd Enrollmant

. »
(1) The Review Program is offered at both campuses for those students
, who desire to strengthen their foundation in English, mathematics,

. or reading in order to be able to compete more successfully at the
college level. Enrollment is voluntary. Students may enroll 1n one,
two, or all three of the non-credit review courses, depending upon
their individual records and needs. If a student volunteers for i
all three couroes, his review progtam will normally constitute
more than ‘half of a normal,academic workload, or the equivalent
of 13 semester hours.

(2) Depending upon the ability and effort of individual students, and |
the number of review courses taken, the student may catry addi- '
! tional (credit) courses up to a normal full-time program of §
studies (15-16 equivalent credit hours). It is anticipated, how-
ever, that the average June high school graduate will voluntarily
complete his selecteéd 'review" program during the summeggscssion.
. Grades for review work will be on a pass or fail basis, but a
passing grade i3 not required to proceed.to the next sequential
credit course.in the same subject. Review courses, being on a
voluntary basis, may be repeated as oftene4gs desired.

v’

1

(3) Students may. participate in the review program on either a part~
time basis or as part of a full-time tuttion.

Modification 117, July 19, 1974 S
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6.21

b. Admiriatration of the Prosram (AAC, 10/3/68)

- . "(1) The basic organizational structure of the College is employed

v

in administering this program. Campus deans are responsible for

- ' the program on their respective campuses; they designate a

division chairman as the campus coordinator.

‘ (2) Department chairmen on each campus will be responsible for the
conduct of their respective coutses, coordinating with their
- counterparts at the other cawpus.

(3) Associate deans of students will be responsihle for the reading *
. ‘ program on their respective campuses. -~

k&) The Dean of Student Affairs is responsible for designing the
type of research which is conducted to assist in the continuing
evaluation of the overall review program.

6.21 CREDIT BY EXAMINATION :
> .

6.210 CONCEPT (Approved by the President, May 22, 1972) 3’

a;‘ The objective of credit by examination is to provide an opportunity
for students with the required knowledpe of a subject to obtain formal
credit for their level of understanding without the requirement of
class attendance or other formal process normal for the course.

v

b. Montgomery College may, at the diecretion of the depertments concermned,
offer appropriate examinations to formally admitted students for
designated courses which, if passed successfully, will enable them
to earn credit for the course as if they had enrolled in the course,
attended class, and completed the course satisfactorily in the normal

. manner.

¢. Procedures for implementing ang administering this concept will be
developed by the Faculty Semate in coordination with the College
President and will have his approval prior to adoption.

. .
. '

6.211 FEES (Board of Trustees, June 17, 1974)

Students who take a special examination for course credit in lieu of class
attendance will be charged a special fee to cover the additional adminis-
. trative expense involved. The fee structure is set as follows:

a..$5.00 per credit hour for Montgomery County students
b. $10.00 per credit hour for ouf-of-CounQy but in-State students
c. $15.00 per credit hour for out-of-State students |,

6.212 BASIC GUIDELINES (Approved by President, May 22, 1972; Modified by the
President, June 14, 1974)

a. Basic guidelines for implementing the above concept on credit by exam-
ination are contained in Academic Regulations 9.217, 9.218, and 9.401
. which are®quoted or extracted in subparagraphs b, c, and d below for
ready reference. 5 N

¢
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’ 6.212

b. In devartments offering credit by examination, students may receive
credit vnder this regulation for college credit courses successfully
challcngcd.. Departments may elect one of two grading options:

(1) The grade of “P" i1l be used to indicate the student has’ passed
the examination with a "C" or better. This grade will not be
figured into a cumulative point average;

\ .
(2) The grades of "A", "B", or "C'" may be earned. Thesc grades will
be figured ‘into the cumulative point average. T

c. The maximum credit earned by a combination of examination apd transfer
from another institution cannot exceed nne-half of the required hours
in the curriculum. .

d. The grade of "P", meaning “pass by examination with a grade of "'C" o
better", may be used by departments for courses in which credit by
examination is given. It is not included in determining cumulative
averages. ~

6.213 GRADING OPTIONS (Approved by President, May 22, 1972) ,

\a. Pass Option

This option allows a student to take an examination for credit and

" if successful to receive a "P". 'If the student is unsuccessful, no
notation is made on his permanent academic record. The student is
not allowed to take the examination again but is counseled and
advised to register and take the course in the usual manner. A.
separate record of the unsuccessful attempt, for internal control
purposes only, is kept by the department. involved and the Campus
Registrar/Director of Admissions and Records. No quality points are
noted for the "P'. The "P" 1is, thus, not figured in the cumuylative
point average. B )

i ¥

b: A, B, C, Option E

£

This option allows a student to challenge a course by an examination
and, if successful, to earn an "A", "B", or "C" grade, If the challenge
is unsuccessful, no record of the attempt is noted on the student's.
permanent academic record. The department involved and the Campus
Registrar/Director of Admissions and Records keep a separate record of
the unsuccessful attempt for internal control purposes only. The depart-
ment advises and counsels the student to enroll and take the course in
question in the usual manner. If successful in the challenge examina~
tion, the student earns an "A", "B"™, or "C" grade and thc quality points
ascribed to these grades are counted in the student's cumulative point
average. o, } .

N

6.214 RECORDING GRADES EARNED ) ’

P AN

a, Permanent ‘tademic Record

Any successful attempt, whether the grade awarded be "P", "A" "B" or

i "c", will be entered on the student's permanent’ academic record and will
' ' Ao
o Modification 117, July 19, 1974 LoD . .
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6.214

.

~ 'h R ) :\' '

bear a notation *credit earned by examination."

Transcripts (Approved by the President, June 14, 1974)

There should. be no notation on transcripts that credit is by examina-
tion. If a departmental examination is given, the grade that was
earned should be indicated after the course title. 1If a standardized
examination is taken, the appropriate earned score should be indicated.
Further, these changes should be retroactive and apply to all Credit
by Examinations previously given at the College. )

6.215 ELIGIBILITY AND TIMIN® (Approved by the President, May 22, 1972; Modified

by the President, March 6, 1974)

Only those students who have been formally admitted to the College are
authorized to offer examination test scores for credit as a substitute
for earning credit for a course by normal attendance and participation

in class. partmental examinations can be given at any time during the
school year; ‘the date of the examinations should be established by the-
department chairperson in coofination with the faculty member ‘giving

the examination. CLEP and other educational testing servite examinations
are scheduled by testing centers at appropriate times during the year.

. 6.216 RESPONSIBILITIES (Approved by the President, May 22, 1972; Modified by the

Modification

President March 6, 1974)

All changes or additions to these procedures require the,approval of

the President. , ) A
The Faculty Senate will report as necessary on.the credit by examination
policy and procedures and develop any needed recommendations pertaining
to this academic agpect of the College.

When the schedule for the following academic semester or summer session
is prepared, each academic department of the.College will notify by a
memo the respective administrator, the Academic Dean on the Rockville
Campus and the Divison Chairme the Takoma Park Campus, concerning
courses for which examinations can'be taken for credit. A copy of

this memorandum will also be sent to the respective Registrar or
Director of Admissions and Records. . ¢

The Campus Reglstrar/Director of Admissions and Records will prepare a
cumulative listing of courses for which credit by examination is possible
and be responsible for its insertion in the class schedule. These lists
will be posted throughout the respective campus, and a copy of these

lists will be sent to the Director of Public Information. -

In conjunction with the Director of Public Information, the Campus
Registrar/Director of Admissions and Records will prepare, at appropriate
intervals, a brochure listing all credit by é€xamination posgibilities
offered by the College.

The Director of Public Information will be responsible for publicizing

the credit by examination program. He .will assure that the College catalog
notes the credit by examination policy and refers the student to .
appropriate reference documents for further informdtion.

117, July 19, 1974 ' v

357,



the

k.

a.

b.

C.

O

ERIC ~ ~-

wll Toxt Provided by ERIC

6.217 SEQUENTTIAL PROCESSING (Approvéd by the Preaident, May 22, 1972), :

Modification 117, July 19, 1974 . S 0 -

— . . . ' o 6:217
Department Chajrwen are resjorsivie for:the administration of the
program within their departinents., . !
Departments concerned should have availabl; for the student«a syllabus 2
or a sct of objectives of each course in question. The type dnd extent

of other materials available to the student are lelt to the discrctlon

of thé department.involved and’will be determjned ip great part by the E s
naturce of the course being challenged. Thesé matcrials should be made
available by the pertinent department for student perusal before he
makcs'thc final decision to apply for an.examination for credit.

When the schedule for the féIlowing academic semester or summer t¢rm

is prepared, each academic department of the College should notify by .
a memorandum, the respective admiuistrator. the Academic Dcan on'the

Rockville Campus and the Division Chairmen on the Takoma Park Campus,
concerning courses for which examinations can be taken for credit. A

copy of this memorandum should also be sent to the respective Reglstrar'

or Director of Admissions and Records.

4
N

Each department offering credit by examination will establish prerequi-
sites for student challenge of a course based on the' nature of the '
course, This information should be readily available the student in.
the department concerned. These prerequisites should“have considerable
flexibility. They should indicate to the the student some basi$ for
determining hlS or her potential for a successful challenge.

The Data Systems Center will maintaln a record of passing grades in the
student's grade history file. (See paragraph 6.217 f.)

» S
After consulting the class schedules or the brochure on credit by‘
examination, any student desiring to obtain course credit by special , ‘
examination will contact the department concerned to ascertain whether

an examination is being offered for the course in which he has an
interest. If the reply is favorable, the student will:

(1) Obtain the name of the instructor to be contacted.

(2) Proceedsto the Office of the Campus Registrar/Director of '

Admissions and Records and obtain a copy of MC Form 6.216,
. Application for Credit by Examination.

]

After filling out the first two lines of the form, the student takes '
the form to.the cognizant instruttor and Department Chairman who 1ndicate
thcir approval or disapproval of the application and sign their names in
the appropriate place. If approved by the imgtructor, he will enter on
" the "Remarks" 1ine the time,- date, and place of the examination. If dis-
approved by the.instructor, the reason therefor will be entered under T—
"Remarks". If disapproved by the.Department Chairman, an appropriate
notation will be made under,'Remarks" and the chairman will distribute
the five copies of the form as noted thereon.

3

If the forn is approved by the Department Chairman, the student then
takes the signed form to the Campus Cashier, presents a current validated
I.D. card as evidence’that he is currently admitted to the College, pays
the required fee, an§ has the form certified that the fce has bcen paid.:

3 ‘o -
. - ':~} N
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he cashier keeps his copy of the form for record “and forwards the
ther four copies to Wnizant instructog,_ . . :

. o

dN At the time and place Sppcified t\}k instructor gives the examination, &

. after which he evaluates the student's performance, records the _grades <
on .all four ¢opies of ‘the formy-signs the form; and delivers ali’

;. copies in person to the Campus Registrar/Director of Admissions and

>, . Records._ o ', . . O X

. : : ~ o Y
e, The Registrar/Director of Admissiona and Records signs the form,
.records gthe grade of "A", '"B" "c', or "P! on the student's permanent
record; and fomards a copy.-of the form to’ the student, instructor,
Data :Systems 'Center, ,and studgn s file. If the student has been :

unﬁ:c’ces&u&“, a copy of the form wilt be retained as an info‘?mal record
- in the student's academic file. o .
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MONTGOMERY COLLEGE APPLICATION FOR CREDIT BY EXAMINATION.

INSTRUCTIONS: Student f111s out first two 1ines only. Reasons for disapproval will be
placed under Remarks. Instructor notes under “Remarks" proposed time,
a date, and place of examinatfon., USE BALL POINT PEN
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f. The Data Systems Center keypunches pnsiag gradat on the form and
enters the grade of A, B, €, or P on the student's, grade hiltory
file as a "credit by examinat-on.
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6.24  PROGRAMS PINANCED THROUGH cn.urrs o S0

P

For guidelines pertaining to dle implementntion'&reduction, or cessation
of programs financed through Federal, State, and prfvate agency grnntt

“n ~

‘ or matching funds, see paragraphs 7.27 and 7 28.4
6.25 ClASS FIELD TRIPS (Approved by AAC 8/15/68) c ‘ .
) " o .
6.251 . GEMNERAL . -. . ~ . -’. ) . . e T L
) ..> . . . A .

a, Pield trips which are related to classroom instruction are encouraged.
- t ° However, they should be used only when ‘the activity will provide a
+  more enriching experience,than the normal classroom situation, It-is
4mportant to remember that they must be planned to minimize inter-
ference with other scheduled class activities and subject to other
overriding considerations, to use the most economical mode of .
traﬂﬁbortation :

@
¢ 3

b. The types of transportation wh1ch may be used for field trxps i
- are as follows: 2 )
(1) County school buses, the preferred means oi\transbortation
for field trips., ' -

'(2) Commercial buses, used when county school buses are not
e avaitaple.a

2 . (3)/’Private autodobiles; used only in special circumstances .

T /' that preclude the user of county school buses or commercial ’

L e ® automobile liability insuradce policy held by the owner of the .

“t buses. S s

Ed . - . »

<. Injuries sustained by students and faculty are covered by the

. + . -bus or automobile and/or by their own student 'accident insurance v
Lot policy _, . '

d. Normally, fhe’cost §f field trips involv1ng fewer thén 25 students
.+ _ip bornme by the par icipants. Field trips which are of no more . '

LT "’ than one-daf™s duration, and which include 25 or more..students, may

be funded from the campus travel-in account for classes which are °

. régular credit offerings, if budgeted funds are available, or from

A
an appropriate community services account at the discretion of the
Déan of Gommunity Services for classes which are non-credit offérings._
Commercial bus companies should be required to submit a statement of )
insurdhce covetage pr¥ior to making any contract for field tr;?s ’

. ' . M Y
N N . A

L e . V.
. .o, *

. , g /

"v". . L ’ . - ' ’o .
R A £ \
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6.253  PROCEDURES

The followlng procedures should be followed when a field trip is desired: )

. . a. A request stating the day and time for which the trip is planned, the
BN * cost and method of funding the trip, if applicable, the method of
. transportation, the number of students involved; and the name of the
.’ . instructor to accomﬁgﬁ} the trip should normally be submitted by the
v . L . instructor concerned to the Division Chairman/Acadcmic Dean at least
"7 "¢ Y " 'three weeks before the trip. The request is to be submitted on .
' MC Form 6.25 if bus transportation is to be used; if private trans-
U AR ﬂpdrtation is to-be used, the request is to be submitted on MC Form
oo, 6 253 .
S PR
b. The Division Chairman/Academic Dean will obtain the approval of the
' cogqizant campus dean, after which the instructor will provide each
student takzng the trip with a memorandum which the student can show ,

' :ﬁ' R ¥ o other faculty whose classes will be affected by the field trip.
T -l 'This _ndtificatjon implies that the student's absence is’ excused and
- bhat, ‘therefore,. he has the privilege of making up the work missed. -~

It is unnecessary and wasteful to circularize évery member of the faculty,
County school Buses are awallable to the College for f1e1d trips et
scheduled betweefi the hours 0£.9:00 a.m. to 2:00 p.m. .During these "
" hours, pheir use is encouraged; otherwise arrangements .for cofmercial . -
buses .should be made through the Dlrector of. Produrement. - To obtain )
o a school bus, MCPS form 215-1 must be completed and received by the
i o MCPS ntvaslon of Transp&rtatien at least 7 davs and by the College ’
‘fj ' szector of: ?rocuremant at 1east 10 days' in advance of the trip.
ST 'The charge for. these buses is by the hour. Cancellations,which .
~ L " must be received by the Division of Transportatxon at least 24
. 7 hours in advau@e of -the wcheduled trxp, should be made through
IR the DLrectdr of Pmoénrement. . ¢

‘¢

d.” 1f special c1rcumstances arise, prdvate vehicles may be used. In 3uch '
... . . cases, the facutty membkr in charge of the field trip will inform the
’ - drivers of the private Vehicles that*the primary liability in the
event of'an accident will rest with the driver and the owner of the - .
. vehicle, Although authorized the use of private vehicles is not
- . encodraged& (Revised‘by\?résident 2/18/72)
“In; ;thg eyent of an acc1dent whether in a private vehicle,‘school bus,
- or in nonhvghicular c1chmsthnces, the accompanying faculty member
e, will render 3" debaiiéd'report of the circumstances, for ‘insurdnce
L putpolea, Lo the Dire&tor 9 Internal Managerpient with copies to be
o campua nmtse and‘the Biv1sion Chairman/Academic Dean.
) T a0 ‘k ‘,) A
6.255 succtsnons FOB, pounucrmc lrm,n TRIPS |

\

&

’ é. Pléd tf&pp to avdﬁd}conilict with other. scheduled classes If conflict
coL does réddlt, the sponsot” should use the proper method of notification .
. te othef facuity members. “i(See ‘procedire in paragraph 6.253b.)1h this
IR ) . _'regard “the suggestion {0, 8ubparagraph 6.253c above pertaining ta

: $chool buse®* should naqt ¥e construed as a reéquirement to schedule
field ¥rips dutiqg e hour$ that these buses are available. . It is

d ' more importaﬁt to have.students miss fewer classes than'to utilize
.o 9chobl:buses N . .
. * . _. ,‘l .:‘_-.;' .. 1,{:’-”
. w‘«? “. -‘ - . .y . . — . .
\ . DR oy _‘. P
]:KCdific t3on; 124, Feb}‘\idry 14, 1975 » -
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~

b. Plan field trips to include adequate iustruction and orientationm
before the trip as wéll as instruction and discussion following the
trip. In general, a field 'trip should be an integral part of course
planning. This does not preclude spontaneity wherever a propitious ,
occasion,arises which is related to the subject matter of a particular
course, .

v
v

’ ' a
c. A fis}d’trip should involve all or substantially all s¥udents in a
-~ section’or courge. Exceptions may be made by the sponsor.

6 A £ield trip should normally take Place during the\school week,
i e.,,Honday through Friday. .

. v

-~ ) -
s

. The AAUP Statement of Principles on Academic Freedom (AAUP Bulletin, Vol.
46, No. 4, Winter, 1960) was adopted by the Board of Education and endorsed

by the College Policies Committee, Montgomery College, in spring of 1962.
Basi;ally this_ statemsnt reads as- follows:

———— ‘
— ,

a. The imstructor is entitled to full frcedom i;ﬂtssiifﬁﬁ;ind in the pub=

lication of the results, subject to the adequate performance of his
other academic duties; but research for pecunjary return should be
based upon an understanding with the suthorities of the inmstitution.
“The instructor is entitled to freedom in the classrooms in discussing
his sybject, but he should be careful nft to introduce into his teach-
ing contrpversial matter which has no relation to his subjectb‘ Lgmitn-
‘tions of academic freedom because of religious or other aims of the
institition should be clearly stated in.writing at the time of :
appointment.

¢. The collége or univergity instructor s, a cltizen, a member of a
learned profession and an officer of an educational institution.
When he gpeaks or writes as a citizen, he should be .free from insti-
tutional censorship or discipline, but his special position in the
community impodes special obligations. As a man of learning and an
educational officer, he should remember that the public may judge
fiis proféssion and his institution by his utterances. Hence, he
should at all times e accurate, should exercise appropriate restraint,
should show respectffor the opinion of othe;s and should make every
%gfort to indicate that he is not an institutional Spokesman. *

#




" SALE OF DISSERTATIONS THESES AND TERM PAPERS (Adopted ,from Article 77A
) 'Section 70, Khnotqted Code of Haryland Approved by the Governor May 26,
.-'.“.:: T 1972)

' . 4

a. No person, firm, association or corporation shall sell or offer for
.salé to any person assidtance in the' preparation, research, or writing
of a dissertation, theais, term paper,. essay, report or other written
assignment for submission to an educational institution in fulfillment
of the requirements or a degree, diplom&, certificate dr ‘course of
, study. . - EE

»

b. Nothing contained in this séction shall prevent® .

’
A

(1). An éducational institution, or any member of its faculty or
staff, from offering courses, instructfon, counseling or
tutoring in research or writing as part of a*curriculum or

- other program authorized'by an educational institution.

(2) Tutorial assistance rendered by other persons which does not
' include the preparation, research or writing of a dissertation,
. . thesi’s, tePm paper, essay report or other written-. -assignment
- intended for submission to an educational institution in ful-

“‘\Th“““"fillment%pf the requirements for a degree, diploma, certificate
or course of st or— -
‘. TTTTe— . toe
: (3)- Any person from rendeting services for a fee which 1s Timited -

to the typing, tyanscription or reproduction of a-manuscript.

-

- . ° N
T Y, e . L]

Hodification 98, November 30, 1972
, g 1<
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© 6.40 COMMUNITY SERVICES PRDGRAM

6.401 POLICY (Approved by Board of Trustees, September 20, 1966)
- r
a, In order to acilitate and to promote the developpent of a wide variety
of continuing education and community service functjpns,'the College.
President is authorized to establish a continuing revolving -account

¢ .  for the receipt and ekpenditure of fees, special charges, grants and
) “other non-county types of revenue. ) . ) . .
e ‘~""a’ I
b. The Coilege President is authorized to take appropriate aétion to
. initiate such ‘continuing education and community service functions as

wall Jhcreasingly fulfill the purpose of the College within the frame-
work of the appropriate administrative and deci51on-making processes
of the College. LG , -

’

6.402 GENERAL (PAC, 3NGVmeer 25, 1970)

! s v 3

a. The Community SerV1ces Program is one of the major programs of Mont- .
. o gomery College. The College presents a variety of non-degree, adult
! programs, services, and special events _both on and off campus, often
undertaken in cooperation with other community groups or agencies, which
are directed toward serving personal or community educational needs not
met by formal credit, collegiate degree, or certificate programs._ The
N follow1ng prggram definitions apply:
Xz . . .
(Q) CREDIT-COURSES are ‘those courses found in thé’ college catalog which
have been officially approved and which an element of degree and
certificate programs. Credit ceurses aée normally planned and ‘ad-
m1nistered by campus personnel, although the Community Services Office °
representatives ‘may partic1pate in init 191 meetings and organized

-

planning sessions for.such courses. . .. ‘ e

(2) NON-CREDIT COURSES are those courses offered by the College whith
are not within the framework of the A.A. degree or certiﬁicate'
program of dredit classes. Either a campus or the Community
Serv1ces Office may canduct non-credit coudrses. ‘(See also para-

: , graph - 6 134) L ) i ..

AY
/ [ 3 OFF- CAMPUS EDUCATIONAL CENTERS are facilities established by, - )
; . goyernmental agencies. or business enterprises, Credit courses at Ty
‘such centers will be administered by the campus,staff when both |
campuses are involved, coordination and administration may be 7
assigned the Community Services Office. ~Nop-credit.courses may’
< ‘be implemented by either campus or by-the Communfty Services Office. *

, . (4) COMMUNITY EDUCATION PROGRAMS are those in which the coldege~~

p N preferably in conjunction with an interest group -=- sponsors opeén

{ T classes or activities for the public, All such nop-“credit C

. . continuing education offerings for all age groups afe normally ) y
. self-supporfing and will usually utilize college faciLities.
However, off-campus sites may be established anywhere in the
. college service area. Ih most cases these centers will not

T invalve. extra costs ‘as they'will utilize space and equipment

' ’ made available through business, industry, gqvernment, professional,

and community groups ot agencies?

v

a - : ) _
[]2\!:4odification 123 Januagy 10, 1975 * S R ,
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) COMMUNITY CONTRACT PROGRAMS are non-credit continuing
: ;)education offerings for all ages which may "be held on or
of f~campus and -are arranged for a stipulated gharge to
provide for the specific ‘heeds of business, industry,
labor, govermmental agencies, and private groups.

. (6).  COMMUNITY SERVICES COORDINATORS are staff assistants to
" the Director of Community Sexvices and provide coordination
and follow-through for -non-credit courses, programs, activs
ities, services,-and special events suggested by the college

: \x“ ' or camunity representatives. .
" - COHHUNITY SERVICES CAMPUS COORDINATORS are professional
. e - "* ..+ ’personnel identified by the Campus Deans. They provide

. liaison ‘between the campus and the central Community
Services Office,\encourage a variety of campus-based
community activities, and will, .in cooperation with other

N ., campus departments and offices, provide operational support
‘ for community setvice programs held on and off campus.

" ba The above activities have been grouped into three major categories '
¢ for the’ purpose of facilitating their administration: *
v v ¢ .
(I)' Educational Programs

.y =

Short-term, non-Credit courses for career and personal
. o imai:Vement, held both day and evening, .on and off campus.

’Conﬁerences, seminars, workshops, and forums on community
" issues.

- a

\ Leadership training for effective social actiﬁn. M
- 2. " Lecture and film series, and art, cre‘:, and photography ’
exhiblts s __ : :

——
————
——— . >

“Theater, dance, choral, and orchestra performances, tours--f

. N £ and visits. o )

. Development of health and recreational skills.

Q : « (2) Educational Setvices . !
, : . . .

. . . ‘e »

e Qoordinhtion of off-campus educational centers.

L I ’

‘ ) : . 3 ' Community 1nformation and referral, T

~sn

. P R W Use of corlege facilities" égsﬁmaterials: S .

i " ’

': . Program. planning assisgtance for community groups, sources
. ct of volunfeer help, and speskers bureau.

. - ., ' College consultant help in conducting community studies,
. . polls, surveys. . . B
1] "

_ Modification 123, January '10, 1975 -
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o : : LTy 6403
Help for the specialized needs of senior citizens, disadvantaged
youth, women, and other groups. , ; ,

Coordination and clearinghouse services through a community
. . activity master calendar, newsletters, and meetings. .

/ " (3) Regular Credit Courses s

‘
.

Courges from the approved curriculum, taught as a community
\sservice effort, may be arranged by Community Services Campus
. Coordinators through appropriate department chairmen and other )
campus representatives. Credit course .arrangements are a respons-
_ ibility of a canpus, not the-Community Services Office.

e The term “don-credit" conrse as employed in the Community Services,fro- L
gram ig defined as a course offered by the College which s not within
the framework of the A.A. degree or a certificate program. (See para-
graph 6.134.) . -

- ’
.

6.403  FINANCIAL SUPPORT (PAC, November 24, 1970) - . e

a. Non-credit offerings (See also paragraph 6.134.) shall be’ self-suppor-
ting. except for a revolving contingency fund approved by the Board of .
.Trustees in September .1966 and, ordinarily, a no-charge provision for
the normal use.of facilities, utilities, and necessary custodial gervices. .

. . Some non-credit courses can be pro-rated for regular state aid and/or
- <. " federal or private grants.

b. In order to establish a uniform set of standards for neporting non-
credit courses for state aid, the following minimum criteria must be
. . " met: ’

(1) The course mugt meet all the State Board for Community Colleges~
standards, one of which states: IS )
"Courses: An organization of subject matter and.related
. + learning experiences developed with appropriate’degrees of -

e difficulty and sophistication and presented in sequential

- — . 7 T — -order fot the purpose of instrticting students on a regular Tt
"*“‘or'systematic~BE§is,'usually»for~a predetermined period of '
. T time." ; - -—~—»-~~.~f.‘ﬁi-~--~
. ‘ 5 \ N -7 ) : B

3 ' . ’ s
( "Non—credit developmental and continuing education courses.
which are integral parts in the college program, should be

i included." .’ . e -
, , ’ (2) The/course must be sponsored by a retognized element oEméK
' . College with course content approved by an appropriate ber
.o S ) 3 of the Colle&e
3) A class list must be.prepared and offictally filed, - 4 "

. "(4) The course, conference, or workshop must be scheduled for a '
" . . ,ninimum of eight hours. :

* (} : ' » N -
QS) Reglstration and payment of fee (if one is charged) must be for
_ " the full coursg¢. ' ‘ . v
X "Modification 112, January-18¢7ﬁ574 , ! ‘ o
Q : 3] )
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6.404

6.404 OPERATING PROGEDURES : ' : .

6.405

[y
.

-

. -
- 3

-

a. The Dean of\Community Services is directly im charge of the
COmmunlty Services Program. "In carrying out its responsibilities,
especially in relation to accounting, purchasing, personnel, and the
coordination of publications and promotion, the ¢ollege Communlty .,
Services offxce operates in conformity with the established college
pollcle% procedures, and practices.- '

. »
4 R f ¢

“be Non-credit progrcml may’ be offered at both campueee during the day.

and evening or may be held at off~campis locations. . Scheduling need

. not_ adfiere to any tredicionel starting time or room eesignments. )
Regietrhtion .and record keeping need not: conform to present- systems
but may be simplified to meet the’ special conditions of non-degree
programs. Admisasiqn is replaced by a regisﬁretiop process only.
Since the non-credit program is essentially self-supporting, there is
no additional non-resident tuition charge. A registration fee will be
gssessed only when a refund of the individual studént fee (par.6.407b

Cv () is requested and granted before the second meeting of class, The

regidtration fee for this purpose will be determined periochelIy by
the Dean of Community Services.

.

o
LS
-
.

c. Service to the cmmmnuxy is the. reeponeibility of the total college
and not just- the Community ServVices Office. Accordingly, - community )
serviceg may be brgenized on the campus and not involve the Community
Servicee Office, “such servie may ‘be organized, by the Community Services
Ofﬁice and not involve the campus;” or it -may Ybe a cooperative effort L

& between, the campus and the Community Servfces Office, with either s
taking the leadership and ‘the other providing,support}> Comnunity {:N\
groups may likewise be involved in any of the above ertengementP in

. . 8 leadership, co-sponsor, or.support role. . 2 _ . .

~ :

d. Further details of operating procedures a\g_égsnd in the Community Services
Guide, ‘2 manual maintained by the Dean of nity Services and approved
by the President. Proposed changes’in the Comnunity Services .Guide shall/
"be reviewed by the President's Poluéy Advisory Council, and,approved by the
President prior to implementation. Proposéd: changes shall be coordinated

-~ with- Bhe appnopriate adminiscrativevoffiCes and dther groups prior to ¢

being considered By Ee Councir“‘GRAC*—NGVemher~M§¢_l2122‘ .

T ——————
COMMUN Y SERVICES ADVISORY COMMITTEE (Board of Trustees, May 18, 1970)

- ?ince it is appropriate for the Coliege formelly‘end regularly to seek
the advice and counsel of business, govertment, proﬁeﬂsional, service
- and eocf&l action groups and individuela, the Boerd of Trustees has
authorized the estab -{shment of a Community Servicés Advisory Committee,

¢

The compasition and nctions of the committee are indicated in/subsequenfa

peragrapha. J , o

Modification 112 January 18, 1974 7 } 4 . . " ) . -




o ' . ‘ 6.405

b. Committee "Organization

T—— .

' (1) The Committee will include both campus and community represent-
atives: ’ , .
(a) Each Campus - The campus dean, or his representative (2)
A faculty reépresentative from each campus
assembly (2) .
A student representative from each student
senate (2)

. !

(b) The College -The Dean of Community Services - to serve’
as secretary of the Committee (1) .
A faculty representltive from the College
Faculty Senate (1) -

Ex Officio: + College President (1) T
Dean of Education (1)

. | . ~ B ’ . .
(c) The Community - Representatives of business, government,
service and volunteer groups, other educational
‘ingtitutions and agencies; churches;. special
° interest groups (retired, disadygntaged, etc.)

. : S : (12) . ’

.

, N A} - ) “

k) A - v
4

o ¥(2) The total membership og the committee will not extend beyond: 24
" and that membership wquld generally be for two years, beginning

- .z ' on July 1, tHough some members may be reappointed to provide -
, - icontinuity . v

c. Committee Responsibilities =~ ° . o

. m—

B The major responsibility of the Adv!gory Committee will be to advise the
@ . College, the President, and the Board of Trustees, thropgh the Director
of Community Services, of:

, . 1), Community needs, interests, and resources that could be serviced
by Community Services. programs.

2) Apprqpfiate program and activity response{ - < .
! i
/ 3) . Available material and human resources on campus and in the
' community. . 1
\__\.\\ . . . » -
) ,Erogram effectiveness as determined by follog up evaluatibn
\":__\‘\::f»—h— ——
Final program commitments will Temain a college responsibility and reflect
i‘ established procedures and board policy ‘¥ 1 ,
;~~X d. Committee Selection and Appointment . . ﬁf'wﬁj ',
L . J/ R [
! 1) Committee members will be appointed by the Board of Trustees and
‘ ) are recommended by the President for their knowledge of the total
® . community; relation to a particular group, organjzation or problem
within the community; ‘demonstrated competence in a subject, RN

. <prob1em oq.gareer area;, acknowledged respect by others in the

= e

.

2 P ©y - - - e
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6.406
4 ¢ ” ° '
« community; and an obvious concern and commitment for
/~ the general improvement of both College and community.
+ . /
(2) Campus members will be identified by the appropriate campus
* ~ office or group while community members will be recommended
by the Dean of Community Services to the President. Names
of community representatives may be submitted to the Dean
" by all college personnel and members of the Board of Trustees.
e. Committee Operation
(1) Meetings will be held at least every two months or more
frequently as required. The Dean of Community Services
will serve as secretary, and a chairmap/will be selected by
* the group from the community members./ The Advisory Committee
_,maijgorm subcomm¥ttees for special study and reporting.
. ! \ ‘
"(2) The ex officio members will receive all minutes and are invited
., to attend meetings. Minutes will be distributed to the Board
, ., of Trustees. Other college personnel may ask to receive minutes
. and will be added to the mailing 1list. All meetings will be
. . . ) anndunced in ‘advance and are open to the College and the
EEEN . community.
’ f. ‘Commitkee Recognition ° / ~
~ ’ _ P ( L4 '
[N » .
// College apprqéiation for the efforts of the Community Services >
! , Advisory Committee is expressed through the President by personal-
- . . letter, official xesolution ar certificate, annual dinfer, listing
;"‘ . ¢ of committee members in college publicatione, involvement of mem-~
S e / bers, public announcements in, the mass media, etc. .
64406 * COLLEGE EXTENSION OFFERINGS -« . ‘o
. dy. ‘Policy’ - L.
o 3;;;\ (1) CoIlege credit extension programs may be offered on request
. . to the'President of ‘the College, or his designated represent-
'\_ e ‘ative, at ‘off-campus locations throughout the cotnty, under
L " . the aupervision and authority ‘of appropriate college personnel
(¢ » - who will maintaintthe academic standards of the College.
W .
) (2) Flexible startﬂns and ending dat 8 should be maintained vhen
. ls,[ " possible to neet business, indus ry and government needs as
. _— they rise._' I .
. \ - ~ . N ) /- . . .” . -
) d (3) Instructional costs, hpsed on the' currént a;b(gved extension-
S offerings ‘salary rate plus the cost of require structional
T, ‘ supplies and a 15% administrative-and-records cost will be
Gt ' charged the contracting agen¢y in lieu of individual student ’
v . tuition. (Adopted by Board of Trustees, May 20,-4968) ..,
/b7 ‘General : K o _ '\”‘/ ' »
On request, antgomery College dffers credit and non-credit exten
sion courses and programs in Montgomery County. ¥lexibl statting’ )
’ * and ending dates fre employed to the extent posaible to meet‘ . &%“yﬁ
’ Ve . . ¥y
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business, industry, and government needs ‘as they arise. ~Howeyer,
an attempt is made to register off-campus credit courses during the
- regular college /enrollment periods.

’ ~ " .

c. Standards /

, Departments are responsible for course standards in extension
, programs and fn cooperation with the appropriasté campus dean and
the Dean of Community Services generally follow on-campus evaluation
and supervision procedures. The Dean of Community Services acts as
/ liaison between the campus and extensfon center and involves the
appropriate department and division chairman to ensure total credit
integration at the cahpus level regardless of the class meeting place.

6.407 FEES AND HONORARIA (PAC, November 25, 1970) - /

. . S e e
a. Honorarla for instructors and other financial arranggﬁents for

campus ron-credit courses and activities will parallel the establ{shed

cmmanigz‘services fees and stipends using regular rates, ¥educed

rates, no-charge. When non-credit courses are conducted by campus

personnel the registration forms, refund guidelines, and general

‘operating procedures will generally correspond to the Communtty Services

office procedures although exceptions can be made if mutually ‘agreeable.

. "

" b. Non-credit fees and honoraria are set by the Dean of Community Scrvices
and reflect competitive rates charBed by the other 2--and &4-year .
colleges in the area along with other educatiorffal and community adult
, education agencies. When a course {s arranged” through a contract with
an outside’ organization, a 15% charge fs made to cover overhead expenses.
;p 15% 18 based on the total cost of instructor's fee plus ingtructional

‘ - ter%als. - ‘ | '.-~

c. The hourly tuitfon rate may vary, depending on the type of course and
the numbey of registrants anticipated. For_regular coursés, the hourly
. tuitfon rate is established so that the“tuition of the first 12 students
. : pays ‘the instructor's honorarium and the tuition of the next 5 students
‘ pays the overhead costs. . - e
/ o
.. de For community'lecturel. where a large attendance is anticipated, a'
) lower hourly rate may be aet. Spécial family rates may be used
when appropriate. The attendance requirements for meeting the /
- honoratium and overhead costs will be proportional. That {s, if
o the hourly tuftion rate for a community lecture series is one-half
that of a regular-course, then the tuition payments of 24 students
would be used to pay the honorarium and 10 tuition payments would be
used for overhead costs. Any rate may be set, provided the standarda 4
for the honorarium and overhead expenses are get.
4
e.. Although it is ntandard practice to have alll:oursen pay their
own-expenses, this may not always be possible or even desirable.
. Funds from successful programs are used to support the less suc~
. cessful ones, as well as programs for which there is no income

(e.g., non-fee conferences and activities). In the method of
- /

. - 4 . \ / a ’/ . ) o - '
M&ication 120, Fdééob'er 7, 1974 451 o | . ” //
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. be built ihto the load assignment of the instructor at the beginning of

1 y

budgeting, the more successful courses also help offset the
overhead costs of planning, publicizing, and staffing the various -
programs, . ‘ .
f. In instances of regular coUrses where theré are fewer than th .12
students who would normally pay the' instructor, the instructor at
the opening session of the course may elect to continue the course.’
In such an event his honorarium will be reduced to the total amount
of tuition received for the course. For community lectures,, pro- .
portional standards apply. All instructors are guarantedy an -§“§\
honorarium, for their services during lhe/ffist.meetfng\of the
course, regardless of the size of envollment. Thefamqqni will be
detarmined .by the number of hours which were scheduled for the ¢
opening session, times the hourly rate. Instructors are expected
/ to cooperate in the registration procedures. ‘ S . o
INTEGRATEP CREDIT AND'NONTCREDIT PROGRAMS .
! . ‘
There are many non-lredit programs that are repeated through the years
and haVe required considerable time and effort by the instructor to
organize and continually updaté. The continuifig-preference by.a company
or agency for such programs and the affiliated "coordinating project o
director or teaclier" attests sto the/quality-of the training design. -
Under these circumstances, the nzﬁkcredit responsibilities will normally !

the school year, thereby prc iding appropriate recognition to. continuing

education programs which ubgp'de and keep current. many of the college's N
graduates now employed in:the ' '

p



. \ .

' . S . ( oL 6,41

e,

6.41 'ADVlSORY COMMITIEES FOR CAREER CURRICULA . .

, 6.411 POLICY (ApproVed by Board of Trusteeq§ April 7, 1975) <oy o
-7
H g ) ‘a. The purpose of CJrriculum advisory connﬁrtees is to aid the College
Sf) In mainxaf?ing an awareness 'of the changing skill and trainfng
) P needs of a/highly literate, technological and industrialized
o r_T society. * ‘ _

» -
4

i , “ X " » PO -
(2) In eetablishing copmunication among the College,,the Community,
‘ employers,- and educational representatives to, worK together
. *  ? toward common education any§ career goals. ' )
‘ . ' . :
L £3) 'In advising the College regarding career curricula on a .

continuing basis .

1 A

- PR . b. The Board. of Trustees shall establish by resolutipn each advisory
. . committee and shall appoint the-members thereto. Each committee
Yl T shall be composed of a group of approximately five to fifteen perspns
’ - selected from the community and fropicollege pe;sonnel to serve,
voluntarily without monetary compensation and function in an
= . adv1sory capacity. 4 ! ) .
N . c. Except by specific exemption made by the President Gf the CoLlege,
— - each career curriculum of the College is to be represented by & .
i ' committee, but, when appropriate, a single committee may be
o established for related program areas. L v

LI
-
. . 3

sy . d. Members of advisory committees. are appointed for twQ-year terms, .
: except that, in the instance of appaintments' when ‘a committee is-

initially established by the Board," the designatiion of «avhich -~

.committee members will serve a Qne-year term or a two-year term
/r// is to be determined among the commiftee members, themselves. . ¢

~

responsible for iding for the overall opera;ion of the advisory_/
. committee system®including the evaluation of the, system under whic
it operates.

. .
¢ * N \

6.412 GENERAL CHARGE.TO COMMITTEES - . .

’ L d

+*e, The President ‘or Eis degignee(s) is (are) administratively .

’ a. A curriculum advisory committee ig usually forme ana\begins its
work, often on an_informal basis, during the time the curriculum
o’ i is being developed and before its formal approval by the Board of

Trustees. Althqugh final curriculum decisigns remain & college
responsibility and reflect established procedures and Board policies,
. the guidance and direction of an advisory committee is ah iniportant

aspect of curriculum planning and development. The committee can

asgist the Curriculum Coordinator and other campus persohnel in

»

“.- gathering information with regard to commUnity needs, interests, and
hY 8" resources as they relate to a given curriculum, and in assuring the
relevanceé of the curriculum to the employwent needs in the career
field. ¢ . . -e ) .
~ | I . .
" . ~ .
. S . Y
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b.4The structure and operation of the committee normally is [left primarily
K to the committee itsélf. Each committee will develop its,'own procedure
ag to how it best can work with the Curriculum Coordigator in.sdrving .
the students in the curriculum, and thereby the College 4 ¢
\\7 e.;The specific areas of responsibildfy or service will be dptermined by
consultation among the appropriate campus dean, Assistant!Dean for
Carber Programs or division chairman, department chairman,.cyrriculum
> t coorffinator, and the committee members and, gside from the 1nitia1
currgculum planning, may "include the followsgﬁ
. - 3 poooe
. 7/ (1) To review and recommend changes to the curriculum.
F i P !
(2) To Yseek séholérship agsistance for students in the curriculum. -

-

- = "

(3) To béhin public suppert for financing the curricylup. N
T, f i

’

(4)‘To ssist in arranging field trips to industry.

13

. (5) To suggést‘speakers for classes and meetings. ) ‘

..’ - K ‘\‘ .
(6) To estabflsh 11alson with the prafe551ons, industry, and

o government ~ .

,. « N \
U U
(7) To identify and place stugents ready for employment. .

-
-
- &
.

) o (8) To increase public informetion exchange. .
»

. s (9) To advise on the recruitment of new faculty. - o

' 4 . S 4
’ A
(10) To assist in the revigw of the curriculum's effectiveness as \‘”
’ determined by various follow-up or “evaluative ‘studies".

H
]
. ” . }
v

6.413 GUIDELINES FOR'COMMITTEE SELECTION N s Coe

g

/ Committee members should generally be ;selected from the public, a represen-,“
’ tative .cross-~section of appropriate organizations in the communlty -and b
industry and” should represent appropridte levels of experience and Y
expertise within,the related field. Each member should have demonstrated
competence or interest in the special area being served andkshould be

.

. committed to the community college concept off furthering career educatioq
‘ in the community. Each committee should 1nc1ude at least one currently
too enrolled student, full- or part-time, or a recent graduate,frep the
' ) curriculum. - - L. .
. ] . . - . \
~6.414 PROCEDURES FOR COQMITTEE SELECTION - ' . =TT

a. A preliminary list, of cgmmittee members®is prepared by the{Curriculum:
Coordinator after conferring with the department chaitman, and the
Assistant Académic Dean for Career Programs or the division chairman.

‘ Names may be recommended tp the coordinator by members of .th® fatulty, .
admirristrdtors, the President or the Board‘of.Trusteea. K ’

. The coordiLator discusses the nature of the advisory committee service -,
with each prospective committee member and determines if the .individual
is wifﬁing to gserve. The list of names of candidates is submitted via -

3-'-.‘ '

O o>dification 126, April 25, 1975 ' :
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, . e 6.415_ -
' . 4 ' ' ) 3
. the campus dean to the resident, who in turn recommends their
. appointment to thée Bodxfi of Trustees. . ) ' ' .

\ .
c. An appointment certifi ate, prepared by the Director of Public
Information and signe by the President, and a "letter from the

President with a dopy of the Board's resolution, afe sent to each o
new member after Board 3ction. _ . . '/“
‘. d. A newly formed committde will determine at its first meeting-which o r

of its members will serye for. one year, and which will serve two-year
appointment§ in order to insure that about one-half of the members
will complete their terms each year. Subsequent to the establishment
of a, committee) appointments are made “for two years, with about half
’of the members of the committee completing their terms each year. ~ .
‘Members may.be reappointed by the Board-of Irustees:’*
' s A ‘.

6.415 COMMITTEE OPERATION

v . [
st

+ a. Most commitnges vary from f1ve to fifteen members 1n,sizeland should \
meet at least once a year. .

¢ .b. Each fommittee ghould select a chairman, with the Curriculum Coordina- .
tor serving as the executive secretary.- It is the responsibility of ° ///
§ the executive secretary of the committee to, notif committee members: [/
of a-meeting.time and furnish ghem with an.agenda It is also thé‘ '
res ons1b11iﬂy of the executive secretary to provide'mlnutES of //.

- meegings to each committee member, the Assistant Academic Dean for//
Career,Programs or division chairhan, as well as the Development / ‘
Speclalist A ) . . = /

c. The campus deazn of the campus which offers the career curriculum .is )
v administratively’ responsible for the overall direction of the adv1sory -

aommitteg through the coordinatoq 5 ,

d. The Assistant Academic Dean for Career Programs or the division
chairman, or their designees, normally will be in_attendance at the
. : adv1sory committee meetings.

e. When there is the same career curriculum offered on more than one
campus, only ome“advisory committee will be appointed 'and the
coordinators-will wokk :jointly with the adv1sory committee i ‘

+ f. The Dean of Education will designate the responsible campus deﬁn
when there -are mrlti campus curricula . ) .

»

6.416, ADMINISTRATIVE RESPONSTBILITIES Coe

( Various college administra*ors, faCulty, and staff have the following
responsibilities ;; /

. N -t ‘
a. The President is respons1ble for the overall operation of the
advisory committe® system, making recommendations to the Board
for appointments #and in notifying\individuals 6f appointments,

: , -
o Modification 126, April 25,1975
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and termination of appointments, and in evaluating the effectiveness
of the system :

b. The Devggopment Specialist is responsible for the maintenance of the

y . Central”Dffice master files of committee memberships and preparing
. materials for the Division of Vocational~Technical Education,

- -~ Maryland State Department of Education.

~ 4 \
c. The campus dean has the administrative responsibility for the
‘ " dperation of the committees under his jurisdiction, nominations
' for membership being recommended to the President, obtaining and
reviewing annual reﬁBrts of Sommittees, and regular assessments
of committees. ’ 3

. The-Assistant Academic Dean for Career Programs/divi51on
chairman assist the campus dean kn his functions, and attend the
meetings of committees for curridula offered on their respective
campuses.
. The Curriculum coordinator is the executive secretary to the committee
. and assists the committee .chairmap by-

. v (l) Recommending prospect1ve committee members. -

(2) Establishing meeting dates for the committee.
. ) “(3).$éveloping a llit of duties and responsibilities specific to
" ) thHeir particula cOmmittee "

A Y 5 1y
T (&) Preparing the agendas for all meet1ngs and sending'cop1es, along

w1th notices of meet1ngs, to all committee members .

N Al ' 5 -

(5) Maintaining a current” file of minutes and other records.of the
N committee and supplying copies -of the minutes and records to

' - » the assistant dean or’diyision chairman and the Development
. Specialist, for retention. .

. (6) Preﬁaring the annual report of the committee to.the campus dean
- . . 4 ’

Al

- * l ’
- (73 Maintaining an accurate roster 6f committee membeérs and recomdfend-
) ing appropriate’ replacemente when netessary. s -

. . ~
(8) Furnishing required 1nzormataon to the Development Specialist for
purposes of collz%ﬁ reporting to State and Federal agencies such
as the Division Vocational- Technical Education, Maryland State
- ) Department of ﬁ'Ucation
. The Dean of Institutional Research and Analy51s may be requested by the
+ President or campus.dean to assist in the evaluation of the committee -

4 system or the efféctiveness of particular committees. '
6.417  COMMITTEE RECOGNITION - A, N =,
. Appointment and service ;f tommunity advisQrwy committee membersvmax bdg [
' recognized through a variety‘of ways including: , ) ' \\
s Modification 126, April 25, 1975 - 4 b? : : \
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a. Presidentiél.fhuitathnlfquerve on a comqittéé, accompanied by
. 'a copy of the Board resolution of appointment..

. b, Certificate of appointment.
c. News release on-appointment.

» 'd. Board resolution of appreciation.

N ;
. e. Certificate of -appreciation. J

f. Letter of appreciation from the President.
»

. , g. Listing of names in tﬁe College batalog, or in another apprdprijte
publication. ¥ . : )
L , K
h. Invitations to attend college 'functions. w .
- . ) - ~ ‘e
6.60 COMMENCEMENT EXERCISES .

v . '
'6,.601*  POLICY (Boasq\sf’Trustees, May 12, 1975) ‘
- o

. .

v * - ’
a. Commencement 1is a'significant occasion for the College to recognize the 4
academic attainments of its stidentg. Commencement ceremonies may vary
- " 7 in their content and format from year t¢ year and may be‘eithe;xCollegé
. and/or campus in their orieqtatioz\and/or location and are normally

. conducted annually. ) ' .
- . . ‘ ‘ .Y

: b. The College President is authorized to publish implementing ptocedural
- guidelines for 'the establishment of commencement exercises. In so
pdoing, he may delegate to the campus deans the responsibility for
) appropriately planning, coordinating, and conducting commencement , , .
3 - exercises in thé environs of their iespective campuses, provided that °
Yok ) each- campds .dean has received the approval of the President for such a
N campus ‘commencement. A coordinated, detailed\commeﬁcémjg: plan is to
. be-submitted to the President by the campus dean no later\than November I

if the éampus dehn desires to conduct a campus cOmm?ncéhent. _
}) - | ., — . .
\ . ¢. In the event a campus commencement‘png is not approved, commencement .
will be held at a location and timé, and in a fermat, specified by the
, President and designated in writing to each campus déan by December 1. '

. h¢

-~

6.602 GﬁﬁERAL ADMINISTRATIVE PROCEDURE oo ' . S

«, o - .. ' T, . . . . :

. iﬁb a. As commencemen’t is the recognition of achievement by students through
! “the academic programs of the College, annual commencement exercises

are a significant part of 'the academic calendar. g

”
N 3

. b. So.that order and detorum commensurate with the ‘commencement occasidn
are maintained, administrative proceduges for commenéement aré

IToxt Provided by ERI

°r8i?i<§d in three sections;- . \
. ’ N ,
} 7, (1) College Procedures - Procedures applicable for all commencement .,
el c planning. ' ‘ . N N
’ A
\(o | : 457 A o
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c.

-

3) . SeCondary Campus Procedures - Rrocedures for ‘which the campug
’ dean’ certifies to the President there is or will be full

(2)

v\& 31

A

-

. ,
Primary: Campus Procedures - Procedures which are prepared

ﬁ‘
N

when commencement is conducted by ‘the respective campuses and

which require the specific approval of the College President.

cdnformation and %coordination.

The campus deans may develop procedures,

above,

for internal use on the respective ‘campuses. .

COLLEGE PRDCEDURES

The following procedures are applicable to all formal commencement eéxercises
held at Montgomery College'n ’ g

a.

b.

”~

Selection,of Commencement Dates

(1)

(2)

When campus commencemerit exbtcises are held the campus dean serves as ©
the Deap of the

Marsh

Faculty serves as Marshal.

(1)

<(2).

do

~

v

X

.

"
When commencement exercises are conducted by’ the respective

<

\

1D
Ty

in addition to those cited

/

!

¢

campuses, such exercises must be scheduled on non-conflicting

dates in order to permit attendance by all persons ,who,.by

virtue of the authority vesteﬁ in them, must be present at each
commencement exercise of the College.

The commencement exercises must be scheduled to alldw sufficient
time'after 'final examinations for the processing of final grades,
the certificatidn that individual requirements for graduation have
and the printing of material

been met,

commencement. .

-

Friday, the 13th’ calendar day ﬁfter classes end, with other

commencement exexcises, if apﬁroved by the President
-on subsequent days.

The campus deans will.recommend a commencement date, or commencement
dates, ‘and advise the Directortd! Internal Management of the date(s)
selected in sufficfent time for presenﬁhtion atthe August meeting

of the President's appropriate Advisory Gouncil.
Internal Management will advise the Calendar Committee of the final ’

5

-

s that are necessary for
Commencement exercises Eormally will be held on a

to be held

A}

The Director of

dates approved at-the PAC inaﬁime for inclusion in the detailed

college calendar, wifich normae%y g conqideredﬁ?zvthe President

~

in September

(See par. 6 07

4 ."
* Development of Commencement Proggam!jJ

1

-

al, If the commencement exercise is centralized

Processional’

Invocafrion by invited clergn
Welcome by representative student(s)* of the campus(es)

Remarks by College PreSédent

»

N
LS

U‘

{
*A

The program should include

L 4

.

-

4

#Selection of sfudent speakers is coordinared by an appropriate College administrptor,

usually the Dean of Student Affairs

L)

[]2\‘:odification 127, May 23, 1975
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L ' (5) Introductioné by campus dean or President -

(6 Address‘b9 %uest speaker . . .

(7) Presentation” of the graduating class by the President and campus
deard and awaxding of degrees/certificates by the Chairman of the
. Board of Trustees. .

’ - . »
(8) ‘Benediction by invited clergy
« (9) Recessional ! ) .
.. e ' = .
‘ There’may be minor program variations, depending on whether the
commencement exercise is centralized of campus. For example, if
+ centralized, and the Dean of the Faculty serves as Marshal, the .
. , campus deans may present the gradudtes of their respective campuses.
If campus, and the campus dean serves as Marshal, the . .campus dean' s
designee may present the graduates. Also, if cEntralized the
College President may make the introductions. G
/ c.: Invitatioﬁs to the Commencement Exercise
\ RS .
'Invitations are sent by the President or h1s designee to students,
their parents members of the faculty, faculty emeriti and college
administrators. In_addition to the sQeaker and clergy referred to
- in paragraph 6.603b, invitations to appear as platform guests are
ve sent to current: and former members of the Board of Trustees, local
members of Congress, State and county officials, logal officials,
and the State Board for Community Colleges. All invitations are

- » mailed at 1east tEEEE‘weeks_piior‘to the event. ’

d. Pre~ and Post~Commencement Receptions .
A reception usually is he1d prior to the commencement exercise’
. for pldtform guests and others so designated to afford an
' opportunity to meet, extend gréetings and become familiar with
' . - last minute instructions or chapges. The reception area alsoq 4
. C . serves .as the staging area for the guests on the p1atform A. .o
- . . reception usually is held afterthe commencement exercise for a11
+ students. and. guests. g g / '
4 A , 0 . ' . , . "
6 604 PRIMARY CAMPUS PROCEDURES . “. L. '
- Fd -

L

.
v

a. The followimg procedures are to be used by the campus deans in the
. preparation of the commencement plan; and- specific reférence is
_ to be made to the-digposition of each procedure in the commencement
plan. The Campus Assembly mdy assist the «<tampus dean in the
preparation of the commencemgnt plan. The conmencement plan must
be submitted to the President for his approval by November 1. 4Cainpus
' " deans are responsihle for budgeting or identifying funds ‘to be used
for commencémént exercises. .
u .
. ‘_(1) After approval by the President, a site will be tentatively
reserved for the ¢ampus commencement exercise'by‘the campus
dean. The cotmmencement plan will contain details of the
site's size, location and cost. ]

[ -

. (2) Several.persons will be chosen, in order of éescending' ) R .
preference, as possible commencement speakers. Care will be ,

LRIC . 173 . T
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K X-‘.._ ' , . . .
. taken to maintain this list of speakers in confidence vt .
. -;fto avoid possible embarrassment. Onge the speaker is 'y . T
) ‘ ~ chosen, an invitation is extended by the Presfdent or

his desighee, usually the eampus-dean, as many months in
advance as is possible. . . :

v ©

-y

(3) Copy will be-developed for all invitations to the exercise .
- and correspondence with platfqrm guests to include
-infogmatioﬁ%l letters preceding the event, as well as tihank
you, 1etters after the event, N
Ny \ . ,; ’ / ‘ -
4) An invitation list will be compiled and submitted as part _ :
., DA of the commencement plan. . .
i b. Noéplater than five calendar dafs preceding the commencement
e exercise, the campus dean will submit to the President a chalt

: showing where the platform guests who have accepted ‘their : : -
- ** invitations will be seated. e

¥ B , , " X
</Z 605 SECONDARY CAMPUS PROCEDURES ’ ’ L

-~
- \ .

+Without t &\necessity of providing specific details, the campus deans
’ will certify, to the College President, as part. of the commencement plan,
’ - .submitted by November 1, -that there is or will be full adherence to the
following: . . .
. » . ..
a. Printing will be developed and ordered, in cooperation with ‘the
Director of Publlc Information, to 1nclude ’ .

. (1) InV1tations to the exercise .. . N
(2) Tickets < : , -
(3) ‘Prinzed instructions to graduating students . ‘

-

4) /Printed instructions to others in’the procession ;
, (5) Commencempnt programs N . " : ‘_ .

(6) “\Degrees and certifleates ) . . ¢ .

/ '. - .
b. Inv1tations will be hand addressed "and malled at least three weeks

- prior to the exercise.(see paragraphs 6.603c and 6.604a (3) and (4).)

<

c. Coordination will be effected with the Procurement Office for the
" ordering, distributionsand return of regalia.

. Rooms appropriate for robing will be set gside, -and attendan§s
- xwiTtﬁpe on duty in those rooms to assist where required. Care is
taken to see that appropriate robes ar ‘ordered, where necéssary,
and are on hapd for’ p1atform gﬁests an® that they, in turn, are
., S0 notified.

-
(a7

.

e. Large type scrips will be prepared where necessary, for reading
at the podium. ) . E P

. - ~
’ -~ ‘

f. Appropriate practices and rehearsals will be held.

- g. Arrangements will be made \for pre- and post-exercise receptions
) at a location convenient &o the exercise site. '

| S ~QOu :
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[l ‘ N d . °
Py ‘;;: h.. Sound and auxiliary lighting Bystems will be provided tthere
) o necéssary.. . ; e . T
. = i. Music appropriate to a commeneemeor exercise’ will be provided. . :
. . *, , . . . '
. . P J. Ushers will be appointed to~assist with seating prior to the
. ' ’ , + ‘exercise, - ; . .
v "+ k. Where needed, fleral, arrangemeﬁts wili be videg. <. ‘
' : la. *Information bertinent to the commencement exercise is submitted ’
i periodically to the Office of Public Informatlon for reiease as’
appropriate, ! . .

) m. Other arrangements: that dre necessary for an orderly and decorous
. ! comtmencement, will be made as needed. Y - (\ !

. 6.606 o ALUINT RECEPTION - . : S o

. The Dirtctor of Public Information may arrange, in conjunction w1th a
> Montgomery College’ commencement exercise, for g reception in honor of
former graduates.: ‘ .
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7.40
7.401

7.403

\). .

.-

TRAVEL o ' ' :

GENERAL - - ‘ o "7’77

Employees of the Board of Trustees who are required to travel on bu81neSS pertaining
to the[College will be reimbursed dependent upon the type of travel performed, local
or distant. Specifically designated students; whe are members of college-level com-
mittees which function under the approved statutes for the governance of the College,
are also authorized local travel reimbur§ement. Regardless of the typé of travel, -
when vehicles are used, individuals going to the same location are requested to use
one vehicle only, unless the capacity of the vehicle is less than the number, of
persons involved. Since the total amount of travel funds is limit'ed, payments from
such funds are governed by the following guidélines. Should budgeted funds for
travel “become jnsufficient .to support payments as explained*herein, temperary
modifications to these procedures Wlll be issul d by the Director of Finance.

LOCAL TRAVEL (PAC, April 29, 1971; une 26,,1971, Modified Nov.21,1972)

a, local travel, as used in this manual includes, but is not limited to, inter- .
campus travel and travel between an individual's assigned campus and other
points of business. . It does not incdude travel: . N ‘e /

President,

(1) For which overnight accommodations are required. <

(2) For which round-trip m11eage exceeds 300. ) /

(3) Between an 1nd1vidua1 s assigned campus and his residence, for normal duty
during regular work days. . Mileage between an individual's residence and a
campus other than the assigned campus may be reimbursed in the case of
authorized travel to the other campus prior to reporting to the assigned
campus. In such instances reimbursement'will be only to the extent that e
the distance between the ass1gned campus and the residence by’way of the
other campus exceeds the direct distance between the assigned campus and
the residence. Round-trip mileage between the residence and a campus
other than the assigned campus may be reimbursed in situations where it
would have beep impossible, impractical, or 1neff1c1ent to make the trip
enroute to or from the assigned campus but only to "the extent that such
m11eage exceeds a round trip between the residence and the assigned campus.

To or from, places of business located on a direct route between an indiv-
idual's assigned campus and his residence, unless it would be impossible or
D impractical to make the required visit to these p1aces of business enroute
to or from the assigned campus.  If a place of business, is visited enroute
to .or froni,the assigned campus, and it is not on the direct route between

- the home and the assigned campus, reimbursement shall be based oh the
difference between the mileage between. home and assigned campus by direct .
route. ¢

(5) To and from meetings of the Board of TruBtees, except where the individual .,
« . 1is required to attend such meetings by virtue of:

» .t
- s

- !
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Cc.

d.

e.

f.

Y a.

/.

7.404 DISTANT TRAVEL (Appr‘bvc'd by the President, November 21, 1972) \

, (a) The office id whHich he is serving. -

(b) Material he mus; personally present to the Board, or _

(c) A request from his. supervisor. ° *

When one of the above qualificathﬁﬁ is met, the round-trip travel shall
be reimburgable’regardless of the campus on which the Board of Trustees

meetin s held. f
b 4 g$&

Authorized travel between campuses is that which is necessary to attend
scheduled classgs, departmental meetings, and officially scheduled meetings
of the college staff or faculty, and return to the assigned campus when such
is required.' Distance between the RocKville and Takoma Park Campuses is
officially recogn1zed as 15 miles. ‘ .

Authorfzed travel .between a campus and a place other than’ another campus is
that which .ds necessary to conduct official college business at the second
place. This would include travel between a campus and scheduled classes
off’ campus, e er gy, physical education classes qp golf ranges and bowling
alleys and nursing classes at hospitals. - , R
Authorized personnel are, reimbursed for the use of their privatéiy owned
vehicles at the rate of 12 cents per mile traveled. They may also *be
reimbursed for parking fees. b When two or more individuals travél in the
gsame privately owned vehicleL only one person will receive compensation

for the mileage traVeled, ugually-the ownerr The driver, if the owner,

ig not present, may teceive a mileage payment if one is not claimed by
the owner. (M11eage~a1fowance approved by Board of Trustees, 1/21/74 )

Reimbursement for travel will be made only to those individualz}who submit
an approved "Statement of Local Travel Expense', MC Form 7. 403.u This form
gay be obta'ined from the Office of the Director of Procurement pn Stores
Requisition, MC Fqrm 7. 506. Monthly statements should’be submitted to the
appropriate departmental chairmen or staff supervisors for approval no later
than the third of each month for travel during the preceding montli. State—‘
megps should be pracessed through appropriate account mapagers 0 as to
ach the Director of Finange by the sixth of each month. ; v

An wnual record of expense (MC Form 7. 403f (2/1/75 icugred fbl local
travel for each individual member of the faculty and adm1n1&;rat1VQ

staff is .maintained in the Office of the Director of Finance, : y

i

. . » . '
Distant travel//usually used in conjunction with leave for professional
meetings (paragraph 3,435), is travel which'mects any once Qr more of

“the following criteria:

(1) Overnight accommodations are required. * .
4 * 4 . - .
(2) Total expense incurred foryall reimbursegble items related to the
trip, including conference registration fees, exceeds $50.00; .
(3) Round trip mileage exceeds 300.° / T - N

Ay

. Requests for approval of use of college funds and shbsequent reim-

bursement for expenses incurred on distant travel will be submitted
thfough the individual's supervisor on the Forf. for Request for
Leave for Pro’cssional Meetings and Special Funds, MC Fonn 7.40.

[]2\‘:1cat1on 125 March 14, 1975 _ :E()
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7.404 -
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‘ (1) Distant travel, for members of the Faculty, for which reimburse- ¢

ment is to be requested must first bé approved on the Request 4
+  for Leave for Professional Meetings and/or Special Funds, by .
' their Department Chairman, Division Chairman/Academic Dean, and *
- Campus Dean. '

(2) Distant travel by members of the Administration and Staff, for4
which reimbursement is to be requested, must first be approved

by the individual's immediate supervisors. Final upproval is . )
granted by the College President for the Campus Deans, Dean of
Administration, Dean of Education, Dean of the Faculty and /

personnel assigned to the President's office. The Campus Deans,
Dean of Administration, or Dean: of Education approve requests
submitted by personnel assigned respectively to the offices . '
supervised by them. . . e
¢, Travel to distant points may be made by any conveyance desired'by the
individual. Reimbursement for travel by private conveyance, however,
will be made only on the basis of the lesser of 12 cents per mile or

t@e<cost of a tourist ticket by air. Actual tickets, if d sired may

AT - v

be, o tained through the College. When air transportation 1s used,
traver Teimbursemént will also include the cost of travel tween home _ .
and airport, airport and hotel at destination, and travel tween . v
hotel and place of business at destination. ‘In addition toYtravel
reimbursement, individuals are authonizéd reasonable reimbiug ement

for the cost of meals and, updn submission of a paid bill, ernight

lodging. (Mileage allowance approved'by Board of Trustees, 1/21/74.) )
d. An annual record of expense (M Form 7.404 (2/1/75))incurred for.
v distant travel for each individual member of the faculty and: ' .
administrative staff is majintained in the Office of the Director -

of Finance.

e®

7.406 USE OF COLLEGE VEHICLES ) ' . . .

. . . . ~
-

< a. General
‘ Al

Whether travel on offfcial business by Faculty, Staff or Administrators Y
is local or distant, college vehicles, if ayvailable, should be ysed. £ )

When this mode of travel is used, no monetary reimbursement for ‘mileage

. . 1is authorized. Requests for the use of. these vehicles should be made to _
the responsible office well in advance to insure their availﬁbility
Priority for the use of vehicles will normally be in accordarce with the
requests recelved. Exceptions, if any, will usually be based on obtaining
the greatest economy in the use of college travel fundsv

-

b. Resgonsible Offices Ny .
/ S (i) The Office of the Campus Facilities Manager 'is responsible for the’ daily i
e control of Vehicles assigned to the Rockville Campus.
(2) The Qffice of'the Busine ger iséresponsible .for the dafly control
B ~of vehicles assigned t<’g§e\$akoma Pairk € ampus. .

(3) The Office of Internal Management 1is teronsible for the daily control
of;Vehicles assigﬁed to the.Central Administration..

‘ ~
‘

4 - . '
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~ c. Procedunes . v, -

The following procedures ﬁ}ll govérn the use of College vehicles

(1) On the campuses, keys are maintained in the Security Office; for the
"Central Administration, keys are maintained in the Office of Intlernal
Management. When keys for a vehicle which has been reserved are pitked
up, the operator of the vehicle also obtains a Motor Vehicle Trip Form,
MC Forw 7.406. The trip form, fully executed, is to be returned with

) the vehicle keys at the conclusion oﬁ‘\he trip M
’ .

(2) Nofmally, employees m2y not drive motor vehicles to their home. When
it is necessary ‘to do so, however, the employee must include this
‘ information on the trip form. G; by ] ‘

ES

(3) Gasoline and oil for college vehicles are to be procured from the\iincoln
. , Center or the Randolph Road Depot of the Montgomery County Public Schools
AN which wjll bill the College for supplies used. The gasoline dn the ,
storage tank on the Rockville Campus is reserved primarily for use of
Y 4 utility vehicles assigned to the Rockville Campus.

¥ (4) When fuel is needed and the vehicle is distant from MCPS facilities, ov/
the.need is. at an hour when MCPS facilities are.closed, the operator = - .
should purchase gasoline or oil using cash’ & his own personal credit
& . card. If.usipg cash, a cash receipt must be dbtained and att ched te
~\\ the monthly "Statement of Local Travel Expense', MC Form 7.403, ih order
to secure‘leimbursement 1f the individual uses his personal credit
card, he should attach his copy ‘of the voucher to the Statement of
Local Travel Expense in order to secure reimbureement

’

(5) No vehicle should be returned after use with less than one fourth of
a tank of fuel. -

(6)' No. vehicle is to bkégway from the College OVernight unless’ permission
" is granted by the responsible of?ice. Hormally, college vehicles
will not be kept out overnight locally.

-

R (7) Normally, vehicles are to be driven only by Administrators or members -
of the college Staff or Faculty who possess a valid operator's license.
Students are not normally authorized to drive college vehicles. In
unusual circumstances, permission may be granted only if the student is
over 21, pdssesses a valid -operatpr's license, and recefves permission
from the oPfice responsible for the operation of the particular, vehicle.

(8) Hitchhikers shall not be picked up. ' . .

. -

(9) 1f mechanical failure occurs to a vehicle within a 25 mile radius
from the responaible office, the responsible office should be con-
tacted. Otherwise, a nearby local garage, preferably one which
‘specializes in the make vehigle affected,,snould be contacted for
assistance. If iiL is estimated that repairs will exceed $100, the
responsible~office should be contacted for clearance prior to
authorization ¢f repairs., Bills for repairs should be turned in
to the responsible office for reimbursement from the appropriate
vehicle repair account.

)

W

(lO) A driver of ‘a College vehicle involVed in an accident should

wll Toxt Provided by ERIC

. immed{ately contact thc local police ard the Director of Internal o
. Management ¢
ificat;ion 116, June 21§ 1974 AR -
ERIC |
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! . 1.482

. PROPERTY CONTKOL PKOCEDURE: (PAC, December 21, 1972)

Modification 108, October 1, 1973 - 0, r

/. B ~

General /. 4

Pfopgr accountability of all gollegé assets is essential to the fylfiliment
of the legal obligatdions of the institutfign and to the aghieveﬁbwz of a © ,
high degree of fiscal“responsibility. The following procedures provide a .
basis for accurate property control. ( - . R

o

DETERMINATION OF INVENTORIAL PROPERTY -
a. Any unit of furniturg or furnishings, whether movable or' fixed, or any
instrument, machine, apparatus, or set, of articles shall be considered
as an inventorial item of property and, thercfore, an integral part of |
the net worth of the College if it meets all of the following coﬁ{}tions:
- Y

(1) It retains its original shape.ﬁnd'appearance with use. °
) ry . = N N - 4

.(2) It is non-expendable; that is, if the article 1is damaged or. some of
its parts are lost or worn out, it is usually more feasible to
. repair it rather than replace it with an entirely new unit. f”
- \ +
(3) It has a purchase price of $50 or more.
x(4 It dcec not loce its iéentity through incorporation into a
_ different or more complex unit or subétance.

(5) ft_has a'life.expectancy of three or more years.

b. Property not meeting all of the above conditions may, nevertheless, be
declared inventorial if it represents an investment Of money or embodies
certain other charactgristice which, in the judgment of the Director of
Procurement; make such a declaration desirable. Such items would
include, but not be limited to: electric hand tools; camera lenses;
movable tub files; sets of jtems where each individue) item is valted

at less than $50; and individual items of furniturz, such as secretarial
chairs, which have an extremely long life. Persons requisitioning
property may, if in doubt, contact the Director of Procurement to detere
mine whether an itcm is inventorial and, therefore, whether it should be
purchased from a supply or an equipment account. .

c. At the time a purchase order is issued for zny goods, the Director of
Procurement wilJl note on the purchase order those items which are
definable as inventorial property.

DELIVERY OF INVENTORIAL ITEMS . \
‘ \
Regardless of the campus for which the internal,inventorial.proper\ is
intended, all items of inventorial property will initially be delivered to
the Central Receiving Section of the Office of Procurement (Rockville Campus)
where An identifiqation [fag (number) will be permanently affixed., 6 At the
option of the Director of Procugement, certzin inventorial property may be
delivered directly to a using department or otfice if delivery to Centgal °°
Receiving would prove impractical. In such instances, Central Receiving

pgrsonne} will affix the identification tag (number) on,site as sobp F ¢
after delivery as possible. (Sec also baragrnphfz;ﬁfﬁ/é \

L]
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7.483 L : >~

7483 FORMS USED IN PROPERTY GONTROL -

a. The Property Control Report, MC Form 7.483 is the document used for
the €stablishment of control over inventorial propertyswhen it is

" received et the College. Specifically, the report is used in .
fulfilling t:he ﬁollowmg functions: x : !

\(l) Establlshgng Control over Ne% Inventorial Items of Property T

When a Ew item of inventorial property arrives at the Central - \
.Receiving Section, the receiving clerk wifl riotify the requesting

v "offife And the persor respdnsible for control of that type of

/ * property in the departmknt or office concerned. From the latter,

. 1nfbrmation will be obta1 ed concerning tHe final location of the
T {tem received such as building, floor, and room number. A P;operty .
. ' ,/ . Contrgl Report is then prepared by the receiving clerk and . ,

delivered with the property. The Property Control Report is -

] . religwed by the person responsible for confroL\of the department's |

) D or office's property.who then signs it, signifying his receipt and “;}
. 3_ hingespon81b111tv and, accountability for the. desigiated property. |

’ He detains a #6py of. the report; the remaining copies are returned |

o ; to the,Office of the Director of Procurement for distribution. - S

: o N ik

\
|
(2) Reporting Data Elements to Data Systems _ .. }

-

If an 1tem is defipable as inventorial, a copy of the Property o’
- Contrdl Report is sent to the Director of Data Systems prov1d1ng
him with the f0110w1né appllcable"informatlon for incorporation

7 into the data base on property:

. " . < i
v

> 1w
.

’ L 1 R [ R
. N , A
. (1) College identification (12), Vendor's number

. number, unless inappropriate (I3) Expectad life
"y (2) Article description - (14) Purchase order
(3) Location Ey campus . '(15) Federal property-notation
P (4) Location by build1ng - (16) Property description code )
. (5) Location by room (17) Budget type (operating or_,"
, . (6) Department assigned capital) ¢ ’
(7) Manufacturer . (18) Notation-as to whether
. (8) Model number . ,* item is purchased as an .,
' ; . (9) Serial number ‘ original item, a replacement’
. - (10) Acquisition 'cost ' item,6r has been carried in
(11) Year of purchase (and of ) inventory indefinitely. -,
acquisition, if differgnt) ) 1
b. The Change in Status of Property Form, MC Form 7.483a, is used whenever
there is a change in the status of property once control has been
established, Specifically, tHe form is used in fulfglling the .
following .functions:

! .
’

‘L

(1) Reporting Movemgpt of Property

If inventdrial property that ordinarily occupies a fixed ~ .
location is moved from one room to,another for a period exceeding
., 14 days, even if it remains withln the same academic department .
[l ﬁ, ’ * !
1.@-’
) S

.

)dlfication 128, July 11, 1975
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. . 7.484

. /’ or,adminigtrative office, or under the same responsibié person, such
‘ , . movement is to be recorded on the Change’in Status of Property Form, .
; MC Form 7.483a. Onec ¢opy is' to be retained and the remainder forwarded
o » to the Procurement Offite. - ) T ,
Y ,f‘ 2(2) Reporting Property That Is Loaned .
A " Any property that is to be,ldaneq by one department or office to
f“ another department or office for a temporary period.of time (in excess

of ¥4 days) mudt be reported to the Pf?curement Office on the Change in
Status of Property Iorm, MC Form 7.4834. where a notation will be made
ooy of the temporary location of the item. \When the item is returned to
P the original department ot office, the Procurement ©®ffice will be
advised in order that records may be kept\current. However, certain
inventorial equipment, which by its naturé.is subject to movement in .
and out of a department, will be considered as a pary of the permanent
inventory of that department and will be so zanorded£ Responsibility
. %s vested in the department for maintaining Y{ts inventory record.

' (3) Reporting Trades, Transfers, or Declaration of Surplus Property

Each item of property which is traded, transfetred, or declared
. surplus (see paragraph 7.508) will be recorded pn a Change in Status
of Property Form by the responsible person.in the department or office |
concerned. One copy is to be retained and the remainder forwarded to
the Procurement OfficeL.{ ' '

¢. When it has been determined by the person who is accou*table that prapgfty
is missing or destroyed, it is both essential and mandatory that the loss
be, reported imme iately by the office involved to xhejappropriate campus
security office pn a Property Loss form, MC Form 7.376. The department or
qgfice completidg the Progerty loss form is to retain one copy for its «
records, and ayi remaining copies. are to be immediately forwarded to th%{\-’/
. appropriate se¢urity office. After its initial investigatigqn, the Secuxity
.+ _Office will forward a copy of the Property Loss form to the %lrector of
Procurement and the Director of Internal Managemeént through the campus dean.
-(See also payagraph 7.376.) -

d. When new prgperty is requisitioned for the replacement of existing property,
the Montgomery College identification number for the replaced property must
be noted o? the requisition for the new property.

7.484 INVENTORY Ii/zNTIFICATmN TAGS,

a. Afte ,;E eipt /of the'goods'in question, the rgceiving clerk wilt etch the
propeyty contdpl number on the property or will affix to the property a
permanent, non-ycmovable inventory identification tag coritaining the
property control number. The number etched on fhe property or indi'cated on
the Sag\yill be recorded on the property control report 5ogether with a
notation.\as to the location of the identifying number on/the particular item
. of inventorial property., In the event of crated materials, the receiving
% clerk shall assign and affix the. inventory tag as.soon as the materials are.
. uncrated. Such labéls will be placed on that part of the surface of the
.equipment nok subject to.wear. The number will also be placed, whenever
v possible, so that if is visible withput moving the equipment.

* .

b. In the event that an inventory identification tag becomes detached, the
tag must be retyprned to th® Procuremeént Office rather than attempting to
. replace it. In\the evént that an inventory idemtifitation &
. * tag is discoverel missing, the Procurement Office should be notified.

i

oMrdification 128, July 11, 1975
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7.49  PURCHASE OF INSTRUCTIONAL SUPPLIES (PAC, May 30, 1974)

a. General Guidelines

¢ L

. * (1) The College budgets, pgfcﬁQ§eq; and bays ‘for those supplies
' and materials which are consumed,.destroyed or expended in
, the instructional prbcesses, or which remain with or are
disposed of by the College fo; lowing*completipn of -a course. *
'Students are expected to pay for those materidls and
o supplies which they retain aﬁterﬁtakiug a course. Instruc-
> . tional supp¥ies a¥e calculated overall for each campus in
accordance with campus ‘standards of $2.50 per student .
enrollment for the Takoma Park Campus and $2.00 per® student
.enroliment for the Rockville: Campus. The standard for the
Takoma Park Campus is greater because enrollments are
_ ~\smak1er and thé Allied Health Progxam courses typically
‘require greatet supply support. -The total amount generated -
by these standards. is distributed among' the’ academic
departments by the campus deans, not to exceed the campus -

average per student entollment (Ang?ved by the President,
1/24/75) . -

. (2) *Dissecting toola; 1nbogatogy aprons, slide rules, elaborate
picture frames, 'etc., are examples of supplies which are kept
by students after completion ‘of & course, ‘and, therefore,
must be purchased by them.

r -,

(3) " The, College is expected to budget for and to supply such

. items as: chemicals, fetal pigs;y stage\cosmetica, bulbs for
. S projectors, ink for preaaea,,instructionak equipment supplies;

e hazardous materials, supplies carriildr over from year to year,

Y items normally expended durifg the ®ristructional process, and

~ supplies which cannot be made available except through
.- special purchaae orders.
W .
_ . b. Administrative Procedures . ) .

Pl »

*.(1) Each academic department, using the general guidelines,’ vill
establish lists of those items of supplies and materials which
should be paid for by students. . When & Eecific course 18

- - given on more than one campus, and student supplies are

fﬂ involved, the inclusive list preparéd--ag to what supplies, if

required, will bepaid for by students--should be agreed on in/.

adwvince by the department chairmen, so that there is consistency
' among campuses relative to what the College budgets for
' within the general’ guidelinea.

v (2) Campus Deans bill be furnished the approved depdytutental lists
. of atudent-aupplied items for appr‘priate diat<\ tion:

(3) Any instruotional supplies which students’'are required to
furnish :should be available at the Campul ‘Bookstbre, or from
local compercial sources. .

¢
4 ~ -

()] Paragraph 7.49a (1) dbove will be included in the budgetary
'atandarda.

L ]
+ ¢ .
~ oyl * »
Y

“
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- CHAPTER IX - T K
< ‘ ACADEMIC REGULAFIONS
' 5 ' : ) N\ .
POLICY CONCERNING ACADEMIC REGULATIONS ~ e

¢ . N

Acting under. statutes approved by the Board of Trustees in January 1950,
the faculty of Montgomery College adopted with the approval of-the .
President, the following policy q’garding academic regulations:
- ) » '
a. An academic regulation shall be defined as a rule which applies to
members of the faculty and staff, and/or students, and which.directly
"affects the academic standards of the institution. ,

b. It shall be tht duty of the Committee on Agademic Regulations to
recommend to the facult adoption of such amendments bf the regula—
tions as it deems necess . ,\\
c. For purposes of organization, regulations shall be numbered from

9. lG to 9. 99 and shall be classified as fqllows

. )
s ],9.10'— 9.19 Admission and Readmission
. ) 9.20 - 9.29 + Acceptance and Evaluation of ‘Credits . N, ’
- » 9.30 - 9.3% | Graduation . , )
9.40 - 9.49 ~"Grades and Scholastig Honors Lo~
9,50 - 9.39 Unsatisfactory Academic Brogress ) . .
. 9.60 - 9.69  Registration
) 9.70 -~ 9.79  Academic Programs . -
9.80 - 9.89 Classes and Instruction
9,90 - 9.99 Petition and Appeal

~
Where subclassification is necessary, it shall be accomplished by
attaching an additional digit to the regulation number. Regulations
* may be divided into sections without subclassification where thfs
. procedure seems advisable. When a regulation fits equally well into
two classifications, it shall be placed in the earlier one.

d. Academic regulations for whi®h the student’ is to be held primarily
responsible shall be~preceded by an asterisk.
,
e. An acgdemic regulation shall become effective only at the beginning

’

of an academic year and only after £he Eollowingszconditions have been |,

© fulfilled: -d
(1) The regulation has heen approved by the fiaculty. Pt

(2) A revised list of the academic regulations has been published by
* the Commit on Academic Reguationsgand distributed to the
faculty: .

]
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(3) The faculty and the President have fOrmally approved this
. list for the following year.

. {

' ) (4) The regulations preceded by an‘asterisk have -been madé avgil- ° ’
: able to the students by ingertion in some official publication
of the College. " i . - .

s

£. "In the event that the conditions in paragrhph e hage;qot been.met, the
academic regulations fér the preceding year shall remain in effect.

g. In cases of urgency, the faculty with approval of the President, shall
take action superseding or augmenting the academic regulations without
regard to’paragraph e. Such action shall be classified as a temporary
regulation and shall be in- effect only for the remainder of the year.

h. 1It. shall be the responsibility of. the campus committee on ecademic’
sppeals to review such cases as specified im the regulations and to
consider cgses in which the application of an academic regulatidn to .
an individual mdy not be to the best interests of the College and the
students. The faculty may make pfovision.in the regulations for

. delegating to the campus committee on academic appeals the power to ,

- = set agide certain specified regulations i individual cages. In, the

- event that the\campus committee on academic’appeals shall make an -t

- exception,. it shall be reported to the faculty wia published minutes oot
Jd for purposeg of record. . . . -
i. It shall be the responSIgility of each member of the faculty and the
' staff <tp see’that the academic’regulations are followed and to, report
any noncompliance to the campus registrar. It shall be the duty pf the N
campus registrar to make known to his respective associate dean 0 :
students or campus dean, or both, any such noncompliance for appropriate
‘ action. T , ,
3.- Each stuLent shall be held accountable for the knowledge and understand-
ing of the rules and regulations. Any deliberate attempt on the part of
_ a student to evade compliance with an academic regulation shall be
reported to the appropriate associate dean of students or.campus dean.
' (Adopted March 19, 1954) ’

¢

. . Kl .

k. It shall be the responsibility of the admissions committee on each
. campus to ac{ on all cases of admissdon or readmission to- that campus
S of the College’ ,

¢ -

9,05 ACADEMIC REGULATIONS IN EFFEC‘I FOR THE YEAR 1975-,1976

The following paragraphé comprise a complete list of the cademic regulations
which have been approved by the President and the collége faculty., The dates
following each regulation indicate .major revisions, approved by the President
and ‘the faculty or minor editorial corrections Suggested by the Committee on
Academic Regulations and approved by the President. Where more than one date
' appears, the last date is that up6n whith the regulation was approved as it
» now stands.

.

!
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,PROPOSING CHANGES TO FACULTY REGULATIONS ~ - . (\

9.07 °

Il
L

In order that proposals for, changes to atademic regulations mi%ht contain .
the specificity needed for the Academic Regulatidns Committep to mdke a
sufficiently well-informed dppraisal of them, the Faculty Senate has ,
apprgved a format for use in proposing such changes. Tha format to be used
is published as Appendix B of this Faculty Handbook. , . (U
. e f »
9.10 GENERAL REQUIREMENTS FOR ADMISSION
T .

a. ,Criteria <

.
ce -
. -
A .

admitted to a degree

*9,101 MATRICULATED STUDENTS

<

Matriculated;students\ane those persons who are
or certificate curriculum. To be admfgted as a matriculated student °
in a curriculum, & applicant ‘must meet any one of the following
ens: ¢ be a graduate of a secondary school or the equivalent;
srmission of his or her secondary school principh; to waive
deniot yemr of high school; or, have earned 12 hours of 'college
Mont gomery College or any other accredited institution, with
a cumulative~gfade point average of ("A".is equivalent to 4.0) or
better. Matrh ulated students may aigend the College either full-time
. or part ~time ) TN v

F 2 , .
\ ‘ b.. Admission Procefires Y
"t ~ [
Applicants for admission,as matriculated 'students must meet the
»,following requireménts:
’ . . — ' -
/ .. - .
— (1) File a forimal application.
‘ (2) Pay she épplication.fee. . ; - .
-~ . . Q ] ,
(3) OGSubmit, for the highest level of education completed, high,school
" transcripts indicating graduation, or certification of high 8chool
. equivalency or completion, or college transcripts. In additian,
i for a high school juhiqr seeking admission as a matriculated student,
’ a letter must be received by the College from the pringipal of the
high school attended,, expressing the opinion that the student is
p qualified for college aem waiving completion of the student's fihal

high school yeay -
S ~ (4). Submit the required college health form. Tﬂgg form may either be
- filled out by a physician or be completed by the student as a
self report.

! .

/
For some curricula, it may be necessary, because of limited
. facilities or limited numbers of faculty, for. applicants to obtain
the approval of the curriculum coordinatotr or depaytment chairman
in order to be accepted into a particular curriculum.

«
hd . - -

¢
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me. Foreign Students ) \' * Y,
"._ / . ’
Fpreign students applying for gdmission-as matriculated students must
tnmet the following requirements, in additfon to the general requirements

for ﬁatriculated students shown above: * ' f
? t ] .//u
. . () Submit application and all supporting data prior to the deadline
¢ establislied for foreign students. An early application deadline '

18 necedsary- for foreign students to allow college personnel
sufficient time. for tke proper evaluation of academic record and
— / test scores, “\n <

. . -

N 2) 'Have a personal interview with the ereign studertt advisor on the
’ campus to which applicatipn is being made. L

2 (3) Provide evidence of satisfactory English language fluency. '

'Foreign students whose test scoYes and academic records indicate defi-

ciency in English language fluercy wi l be admitted as special students

while they take appropriate counses designed to improve their language

fluency sufficiently to benefit rom regulag courses. “ . .
’ - (March 19, 1954; _March 3 1964 November 16, 1967 May°'19, 1972;

¢ June 6, 1973) ° -

\ T
L] - - 4 .

" %9,102 SPECIAL STUDENTS -

v

a. Criteria , . )
Students who have completed their high school requirements,or who are
.. beyond noxélal high school age, and who feel that they can benefit from
! : the prbgrams of the College, are admitted as special students to enroll
¥ in collt courses. 'FStudents who are within'normal high school age and
have not 1 ompleted their high school requirements are normally admitted
to the College only following completion of the eleventh grade. Admission
is granted either with a letter of permission from their principal, waiv- |
ing for them the compleiio of the final high school year, or in the
early placement prograd of*the College. . Special students are 'not
candidates for a degree or Eertificate, but may so qualify by fulfilling
the admissipn requirements for .a matriculated student “»

~ e

R

. b. Admissidn Procedures

§

AApplicants for admission as special students must meet the Sollowing
A requirements: R #
. S s

- ®
S (1) File an applicaﬁdoﬁ%ﬁ

\ R [
- (2) Submit evidence of eligibility if they wish to enroll in more ,
than two oourses concurrently: .

(a) Those attending college during the semester prior to appli-
cation must show evidence that they are not under suspension

at-their former institution. ,Students urider suspension ar? -

f’?7 N
o o w YV 7%

M




9.104.

*9.15

*
£

%;

9.151 o INTERRUPTED ENROLLMENT : o

\'_\ v "
restricted in enrollment to two courses until they satisfy
reQuirements for terminating acddemic restription.

(b) Those attending high school during the semester prior to' -
application, and who did not graduate, must show evidence
of satisfactory academic status at thé aforesaid school.

(c) Evidence for the above may be in the form of grade reports

*  or a letter from the principal, dean or registrar, or a
facsimile of diploma, or a transcript of the.academic record.

c. Foreign Students :

Foreign students who, because of deficiency in English language
fluency, are admitted as special students may be limited to
enrolliﬂé only in those eourses designed to improve their language
skills.

- . (March 19,1954;March ?,1964;June 11,1966;June 6,1973)

\ L3

EQUIVALENCY STANDARDS ‘

-’,/'
An applicant who furnished high school equivalency through tests of o
General Educational Development must attain scores which correspond to
the State of Maryland's regulations for receiving high school equiva-
lency diplomas. . .
- a (May 19, 1972)

y ADMISSION ‘OF STUDENTS WITH ADVANCED STANDING "

An. applicant for admission with advanced standing 1s subject to the
provisions of Regulation 9.211 - 9.215. -
(March 19, 1954; July 15, 1969)

“ ‘ Y
READMISSIONS B ? _

t

Students who have interrupted consecutive enrollment in the College for
any reason must file with the Director of Admissions an application for
reenrollment which must be approved by the appropriate campus admissions

committee.
(May 26, 1949; Mar.T9,1954; #ir.

,1964; June 10,1968) .

'STUDENTS ON ACADEMIC RESTRICTLON
a. Students, who at the end of the previous semester were placed on
academic suspension by their former institutions, will be admitted
to the College on academic restriction. Also, Montgomery College
students who fail to Seet required cumulative quality point averages

will be placed on academic restriction, o
o

L.

AN

I'“P‘ ‘. .
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", , N
) b. Students op academic restriction are permitted to enroll for no
jk Jjpore than two courses during any semester in which they are on .
‘) restriction. Academic, restriétion is terminated when'the student
earns a grade of ''C" o better in each course taken during the ' ®
semester on restriction, or increases his cumulative qd!lity
point average to the required level. ’ -
- (Apr.15,1948;Mar.19,1954;May. 15,1964; June 11;1966;July 15,1969; . J
July 2,1970; June 1, l97l June 6, 1973) )
-

AR BT ADMISSIONS DECISION - - f

A}

- Y

N ! ) The decision in all cases of admission and readmissions will rest with
S . the appropriate ¢ampus. admissiqns committee. <) ~
(May 24,1956; June ll 1966; Jan.4,1968; Jqu 15, 1969 Jan 1, l97l)

921  EVALUATION OF ADVANCED CREDITS o

T 9.h11 _WORK AT OTHER INSTITUTIONS;

- ’ Credits earned at other institutions of recognized collegiate grade are
’ accepted for advanced standing, subject to the conditions of Regulations
9.212, 9.213, 97215, 9.218. . . '
s . 3’\'
9.212 CREDIT FOR WORK AT AND REQUIREMENTS WAIVED BY OTHER INSTITUTIONS
) I‘ I'
a. Credit edrned at any institution shall be transferaﬁle as long as
. , ' that credit was designed specifically for a college program, and
A " providing its acceptance is consistent with the policies governing
Montgomery ®ollége students following the same program. Transfer
] of credits from terminal (career) programs shall befjevaluated on a
. ! courge~by-course basis. Credits earned with a "D"’shall be accepted
) " prpvided the student has earned a grade point average equivalent to
at least a "C" from the sending institution(s)

-

Z"...g,:;v

. |
A4 )
b. If a student is. granted a waiver ‘of a course by virtue of his |
¢ proficiency in the area, the waiver will be honored. A waiver is . |

the exclusion of any course from a given graduation requirement but
is not a reduction in the humber of credits required for graduation.
(May 26,1949; May 6,1952; Jah.4,1968; June 6,1973)

9. 213 NON-EQUIVALENT COURSES

Course content must be equivalent to the corresponding course offered

" at Montgomery College. At the, discretion of the campus pegistrar a
maximum of eight semester hours of credit may be granted for non-
equilvalent courses. !

|

(May 6,1952; June 10,1968)

9.215  CORRESPONDENCE COURSES ‘ -
. ! 5
] N
No transfer credit will be allowed for correspondence courses excepts
as specified in Regulations 9.291, 9.292, and 9.294.
(May 6, 1952)
TR |




¢ . : ’ . I I\
\2 ! . 9.216
\' . , . . e
; ©9.216 QUALITY POINT AVERAGES . - S - N
b . . . = \ . «
e Grades for courses trensferred_from other institutions are not included

’ in determining quality point averages. See Regulation 9.441.
. o (March 12, 1968) :

L]
-

\
. 9.217  CREDIT,BY EXAMINATION - '

In departments offering credit by examination, students may xeceive credit °
under this regulation for courses successfully challenged. Departgents

may. elect one of 'two sading options ‘j .
- a. The grade of "P" will be used to. indicate that the student has passed )
) the exahination with a grade of "C" or better. The grade -of "P" will
—_— not be figured into a cumulative point average. ., .
o . (June 14, 1974) g s
“b. The gradesyof ."A", "B", or "C" may be earped. These grades will be " .
figured into a Cumulative point aver ) g
(May 19, 1 72)
9.218  MAXIMUM HOURS - . -, A
3 ' oo

The maximum credit earned by national testing sérvice examinations and/or |
transfer from other institutions cannot exceed 45 credit hours. However,
in some curricula g« specified ‘number of credits in the ‘major fiéld, beyond
the minimum* indicated above, must be successfully completed within the
department at Montgomery College. . . .

(May 19, 1972; June 14, 1974) . : g /

A
9.29 CREbITS GRANTED FOR WORK DONE WHILE IN THE ARMED SERVICES

9.291  APPLICABLE CONDITIONS
. P
Students who have served in the U.S. Armed Forces will be granted college
credits undexr the conditions specified in Regulaticdns 9.292, 9.294 and 9,295,

(September 9, 1949; May 11, 1951}'July 15,<}969)

9.292  BASIC GUIDE \

. .
N l

All evaluations of credits shald be made on the basis of recommendations

. issued by the American Council on Education in its "Guide to the Evalua-

" tion of Educational Expetiences in the Armed Services" : y !
(September 9, 1949; May 11, 1951)

9.294 -CORRESPbNDENCE COURSES . ' . -~

Credit may be granted for correspondence courses taken under the U.S.

Armed Forces Institute only when they are completed with final examina~-

tions, before the student matriculates at Montgomery College.
(September 9, 1949; Mai 11, 1951)

*The word 'minimum' as used in this’academic regulation,is construed to mean the
required number of credit hours for d ¢urriculum less 45,

’ . ) .




9. 30

9.301

9.302

\ ) ' . .

»

MAXTMPYM CREDTT o - .

The campus registrar ﬁhall not grant more thap a total of 24«hours credit

for U. S. Armed Forces Institute courses and Service-training courses. '« 2.
(September 9, 1849; May ll 1951)

THE DEGREE OF ASSOCIATE IN ARTS ' ' ) . L.

CREDIT REQUIREMENTS ' R : - o

To qualify gs a candidate for tle degree of Associate in Arts, ﬁ'student

must have earned the following:

(May 19, 1972)

a. A minimum of 60 hours of academic credit which must include all ”
courses required in the curriculum elected by the stldent ‘or such
alternate courses as are specifically required by the college or
university to which the student will transfer.

b. One semester hour of college orientation. This requirement may be
waived 1f the student/ enters with six or more semester hours of
advanced standing or if in the judgment of the academic advisor and’
the appropriate associate dean of gtudents the student has experience
equivalent to one semester hour of orientation.

(January &, 1968) . -

c¢. Unless the curriculum in which the student™has matriculated requires

more PE courses than the following, then: ' ) . .

o
< . -

T (1) Students who matriculated prior to 1973-1974 are required to take
one semester hour of HE 100 and three semester hours of PE 101
through 144.

\ ,

. (2) Students matriculating in 1973-1974 are required to take one
. semester hour of HE 100 and two .semester hours of PE 101 through

144, . .
(3) Students matriculating thereaftér are required to take one
semester hour of HE 100. .

"This requirement does not apply to part-time students nor those
students who meet exemptio ond ons for granting of waivers
as specified in Academic ,@
(Apr.19,1947; Jan.14,1948;

June 15,1962; June112,l963; 4

ne 18,1948; Apr.19,1949; May 25,1961;
ne 5,1967; June 6,1973; June 14,1974;

" POINT AVERAGE REQUIRED ~

%
To qualify as a candidate for a certificate or the degree of Associate
in Arts, a studeht must have a minimum cumulative point average of 2.00
in the curriculym in which he 1s engaged.
* (April 19, 1947; Jan: 4, 1968; June 1, 1971; June 14, 1974) .




- R ' ‘ 9.312.

. -
¢ . . ' s

” . .
- *9,312 TRANSFER TO ANOTHER COLLEGE . : '

~— ¢

*a

With the approval of the campus registrar, a student may be admitted to
¢andidacy for the degree of Associate in Ar&é who has completed at ‘least
three semesters of fuli-time attendance at Montgomery Cofiege‘and who
‘later earns no more_ than eight semester hours' of required credits at
another college to which he transfers. Approval by the campus registrar
must be obtained in advance of transferring; each application will be
considered on its merits by the registrar; and the registrar ‘may specify
the 1ength of time within which the work must be completed, and may specify
the particular courses to be completed. ! '

(Feb.2, 1949;|Jan. 4, 1968; June 10, 1968; July 15, 1969)

. . A N
v » v 3
» * *

. b & : A
T %9.32 TRANSEDR‘FROM ANOTHER COLLEGE

v

Holders of an associate or higher degree who wish to earn an Associate in
Arts degree from Moutgomerv College must complete a minimum of one-half of
the’tgga;;%f ‘credit in a curriculum at Montgomery College. Transfer of
credits from another institution will be governed by the regulatioms of the
College. 1In order for tke student to earn a degree, ttansfer credits must
be complemented by the balance of the course requirements for the
. curriculum in which the student matriculates.

. Do (April- 4, 1967; June 10, 1968)

9.34  GENERAL REGULATIONS CONCERNING GRADUATION

" 9,341 - FILING APPLICATION

Candidates must file application for candidacy with the campus registrar no

‘later than November 1 for Fall graduation, April 1 for Spring graduationm,

and July 15 for Summer graduation. :

' (June 18, 1949; March 9, 1951; January 1, 1971)
\

. 9.343 PHYSICAL EDUCATION WAIVER
A student who presents a pnysician's certificate is exempt from activity °
courses PE 101 through 144. (Also, see AR 9.72, Substitution of Courses.)
(June 5, 1967; July 15, 1969; July 2, 1970; June 1&) 1974)

*9.35 REVIEW OF ACADEMIC STANDING c) o )

At any time prior to graduation, a student may request the campus registrar
for a review of his academic standing and for a report on his qualifications®
for graduation' .

- . (June 19, 1948; February 20, 1968)

NN .- . s

9.36  HONORS . .. -

A candidate for graduation-Zhose final cumulative point average is 3.40 or
higher will be graduated "with honors" ,
(June 18, 1948; May 26, 1949 February 20 1968) i .

M »
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. .
9.40 '
v *9.40 GRADING SYSTEM AND STANDARDS .
: - -
i - e
*9.401 GRADING SCALE : ~.

(5.3
~

*9_411 "INCOMPLETE" GRADE

a. The following grading syetem is tsed:.
[ J

de / Standard ,Qualit; Fointg

A Superior 4
B Good 3
Yooc Average > ‘ 2
D Pass without rectmmendation 1
F Failure 0 . ,
L Ingomplete . ) None #
P Pass (Credit by Examination) . None
R Registered for audit . . None
W Withdrawn . ) None -
X In Progress . None
b. Semester hours of credit in which a grade of A, B, C, D, or P has been |,
received are defined as "earned" semester hours.. .
‘ o(May 19, 1972) .

¢. Semester hours of credit in which a grade of A, B, C D, or F hasybeen
received are defined as attempted" semester hours.
(May 19, 1947; "June 18, 1949; May 11, 1951; May 5, 1960
June 11, 1966} July 2, 1970; June 1, 1971)

.

}

d. The grude of P may be used by (departments for courses in which credit ,
by examination is given. This grade is not included 1 determining

cumulative averages. - -~
(May 19, 1972)

JIf the grade of "I" (Incomplete) is assigned by the instructor, the work

must be completed within the four weeks following the beginning of the next
full semester unless thé instructor notifies the registrar's office that an *
extengion has been granted, in which case he must specify the new date of com-
pletion When' the work is completed, the campus registrar will reccrd the grade
as assigned by the instructor. If no grade is received by the specified date, a
grade of "F" will be recorded. Under normal circumstances this period will not
be extended beyond the end of the next full semester.

(April 19, 1947 Jan. 14, 1948; March 19, 1954; February 20, 1968;

July 2, 1970; June 1, 1971 June 20, 1975)

*9,412 "REGISTERED FOR AUDIT" GRADE ' -

Subject to Regulation 9. 648 the grade of "R" (Registered for Audit) will
be recorded,if the student so requests, (2) at the time of registration,
if approved by the instructor or (b) before the end of the eleventh week,

. 1f approved by the- instructor. In special circumstances a student may .

appeal in writing to the campus committee on academic appeals.for per-
mission to change to audit. Studentls registered for audit are entitled -

. r
q

~ ~
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v R o . ' d




. Y 9.413

to participate in all course activities but receive no éredit. .
(Jgn.14,1948; June 18,1948; Apr. 22 1955; May'5, 1960; June 15, 1962;
v June 9,/,1968; March 12, 1968; June i, 1971; June 6, 1973) -

l, 9.413 1IN PROGRESS GRADE o -

The gradeiof "X" may be awarded only in those courses which are designed
for students proceeding at their own pace. If by the end of the semester
the student has not completed the objectives or the requirements of the
coursegtshé may be awarded the grade of "X". A passing grade will be
. awardedwin a subsequent semester, provided that the student has re-regis-
tered for and met the objectivies.of the course in which.the grade was
© awarded.

v : (June 1, 1971; May 19, 1972)
%9.42 . FINAL GRADES - f ' y '
EY
< The semester grade as repofted to the campus registrar at the end of the

semester is final and will not be changed except on the written acknowledg-
ment by the instructor that there wgs an error in computation or recording.
In no event will such a change be made“later than two months following the
close of the semester in which the grade was originally issued. The tlose °
-of the semester is the last day in the academic calendar of a given semester
- . . that final examinations are officially scheduled. This regulation does not
‘ apply to the grade "X". '
(July 2, 19]1; May 19, 1972) .

<

9.43 MID-TERM GRADES ( N

*9,431 AVAILABILITY } t T a
> -, '

In the week following mid-semester examinations, students may obtain mid-

semester grades from their advisors.
(April 19, 1947; Jan. 14,1948; May 26,1949, Mar. 12, 1968; July 15, 1969)

?

9.432 SUBMISSION

. .o Mid-semester grades‘of all students shall be submitted to the campus
. reglstrar.
(April .19, 1947; Jan. 14,1948; May 26,1949; Mar 12, 1968 July 15, 1969) ‘

%9,44  QUALITY POINT AVERAGES ' : .

%9,441 SEMESTER POINT AVERAGE : .

A semester point average is the total number of quality points earhed in
a particular semester or summer session, divided by the total number of
: attempted semester hours for that semtster.
(April 19, 1947; Jume 11, 1966; July 15, 1969)

'

* 39,442 CUMULATIVE POINT AVERAGE

o gt

3 . o
A cumulative point average is the total number of quality points earned
in all semesters and summer sessions, divided by the total number of

attempted semester hours in all semesters and summer sessions. In repeated
5 . , .

’ -~
\) o Y «fo 'J A




9.443

-

courses only the last attempted hours will bE\computed in the cumulative
average, - ,
(April 19,1947;June 18,1948;June 11,1966;July 15,1969; June 1,1971)

*9.443 GRADES USED ’ . \ :
: j

H
a. Final course grades exclusively are used to compute quality point
averages. Grades for courses transferred from other institutions are
uot included in determining quality point averages. For all purposes
of record and reference, the cumulative pqint average' does not change
‘at any time except at the close of a semester. .
: (April 19, 1947; June 18, 1948; March 12, 1968; July 15, 1969)

> b. Every grade réceived is included in the student's transcript, but only
' his last .grade in any course repeated will be computed in his cumulative
. point average. St dents who repeated a course or courses .prior to the
- fall of 1971 may, upon their request to their campus registrar, have
their cumulatdive point avgrage recomputed in accordance with this
regulation. '
‘ (April 4, 1967; June 10, 1969; June 1, 1971; October 14, 1971)

c. The grades of "W", "R", and "P" are not included in any quality point
average. ‘
(May' 19, 1972)
9.45 PREREQUISITE IN THE ALLIED HEALTH -PROGRAMS

A grade of "CQ" or better is required in certain allied heglth courses
related to clirical competency, in order to register i{n the subsequent course.
v (June 14, 1974) .

*9.46  HONORS - DEAN'S LIST
*9.251 ELIGIBILITY
To be eligible for the Dean's List a studént must have a sedester point
average of 3.40 or higher and must have cag?ied five ot more semester hours.
(April 19, 1947; January 14, 1948; May 2%,°1959; Maroh 19, 1968)
*9.462 COMPOSITION ‘ T

N The Dean's List shall be divided into full-time and part-time students.
' (April 19, 1947) .

*9.50. ACADEMIC STATUS

T 97501 ~CRITERIA USED

a. At the close of any semester or sudmer session the academic status of
; every student shall be determined by the standards set forth in the . .
: following table:

. ~ 3
LN [} € ..-’- \




" S 9.502
\ ) "
a . _ Student is in \\ ] -
Total ' good academic |\ ° Student is placed' Student is ;
cumulative standing if | ’ on probation if placed on- )
semester hours cumulative quality cumulative quality ° academic
attempted .point average ¢ point average is , restriction
' equals or exceeds less than

’ te L]

1-5 0.0 - -

6 - 10 0.5 0.5 0.3 . )
11 - 18 1.5 1.5 ' 0.5

19 - 32 1.7 1.7 1.0

33 - 45 1.8 128 1.2
46 - 65 1.9 1.9 - 1.5

66 and above * 2.0 . . 2.0 1.7

(The abdve is portrayed graphica ly on the following page )
(June 5, 1967; July 15,1969; June 6, 1973)

b Probation as illustrated in the above table shall not appear
bn the student's permanent record card but will be shown on
the grade report as warning information to the student and '
as a guideline for inter-collegiate athletic participation,
(June 5, 1967; June 10, 1969) ) Y

¢. Any student earning a current semester average of 2.0 or higher -
will not be placed on academic restriction at the end of the current
semester yegardless of his or her cumulag}ve grade point average.

/ (June 10, 1969, June 20 1975)

*9,502 WORK AT OTHER COLLEGES .

A studeunt's probational scatus shall not be changed by courses taken
at another college.
(April 15,1948; May 21, 1959; July 15, 1969)




. ' DETERMINATION OF STUDENT STATUS
" (June 5, 1967; June 6, 1973) T
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%9.60 REGISTRATION CLASSIFICATIONS  , '
*9.601 REGULAR STUDENTS' .
L -~

. »

A regular student is one who has been admitted to a degree or certificate

curriculum. A regular student may be either a full-time or a part-time

student. - _ ) e
(June 11, 1966; July 15, 1969; January 91, 1971}~

"o
*9,602 FULL-TIME STUDENTS . - ) T . _
. s -
A full-time student is a regular student who is enrolled for 12 or mo;e -
) " credit hours or their equivalent. .». _
(June 18,1948;May 24,1956;June 21,1963;July 11,1966;July 15, 1969 -
(. .M ol oS
P - . ‘ l'-‘.f IR :p
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%9,603"" PART-TIME STUDENTS
[y v e % 3
A part-time student is a regular student who is enrolled for ho more than &
11 semester hours for credit. . -
(June 11, 1965; June 11, 1966; July 15, 1969)

%9.604 SOPHOMORE STUDENTS . -  _, ~ v

A sophomore studeat 1s a regular student who has a minimnm of 28 earned .
semester hours. All other regular studernts are rreshmen. f\f
(June 18, 1949; June 11, 1965; June 11, 1966; July 15, -1969)

%9.605 SPECIAL STUDENTS

- %¥9,61

«A special student is one who has been admitted under academic regulation i
9.102.
(June 11, 1966)

LATE REGISTRATION AND CHANGE OF PROGRAM -

*9.611 LATE FEE-

%9.612 ADDING COURSES -

v Wt

*9.613

*9.62

All students are expected to register on the dates listed, in the college
icalendar. For registering after those dates, a ldte fee of five dollark
is charged.

' (April 19, 1947 June 18, 1948)

[y

{

No course ma& be added after tHe first week that a class beings except by
permission of the instructor in the course. The last date to add a coursk

© will be no later than the last day of the fifth*week of classes for all

courses of normal gemester length. If a department requests a course change

in order to place.a student in a ccurse commensurate with the student's

ability, then academic regulation 9.612 does not apply. This regulation,

"theréfore, would not be applicable to self-paced courses. J
(Apr.19, 1947 January 14, 1948; June 18, 1948; June 20, 1975)

Y

CHANGE FROM AUDIT T0 CREDIT _ /
A

Before the end of the fifth week of clasges a ‘student registered for audit
3(R) may change to credit with the consent of the instructor.

v \ - (June 9, 1965 March 19, 1968)

" REPEATED COURSES . ’

A student may not repeat for credit a course in which he has received 'a,
.grade of A, B, C, or P. :
2 , (M&y 19, 1972)

' B

ACADEMIC LOAD . ~

’ . . ¢ .

MATRICULATED STUDENTS :

Matriculated students may not enroll Eor more than 19 hours in one semester
except by permission of their academic adviser and assoclate dean of students, ,
(May 26,1949; June 11,1966; far .19, 1968; July 15, 1969; June 6, 1973)

by ~ -,

: L
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, 9.632  SPECIAL STUDENTS - coT .

A special student‘hay attempt mo more 'than two courses in any one semester
except by permission of the associgte dean of students.
Q (June 11, 1966; March 19, 1968; July 15, 1969)

. \_ . . .
%964  WITHDRAWAL FROM CLASSES t T - ‘

P

-,

< &
*9,641 CONSULTATION ‘ - '
- \ ’

A student who wishes to with$raw from one or more courses shall first consult
with his advisor, who will sign a "Change in Schedule" form. A student who
wishes to withdraw from all ¢lasses shall consult with a counselor. Although
.the final decision of dfoppiﬂg rests with the student, his. advis r or a
counselor may at his discretion require the’student to confer with his
ingtructors before signing the. "Change of Schedule" form. The student will

I then file this form with the lcampus registrar.

e ) (January 14, 1948 May 12 ‘\953 April 16, 1968; July 2, 18]0)

2

%9,642 FORM REQUIRED

It shall be the responsibilit of .the student to file the approved "Change
in Schedule" form with the Campus registrar. If a student neglects to
follow the official withdrawal]l procedure and merely ceases to attend classes,
the grade of "F" will be recorfled at the end of the semester.

(January 14, 1948; June|18, 1948; May 12, ‘1953) -

|
*9.643 RECORDING DROPPED COURSES

Courses officially dropped befoke the of the fifth week of classes will

not be included on the student'bs permarlnt record or on official transcripts,
(January 14, 1948 May 26, {1949; July 15, 1969)

k t

™

%9,644 TIME LIMITATIONS N

that complete or partial withdrayal may be made upon evidence certifying
to one of the following conditions: (1), Voluntary enlistment in the Armed
Services; (2) Involuntary enlistmpnt as the result of Selective Service;
(3) withdrawal requested on grounds of ill health and supported by medical
certification; and that (4) Under|special circumstances a student may appeal
® in writing to the campus committe on aeademic appeals for permission to
withdraw from classes.
(May 12 1951 May 5,1960; April 4,1961; June 15,1962; June 10, 1969
3 July 2,11970)

%9,645 GRADES ASSIGNED ' .o ,

’ I
If a course is dropped after the fifth week of classes and before the end
of the eleventh week, the grade of "W' will be recorded.

(July 2, 1970) : . .

' \

L padall IR . .
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*9.646 WITHDRAWAL DATE - y .o : . - .
The oﬁficial date of withdrawal 1g the date on which the completed "Change
in Schedule"’form is filed with the campus registrar. No ‘grade will be
reported by an instructor before this date, and the student is responsible ’

- for all assigned course work up to date. . " )
(June 18, 1948; Mavy 12, 1953)

%9.648 EXCESSIVE ABSENCES
If the student is dropped by the instructor for expessive absences according
. ‘ to academic regulation 9.823 during the first 11 weeks, academic regulation .
9.643 or 9.645 shall be applied. If the student who 1is registered for
credit is dropped by thé instructor for exessive absences according to
- academic regulation 9.823 after the eleventh week, the grade of "F" shall be
recorded. Ifrthe student who. is registered for audit i§ dropped by the
instructor, the grade .of "W" shall be recorded. .
(Jan.11,1957; June 15,1962; June 11,1966; July :15, 1969 June 6,1973) .

9.649 DROPPING UNPREPARED STUDENT . . 1?
N & i .,' ¢ ..

In the 'event that a student registers for a course for which he latks

the prerequisites as designated in the college catalog, the instructor),

aft&r consultation with the student, may drop the student from the course,

* immediately notifying the registrar of his decision in writing; this

*

‘ action to be taken within the first five weeks of the 'semester. The . .
instructor's decision may be appealed to the appropriate department ..,
) chairman. . . '
: ) . (fune 14, 1974)

9.70  ACADEMIC PROGRAMS

\1;59.70L CURRICULUM REQUEST . . :

Each regular student will request a specific curriculum at the time of
. application for admission This request is subject to approval d6f the
. appropriate campus admissions committee. THe student will remain in
this approved curriculum unless it is changed by official act*oncin
accordance with 9.704;, 9.706, and 9.708.
(November 3, 1948; June 11 1965; April 16, 1968 Jul y 15, 1969)
Q. , \ . .
“ %9,702 ADVISER ‘ '/ : N o
1 The associate;iean of students will assign each student to an academic
" adviser at the time of acceptance and to’a student personnel counselor
during his first semester.
(June 11, I 65; ?pril 16, 1968; July -15, 1969; June 23, 1970)

%9.704 CHANGING CURRIEULﬁkS ' '
v |

A student who w«(hes to change curriculums must submit to the campus )
. registrar a '[Requedt. to Change Curticulum" form which has been approved
' y his academic adviser, his student personnel counselor, and adviser in »~
he requested curriculum.
(April 16, 1968 July 15, 1969 irly 2, 1970)

ERIC CL L AR
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s '9.706_ . ‘ o ! . ' L L.
-: + . . ’ * "" » .
%9.7Q6 APPROVAL OF CURRICULUM CHANGE \ \\ .
¢ - A student's "Request ‘to Change Curriculums will be processed under onsf

-of therfollowing sections

a. The campus registrar may approve the change for the campus committee

' on academic appeals when the "Request' has been unanimousiyAendorsed
by the student's counselor, his-adviser, and adviser in the requested
curriculum,and the appropriate assoclate dean of students.

(Julx 15, 1969; July 2, 1970)
b. When the "Request" has not recéived unanimous endorsement, the campus
committee on academic appeals will consider the case on its merit at a
hearing previously announced to all interested. parties to the action.
(June 18, 1948; Nov.3, 1948; June 11,1965;Apr. 16 1968;July 15, 1969)
*9,708 CHANGE OF ADVISER
A student whose curtriculum has been changed may be assigned to a new {
. adviser by the appropriate assQciate dean of students.
s . (June 18,1948; Nov.3,1948; June 11, 1965 Apr.16,1968; July 15 1969)
‘ . ¢ . 3
) 9.72  SUBSTITUTION OF COURSES : ’

9.721 AUTHORITY TO CHANGE ‘
. Only the academic adviser may change gurriculum requirements as provided
for in academic regulations 9.722 through 9.726.

(May 12 1953; April 16,1968; July 15, 1969; June 1, 1971)

9.722 CRTTERIA
Courses substituted must be:

a. At the same level or higher than the course being replaced, (j.e. 100
level courses for 100 level, 200 level for 200 level, 200 leyél for 100
level), and in the same general field (i.e. Social Science for Social
Science, Humanities‘for Humanities, Mathematics (Science) for Mathematics
(Science) as specified in the current catalog. Courses not in these
categories must be substituted under academic regulation 9.726.)

; (June 1, 1971)

-
M

[}

b. Necessary to'fulfill requirements of the college to which the student
intends to transfer, provided that all elective hours have already been
uséd for this purpose. . !

, (May 12, 1953; April 16, 1968; July 15, 1969)

¥

9.723° RECQRDING = . . B .

All substitutions must be recorded on the appropriate registrar's form,
MC Form 9.723, at the time the adviser. gyants them.
(May 12 1953; April 16 1968 July 15, 1969 May 19, 1972)

.
o




9,724
9.726

~
*9,82"

"%9,821

*9,822

-

*9,823

*9.830

SEMESTER-HOUR LIMITATION

No mOTe than nipe semester hours-may be Substitut;d in any curriculum, \

and these nine semester hours must be approved by the advisor. ¥
(May 12,1953;Apr.16,1968;July 15,1969;July 2,1970;June 24,1974) f

EXCEPTIONS . ' /////
A - . 2 N ,l?‘

Any substitution for curriculum course requi;§§2nts not specified in
regulations 9.721 - 9.724 may be approved by the campus committee on
academic appeals.

(May 12,1953; April 22, 1955 -April 16,1968; July 15,1969) ) -

CLASS ATTENDANCE

EXCUSED ABSENCES *
Students are expected to attend all class sessions except in cases of
emergency (e.g., illness, death in family), or when participating in
official college functions (e.g.,field trips and athletic events). 1In
these cases, or in’the case of absence for special personal reasons, it
is the student's responsibility to confer with the instructor about whether
the absence is to be considered as excused. When determining whether to
consider an absence as excused, the instructor may require such evidence
as he sees fit and may consider the student's previous attendance recbrd.
(Jan.14,1948; June( 18, 71948; May 11, 1950; June 1I, 1950) R

¢

"NAKE-UPS"

‘Absences usually cannot be made up, and permission for make-up, even when

it is possible, will be granted only at the instructor's discretion.
(January 14, 1948; June 18, 1948; May 11, 1950)

EXCESSIVE ABSENCES : B

?.

L ' .
When a student's unexcused absences have equalled the number of class
‘sessions per veek, the instructor may notify the assqclate dean of .
students, who will issue a,warning statemént to the student. If, after
the student has been warned, an additional unexcused absence occurs, the
instructor may drop the student, and assign a grade éccording to agcademic
regulation 9.648.

k]

(May 6&\1952 Marchi3, 1966; April 16, 1968)

ABSENCE OF INSTRUCTOR N

In the event an instructor does not,arrive at the appointed class within

15 minutes after the time the class is scheduled to begin, the students

may assume the class will not meet that day. '
(April 22, 1955 April 16, 1968) '

<
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*9.85  CHEATING.AND PLAGIARISH- 5

If a course inetrustor feels that a cheating ofﬁehse warrants action beyond
the grade penalty assigned, he may refer the case for disciplinary action
to a committee composed of teaching faculty and students. The members of
the coomittee shall be selected in a manner prescribed in the governance

document of each campus.
. (May 21, 1959; June 11, 1966; April 16, 1968; June 14, 1974)

. [

*9.96 -PETITION AND APPEAL.

%#9,901 PE §?ION PROCEDURES -
At any time a student believes that application of these regulations in ¥
bis individual case is unwarranted, he may petition for review and con-
sideration by the campus committee on 2cademic appeals. A written request
should be addressed to the chairman of the campus committee on academic
appeals and submitted to the office of the associate dean of students.
‘The Student Personnel staff will direct the completion of the petition form,
\ advise the student concerning implications of the regulations or any change
in status, and secuYe relevant facts and opinions of interested faculty.
The complete petition with the appropriate recommendations will then be ~
submitted by the offlce of the associate dean of students to the committee
for consideration. Regulations concerning admission or readmission are not
subject to appeal to the campus committee on academic appeals. Such
regulations are governed by Regulation 9.154.
; (June 18,1948; May 6,1952; June 11,1966; April 16, 1968 July 15,1969)
9.902 - FINAL ACTION BY COMMITTEE

\;. « In appeal cases involving .egulations 9.20, 9.312, 9.341, 9.42, 9.411,

: ; 9.412, 9.413, 9.501, 9.602, 9.612, '9.613, 9.63, 9.644, 9.646, 9.704, ‘
9.706, and 9'726n the campus committee on academic appeals, is empowered
by the faculty to act for the faculty. The appropriate registrar shall
notify the student of the action taken and the committee shall notify the
faculty via published minutes.

(May 6,1952; March 19,1954; June 11, 1966; April 16 1968 July 15,1969;

July 2, 1970) v

- «
" . A
¢ [ 4

’ N !
FINAL ACTION BY CAMPUS ASSEMBLY , ,

- 9.903
In appeal cases where the campus committee on academic appeals does not

,. have the power to act for the faculty, the committee ‘shall review the
case, and if it feels that the appeal should be granted, shall request
‘campus assembly approval. If the committee does not feel that the
appeal should be granted, the campus registrar shall notify the student
of that fact.

-

(May 6a 1952; April 16,1968; June 10,1969)
{




%9,904 FINAL APPEAL .

9.904

[

Any student whose petition is not approved by the campus committee on

academic appeals may, after consultation with his adviser, appeal to his

campus faculty representative group, as defined in Paragraph 2.72 in the

constitution, by means of a written request to the chairman thereof.
(May 6, 1952; June 11, 1966; April 16, 1968; May 19, 1972)
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) . APPENDIX A
. ' ' FACULTY HANDBOOK

PROCEDURES.FOR SUBMITT ING COURSE AND CURRICULUM PROPOSALS
' < TO THE CURRICULUM COMMITTEE
« 5

. ’
Ed N i

R 3
. » .\\\
. ' o \is
. The following section of the Faculty Handbbok .prepare ~April 17, 1970
- and subsequently amended will set forth the approved procedures to be
followed when submitting new and revised course proposals, =5 well as
b modifications of existing programs, to the Qurriculum Committee for -~
review and approval. \
The curriculum materials also includg outliné*forma for such course
and program proposals and curriculum revisions, along with an
option-type curriculum extension format and the Curriculum Committee
. Checklist, to.aid sponsors in the collection of specific information
as required by the Curriculum Committee, the Faculty Senate, and thi~
President, ST l ‘

R

g

3
.

-

- . . M . N 4

Note: New pnggram suggestions are to be filed with the Officde of
Program Development which will proyide faculty sponsdrs of
suph programs with all necessatry forms such as the State-
approved 6-phase format, the guidelines for,the completion ..
of this instrument, and other materials as -apprupriate. o

LANEEN

L3 . -




MONTGOMERY COLLEGE

.

PURPOSES: -
1. To maintain the standards of academic excellefice at Montgomery College.
“General Academic Guidelines
a. AAUP 1940 Statement of Primciples
\ ¥ 4 . .
h. AAUP Statement on Professional Ethics
c. AAUP~Statement on College and University Governance
d. AAUP, et. al., Joint Statement of Rights and Freedoms of Students.
e. "Philosophy'" and "Objectives" statements in the MC Catalbg, as' *
revised. ’ '
£.) MAKTLAND STANDARDS FOR TWO-YEAR COLLEGES (Q
2.° To insure an orderly procedure for submission of Courses and curricula
to the Curriculum Committee.
3, To insure that the rights of all concerned in curricular matters are
protected. . '
e B ’ ¢ .
DEFINITIONS: ’ - i g
1. "Curriculum Committeg," "Faculty Senate," "Department," '"Department ’
Chairman," "Faculty," eté¢.-as defined by current regulations in the |
MC Faculty Handbook, as amended, and including special charges to -
committees wherein appropriate. v , N
. B
2. "Curriculum:" a series of credit courses upon, the completion df which,

uhder State law and policy, and the academic rcgulations of Montgamery

College: a student receives academic recognition in the for@ of a
certificate or degree of any nature. . v

-

.
-

a. "New Curriculum" and "Curriculum Option:" ‘Al new cirriculum or
curriculum option (program) is any series of courses. not pre-

( viously listed among the offerings of the college, and arranged

in a sequence leading to a degree or certifjicate, including new
majors in any degree program already established. N

N
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" b. " "Revised Curriculum:" A curriculum for which changes in requirements,

courses, distribution of courses, credit hours, etc. are requested.
"New Course:" A course never before offered at Montgomery College.

.

"Revised Course:" A course for which suhstantive changes in objectives

and/or content are proposed, including changes in prerequisites, hours,
etc. .

The terms "New¥ andfor "Revised Course" jinclude all gourses offered for
academic credit, and such non-credit courses which studentsare advised

to take (e.g. English for Foreign Students, Review Mathematics, etc.) in
conformance with ‘inktitutional policy. .

"Revised Course Description:" A course_for which.changes'in.wording are

requested whicheare not substantive.

- /
"Sponsor:'" Any person who initiates a course or curriculum proposal,
including t e, Director of Program Development in the case of New
Curricula Curriculum Options, according to procedures established by

the, Curriculum Committee or the Program Development-Procedures as

WOriginating_Campus:

’appropriate.

" The campus from whence a proposal originates.

"Other Campus:" The campus other than that from whence a proposal
originates; in the event that more than two campuses of Montgomery College

are established, read '"campuses."

Ei

COLLEGE GOVERNANCE

1,

- N -

These procedures are to be interpreted in conformance with any change in college®
* governance Vhich may be adopted subsequently.

("Normal Proceduré indicates the process of submission to the Curriculum
po

Committee of a pr

.

sal which is not challenged by a departn‘t )

New curricula or turriculum options are presented first to the Office

of Program Development following procedures established in the new
Program Development Prodedures adopted by the Curriculum Committee,
Faculty Senate, and President effective April 1972. The format described
in the State Board for Community Colleges Program Proposal Manual will be

. used for 'the submission of néw curricula and curriculum options:. Copies

*of the Prograh Proposal Manual may be obtained from the Offige of Program

Development. ) . .
‘ (1 . , . A . ——

B. Curriculum revisions, new curricula and curriculum options as detailed
in A above, ,and néw courSes, revised cours*and revised course
descriptions shall be submitted to the Curr culum Committee under
proc¢edures. in this document, * .o , -

N
4 '
C. The Curriculum Committee will offer a workshop for sponsors of new and

revised course proposals and revised curriculum proposals. The dates of
these workshops will be announced on each campus at the beginning of the
fall semester. . .o R :

The Curriculum, Committee resgrves the right to*refuse to consider any
proposal whose spopsor Has not followed the procedures below to the
Committee'" Satisfaction. . n u‘k -
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1. The sponsor shall submit three (3) copies of the typed proéosal, prior to
stenciling, to the Office of Program Development for a preliminary. technical

examination. The deadline date for this submission will be announced at the
beginning of the fall semester.

’
\

2. When the technical examination is completed, the sponsor shall submit the
proposal, as amended, to the chairman of the appropriate department on each
campus, who shall forward the proposal to the faculty of the department.

3. Upon favorable vote of the departments, notification of which must be sent
to the chairman, Curriculum Committee, the sponsor and department chairman

shall revdise, if .necessary, the proposal for submission to the Curriculum
Committee.” oo ’

4, The proﬁgsal shall conform to the format established by the Curriculum
Committee, except that in the case of revised curriculums, depending on
the extent of the revidhon, it may also be necessary to submit the revision
to the State Board for. Community Colleges for review following the format
described in that agency's Program Proposal Manual. Sponsors should
remember that a majority of those reading and passing upon proposals are
not familiar with either the proposal or the academic field concerned, and
should therefore insure that the proposal is well explained on paper; this
will save much time at Curriculum Committee and Faculty Senate meetings.

5. The sponsor shall forward the proposal and a Curriculum Committee Checklist
to the chairman of the department sponsoring the course and the corresponding
department chairman on the other campus(es) for revigw and concurrence or
commentS. The proposal_and the checklist containing the comments or con-

- .
currence, of the department chairman is forwarded to the appropriate division
chairman or Academic Dean for review, concurrence, or comments. The Y
propesal containing the concurrénce or comments of the department chairman
and appropriate division chairman or Academic Dean is then forwarded to the
campus dean for final review and concurrence or comment.

/

6. The checklist, containing the above concurrences and comments, is. forwarded
by the campus dean to the chairman of the Curriculum Committee.

Jd7. Twenty (20) mimeog aphgd copies of the proposal are forwarded to the
chairman, Curriculum Committee, who Will distribute the proposal to membersw
of the committee. (Stencils should be saved by the %ponsor for additional
copies which will be required later in the processing®)

8. An Information Sheet will be prepared by the Office of Program Development
and sent to all department chairmen on each campus to provide them wizh the
information and the opportunity to comment on the proposal to the cha
of the Curriculum Committee, or the Office of Program ﬂévelopment when

appropriate. '
Vi

rman

.

9. The chairman, Currjculum Committee, shall place the proposial on the agenda
for a regular meeting according to the regeipt of the proposal, i.e., first
‘come, first served. The chairman shall notify all copcerned of the meeting
at which the proposal will be considered. Department chairmen will receive
copies of the meeting. announcement to distribute to their faculty.

Lar)

oo og «

’
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10. The department chairman of the criginating campus-normally presents the
propnsal at the meeting, together with the sponsor.

11. -After discussion, the propdsal will be voted upon. \ ;

a. If the proposal re.eives a Eavorablo wote, it will be presented to
the Facuity Senate according to its calendar. The proposal 1s pre-
sented by the chai,man, Curriculum Committee, who will notify the

. . sponsor and department chairman of the Senate meeting 30 they may
also support the’ proposagﬂ . :

b, If the.proposal receives an unfavorable vote from the Curriculum
Committee, the sponsor and/or aepartment .cha rman tiay appeal *he vote
to the Faculty Senatex lHowever, they should tear’ In mind” that the
. Curriculum Comnittee has primary responsibility for accepting or .
rejecting proposals. Appeals prOLeduvcs are established, bv the
Faculty Senate, |

A}

¢. The Curriculum Committee's decisions wi11 not ht overrlddnn by the’
Faculty Senate except fop-compelling reasons. Hawever when the
Curriculum Committee and the Faculty Senate are "in disagreement on
a proposal, they shall meet )olntly and resolve the problem.

12. Upon' reaching a dEcision, but no lates than June 'L of egch-yea;, the
results are forwarded by. the Faculty Senate to the President for his
consideration.- The decision of the Faculty Sendte will not be over=
riddeh by the President except for compelling reasons ‘which will be
stated in detail in writing to the Faculty Senate, and the Faculty
Senate shall be provigled an oppoxtunity’ to respond. In tlie event of '
failure of the Facul‘éSenate ‘and the President to agree, the Président
will inforin the Board"of Trustees regarding the actions taken by the -
Faculty Senate and=the President, and the Board will ‘ake appropridte

/ actions. ._,-' - N s ,

] R _ " )
I11. ?ROCEDURES INVOLVING DTSAGREENENTS BETWEEN'DEPARTMLNTS AND 01 R DISACREEMENTS

A, GENERAL STATEMENT- AS an institution of higher learning, Mohtgomery College'
is as much a forum for hertodoxy as ‘other academic 'institutions: Indeed, the
contributions rof all memhers of the académic community are sought in curricular
decisions on thetassumption that a dizleétic process will produce the finest
results 4n terms of’service to’the student arising from the integrity of //
academic disciplines. From time-to time, disputes concerning*individuat
courses and currieula appeai, and these are a natural condition of the academy

1. The procedures contained herein are designed to r%solve disputes, keeping .
in mind the gqal of service to the student arising from the integrity of
the academic’ disciplines, and the_rights and responsibilities of those )

éoncerned X ~ :

. g
‘n

2., The Curriculum Committee 18 not a3 forum for a 1udicating disputes in’
the first instapcé. Orly when unresolved conjilitts dra the éndggesult
of discussion, or when agreement has 2:en reag héd will thc Curriculum

’

Committee consider a proposal..’

»

B. INSTANCES ARISING WHEN A PROPOSAL 1S VOTED DOWN BY AHHE DEPAR'I‘MENTQ .

l.s’.When a proposafsis voted down by a departmenr it is the sponsor s right

to present it to the Cirriculum Comnittee, after following the procedure
below. PV I o

¢
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*

a, The department chairman will:

(1) Transmit to the chairmanga Curriculum Committee, the
minutes of the meeting at which the proposal was voted
upon, and & count of the votes taken.

(2) Submit to the chairman, Curriculum Committee, a statement
of rationale for the vote reflecting departmental opinion.

(3) The submissions in (1) and (2) above shall be mimeographed;
A twenty (20) copies shall be prepared of each.

b. The sponsor will eubmit the proposal (20 mimeographed copies) to
the chairman, Curriculum Committee, and will follow the other

* fiormal procedures. The handling of the proposal-shall be by
the normal procedure from this point on, i.e. from I a. b. on.
' 2. «The Curriculum Committee will consider the propdsal,'the sponser's ,
statements, and the statements by the chairmen and faculty concerned.
‘ .
a. Upon approval of the proposal, it shall be considered by the
Faculty Senate, together with the rebutting documents from
= the department chairman and the approved minutes cf the
A Curriculum Committee. The department chairman may appeal the .
N decision to the Faculty Senate. ) R
b. Upon disapproval of the proposal, the sponsor may appeal the
decision to the Faculty Senate; the proposal and rebuttals
shall be sent to the Senate.
3. Sponsors should remember that the CurrzzaigziConndttee is generally
guided by the weight of learned opinion within departments. Sponsors
2 and department chairmen should remember that the Faculty Senate is .

guided generally by the Curficulum Committee in appropriate matters
~ C, PROCEDURE FCOR RESOLVING INTERDEPARIMENTAL AND INTRADEPARTMENTAL DISPUTES

1. GENERAL STATEMENT: The growth of Montgomery College during the past
several -years, especially involving new occupational-terminal
curricula, may cause inderdepartmental and intradepartmental disputes.
a, A department wishes to offer a new course which seems to overlap

a course in another department which opposes because of the .

“r overlap and/or because the department glels it has the

expertise to teach it. - “

L4
b. -A.department on one campus may propose a course which is
*“Contested by the same department on thg other campus.
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1 * ) ' -
2. Disputes involving departments are of greater magnitude than those - o
- < between smaller entities since more faculty a immediately and
' more students are ultimately concerned. Therefore, the demands upon
. the disputants are weighty, and time must often be sacrificed to

the goal of an ‘amicable s&lution. The originating department should
.do everything possible to avoid a dispute in the first place. This
is best done by conferring with the other department(s) concerned
to reach ag many.understandings as possible before the proposal is
. drafted. Experience has shown that when a proposal is presented to
» . the Curriculum Committee, and the other concerned departments have
not been sufficiently involved in its planning, hurt feelings result,
often giving rise to conflicts not’ involving academic matters which
later hinder effecfive agreement. )

.
. . .-
-~

3. Departments which may be concerned by a proposal are notified of it

in the normal submission process via the Curriculum Committee Check- B -%
* . list and the discretion of the chairman, Curriculum Committee who

\
will require that proposals are seen by departments which may, be
affected 6r concerned. Again, it is, to the advantage of the
origihating department to anticipate other department s areas of
involvement with their proposal, and to confer with them before »
drafting.' If agreement cannot be reached, the ‘chairman of the

. concerned departmients shall nqtify ti{e chairman, Curriculum
: Committee of the dispute. .

' a. The chairman, Curriculum C¢mmittee, will then meet with the

"involved department chairmen, and try to resolve'the problem.
\ -‘

b, If no solution is reachedf.an ad hoc committee shall be formed

by the chairman, Curricu Committee to study’the problem.

This shall be. composed of: ‘ ¢ !

’
"

(1) The department chairman involved - -

(2) A member of the Curriculum Committee chosen by the .
chairman, Curriculum Committee, wHo will keep minutes.
He will be from an academit area not involved in the
. dispute. Lo . .

£3) The committee shall be chaired by a departmentﬂéhairman
drawn from outside the general academic area in question.
If the disputants are from the Natural Sciences, he shall
be from Humanities or Social Sciences; if the disputants
> are from Humanities, he shall be from the Natural Sciences
. or Social Sciences; if the disputants are from Social
Sciences, he shall be from either Natural Sciences or
Humanities; if the disputants are from Physical Educatidi,
. . he shall be from Humanities, Social Sciences or Natural
* Sciences. The Ad Hoc Committee Chairman ghall be .
acceptable by all concerned department chairmen. ’

b )

Y
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o ‘ \ ’
. s\

t' I.
(6) This committee is charged th exploring every avenue
" of inquiry which could le@d to resolution of the
conflict., To this end, i0 may study practices of other
institutions and their results.. A consulta .
acceptable to a11 deparbmeut chairmen co cerned, -
may be used s

E

.~ . 'i““':. - P A
' (a) His function, besides, providing an examination '
of the departments involved, is to have the -
departments examine themselves. .-
(b) If the department chairmen concerned camnot ,

agree on the choice of a consultant, the
Curriculum Committee, in consultation with
appropriate faculty and administratiofi, shall
appoint tne consultant.

may involve members of the o8
s the Cacpus Dean, on

. ch as facilities, etc. ’
: Joint’ meeting of departjental faculty may be
held. Sufficient time must be taken to , .
explore all aspects of the problem.

(c) The ad hoc committ
sdministration, such
appropriate matters,

. ®

(5) If resolution is reached, it will be the responsibility .
of the department chaitmen concerned to reVi&e or -
elimxnate the proposal,

—_—

{6) 1If no resolutioé(or partial resolution is reached,
ka) The originating department will prepare its pro-
posal following the established format, and will

’ also submit to the Curriculum Committee a written
statement defending the proposal. This should /
be as specific as possible. s &

(b) The opposing department shall prepare a defense

of its position and submit it to the Curriculum e
Committee. This shall be done after receipt of the
, defénse in (1) above so that both position pspers . .

) are parallel and speak to the same islues.

(c) Consultant's reports masy also be submitted to C.
- C. .

(7) The Chairman, Curriculum Committece vill distribute the
proposal, The Ad Hoc Committce's Minuted, and the two
position papers to the Committee and will place the !
proposal on the calendar for a regular mecting at which
it will be discussed. Those involved.as usual, will
be informed of the meeting time and place. Lt

(a) “The Curriculum Committee, after' questioning both '
sides in the dispute, shall vote on the proposal.

’

Y Jaad -

[ :} )
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III,

[ 4

PROCEDURES FOR DELETION OF €QURSES

A,

When a course has not been listed in the Schedule of Classes for four
scmesters or, if listed, has had insufficient enrollmeni to he continued,
the Curriculum Committee will recommehd to the Dean of kducation that the
course be déleted trom the catalog. However, if the Campus Decan, with
the concurrence of the department chairman aud the Academic Dean or
division chairman, intends to offer the course during the next two
semesters, the Curriculup Committee will recommend .that the cpurse be

.. ‘continued in the catalog for that campus. Should the Cmpus Deun feeil .

that there are extenuating circumstamces pertaining to any of thete

courses which he feels juctifies coriinuanze in the .atalog even though '’
the courses will not be offered in the nexr two semesters, h: should
describe these circumstances for consideration by the Curricclum Committee.
(1) Following fall registration eacf? year, the Office of T ogtan Deveiop-

. ment will request each campus registrar co submit a report 'isting all
courses which hav&not been listed in the Schedule of Classes- for hig”
campus for the past four semesters, not including sSummer session, or
courses which, if listed, had insufficient enrollment to be continued.

(2<;

)'Upon receipt of thi

LY

report, the Offide of Prog.am Development will

send a notice to eack Campus Dean inYorming him of the courses

assigned to his campus ch fall in these categpries and requesting »
his comments or concu€rfnces in the action of ‘deletion. A copy of '
this notice will be sent to all department chairmen on the affected.
campus, .

(3) ‘Upon receipt of the concurrence and/or comments of the Campus Dean$ .
and any comments from department chairmen, the Office of Program
Development, will prepare a report for the consideration and actiq
of the Curriculum Committee. This report will include the comments
and concurrences of the Campus Deans. :

(4) The recommendations of .the Curriculum Committee with regard to
. courses to be deleted from the upcoming year's catalog will te
., 'forwarded to the Dean of Education for action appropriatc to

' "insure the deletior of the courses.

* ¢5) Should' a department chaigman want to initiate the deletion ¥R a ‘e

ourse, he must complete’ the format for Request for Course A
Crzge}etion following the procgdures for submission of propo als in o
Section 1 of 'College Governanc§ (page 1.03). ’ .

P S

P
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v . - Approved by
. MONTGOMERY COLLEGE . Curriculum
. Takoma Park - Rockville . . Committee 5/74
FORMAT:  PROPOSAL FOR NEW AND REVISED COURSES AND
. ‘ FOR THE REINSTATEMENT OF DELETED CQURSES
o — ——
. ‘e . e .
2 (The proposal should include each item as shown in ‘thig format, properly ,
K numbered, ds well as the answers and éxplanatipng_whiqh it calls for.) .
| L’ ) B ’ :
( - Proposal.(Check one): New Course e
) Reviged Course 1
7 . © Reinstatement for previously
' deleted coutse o .
) Y s ' ) 4 .
‘\. If this proposal is to revise a course, please describe the exact change
which is being proposed: ) _
. 1. Date submitted: s
2. Submitted by: . ’ . ) : g '
LY .~' ‘_‘- / N +
3. Title of course: (DO NOT include number) ) ' .
g * '
. 4. Present catalog description: " .*
! ‘ LN ¢ . . ’
\ 5. Proposed catalog description: (Iclude prerequisites; the number and
.. -|type of contact hours, e.g., "Three hours lecture/discussion each . ,
week"; and the nmnt}pr of semester hours.) T
HETRY . . ¢
6. Campus allocation: ' : o 9 X
7. Instructional procedures (e.g., lectures, labs, discuséion groupé, ' N
field work, etc.) ¢ ' '
".8. "Level? = (Preshman or Sophomore) - e
‘ Lo . i . hy v
. 9. 1f the prerequisites are required, please justify:
o o W 'Y
10. - Ig this course gen€rally taught at the junior college level?
4 11 At which Mgryland, Virginia, and D.C. two-year colleges is this course

taught? Rleagse document your answer by attaching copied'of .those
schools' ¢atalog descxiptions. )
. ¥ , .

12. 1Is this course generally taught-during the first two years-of a four-
year program? » ’ ; Ce

13. At which Maryland, Virginia, and D.C. four-year schools s this course
taught? Rlease documéqﬁ;by attaThing copies of those schools' catalog
) - descriptionsy :

, ,. 14, ‘Des{gﬁed for: (circle one) Career ' Transfer . Both ,
(MO R E) ‘
/
-~ -
[ b 'J ’
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15. Does this course replace any existing course? If so, identify the '
course.

. . ' ! ’

16. Should any course be deleted from the catalog as a result of this
new/revised course? If so, please identify..

« t
T 17. Does this course overlap with any existing course?
' If yes, include information requested on next page*

18. Does this course affect‘any existing eurriculum? If so, please identify
* and explain the'effect. L /
19; Is credit by examination available? If yes, ekplqin briefly.
20. Specify objectives of course: Try t6 write these in terms of specific,
observable outcomes, e.g., “The student will be able to do such-
‘\‘ . andrsuch." In addition, try to relate.the objectives to specific
b units of’the course outline. See 21, below. If you need help,
. ’ contact the Offigce of Prégram Development.

21.  Scope of course: Include a specific, toﬁical outline and a2 pertinent
bibliography, especially the texts and collateral reading to be %
used. If this is a revised course, indicate which units, if any,

. are new.
\ .
NOTE: For the last three iteﬁs 22-24, write NA (not applicable) after any
sub-topics which you are sure do not apply to your propeﬂal However, be
sure to 6ffer some answer to'every one of ‘them. If you are in the least doubt
about the budgetary;implications of your proposal, contact your Academic and
“  Campus Deans as goon as posgible.
22. Rationale (Reasons ﬁor introduction, revision, or reinstatement of the
course):
a. Student value Bl :
b. College values ,
, ¢ Educational trends .
P d. Employment value
e.., Community value. ~
23. *  Justification (Supporting materials as approprjgte):
' a. Written evidence of coordination with interested d partments
. " of the college T
b. Advisory committees (e.g., educational, community, business,
' etc.),
. Catalogs - '
d. Conferences -
e. Surveys
: £, Literature .
g. Interviews //4—\75\\\ .
h. Other sources - ,
i. Transferability (letters required) Specific information should
. 1 beé included with regard to the transferabjlity of the course
L to the State colleges and university and other appropriate
: institutions. . )
2
) , MO RrE)}
IS 9

Q<

s
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24. Budgetary requirements:
a, Staffing :
. b. Equipment ' :
RS Materials
' d. Supplies -”bb
e. Facilities usage '
f. Projected minimum-maximum class size

’”~

r

. *When the proposal for a,qg&-course ovetlaps into an extant course, the
Curriculum Committee shall be advised? in the proposal, of

L}

. ) . N o

A. Whether, after following procedures established for submitting
new course proposals and resolving interdepartmental and intra-

- departmental conflicts (see p. 1.05 of the Faculty Handbook),

s there is any opposition from another department to this proposal.

B. The)syllabus of both the proposed and extant courses, to be
obtained from the Department Chairman concerned. (Please attach).

, 'C. .The uniqueness of the new course proposal:

1./ Professional societies' recommendations, if any.

2.+ Identification of the areas in which.there is overlap with
the, extant~course and the rationale for the existence of the
overlap.

) .
o ;%
. . n

)
s
1

[
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K MONTGOMERY COLLEGE Approved by
' Takoma Park - Rockville Curriculum
- * Committee 5/74

'FORMAT: - REVISED CURRICULUM

(The proposal should include each item as shown in this format, properly
numbered, as well as the answers and ‘explanations which.it calls for.) -

Please describe the exact change which is being proposed{
1 . - .

1, Date submitted:

2. Submitted by: ,

Ve
3. Title of curriculum:

v ~
.

4. Present catalog description: (as it appears in the cafalog, 1nc1Qding,
14sting of courses and hours) )

5. Proposed'catalég description: (including listing of coufses and hours,
as it would appear in the catalog) ’ )

6. Campus allocation:
. -~
7. New courses,required (follow course fqrmat\ﬁor each new course)

8. Does this curriculum replace any-other curriculum?

9. 1Is any curriculum or option deleted from the catalog as a result of this ~
revised curriculum?

NOTE: For items 10-12 write NA (not applicable) after any sub-topics which you
are sure do ‘not apply to your proposal, However,, be sure to offer some answer to
every one of them. If you are in the least doubt about the budgetary implications..

of your proposal, contact your Academic Dean or Division’ Chairman and Campus
Dean as soon as possible, co

E

10. Rationale (Regsons for the revision);
Student value :

. * College values

Educational trends ,
Employment value .
Commqpity value

® aan o'p

N
\ /- )
N . ’ .
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11. Justification (Supporting materials as appropriate): .
a. Written evidence of coordination with interested departments
of the college. .
b. Advisory commit:ees (e.g., educational, community, business, etc,)
c. Catalogs
d. Conferénces .

, . Surveys N ¢ '
N f. Literatiyrd . )
g. Intervi%s ( . ! : , \
hyy rces .

Other s
1.\ Transferability (letters required) Specific information should be — ¢
included with regard to the transferability of the curriculum to

- " , the State colleges and university and other appropriate institutions, §g\\

12. Budget im ications: N
p a. StdffIng :
. b. Equipment, materials, and supplies
. c. Facilities usage ,

.

¢
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MONTGOMERY -COLLEGE - Curriculum . .
Pakoma Park - Rockville Committee 5/74
. q v A Y “ . -
’ . ) ' s M T e, % v
FORMAT: . REQUEST FOR COURSE DELETION  ° .
\ » : = -— »
’ A A ! . -
L., Date subm@\;ted’;‘- T o : T

2. Submitted by:
N 3., Number and Title of course: ,

4. Catalog description: '(ex$ct1y as it appears in the catalog) *

5. Campus designation:

6. Is this course required.in any existing carriculum?

. / . -
7. Rationale for deleting this course: . o f
v : ¢
' B
-
L
‘ . ~
) -
A
- * ' - € - ~ S
. . ) ~ ¢
. " -/ - . v
. .
¢
Ay * ‘
. -
. Sesiac -
\\‘ , . .
N * / I‘
-~ . ¢ -~ 1 ]
L)
4 ~
- A
5 3 ,
R B N
- -
.‘ . ! [
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FORMAT:

v MONTGOMERY COLLEGE
Takoma -Park - Rockville

4
.

PROPOSED EDITORIAL CATALOG CHANGE

A 1.15

Approved by {
Curriculum- . §
Committee 5/74 “

y .

This form may be used for edttorial catalog changes which do not seriously

affect the content, objectives, instructional procedures, prerequisites,

course credit, or the nature of the contact hours.

must be treated as a course revision and not a minor edify
change, in which case the sponsor must use the format fo
page A 1.09.

If you are in doubt as to whether your

Otherwise, the change‘

al catalog *
ourse retisions,
proposed change

represents an editorial change or a course revision, please contact the
Office of Program Development,

1

. e

(Items a, and c. must be answered for all changes.)

—

i -
AT

"

1. ‘Date submitted:
2, Submitted byi
-3. Title of course gf program:
® a. Present title:
b. Proposed title: \?if no change,‘ieave blgpk)
c. Present”“catalog description:
d. Proposed catalgg description: (If no change, leave blank)'
r’l- h. Réti&nale )
S )
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_‘Please, submit one checklist t;_o’_egch campys, dttaching a copy of the proposal

#, -

l

¢

E . .. I ﬁ‘cumilcuum COMITTEE cﬁﬁb_;q,xs'r‘ Lo ’

4 « ¢

¢ -
I3

Procedure for signatories. _Please verify that you' have studied the attached proposal =
s by signing*the checklist and by indicating in the space provided whether you ,concm!
» with the proposal. In the event 'you do nmot concur with the proposal at this time,
. please attach comments. The deans, particularly, are requested to check specifi-.
‘ . c‘ally'fér Jbudgetary*implications and to verify whethey budgetary problems are fore-
" seen which might prevent the ":Lm'p'lémentation of the' proposal in due course.

) . ” L ¢ .
. . . P
- 4 .. " > e e'w e ® wd ohee e - o= -
3 > .
.
s \ — ' B .. " 5 s ~
» * ' N

an

. ", * . . . » ' " 5 »
,:.. +Originating Campus: C T . ,, Verification by L Campus

* ) A +, N N Tty '
. Typé of Proposal: oy . R OO ' / .
_— . CJ New Course {1 Revised Course - . 4
R ‘< . . 1 New Curriculum N et | Reyised Curriculum. '
S . - " L t New Certificate ° ] Revised Certificate
L. . . /' . [ New Option {3 Revised ‘Option 5
TR . ) Reinstatement for Previously Deleted Course .
> "Name of Course, Curriculum, ) v .
* CertiFicate, or Pption: * :
) e .

LY A

- g ~r

. W) Original _E_?cdéohal « (] _Revision of Proposal Dated
. 1 " . . - . N . \
This' proposal is designed for : ) : Campus (es)

3
t ~r

. > *
d N . ‘ -
. " . Y .
- .

Signatures - . Date Action

v .

Originator LT ) .

.
9
. - .

L "~ [ -concur.” J Do not concur; comments"

Pepartment Chiirman . . . : attached
. ‘ e , L

B . (O conéur. [J \Bqﬁnot concur; comments

|
Dividion Chairman/Acddemic Dean attached

S

L)

. N ' .. Are there budgetary implications? .

.o D [ No.: [ Yes; comments attached

- , s -

- g @

- D Concur. D Do not. concugy comments
Campus Dean P ..

. attached

NOTE: This Checklist must be signed py all parties concerned before either an
original proposal or a proposal revision is considered complete and ready far
deliberation hy the Curriculum Comittee., 9
hd ’ . ~* "; Lo
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Note: Please prepare one copy, attach one éopy of the Request for
Coutrse Deletion, and circulate it to the persons.listed
below #n yout campus only.

3 -

< CURRICULUM COMMITTEE CHECKLIST:

“ . REQUEST FOR COURSE DELETION'

. . 4
v _
Date .
: N
Origingting Campus
Number and title of course to be deleted: .
‘ . o b
¢ . ¢ t
. Signatures . Date - Action
. - P] \’ V .
Originator . - a .
- ) . -~ 9
* : " e
DY t , .
) b o N - . Concur. Dv aot concur;,
Department Chgi:mén . . comments
' g o * g +  attached

A

t ” N
\

&>

i . ___ Concur. ,___ Do .not goncur;
Division Chairman/Academic Dean ) comment's '

> attached

¢ .

L]
Concur. Do not concur;

Campus Dean ) ' - comments
. . : ! attached.
Note: Please forward this Checklist to the Office of Program Development. '
. . ‘
,4‘ e . ! < ®
Tl
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] ‘
Please prepare in dupllcatc, submitting one copy with the proposed catalog change

to each campus.

‘ . CURRICULUM COMMITTEE CHECKLIST:

{ EDITORIAL CATALOG CHANGE i
_ > ot ' Date

Originating Campus .__Verification by Campus

+ +

Name of course, curriculum, certificate,

or option being changed ) —
The change isldesigned for Campus (es)
Signatures Date s Action
] - . Y .
Originator ' )

- (1 concur. E:] Do not concur;

Fepartment- Chairman : comments attached
(1 concur. [::] Do not concur;

Division Cﬁairman/Academic Dean ) comments attached

v

. ‘ Are there budgetary implicationg?

, [:] No. E:] Yes; comments

" . attached

(] céneur. [J 1o not concur;

Campuf Dean R ) comments attached

Note: This checklist must be signed by all parties concerned before a catalog -
change proposal is consideréd complete and ready for deliberation by the
. Curricwlum Committee,

\‘1‘ ’ - 2‘9

- L
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/

. (Prepared by Office of
) Program Development).

~ ’ 4

To: All Department Chairmen ‘ //'
3

-

y ' imy .

INFORMATION SHEET
FOR NEW COURSE

N I
f
New Course Title:
Catalog Description:
, .
[
.
, .
, .
. A ]
.
LTS, ~——
'\\-.‘—,
. .
- . ‘
- -
\ ¥ 4
Y 4
e 2, ‘

.
’ )

- .

This is for your inforﬁation -~ not for your approval -- regarding the (bove
new course proposal by the = Department, .

1f you have any comments regarding this proposal, contact the Curriculum Committee
t Chairman by . If the Curriculum Committee_ has not heard from
you by this date, it will assume that you have no objection to this proposal.,

.

.(’ .
cc: Chairman, Curriculum Committee / ) , '
s ’ ‘

Q : Y




“(Prepared by Office of
. . Program Devélopment)

To: ﬁ\ll Department Chairmen / - '

s .
’e

./ INFORMATION SHEET
POR REVISED COURSE

Revised Course Title: ' ~.

Below is a description of the exact change being proposed:

‘

Catalog Description: - ‘

o

. This is for your information -- not for your approval -- regarding the above
- revised course proposal by the Department,

T If you have any comments regarding this proposal, contact the Curriculum Committee .
Chairman by + If the Curriculum Committee has not heard from -
you by this date, it will assume that you have no objection to this proposal,

¢

.
Q@ c: Chairman, Curriculum Committee .
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ha »
/ . ] - P )
; (Prepared by Office of :
- . Program Deveclopment)
1 " . .
) To: All Department Chairmen *‘ -
13 . ) l ) L4
INFORMAT SHEET - -
FOR REVISED RICULUM
.9 - —
Name of Revised Curriculum: ’
» e . - —‘l r
. Below is a description of the exact change Being proposed:
- >~ e
N /
i /
- >
4 [4
N—
-/

Catalog Description:

[}

\ ’

3 ) .
.
~ |
~ - 1
) |
~ ) l
This is for your information -- not for your approval -- regarding the above ' 1
revised course proposal by the _ . Department. (
. ’ \
|

[]
If you have any comments regarding this proposal, contact the Curriculum Conmittee

™~ Chairman by . If the Curriculum Committee has not heard from : ° !
you by this date, it will assume that you have no objection to this probosal. 3
. . e ) ' .
i o 5 ¥ 7 é
' |
b |
L) ‘ N ‘
‘\
J cc: Chairman, Curriculum Committee
A et BKT4 v
Q \ KL . ¥
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' ‘A 3.2 , , . : 7
- ’ ~ L - ~ . (Prépared by Office of
: ’ Program Deyelopment)

. . . . ‘.

¢ .

'’ To: All Department Chairmen . ’l
|
|
|

. ~ ~.  JNFORMATION SHEET ’ ~
. : FOR PROPOSED NEW CURRICULUM OR OPTION . .
.. ! - - . Y . .
p . . e .
- Name of New Curriculur or Option:.' . L . R
Catalog Description: ’ . . ' b | ‘
L v . ) . e |
. , . . , “ ot . - ¢ i
o FRR
et v * ‘:
¢ - . . -
/ 19 ’ ’ - o,

[

' SR

, / | \- \.' | ‘:*w ‘,

A

—

[ 4

This is for your information == not for your approval -- regarding the above
proposed new curriculum or option by the . : Department.

If you have any comments regarding this proposal, confact the Office of
Program Development by . If no response has been received by
this date, it will be assumed that you have no objection to this proposal.

> _ .. ~y
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<
. »
. . 0 (Prepared by Office of
. ¢ Program Development)
. To: _All Department Chairmen
, INFORMATION SHEET \
¢ . FOR COURSE DELETION

y ~ 3 R
‘ Title and number of égurse to‘be deleted;

éZtalog Description:

~ 12

‘This is for your information -- not for your asbroihl -- reggrding the above s‘

: course deletion proposal by the

partment.

1f you have any comments regarding this’.proposal, contact the Office of

Program Development by -~ . [If the Of

Development has not heard from you by this date, it will ass
have no objection*to this proposal,

) . '
.

“

Chairman, Curriculum Committee

~»
\ m
' ‘ FQL_, 2
. ‘e
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Format for Prgpoéggg a Change in the Academic Regulations /

N (Please direct the completed form to the Chaimman of the Faéultx
" Senate or to the Chairman of the Academic Regulations Committee)

o { . ¢

e
- ' Date of proposal
\ * ‘ <
Name of Proposer
Campus O Department/Organization

Telephone extension

Citation (by é;ragraph number) of the Academic Regulation you

.

desire to change or to add:

. &our proposal (Please give specific wording'for the change/addition you

. propose):
1
I 4
. - ! .
L]
i R .
T
. b
Rationale for your proposal: .
'
/ 5 <
] . . - .
s - - , :
e . .
t ) .
. . A
- ¢ ‘
L I PA

Py

2



GUIDELINES FOR PREPARING EXPLORATORY COURSE PROPOSALS

A general description of Exploratory Courses together with Exploratory Course
approval and evaluation processes are included in paragraph 6.16 of the Policies
and Procedures Manual. The steps for developing an Exploratory Course Proposal

.are summarized here. In addition, certain criteria are given below for dis-.

tinguishing between a proposal for an Exploratory Course and a proposal for a
regular course to be submitted through nomal Curriculum Committee channels.

I. Nature of an Exploratory Course y
o . 1=
In order to decide whether the course you are proposing has the flavor and’
intent of Exploratory Courses, you should answer affimmatively at least’

two of the following types of questions:

1. Does it pfovide students an opportunity for academic pursuits or intensity °
of experience not available in regular courses listed in the catalog?

2. Does it motivate students to.learm from experience in a relatively new
context? .
3. Does it offer the opportunity to experiment w&th a new type of
instructional mode which can be shown’ to improve what you are now
doing in the classroom? 4
4, Does it offer, students an opportunity to acquire dnd use more
effectively new-concepts, knowledge and/or skills through a.different
instructional emphasis, a more flexible time structure or orj
inftructional materials, e.g., modular packets, short credi
.programmed units? ¢ v -

5. -Does it reflect the assumption that student needs, desires, styles and
goals are varied ancf‘ that alternative modes of instruction must be
provided for review, reinforcement and/or advancement of profiC1ency

I1I. Procedures for*Exploratory Course Development and Approval

As sponsor of an Exploratory Course, you will need to carry out the following -
steps: ‘

1. Prepare eight copies of your proposal using the Curriculum Committee,

AN format: Proposal for New and Revised Courses (Append1x A, 1.09,

Faculty Handbook)
2. Prepare 35 copies of an abstract of your proposal (200 :::S; o{’less)

3. Make these modifications in the Curriculum Committee prgposal form: .

a, Add item 25, Plan for Evaluating the Course: statement

4 of how you propose to evaluate the outcomes of urse., It
should emphasize what evidence you will gather towed’aluate success

in achieving the instructional objectives listed above, and how

\

>3

Cq

. ~r
. ’ A




. .
v t
7. ) . .

c 1.01 ) o

. ) e X
you will gather this evidence. The time span covered in gathering
the evidence should be indicated, and ideally, experimental and
control groups should be used. . 1

b. Note that in item 23, Justification, it is not required that an
Exploratory Course have the approval of other departments of the
college. However, it is recommended that there be communication
with the counterpaxt departments on other campuses.

~

4. Submit eight copies of your course proposal and 35 copies of the abstract
to the campus dean's office for distribution. Copies of the complete
proposals are primarily for use of the Exploratory Committee. The
abstract will be distributed for information purposes to all caqirses
and to central administration. .

I1I, Deadlines . s

.

gl‘ Proposals for new-courses musg be submitted to the Exploratory Committee
according to the following d line dates:

Proposals for: , Deadline for submission:
, Courses to be offered in summer or fall %End of¥the 10th week of preceding
semester spring semester
Courses to be offered in spring semester End of 10th week of preceding
) : . . fall semester

# i . - * .

1f there is a geguine situation of urgency as determin d by the committee -
concerning a proposed course, special consideration mas\hg\E}Ven to expediting
the processing of the course. o

t
/

I

,\
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. MONTGOMERY COMMUNITY COLLEGE ’
, MARYLAND ' ‘ po
‘ . FACULTY MEMBER’'S REGULAR CONTRACT v
) . L

IT IS HEREBY AGREED by and betwcen the Board of Trustees of Montgomery Community College and

that, in onsideration on the one hand of salary to be paid to the

(name of faculty member)

fa»ult,y member,"and. on the other hand, of the performance of the fa;ulty niember hcrcundcr the faculty n/u:mbcr named
herein shall be and is hereby employed tu teach 1n the College referred to herein, subject to the authonty of the Board of
Irustccs and the policies and regulations of the College, as those pulmes and regulations may be modified froni time 1o time,
. aR& ubject tu assignment from time to time by the President of saud College. provided that duning the fiscal year the salury of
the ?}pulty member shall not be reduced for the rem.nndcr of the fiscal year The salary of the faculty membcr shall be fnxcd
by th& Board of Trustees
4
- AI\D 1T IS FURTHER AGREED that the faculty member shall become 4 member of the Teacher’s Retirement System
of thc State of Maryland as of the date vn which hus or her tcd»hmg serviee begins, subject to the provisions of the Publi,
General Laws of Maryland as amended from time to time.

N
AND IT,1S FURTHER AGRLED that the faculty member normally will-not \d«.ate the posmon to which asugned
during any year. - ¢

.
»

AND IT IS FLB’ HER AGREED that if the faculty member desires to terminate an existing appuintnient, he or she ’
shall give notice not later than two.months prior to the date of such termination. The fa,ulty member may properly reques
a wawver of this requirement 1n .ase of hardshtp It 15 expected that said faculty member shall complete o term in whie
tcachxr%already has been undertaken.” o -~

AND IT IS FURTHER AGREED that the faculty membershall be un probationary, appumtm»nt untxl granted acd
tenure. As provided below, notfication as to renewal or nonrenewal of appuintment shdll be given annutally by th¢ Prd
until the end of theé)robauonary period has been reached. .

4

AND IT IS FURTHER AGREED that the period of p appointment shall extend furseven, full, consceutive, |

academi. years. except that 1n exceptingl ases authorn Prestdent of the College the period of probationary
appointment of the facuity member may instcad be five ll consecutive, deademie _ycars upon writteh approval of the

\
\

President of the College. )
AND IT IS EU‘R/HER AGRLED that dunng t@nonary penod written notice regarding renewal or nunrenewal
of apposntment for the succeeding year shail be giv esident of the College as follows ,

- a.*Not later than Apnt | duning the first full cademic service 1n the College. . ’
b Not later than February | of the second. fu ccutive, «.ademu year of such service »
.. 7§t least twelve months before the cxpiration of an a ntmcnr following two. full, cunsecutive, academu years or

more in the College.
'AND IT IS FURTHER AGRLED that upon gompleuon of the probatlonary peniod of the faculty member, he or she
- shall qualify fur.»onsuicrauon for academse tenure if the faculty member has fulfilled all requirements and warrants such
tenurg, and. at such thme as appfoval of sucll tenure has been authorized by the Prosulent, tHe taculty member shall'teccive
written notice of such tenure from the Presldent .
-‘ .
. AND IT lS FLRTHER AGRLED that after thc faculty mcmbcr has been pidced on such thure his or her appuintment
*inay not be terminated por may he or she be dls»harged or dismissed except as provided herein,

ANDIT IS FLRTHLR AGRLLD that‘thc Board ofTrustecs may discharge or dismuss the faculty metber ot any time
on recommendation of the President of the College for cayse. tu wit, dishonesty. misconduct in office, incoinpetency . insub
ordination. or millful negléct of duty, prysided that the charges or réasuns be stated in wiiting, that ('ht. faculty member be
furmshed a4 copy the an oppurtunity. priul to such dm.h.uge or dismussal, for ¢ hearing befure the Board of
Trustees of the Colldge. in pe T by counsel, upun #equest uf the faculty member 4n writing tu the President not more
than tharty days afted written not#ication of intended discharge or d:smxssal is sent to the fa»ulty member.

AND lT IS FUR MER AGREED that the Board of Trustees may terminat. the, Lontract of or dismiss the fa»ulty mem
ber at the Jose of any fiscal year on the recommendation of the President of thed ollcgz. if the Prcudenx shall advisc the Board.
and 1f the Board shall certify (1) that there have been allocated or appropniated by the State, County . Or uther fiscal suthonty
insufficient funds to continue the employinent of the faculty member for thn. prospeutive fiscal year, on which ;udgment the
Board of Trustees shall have sole discretion, or (2) that there s msufficient enrollment for, or planned discontinuance of, an
cducational program or service for which the faculty member s or has beenemployed,on Wht:.h yudgment the Board of Trustees
shall have sol. dispretion, all for said prospective fiscal year, provided that the reasons be\stated in wntmg that,the faculty
member be furnished a copy thereof and be given an opportunity, prior to such terminatiog or distussal, fur a heafing before
the Board of Trustees of the College. in person or by counsel. upon request of the faculty mcmber'?n wnting to the President
not more than thirty days after wntten notification of intended termination or dismissal 15 sent to the faculty mgmber If the
Board of Trustees shall terminat€ the contract of ur dismuss the faculty member under ths paragraph. .t shall hc upon the stajed .
grounds, té*wit “Termination of cmploy ment or disiussajundes, contract for fiscal or non-cuipable rca\gns

P f\L,." -
) .
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AND IT IS FURTHER AGREED that the President of the College may ymmediatgly suspend the faculty member whom
he recommends be terrunated or dismissed for cause as provided heresn  Such suspension shall continue untd final decisiun
1s reached by the Board uf Trustees as to termination, dismissal, or continuance of the faculty member The faculty member’s
salary shall be paid during the period of suspension

AND IT IS FURTHER AGREED that this contract shall continue from year to year, subject tu the aforegomng conditiuns,
provided that if the faculty member is recommended for discharge or dismissal for cause by the President of the Coullege, pro-
ceedings shall be 1n accordance with the provisions of this contract.

. ]
Thus contract 1s made in accordance with the provisions of the Public General Laws of Maryland, as amended from Lime
to time, and will be filed among the records of the Board of Trustees and the records of the College.

LY

The faculty member on his or her part hereby accepts said appointment, to take effect on the ' day of

>, 19

Date of signing this contract g9 . -
P ‘ ) T ‘ L3

wiTNEss OUR‘HANDS ) e

3 Charrman, Boardﬁstees ofMﬁfJgomery Commum
_ Faculty Member @‘O President of the College
Montgomery Community College, to wit- * .
Sworn (or affirmed) before the subscriber ! by A -
faculty member, who, 1n my presence has thereto affixed h___ signature this . day of 19
- *y - — —
. » . Signature )
Q /
LY * -
’
: . ™
§

UNIVERSITY OF CALIF.
LOS ANGELES -

AOVT 1975 | ‘

CLEARINGHOUSE FOR -
JUNIOR COLLEGES

b L o8

Aruitoxt provided by Eic:
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uu.JTGOMERY COMMUNITY COLLEGE ' -
MARYLAND

FACULTY MEMBER’S TEMPORARY CONTRACT

’

1T IS HEREBY AGREED by and between the Board of Trustees of Montgomery Community College and

that, in consideration on the one hand of salary té be paid to the

(name of faculty member)

faculty member, and, on the other hand, of the performance of the faculty member hereunder, the faculty member shall be
and 15 hereby employed to teach in the College referred to heremn, subject to assignment from time to time by the President
of the College, provided that during the fiscal year the salary of the faculty member shall not be reduced for the remainder of
o the fiscal year. The salary of the faculty member shall be fixed by the Board of Trustees.

AND IT IS FURTHER AGREED that the term of this contract shall extend from the beginning date indicated below
until no later than the thirtieth day of June next succeeding said beginning date, or such earher expiration date as indicated
below, and this contract shall automatically terminate and expire on the thirtieth day of June next stoceeding the said begtn
ning date, or on such earlier expiration date as indicated below.

ANDIT IS FURTHER AGREED that the faculty member named herein shall become a member of the Teacher's Retire
ment System of the State of Maryland as of the date on which his, her teaching service begins, subject to the provisions of the | 3
Public General Laws of Maryland as amended from time to time.

» . ¢
AND IT IS FURTHER AGREED that the faculty ber normaily will not vacate the position to which assigned
dusing any year. .

AND IT IS FURTHER AGRLELD that the Boar ustees may discharge or dismiss the faculty member at any time
on recommendation of the President of the College for O3 Onjo wit, dishonesty, misconduct 1n office, incompetency, tnsub:
ordination, or willful neglect of duty, provided that/fredRares of reasons be stated in writing, that the faculty mefnber be
furnished & copy thereof and be given an opportu ( ) to such discharge or dismussal, for & hearing before the Board of
Trustees of the Coliege, in personor by counsel, u Qutst 1 the faculty member in writing to the President not more than

o thirty days after wnitten notification of intended §chargy or dismissal 1s sent to the faculty member.

ANDIT IS FURTHER AGREED that the Presid®nt of the College may immediately suspend the faculty member whom
he recommends for termimation or dismissal as provided heren. Such suspension shall continue until final decision 15 reached | .
by the Board of Trustees as to termination, dismissal, or continuance of the ﬁ»ulty mcmber The faculty member’s salary
shall be paid during the period of suspension. . . };

The faculty member on his or her part hereby agrees tv abide by tht? terms of this contract and by the duly authonzed
policies, regulations and procedures of the College, and accepts said appointment, to take effect beginning on the

day of . 19___,and to expire on the day of 19

Date of signing this contract )} , 19

WITNESS OUR HANDS - _ N

. —

Chairman, B¥ard of Trustees of Montgomery Community Collegs

i . .
| ] .

) N .
Faoulty/‘{ember ) President of‘;the College
Montgomery Community College, towit .,
Sworn (or affirmed) before the subscniber . M) by L B .
faculty member, who, in. my gresence has thereto affixed h ___ signature this day of X L9

i
RS

Te

Signature

wll Toxt Provided by ERIC

EKCAC Form 3 118¢c (11/18/7 \




