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FOREWORD

- This 1974 ediszn of the Lincoln College~Faculty Handbook is” the

¥

first complete revision of the original 1963 copy Henceforth, this

L

will be the’ Handbook which will serve.as-a guide toward understanding,,//

Ny

. the policies and procedures of Lincoln College. The Faculty Hangbook

should- serve ﬁo acqmaiht new faculty members with fundamental rules and

<

regulations and the particulazs of policy relevant to their positions.
It also forms a basic reference to which all faculty, new and old, will

want to refer in the course of appointmeﬁf/;o.nincoln College.

\
Aﬁproveé, April 23, 1974
‘Faculty of Lincoln College

.

3
Approviﬁ, May 18, 1974 .
Board 7f Trustees of Lincoln College

B NP SN




e

INTRODUCTION TO LINCOLN COLLEGE R

« R v : ¢

-

© On February 6, 1865 the Cbllege, sponsored by the Cumber land Synod

" of the Presbyterian Churqh was chartered as Lincoln University. It is

/'the only educational institution to be named for raham/Lincoln duringv'

his lifetime. ‘The Namesake College,'as it is call d, recognizes not only

- Lincoln the President but also Lincoln the man. It was Lincoln the man
who surveyed and laid out the City of Lincoln;//ho rode the 8th Judicial
Circuit here, and who, as a legislator in Springfield, influenced the
development of this part of Illinois. His success iE'becoming all he was

" capable of being as a person is a-goal which the'CoIiege urées its members

to emulate. : . Y
. N : -

In 1929 Lincoln College‘underwent a change from a four year to a two -

year institution. In the ensuring years a program has evolved emphasizing
¢

individual student guidance in a liberal'arts consﬂgt. Lincoln College

-

is» a two-year liberal arts'colLege which is fully accredited‘by the North
. - : 7 _
Central Assoaiation‘of Gdll&ées. _It has the purpose of preparing young

people for effective participation as citizens in society..
4 /

Lincoln College, in/%eeping with the ideals of democracy associated

with the name of. Abraham Lincoln, firmly be1ieves that people should have

N

Lincoln College" enroll/ all people whose preparation, character, and_—" ——

.

_the benefits of educatipn to tsf limits of their abilities. Therefore

4

purpose indicate that they can benefit from the'college experience
. \o
Consequently a w1de range of abilities, interesté,‘and potentials is

y
represented in-the student body at Lincoln College. . The mandate to the

\




‘I’ e . h . o o ]
P faculty to instruct this broad Spectrum places added responsibility upon ;

2 e

them in the conduct of their professional and personal interaction witp////
atudents, .
Lincoln College is also committed to the ‘community “of which it 1s’a

-part. , The College affirms its interest and willingneas to ahare in
/

'servingqthe needs of the community.

[
@ «

E




Facuity' Acceptance and Revision of the
1974 Lincoln College Faculty andbook'

*

) .
& Acceptance

i 3 ' . oo A
A majority of the faculty, voting by sgecret ballot in a regu

- scheduled faculty méeting, must approve the Handbook before i

z

'subhitted to the Board of Trustees for apﬁfoval.

\ Revision : -
' Reconuhended changés in the’ Héndbook ﬁust be approved by a méjori‘ty‘
- ¢ i
- o of a quorum of the faculty, voting by secret ballot in a regularfy :
‘ . | v o scheduled faculty meeting before it is submitted to the Bo#rd of
= Trusteesg,for approval ‘
. . . ‘ : . o X

i - ."

e 4
®




SECTION ONE

COLLEGE ORGANIZATION "

vy - o

l.. The Board of Trustees: Lincoln College functiqns‘under aﬂChartér

/granted by the State of Illinois on February 6, 1865. The Charter estab-

lished a self-perpetuating Board of Trustees and grantéd the Trustees the

. "

) s L~ : - / '

"power to prescribe and regulate the course of studies to be pursued in

- said university, and in each and all the departments thereof;»éovﬁgx the
rate of tuitioq; room rent and other necessary expenses; to appoint a

faculty congisting of a éresident and other instructors; profeasors; tutors

* - A

- L [ . ’ .
. and téachers of every grade, and the officers of the Board of Trustees
and su@h'other officers dnd agents as may be needed in ﬁhe'mahégement of

" tlie concerns of fhe university; to define‘their.powers,'dﬁtiés and employ-

.
s

~ments; to fix their compensation, contréct'for”and pay the same; to displace

‘or remove eithér or any of said instrucﬁg%sd officers or agents, or all of

them, as a najority of éaid'trusteeé which deem in the interest.of said
ﬁniversity to requi}e; to fill all: vacancies among said instructors,

N . . . . .

officers and agents".l

2. The President: The Board of Trustees delegates to the President
\ . e T =
is

——

Vo

of the College the authority to govern th%\College. The Piresident
selected b& the Board of Trustees without a stated térm, and as the
Executive head of the Collegg is gesponsible‘to them for carrying out tﬁe‘

' po}icieshof the Board of Trustees. The President is the' liaison between |

the Board and the"varioﬁs individu?l“aﬁd'colléécive cOnséthenciee of Whe

T

.y - . v
1 Charter of Lincoln University, 1865, Section 6, p.5.

.
a4 rd
- . e .

L




 operational responsibility for the administration and management of the

‘ultimate responsibility for the management, the‘planning, and_ the

‘academic affairs of the,College; serving as a channel of.communication‘

s F i . b

'y

0

College. hs'primary agent of the Bpard of Trustees, the President has

maintenance of existing institutibnal resources and programs and the =~ "

development of new ones.

As chief administrative offi&er of the College, he also has direct

i *
responsibility to lead, plﬁ%; organize, direct, and represent the College

within the context of overall community endeavor. As 1mmediate assistants
to the President, the msmbers'of the administrative staff have primary

‘ . /- . . . ;o .
short-term and daily affairs of therqollege'within the context of es%ablished
policies, and. have also, in conjunction with the Dean of Faculty, responsi-

bility for recommendations concerning resource allocation and general

N -
. - . .
M

e

planningz

3. The Dean of Faculty: The Dean of Faculty is ‘the representative
of the teaching faculty and is responsihle to the President for all académic
affairs. Within the general framework of faculty responsihility and

L)

cooperatiye community endeavor, he plays the primary-role in devélzpipg the -

‘curriculum'and the educational objectives and pOIicies of the College. He

Y

doordinates the objectives,'ptoérams, and activities of the several divisions

and departments, His responsibilities include, but are not limited to:

creative leadetship of the faculty; supervision of the faculty and of Lhe

o

within the faculty and between the faculty "and administration'-selecti n

and evaluation of the £aculty; ank assignment of teaching responsibilitles

and collateral duties performed by the faculty.




4., 'The.Teaching Faculty:).‘l

N

d. Responsibilities: Under the leadership .and guidance of the

Dean of Eaculty and "within the context of established-policies and objec-

_ ;ives, the teaching faculty has pfimary responsibility for determining the

curriculum, academic standards, instructional proceduxes ~and Telated .

'educational policy and academic affairs., It has additional rESponsibility

to participate effectively in the formulation of non-academic, co-curricular

plans, policies, and;recommendations which relate to academic activities .

"and objectives, and in the development of general_community programs and

activities of the Collegféi '

b. Faculty Meetings' The Lincoln College faculty holds business

N

mketings as scheduled at the beginning of the aeademic year.- Special U

faculty meetings may be called by the Interdivisional Facy ty Executive‘~"
A

Committee (IFEC) the Dean of Faculty, or the President of the College. R

~

Those eligible to vote are Full Time Teaching Faculty, the President,

U

the Dean;of Faculty, Dean of Student Affairs, the Librarianm, and the

Direct‘f of the Learning Resource Center. ' . Y

The“minutes of the meeting are recorded by the secretary to the Dean

of Faculty, and a copy‘of the minutes, audited by anvelected'faculty‘ i
membef} is distributed tofeach'memher of the faculty withinethe.yeek
following the faculty meeting.‘ ( ;

dhe Dean -of Faculty presides at ‘the faculty meetings. In his ‘absence,:
the Pred&dent of the . College presides,\and in the absence of. both the Dean
of Faculty and the College Presidentf’an elected membér of the fad&lty

presides."_ . ’ o ' | \




AN v, 1 P ' ‘ . / . ¢ x
- i ..» ) . . 7 . : Y
. * S
’ / i
) ' . - ; _ - // ‘ ; . :
- Procedure: L T , : ) e
1. Roll call conducted silefitly, with the'exception'of'a call

N

- 2, Adoption"df the minutes oﬁ‘the preceding facdlty meeting.

P I f“'3lw Report from iFEC (posted one day in advance on the faculty

‘fi i

bulletin boardﬁ#
i
?

' 7.\ Announc @ents by the Dean of Faculty. - // T ] o

| | 3 8. Annouﬁzimenys by individual, members of the faculty. : -'; }4@

" g\ : L _9‘.‘ Adjournment. - ) | v B | ~ :
P ‘ Special Requirements- ‘:h~) | | o - N A a o
. 1. ItemS*;o be*plaged on the agenda other than routine nnounce~ A

i ments must be submitted to Ehe mean of Faculty prior to twe {me of P
‘ ”/d the faculty meeting "An exceptiou to this requirement will_be made ” '//z/
S / ' - 1£ aémajority of the faculty present 80 conours, -‘”//Ef’ L & _:j“/\ /

| ' _2. A majority of the voﬁdng faculty/must be present in order to ,/

» conduct a faculty meeting. P S Lo ;,jﬁ

. M 3. The minimum reqﬁirement for the passage of any legislation

S ¢

1s the assenting vote of a majority of the voting faCulty present

5. The DivLsion Chairmggﬁ The curriculum at LincoLn College 15
* v : ‘ LT o .
structured within six Divisions- Language and Literature- Social Soience; '

.
o . N

Natural Science; Business and Math; Humanities djﬁ,Fine Arts; Physical




15

ot

fEducation and Recreation.,

U e - er

member of the teaching'faculty elepted annually by the members of his .

"w Yo - 3

‘divi§ion. Helng a divdsion chairman, he serVésgon the Inter-divisional

' Fapulty Executive Committee (IFEC) The chairman 8 responsibilities,_ ;-4

a4 -

rassumed under the overall supervision of the Dean. of Faculty, include-'

v
TS

. programs and objectives.,o'

chairing, recording and distributing minutes,‘f division meetings"

leadership(;f the division, representation o the division, calling,

& L3

coordinating programs, objectives, and:acbivities within the division,

..

initiating and providing guidance in curriculum planning al division
programs, reviewing general policy pertaining to financial, personnel

and other’resource allocation and furnishing the Dean of Faculty with '

,4

‘e cpncerning the curriculum and general academic

’

W

;fqr“ The Inter-divisional Faculty Executive Committee. (IFEC):

' This committee meets with the Deanqof Faculty on a scheduled semi-monthly

. »’

basis and is open to a11 faculty concerns. There are mo fac\lty matters

The chairmam oﬁ‘each division is a full time .

50

- *\_\\

thaﬁ*ceﬁnot be - discussed with IFEC since 1t is the ‘major link between the

faculty and the administration of the College (~Monthly reports of IFEC g

’ activities are made in wr ing and are available to- every member of the T

™

Lincoln Gollegé faculty. FFEC- members are entitled to a mbnetary

"“““Wrw%s“@c pensation in addition to their regular teaching salaries.'

)

AN 3 * &

From ti\e\tc time IFEC will require assistance fro

N iy,

the faculty in >
research mattErB\\\Ad hoc committees. will be formed on c;j

vrinciple of'
Divisional representatien. There are three permanent committees of tﬁ%

faculty - the Curriculum Committee, the Wlnter Term Committee, and th

Il

o

7




.dn

e

&

, actively solicits turriculum idegs from Lincoln College students.

committeeﬁ

¥
..!‘
P

4 - . * A

-j xwi
annually by their divisionsw No member of IFEC~uBy serve on an additional

. »
»

b4

.

#';

v

s o : _ .
7. The Curriculum Committee ﬁuThipiis the'committee charged with the

responsibility for recommending to thd‘faculty revisions in- curriculum.

.
.

-

Ihis committee encograges suggestions from all members of the fa ultf‘and

L

CRVJer to

page 17: which serves as a guide to the procedures established for adding

-

" new courses to the curriculum at Lincoln _College).

The Winter Term Committee-

,._8

This is the committee charged with

v

curriculum This committee works with ‘the Director of the Winter Term, who

e

A

_makes recommendations to the Dean of Faculty for the courses to be offered

@

new developments to the faculty. g
4 '

9. The ggmmittee of’ Tenure and Review-

("

©in the Winter Term. The Winter Term Committee reports its progress -and any

¥

This is the committee'charged

R

with the reSponsibility of conducting a complete review and evaluation of.

the professional competence, performance, and development of the'tenured

faculty‘

“t

AN

It is. also resPonsible for conductingha.thorough review of the

performanee of 1ndividual faculty members becoming eligible for gaining

.

tenure on the faculty of Lincoln College.

Report of this - committee 8

e .

findings and its recommendetions are filed with the College administration.‘

14
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'SECTIONTWO - T . .

A »

'FACULTY APPOINTMENT, PROMOTION AND TENURE

. N N ‘- -
» . = - -~ -
s . ) . R . o @
-

1. Eaculty Appointment- The primary qualificggions of an ind1v1dua1

' con81deredxin appointment to. the faculty at Llncoln Collége aréag follows-*

)

a. Academic Training. The. candidate should normally hold a.

. minimum of a Master's Degree. . ’ ) v . S

-

b. Motivation and Competence' The candidate must indicate his .

ability to teach, and. the desire to continue to improve his teaching,

| and to grow in the'profession.

The’ candidate must convey an ability

\

- - o

a

' °. to gOmmunicate with students and peers. ™ R
& 4 o .
;?*'. N Educational Philosophy-, The candidath must have a phllosophy

of educatlon that allows him to accept enthusiast1ca11y the College s

. educational-mi881op. ‘ T ' .

Ligd
!

-

-

-

3

Tom

Prior to recruiting a new faculty member at Lincoln College, the Dean

of Faculty in conéultation with the Pregident of the College and'the.'

‘divisional chairman must determine the . need for ‘an additional faculty

¢

member.

If funds have not a1ready been designated for this p051tion, the

.
“

Deanssubmits a request for the --?sary addxtional funds in the academic .

budge{ That request is presented’ the Board of Trustees by the°President.

o

-egins following Beard approval

“

of the\College. The’ recruitment proced ’ﬁ*

The\following~procedure is used in recruiting a new culty member :

a. The Dean of Faculty announces the vacancy in: numerous .

&

: university placement centers, ‘as well as to professional

-

A ) . orgénizationSg etc.




e,

]

ions and discuss.them with the-Presfdent of the College.

With the approval of the President, a minimum of tWo

candidates will be invited ‘to the College campus.
The visit of the applican to the campus will. be according
to a schedu1e established by the Dean of FaculLy, and will

as’ far as possible include the fdllowing steps~

1. Interview with the Dean of Faculty.

M ¥

2. 'Presentation,of,the apnlicant to the”President.'

o

3. A tour of the campus and introduction, when possible,‘

-

to College personnel ‘ _ o )

b, - A:thorough discussion of College-purpose and philoedphy.l

5. - A conference with the appropriate division chairmanAand

~

‘other available members of the faculty. A special effort ,

will bé made to consult with faculty members within .the

candidate s .division. T - : o ;

o F

6. A review of the anticipated courses.g

7. A social,occasion where questions. and concerns can be

iscussed Ln a. relaxed informal atmosphere . -

At the conclusion of the visit ‘the Dean of. Faculty and the-

.

division chairman will submit their written recommendation

- regarding thenapplicant to the Pres1dent




A

The President shall make the formal appointment.i' : 0
g. A oneeyear teaching contract, along with a letter of appoint~

ment will be sent from the President's office to the faculty
. can&idate. : T, o

2. Faculty Promotion Promotion.in rank and~ advances in salary at

\ Lincoln College are based bn academic preparation, number of yeats of

service, and continuing merit accomplishments. A salary schedule is

included in the addendJ oﬁ this Haddbook, the schedule indicates the
salary given for academic preparation and years of experience at Lincoln

College. Promotion in rank requires a joint recomm¥ndation from the

Division Chairman and th Dean of‘Faculty to the President of the College.

‘Merit pay as provid d for in the salary schedule is determined by the

I‘“ )

Dean of Faculty with the approval of ‘the President The criteria used in

this determinatiOn are as follows: °

c. Scholarship (based on publications, course sgudy, degrees

.

- .achieved, r search effort, 1eadership in professional .

‘societies;'
: d._‘Extra (non-
(Glub spoms

-side chats, tn

deadlines (f culty meetings, committee meetings, divisionah

7 & : -
i ~ .

responsibilities, etc). ? | | ,
. ) m " . ¥ . . Vo

b




' o 3. Tenure Po_ficy: The Board of Truste“esf of Lincoln College __
| recognizes the important part which theltraditional'tenure policies have

played in'thg development of higher education in the United States. 1t .
) a . " .' / . )
views the retention of a tenure‘policy as essential to the continued

strength of the College, to. the faculty as a professional requisite, and ’

tq the community as a visible indication of its support and commitment to

v o

the professional worth of the  faculty.-. ' : o

IThe Board of Trustees of Lincoln College favors a concep ‘o tenure

which is subject to periodic review. 1f a profession bases' ts existence

— -

on an open approach to learning, it is ‘necessary for its me bers L) students,

faculty, administration and non-teaching professionals he €

@

evaluate th@ir
' . own performance on a regular basis. The academi climate of Lincoln College
canpot remain healthy unless the‘process of eValuationmis effective and

. ) candid ajd offers opportunity for self -development.

\ Attainment of Tenure: A full time member of th% Lincoln College 5.

faculty is eligible for tenpre,after he has served a period of six years

on the faculty of Lincoln Cdllege holds a minimum of a Master 8 Degree,

L4

and has been promot\d to.the rank of Assistant Professor A faculty

. m@mber may be recommended t0vthe committee on Tenure and Review by the
~ [ o
President of the College and the Dean of Faculty prior to his six years
v . ‘&\

experienée on the Lincoln College faculty if the Dean and President

. / ~
\ » 'determine that the particular faculty member 1nvolved has demonstrated
+he ability and experience'to warrant earlier consideration for tenure.®
Thejéttainmeg; bf tenure is not‘automatic but results ‘from'a gpecific
. - . : . P ! .t .

[

action by the Bgard of Trustees. The eligible faculty memﬁer'will have




> N .
5
' ’ ‘u e

/ hlS professional petformance reviewed/by the Committee on Tenure and

-

Review. This committee reviews the candidate s record and makes- recommenda-

‘tions based on the specific performance of the candidate. This recommenda—
s tion will then~be filed with the Dean of Faculty'and tenure will be

‘recommended to the President for approval by the Board of Trustees. If
th@.committee finds deficiencies in.the faculty hembef's performance, they

will recommend'specific corrective action and may make arrangements to

3

1 conduct.a'fol‘ow-up review the following year. If the second review
. E _ concludes tha theodeficiencies have not'been corrected,“this report willv N
‘/// ‘X " be filed wit. the Dean‘of Facubty withva recommendation for dismiasal.
'(}" ( " Tenure eview- The Committee on Tenure and Review will also be ¢
y i

charged with condugting a complete review and evaIUation of the professional

x‘l ' ‘5'
’ PO competervce,, performance, and development; of - the ﬁenured faculty.

M .{.
I R i ; . v}'

Recogn1z1ng the 1mportance of assuring a vital and effective faculty as.

.
=

.? the 1ife blbod of the College, Jhe Committee on Tenure and Review will

"

conduct their evaluation of tenured faculty at six~year intervals so

that every six years each’ member of the tenured faculty will be :

P

It is planned that the first review of tenuredlmembers of the faculty

i

L will be donducted prior to the iSSUing of contracts for the 1975 76 academic

W\ i
by year. To initiate the review the committee will invite faculty members

mo submi a written evaluation of their professional activities and growth.

) Gxiteria listed in this Handbook. for ‘faculty promotion will serve as

»\\ . P

guidelines for. this eva1uation

.

1\% I1f the Committee finds deficienc1es in the faculty member s

L \
. , : -peﬁ{ormance, they will recommend corrective action. Arrangements may be L

Yo

19

N
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made to conduct a folldw-@p review within a stated period of time, not
to exceed one year.' I@\the second review determines that the deficiencies -

have been eliminated, the Committee would recommend that tenure be renewed

/

for another period ofvéix\years. If the Committee concludes that the T

-deficiencies have not been éorredted; they will 'file a iepont.with,fhe

Dean of F;é;lty'with a rec endatidnhoffnpn-rénewal of tenure. o “
Tq’activate this new té'ure policy, each.current.tenured faculty

member will have his perfoémance reviewed within the first t&o-year

period of this new tenu;e polk@y._ - . ' .

Mémﬁership#on the Committee on Tenure and'Review: This Committee

will .consist o%»one tenyred memg r friZ/eaéh division elected ahnually‘

by tﬁat divfsioﬁ} A faculty.m;mp r w1l be iﬁe11gib1e to serve on this 5' “ kS
.committee‘in %Pe yearqin‘whiCh ﬁis tenure is béing reviewed. vTﬁis

Coéﬁittee e1g%§; its own chdifman

%

e

T




 SECTION  THREE ,
. Ao ’
INTGRNAL- OPERATIONS OF ACADEMIC: AFFAIRS ,

)

l‘f Academic Freedom: The Collége supports the following statement

- of principles concerning academic freedom. "

©

'Hhe maintenance of freedom of Speech, publfcation, religion, and

agsembly (each of which is a component of intellectual freedom) is the

" breath of 1life in a democratic society. The need is greatest in the

field of higher learningw' Without freedom to explore; to criticize
\ o :
_existing instituﬁions, to exchange ideas and to advocate solutions to

L3

human problems,-faculty members and students cannot perform their qork,_

g6 Y

cannot«maintain their Belf-respﬂct. Society Buffere\correspondingly;
'% .

' The.liberty that is needed requires a freedom of thought and expreasion

within co]leges and universities, affreedpm.to carry the results of honest

“inquiry to the outside and a freedom to influence human affairb in the

) 9 -~

‘'same manner as other 1nformed persons do .. . . . We ask, then, for the.

_ maintenance of academic freedom and of the civi4 liberties of scholars

not as a speciaﬂ right but as a means whereby we may make our appointed
P -3 .

contribution to the life of the commonwealth and share equitably, but

-

not more than equitably, in the American Heritage. Society has the pover
to dastroy or impair this freedom- but it cannot do so and retain thé

'values of self-criticism and originality fostered by higher education n2
.\~ ” o

2 ;
Policy Documents and RepofteWSQAUP,

"Academic Freedom and Tenure in- Quest. for Nat{onal Security", Sept. 1969,
p.15.

Y




‘dropping, o}

7.

2. A ding;fDropping, or Changing Courses: The'procedure for adding,

changing courses'is as follows: . S . |

v

The faculty member or student proposing a change in’ the

college curriculum should file a written recommendation with

the chairman of_the division that controls the area in which

.k

the change is proposed
. The curriculum change should be discussed at a division
meeting; and if approved by a maJority of division members,

the ‘proposal should be forwarded to. the Curriculum Committee,

If a maJority of the members of the Curriculum Committee //* g

N

approve the curriculum change, the proposal shall then be

1 -

presented to the .full facultx at the next“regular monthly

“

: Qpeeting o =~

_approve the cufriculum change, the change is then recommended

A

to the ,Preside t of the College for inclusion 1n/the curric-.

ulum.

3. Adult and Continuirp

'Edudation Courses: A‘ultfandfContknuing‘

Education courses may be ad:ed dropped or changed at the discretion of

the_Dean of Faculty within th overall guidelines of d mand for the course

iand the edugational goals of thewcollege. Current facul y will be given

first chnsideration as potential, instructors in these couﬁses

4. Course Qutlines: Each faculty member is required to file WLth

>~ &,

+he Dean o _Faculty, a current outline of each course he is teaching.
s

The outlin should include the Tollowingvinﬁormation:

@

° R * - K A
. “
“ >




a. The objectives of the course. | ‘ B ”
V A * ! . ot 4

-~ b. Fhe-basic content of the course. ‘\

’ .

o

-

" c. A list of the vqrious ‘resources whidh are required

acquisitions by the students. \

EN

5. Textbook Orders: The-faculty member at

Lincoln College selects

R . o . . ‘.v“‘ - .
the text material to be used for the tourse or courses which he is to
‘ ! A e : ,

B

| 1 .
teach. A l%st of these texts must bé made availablle to the division .

chairman and forwarded to the, Dean of Fa?ulty for Processing.

. »

It is the respénsibility of each fa%ulty membbr to file his request for‘

| . -
textbook orders1with the Deawr of Faculty prior to June 30 for the fall ‘term,
and prior . to Detember 1 for the spring term.u j.,
> X L
"The instructor shouldﬁhttempt to reduce the cost of student text

expenditgres vh nevet‘possible. For this.reason‘a text should be used in

a course for a inimum of two years. ~ . s ‘

LIRS
P .

6, Grades and Grade Reports x,Each inStructb is respoﬁsible for f

) developing his wn procedurk for evaluating the st dent 8 work./ In doing”

so, it is requ sted that the following guidelines be considered'

‘a. . he student is. generaFly best evalugted by several grades
ased ori a variety of projects assigned over the full course

£

f the term.

3
|

"'b.  The evaluation procedure” used by the faculty member should be

plained clearly fo the studeg;é enrolled in the course.

. . : < |
e . - ’ Tt ) A

e




“
’ - ‘,
-

‘ T The deadlines established by the Registrar in cooperation with the
Dean for the filing of final grades are set in order to meet several inter-

. related deadlines. It is the responsibility of each faculty member to file

final grades on time. 7

7. Policy on Class Attendance: It is the policy of Lincoln College

(for*successful mastery of’
0 \ . . i

/;///Afhat clags attendance be cpnsidered a requisite

o the course and g requiremeﬁ&bfor earning class dredit.

<

To assist students in mbre successfulIy meeting educ ional and personal

problems, and to agsure. the prqmpt utilization of the various eﬁudent services

o

s 22

members take attendance in each class,

prov&ded by .the College to meet these needs, the Goliege requires that faculty

&

8. Faculty Workload: The normal teaching load for a Lincoln College

faculty'member is the teaching of the equivalent of 15 credits per semester.
. | v , In addition to the teaching schedule each faculty member serves as a
' faculty advisor to approximately 15 Lincoln College students. To function:

effectively as a faculty advisor, each faculty member should be @horoughly

L)

familiar with the educational programs and academic requirements of'the

°

‘ « . -7 {nsti tution. ~

To sUpport these reSponSibilities, the faculty member should establish -
a schedule of office hours. agd make those office hours known to his students.
® - S '

The Cbllege requires ‘each full ti faculty'member to havengwminimum of

five office hours per week which must include at least one office hour .

s/ o
v . per day, Monday'through Friday. By the second week of each semester a
copy of the faculty member ] teaching schedule,qalong with his office hnurs,

s T—
should be filed with the ofﬁice of the Dean QE,E§°“1ty' '
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9. Absence of Faculty Members: As a-professional ‘and contractual

obligation, each faculty member is.fesponsib e for meeting each of his U

lx& . classes ﬁoi the_prescflbed length of time, o ﬁﬂ P
. - 1f a faculty memGer ﬁustvbe absegz/béca&sc QE\illnessAOr'othef uéfqre;
- seen cirqumétanceé,,the Dean 6l Fipﬁlty must be immeciately;notified. ) ..
| The Dean then is responsible fofycaklng whatever actioc necesséry to
{ Y . ‘

provide the continu1ty of the courses 1nvolved Profegsional act1v1ties

‘which would absent the faculty member from his regularly scheduled class

must be approVed in advance by the Dean of‘Faculty.
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E o | - . .SECTION FOUR

" FACULTY BENEFIT PROGRAM BN
1. hedioal Life, Disabiliiy Insurance/4 ‘é‘
ﬁ:c .interest inball of its peraonnel, the Colleée conninues to provide anl
o . extensive’program of medical and etipément henefits. -
B ) iife and pieability Prograp-is provided by Lincoln College
- ' . - all fﬁll\time faculty ’ ; | ' details on these;pfograms,
; : : P

nsurance Plan,///

' : {%/E)QTIeaEhe s Insurance/Annu ty Aesociation nd College Retirement E
’ 9{/;rams.: i uf

/ 'ngity Fun%

1 to TIAA and/CﬁEF are paid by the College

@ : 5 through age 65 o ‘e . _ "12_ (? S
‘/ . . . N . N - “;‘
A fac/}ty memher may conxribu“e additional amounts.to the above.b /

progrém at anytime Fon details, see the separate boqklet entitled Your- -
£ L . N~ o

-

Re*/xement Annuity e C g ' : . ’ .

’ . - P *

v

%ﬁ” - ';// ﬁf*;ﬁ_ 3;’ Social Security All faqplty members are required Qo participate

in 01d Age and Survivor s Insurance under the Federa1 Social Security_Act.

= » - -

o ?
/// : The College is. required to withhold a sum in accordance“wuth the current
: ’ . " . % . A
. » rates and'to match this sum which is paid to theugovernment as a payroll
- o, : iy v R oo - ” K
tax. ° C L, T - L R

In -addition, faculty members are covered under Workmen's Compensation ."

. ) . . . . :
. K . . ’ . . ;
. . . . .

-t ’ w oy ! . e ; : >
o . . . o A L S O . -
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o, > ' : 1 . Lo © - ' :  aig
- . ... Insurance and Unemployment Compensation through the State 'of Illino;ts.,
4 - 4. Leaves: A sabSatical leave may be granted for as much as onelf*
-, . ) . ————— » \

‘full. academic year following six years of full time continuous service, and

<, - similarly each seventh year thereafter, provided that - the . 1 st such leave

iy ¢ K
. education,.and ‘to provide an opportunity for the faculty member to

’ | " . experience a;special period of generaL'refreshiﬁg and df intellectual

i . ‘etimulation;'and.to assist him to improve his teaching ﬂhus both Lincoln
- T ) . @ N “5) o . )
~ College and the recipient should benefit_from the* sabbatical leave
In'order for the-administration to make proper provision for replace-
b

_ ments, those desiring a sabbatical leay should make tentative- applicationr'

T to the Dean of Faculty 18 mgnths ahe ofothe beginning of the year in

 which the -sabbatical is desiréd " & copy of the’ form for this request is
3 & ry
included in the back of this Handbook\ and it is understood that this

application will be reviewed by the Dean of Faculty gpd the Chairman of
-

the division prior to being forwarded to the President of the College.

[

In the granting of sabbatical leaves, precedence will be granted to o

o
-

those applying in order of the date of original employment. H

r Einaééial arrangements for those on sabbatigal leave are as follows :
’ 5,( , \ s
o lae For those electing to take a full yeat's leave:

S e Cash salary w111 be\ene::alf the full cash for that year.

?

e e

- D . be,\?upplemental_benefits will be continued on the basis of full

o R " - dnnual salary.




ﬁ cash ‘and supplemental benefits will be continued without

PO :  reduction as if -the teacher were’ fully employeg
3; The above.flnancial payments and benefits will be"grantéd,,however, N

“ co . S . R TN
\ only on condition that the teacher agrees in writing.to repay to - vl
b - Lincoln College:all monies which the College ha9~expendeé if he

fails to remain withf?he-staff of the College for,afperiod\of at T

e N . \ »

& least two years following his leave; however, if a‘teacher returns - °

for one year,'he'will be obligated to repay only onerhalf. the
- e ¥ . . -8
o : - dmount expended.by the College.

-
.

‘ 0ccas1onally a faculty member may desire to take up some\spec1al a551gn-.-
. . N .
ment - temporarily (such as govdrnment or military duty) or to be absent for

' - other personal reasons: Under\thesn conditions , the Adm'1n1strat10n may

{

grant a leave without pay for whatever period of time.and under whatever / o

K oingationg to return may heﬂworked outVfor the particular casert_All_such
. agregments must be filed in writing.. - R
q ' 4 - L . A
. v . R

L 5. Tuition for‘Dependent Children and Spouse: Lincoln.College . '

v
~a . i

actively encourages the part1c1pation pf its faculty and their fam111esvw

'in the educational programs of the College._ To fac111tate thlS the College

) [N

0 o .'extends an automatic fu 1 scholarshlp for 1ts regularly scheduled academic =

i o . .

programs to_ the faculty§ to the1r §pouses and to theirechildren to the - #

- »

.agemof 23.  Certaifi spec1al evening and Winter Term offerings may .be

'excepted Childten of Lincoln College faculty are eligible to part1c1pate

. in the program of the McKeever Preschool for ch11dren ages-G ‘to. 4, Faculty'

- o = N
! - * il
SR

- , , o children are givcn first choice_tq‘openings”in thesPreschool, but’ are not




S P2 ~ el
. - - - ° gw
. B |’24v ‘O\
- . “ @
‘ o eXempts from the regular fees charged for the program. -
6. Self-Improvement~Allowance:' Funds are - available to aid members
e T of the . faculty in the purSuit of selﬁ improvement, uBually through courses

. taken at other colleges and universities. The funds are dlvided at the
. @ . & (
discretiohJof the Dean of Faculty among those who apply. These monies are.
v . . o \ ‘

. Q a
R b

‘qgailable.only for thevsummer months.'m» T oL - \
"ﬁ 7. Professional Mgmbersﬁips: " Lincoln College»will underwrite a
faculty member 8 prﬁfessional membership‘dues in hlS chosen professional ‘
organization that relates tofhis academic area to the amount of '$50.00, .

L il

¢« This total amount of $50 00 may be broken dowri to membership dues into

- ¥ two organizations., The invoices for- membership should be submitted : o
P &4 . . . - a

~ through the office of the Dean of Faculty . Q; . :-u e, o

. 8. Conferences: Faculty participation in conferences related to

>

S . 0 '
one.'s academic area is encouraged by the\lelege. Faculty members will»be

o e -reimbursed for travel, room,yboard and registration fees when funds are -
P . . . % o 14

' ;~available.' The amount a faculty member is ngimbursed in any given year
‘is determined’ by the Dean of. Faculty. The College expects that a faculty
>, ’

.

member will share his information thh other members of his division upon %

~ his return from an appropriate conference. A written report describing the
s @

> - ) - . ¢

s

S '?1"'conference attended and its particular implicationstfor the faculty member

of the College is"filzd wiehftﬁé”ﬁeaﬁfof Faculty upon return°to campus. .

K " S —r—— r‘
o | : , e -9;‘ Faculty Housigg} The College owns several hOuses and/apartments' ,

in the community of Lincoln‘ They are made available at reasonab}é rents

ST to Lincoln College,faculty and staff The basic principle undérl\ihg~this

. ~»
c g - - \

_"_benefitgdsvto provide housing for new faculty andmstaff members at s

£




e

) : - fo
. ) Lincoln College until they can find permanent hous1ng “°in ‘the, commun.ity.

Therefore, when a faculty member accepts College housing,‘he should do so

with the kngwledge that at the conclusion of the third year at the College,

Lo

he may be asked to relinquish his living quarters to an incoming member of

Fthe faculty.

® o

T 10. Sick Leave' A faculty member who becomes totally‘incapacitated
I ’ ’ - _

. by illness will be paid full salary for 90 days.' After 90‘days hé would be
. by )

}
vcovered according’ to the Aetna Group Insurance Plan. - e
» . . <
. , t N /

o o 11.  Sang Faculty Loan Fund Lincoln College administers the %ang

A Wb

‘ Faculty loan Fund, as a serV1ce to the faculty.; When funds are available,v

faculty may borrow to a maximum of 10 per cent of the. total®amount of the

~y P / . V’ ’
_ 5 fund. The amount myfit bes within 60 ys. There is_no charge for é: ,
. e . [ L Aty . . L N .

4
« . -

‘hisf{Bervice., : ) . s SR , e

- R i > 61Tege Extra-Curf%gg;::“;::;:sjff;he faculty”and members of

L]

their immedi family are admitted without cha to a11 College sponsored

events regularly scheduled: home athletic events“ films, plays dances, and

othér designated special events. Reserved seats may be necessary for some

A -

L

oL activities. _ Q,‘

R & N Bookstore'ﬁiscount- A 10 per cent discount is- given?for faculty

/

purchases at the College Bookstore.

N
5 ) . X A P
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-. Sabbatical Leave Information

\ ~ ~

£ - .
Name - ‘ . Date__ ,

Fleld of Study o ST ’

Lécation of Study

'd
v .. ) ) . . - » . \
Teaching Field , , Yo e
. o 3 R ' . )
No. full time years at LC on starting date of 9a§bafﬂ:al
Prbposa‘l of Study ‘
. B . . ‘ ’ ) ’ & ‘ . 0 ?
* .  Starting Date__ ) . Completion Date

e

.‘ R Plan of Study_:" v : S )

T

. . 9 R :‘ '
* How will the plan benefit you. educationally or professionally?

¥

. i ) ‘ . ’ | ‘

‘ < ‘
How will the plan benef}t LC" when 'conﬁ‘fleted?,.“ v




