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To Members of the Faculty:

Colleagues:

FOREWORD

V,

As complex social organizations grow, the need fox effective
communication is paramount; Towson State College is a complex
organization; its 7,000 full-time day students and approximately
5,000 part-time graduate and undergraduate students are here to
learn and to grow under the tutelage and necessary academic sup-
port coming from approximately 450 faculty and its administrative
and service personnel. The Faculty Handbook existeto provide,
faculty with one convenient reference for finding answers to their
questions. It is by no means complete nor permanent. It is de-

signed to provide basic information rather than details of admin-
istration and is

.

s,prepared in loose leaf form so that changes 40
be readily madeI hope that you will attempt to keep your
Handbook up to/date as revisions are sent to you from this office.

(-'
The Handbook was edited'by a joint committee of the Faculty

Association and the Office of the Dean of the College and repre-
sents the combined efforts of dozens of dedicated faculty and
administrators who assisted in seeing this project through.ta 'its
finish. Special thanks are extended to officers in the Faculty
Association who foresaw the need for such a handbook some time
ago and who worked to bring it to publication.

The Faculty Hand-book is but one way that you can keep in-
formed. Please feel free to consult the appropriate administrative

°office should you have questions not answered in the enclosed. We
are here to serve.

6

Kenneth A. Shaw
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PART I. HISTORY AND ORGANIZATION

A. HISTORY

Towson State College has 'recently completed its first century

of service. During this period the college has occupied four sites

and operated under three names.

On January 15, 1866, Towson State College, known then as The

Maryland Normal School, opened for its first day of classes at 24 North

Pacli. Street in the center of Baltimore,
utilizing one hall of 70 x 28

feet and two ant rooms,. Theie were four faculty members to serve'an

initial enrollment of eleven young women.

In187,2 the school moved to a site at Franklin and Charles Streets.

Thisbuilding, although larger and more adaptable to education, soon be-

came inade..quate to meet the needs of a student body which had grown to

over la. On February.29,- 1876, M. A. Newell, the school's first principal,

nine other faculty members and 206 students moved to a building designed

especially for its purposes at Carrollton and Lafayette Streets. Rapid

growth of enrollmeft forced a $40,000 addition to this building in 1894.

This building soon became overcrowded. and Principal Newell and his .

successors Elijah Prettyman, George Ward and Sarah Richmond expressed a

desire to move the school toBaltimore County. Miss Richmond saw her

efforts meet success when in 1915 the college moved to its present site

in Towson.° Upon initial occupancy the 80 acre campus consisted of an

administration-classroom building, Stephens Hal)_;"a dormitory, Newell Hall;

a power plant; a laundry, a president's residence, Glen/Es1C2; and a small

cottage. In 1917 Henry S. West became principal; but despite.his competent,

direction, education at Towson was adversely affected by World War In

1920 Lida Lee Tall succeeded Mr. West, and in 1924, Principal Tall vritnessed-

the occupation,of Richmond Hall, a dormitory 'or Women. In 192 'two Wingp

were added to the Newell Dining'Halliond 1933 paw completion of the ele-

mentary school, now Van Bokkelen Harr In 1935 the school,'silagle wai

'changed to The State..Teachers College at Towson. In 1958 the college

enhanced its teacher education training by introducing-a graduate program

in Education.

In '1963-the college broadened its educational scope with the addition

of the Art's and Science curriculum and, was renamed Towson State College.

In 1965 the graduate program was expanded to include programs in guidance

counseling and secondary education. . The year 1966 saw Towson StateNCollege

complete 100 years of Service and its future growth potential'became fully

realized.

1.5
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Towson State College. is in the midst of a period] of unprecedented
expansion. From its humble origin has grown an:institution which spans ,.
over 300 acres and has a full-time daystudent enrollment in ,excess of
8,000. Towson, the largest of.the Maryland State colleges, offers under-
graduate majors in.Arts and Sciences' and Education, in additiOn to a num-
ber Of MaSters Program's. It eipploys,a,,faenity and staff of more than

1,000 and has graduated more than 24,000 students. A long range fifty
million dollar facilities-development program is now in progress and is

rapidly becompg-evident on campus. k

1. State Level

B. ADMINISTRATIVE ORGANIWION

Maryland's System of.Higher Education

o

A Higher education in Maryland is organized an n. tripartite basis:

th46University of Maryland, which is governed by itsBoard of Regents,
the six State ColIgg -which are governed by the Board of Trustees of
the State Colleges, an the community colleges which are governed by
the Board of Trustees for he Community Colleges. St. Mary's College

in St. Mary's City, which ha been conver ed recently from'a junior

l'college to a four'year public c. lege, h s not yet been brought tinder
. the above system. The Council for her Education has recommended tha

it come under the Board of Trustees of e State 411eges. The Univer ity

,_of Baltimore has .also entered the 'system as January 1,..1975.,
,.

. .,

Towson Statecollege'ds pne of the six State Colleies.'.no other
five .olleges are: Bowie State College, Bowie Coppin State Cglege,

,BaltiMore; Frostburg State College, Frostburg; Mofgan State College,
.. _._

Baltimore; and Salisbury State College, Salisbuty,
----1

Board of Trustees of the State Colleges

The Board of Trustees of the State Colleges is composed of nine
members, the State Superinte dent, of Schools, ex officio,'and eight
members appointed by the.Gov nor' to overlapping terms bf nine years.

The Board4 functions for the ost part through three standing committees;
PrograM. and Advanced planni g, Budget and Finance, and Faculty and
StudenAffairs. The full Board meets at least four times each yearo,
rotating its meetings on the campuses of the six colleges.

16



rd committees_ meet'as required. A staff'consisting ofsan.

ecutive Director and Several staff specialists is housed at

the offices of the Board, 16 Francis Street, Annapolis, Maryland

21401.

The governing power of all of the State colleges is vested "'

in the Board of TrAstees and the.governing power of eabh_college

in its President (Maryland Annotated Code, Article 77,-Chapter

13). Each college has developed its own principles and procedures

of governance involving the President,, the-administrative officers,

the Fadulty, and the students. On January 8, 1968 the Board

adopted in principle the joint policy statement on Government of

Colleges and Universitiesvrepared by the American Association of

University Professors, the American Council on Education, and the

Association of Governing Boards of Universities and Colleges and

requested that each college draw up a written statement setting

forth the role and scope of the Faculty In the Governance of the

college. Such a document providing for the participation of the

Faculty and students in the governance of Towson,State College was

developed by a committee c,omposed of representatives\of the

Administration, the Faculty and students. It was adopted by

vote of the Faculty and the Student Senate in the Spring of

1970. A cc:1i), of this document appears in this Handbook'under

the title TOWSON STATE COLLEGE CONSTITUTION (Appendix A).

3.
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Maryland St

With the approval of the Board of Trustees the Faculty Senate of

the State Colleges of Maryland, representing the faculties of all the

State colleges, was organized and began to function in the Fall

of 1969.,./Nowson State College has four representatives, all of

whom are elected by the Faculty. The constitution of this Senate

is included in this Handbook (Appendix B).

Board of Visitors

In 1969 the General Assembly enacted a bill to establish

a Board of Visitors for each of the State colleges. The

Board of Visitors is composed of nine members, several of whom

are appointed by the Governor for five year terms. One of

the remaining two is elected by the College faculty, and the

other is a student elected annually by the student bodyla

The responsibilities of the Board of Visitors include anistance

to the President in the determination of the goals of the

College and in the evaluation of the.progress toward those

goals; review of budget proposals as . developed by the President,

and advice and assistance in the preparation of the annual

budget; advice and assistance to the President in the

4

17



. 4.

8-74
0

development of community related programs; assumption of leadership
in the development of community and private support for the College;
and consultation in the selection of a new president when a vacancy.

occurs at the College.

Council for Higher Education

The Maryland Cougcil for Higher Education with offices in the
State Office Building, Annapolis, Maryland, exists in an advisory 0

capacity to the Governor. The Council and its, staff study, review,

and recommend to the Governor changes related to.programs and
structure in the State's institutions of higher education:

The Department of State Planning

The Department of State Planning functions as the Governor's staff
agency in planning matters and. prepares, recommends, and keeps up-to-date

a balanced integratedoprograth for4the development and effective employ-

ment of the natural And"other resources of the State, - in order to promote
the health, safety, and general welfare of its citizens. The Department

prepar8s the State's capital program andthe annual capital budget. It

also cooperates with' and proVides planning assistance to county, municipal

and other local-governments.

Department of General Services

After a new buildineh s been approved by the Legislature; the
respogsibility for the plan ing of the building rests primarily in
the D6partment of General S rvices. A committee composed.of 'members

of the College faculty and administration participates inhthe

planning of the building but the Department appoints the architect
and has final.authority for approving the plans. After plans have .

been approved and contracts awarded, the Department a points one of

its supetvi'spry staff as a suprvisor and inspector 4i4' construc-
tion is underwaY.

This Department alslfhae jurisdiction over the 'State Purchasing

Bureau and Office of Central Services.

2. College Level

The chief,admipistrative officer of the College is the President /,,,

who has full responqibility for the conduct of all programs. Report-

ing directly to the President are four vice - presidents responsible
for the major programs of the College: the Vice-Presidedt for Academic
Affairs and Dean of the College, whose responsibility includes all
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,,c;id,m11( programs and academic personnel; the Vice President for

;Clident f;ervices...., who is responsible for all student set-Aces, the

Vice-President of Business and Finance, who prepares and adm&nisters

the College budget and supervises finance, plant operation and main-

tenance, security and transportation, administrative services, campus

planning, computer systems, personnel, auxiliary service, And the

College Center; and the Vice-President for Institutional Development,

whose responsibilities are alumni services, news and publications
services, public relations and development.

'Reporting directly to the Vice-President for Academic Affairs
and Dean of the College are: The Associate Deans, each of whom is

responsible -for a number of academic departments and academiC'service

areas; the Dean of the Graduate Division; the Dean of the Evening

College and Summer Session; the Director of the Library; the Associate
Dean for Minority Relations; and the Associate Dean for Instructional

Services.

Reporting directly to the Vice President for Institutional
Development are: Director of Alumni Services, Director of Development,-
Director of Corporate and Foundation Programs, Director of News and

Publications Services, Director of the Maryland Council on Economic
,Education and the Assistant to the Vice. President.

Reporting directly to the Vice President for Business and.

Finance. are: Director of Administrative Services; Director, of Auxil y

'Services; Direction of On-Campus Planning; Director of Finance; Dire or.

of.Personnel; Director of Physical Plant; Director of Security; Assistant

to the Vice President; and the Systems Analyst.

The/Affirmative Action Officer also reports directly to the
President. ,Responsibilities of the Affirmative Action Officer include

developMenpjand monitoring of programs under the equal opportunity and
affirmatiVe action commitment. of the college; advising Members of the

.
college community of their rights and obligations undetthe Affirmave
ActiOn Plan and civil rights legislation, and serving as. liaison wit

State and Federal civil rights agencies. The provisional' ffirmative

'Action Plan, circulated in November 1974, is now undergoing revision;

a final version will be circulated during the 1975-76 academic year.'

Copies of the provisional plan are available from the Affirmative Action

Officer.

Organizational charts appear as, Appendix C.
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C. THE FACULTY

The Faculty consists of,all persons holding acadeMic rank
including the professional staff of the 'Library and members of
Lida Lee Tall School.

Meetings of the full Faculty are held at the beginning of
the Fall semester and at the beginning of the. Spring 'semester.
,Special Meetings may be called at the discretion of the President.
The President 'or the Dean of the College presides at the faculty.
meetings. All faculty members are exOected,to attend in ful-
fillment of their normal'responsibil,ity to participate in the
life and governance of the College.

1. The Academic Council

The Faculty operates principa1ly through the' Towson State
College Academic Council which is the primary legislative and
advisory body of the College. Eighteen faculty members and six
students serve on the Council as voting members. The President,
the Vice-President for Academic Affairs, the Vice-President for
Student Services and the Vice-Pre$ident for Business and Finance
serve ex officio as non-voting meribers. The Council functions through
an Executive Committee and a nuler of Standing Committees. The-

composition and respOnsibilitiesof the Council and its committees
are set forth in the Towson Statk College Constitution which is
include& as Appendix A in this handbook. It is recommended that
it be read in full. 'Lists of members of the committees are
distributed after elections' andd'appOintments.

'1 r

2. The Departmental Structure ,f

. Besides the above legislative structure, the Faculty is
organized on a departmental basis. Chairpersons oi'departments are
appointed to-a three year term by the Dean. They are responsible
°for adminlstration of departinental programs and budgets, and for
the recruitment of personnel. Department chairpersons report
regularly to one of the Associate' Deans and to the Dean of;the,
College. This line structure 4 not intended to preclude' any
direct communication of the department chairpersons with the
President or of the faculty members with the Dean of the College
and the President.

3. The Faculty Associatidn

The Faculty also functions through the Faculty Association,the
membership of which is composed of all members of the Faculty -

teaching six or more credit hours under a regular contract, all
department chd'ipersons regardless of teaching loads, all members of
the faculty of Lida Lee Tall School, and all profesaional librarians.

The Towson Chapter of the American Association of University Professors
as the elected exclusive reepresentative of the Faculty is currently the
functioning Faculty AssociatiOn. The AAUP/Faculty Association Constitution
is included in the Appendix. (Appendix D)

2 0
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The Student Government Association is the student governmental
body authorized by the administration of the College: 'Upon enrolling

in Towson and paying the studentegeneral fee, each full-time under-
graduate student automatically becomes a member of the S.G.A. The

,organization itself consists of an executive branch comprised of a
president, vice-president, treasurer, and Various appointed officials;
a legislative body called the Senate:composed of fourteen students
elected at lafge and one student from each of the four classes:

The Student Government AsSociation operates on a budget allocated
from student fees and has fiscal autonomy, although all student funds
are deposited, according to'law, in the State Treasury in Annapolis.
The S.G.A. fiscal year runs frdm July 1 to June 30 and recognized
student organizations receive funds from the S.G.A. Senate each
Spring.

The Student GovernmentoAssoCiation Constitution is the highest
written document which governs the operations of the *S.G.A. and, the
various student organizations subsidary to,it. A copy of the S.G.A.
Constitution and various supplementary policies'may be found in the
official Student Government Association Annual Report.

Under the new College Constitution, students serve.on the College
Ac- ad,emic Council and almost all of its regular standing' committees.
Student members'on all college committees except the Academic,Standards
Committee are appointed by the President of,theCollege based upon
nominations, submitted by the President of the Student Government Assoc-
iation.' The student members of the Academic Standards Committee and
the Academic Council itself are appointed by the President Of theS.G.A.
upon consent of the S.G.A. Senate, with the except of the 5...q:A%

- .Pres-

ident who serves on the council by :v4irtue of his off e.

21
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E. CtZ.ADUATE STUDIES

Graduate Studies at Towson State College began in June, 1958,,
with the establishment of a Master of Edtcation degree program in
Elementary Education. This was initiated after two years of pre-
liminary study and recommendations from teaches and school admin-
istrators.

Sixty-severi students were admitted to the degree program in the
first session of 1958, and the number of students has increased to
the more than 7,500 currently enrolled:, Towson State College offers
twelve programs leading to the master's degree. A number of other

. programs are in various stages of planning.and approval. The programs,,

presently offered are as folloias:

Master of Arts: General Studies, Geography, Psychology,

Master of Education: Art Education, Early:Childhood
Education, Elementary Education,
Music Education, Reading, Secondary
Education

Master of Science: Audiovisual Communications, Biology
Speech Pathology and.Addiology

The Graduate Studies Committee determines policy for all graduate
programs. Graduate curriculum matters are also the responsibility of
the Committee. The membership is compre4ed'of the Dean of Graduate
Studies and Chief Academic OffiCer, both of whom shall serve in ex

officio, non-voting capacities, and six members of the faculty appointed
by the President. of the College for overlapping terms of three years.
The Chairperson and secretary of the. Graduate Studies Committee will
be elected from the membership of the Committee. Meetings are held

monthly during the academic year and at other times when necessary. The

Graduate Studies Coordinators is a group comprised of the coordinators
of each graduate program,and the Associate Director of Graduate Studies.
'Ellis group administers all graduate work within the policies set by the

Graduate Studies Committee.

Graduate faculty members are Associate Pr(pfessor or Professor or'

those of other ranks holding the earned doctor's'deg ee. Their assign-

ment need of include the teaching of a graduate le el course each sem-

ester. Th e qualified as graduate faculty members are listed in the

Graduate St dies Bulletin, under Instructional Faculty.

Specific information concerning academic calendar, office procedures,
registration and financial information, student personnel Rfogram, and
academic regulations is detailed in the Graduate Studies Bulletin.

r) 9
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1. Graduate Assistantships

The stipend for Graduate Assistants is $2,500.00 plus remission of

tuition (except for independent study Courseeand private lessons), and

is renewable for one year at the discretion of the Dean of Graduate

Studies. The stipend for the Assistantship may be paid through Plan I

(12 months) or Plan II (10 months),and is subject to state and federal
-

taxation.

Plan I (from July 1 through June 30) Stipend - 26 payments of $96.16

Summer Sessions

Service to the Department - The student must provide the

equivalent of four semester hours of appropriate work
for the academic department (8 - 12 working hours per

week).

Graduate Course Credit - The student must carry a minimum of

three"(3) semester hours and may carry a maximum of six (6)
semester hours of course work during each of the two sessions.

Remission of tuition courses taken in the first 'session will

be retroactive for those under Plan I.

Fall and Spring Semesters

Service to the Department The student must provide the

equivalent of six (6) semester hours of appropriate work

for the academic department (12 - 18) woiling hours per week).

Graduate Course credit - The sttdent must carry a minimum of

six (6) semester hours and may carry a maximum of nine,(9)'

semester'hours of course work during-each semester.

Plan II (from September 1 through June 30) Stipend - 21 paym nts o

Fall and Spring Semesters

$119,05

' Service to the Department - The student must provide the

equivalent of six (6) semester hours of appropriate work

for the academic department (12 - 18 working hours per week).

Graduate Course Credit - The student must carry a minimum of

six (6) semester hours and may carry a maximum of.nine (9)

semester hours of course work during each semester.

Note 1: ,The Assistantship is from July 1 to June 30 or from September 1

to- June,30. The service to the department is"not negated by semester

breaks or by the termination of classes for the semester. The assistant

'may be required by the department to fulfill duties. during these periods.

Note.2Cqhere is no provision made for- sick leave for, the assistant. If

illness occurs and the assistant is to be absent,,t4e appropriate depart-
.

mental repTesentative notifiedotified by the assistant.

;Note The student accepting the Graddate Assistantship is expected to

;view,it as a ful -time undertaking combining service 'o the,department,

'attending classes and study. Outside employment should not be"considered.

23
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F. THE EVENING COLLEGE

rams

The Evening College is planned to provide mature men and women with
the opportunity to pursue on a part-time basis a liberal education in
the arts and sciences or in selected scholarly or professional fields.

The fdllowing programs are available:

1. The Arts and Sciences Program - for those who wish to develop the
foundation fdrfuture specialized or professional training in order for
improiie their occupational competency by.coMpleting requirements for a
bachelor's degree. ',

2. The Teacher Education Program - for those'who wish to follow a course
of study leading to a degree and certification.

..L_General Studies are also, available for, 'those who wish to develop
themselve's for more personal effectiveness and success in their daily
olives in contemporary` society.

Ma ors

The Evening College offers acomplete degree program in several
areas, of study. The requirements fomeach major are listed under the
appropriate department heading. Majors in the following areas are
currently available through the Evening and Summer 'Division: Art,
Biology, Business AdminisEratidn, 'Education - Early Childhood, Elem-
entaryl Secondary - English, General Studies, Geography, History,
International Studies, Liberal Arts, Mathematics, Philosophy/Religion,
Psychology; Social Science, Sociology.

Major's not listed above will require some daytime' attendance in
order to complete requirements. Majors such as Nursing, Medical Techno-
logy, Clinical Psychology, etc., require considerable day school involvement.

Evening Student Classification: Undergraduate (Special Student)

1. Special Student:
Spedial Students are.those who are taking courses for credit but

have not been, officially adMitted or readmitted to a degree program at
Towson State 64611ege.; Special Students. seeking part-time degree'candi-
dacy must possess either a 2.0 cumulative average from previous colleges

.

attended or a 2.0 andaominimum of 12 semester hours at Towson State
College,

42'

.2, Degree Candidates:,,

,Degree Candidates are those who are'taking courses for credit and
have been officially:admitted or readmitted to a degree program,at-:-Toweson
State College. Students wishing to matriculate for an undergra*duate degree
must meet the admission reqUiraMents. After the completion of 12 credita
and the attaidment of a 2.0 cumulative average,.a stndent may make:an
appointment witC an Academic Coordinator. to obtain an application for
admission to degreg candidacy. . Degree candidates ,should arrange conferences

with an Evening College coordinator on a regular basis to plan the& academic
program.

A. In general all degree candidates must complete approximately 1/2
of the courses in a major at Towson State Coll e.

24
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B. The last ao credits toward a degree must betaken at Towson

State College.

Former Full-Time (Day Division) Towspn'State College Students
Any student who attendedrowson State College on a full-time basis

and eitheAlvoluntarily withdrew or was. academically dismissed, froT the

College reverts to Special Student status, and must be formally Dleadmitted

to degree candidacy. In ,order to be eligible for readmission to degree

candidacy on a part-time basis, a student must:

A. Be in good academic standing; or

B. Achieve a 2.0 or C level'work since dismissal.*

C. Complete the necessary readmission forms available in the
Evening Office, Admire stration Building, Room 223. AP

These students should arrange a conference with ajt Academic oprdinator

in the Evening Program to rsiiew their,previous academic work, amprete

the forms necessary for -admission, and to help plan their future

academic program. yr

*. Students who hav' been:academically dismissed from Towlion State College

may not take more han 18 semester hours during the dismissal period withoUt

approval of the academic Standards Committee.

C. THE SUMMER SESSION'

Sin 1949, the Summer Session program at Towgon has grown fromoa

A small teacher preparation program until it now equals the offerings during

the academic year and includes a strong emphasis on courses in the Arts

- and sciences. It still serves those who are preparing to 'become teachers,

as well as teachers-in-service. Some courses are, designed for students

who need to meet certification requirements. ,Others are for those who

wish to improve their.professional or academic backgrounds.

All Towson students are welcome to enroll. Undergraduate students

in other colleges may be admitted to courses but are advised to secure

approval from. their own college if credits are taken for transfer purposes.

Programs .

1. A Special Professional Program to aid liberal arts college

graduates, and 'others appointed to elementary school positions,

in completingreqUirements for full teacher certification..

2. A program f r undergraduates to enable students to accelerate

or make-up time lost by illness, failures, or light, course loadsi

3. A program to provide master's degree or equivalency offerings

for elementary or secondary_schodl teachers, art educators,

guidance counselors, and school psychologists, as well as

certain arts and sciences areas.

4. A program of workshops, institutes, and trayerbcourses offered for

experienced teachers wishing to receive intensive preparation in

certain specialized areas. Details as to'content, credit dates and

claSs hours are listed°in the Summer Session Booklet.

eel
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Length of Term

At present the bask program of the College consists of two five-
/

week terms and a seven week Evening Ses'sd.on. Five week courses meet for

90 minutes daily, Monday-through Friday. The seven w ek Evening Session
classes Meet twice a week. Workshops or institutes f varying length
alsoare scheIuled.

For fuftber detailed information see theSummer Session' Bulletin.'

MINIM ESTER - JANUARY SESSION

ft

,

Beginning in January, 1972, Towson offered its first Minimester
or January Session.

Courses may be of the traditional lecture or discussion type,
or they may be entirely new and experimental.' They may be a combina-

tion of old and new, Courses hopefully will cover a narrower, more
%

topical range of subject matter than 'most courses offered during the
regular semester. Independent study, directed readings, travel.study,
practicums,. and other courses that could- lend themaelves to a Concentrat-
ed, full-time effort bya student would be appropridte for a Mini-Term.

Ctedits for the Minimester will be equivalent to credits. earned
during the regular semester.' Each student is limited to one course
during the'Mini-Term, carrying a load of from one to three credits.
This restriction is intended to preserve the Mini's main feature:
The opportunity to concentrate on one-educational theme without the
competition of,other courses or other teaching responsibilities.

Special studeritssand parlk-time degree candidates may be admitted"

to the January SeSsion,.however, the College Center fee willbe assessed
for these students.'

Fees will be assessed on a per-credit basis plus a registration'
Lee payable at the time the student registers for a course.

Cs

Faculty and students who choose nOt-to participate in the,January
Session would have the period covered by the Minimester free--for
'search; study, travel or work.

26
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PART/II. PERSONNEL POLICIES,AND,PROCEDURES

A. FACULTY CONTRACT .

'A copy of the'Paculty contract and Ithe Regulations and
Procedures GoVerni Academic Freedomaand Tenure canbe found
.as Appendix g and-- ppendix F in this Handbook.

^
A gh

ACADEMIC FREEDOM
... , ,

Article One of'the Regulations:and Procedures Governing
, Academie Freedom end lenure (Appendix F) contains a brief state-'

6 .. . ,7.,

ment on-academic freedom. It embodies the Substance Of the 1940
,. Statement ok%principles on Academic Freedom and 'Tenure agreed upon'

in 1940 b,y the American Association of University Professors and:.
the Association of American Colleges, On February 25, 1964 the

. Board ofgrustees of the State Colleges adopted the principles as '''':

set forth in the 1940 Statement of Principles."

On.November 25, 2.969, Dean Kenneth Shaw submitted to the College
Senate a stateMent of Tol,:ison State College's commitment to the .co-. -

equal Principles of academic freedom and respohsibilTty which re-
affirMed the College's support'bf the 1940 AAUP Statement of Principles.
The TowSon State College Statement on Academic Freedom Was pabsed by the
Senate and distributed to the members of the Faculty and Administrati
.That statement follows:

TOWSON STATE COLLEGE-STATEMENT ON'ACADEMIC FREEDOM

"The concept [Of academic freedom] has aliways
confused some layMen who can't see the difference
between academic freedom and that AcOorded every
-citizen under the Constitution,and the Bill of

eRights . . .but it does hav an additional meaning
which comes from the fact that it operates in a
jaistorically'institutionalized relationship.
;erefOrd; it has special rights and special
responsibilities,"%(Dr. John W. -Dodds, Dean
emeritus of Stanford, in an address to the 1969
Meeting.Association Governing Board of Universities
.and Colleges.)

There is no idea more basic, no foundation
ztore necessary, to the academic,'community than the
commitment to the principle of academic freedom.
We hold no wish more fervently than our hope that
the principle is safe,at Towson.. However , any

intelligent community recognizes that periodically
even:dogmas so. sacred and so widely held must be
subjected tb reaffirmation and explanation. Even

so nearly perfect, so all encompassing a'statement
as the AAUP 1940 Declaration on Academic Freedom

ol
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must be made relevalnt to each college community.
Such is the, intent of this statement: Towson State

College seeks to make certain that all the members_
of the community accept and thoroughly understand
the commitment.

Questions which touch Upon this institutional
,..,.

principle have been raised this year at Towson'and
they must 1p answered by our community. Both students'
and members"of the faculty have seriously,. questioned
the actions of their colleagues. -These questions have
come not just from the left or the right but from the
whole spectrum of opinions at Towson. The heterogen- .

eity of the questioners would frustrate anyone,atteMpting
to force a simple "generation gap" explanation. Most

simply and accurately parap ased the question asked

is: "What actually does aca emicfreedom mean at Towson?
What uses may a professorliegitimately make of his
classroom?"

,In answering this question our immediate response
is to refer the questioner to the"AAUP 1940 statement of
pr ciple.

ACADEMIC FREEDOM .,,.

'(a) The teacher is entitled to full freedom
i research and in the publication df the
results, subject to the adequate performance
of his other acadethic dutie'S; but research for ..:

pecuniary return should be based upon an
understanding with,the authorities of the

institution,
(b) The teacher is entitled to freedom in the
classrbom in discussing his subject, but he,.,

Shpukd be careful not to introduce Into his
teachfolAroversial matter which has no
relation,ib-hi3Oubject., Limitations of .

academic freedom 'because of religious or other
aims of the intion'Should be clearly
stated in'Witing at-Ate tiMe<40 the appointment.,
(c) The college or uniVersityteacheris a ..

citizen, a member-CT...a learned profession, and
an officer of an educational institution.
When he speaks or writes as a citizen, he
should be fre,e from institutional censorship'

,or discipline; but his special position in
the community imposes special obligations. As

a man of learning and an educational officer,
he should remember that the public may judge
his profession and his institution by his
utterances. Hence, he should at all -times be

accurate, should exercise appropriate restraint,
should show respect for the opinions of others,
and shouldi:make every effort to ind -icate that

he is not an institutional spokesman."
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The College Senate goes on record as reaffirming the

commitment-to the AAUP statement of, principle. -We commend
it to all the members of our academic faMtlj. We wish to

'announce to our sister institutions and the community that
academic 'freedom and academic responsibility are secure at
Towson State College. %

C. STATEMENT_ON PROFESSIONAL EIHICS'

The College subscribes to the Statement On Professional Ethics

approved in 1966 by the AAUP. Itis-as follows:

Introduction

'From its inception, the American Association of Unlversity
Professors has recognized that membership in the academic profession
carries with it special responsibilities. The Association ha,,s con-

sistently affirmed. these responsibilities in major policy-Statements,
prqviding guidance t the professor in his utterances as a citizen
in the exercise of his responsibilities tq studeits, and in his

conduct when resigning from his institution or when undertaking

government-sponsored research. The Statemeht on Professional Ethics
that follows, necessarily presented in terms of the ideal, sets

forththose-general standards that serve as a reminder of the variety

of obligations assumed by'all members of the profession. For the pur-

pose of more detailed guidance, the Association, through its Collnittee*B

on Professional. Ethics, intends to issue from time to time,supplemental
rk

statements on specific problems.

In the enforcement of ethical standards, the academic profession"

differs from those of law and medicine, whose associations act to
assure the integrity of members engaged in private practice. In the

academic profession the individual institution of higher learning

provides this assurance and so should normally handle questions Concern-

.
ing propriety of conduct within its framewk by reference to a faculty"

gra' .''The Association supports such loca5 actions and stands ready,
through the General Secretary and Committee B, to counAel with any

faculty member or administrator concerning questions of professional

ethics and to inquire intobomplaints when local Consideration is ,,,

impossible or, inappropriate. If the alleged offense is deemed suffi-

cienti'y serious to raise the possibility of dismissal, the procedures
should be in accordance with the 1940 Statement of Principles on
Academia Freedom and Tenure and the 1958 Statement on Procedural
Aandards'in Faculty Dismissal Proceedings.

The'Statement

\,, I. The professor, guided by a deep conviction of the worth

and dignity of the advancement of knowledge, recognizes the special

responsibilities placed upon him. His primary responsibility to his
subject is to seek and to state,the truth as hesees it. To this end

290
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he devotes his energies to developing and improving his scholarly
competence. He accepts the obligation to exercise critical self-
discipline and judgment in using, extending, and transmitting
knowledge. He practices intellectual honesty. Although he may
follow subsidiary interests,. these interests must never seriously
hamper or compromise his freedom of inquiry.

II. As a teacher, the professor encourages the free pursuit
of learning in lis students. He holds before them the best
scholarly standards of his discipline. He demonstrates respect
for the student as an individual, and adheres to his proper rolg
as intellectual guide and counselor. He makes every reasonable
effort to foster hpnest academic conduct and to assure that this
evaluation of students,reflects their true merit. He respects the
confidential nature of the relationship between professor and student.
He avoids any exploitation of students for his private advantage and
acknowledges significant assistance from them. He protects their
academic frAdom.

III. As a colleague, the professor has obligations that derive
from common membership in the community of scholars. He respects
and defends the free inquiry of his associates. In the exchange of

criticism and ideas he shows'due respect for the opinions of Otherp.
He acknowledges his, academic debts and strives to be objective in
his professional 'judgMent of colleagues. He accepts his share of,t;

,faculty responskiailities for the governance of his institution.

As a member of his institution, the professor seek'S above
all to be an effective teacher add scholar. Alt, Zgh he observes

he stated regulations of the institution, pro ded they do not

contravene academic,., he maintains his right to criticize
and seek revision' Her etermines the amount and- character of. the
work he does outside his institution with due regard td his paramount
responsibilities Within it. When considering the interruption 'or
termination of his service, he recognizes the effect of his deciPion
apon the program of the institution and gives due notice of his
intentions.

-7,,, V. As ,a member of his community, the professor has the rights
and obligations of any citizen.' He measures the argendy of these
obligations in the light of his responsibilities to hi,s subject,
to_his students, to his profesgion, and to hif institution When V,

he speaks or acts as :a private person he avoids creating the impression
that he speaks or acts for his college or university. As-a citizen
Vgaged in a profession that depends upon freedom for its health. and
integrity, the professor has a particular obligation to promote'
conditions of free inquiry and to further tuhlic understanding of
academic freedom.

30
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D. APPOINTMENT

All appointments to the Faculty are,made by the Dean of the College,

subject to the approval of the Board of Trustees. Prospective faculty

members are recruited by department chairpersons with the assistance of

the members of the department. The recommendations of the department

chairpersons are subject to the approval of the Dean of the College and

the President. The" faculty contract runs for ten months, from September 1

until June 30. Appointments to the Summer Session Faculty are treated

separately by the Dean of the Graduate Division for graduate courses and

the Dean of the Summer, School for undergraduate courses.

Faculty hiring procedures developed in 1974 to comply with

Affirmative Action Plan are continued in Appendix AA: Policies regulating

the hiring of part-time day'faculty are presented in Appendix B13.

E. 'REAPPOINTMENT

The dates for notice of reappointment are 'contained in the faculty

contract, Prior to these dates, the departmental Promotion and Tenure

,
committees recommend to the Dean of the College whether specific faculty

members should. be reappointed..)Xter consideration of these departmental '

decisions, the Dean of the College recommends reappointment or non=

reappointment to the President, the Dean of the College notifies the
fA'culty member by \letter of his reappointment or non reappointment.

0 F. SALARY INCREMENTS

In the Fall of each year the departmental Promotions and Tepre

Committee sends to the Divisional P & T Committee recommendations for

greater than normal salary increases. The Divisional Promotion and

Nure Committee considers recommendations those receiving their,

approval ar'e Forwarded to 'the Dean,of the C 1 ege. Generally, the

recommendations of the.Divisional Promotion and Tenure Committee, are

accepted, but the Dean and the President have the authority-to'depart

from them. Appeals may be made by the individual faculty members to

their departmental Protoglon and Tenure Committee, to the Divisional

Prototion and Tenure Coffitittee and td the Dean. The Dean deteriMines

tie salary of each faculty member in terms of the recommendations
submitted and within *the.,,,1 of the established salary scale and

the budgetary app-ropions for the College, and notifies by letter

each faculty tetber,of his salary for the next academic year. The

Board of Trustees scal-e,a copy orwhich will be found as Appendix G,

provides that salaries may be fixed at increments of about. 6% per year.
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G.PROMOTION

Tne. procedures on promotion are the same as those for reappoint-

ment,' originating in the departmental Promotion and-Tenure ComMittee,

thence to the Dean. The faculty,member has the right of appeal. The

Board of Trustees suggests a limit on the number of Faculty who may

be granted the academic ranks above Instructor. See Appendix H'for

Requirements of, Academic Rank as set down brthe Board of Trustees;

H. TENURE

The conditions for the attainment and retention of tenure. and

the procedures governing cases of dismissal are explained in full in

Appendix F entitled, Re &ulations and Procedures Governing Academic
-Freedom and Tenure. These were adopted in keeping with the 1940
AAUP Stateant of Principles on Academic Freedom and Tenure and the

1958 Statement on Recommended Institutional Regulations 29. Academic

Freedo,'and Tenure.

The Report of the Ad Hoc Committee On Faculty: Evaluation adopted

by the Academic Council is presented in AppendiX3.

I. FACULTY LEAVES

1. Sabbatical Leave

a. The faculty member, to be eligible for sabbatical leave, must

have attained the rank of assistant professor, associate professor, or

full professor; and he must have been on active, full -time service with

the college for a period of at least'six years subsequent to any

previously granted sabbatical leave. On rare occasions ,the Board

will approve sabbaticals for those at the instructor's rank.

b. The faculty member, applying for sabbatical leave, shall make

application using the form in Appendix U by January 1 preceeding the

year. in which the sabbatical is desired. A formal written request

to the Dean of.the College, setting forth clearly the nature of the

proposed sabbatical project, and stating his/her reasons for believing

that the granting of same will befkofessionally beneficial to him/her

and to the college. The request.ShOuld be approved by the department-.

and appropriate Associate Dean befOre being sent to.the Dean of the,

College.

C4 Those sabbaticals approved by the College will be sent to the

Board for final approval at the March meeting together with an endorse-

ment to the effect that the servicesof the faculty member can be

spared during the sabbatical period and that'sufficient funds are

.

available in the operating budget of the college for appointment' of a

temporary replacement if required.
it

, .
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',(1. The faculty.member, applying'for sabbatical leave, shall

agree as a preconditidh for accepting same to return promptly to

the college upon termination of the sabbatical period and to remain

in service,for at least two academic years immediately subsequent

to returning,.except under unusual circumstances in which the

president and the Board may decide otherwise. If'the faculty

member fails to return, or fails to 'remain in service for at least

two years, he/she shall be liable for the repayment of the whole or

a proportionate share1of the salary paid during the sabbatical,

period.

e. Sabbatical leave shall be granted for one five -month period

on full salary, or for one ten-Month period on one-half salary.

. 19.
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f. All benefits and privileges of a facultmember on sabbatical

leave shall be continued in the same manner as if he/she were not on

such leave,(i.e.,.salary merit increases, opportunity for promotion,

retirement benefits, etc.)

g. Seniority shall usually be considered in the selection of a

faculty member for sabbatical leave.

h. Full-time employment by facility members while on sabbatical

leave is prohobited. They,shall be permitted to accept, in addition

to the salary received fromhthe college, only such awards, 'grants,'

contracts, fellowships, etc., as may also be'given in aid of the

approved sabbatical project. Compensation for occasional consulting

services rendered during the sabbatical period shall Aot be

considered as payment for salaries or wages.

2. Leave of 'Absence Without Pay

a

A leave of absence without pay; for purposes of study, serving

as an_exchange faculty member, or for other purposes, may be granted

to ,a faculty member who has been on active, full-time service with

the college for a period of at least three years. The president may

modify thee three-year requirement in unusual circumstances.
a aa!

.

a. The faculty member applying for a leave of absence without

pay shalr'submit at least six:months prior tOthe start of the proposed

,leave period.a formal written request to the Dean of the college,

via his dhairperson and the appropriate Associate Dean, setting

forth clearly the reasons for the proposed absence.

b. The written request, if approved by the Dean of the college,

shall then be forwarded to the Board fOr final approval together with

an endorsement to the effect that the services of the faculty member

can be spared during the leave period.

c. Leave of absence without pay generally shall not exceed a period

of one year. In special circumstances, with the approval of the Board,

this leave of absence.may be extended an additional year.
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d. lee Sta.tiH' -t ircnrent System grants iiimbers 01 a qualifyim., leave of abnence

the death benefit and other benefits affordel to active members without cost.

fim.:ever, ;11 oejr to be purchase membership eurvice credit: for

thetcrm of- the leave of absence, the member must declare his intention to

porch is such credik by makInp, a lump sum pa ment, of the requited eontribu-

tiona with interest within two years from the date of the member's return to

active 's'erviil. orlprior, to -re_tiremeht whiche% or occurs first. Also, such

alleber who does not return to active membership within one year from the

expiration 'of such leavesshall abandon all ri;hts for:claiming such membership

service credit.

e. The Retiremnt System considers leave of absence for personal illness,

maternity (ineluding adoption), stay, and service that is government

spom;ord and/or.subs-idized as the only types of approved leaves as

qualifying. The member must complete a "Declaration to Purchase or Not

Purchase Sia-vice for a Qualifying Approved Leave of Absence" form, available

in the Persoi,eeT Office, 114fore the begiuniug of the cave of absence. The

ma\imum term of. a qualifyifig approved leave of absenc s two years.

f. If the tine of leave is to be credited to the accrual of the faculty member's

requirements for tenure, it shall only be done with the approval of the Board.

,

g. The faculty member mLit contact the College .personnel Office to arrange

bocontinue health insurance coverage under group rates (without State

sta)sidv). Other privileges, beneTits and opportunities of a faculty member

on leave of absenee,without pay, shall be granted only upon recommendation

of the president with the approval Of the BOaTd.,

h. if the faculty member desires not to,. toturn, a written notice shall be sent

to the Dean of the College no later- than May 15.

3. Anneal Leave

A faculty member on ten-month appointment slall not be eligible for

ann6ad.leaye.

4. Sick cave

Ajull-tfme faculty member shall be entitled to 1.5 days per month' or 15

days of sick leave annually, without loss of pay
a.

b. Any exception to the ahove may be granted by the college president. Such

e:;ception shall 'be reported by the college president in writing to tho

hoard

C.

cl

fl- ^

For any 117Aie, a of three (3) 9r more consecutive working days or parts of

three (3) or inure consecurivdworking, days faculty 'shall submit a certifi-

ear'e'siened byu doly licensed physician which authent4catds the pei'iod

of

A comuLLive record of sick leave earned and utiliAd 'shall be maintained'

;,t each colliTy for each faculty member. Procedufe to he folthwed in re-

porting'f.ie), leave is presented in Appendix

0c,, for (it hl-r fle.lsons'

For absence due to death in the immediate fam,lly,-for approved
attendance at professional meetings, for voting )ntside of the -community,

and for jury ervice, the Instructor is'excued. ,Eme.rgency absences

for'person.11 '111-iirs not -nvered In the above provisions will he allowed

If arrants can be made for class coverage, during the absence,

thrice t In Ch i rlic rsc,n of the Department, and if necessary,
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in consultation with the Dean of the College. It is expected that
such absences will ordinarily not-be more than one to five days.

, Absence due to death in the family will be charged against the
faculty member's accumulated sick leave. The application df sick
leave days for this purpose according to the directive fro,m4,he State
5ecretary of Personnel, effective July 1, 1970, are as foli-Ows:
A maximum of thlwe (3) days may/be charged to sick leave in the event
of death of one' of the following members of the family not requiring
overnight travel: spouse, children, parents of employee or spouse,
brothers and sisters of employee or spouse, and other relatives
living as members of, the employee's household. If overnight travel
is necessary, a maximum of five (5) days sick leave may be used in the
event of death of one of the above relatives.

A maximum of one (1) day may be charged to sick leave in thug event of
death of one of the following relatives: gkandparents or grandchildren
of employee or spouse, aunts and uncles of employee or spouse, nephews
and nieces of employee or spouse, son-in-law and sister-in-laws of
employee or spouse, brothezq7in-law and daughters-in-law. No additional

time may be authorized if triVel is involved.

........ _ If itiohal time is required by the instructor, he/she should confer

with epartment chairperson.

Pregnancy is considered a temporary diabilityand sick leave may be
,authorized if the, individual is unable to work for medical reasons.

6. Injury in Line of Duty

a. In order to protect employees' rights under Workmen's Compen-
sation°Law, as well as help alleviate possible, safety hazards, an
Employer's First Report of Injury form (See sample Appendix V-1) should
be completed and forwarded to the Personnel Office as soon as possible,
but not more than 48 hours from the time of injury. This also applies

to occupational illnesses; i.e., illnesses directly attributable to
the actual work undertaken by the employee. Forms, available in the
Personnel Office, Should be completed 11)y the employee's supervisor .

after interviewing. toe. employee and Uitnesses- and carefully investiga-

ting the facts. -

b.. "Proper JoboInstruction" (see Appendix V -3) may aid in

preventing accidents.

c. "Investigation" (see Appendix V-4) provides guide posts for
proper techniques when investigating accidents.

d. "Accident Cause-Result Sequence" (see Appendix V-5) may get as
a reminder of facts and help in selecting proper terminology when
completing injury reports.

e. Wen an employee is covered by the Workmen's CoMpensation Law,
he shall receiVe his regular compensation to the extent of his earned
sick leave credits., However, if such sick le,Ave betomes exhausted
before the employee is able toireturn to a ive duty, he may.request
a leave of absence without y through the Personnel Offie. Upon

receipt of such authoriz ion, the employee is entitled to.retain
any Workmen's Compensa on checks for loss of regular State wages.

CPD
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An award for medical and/or hospital expenses is-to be retained by the
employee and is not to be confused with an award for compensatpn.

f. Workmen's Compensation checks may be retained by the employee
for such periods of time he is on annual, leave. However, annual leave
and holiday leave should be exhausted before placing the employeecn
leave of absence without pay. An employee who does not wish-to use
up his accrued annual leave before being placed on leave of absence
without pay must sign a statement indicating his awareness that entitle-
ment, to his unused annual leave at a later time is contingent upon a
actual reinstatement into-the State service.

g. In order to preserve sick leave for those situations which are
not covered tinder the Workmen's Compensation Law, the State Secretary
of PersOnnel may authorize additional days'of sick leave provided:

(1) The employee, has exhausted his earned sick leave
du9

ring a'
current illness and has within a 'period of three years
prior to the onset ofw his current illness, been required
to use sick lea 're because'of an injury in the line of duty. .

(2) The amount of additional sick leaveauthorized may notes
exceed fhe total number of days of sick leave which are
charged against the employee becautie of the injury in line
of city.

7. Procedme in Case of Absence

When a faculty member plans to be absent or is forced to MIAs
classes for illness or other unavoidable causes, the following'piocedures
are to be used in accordance with the particular circumstances:

a. If it is possible to do so, the anticipated absence is discussed
with the department chairperson.

-b. Under emergency circumstances, the dep rtment chairperson should
be notified._ The chairperson may make arrange ents for the class to be
dismissed, and, if appropriate, for announcem bts of assigned work.

c. When absences are planned in advance,this information should
be given in writing to the chairperson whose' office keeps a record of
faculty absences,

J. COMPENSATION

1.. Salary Chec

Members of the Faculty have an option to receivint Checks on. a
ten month basis (September - June) or on a twelve month "basis (September
- September). Once an ()Won has been selected, the payment method will
continue without-furtherattention by the faculty member. The faculty
member may reselect his payment plan by applying` t the Personnel Office by July 15

'/af the following academic year, Except during holiday"perlods, the checks,
are deliVeredby the ;department secretary who distributes them to the
individual faculty members.
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2. Deductions

Mandatory deductions include Federal Withholding Tax,' State and Local
Withholding Tax, Social Security and Retirement. Optional payroll deduction
maybe arranged with the Payroll Office or.the Personnel Office for United
States Savings Bonds and the State'Employees Credit Union of Maryland. Other
deductions for membership dues and insurance payments other than health in-
surance may be arranged through the Maryland Classified Employees Association.
The Personnel Office will arrange health insurance, deductions if desired.

3. Salaries for Summer Session

nit The faculty pay schedule for the Summer School is as follows:
Professor $1400 (per 3 credit course)
Associate Professor '.$1150 (par 3 credit course)
Assistant Professor $ 950 (per 3 credit course)
Instructor $ 800.(per 3 credit course)

In no event, however; shall any faculty payment exceed twice the three
credit-hour course compensation for that rank.

Therefore, the maximum faculty compensation in ny given semest-er is:

Professor $2,800 ,

Associate ProfessOr $2,300 -.

Assistant Professor $1,900
Instructor ' ' $1,600

'The summer salary schedUleis swbject to the following provisions:
a. Any course offered in the summer school whicfi does not enroll

enough students to generate income sufficient to cover the salary
of tht faculty member for_that'course may not be offered without
the express permission of the Board of Trustees.

. No faculty member teaching in the summer school shall. be paid."
fess than $800 per 3 credit course:-

.

. Special types of courses and duties such as independent study,
directed readings, seminars, practicums will continue to be.paid
as they are currently being paid.

T i

Salaries for 2 credit or 4 creditcourses are pro-rated. Salary for
the summer school is received in two checks; one, midway through the session
and the second at the close of the session.

4-. Salaries for Evalhing College

off boad inFaculty members under regular contract who teach o the E'fening
,

.

College are paid according to the following scale for a 3-credit courseras follows:
)

. ,

Professor $1,000
Associate Professor $ 955

Assistant Professor $ 850
Instructor $ 700

Compensation for Evening College instruction is added to the regular salary
necks of faculty members under regular contract.

Any course offered in Evening College must generate income sufficient to
cover the salary of faculty member for that course.

K. FACULTY WELFARE AND BENEFITS

1. Retirement and Pension

A faculty member must enroll in the Maryland State Teachers Retirement System
as acondition of employment, and may receive a vested interest after 5 years.

Deductions for contribut.ions to the Retirement System are made from only 20 pay-
checks regardless of whether the Faculty member selects the ten month pay option
or the twelve month pay option.,
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Members may retire at the age of 60 and are required to retire

at the age of 70. The calculation of benefit is roughly one-fifty-fifth
of the average salary of the highest three years of service multiplied

1 by the yearsof membership in the system. Early retirement will modify

this somewhat.

Faculty contributions are calculated at the rate of 5% of the

annual salary divided by'20 paychecks. Membership may be continued

during authorized leave of absence with contributions to be resumed
when the employee returns to the payroll.

Provisions exist for--retirement for reasons of health and on the

basis of long service,regardless of age. The College contributes an
amount-approximately'equal to the employee's contribution. Upon

resignation the.faculty member may apply to receive back his/Her.own

'contributions plus interest.

If a member dies while in service a payment equal to the faculty

member's contribution plus interest is made to the beneficiary. If

the faculty member has been in the Retirement. System for one year or

more an additional amount is paid equal to the a ual salary at the

time of death.

Information about options, etc., ay be secured from the Personnel

Office where a handbook on the subject is also available.- Also, see

fuller statement on Retirement System in Appendix J.

2 Tax- sheltered Annuities

.Several years ago, Congress amended the Internal Revenue Code to E.

provide for employees of public school systems certain favorable income

tax treatment through tax-sheltered annuities. Tax7-sheltering,is a

method of deferring taxes on current annuity contributions to retirement

until the annuityis received as income. Those interested in these

annuities may apply at thePersonnel Office for further information.

3. Social Security

All-members of the Faculty are cov4ed by social security. The

State withholds your share,of the payments from you paycheck and

deposits it along with the employer's shLre with the Federal Govern-

ment. Social security benefits are in addition to' your State retirement

pay and are/ not connected with it in any way. o

4. Savings Bonds

Optional payroll deductions for United States Savings.Bonds may
be arranged with the Payroll or Personnel Office. Series E Bonds now pry

a-funainterest when held to maturity of 5 years. Savings Bond interest

is exempt from state or local income tax.

5. Group Hospitalization

The College participates in ajState-su4Odized group hospitalization

plan. Faculty members may join at any time, but aftler60 days of employment

3
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may be required by the insurance company to provide proof_of insurability, usually
a physical' examination. The tate contributes a monthly subsidy of 70% or 80%
depending on the type of coverage/ The remaining amount for the faculty member and
family is deducted bi-weekly from the payroll. In months in which three paychecks
are received, no deductions for hos04alization is made from the third paycheck.
For persons on a 21 pay basis, a lump sum deduction is taken from the last paycheck
to cover the five pay periods which occur during the summer months. See Appendix K

for additional details.

6. Blood Donor Program
rn

A blood, donor program is conducted by the Personnel Department. Blood is

available to all students, facul , staff and members of their families. Requests

for blood are to be directed to th -Razzonnel Department.

7. Wor-kmen'S Compensation

C011ege employees are covered under workmen's compensation insurance for
injuries received in the line of duty. Compensation will be paid based on the
nature of the injury and the salary at the time the injury was received. The

employee is,entitled to receive regular pay to the extent of earned leave; however,
if the individual should be unable to return to active duty before earned sick leave

. is exhausted, he/she is entitled to receive workmen's compensation insurance. At-

0 all 4mes the employee is entitled to receive medical expenses 9s may be awarded by
the Workmen's Compensation Commission.

8. Advances in Salary

A faculty member may receive an advance in salary where failure to receive
the regularly schedUled paycheck has occurred. A request for emergency payment of
salaries and wages must be initiated in writing by the employee,on the forms pro-'

vided for this purpose. These forms will be obtained from the Comptroller's Office,
completed in quadruplicate (4) and submitted to the Department Head by the employee
for approval.

9. Credit Union

To provide a facility for employees of all classifications who may require'
loans, a State Employees Credit Union is available. Any personwho has been in
state service for one year or more may borrow up to $2,500, depending upon length
of service, to be repaid by payroll deductions over a period,of time, with interest
at 12% per year. New-car financing may be arranged with interest of 10% per year.
Credit Union teratu is available in the Personnel or Payroll Office.

oney maybe deposited in the Credit Union in lump sum or by p4yroll de-

uction. Dividends have been at 6% which on a quarterly basis compounds to 6.14%

annually. Extra dividends are declared as earning permit. _Deposits received on
or before the' 10th earn dividends for the entire month.
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Members on a 21 -pay basis must arrange with the Credit Union to _pay installments
-during the other five pay'periods.

10. Group insurance

At pr'esent, there is no form of group insurance available to the-Faculty as Such,
but only through paid membership. in the Higher,Educational Council of Maryland and the
Maryland Classified Employees Association. These organizations lave group life in-
surance and accident and income protection insurance programs. Efforts ariTheing made
to have a State Faculty group life insurance plan instituted.

11. Faculty Travel

Funds for travel to meetings of professional and4learnedSogieties,ae provided
for all:departments and are 'assigned to faculty members in acgprdance with departmental p

policy. The procedures for payment of expen'ses incurred in travel are givOn in
APpenciP L.

/, *
,

12. Faculty Rebeardh Grants

Policies and procedures of the Faculty Research Committee are as follows:
A. Qualifications for a faculty research gant

(1) The Committee shall make grants (not/normally to exceed $1,000) for-
the following purposes:

(a) Any research activity by a faculty member in which he/she acts as
the primary investigator and not just as A supervisor of studies,
and. which isirpected to lead to a scholarly pUbliCation.

(b) Turchase of reference books, supplies and equipment not now avail-
_

able on campus and necessary for carrying out the research project.
All such items shall:upon completion of the project, be assigned
to the College in a manner to be deterMined by the Committeeat
the time of tile approval of the grant.

(c) Travel of the researcher relevant to obtaining data for the approved
research project;' travel will be fmndea only up to two-thirds
of the transportAtion -costs.

(d), Payment of the cost of publication, and/or reprints..

(e) Manuscript Preparation, if this service is'not available from the
department and/or from the College Media Servide.

(f) Registration fees for short courses or-professional meetings Which
will directly assist present research efforts.

'G.

(2) The Committee shall not make grants for any of the following purposes;

(a) Normal course development projects or study guides.

(b) Any expenses related to the preparation or completion of a
thesis or dissertation.

(c) Food and/or lodging.

(d) Expenses (other than-registration fees)- incurred for' professional
meetings, .unless the purpose is to present results of research
funded by the Faculty Research _Committee.

(p) 'Hiring of assistants to conduct a search of the existing literature. fb.
(f) Student projects, particularly those_involving academic credits and

dissertation And/or thesis research.
(g) Any project primarily for monetary gain,, as determined by the Commibtee.

if the project shOuld result in monetary gain, the first royalties
amounting' to the total of the grant must be returned.to the College.
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,

(1)" -Dates of,aPplication and notification

(a),Applications'for funds.for research to be conducted during the

next fiscal year, beginning on Julytl, must be.submitted to the

Committee by April 1 bf that year.' All persons will be notified

of the. Committee's decision by May 1. Fuhds should be available

from the Comptroller by late June.'

,(b) A second deadline for requests is October 1, with notifications

sent by November I. Funds resulting from these decisions should

be available from the Comptroller by late November. ,

(2) Format of application (limit to 2 ,-4 typewritten pages; submit eight

copies, to the Secretary.of the Committee)

(a) Date of ApplIcation

(b.) Name of principal investigator, rank', department, academic degrees

(c) Name(s) of co,investigators:,if any

(d) Title of project

(e) General field and speWic-fieldbf research

(f) Brief outline of project procedures.

(g) Expected beginning, and comp/e"tion dates

(h) Expected form of.final report '(.book; article; monograph, or,other)

Previdus work completed on-this proposed research project, either

by the applicant or by othersOncluding a brief statement, of the

applicant's backgtound in this'or related research, including

publications.

(j) Proposed project described in detail, including key references

(k) Itemized budget statement of the type and amount of support needed

(types and cost .of equipment and materials, including catalog pages

and-prices; typing and reproduction estimates; cost'and justification of

travel, etc.). Note:(1)-applicants are urged to check carefully the

inventories of allied departments-and College Medial Services before

requesting equipment which might already be,evailable;, (2) the Committee

does not normally make grants exceeding $1,000. For information on

grants from outside agencies, contact the Office of Corporate and

Foundation Prggrems.

(4) Amount and kind of support available and/or requested from other

sources,for'thisor reldeed research

4
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c. Responsibilities of faculty members receiving-faculty research grants

(1) Letter of acknowledgment

All persons receiving grants must signify their intent to accept,spend
and account for Eunds granted within the period from July 1 of the current
year to June 30 of the next. ,year; they do so by signing and returning the
letter of acknowledgment to the Committee within ten days after being
notified of their award. If no acknowledgment is received by the Committee,
the funds will be re-allocated to other applicants.

(2) Implementation of researcirproject

The researcher is responsible for implementing the research project as
approved by the Committee. Any change(s) in design or methodology must
he approved by the Committee. Prior approval must be obtained through
th'e Chairperson of the Committee.

O

4

(3) Accounting of funds

An accounting must be made to the Committee of all expenditures made
under a given grant. This may be done upon completion of the proje8lt,
but must be submitted no later than the end of the fiscal year (June 30) a.

in which the. grant was made. A form for this purpose (Fiscal Report Form)
is provided by the COmmittee. All expenditures must be justified by,
receipt's. The. only exceptions to this rule.are expenditures foi which
no direct receipt cart be obtained, such as travel by car. When convenlentle -

purchases should be Made through the College PUrchasing Office. All funds
not spent by the end 'of the fiscal year must be'returned to the College.
If the researcher faiis to submit an acceptable Fiscal Report Form, all
funds must be, returned to the College.

(4) Written report.

A written report of the results of the research and/or a copy of the
.scholarly product (to be) published must be submitted to the Committee
along with the completed. Fiscal Report Form. If the researcher fails to
submit an acceptable written report, no further grants-will be made by
the Committee to that person.

13% Corporation, Federal, and/or Foundation Funding

Individuals who plan to submit a proposal for a research, training, demon-
stration and/or service activity to an outside sponsor are encouraged to contact
t e Office of Corporate and Fouddation Programa,as early as possible in the
de elopmedt of, their ideas so that maximum assistance can be provided. This
Office will assist faculty staff and students in obtaining funds from government
agencies, private foundations and other outside sources by furnishing information
on sources of support, assisting in developing and editing proposals, processing
budgets and providing .record - keeping facilities for data.

14. Recreation Privileges

"Both indoor and outdoot facilities for recreation are available for
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faculty use at times when regularly scheduled classes and varsity practice
and/or specia?-rvents.are not being conducted. These facilities provide for
participation in basketball, tennis, swimming racquetball, handball, badminton,
volleyball, table tennis, track for jogging and a weight training room. Bowling
and Billard facilities are located in the College Center.

Lockers may be assigned to a limited number of faculty.

Faculty are encouraged to participate in Elie intramural program provided

by the college. ,

15. Tuition Waiver for Faculty, Staff and Dependers

The tuition waiver policy applies to all/credit courses in Towson's
academic program on the following basis:

Summer Session

Faculty,.staff., their spouses and dependents may take, tuition waived,
one course per,S&ssion-(the Summer being interpreted as two sessions)

on a)space available basis.

Regular. Term.

Two courses per session on a space available basis.

The only exception to the tuition waiver pplicy are Directed Independent

N Study, private music lesson fees, directed readings, independent research,
graduate thesis, etc., and other 1 -to -1 courses when'the faculty member is

-paid directly by. student tuition. The College does not feel that it'should

'ask these faculty to teach without compensation. °

Mini Mester

The tuition waiver does not apply to the Mini Mester because faculty salaries

are literally deterMined by class size.

Procedure

The student will indicate "faculty", "staff", "spouse", "dependent" on the

Evening Summer registration form and submit it to the Evening-Summer-Office.

The student will also be asked to present identification. Forms will be

available in the departments to be signed, by his/her faculty -staff parent,.

guar.dian, or spouse and submitted with thd registration form.
+lb

.
After course parameters are met, usually following mail registration, the

student will be registered in the course requested 'on a space available basis.

Course admit cards will be provided.

Students may also register at "in- person" registration for Evening Summer

courses but must wait until the last day of registration to register for day

divisiOn courses. Graduate students should check with the Office of the.Dean

of Graduate Studies.
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Tuition will be waived as outlined above'but other fees will be

assessed; including; registration fee, parking fee, student center fee,

lab or special instructional fee, i.e., private music lesson fees; etc.

L. PART-TIME AND' CONSULTANT PERSONNEL EMPLOYED FULL-TIME AT ANOTHER
STATE DEPARTMENT, AGENCY, OR.INSTITUTION OR WITHIN THE COLLEGE

J

1. Part-time at Towson State College and Full-time at Another State
Department, Agency, or Institution

a. Each new part-time, faculty or staff member, or consultant is

required to, submit a completed Request To Employ Part-time and
Consultant Personnel Certification and Approval form.

b. Prior approval from the Secretariat or Agency Head of the persons'

full -time place of employment is required to employ any part -time
or consultant personnel who is employed full-time at another

State Department, Agency, or Institution.

c. Positive time reports by both the primary and secondary employers

must be submitted with payroll records to receive payment., Payment

cannot be made for services rendered for secondary employment
which coincide with work hours.of the individual's primary employ-

ment, but payment for secondary employment is allowed during

.bqthorized periods of paid leave other than sick leave.

d. Completed Request. to Employ'Part-TAme and Consultant Personnel
forms should be returned to the Personnel Office prior to the
date of employment. Because some primary employers may delay in
approving secondary employment, it is suggested. that a form be

given to each part-time "candidate at the time negotiations begin,

especially when you are aware that he is employed full-time at
another State'Department, Agency, or Insitiution%

2. Dual Employment Within the College (e.g., Full-time faculty or

administrator teaching an evening ciass for comp nsar on)

a. New part-time faculty contracts will contain a section dealing

'with full-time status. This will eliminate the need for full-..
time faculty and staff of Towson State College who teach on an
overload basis from completing the Request to Employ Part-time
and Consultant Personnel Certification and Approval form.
However, dual employment within the college,
when a part-time facu ty contract is not executed will require
the completion of the aforementioned form.

b. Blanket approval has been granted for Towson faculty and admin-

istrators to teach on an overload basis provided a contract is
executed and approved.

c. Positive time reports for the part -time or secondary employment,

must be submitted with payroll records to receive payments.
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PART III ADMINISTRATIVE POLICIES AND PROCEDURES

A.'BUDGET PROCEDURES

Towson State College, 'like the other State colleges, is at present
subject to budgetary control by the State Department of Budget and Fiscal

Planning which is under the Executive Department. The College prepares

its budget request4' two years in advance. The fiscal year begins July 1,

and extends xo June 30.

The first step in the pre ration of the operating budget the

submission by department chairpersons and administrative officers of

their requests for-such items as instructioPI, secretarial assistance,
equipment, supplies, etc. These requests are reviewed by the Dean of the

College and then forwarded to the Vice President of Bulsiness and Finance

and the President. The next step is the -consolidation by the"College
administration of, all requests. This total budget is then sent to the
Board of Trustees whose Committee on.Budget and Finance holds hearing for,

each college and makes its own recommendations. The combined budgets
of all the State colleges are submitted by the Board to the State Depart-
ment of Budget and Fiscal Planning.

In a similar way a separate capital budget is prepared and sent
to the Department of State Planning which recommends to the Governor
which items should be included in the upcoming budget.

The State Department of Budget and Fiscal Planning.reviews the

budget of each State agency and makes its recommendations to the Governor
in keeping with the estimated revenues of the State for the coming fiscal

year. It is mandatory that the State budget be balanced. At the open-

ing of the session in January the Governor submits the budgat,'called the.

.,Executive Budget, to the General Assembly. This is examined by the Senate

Finance Committee and the House Ways and Means Committee. The Legidlature

may make cutsoin the operating foudget but may not add to it; but it may

'increase or decrease,. the amounts to be appropriated in the capital budget.

The budget is usually Ossed in the closing days of the meeting of

the General Assembly near the end of March. It is only then that the
College knows the amount of,its budget for the fiscal year which starts

on July 1.

Faculty members who have questions about budgetary procedures should

consult their department chairperson. The departmental secretary /usually

keeps on hand a supply of requisition forms for purchases, travel expense, etc.
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B. PURCHASING

The C liege is an agency of the State of Maryland and is,

compelled y law to abide by the regulations established by the

Department of General Services, State Purchasing Bureau.'

In ge eral, most purchases are processed through that Bureau

by the College Purchasing Department. ColAege departments are

granted some direct purchasing flexibility when the total does not

exceed $50.00. However, there, are many restrictions imposed on

even these purc,hases. , The Purchasing section of the College's

Business,and Finance Manual details the Purchasing functions.and

regulations. This manual is available in each College department.

Personnel who are engaged in the purchasing process must be familiar

with'the policies and procedures set forth in this manual.

Unauthorized purchases will become the liability of the person

making the purchase and ignorance f College purchasing policies

is not an excuse for violation of tate and College purchasing

policies and\regulations.

C. PROPERTY CONTROL POLICIES AND PROCEDURES

Towson State College is an agency of the State of Maryland and is;.

therefore, compelled by law to control and regulate all property in its

possession. The Property Control section of the Purchasing Department is

responsible for enforcing the regulations and control of College furniture

and equipment.

Each department head is to exercise respeTsible Care for all College

furniture and equipment in his or her department.

Property is not to be moved, transferred, sold, traded in, or disposed

in any fashion without the written approval of the Property Control Section.

The College is not responsible for any personal property brought onto

campus for use by department Personnel.
c¢0

Consult the Property Control section of the Business and Finance

Ranual for details. -

:11
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Each department carries an inventory of'Office supplies which
is 'replenished by the department secretary or other designated
personnel. Replenishments are requisitioned from the College's

Central Stores via form PD=3
,
signed by the Department Chairperson.

Departments are billed for items requisitioned. A catalog of the
items stocked with prices is included in the Central Stores Sectfon

of the Business and Finance Manual, which is available in each de-

partment
0

office.

E. TRAVEL ALLOWANCE

See Ap endix L for instruction for requisitioning travel allow nce.

The followi g policy is to be adhered to regarding candidate reimbu sement
for travel. If a candidate comes'to the camptth but subsequently re ects
an offer of la position, his/her travel cost will not be reimbursed. If

the candid4 e accepts a position or is not offered one, reimbursem nt

will be male.

11

F. COLLECTIONS AND DONATIONS

The Cri.11ege permits the solicitation of donations only for the United

Communitie Campaign. his appeal is handled as an official college

function t rough the Pe sonnel Office.

G. GAM LING, DRUGS, DRINKING ON CAMPUS

Gambling and poss ssion or consumption of alcoholic beverages
(with the exception no ed below) and/or drugs and narcotics on State
property is prohibited by law. Failure to comply with these restrictions

mzy result in removal rom State service.
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The illegal possession or use without medical,authorization of
any drug or medicine with a potential for abdse will be subject to
disciplinary action by the College.

The class of drugs specifically referred to includes:

1. Stimulant drugs such as amphetamines (pep pills)
2. Sedative drugs such as barbiturates (goof balls)
3. Psychedelic drugs such as:

41.

a, marihuana
b. psilocybin
c. mescaline
d. lysergic acid diethylamide (LSD-25)

4. Narcotic drugs such as morphine and heroin

Alcohol Policy

From this date, the following shall be considered policy at Towso
State College:

1. Any person using alcoholic beverages at any time and at any
place while,on the campus of Towson State -C ollege is responsib
to civil authority for compliance with Ole law.

2. Policies concerning the presence and use of alcoholic beverages
on the campus shall be the responsibility of the Director of
Auxiliary Services.

3.' Students, administrators, faculty, staff, and registered guests,
all of legal age, shall be permitted to consume alcoholic

.beverages at any College function for which approval has been
granted. Consumption of alcoholic beverage by anyone in a public
area of the College is expressly prohibited. Public areas include
hallways, lounges, lawns, walkways, lobbies and all other places
normally accessible to a general community unless such a place is
specifically reserved and approved by the Director of Auxiliary
Services.

4. A group or organization must complete the following steps at
least two weeks prior to an event if it wishes to use alcoholic
beverages during the event:
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a. Register the event with the Special Services Office. (In

the residence halls the event must be approVed by the
respective House Council and registered with the Hdusing

Office,);

b. Appoint a representative of majority age who will he
responsible that the members of,the group ,comply with
College policieS, and civil laws;

c. The appointed representative will complete a Request to
Use Alcoholic Beverages and submit same to the Dirgctor

of Auxiliary Services.

5. Alcoholic beverageS may not be served or sold on campus
without securing a temporary liquor license from the Board of

Liquor License Commissioners of Baltimore County. Before doing

this, however, the authorized representative of the group or
organization must complete step 4 above, Additionally, the

Chairman Qf the Alcohol Policies Governing Board shall affix

his signature as owner of the premises on the Temporary Liquor

License application.

H. CHANGE OF ADDRESS AND STATUS

In case of change of address and/orphone number the departmental

secretary and the Personnel Office'should be notifted. Change in the

number of deductions for income tax purposes should be reported to the

Personnel Office so that a new withholding form may be filled out.

.I. PHYSICAL PLANT SERVICES

1. Maintenance and Housekeeping_

The PhYsic'al'Plant Department is responsible for the Maintenance

and Housekeeping of all College Buildings and Grounds. Its services

include the Maintenance Trades, Custodial and Motor Pool which includes

Shuttle Bus Service. i,Also acts as Liaison between the. college and the

various organizations responsible for constructing the new buildings

and facilities at the Cllege.

'Work is to be equested on form #PP-1 "Work Request and Order"

and submitted wit the signature of the Department Head. Non-routine

work such as Offi e Renovations, sometimes necessitate the completion

of additional fo s depending on the complexity and,cost involved.

Emergency repairs may be telephoned to the Physical'Plant, however,

non-emergency requests are always'to be requested on -form #PP -l. The

Emergency night Service number is 825-9160.

College buildings are inspected regularly for safety conditions;

any condition which seems .to:be Ainsafe, or'in need of repair; should

be reported immediately to the Physical Plant Office.
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2. Transportation

College vehicles are available for instructiojial and administra-

tive purposes, for examplp; required class trips b/here attendanCe is

necessary for' credit, faculty and staff professional trips, student

activities involving performance in the name of the college, and

cultural, educational, and social trips of college organizations.

Individuat. students.emaY not uIse college vehicles.

Perbonnel and organizations wishing to us'e a college vehicle

should cbmplete a vehicle request form and forwal-d it to the transporta/-
tion section with appropriate signatures one week in advance of the

proposed trip. Additional information concerning use of College

vehicles is obtained in Appendix L "Towson State Travel' Regulations."

3. Liabilityof Faculty Members

F culty me
policy in the am
State policy does
but just c

bets driving State cars are covered by a State liability

nt of $100,000 per person/$300,000 per accident. The

t cover medical payments arising out of an accident

vets the ampunt for which a State employee might be sued.

The $ ate policy does cover State employees driving'their own cars

\-21while carrying out their duties as State employees. In this instance, 4
State p licy only applies to the extent that the liability of the

'
emplpyee is\in excess of the insurance carried by the employee. Thus,

if the limiAs of liability of the employee's own insurance policy are

less than the limits of the State's policy, the employee is still

covered to, the limits of the State Policy.

J. CAMPUS POLICE

1. General Responsibilities

Campus Police Department'offices are located in the General Services

Building on Towsontown Boulevard adjacent tb the tennis courts. The

police section is responsible for the protection of campus personnel,

buildings, and the enforcement of campus regulations as well'as local,

State and Federal laws. Radio contact is maintained with each officer

on,the campus.

The Campus Police Department is open twenty-four (24) hours daily

and the emergency telephone extensions are 234 and 235. After normal

switchboard hours, the night emergency telephone number is 825-9160.

The Campus Police also operate the College's lost and found department.

2. Keys

Keys (other than grand masters and building masters) may be requested

by presenting.a Physical-Plarrtiklork,ftder'signed by the department chair-

man, to the Physical Plant bffices.

The requested key may be obtained from the Campua Police Department

upon its completion.
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K. SALESMEN

Salesmen, except repredentatives of publishers of books and
educational materials, may call upon faculty members only with prior

appointment. Sales representative contacting College personnel without
being scheduled*through the Purchasing Department should be encouraged

to contact'the Purchasing Department prior to their departure from

the campus.

L. INSURANCE COVERAGE FOR PERSONAL PROPERTY
IN COLLEGE BUILDINGS

Under unusual and extenuating circumstances the State may reimburse

employees for loss (due to fire) of their personal property up to $500.

Loss due to vandalism or theft is not covered. Such circumstances

include a faculty member who finds it necessary to have personally

owned /technical equipment or books in his office or laboiatory. However,

any insurance protection over $500 would have to come from the employee's

own insurance.

M. CAMPUS SAFETY-

1. Goals

Towson State College has dedicated itself to providing the necessary

active leadership and support in order to develop and maintain:

. . a safety program to prevent human and economic loss from

personal injury and property damage.

. . program of fire prevention and pieparedness to control

loss from fire or explosion.

. . a program to prepare college personnel to care'for-the ctims

of an accident or sudden illness until professional m ical 'help

is available.

2. Fire Drill Instruction

What to do when the fire alarm sounds:

a. Be calm.

b. Reassure your students.

c. Don:t shout "FIRE."

d. Instruat sttdehtrto lealie.bdilding by nearest exit.

e. Instruct students to leave building in silence.
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f. Close 11 windows, transoms, and doors.

g. If not attending an extinguisher or hose, keep students moving
quietly and calmly out of the building until it is evacuated.

h. Faculty members outside the building should keep students at
least 300 feet froth the building if poSsible.

i. Keep students from blocking roadWays.

j. Dci not allow anyostudent to re-enter the building until instructed
to do so by the building Safety Coordinator or the Campus Police.

k. Do not use windows or emergency exist except for real'emergencies.

1. Do not use elevators in any evacuation.

1

The above procedures are to be followed for -drills, false alarms, and
real fire situations. All students, faculty, and staff are expected
to leave the building.

IF YOU SEE A FIRE, SOUND THE FIRE ALARM IMMEDIATELY
THEN CALL THE CAMPUS POLICE DEPARTMENT ON EXTENSION 234

3. Safety Coordinators

In.addition to a college Safety Coordinator who reports to the
Director of Personnel and who *is responsible for the coordination of
a campus-wide safety program, Building Safety Coordinators have been
appointed in all academic areas.

The responsibilities of the Building Safety Coordinators include,
but are not limited to the following:

a. Disseminate information concerning the camps' safety program.

b. Work in conjunction with area maintenance supervisors to
recognize and eliminate safety hazards.

c. A source of contact for all safety problems within the building.

d. Conducts regularly scheduled internal building inspections and
submits written reports to the college safety coordinator.

The current College Safety Coordinator is Mr. 'Robert Baeuerle.

' The current building safety coordinators in academic buildings are:
Administration Building Mr. Gerald Smith
Media Services Mr. Mel Schehlein
BUrdickHail - Dr. Ellen Eason
Cook Library Mr. Thomas Strader
Fine Arts Building

Art Mr. Thomas.Supensky
Music Dr. Golden Arrington
Theatre Mr. Jbseph Kleban

Linthicunt Hall - Ms. Stacie Sernocky
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Smith Hall
Biology and Physics = Mr. B. J. -Lis
Chemistry Mr. Art Yarborough

Stephens Hall -,Mr. William Crane
Van Bokkelen Hall - Dr. William Walilace

4. Safety Promotion Team

The duties and respOnsibilities of this group are presented in
Appendix W.

N. INCLEMENT WEATHER PROCEDURE

The following regulations are to be followed in case of snow emergency:

Day school --snow or other inclement weather during day session,
a. After the college has obtained information which it believes is

reason to close the college, snow signs cancelling classes will
be posted on various bulletin boards throughout the campus.
The signs will designate what time classes will be closed.

ti

b. Department offices will be notified by phone from the administra-
tive offices in addition to appropriate,signs mentioned above.

c. In the event of classes being closed at any time during the
day, students and persbnnel sholuld listen to radio stations
WBAL, WCA0, WCRM, and television channels 2, 11, and 13 for
news relating to the following day's plan.

d. Consistent with the snow emerg ncy plans of Baltimore City and
County2 all people driving to he College on snow emergency'days
should have appropriate snow tires or chains when driving on any
campus roads.

0. PUBLIC INFORMATION

All College publications and publicly disseminated information
concerning the College are administered by the Office orNews and
Publications Services. This office is solely responsible for gathering,
preparing, and releaSing to news media information cone4rning the College.

Cdnsequently, all public news releases should be cleared through this

office.

College publications designed for off-campus use or wide campus

cir lation are to be _coordinated by the News and Publications Services
Off ce in order to insure quality in design and printing and conformity
to C llege policies. This Office will cooperate fully with the various
indi iduals and offices preparing publiCations in order to achieve the
desir d effectiveness and quality of each publication.

P. USE OF THE COLLEGE'S NAME

Members of the Faculty are encouraged to use the name of the College
and official College stationery when representing the College in an

official capacity. Faculty members may also publicly use their affilia-
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ars

tion with the College in order to identify themselves.

However, the College does not wish to be involved in prolects with

which it has no official association. Members of the Faculty are urged
not to use the College name involving personal or unofficial activity,
if-such use in any way can be construed as implying College endorpement
of any project, product or serv4ce.

4
Q. GIFTS AND GRANTS"

All gifts and grants to the College are received and administered
by the Office of Institutional Development. Departments or individuals
wishing to receive gifts of any kind for the College must arrange for
their receipt through this office.

Set up to facilitate gift receiving is the Towson State College
Foundation, a non-profit,corporation chartered by the State of Maryland
for the sole purpose of,enhancing the excellence of Towson, State College.
It does soby inviting,' receiving, holding, investing_as appropriate,
and administering giftg, grants, and loans to support' legitimate
activities of the College'for which the State ordinarily makes in-
sufficient appropriations.

The Foundation is administered by a Board of Directprs consisting
of a number of distinguished professional, industrial, and educational -

leaders and including among its membership the President of the
College, Vice President of Business and\Finance,. and Vice President
of Institutional Development, who serves as Executive Vice President
of the Foundation, the principal executive officer.

The Office of Institutional Development, in conjunction with
the Foundation, is responsible for creating and carrying out a
comprehensive long-range program for expanding the amount of
voluntary' support for the College, It encourages support from
indiViduals, corporations, and private foundations in order to
provide scholarships, fellowships, research grants, equipment,
special programs, special facilities and buildings, art collec-
tions, and other resources not likely to be provided by the State.
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A. REGISTRATION
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Each student is assigna to a time to register. Students are not permit
-
to attend classes without having completed registration. A late registrat on

fee is assessed for registering° after' the time assigned and within the late

registration period. Students are expected to discharge, ail fiAitancial obli-

gations to the institution before. being permitted to regiAter.

B. TRANSFER CREDIT'

Credit is accepted by Towson State College for a course completed at .any

regionally accredited college or university.' This credit will count toward

graduation but will not be used in computing the academic average required

for graduation..

.
Students with 64-or fewer credits at the completion of the w&rk taken

for transfer credit may take courses at any regionally accredited educational

institution (two or four year institutional.

Students with more than 64- and less than 90 credits at the completion
1

of ,work taken for transfer may take;7courses at any accredited four-year.

institution.

rCourses must be in programs offered at Towson State'College

CoUrses mast not have been previously accepted for transfer credit or

,completed for credit at Towson State College.:
A grade of "h" or higher mti-6t be attained for studertts.electin/

or required to graduate under the 120credit graduation policy.-
.

Students may not transfer more than:64 edits to Towson State

College from a. twO-year institution.
Students faRing courses as part of the last 30 required for

graduation or for major credit must obtain prior approval of the Towson

,State College Academic Standards Committee.
Students taking courses' for credit toward the major must obtain prior

.approval of the Department of the major.

C. CREDIT HOURS

The unit of credit is the semester hour. It is defined as one 50-minute

class per week (or its equivalent) for cone semester. A.three hour class

meets three 50-minute periods or two 75-min te periods a week for one

semester. Laboratory and studio classes ncmally require two or three

hours in class as the' equivalent of one s ester.hour. Two hours of pre-

paration is usually necessary for each ho r in class for the average student.

D. .PROGRAM TRANSFER

Students in good standing in either the teacher education or the arts and

sciences program May transfer to the other program by filirig a request form,

with the Registrar, ,as Secretary to I.heAcademic Standards Committee. Upon

approval of the Academie Standards Committee, the ,transfer will be effective

for they semest6r following the one in which the request is made.
.

Tho3e wishing to transfer to the arts and sciences program' will be obligated.
in the amount of $100 for each-. semester of work ,Completed in the teacher ed-

ucation program if the teaching pledge was sigywd in lieu 7f tuition payment.

E. EXEMPTION FROM REQUIRED COURSES

Believing that students should not be req4red to devote time to courses the

s4hstancc's of which the,/ have mastered, the College Provides opportunity to

qullify for c::omption from, required courses..Towson students may apply through
the Dean of the College to be examined.for exemption, from courses required of
all students and those required in a major field. The department concerned and



42.

8-74

the Director of Research and Testing cooperate in the evaluation.

When 'exempted,"the student is privileged to choose, an elective in

, any department o an advanced course in the.same department.

Required courses, the following. fields are at present involved

in'this plan:_ biolagy,1 english, geography; mathematics, music,
speech,' history, political science, and sociology. Credit for

Experience and Previous Learning is an option :also open to students.-

STUDENT LOAD

,l. Regular Day Session

The normal student lead is 5-18 semester hours of credit each

semester...

Studentsmay take up to 19. semester hours for credit. It is

suggested 'that students possess a minimum cumulative 'average
00 to take'18 semester hotirS and a cumulative average of

`2.50. o take 19 semester hourS.

,Students with a 3.25 cumulativ rage based on at least 36

/' hours takeriat Towson State Colleg may carry 20 hours. In his

last semester of his senior year a tudent may carry 20-semester
hours provided the number.is necessary to, be graduated and pro-
vided his cumulative average is 2.50 Or better.

Students with a. 3.50 cumulative average or better, based on at'
least.30 hours taken at Towson State College.,may carry 21.6ours.

No student will be permittecj tocarry more than 21 hours or

less than 12 hours except by special permission of the Acaderhic

Standards Committee.

Students must have the approval of the Registrar to register
for more than 19 semester hours during anyone semester.

2. -Summer Sess4p.

No student enrolled in the summer session,will exceed 14,semester

hours.

pDITING COURSES

A student may audit a course with, the permission of the instructor

of ehe course. No credit may be earned in a course which is audiCed."--

Audited courses will not appear on the student's record. Stndents

who wish to take the course for credit may do so only during the

Change of Schedule Period as an added course.

H. CHANGE OF COURSE SCHEDULE.

All changes in a student's schedule of courses (adding or dropping
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a course or a change in sections or credits) are valid only if'rhe
student completes the Course Schedule ,Change-Form and-files it with

the Registrar. Failure'to do so will regult in a grade of "NC" in
the couse dropped and no credit in the course added. The grade will .

appear on the Grade Roster of the course, the student's Permanent

Record.

No.student may enter a class after, he first week of classes. Ex-

cepiipns to this will be considered only after approval of-the de-,
partment chairperson of 'the course invoaved and the Dean of the College.

Entering freshmen wishing to nbtain waiver of courses for the honors
plan may arrange to take Advanced Placement Tests of the College Entrance ,

Jxamination Board in fields in which they feel qualified. Arrangement's
to take these examinations in May of the high school senior year may be
made through the school counselor or, through the College, Entrance Examin-:
ation Board, P.O. Box 592, Princeton, New Jersey."

I. WITHDRAWA 'OM A COURSE

;students wishing to drop a course may do so as follows:

Students may drop up to the end of the first two weeks df.classeS and

'no grade will be recorded.
.,

ne' c-7
Students who have not dropped a e at the end of the firt

too weeks of classes may withdraw from a course up to three weeks

after the mid-semester date. Students withdrawing during this
eriod will have the grade of "W" recorded' for the course. This.

Ik\\ade may be removed by repeating the course.
,

Students registered for a course 'Who do not.drop or withdraw
-1' during the periods referred to above must receive grades of A,
'B,C,D,NC or I as determined by the.faculty member.

J. CLASSIFICATION OF.STUDENTS

Students' are classified according\to the number, of semester ho'irs
passed as follows: freshmen, 0-28Semester hours; sophomores, 29-,55
semester hours; juniors, 56-89seMes\ter hours; seniors, 90 semester.

hours or above.

K. MARKING AND POINT SYSTEM

A four -point system is used to identify qUality of academic work. The

letter`"A designates work of superior quality; "B" work of good quality;
"C" work of satisfactory quality; "D'' work of less than-Satisfactory
quality but allowable for credit, subject to'.the restrictions under
the Degree Requirements; "NC" (No-Credit), work of such unsatisfactory
quality that no credit is given. Grades_, of "PA", 'PE", "S" are:equivalent

to a grade of "C" or bigher. The grade of "S"'(Satisfactory) or "NC" is

assigned for non-credit courses or student teaching. The grade of "PA"

(Pass) or "NC" (No Credit) is assigned for the courses elected on the .

Pass Option. The grade of "PE" is assigned for courses passed under the
Credit for. Experience or Previous Learning option\ All grades are record-

ed on the student permanent record.
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A mark of I, (incomplete becausQopf illness or other reason
beyond control or student) at the end of a semester carries no
credit. Unless such a course is satisfactorily completed within
six months of the last day of class for the course, the grade for
the course becomes "NC ". It is the responsibility of the student
to make arrangements to complete course requirements for the re-

.

moval of the 'I"
In computation of grade point averages the following quality

point values are used:
A--4 qdelity, points C--2 quality points
B--3 quality points D--1 quality point

Grades of "I", "NC", "PA", "PE", "W" and "S" are not used in com-
putation of averages.

The grade point average is computed by multiplying the houra....-7
of,credit in a course by the points assigned to the. grade 'earned

vin the course. Totaling the edit hour points for all courses
passed in the "eestee, And 'divViding the total number of points -

by the totalnumber 9f hours of Credit passed yields 'the grade-
point average for th semester. For eXample:

4 hours of A points each) --°16 points
-4 hoqrs of B (3 points each) -12 points
3 hodrs of C (2 points each)-7- 6 points
3 hours of D (1.point each)-7-- 3 points
2 hoursof NC (No Credit Git'en)

14 Total hours passed 37 Total points
Dividing 37 by 14, the student's grade-point average for this

semester is found to be 2.64.

The student's cumulative gradepoint average is found by di-
viding the total p4nts earned in all courses completed at Towson
by the total numbsr(of credit hours passed (including hours attempted
prior to 1 September 1970) at Towson. For example: a junior has passed
76 credit hours and has earned a total of 190 points. His cumulative

- ,

grade point average is 2.50.

A cumulative grade-point of at least 2.00 184 'required for grad-.
uption.

L.' STANDARDS OF WORK REQUIRED

I. Philosophical Premises

ALademic Standards are set to insure that a degree from Towson
signifies student workmeet' ing or exceeding a particular level
of excellence.

The intent is to reinforce appropriate learning behavior, and to
help the student work independently and develop intellectually
ii a variety of ways.
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Students may repeat any course' only once where credit has been

earned or a mark of "NC" oriL"W" has been awarded. When the

course is repeated, the student will receive the credits for

the course counted once and the higher of the two grades if

repeated for the first time after 1 September 1970.. Students

repeating courses must indicate this at the time of registration.

Upon completion of the repeated course a change of-grade form

nriistAle submitted to the Registrar -by the student concerned.

The lower of the marks earned is not maintained on the student

permanent record. Courses taken for which credit is received

with a.letter grade. may not be repeated under the'pass/no

credit option.

M. STANDARDS FOR FULL-TIME STUDENTS

1

In order to remai) in the'coliege; a student must possess the

required mieimu; credits in relation to semesters of study as

indicated in Table I and have a cumulative grade point average

as indicated .in Table II.

Table I
REQUIRED MINIMUM CREDITS THAT MUST BE PASSED IN RELATION TO

SEMESTERS OF STUDY .

Required Minimum

Semester of Study Credits Passed

Two 18

Four 40

Six 66

Eight 96

Ten, Degree requirements must
be completed

'Table II
.,

MINIMUM GRADE POINT AVERAGE TO BB IN COLLEGE

MinimumGPA To minimum Level of Satisfactory

Be in College Progress , \

1.00 ) 1.85
\

1.25 . 1.85

1.50 '4.85

107 1,.95

1.178 .-1.5

2.00 24-00-

Credits
Passed
1-15
by 20
by 30
by 40
by 50
by .64

N. TRANSFER STUDENTS

The expected; minimum number of credits passed for transfer students

will be determined by dividing the number of credits transferted

in by 15, rounding the answer to the nearest lower whole number;

and relating it to Table III.'ARequired Minimum Credits Passed for

Transfer Students)br instance, a student transferring 64, hours

rtA
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41,

- would start at the 4 Semesters of Study point on the scale 464

divided by 15 = 4.27). To meet the minimum credits passed aft&
two se esters of study, he would be expected to have passed 66

credit's at the end of six semesters of, study.

In addition, at the end of the first semester, transfer students
must earn a grade point average as shown in Table II above based

on total credits passed. However, no student will bejequired to
earn more than a 1.50 grade point average during the first semester.

In succeeding semesters a transfer student must attain a grade
point average as, shown in Table II. (For instance, a student who

is required to have earned 52 credits at the end of two semesters/
at Towson should be required to have earned a 1.78 or better at

that time to'remain at Towson.)

Table III
REQUIRED:MINIMM CREDITS ACCUMULATED FOR TRANSFER STUDENTS

1,

Semester of Study Required Minimum Credits Accumulated

1 9

2 18

3 28

4 40 s',\

5 52 \

6 66.
7 80

8 96

10 Degree iequiraments must be
completed

0. STANDARDS FOR FULL-TIME STUDENTS ADMITTED SEPTEMBER 1974 AND THEREAEiER

In order to remain a full -time student in the College, a student

must,pOssess the required minimum credits in relation to semesters
of study as indicated in Table I and have a cumulative grade point

average as indicated in Table II.

N
. 'Table I

-
REQUIRED MINIMUM CREDITS IN RELATION TO

SEMESTERS OF STUDY
Required Minimum
Credits (with grades.

Semester of Study of A,B,C,PE,PA, and'S)
Two 12

Four \ 34

Six 60

Eight 90

Ten Degree requirements
must be completed
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Credits
1-15
by 20
by 30
by 40
by 50
by, 60

Table II
MINIMUM GRADE POINT AVERAGE

Minimum Level of
Satisfactory,

Minimum GPA Progress'
1.50 2.00

1.65 2.00
1.77 2.00

1.85 2.00
1.90 2.00
2.00 2.00

P. TRANSFER STUDENTS ADMITTED SEPTEMBER 1974 AND THEREAFTER

(Initial entry as a degree candidate into college prior to September
1974, see table III, Page 46.)

The minimum number of credits accumulated with a grade of "C" /7
higher for transfer students will be'determined by dividing the
number of credits with a grade of "C" or higher transferred in by
15, rounding the answer to the nearest lower whole number and re-
lating it to Table III. (Required Minimum Credits Accumulated for
Transfer Students). For instance, a student transferring 33 hours
would start at the 2 Semesters of Study point on the scale (33
divided by 15=2.20). To meet the minimum credits accumulated after
two semesters of study at Towson, the student mu'at have accumulated
34 credits with a grade of "C" or higher at the end of four seme-
sters of study.

In addition, at the end of the first semester, transfer
students. must earn a grade point average as shown in Table II
above based on total credits accumulated. However, no student_
will be required to earn more than a 1.50 grade point average
during the first semester. In succeeding semesters a transfer
student must attain a grade point average as shown in Table II.
(For instance, a student who is required'to have earned 52 credits
at the end of two semesters at Towson must have a grade point
average of not less than 1.90 at that time in order to remain
a fulltime day student.

Table III
REQUIRED MINIMUM CREDITS AC CUMULATED

FOR TRANSFER STUDENTS
d

Required Minimum
Credits (with grades

% Semester of Study of A,B,C,PE,PA and S)
1 6

2 12

3 22

4 34

5 '48

6 60

7 74

8 90

10 Degree requirements
must be completed

61
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Q. PASS,, OPTION

Students will be able to ,elect oh a voluntary basis 12 credits
toward their degree for which they may be graded on a pass/no
credit basis. No more than six hours per semester can be taken
on a pass/no credit basis. This option is not available for
courses requried for the major and for certification in Teacher
Education unless special permission is sought from the department
The option, must be elected during the first two" weeks of classes.
The Registrar will make this information available to the in-
structor upon request.

6

R. PROCEDURES FOR REINSTATEMENT

T,110SO no longer in good standing may appeal for re gtatement.
In most cases students who are dismissed for academic purposes
will be expected to'remain out of the day school for two semesters.
Those students who bring their cumulative average up to the credits
completed and GPA Norm by taking courses in the Evening, Summer
Program and January Session are eligible for reinstatement;
however, a student must take, courses in which letter grades are
given in order to have this work apply before the completion of
the one year period. A student must achieve an average of 2.00
on all work taken during the period of academic dismissal. Up
to 18 credits can be taken in the' Evening and Summer Program
for this purpose. Deadline for readmission is 15 July and 15
November.

In evaluating requests for reinstatement, the Academic Standards
Committee, without changing previous policies, will weigh heavily
an indication of improved performance. The personal development
of each student is considered. The College may exercise its right
to ask a student to withdraw at any time.

S. DEGREE REQUIREMENTS FOR STUDENTS ADMITTED
. SEPTEMBER 1974 AND THEREAFTER -

1. Bachelor of Arts Degree

Those wishing to qualify for a Bachelor tf Arts degree in lieu
of the Bachelor of Science degree may do so by fulfilling the
requirements for the,Bac.helo,r of Science degree and by completing
the intermediate Eourse or the equivalent of a modern foreign
language.

2. 'Bachelor of Science Degree

A student who satisfactorily meets the following requirements will
receive the Bachelor of Science degree.

A minimum of one hundred twenty hours and a maximum of one
hundred thirty-five hours of college credits with the grades
Of A,B,C,PE,PA, or S which, must include Freshman Composition
or its eqUivalent an thirty-two hours of upper division work.

2. Credit in the courses equired of all students, of which
Freshman Composition o is equivalent must be passed with



a grade of Cor higher.
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3. Credit iwthe required courses of the curriculum the student

has elev.ted.

4. .Successful completion of a major except for those in Early

Childhood or Elementary Education Programs.

5. A cumulative average of at least 2.00.

6. Record of attendance at the Conitge for at least one academic

year during which thirty semester hours of credit were earned.

A student mist earn the final thirty credits at the College
unless permission is granted by the Academic Standards Committee
to earn the credits at another institution.

7. Demonstration of personal qualities which are expected of an

educated person.

8. Filing with the Registrar a Graduation Application according

to the following schedule:

December Graduatesi file by May 31st of the year of graduation.

June Graduates: file by September 30th of the year of graduation.

August Graduates: file by July 1st of the year of graduation.
A student who entered a college as a degree candidate September
1972 and thereafter must earn a minimum of 32 hours of upper
division work as one of the requirements for graduation at
Towson State College.

T. GENERAL COURSE REQUIREMENTS OF ALL STUDENTS

The general college requirement went into effect in September 1974,
and affect all incoming freshmen and transfer students: However,
Towson State College returning students-have the optton'of remaining

,'on the plans under which they were admitted providing no more than

seven years has lapsed since initial admission or electing to.follow

the new plan.

All students are reminded that the adoption of a new set of
General College Requirements does not change their departmental
requirements, or the requirements for State Certification of teacher
education students. Students should consult their advisors if they
have any questions regarding their degree programs.

Group I

Art, CommuniCation'Arts and Sciences,
English*, Modern Languages ('the first
semester of any elementary course can
not be used). Music, Philosophy and
Religion, Theatre Arts (at least two
courses must be taken in English; courses
must be completed in at'least four dif
ferent disciplines).

Group II

Biologfcal Sciences, Chemistry, Mathematics,

4.`

63

Number of
One. S mester
Cours s **

6

3
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including Computer Science, Physics, Psychology
(courses must be completed in at least three different
disciplines).

Group III

a Anthropology, Economics, Geography, History
Political Science, and Sociology (courses must
be completed in at least three different disciplines).

Group IV

/(-
Health Science, Physical Education (at least one
course must be in Physical Education).

* English 30.102, Freshman Composition (or
equivalent) must be completed with a grade of
"G" or'higher to meet graduation requirements. 2:

** At least one hour of credit in each course must be earned.
Those wishing to qualify for a Bachelor of Arts degree
in lieu of the Bachelor of Science degree may do so by
fulfilling the requirements for the \Bachelor of Science
degree and by completing the intermediate course or the
equivalent of a modern foreign language.

U. OPTIONAL GENERAL EDUCATIONAL PLANS

4

2

Optional general college requirement plans are permissible under certain

circumstances when approved by the Curriculum Committee. Additional

.information available in the Office of the Registrar.

Transfer students with 56 credits or more at the time of admission will
be given credit for having met the general requirements of the College
provided all of the following conditions are met:

1. The student transfers from the sending institution with a minimum
of 39 semester hours credit,,or 15 onesemester courses, in the
Arts and Sciences.

2. Courses are taken in a minimum of 10 of the following disciplines.
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Art
Communication Arts

and Sciences
English
Moderri Languages

'Music

Philosophy/
Religion

Theatre Arts
Biological Sciences

Chemistry

Physics
Psychology
Anthropology
Economics
Geography
History
Political Science
Sociology
Health Science
Physical Education

8-75

Mathematics
3. Witherenceto Towson's General Course Requirements of all

students se'e page 33. Courses were taken in two disciplines
eachin Groups I,, II, and III, and one course in Group IV.

Transfer students who have not completed the general college requirements
under this optiOn atthe time transfer is rde will be required to comply.
with the generli requirements for native students at Towson State College.

V. ATTENDANCE"

Students are expected to attend all' classes. Eacl faculty member sets

his .own policy on absences. Policies vary and it is the responsibility
of the student to understand clearly the absence policy of each .instructor

.and to act, accordingly. Students are expected, to notify the Dean of

Students by phone or in writing of any absence exceeding three days.-

W. LENGTH OF ATTENDANCE ,

Only in unusual cases may a student who has completed degree requite-
ments remain in the College for lohger than eight semesters. Any
requests for deviation from this. plan must be submitted to the
secretary of the Committee on Academic Standards.

X. WITHDRAWALS

-4.

A student wishing to withdraw from the College is to obtain a withdrawal
card from the Office of the Dean of Students. Before the withdrawal is
official, the student must submit the,completedwl-thttrawal card to th
Office' Of the Registrar.

G5

\
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Y. SEMESTER OF STUDY

Each semester a student registrs and has not cancelled or withdrawn
prior to the first day of class counts as a semester of study.

Withdrawal for medical reasons or entry into the Armed Forces will
not count as a semester of study. The student must inform the
Registrar upon readmission in such cases, and present evidence
of reason for withdrawal.

Those students withdrawing from the College who intend to return
must comply with the deadlines established for readmission 15 July
for the fall semester and 15 November for the spring semester.

Z. TRANSCRIPTS OF ACADEMIC RECORD.

Transcripts will be sent only upon written request of the student.
Transcript request forms may be obtained at the Office of the
Registrar. The College requires at least two weeks notice for
issuance of a transcsript record. A fee of $1.00 will be assessed
for each request.

A student with an outstanding indebtedness to the institution
will not be eligible for transcripts of record.

AA. HONORS PROGRAMS

Under the direction of a College Honors Programs Board, a number
of departments of the College offer Honors Programs in their
disciplines or cooperatively offer interdisciplinary Honors
Programs. The student who completes an approved program will
receive a ,diploma with the designation Bachelor of Arts or
Bachelor of Science with honor's -in the appropriate discipline.

The program is, developed for the junior and senior years
and include 9 to 12 semester hours credit in seminars, directed
readings, and research projects. A senior thesis is required as
well as an oral defense of the'the,sis. A candidate will also be
expected'to make a respectable showf6g,o'n the Graduate Record
Examination.

To be admitted to the program a student must pre''sent:,a cumula
tive average of 3.25 and a 3.50 cumulative average in his discipline.
To graduate from the program the recipient of an Honors degree in8t.,' -

present a 3.25 cumulative' average and a 3.50 cumulative average in
his discipline.

Details of the department plans may be obtained from the office
of the department chairman.

The Dean's List is published following the cdmp.letion of each
fall and spring semester. 'Students who are degree candidates and
complete a minimum of 12 semester hours for credit in regular grade
granting courses with a semester average of 3.50 or higheryill be'
so honored.

66



BB. GRADUATION WITH HONORS

To receive a bachelor's; degree with honors, a student must havo compJetcd

work taken at Towson State College with the following cumulative grade

point average:

3.75 to 4:00 Summa Cum Laude

3.50 to 3.74 Magna Cum Laude

3.25 to 3.49 Cum Laude

53.
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Students must have, in addition, _a 3.25'or better average for work completed

at other instituti,ons and a minimum of 56'semester hours of work at Towson

State College. If students meet all other requirements,-the Academic Standards

Committee will hear an appeal of the 56 semester hour rule.

Transfer studentReligible for Summa Cum Laude awards based on work

completed at Towson State College must be approved by the Academic Standards

Committee. y'

To receive a bachelor's degree with honors in a discipline, a student

must have completed a departmental honors program and be recommended_ for

honors by that department.

Students who do not qualify for honorrs because of thei-r Overall

CPA y petition the Academic Standards Committee. if they meet the

folio criteria:
"A student who in his/her last,0credits at Towson State

College attained a cumulave average of 3.50 or higher."

The s udent who is approve, for giadnatilon honors listed above All

receive the Cum Laude honor rom Towson State College.

7-CC. SPECIAL PROGRAMS

1. Credit for P\risor Expe.rienee:

Not a].] cxperie ces relevant to a student's academic program occur

in the tradition setting of the College classroom. :Indeed, colleges"

and universities h.ving,.16m; recognized Lhe valadity of such experience

in teat.her cduiatiot 41 language programs arc now. applying this same

approach to other disciplines.

Towson State Collet; endorses this iihilosophical premise and

accordingly will allow a student to submit relevant educational'

and professional experience\for credit Considerations by the app

ropt into acothmic departmenis and the College Academic Standards

Committee. Up to 32 hour:: he granttl for such varied experiences

as Peace Corps, Vista, internships in applicable professional work.

ind(pondent. study, applied pradtical xperiences, e.g. second chair

viola for two yearswith the Taltimo e Symphony, etc:

At the pty!.Hlt time there are we modes of obtaining credit for

prior experience: Credit by Examination, and Credit by Performance.

Tn order to obIain credit; for prior experience through either of,_

thyit06..1Wo method please adhere to the following procedures:
,,

Ihe,student will c'ontac't th,,,,,Z141,4rtment Chairperson for the re's ,
, .

a.

p(Wiivc area .in wntch competent to receive credit
.1;

for prion,experience.
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b. If the student receives approval from the Departm nt to proceed,,
he/she is billed 4or the $5 Testing Fee by the,EV ning and Summer
Division. Testing Fee for courses taken through CLEP is $15.

c. Upon presentation of his/her paid receipt to the department, the
Department Chairperson assigns a faculty sponsor-;evaluator to the
student in order to determine the evaluative mea ures to be used,
or to administer a standardized examination if s ch is applicable.

d. If the requirements are successfully met the Deplartment. Chairperson
forwards the "Credit for Experience in Previous Learning" form to
the Office of the Registrar.

e. The Registrar approves the form and forwards it hto the Evening
and Summer Office, at which time the student is assessed a $25
Recording Fee for courses carrying three or more credits. A

$15 Recording Fee is charged for courses carrying less than
three creditor

f A copy of the paid receipt ($25) fee and the original "Credit for
Experience in Previous Learning" form is returned to the Office
of the Registrar to record a grade of "PE" and the appropriate
amount of credit on the student's permanent record.

g. Students who have unsuccessfully attempted Credit for Prior
Experience_once (CLEP or departmentally), may NOT attempt, .

credit by this method a second time. Credit must then be
obtained by taking the course(s) in the traditional manner.

The College Level Exa ination Program (CLEP) provided the student
with the opportunity to obtain college level credit(s) by utilizing
standardized examinations administered by agencies of the Educational
Testing Service. Presently, CLEP is not, universally recognized at
Towson State College, but students wishing to receive credit for CLEP
,examinations may petition the respective department(s). Granting of
CLEP credit will be at the discretion of the department and awarded
on an individual basis. 4

2. Arts and Sciences

The Colle-gt----olierganumber ofp'rograms that afford-students an
- opportunity to plan their own college programs, to follow individual

interests; to experience a wide choiCe of courses from various depart-A,
ments and to prepare for certain specialized vocations. Interested
students should consult One or more of the faculty advisorss in the
various programs as.to requirements and procedures in declaring a
major and purs g a degree.

Program

-Liberal Arts & Sciences
Liberal Arts & Sciencefi

Cenqral Arts & Sciences
General Arts & Sciences -

General ArCe'd, ScieaceS.-

Core Program
Thematic Option

Core Program
Thematic OptiOn
Law Enforcemen,,

6 8
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'

American Studies p

Black.Studles

Women's Studies
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MAJOR A The Liberal Aits and SciencesMajor constructed around a

"core" discipline in the traditional Liberal Arts and SOlencefields.

NA

MAJOR B The General Arts & SciencesMajor constructed around a "core

discipline in' General Studies, which. incorporates`' all of, the Arts. and

ScienceS_, . ,

O
"v;

THEMATIC OPTION A student may fulffill,the requirements for either

Major A or Major B by substituting a'theMatic plan for the 'core"'

disCipline.f We have made a formal" distinctkon, however, because we

wished both to create A major which preserves the candept Of "liberal"

arts and sciences in its traditional and widely undetstood,m4aning,

and also to create amajor (B) which offers maxtmum freedom. of choide.

In this way, a student who elects ehe former will carry a distinctive

label.

Major A The Liberal Arts and Sciences Major .

1. The student must satisfy General EduCation ReqUirements.

2. To declare ehe major, the- student must be a sophomore or junior

,wieh a 2.0 CPA.

'3. From the Liberal Arts and Sciences Art,'Biology, Chemistry, English,

History, Moder'n Languages, MathematiCS, Musie, Philosoplt7, Physics,

and Theatre the student must take a minimum of 45 semester 'hours of

upper, division course work. These 45 hours'must inciUde work from a

-minimum of 4 different departments. Eighteen credits ust be from

the Arts and-18 credits from the Sciences (Mathematics being consid--

ered;A Science) .

4. At least 150.but no more than 21, of the 45 upperdivision hours

must come from one discipline which shall, serve as.the "core"

. discipline in the student's program.

Major B '-. The General Arts & .'Sciences Major
,

,

1. The student must satisfy Genv41Education Requirements,''

2. To declare the major, the student mast be a sophomore or junior

wIds6 a 2.0 CPA.
,

3. From the Artg and Sciences which are construed to be the following-

Aft, Biology, CheMistry, Economics, English,"Geography, History,

Modern Languages, Mathematics; M6sic;Philosophy, PhysicsPolitical

Science, Psychology, Sociology, Speech and Theatre- -the studentmust °-

take a minimum of 45 semesterhoUre of upper division course

With the appfoval-of -the student's advisor and the appropriate

associate dean, courses In departments not listed above may be

allowed if these courses are needed to complement the student's program.

4. At least 15, but no more than `21J of the 45 upper division hours

must come from one discipline, whiensball serve as the "core" dis-

cipline, in the student's program.
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Thematic Options to the Arts and Sciences Majors,'

With the approval of his advisor and the appropriate association dean,
a 'stu'dent may -elect tb substitute a thematicplan for the "core" dis-
cipllne in either Major A or B. By following this Rlanthe student
could develop an academic concentration in areas"suchas urban studiel,
American studies, environmental iSsues,.etc.

Except for the following, the requirements will bethe,same as
for Major A or B: ,

1. A minimum of 15, but not more thaa 36, of the 45.,upper division
hours must relate specifically to a chosentopic or theme.

.
2. All course work must be on an upper-division level unless the -

,faculty advisor approves the inclusion of somewparticular.signi-
ficant eaUrVe work at the lower flivision *level:' .Eor, example,
a course' im.portant, to the student's theme May exist only at the
lower division level.

3. LAW ENFORCEMENT AND CORRECTION

. ',A new thematic option entitled,' Leta Enforcement and Correction is
now being-. offered; Among its objectives are the following:

, .

,
. .

J. TO proVld in-service law
.

enforcement and correctional personnel
the opportunity to further their education .beypnd the junior college

-.:D with a minimum loss of credAs from their" junior college, program.
.

2. qo provide an interdisciplinary degree with a strong emphasis on
', sociology, psychology and Oolitical. science..' ,

0

3_ To provide the community with law enforcement personnel whqoare
able to.make'good value judgment to maintain tlleir perspectives,,
to'und'erstand underlying causes orhuman behavior, and tb comet-

unicate clearly ancNprecisely.

4. AFRICAN AMERICAN STUDIES PROGRAM
/ . /,

/ , ..

The African American,Studies
,

Program offers, a. student the opportunity
to' study 1 -d6pt.h the historical and cultural'; existence of the Afro-

American° y examining his iinaknowledged roies in Amprican society,
and the reseve and impaftance of the Blackaeslheticculturally; socially,
:politics ly,;and economically, An interdisqlPlinary program concentrating.. '

cmainly n the humanities, the curriculum is,sLSJect to review and flexibility,.
as.cou ses mayabe added or- subtracted with the permission of the Advisory
ComMit ee and thessociate Dban

.

Students' may choose a major in the program, selectzeourses to structure
major within the General. Studies. Program, or situp. take` courses as eleCtives.

. ' . , 0

. ----.,

For further information, please Contact one of the advisots.
.

4

5, AMERICAN STUDIES

a. The Program

. P
The American Studies ,concentration within'the General. Studies major
at Towson State ColiJ2ge.is an interdisciplinary program.that-allows
a student to take. courses in differentacademic departments. , The

94.
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American tudi'es approach stresses the inter- relatedness of

such elements in our society as theefine arts, architecture,
popular-culture, folklore, technology, and:the vernacular arts..
Students. examine American institutions, Ideas, and paterial

forms in order to better understand their past and shape their

future. Althohgh the American Studies major will have, a knowledge
ef literature, history,economics, and art% ,his main concern will
be within the concept of culture as it applies to the United States.

The degree granted is the,B.A. or B.S. in General Studies with

a concentration in American Studies.,,
b. Who Should Major in American Studies?'

Those students desiring to pursue careers in American Studies. ")LThe

Program at Towson State provides an important foundation for gfUuate
work at the M.A.or Ph.D. level in. American Studies. Prsently there

are over fifty graduate programs in the United States offering American

Studies de rees:

Those ktudents who wishto do American.Studies related work in
fields such as teaching, historic preservation, jouinalism, museum

administration, law, history, literature,and others.

Those students who may not have any concrete career goals but who,

desire a broad knoWledge of AMerican civiliation and a methodology

to understand and interpretfit. The, program welcomes- blder students
who may apply'their .knowledge of our -culture to their academic or

'intellectual:interests.

6.' WOMEN'S STUDIES ,,

The,Women's Studies concentration within the General,Studies major is an
inter7disciplinary program which offers students theopportunity,to study

the particular, nature and role of women as,individuals and as members of

f\.

society.. The concentration consists of nine hours in a core curriculum.

o three interdisciplinZry courses: 33.231 Women in Perspective, 33.331
WOmen'in Society, and 33.332 Women in Art and Literature, plus a minimum

of eighteen hours selected from deNrtment courses in Women's Studies.

33.231 Women in Perspective is strongly recommended as preparation for

any upper division work in Women's Studies...Each programjs individually

tailored to the needs and4interests of the student, Studeritsm t consult
Itwith a Women's Studies faChlty advisor to plan-their program. The student
ri8 reminded that a total of forty-five upper division hours is kuested

for the completion of a General Stones Major.

7, THEAMTIC PLAO:' 'COMPARATIVE ETHNIC STUDIES

The Comparative Ethnic Studies concentration within the,General "Studies

Major is an interdisciplinary program that provides literary, historical,

political; sociologidals, economic and geographic perspectives on American

,ethnic groups with an emphasis on Baltimore's communities. Courses examine

the impact of race, religion, family and community on Ethnic-Americns

and their development in'the United states-.

The Comparative Ethnic Studies program prepares students to ,Rive in a

multi = ethnic society and for positions in education, social.work, personnel,

human relations, labor "relations; urban plifnning, mental health, government
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service and other areas where an awareness of ethnic'diversity,
problems, and needs are essential.

046 The Comparative Etrinic Studies concentration is administered by
an advisory committee

8 Health: Services M9,dagement
1

The Health Services Management progr signed to help
prepare - students for management ear s as admini-
strators, health planners, hospital or heal, h c re administrators,
or varieties of middle management.personnel such as department heads
or supervisors. Depending upon student interests and avallability
of positions graduate training in health administration may be de-
sirable after completing this program.

The Health Services Management program is administered by the
Health Science Department. For advising contact the Chairperson
of the Health Science Department.

9. Directed Independent Study

The Directed Independent Study Program is designed to meet the needs
of the mature individual who does not wish to be tied to a *traditional
education schedule. You and a faculty member approach a subject-

-discipline together in a planned, personalized course of study.
Several conferences are arranged and other than these, and for visits

s to the Library or Media Center, the student works independently at
his/her own rate. There are no regularly scheduled classes to
attend, but the tutor is tilpere.if you need assistance in mastering
the material. The conferenceS with the faculty member are informal,
challenging, and the ideal instructional climate, that is, one_to one.

Thus; it is possible fdr a student to complete a substantial portion'
of a ?our year program with only a few asits_tc5 the campus-and mini-

,mal interruption in one's everyday life.

a. Admission,

Courses are open to anyone with a high school diploma or equivalent
and the ability to do college level work.

Si

b. Credit

All courses taken under Directed Independent Study are for
degree credit and may be used to fulfill requirements at

Towson State College.
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10- Collo In Escrow

The College in Escrow programe Towson State offers outstanding

high school sei iors an opportunity

. to begin coll ge work' befofe graduation froM high school

to become fami iar with College in general, and Towson State

in particular

. to challenge themselves academically

. 7tospeed up their education

Students who have completed their third year, of secondary school

are permitted to enroll for the summer preceding and/or the fall

and spring semesters of their senior year. Introductory and

freshman courses are available as well as more advanced courses

,.for those who qualify. Credits earned will be held in escrow un.1

the student completes-high school and matriculates at'Towson State

or another degree granting institution. (It should be noted,that

acceptance of transfer credit is the prerogative of each individual

school. Towson State cannot guarantee that these credits will be .

transferable everywhere)

a. Eligibility

To be eligible for the program the student must have completed

his or her junior year of high school, have atedereas a B average

and have the approval of his or her counselor or principal.

b. Admission

Admission is to the particular semester in which the student

seeks to enroll. The schedule booklet of the Evening and

Summer program contains the necessary application and regis-

tration instructions. It may be requested by returning the

included coupon.

Students should note that admission to this program does

not guarantee formal admission to Towson State College. App-

lication for full-time admission must be made through the

Admissions Office.

c. Terms:

(17----S-u4mwr

Towson State conducts two five:week day sessions and one .

eight'-week evening session during the ,summer months.

Students may complete up. to twelve (12) credits of work

by attending both day sessions.

For t .e who desire, to live on campus, housing is avail

able for e first'flve week session. Meals are served

Monday throu;11 Friday norm. Further information on

7 3
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housing Nod
ma

ap cation blanks for room reservation

y heseclured from the Director of Residence Balls,

Towson St+c College.

(2). F.111 .nd Slpring.

Semesters are approximately fourteenweeks in length

and hegira in early September and early February, It is

suggested that. most students limit thems6lve's to one

course, although students with light high school

schedules may take more with the recommendtion of

tikinTounL;clor.

Courses available primarily in the evening but

day courses; are available. Students should contact

the Evening and Summer Office regarding procedure to

register-for day courses.

11. The SecOnd Bache_ lor's Degree

The Second Bachelor's Degree Program is .designed to meet\the

needs of cdtlege graduates who wish to attain Rroficienc4in

another major ield. To q6:21ify for admission, students must

hold a baccal- ireate degree either from Towson State College

or from another accredited institution. Baccalaureate legree

holders- seeking any other post-ba,ccalaureatc.work othc than a

second underLraduate degree should contact the Office of

cfnd-oate Studies.

To fully acquaint yourself with the program and dts,advantages,

please arrange for an appointment with an Academic CooJ,dlnator,

823-7500, extension 268. At such time, questions concerning formal

admissipn'and academic advising with regard to courses, course

load, and other requirementpAy be discussed in detail. If the

first bachelor's degree is from a college other than Towson, please

brig to the appointment a student copy of your transcript.

Majors Available through the Evening'College Program

Art

Biology
0.

Bu!;ine'll;s

AdminN;Cration

rducaelsmn

Fally Chil(!hood
Elu ary
Secondary

Engli5h
7-,

Gn,.!rni Stadiw,

(.(.ography

History

.International Studies

Lihern1 Arts

MaLhematics

Ph'ilosophy/
. Religion

Psychology

Social Science

Sociology

7



All majors o fered at Towson State are available through-11'1e

Second Bac lor's Program, however, majors NOT listed above

will re ire some daytime attendante in orde-r-6 complete

requirements.

Major such as Nursing, Medical Technology, Clinical Psychology,

etc. require considerable day-school involvement.

Al students must meet. Towson State College's general 'requirements.

maximum of ninety-eight tVansferable credits (sixth-four of

,, which may be from a junior college) froth any regionally accredited

institution may be applicable toward:the Sec'ond Bachelor's. In

addition, students must meet the requirements of their "new"

major department and they\must take at least the fin thirty

---- 7cred-it hours at Towson State College. These t1 credits may

-not be met tough C'r'edit \or Prior Experience 0 tion. Credits

:4)btained under-----t-his_progra may not be applied toward a graduate

d ree at Towson State COt1O-&e-at-a_9,ture tithe.

Application Fee,,
Registration -Fee

(per semest-ex) ......

Undergr-aduare Tuition
(per semester)

College Center Fee .
(not applicable to
extension courses)

$10.00
5.00

............ - --2-5700

9.50

DD. THE COOPERATE EDUCATION PROGRAM-,

The Cooperative Educati.n Prog am at Towson State College is

designed to foster an inc change of tudents between Towson State

and the other State Col eges of Maryl nd as well as other institutions

of higher learning,i the Baltimore etropolit.an area. The institutions

included in the pr :ram are the State Colleges at Bowie, Coppin, Frost-

burg, Morgan, Salisbury, and University of Maryland Baltimore County;

and the private colleges, Goucher and Loyola. The program is also

designed to-vallow students to take courses,not ordinarily available

at Tows. as well as study undei eminent professors in residence at"

other institutions. Students are`encouraged to develop their-academic

curricul 1
with the Cooperative Education Program as an important

part of thel plans.

There 'ar;additional costs to the student to participate in

the Cooperative Program.

Students desiring information concerning the Cooperative Educa-

tion Program should consulirth the Coorditwtitor of the Cooperative

Education Program. Cooperative Education Program applications, part-

icipating college'bullettins and clas-S--se-hadules are available from the

Coordinator.

7
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1. Academic Requirements

Students participating in the program are expected to maintain
the same degree of proficiency in their academic studies at the

cooperative institution as at Towson State.

Courses taken at the cooperative institution are part of the
student's academic record, and the grades will be computed into
the student's graie point average at Towson.

Only students who are in good standing academically in an under- .
graduate or graduate degree program are'eligible to participate
in the Cooperative Education Program.

2. Programs with the State Colleges--Coppin and Morgan

The State Colleges in the Baltimore Metropolitan area are Coppin
and Morgan. Students are especially encouraged to select c rses

from the curriculum of these two schools, since they are wi iin

easy commuting distance of Towson State.

Undergraduate (except freshmen) and graduate students are elig ble
to participate in'the Cdoperative Program. Undergraduate stude is

may pursue courses of instruct\ion equivalent to three semesters\pf

full-time work (54 credit hourS). 'Gradtiate students are limited' to

12 credit. hours. Students can'takean entire semester's academic
load or any part of it at either CoOpin, Morgan or both while in

attendance at Towson.

Specially arranged courses are also offered to permit greater

freedom of choice, especially those'cOtirses either taught by
eminent professor's or not ordinarily a'ailable at Towson.

Undergraduate students may elect course offered in the day school.

Graduate students may elect courses offered in,day or evening school.

3. Programs with the State Colleges -- Bowie, Frostburg, and Salisbury

gtudents are encouraged to make use of the academic curriculum.
'available at Bowie, Frostburg, and Salisbury. Distance precludes
simultaneous part-time attendanceat Towson. and one of .the other

colleges. However, students can spend three full semesters at
any otie of the three colleges. Undergraduate students can elect

up to 54 credit hours, and graduate students can elect up to 12

credit hours.

4. Programs with the .P.rivate-Colleges Loyola, Goucher, and The

Johns Hopkins University.

Towson has a Cooperative Education Program with Loyola, Goucher, and

The Johns Hopkins University.. Undergraduate students (except freshmen)

are eligible to participate in this program. Students are permitted to

76
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° take; only those courses which are not offered at Towson.
Students interested4in either Loyola, Gouclwr, or the
Johns Hopkins University, should consult with the Coordinator

of /the Cooperative Education Program in the Registrar's Office.

NATIONAL STUDENT EXCHANGE PROGRAM

The National Student Exchange program was estabi±shedin 4967

to provide students with the opportunity to become acquainted with

social and educational patterns found in different parts of the

United States.

Public university students who wish to do so may incorporate

into their undergraduate program a year of exchange study at another

public,university. Our students interested would register here, pay

Towson's fees and then take courses'at any of the ,participating schools

with grades and credits transferring.

'Students eligible for the program should have a 2.50 cumulative

gradp point ave'rage,°and should be a sophomore or junior during the

timet of the exchange.

The schools currently participating in the National Student Exchange

include_ Illinois State ,University, Montana State UniVersity, Morgan

State College, Ohio University, Rutgers University, Towson State College,

University of Alabama, University of Hawaii, University of Idaho, and

University of Maine - FOrt Kent.
:

Also taking part are University of Montana, University of Nevada-

Reno, University of Oregon, University of Massachusetts, University\of

&kith Florida, University of,Wisconsin - Green Bay, West Chester State

College (Pa.) and William Paterson College of New Jersey.

Contact the National -- Student Exchange coordinator in the Office of

the Registrar for more information, application forms, and procedures.

FF. FACULTY WORK LOAD

1. Teaching Load

The normal Faculty teaching load is 12 hours. Department Chairpersons

or Faculty with spectal administrative duties may have a reduced teaching

load.

2. Office Hours_

Every member of the Faculty is expected to hold regular office

hours which h.e or she will report pn the schedule of classes which

is sent to the Office of the Department Chairperson.' Office hours

should be announced to the students and posted on the door of the

Faculty member's office.

7!
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3. Academic Advising

All members of the Faculty are expected to share in the

advising of department majors who will be assigned to them by the

chairperson of the department.

4. Student 'Registration'

All members of the Faculty, except members in their first semester

of teaching, assist,,in student registration for courses.,

GG. DAILY ATTENDANCE POLICY

Unless special arrangements have been made according to established

College and Departmental policy, instructors are expected to meet classes

and students are expected to attend as scheduled.'

Each faculty member should establish, announce and enforce his/her

attendance policy. It is the responsibility of the student to find out

and understand clearly the attendance policy of each instructor. A

faculty member may automatically drop any student from a course who

has missed one-third or more of the classes.

Students should file absence reports within forty-eight hours of

their return to classes, at the Health Center for medical reasons, or

with the instructors for other reasons. Students should telephone

the Health Center for illness or their instructors for other reasons

if absence exceeds three days so that instructors will know the reason

for absence.

If a student knows in advance that he/she is to be absent from

a class, he/she should notify the instructor-to arrange for making

up the work at the instructor's convenience, either before or after,.

the absence.

HH. FINAL E 'NATIONS

The College shall provide'a peritpd. for the giving of final exam

at ions at the end of Cach'semester. Faculty members are expected to

meet with students during scheduled examination periods. If the

faculty member chooses not to require a final examination the period

is to be used for other forms of instiuceion.or evaluation.

Final examinations may or may not be included as part of the

course, at the option of the instructor. However, the department and

the students have special interests in the instructor's decision which

he should consider; therefore, the following qualifications are estab-

lished;



J

1. Multinle section courses

Where a majority or the department31 faculty agree, in multiple

section courses the department, may establish a standardized

final examination. Howevere the individual 'instructor retains

the right to employ his/her on final examination in, lieu of the

standardized examination.

Where a majority of the.,departIentd1 faculty- agree, in multiple.

section courses the department may r,equire that a final examina

tion.ol some nature be given.,

2. students exemptions from final examinations.

Faculty may give consideration to exempting specific students

from final examinations by providing valid alternatives or by

considering -the student's prior achievement.
,

'Faculty are urged to jnvolve'their classes in makirt decisions

regarding special exami,nation policies and options. Students

should be urge to bring.recommendations to faculty regaXding

- examination options.

3. Rationale

,65,.

-The premise fi'.--oryi which the committee operated 'i8 that under the

present grading system faculty must employ some means. of evaluating

student - perforMarice .

44
'he committee r commends keeping t1he final examination period

because to elf 'nate it would work serious hardship on those

instructors w o wish t.o give fipal examinations-and' Would create,

pressuk.es to eliminate final examinations for:reaSons not specifi-

cally acade ic. i

The comm tee believeS that the instructdr is in the best.posilion-

to dete minethe need for final examinatidAs within a given course

. of instruction. However, the department and the studens also have

more than passing interest in the "instructor's decision. Therefore,

the policy is structpred in such a way as to recognize thelrstructor's

prerogative, protect' the department's nterests, and at the same time

encourage experimentation and the recognition of individual stpdent

differences,

,-'

8-75

II. FINAL GRADES DUE

Final, grades are due within 48 hours of the date of the final

eamination. The Registrar';'s Office provides class rosters for

the final grades prior to the examination. period.
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Grades fur students are assigned by faculty members at theo-end of the semester
according to the following classifications:

A For work-of superior quality .

B For work of 'good quality
C.- For work of satisfactory quality
1) For work of less than satisfactory quality but allowable for credit,

subject to the restrictions specified under begree Requirements.
(Satisfactory) For passing work in Ilon-credit courses, student teaching
and those specifically.designated courses requiring completion of sub-.
sequent hours before grade-and credit are awarded.

NC - For work of such unsatisfactory quality that no credit is given., or for
students-who disappear from a course, without filing a withdrawal with
the Registrar. Under "Remarks'.' an appropriate statement should appear,
such as "Student never in class."

117

Certain grades will be recorded automatically by the Registrar. because Of'sPecific
academic regulations:

W For students who have dropped a course after the first two weeks and
prior to three weeks 'after the Mid-semester date.

PA-4.For students who receive a grade-of A,B, or C in courses they have
selected under the Pass/No Credit option. Faculty members may re-
quest that the Registrar provide names of studep.t On Pass/No Credit
option in courses they-are teaching.

I Incomplete Grade Information

I, In cases of nonT,health matters, faculty members will determine all
grades for a student, including incompletes.

2.- All authorizations for missing examinations,for health reasons will
he-obtained from the Health Center.

3. The Office of the 'Dean of Students will inVestig,ate--a-nY absence at
the request of the faculty member. , /

Incomplete notations are changed by use of a Change of Grade Form and-
subMitted directly to the Registrar.,

Incdmpletes must be removed within six month of the last day'of the
semester or "no credit" (NC) is awarded by .the Registrar- At the
rdiscTetion of the faculty member an earlier date for complebion of
the work and removal' of the "incomplete" (I) may be established;,.
however, the Student should be advised.

TOormationabout Changing Grades:

(;rade changes made subsequent to the submission of grade sheets and for
other than incomplete grades are placed on a form secured from the
Office of the Academic Dean. Grade changes must indicate reason requir-,
ing the change. All such changes are forwarded to the Academic Dean for.
ignaAur.
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K1(.. ACAPTEM1C ADVISING FOR TRANSFER STUDENTS'.

0-
.

Policy Regarding Transfer Credit for Towson Students
-T s---

Towson students wishing to take courses at othet instiftutions to be

transferred for application toward,,,,a degree at Towson may do so only after

Feceiving the approval of the Acadefflic Standards Committee. Obtain forms

7 in the Registrar's Office.

A studentwho has Junior standing is noL permitted to tike courses at

any junior college and transfer those credits to Towson to be applied toward

a degree.

2. Policy. Regarding Credit_ for Towson Students Under the Cooperative Program

A student May take a course under the Coopeicative Program (reference Towson

State College Cooperative Brochure). Courses taken under thiseprogram are not

considered transfer credits .ind are shown on the permanent record of the, student

ust as courses taken at Towson State College. Registering for-these courses is

a student responsibfliy. In advising a student .the'same consideration will be -

4iven to those courses as those taken at Towson State College. .Number of hours

Laken are included And subject to load limitations, pre-requisitesshoUld be
posse:sed and if the course is to be applied'Eor the major,.departmental, approval

be suggested. However, in the case of the Cooperative Program, approval

'by the Academic Standards Committee is not required.

3. Policy Regarding Transfer of Credit From a Two-Year Institution

it is the policy of Towson State College Lhat once a student attains

junior standing, that is, 64 semester hours of credit, he s not permitted

to Lake work at a two-year institution for credit to be transferred to Towson

'State College. In determining 64 semester hours of credit all acceptable' work,

i
(ounted whether it was Laken at Towson State College, at another four-year

aci.redited institution, or at a two year institution. The sequence of atten-

darl'e, at two-year.or four ear tnstitutions does not matter: the junior class-

iI'lation Is made at the tame the sixty-fourth hour is completed. This policy

applies to students bein, evaluated-,tor'transfer to Towson State College and

for :4ttlents attending Towson State College.

MINIMUM CRF61TS IN UPPER DIVISION COURSES FOR GRADUATTONn

A minimum of 32 credits (1/4 of the credits required\for -graduation)

must be from upper division courses. This 1.7s to become effective school)

year I972-73.'

MM. ATTENDANCE AT ACADEMIC FUNCTIONS

Faculty members are expected as an expression of their\ interest in the

work of the College to attend the few formal academic functions such as

convocations and graduation. Formal 'academic robes are to le worn.

NN. LIBRARY_

1. Library Purchases

Each academic department is allocated a certain portion o the library

budget. -This may he spent for materials needed for classroom instruction,

research and building for future programs. The library has s ecial funds

which are used to fill'large gaps in the existing collection, end to fill

unusual out-of-print orders. In addition,_othe-r-Itbrary funds cover ref-

erence, serial, and periodical o -rders":;-these are not divided b academic

departments.

8 1
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All individual faculyYbook orders should come to the library on
the 3-part forms Whicheee .lipplied to each department by the library.
Thu/ faculty member or sTMent assistant fills out the form and gives
it to d'ne of the secrtyaries After checking to make sure that)the

. book has not already b>en oedered by the department, the departthent
chairperson's signatu e is:obtained.and the origyial is forwarded to
the libr ry, It is she library',s official.pAcy CO inform the faculty
member Ullen. the book is catalogued and available,:_.

Qrders whicti,are marked "rush" will receive special attention, but
the library asks that-,thuse be'kepr to'a reasonable minimum. The library
will also try to"- obtain out-of-print items, but this is necessarily a
slow and often disappointing process. At faculty requeSt the library
will purchaseback copiegctof journals i( they are '4,ailable on microfilm.
Ti the facult,S, member specifies-that the printed form is needed, the
library will: try to make r4i6,desiredpurchase if at all possible.

Guidelines for placing book and periodical orders are available-
theHead fif Technial. Survices. Ext. 549.

2'. Reference Service

Reference servioe offered covers the broad range from introductory,'
bibliographical instruction to students'in classes tosuporting"the
research of the -Faculty. The reference staff -, located at the information
desk on the main floor, is available for help every hour the library
is open. Arrangements for class tours to the library.can be made by
con4ating the Head of Public Service. Ext. 541.

3. Borrowing_

Faculty meMbers should use their College id-er1 fication card to 4

-borrow books. If a messenger (student, secretary, or flmily memb )

is sent to borrow material for a faculty member, the messenger s uld=
bring ;t signed note from the instructor indicating what i8- to be borrowed
Books are dueaccording to, the date'onthe Book Cards. Special rrangements
can be Made,lor an extended loan. Faculty alone can/f?orrow peri icals,
although prey are not to keep items longer-than overnight.

4. I ter-Library Loan Service

Towson faculty are Ouplly afforded generous borrowing privileges.
. at/Johns Hopkins UnivIvsity Bpd Goucher College. A Towson library card
'will enable a student or professor to borrow books at Bowie State College,
COppin State College, Morgan State College, Frostburg State College,-,
Salisbury State College, St. Mary's Cog.,lege of Maryland, University of,
Baltimore, and the.University of Maryland at Baltimore County. The. Inter-
library loan, Service is also available for faculty and graduate students.
The applications for loans must be completed in full on forms which are
available:at the Information Desk, located on the main floor, of the library.
The procOuros of borrowing books fOr interlibrary loan are strictly
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govern'ed by the interlibrary Loan Code..adopted byithe Amer'ican Library

Association... Hence the servi0 here isvery similar to that at oCTier.

institutions. The r- t io pesrictns laced on borrowed items by the owner

of the item, must be observed. The library does. have the -printed book .

catalogs'of Fssek Community College, the BaltiMo4 County Public Library
and the Enoch-Pratt Free -Library. If the neededlodk,ls ones-.

or these libraries, ask the Librarin-fib :Obiain through the,IITBC s'ystem:.
m

---...>
5. .FaCulty,Reserve

A.
1

.

An item on "rese,rve"\is'a book, part, of a book.or-journal article'.

from?) the general col which a facility Membeha required th
class, or a large number of 'peopIf'-in\the class.rad,.. The purpose
the reserve collection is, therefore, to make available,to all,students
in a class

(
a limited number of titles in which th4 Must read spc-ific-

assignments within a limited period of time.
.

d /
Forms f)r,requeisting materials to be put on Reserve -are available

in the 'depa t 'ent'office and. at "tho,Cadrculation and Faculty Reserve

desks In the library,. _Please t.i1,1,oUt:the form completely and leave

it qwith the ass tant: at the Reserve desk. Reserv.e list's submitted at-

the begiinning of the semester Etould be' in at least TWO WEEKS before the

,hooks are-assigned. Lists -will be handled in the order in which. they

sire received.

When filling out reserve lists. it is important that the author and00.
title Should bo accurately giVen, andthat a- particular= edition, if one
is desired,-be. Tf the item- is'an arlIiclein a magazine, both
CHe title "ar ,author oCthe article, the name. of the periodical;
together with its volume. and date, are necessary.. PhotoCopies Of
short journal articles in current or _bound form.Can be made for
Reserve to prevent mutilation of the original,.

h. Faculty.S1u-dies ' -di

.. R

The library has a small number of encloAd factlIty studies which
aee assigned to,faulty members. Requests for ,studie should he
submitted to the GhaiperSon of faculty member's department:.

..1

7? Library Hours $
. .

o
1 ,

When'!.,..lasSes are in session -the Albert S. Cook'ook Ilbrary hours are:
, -

,

Monday,- Thursday: to 10:00 p'.1.11'.

0. ,

.. .r, Faculty ,Reserve operrto 12 midnight
Friday: 8:00 a.m. to .5:00 p.m. ; '

Saturday: 9:00 a.m. 5:00 p.m. N k

Sunday:-. 1:00 p.M. to,9:00 p.m. Faculty ReserVe open until 12 midnight'
Hroui-sduring-Vacation periods will be` posted, ,....-

1

1.
, .

8 3
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00. CURRICULUM CORM/MEE POLICIES

1,. Functions of the Committee cY
- ,.,
- . /

,

.
..' .

o, .
. .

4,/' ApProve all courses, programs, and credit earning ;experiences
/ \and Changes therein.

,

b,, `Maintain the officAal college file of
-and credit earning experiences./.

c. Coordinate all "curricular activities.
00,

. Coordinat the efforts of department involved in developing

interdisti01(nary programs.

approved codrses, programs.,

e. .Study the ove ll curriculum 'of; the College and identify the-,

areas where s engiothening is needed. ComMission, if need be,

Studies III determine the feasibility, of chaRging the curriculum
4.

i n, v i&u.s. ways.'

stabish policies -for carryi out the functiOnd,of the various.

ommittees,.

2. General Colle ed uirements

Th& purpad& of the general college requirementS is to ensure that

students. gain a broad uiidefstanding or exposure to,many fields-of

' knowledge. If a cdUrse in the Towson curriculum is not..,suited"to

:this goal, the academic department will indicate in the course des=-,

cription that the course may not be usect`to satisfy -a general college

requirement.

The' geherat c'oll'ege ,requirements are independent of reqiiirements

Thfor a- major, which are specified by.the academic department concerned.,
Most general tollege requirements courses will be three credit hours,,,

though the range maybe from one to four.,

infl_iberal,arts areas
In order,6tO receive credit for completing the general' college

requirements, students must.complete courses
as indicate6 on page 46 of this handb6ok.

3. Policy Concerning Transfer of Credits

a. Credits Accepted

All oredits will transfer to Towson State College from4public

colleges Which are* functioning with the approval 'of.-0.q.la Maryland

State Department of Education provided the -student has attained

an overall "C" (2.0) ave"rage. If the student has completed 56

hours of credit, he/she will transfer,wl-th Junior standing.

Native students at TOWson Statt College will also be considered

juniors when they complete 56 hours of credit. Credits'from all

regionally accredited colleges and universities will be treated,

in'the same Manner as approved public colleges.

81'



71.

8-75

,ToWson State shall accept a maximum of 64 credit hours tnOm
community colleges. No courses taken at two -year colleges
may. be used to fultill,Towson' minimum requirpment of 32

credits of upper-divis'ion for graduation.

b. Credits From Terminal P grams
to:

'Credits from terminal (career) programs shall.be evaluated
on-ja course by course basis, ordinarily by the department
whve,disciplines. is closest' to the course. Credit may. be

awarded either towards the department's major progeamor credit
may be awarded'as-a free elecfl'ivet: For courses not closely
related to di.Sciplihes Or in cases of dispute's, the cu r_ricuLum
mmittee shall evaluate the course, to

c. Graduation Requireltents for Transfer Stude

Vl

Transferstudents shall have the option of satisfying Towson's
graduation requirements which were in,etfect at the time of the
student's initial college enrollment. To qualify fdr this option,

the Student must complete Towson's degree requirements within
7 years from the date of initial college enrollment. Ilnaasfer .

students may elect to meet the graduation re,quirementa.:in effect
)-

at the time of enrollment at Towson State.

d. General College Requirements

Transfer students completing 56 credit hours will be given credit

. for meeting Towson's general college requirements providing:. ,

The st,udent transfers from-a sending institution Which requires

.
a:minimum of 39 credit hours or 15 courses. in the Arts and Sciences
and the student has completed this number of hours or courses.

0

Cdurses are taken in a minimum'of 10 disciplines from among the
following.

Art

Music
Modern .Languages

Sc.i,ence

GeograpLly

Sociology

Drama
Philosophy /Religion Soech
Biological Science Mathematics
Psychology Economics

History Political Science
ThystCal Education Health

Withreierence toTowson's general college groups in the Bulletin:
courses must be taken in two disciplines each in groups I, TI, and III;

one course must be taken in group IV.

0
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Students who fail to'comply with hese guidelines fortransfet

students shall be required'to comply with the general college

requirements for native students.

4. ,Optional General College Requirements Plans

a. Procedure: Students, or faculty desiring to pursue a different

general education path would do the following:

1. Develop a general education plan indicating the areas to

be studied and the reasons for the plan;

2. Ifthe plan- is developed by a student, the student must

obtain sponsorship from a faculty member who approves of

the plan and wha'is.willing to help ditect-the'student in

his/herefforts;,

3. The plan must be presented to the Curriculum Committee;

the Curriculum committee wouldevalmate and, if approval

Is granted, the Registrar's Office would be notified to

4nsureproper record keeping.

b. Requirements:

1. Optional general education plans

(a) mjy involve no fewer hours of study than-is required

by existing general education requirements at any time.

(b) must be presented or joined before the student has

completed 20 credits of his general college requirements.

(c) must be opted for by students; faculty cannot impose

such plans on students.

2. The? Curriculum Committee will-insist, that optional general

college plan's achieve some balance between the humanities,

fine arts, sciences, and social sciences.

.
Departments must not use optional plans to:design special

Cracks for tljeir majors.

5. Aiciproval Of New Courses And Course Changes

Regular courses must be sdbmitted to the Subcommittee on Course

Approval o0,the Curricylub Committee for approval prior to being

offered in the schedule booklet. Students may not receive credit

for courses'which haveno been properly approved.. Curriculum 4

Committee Form A should be completed in accordance with the

directions printed on the reverse side of the form. For courses

to be offered in the Mini- mester, Form A-1 must also be completed.

Currgnt forms (revised Jan. 73) are available from the academic

departments er the chairpersorp;of the Curriculum Committee.

Appendix T contains forms for submitting request to the Curriculum

Committee.
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a. Request For The Approval of New Courses
Submit five copies of Form A (see Appendix T). In addition,

submit one copy of the written materials which 'are reviewed
by_the department before granting departmental approval. As

a minimum, the Curriculum Committee needs:

(1). A course outline or syllabus.
(2). An explanation of how the proposed number of credit hours

were determined.
(See the Policy Statement on -1-dit Hours, January 1973)

(3) A statement of evidenc to support the Department's and
College's need for the course.

(4) A list of the 6culty members who will be teatliking this
course. (Include college extensions so they can2be con

,. tacted directly to answer any questions.)
(5). A statement with respect'to possible overlap of the course

with 'exist;ing courses. The following' are a guideline:

.(a). Does the course. overlap any courses currently in the
4 Department: If so, approximately how much overlap

with each such course?
(b). What other Departments'have been consulted to see if

the course overlaps other Depdrtmental offerings?

(6). A list of all books and periodicals to be used by students
.s, for reference and supplemental reading which are at present

unavailable in the library and must be ordered before the
course may begin.

The following should be considered by the department: but need not
he submitted to the Curriculum Committee:
(1). The academic objectives of the course.
(2). 'Thit6! types of assignments, both inside and outside class.

(3). The responsibilities of the students.
(4)., The means,of evaluation and -grading.

b. Requests For Changesj Vcisting Courses'

(1) Complet, orm J See Appendix T.
Prm/1d justification for the change:

-(a). ,Ch,ange in title; catalogue ''description,, prerequisites,
or course level should be jiistifted so that the Committee
can understand the reason for the change.

(b). For justification of changes in credit or contact hiltirs,
rerer to Curriclum Committee PoliQy.S'tatcment 1973°.#1
on credit hours.

a 6. 'Amroval of New Undergraduate Programs

,

In the 'early stages of formulation of new undergraduate programs,
the ahdemic department shbuld notify the Curriculum Committee of
Its intent. The letter'of inCentWll be forwarded to .the Dean of
thy' C54=Lege who may, at his discr.etiorrrfile aletter04 intent
with the Board of Trustees. The proposed progralif will be evaluated

whj'in'pres-etated,-in finhf,form to the Curriculum Committee. If approved,

it will be presented to the,,AcademicCouncil. If. approved by the

CoUncil, it will Le presented to the Board of Trustees by the Dean

of the College.
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7. General St es Area Courses

Office of the Dean of the College has been desigAated to
administer the General Studies Area. Requests for general studies
courses, are to be -channeled through the Dean's Office and then on
to the Curriculum Committee for course approval and for determination
of general college requirement status. The Dean's Office will-work
with the faculty-person'designing the general studies course to in-
sure qualityContr 1 and to assistin exploring where it might fit

into the general c Ilege requirement scheme.

8. -(ieneral Studies Major In Education

. .

The Major in General Studies in Ed cation maybe described in terms
of the students' recognized need nd the requirements of the positions
for which they hope to_pnepare. '

a. The student must satisfy Gen College Requirements.

The &tudent must achieve a 2. C.P.A. and must declare the major
by submitting a plan of study rt6 later th.i'n the first semester of
the junior year.f,,This-plan of_study-Must.be approved by the
studen Educational advisor and the apprbpriate A§sociate Dean.

c, gThe student must complete, in-addition, a program designed to

develop an individualized pursuitof questions centered. about
Man and Meaning: a pursuit involving 40 or more additional
hours in liberal Arts and Sciences courses from Art, Biology,
Chemistry, English, Geography, Health, History, Modern` Languages,
Mathematics, Music Philosophy, PhysiCs, PSychology, Sociology,
or Theatre. Th'ese hours must include work from a. minimum of

four different departments and be approximately balanbedbetween
the arts and 'sciences (physical or social).

.

d. The student's program must also include a professio al component
of appro'4ed professioflal courses planned to prepar him /her for

a speciality. This component must be designed wit, appropri'ate

competencies in an area of expertise chosen by.the student. This

part. of his program must consist of g least' 80% upper - division

courses and center around a "core" specialty whMh leads to
profeasional certification or expertise in,an Education-reladtd
occupation-

9. Definition Of Credit Flours

A credit hour its a pure'ly- arbitrary unit ,of measurement. However,

it is uually Clefined, and the'assignment of a certain number of
credit hours Co a course is justified, by same appxopriafe'combina-
tiony of the following criteria: -

0a.' Time spent in class (with In rather flexible limits, credit hours`
are usually rel ted to the number of clock hours spent, during
the semester, in class Situations)

83 re



S

8 -75

h. Quality of time spent in class(the nature of the activity in

as 'often affects the relationship between-credit hours and

clock hours; for example, laboratory, studio,' and practice

k types of activity frequently' carry fewer credits in- relation

toleuclock'hours than do lecture and discussion activities; assess-
ing the quality.Of time spent in class involves some attempt to

measure the "amount of learning" in relation to clock time)

c. Time spent outside class (the amount of time the student should

spent preparing for the in-class experience; on this ground,

courses which require a great deal of reading, writing, etc.

outside of class carry higher credit in relaionto in-class

time than do courses which require very little preparation;

consideration should also be given to the quality of the time

which is spent outside of class)

d.- Type of material covered (the nature of the material covered,

the proportion of "theoretical" to skill-buitdingY activities,

and the relationship of the material of the course'to the overall

subject4matter of the department and to the overall college

objectifies will inctuence assignment of credit hours; thus, for

=instance, remedial courses, regardless of intensity) carry no . ; '

'credit because the material covered is pre-collegiate. rather than

collegiate in nature; on the other hand, assignm6nt of-credit

for laboratory experiences may vary according to the-ty'peof

lab experience) .

e. Amount of material covered (especially in "survey" type courses,

Credit hours assigned are intimately related to the breadth and

quantity of material assigned and discussed; this is, of course,

also a factor which influences the time factors listed above)

. Depth Of tretment of material (especially'in advapced courseii,

much less m serial may be assigned and discussed, but both

,students an instructor will be expected to handle the material

in more etail and with finer perc eption and more sophisticated

analytic techniques; in such courses, the quality of both class

time and preparation time pill be different than in "survey"

courses, since less time will be devoted simply tq' reading the

.assigned material'and more to corollary reading, intense.

analysis, etc.)

10, Npq-Used Courses

Any course which has not been offered in the schedule during a

consecutive two-year period beginning as of September I, 1972 will

automatically be withdrawn from the curriculum by the.Registrar,

8.9.
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i)Any course which has,not been condUc ed but was scheduled and
then cancelled because of a lack of st dent d and during a
consecutive four-year-periOU beginning -of' eptember,L, 1972
will automatically be withdrawn from the riculum by the
Registrar. .

Exempt from this policy are the following types of courses:

i*ffit

a. research courses
1.b. reading courses
c. independent study courses
d. special topics courses
e. travel-study courses
f. courses which have been specifically exempted by

an 'academic department submitting them to the
curriculum committee as exceptions to this policy.
Such exceptions must be renewed every-twotyears
to be active.

11. Termination of .Experimental Courses

Effective January 1973, the experimental course designation is
abolished. Those courses which are presently experimental will
be allowed to continue for the duration of their original two
year period.

12. Standardizing Titles For Courses

After polling individual departments and reviewing the replies,
the Curriculum Committee has compiled descriptions of different-
course formats. It is recommended that departments use this list
of formats as a guideline in applying the terms"lecture", "laboratory",
etc. in submissior of new courses for aprroval by the Curriculum
Committee.,

-CP

LECTURE: A group meeting of students presided over by an instructor
who directs the activity of the meeting. The activities may
include traditional lecture presentation of subject matter
by the instructor, questions and answers, group discussion,
written or oral quizzes, examinations,- or presentation
by students. 1

LABORATORY: An investigation of a specific problem(s) under close
supervision of a faculty member. All members of the
class are generally working on the same types of problems.
It would be ibiplied that special supplies and equfpment
would be required and-usually a unique physical location,
with-provisions fot the -activity, would be needed.

WORKSHOP:- An intensive study for shol.tet periods of tiem by persons
(usually past baccalaureate) who already have some know-
ledge of he subject. The students cooperate in refining
their sk lls and in practical application of theory.
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RACTICUM: An apprenticeship, or individual practice in applying
theory in a real or simulated work envirotment.

EMINAR: A small class primaii/y fpr upper division and/or
graduate students, which requires them to contribute
to the proceedings. The instructor plays a minor
role, primarily as a guide, resource,person and
synthesizer.

STUDIO: A group meeting primarily concerned with the actcal
production of works.

INDEPENDETTs A,program of study arranged.between a faculty member
STUDY and a student, whose exact nature will vary according

to the individual involved. It is presumed that there
are no group meetings.

DIRECTED Similar to "Independent Study", but with emphasjs on a

'READINGS: more formal reading list proposed by the Theulty-Itiember

and agreed to by the student who will work independently
with only occasional (or perhaps regular) meetings with
the faculty member.

13. Departmental Minors

Some departments offer a minor in order to provide a secondary
specialization in their field and to give students more flexibility.

yhe minor is defined by the Curriculum Committee as a concentration
of courses requiring not fewer than:eighteen and not more than 24 hours.
Of the total number of hours required for the minor, a minimum of 12
hours should be on the 300-400 level. No more than six hburs may be
required in courses outside the departn)ent offering t minor. Pre-

requisites for the minor should be clearly designated.

Departments requesting the iffstltution.of a minor should submit
the following information to the Curriculum Committee:

a. Details of'the, minor requirements (number of hours, specific
courses or blocks of courses, etc.)

. Justification

c. Assessment of ability of the Depart ent to handle the minor in terms
both pf faculty load and of existing courses. If introduction of

the minor would require cteation'Pof new courses or hiring of ad-

ditional faculty,' details should be explained.

If completidn of the minor requires courses taught in departments
other than the departpent.administering the minor, an explanation
of coordination between departments should also be included.

91
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14. Special Topics Courses

a. The purpose of a special topics course is to allow a department
to grant academic credit for the $1 ssroom study of selected
important issues in the discipline ithout establishing a
permanent course in the topic.

b. Each time the course is offered, itwil be titled Special
Topids in : ( or hother appropriate title)'\
followed by a subtitle identifyi g the-topic to be cdvered.

Special topics courses may note accepted fo 1 college
requirements. Any department can set a limit on the n ber of

special topics hours a student can offer toward the major.

d. Depar.tments may establish procedural safeguards and standards,
for enrollment in Special Topics courses (e.g., prerequisites,
required cumulative average in the dispipline, etc.)

e. Responsibility for scrutinizing the professional and academic
nature of special topics offerings (th.a't is, particular topics\
being offered) shalltrest with the individual departments.

f. If a department wishes to offer the same topic for the third time ira
four years, it must submit the topic to the Curriculum'4Committee as a
VIEW COURSE PROPOSAL: Special Topics slotp should not be monopolized
by the repetition of parti -cular topics.

Departmental requests to institute Special Topics courses, must be
accompanied by the followincinformaiion ( in addition to the
usual form, but in lieu of a spceific syllabus):

(1). A statement about the kinds of topics ,which might fall
under the Special Topics flading (including a few examples).

(2).4A statement as to the relation of such topics to courses

already included in the department's &irriculum:

(3). A statement as to the procedural safeguards and standards
for nrollment (see item 114 above).

(4). A atement as to the proposed method of scrutinizing
i dividual topics to be offered (e.g., procedures of
e departmental curriculum committee, etc.)

15 Change In A Major Program

a. Proposals for changes in a major program,should 6e submitted
to the Curriculum Committee, not.ro the subcommittee on Course
Approval. Changes in a course which also result in changes in
a major program (e.g., increasing the pre-requisites of A

0 course which is required in the major) should be submitted
through he Subcommittee on Course Apprftal with a notation
;that the change will alter the major and should be considered

by the Curriculum COmmittee (see also below).

9 2
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b. Changes which. must be approved by the Curriculum Committee
include all changes which materially alter the major program.
These changes include, but are not cOnfided to the following:

4

(1). Change in the'number of' credit hours required, either in
the department offering the major or in required, courses,
outside the depaftment.

(2). change in the Level (upper divisi lower-division) at
which certain numbers of credit hours are required.

.

_....../

.-

(3).., changes in the nature of specifically required odurses
. (e.g., requiring a course in statistical ftnalysis when

previously the requirement was- a course in philosophical
background of the discipline).

.

(4). changes in the ntimber of specifically required ourses
r(even if the total number of.cretlits required mains

the same).

(5). change in the prerequisites of specifically re uired
courses.

(6). division of the major into tracks (concentrations, special-
izations, etc.)

(7). changing the numbels, of tracks rconcentrations, s ecia1izations,

etc.)

c. All requests for changes in the major should include the following;

(1). explanation of the change(s) to be made (comparision of
the old and new requirement.

(2). justification for the change..

(3). if the change involves, dcourse not-taught in the department
administering the major, a statement4of cooperation from the
department offering the course.

(4). current catalogue kies4-iption and proposed catalogue desefription.

d. NOTE The following changes DO NOT require Curriculum Committee approval:

(1). change in preference among courses offering General Education
,credit HeaYth Dept. changing preference for its major .to
have Math,111 or Math 115)

(2). change within major department which substitutes equivalent:
courses withoUt change of credit hours'or nature of course.
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The Mini-Mpstei
... _

The Mini-mesterwas-initiated.as an experiment to allow faculty
and students--6 part4cipate on a voluntary. basis in unique. and'
educationally valuable experiences. Normally. these experiences tre
not available during 4the.;normal semesters. Survey courses which
coyer the totality of a discipline are not appropriate to'the .

concentrated nature of the mini-mes er and will not usually Se
approved. Narrower topical cqurs , travel-study courses, and

practicums_sx e deemed more appro riate.

The Mini-tester load for faculty and students ranges from zero
(for those who ecline to participate), to 3 credits. Students may
re-gister_for a single course only. This restriction is intended
to preserve t Mini-mester's unique feature of allowing concentration'
on a single (educational theme without competition from other courses.

--- No course may offered in the Mini-mester that has not been
approved as bein appropriate to the Mini mester. Curriculum Committee
form A-1 requests this approval and is submitted directly to the ,

Subcommittee on co rse Evaluation.
4

.11

NEW P OGRAM PROCEDURE

The. Maryland Council! for Hi ex Education and the Board of Trustees of

the State Colleges, of Maryland ave entered into a joint, agreement with
respect to the review and ..p.roval of new degree programs. The following
is a summary of the pro -edure to be followed whenever a State college
begins considerin e establishment of a new program.

The President or the Academic Dean of any State college is to notify
the 'Board of Trustees whenever,the development of a new degree'program
is officially being considered, The appropriate Vard staff member will'
submit a "notice of intent" to the appropriate staff member, of MCHE.
The 'notice of intent in no way 4- eflects either approval or disapproval
of the proposed program. It merely informs all parties concerned and
allows tb input from MCHE through the State College Bo .rd to those
colleges which are.consigering the development of new programs.

Formal action on any proposed new program shall be in accordance
with the Program Review Procedure document established by MCHE and
approved by the Board of Trustees. Proposals submitte1d by the State
Colltges between the months of Jund and December shall be submitted'
to the MCHE Program Review Committee by the following February for .

review at its March meeting. Tile,same procedure shall be followed
for proposals submitted between Dtcember and June, 'except that the
Board's Program and AdvanCPlanning Committee shill submit proposals
to he MCHE Trogram Review Coniattee no/later tHan the following August
for review as its September Meeting;

MCHE shall teview-the.redommeradations of its P-17ogram'Review Committe9

at'its April or May meeting for program proposals submitted between June
and pecember; and at its October or Novdbber meeting for ptoposals sub-
mitted'between December and June.

9I
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The Program Reiriew Committee ofHE shalll not act on a proposal

for a new program until it habeen'favorablyrev.iewed by the Program

and Advance Planning Committee' of the Boaed. Apparently, MCHE could

not approme.a new pl'ogram that did not first gain Board approval,

although the Board would notify MCHE that a proposed Program had either

been rejected OT returned for further study. Wheie:there'is differing

opinions as to the merits of ;a proposed program,,an attemp at recon-
i

t

cilation shall be made "bv the respective committee's or their designees.

If, after sixty (60) dap rib xec9,nciliation has occurred, MCHE will act

on the proposal and io71-prn'the Board accordingly, where upon the Board

shall take any action/ deems appropriate.

section 30 (a)i- (3) of Article 77P0 of the Annotated Codes of Maryland

requires MCHE's fecommendation before initiating any new degree programs.

However, the B9'ard.of Trustees may act on a proposed new program in an
%

inforthal manner so long as the minutes of the,session reflect. thrs pro-

cedure and the Board's right to reverse itself after reviewing MCHE's

recommenda4ions is retained.

NeW program. request must.be accompanied 19yma statement of the

potential impact on the desegregation eff9rts in higher eduEOtion in

the State of Maryland the program will make.

9
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/ PART V. COLLEGE SERVICES

//

A. MEDICAL AND HEALTH SERVICES

The Ani a Dowell Health Center offers emergency service daily
twenty-four ,ours per day, while classes are fp seSsion.:Any change
in hours,' during' college holidays, will be 'announced. "Faculty members
are urged to consult with the college physician or nurse on duty, in
case of an emergency, or if there is uncertainty. as to need for reat-
ment. The college physicains are not expected to serve as a personal
physician. Physician office hours are 8:00 a.m. to 5:00 p.m. daily.

Physical Examinations

Each new faculty member should have his/her personal physician
send an up-to-date statement concerning his/her state of health to
the college physician within six weeks of the Start of the school.
term. Also, the new faculty member should submit a chest X -ray report
or a negative TB test report dated within the past six months, or .

obtain the chest X -ray,, required by Maryland State Law., within the
first month of the 'start of the school year.

Emergency Physician Service (General)
4.

If you cannot locate your personal,physician,' it is suggested that
you go to the nearest hospital emergency room, and after diagnosis, have
the hospital contact your personal physician for further advice.

Emer enc Ph sician Service for College- related Medical Problems

The,pro.cedure setup by the College to summon a doctor in an emer-.
gency is as follows:

1. Contact the nurse in Health Center (823.L.7500),extensions 241,
242, or 828-9290:

' 2, If you cannot get in touch with the nurse, call the College
Phys-ician: Patrick C. Phelan, Jr.,..M.D. or Charles F. O'Donnell, M.D,

2 Burnbrae,Road 7501 York Road
Towson, Maryland 21204 Towson, Maryland 21204
823-4100 823-3161

6
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B. CENTER FOR THE DEVELOPMENT OF HUMAN RESOURCES

The role of the Center for the Developm-ent of Human Resources is to maximize

the opporEunity lur Towson students to make the fullest use of their educatior

experience. In fulfilling this role, the Center offers students an atmosphere

of freedom, trutt,-and confidentiality in which to explore alternatives to

peonal, social, or vocational problems. Of equal concern to the Center is

its deVelopment of programs designed to create an environment which minimizes

roadblocks to student growth. The Center recognizes that the college community

Is highly diverse, and that it must be responsive to the needs of minority

students to make the educational experience most meaningful to all:

Individual counseling is offered by appointments' and sessions generally last

50 minutes. In addition, everyffort is made to meet problems of an emergency

nalurc without a previous appointment.

Staff members at,the Center are able to provide training for the acquisition

of effettfve livia'g and helping skills. Training programs are offered to

enable umbers ,of the college community to further develop their abilities

to be helpful to others.; Upon the successful' completion of training, many

students are eligible to work as helpers in various programs established on

campus.

Experientes in groups are held throughout the year for those who wish to

refine their skills in human relations. Areas of emphasis include Awareness,

Life. Planning, Career Development, Creativity, Self Understanding and College

Concerns.

Staff members at the Center are available for consultation with faculty,

students, and administrative groups. Assistance is proNfided in the develop-

ment, implementatien, and assessment of programs related to enhancing, the

learning environment and humanizing the educational process., Every effort

is-made- to es aAish programs' which impact the college community in ways which

maximize the hance for personal and institutional growth and minimize the

occurrence of -f4lure.

The-Cdnter for, the Development of Human Resources has established a satellite

center in the,Study Skills Support Services Center located in the College'

Center. In establishing a satellite center,-the Center for the Development

ofjiuman Resources extends all services available in the Center itself with:a

.
special focUs on academic adviting programs; i.e., course selection in planning

scm2ster schedules for non-majors aid in improving contact between thelr

assigned advisors and Students who have .,chosen majors, and,rinterpretatidn and

clarification of all academic regulations that apply to a student's academic

situation.
o

ALl'studeuts are encouraged to use the services and a speciallinvitation is'

extended to minority studentr; whose,need;1 may not have been met traditionally

in a counseling setting.
r

The Center f6V;k tho Development of Ikerman Resources is located fen Esk.

Appointments may be made in person or by calling.823-7500, ext,.nsions 287,

288 .or 289.
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PSYCHIATRIC SERVICES

The Health Service includes the Psychiatric Services, where psychiatric
consultations are available. Psychiatrists from t-fie Sheppard and Enoch
Pratt Hospital are available for individual appointments at the-Health
Center an a daily bas'is throughout the year. All such consultations
are completely confidential, are free °recharge, and may be arranged at
the Health Center by phone or in person. Although most contacts are
self-referred, referral of individuals by others is also acceptable.
Initial consultation and evaluation and)rief therapy are provided, and
referral for other services is made an indicated. The Psychiatric Services
may be reached at the Health Center, extension 243.

D. STUDY SKILLS SUPPORT SERVICES CENTER

1. Philosophy

The Study Skills Support Se'rvices Center primarily assists minority
students who have the potential to do college work but who are in need
of academic support services to facilitate their academic growth and
development at Towson State College. In line with the preiously stated
philosophical aim, the Study. Skills Support Services Center directs its
summer program toward academic diagnostics and individual study program
'planning for incAineminority students. During the regular academic
year, the Center offers academic assistance to atl potentially successful
college students.

2. Goals, Objectives

a. To select 60 incoming students (pe year) for the program; to de-
fine and to rectify Areas of acade is weakness for these students.

b. 1*() (during the regular academic year) design and make functional
individual and group oriented programs for the remediation of-
problematic areas for all stildents although emphasis is placed

,upon the development of adequate skills in English and Reading.
Students are offered tutorials in all academic areas.

c. To provide acadelic counseling An the selection-of course work.

E. SPEECH AND HEARTNG'CLINIC

The Speech and Hearing Clinic provides a clinical service program
during bOth semesters of the academic year plus during the First Summer
Session. The objectives of this program are:,

1. To provide clinical services to the Academic community and the
greater Baltimore Area.

2. To provide clinical practice to graduate and undergraduate
majors in Speech Pathology and Audiology.

The service program consists of:

1. Speech/Language

a. Evaluations
b. Therapy
c. Referral eo proper agencies

Hearing

a. Evaluations of hea0Ing and hearing aids.
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b.' Therapy ,

c. Referral to proper agencies and' medical sources when indicated.

3. Speech and hearing screening for education majors conducted Fall

and Spring semesters.

This service is available without charge to all Towson State College

students and. faculty anditheir immediate fam4.1tes:- Persons from other State

Colleges can also take advantage of this service at no cost, Persons. not

related to the college community are charged a nominal fee._

F. TOWSON READING CENTER

General Objective

The fundamental purpose of the Towson Readig Center is two-fold:

1. to prepare teachers and reading clinicians to work with students X
who have reading problems.

2. to provide diagnostic and remediation services for

all ages elementary through college age

'Referral Procedures Off Campus

Referral to the reading center Can be made by the parent "school"

or any other related agency. Those Interested:should contact Dr. 'Joseph

P. Gutkoska, Director of Reading, Towson State College.

Referral. Procedures Off Campus

Referrals to the reading center can be made by professors, coun elers,

or any other interested parties. College. students too,'may come to the 0

reading center to enroll in- a. program.

Programs Grade 1-12

students

/

A student might be referred for
1. a complete diagnostic reading evaluation or

2. for a complete diagnostic reading evaluation plus program of

remediation

Program College

After a college student is referred, he/she is. a inqstered a complete,

diagnostic battery of tests. The results of the eva ation are discussed

with the student, then a program of studies is reco mended. The program is

individualized the'goal is to help the student help himself/herself.

,Programs are furnished in all reading'areas:

1: Basic Skill Development
2. , Vocabulary Development
3. (7.omprehension'Skills

4. Speed and Fluency
5, Study Skills,

Location
0

The Reading Center and the of Ice of the Director of Reading are located
in the Lida Lee Tall Learning Re urce center.'

G. I4 LIEGE MEDIA SERVICES

College Media Services s a non-departmental academic service division which
functitms as an adjunct to he college library. Through tiwis service division,
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an assortment of-instructional programs, equipment-, and services are made
available to the faculty, students and staff for the support and enrich-
ment of instruction. All CMS services are provided to the academic depart-
ments for instructional purposeS free of charge on'a'first-come first-
nerved basis.

Normal operating hours for the CMS division are from 8:30 a.m. to
5:30 p.m. Monday through Friday, with the'exception of the equipment
circulation service. The hours for this subdivis'ion are 8:00 a.m. to
10:30 p.m. Monday through Thursday, and 8:00 a.m. to 5:00 p.m. Fridays.

The following is A capsulized description of the services provided
by each subdivision in College Media Services:

1. EQUIPMENT .CIRCULATION

Classroom instructional equip-'nt ma be retrieved by faculty, students,
and staff possessing a valid s te and/or college identification.card.
Delivery service is .6 e but is limited to extremely bulky items such
as 16mm projectors and requires a minimum of twenty-four (24). hours notice.
The borrower may specify the length of the loan period pending practicality
as dictated by supply and. demand. Extended loans for an entire semester
are vailable for' exceptional circumstances.

Below ib a listihg of the equipment avaidtble on a daily circulation

Camera-Instamtic
Caramate.,rear screen Slide Prolector
Caropsel Slide Projector
Carrivoice Portable PA

* Cart-Projection
Cassette Recoraer
Cassette Programmer
Combination Fs/S1 Projector
DissolVe Unit
Extension Cord
Filmstrip PrOjector.
,Lobp (8mm) Projector ,

L(op (Super 8mm) Projector
Mixer-Audio

* Monitor
Monaural :rape Recorder
Motion Picture Projector (Reg 8mm)
Motion Picture Protector (Super 8mm).

* Motion Picture Projector_ (16mm)
* Opaque Projector
*Nverhead.Projector

Phonograph
Polaroid Camera

* Screens
Tripods-Photographic ,

* Vi 'Recorder (R to R)
eo Recorder.(Casqette)

Vidicon Cameras

1'O0
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As stated on the circulation form, individuals are responsible
for t7he'qafety and well being of all borrowesi equipment and materials.

* indicates delivery service available for these'i cros wi h twenty-
.

four (24) hours advance notice.

All equipment is supplied with accessories and must be ic.,:turned

with same. Televisioh equipment, because of its exorbitant',expense,
requires special instruction and clearance prior to loan; borrowers
should inquire at the main circulation desk.

2. Film Services.

The film Servicesisubdivision loand films to and rents films for
individual departments through funds made available to College Media

Services'. This service is operated as a convenience to the College
community, by allowingfan individual to retrieve films from several

sourcas thro h a .central location. Films may bb picked up at the
main ci culation desk or will be delivered with equipment, provided

adequat notice is given.

If available, campus housed films may be borrowed during normal
working-hoUls without advance notice being given.. However, off-campus
films may require a minimum of four (4) weeks advance notice and, in
some cases, several Months notice is recommended for retrieval.

Rental procedure's can be expedited if al instructor provides up-to-
date, accurate information regarding rental cost (s), and shipping
charges to the attendant;

The developing the processing of exposed film stock is 'also
handled through this subdivision. 'Items such as slides and instamatic
cartridge film are accepted at the main circulation desk and should
bc1 -clearly labeled with the appropriate name and department. Allow
at least three to four working days for the return of processed film.

3. Graphics Production

It is possible for an instructor to have made at his or her request, '\

custom drawn illustrations, tables, graphs, and charts for.the direct

support 4nd supplementation of approved college curriculum. These

visuals may take the form of slides, overhead transparencies, or full
=size visual displays, "Paste-ups" and camera ready materials for brochures
dnd periodiCals are likewise prepared for classes and deparrmental
publications and may be secured by making An Appointment for consultation

with the graphic artist.

The -graphics studio also contains a variety of laminating, dry-
Itpunting and. lettering equipment, which may be _stufient aide or instructor

operated after, appropriate `draining and/or clearance.

1 I.
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4. ,Electronic Repairs

All academic departments may have audio-or visual instructiopal
support equipment repaired through CMS on a firSt-come, first=served
basis. The repairs are performed without charge to the depaitments,
and 4re contingent upon parts supply, availability- of technical
information, and .labor supply. Equipmerit of non standard nature will
require exceptional amounts of time for repairs and in some instances
will be unrepairable.

5. Audio Production Services

Audib tapes may-be originated, assembled, and/or duplicated
through College Media Services. Custom recording, mixing, and
equalizing are provided ion request conditional tO several weeks
notification being given. for, such sessions, CMS will provide tape.
stock on a limited basis if the copies are for departmental or library
use.

6. Television Services

Television programs may be originated and taped in the television
studio At CMS or via re ote portable studio. The studio, programs
may be produced in color and on video cassette (3.4 inch) or on open
reel (1 inch) stock. Remote prbductions can be produced only in
monochrome (black and white) but on any format (i.e. tape Size).

When considering the production of a video taped program, one should
be cagnizant of the extreme amount of time and planning required to
carry out a first class professional production. Production costs
for departmental programs will be defrayed by CMS, but outside organi-
zations, non corricula agencies, and private 'individual requests (i.e.
dissertations) are expected to pay all studio and production costs.
All video productions must receive written approval from the director
of College Media Services prior to implementation and should be sub-
'mitted several months in advance,of need.

Consultant services are also available by appointment for training
in utilization,' procurement, and system design. These'lsery ces maybe
arranged for individuals or small groups.

7. Photographic Services

An instructor may, by request, have,,-original photographs, duplicate
photographs, duplicate slides, and cop'j work produced for'instructional
ptirposes for courses taught through TSC. Custom or specialized (i.e,
color or archival processing) work may also be, requested of this sub-

,division. %

ti
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:Special events of curricular importance and relevance may be
documented.and photographically recorded by the CMS Photographic
subdivision when adequate (e.g. two to'three weeks) advance notice

is given. This service and the required 'materials are provided

without charge to the respective department. However, the cost of

.prOcessing the film win be deleted from the CMS object' .08allocation

of the department. Reqbest for photographs to be used for publication
and-news releases, however, should be directed to the office cf News

and Publication.

As with all other CMS services, one should allow adequate lead

time, for completion of projects. One to two weeks should be adequate

.allowance for simple photographic jobs. Moore complex jobs w require

additional time and arrangements should be Fade with the staff p to-

grapher by appoinstment.

8. Cine Productions

College Media. Services has the capacity to produce sixteen

meter. (hmm).motion sound color films. Such productions are except-

idnally time consuming, expensive, and require detailed advarice planrring.

For-complete.information, contact theLtiOervisor'of cinematography. A

script outline is mandatory bef -ore service consultation Can begin and

incomplete au'dio, script is preferred..

9. Information Retrieval

A system for retrieving auditory and visual information (.once mis-

nomered as Dial Acces's)is available for faculty and 'student use. The

user terminals are located on the second floor of the. Cook Library. A

user may acquire a program by dialing direct or by dilling,a request

line. 'Directories are available at the service desk of the micro-media

area. Program Central (the supply point') is located on the second

floor of the media center and instructors may have "instructional

packages" programMed into the syste.M. For information relative to

acceptable take and electfonic formats, please contact 'the assistant

director of CMS the'information retrieval attendant.

Basically, there, re four'modes of retrieval available to the'user.

These include monoural tistening,' stereo listening, record - .respond,

and video playback. Prc ,rants may be-designed:to fit almbst all curri-

cular needs and planning consultation IS available by appointment.

College Media Service stands-ready to serve the Towson State

College community's specific curriculum-requirements, thus enabling'

the professor to bring relvance and meaningfullness to modern higher

educational needs. Below isilisted the subdivisions and the associated

,iupervisers to whom inquiries and requests may be forwarded. We lo. k

forward to serving you in the near or iMmediate future:
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Richard M. Blocher, Director 264

Secretary 264

Audio Production 666

Cinematography 671

Dial Acbess 66i

Electronic Repairs 26

Equipment Circulation=Central 261

Fine Arts Satellite 876

Film Services 263

Graphics 261

Still Photography 261

Television Production 673

H. PUBLIC PROGRAMS

Cultural programs on a college campus. are a vital segment of a
,student's college education both as an extension of formal studies
and as an exploration of Other fields.

The Public Programs Committee at. Towson State College, as
,part of the curricular program, strives to build a,program w ich will
compliment and enrich the academic education of t1e stude body as

well as entertain the college community. Persons from q.re community

at izarge,and students and educators from other colleges are also
encouraged to attend. The committee, composed of students, faculty,
and administrators, thus attempts to plan programs which will meet
the varied cultural and scholastic needs of such audiences.

Programs include lectures, concerts, workshops, and a film series.
Many ideas are products of brain storming sessions with4n7' the committee;

others come from departmental requests,/requests which are solicited

by the Committee during the planning stage of programming. While some

events are selected for'the4r wide campus appeal, others are chosen for

their focus on a particular academic discipline.

There are' two types of.programs; a series which is chosen by the
P blic Programs Committee and a variety of programs offeredby individual,,
de artments. The Music Department presents group and individual concerts
by students, faculty and guest performers. The Art Department presents
a s ries of,art exhibits, each one of which is sually held for t ree

weeks. The gallery shows. works of local artists nd of our Faculty

wel as works by artists of national importance. here are continuous

exhibits of student crafts, and graphic work.* Outdoor
exhibits are also held. The Art Department also coopertes with other
departments in giving 'lectures on architecture and art history. The

Theatre ArtsDepartment.offers both major productions and student projects
in studio productions.

1 0 1/
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Computer', Scr lees at Towson State College are provided by two
computer_conters: the Maryland State Colleges Information Center- (MSCI,c);

and the Towson Data Center. MSCTC provides computer services for the
edUcational, re earch, and administrative activities of the seven State
Colleges of Maryland and the University of Baltimore and the Data Center.
provides ancillary ,support functions such as data preparation, report print-

EAM support, and operation'of the optical mark scoring reader. Time-
sharing facilities are available at several locations on Campus, in addit,-
ion to a remote jqb entry terminal in Stephens Hall..

MSCTC operates' a UNIVAC 1.106 with over 1 1/2 million characters of

main memory anddisk and tape capability. Consult the Business and Finance
Manual for more details on the hardware and services available.

Important Note: By Executive -Order of the Governor, no contract,
with au supplier of data processing services or, equipment
be considered binding to the State without. countersignature Of
the State A:D.P. Administrator.4t_Be certain to consult the Busi-
ness and Finance Manual before contracting, for 'any data pr6cessing

related service.
J. DUPI;IC NC AND PnOTOCOPYING SERVICES

1. The ollege main ins a Centrall)uplicating Service which provides

offset rint collating, staplinfolding, etc. Requests .are

or ocfivial (014ege business only via form #DD-, signed
by the I artment Chairperson. To facilitate scheduling of work,
del e required date and time should be provided.

2 S iris duplicators are avaIlible to all departments for their use.
,,

ppropriate originally typed material should be,reproduaed via this

- 1

3., Photocopying machines are available in major useroareas for official

college business. All. copying limits must be observed.

4. Material that is Copyrighted will not be reproduced in the,college.
Duplicating Center unleSs a written release has been Obtained from

'the author. by the requestor. Personnel who reproduce such material
by themseAves without'written permission do so.atItheir own risk .

and the colikteasStim, no ]'lability.
../'

5. Personal,York will be produced in the Duplicating 'Center and be
..,

charge in accordance with the published pr- -ice list A DD-1

form Oust accompany the reqcies. Price 1'ists are available in

eacydepartment office or the Duplicating Center,
, . a

I. .R1ro 4.41.,ionrequests of considerable lenght for classrOom use are
\

'-., t0 be go1-44rough the'BookStOre. Depending,, on the type of document,

Vindouts of f'-i'Ne.en pages or more fall Into this category. Course

hutlines or syilibi can b4, handed out to the students at no addi-
itional cost/to the st9,dent but anything serving as a text or

more than fifteen pages should not he' charged to

tlhe departmental budget. ,
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7. The cost of each duplicat /ing request will be priced according to
the cost or price schedulle which can be found in the Duplicating/
Photocopying sectiAsof he Business and Finance Manual.

8. For more detailed inforMation, consult the Duplicating /Photocopying
section of the college/i3ilsiness and Finance Manual.

K. OFFICE (4 ACADEMIC SYSTEMS RESEARCH

The Office of Academic Systems Research has three primary functions.
Those functiOns are institutional researdh, testing, and faculty research.

4

Institutional Research

The Office of Academic Systems Resea: )1as the responsibility for
developing institutional research and ma ntaining and dissemindting
institutional data'requested by other offices and .agencies.

Testing

CS

The Office of Academic Systems Research has the responsibility to'
coordinate national testing programs, including the ACT,GRE,GSFLT,NT1,
and Millers.

Faculty Research

Faculty. members ano'need assistance in developing research designs,
including instructiohal research, may consult with, OfficeOffde of, Adademic
Systems Research,- At the same'time, they shodld consult wish the Office
of Corporate d Foundation Programs with regard to sources of financial
support al he dovelowelit of the grant proposal. Upon completion of --

the res ch design, ,the grant proposal should by prepared cooperation

with e Office of Corporate and Foundation Programs for subMissio0 to

t ,t offi4e. ,

Assistance for the development of grant p-roposals is provided througri
the Office oaf Corporate and Foundation -Programs. A Project Director, who
is normally the proposer of the project, is designated,by the Vice- -
President for Academic Affairs.

Once the grant is awarded,the office of Corporate and Foundation '
Programs will transmit xerox sppies of the grant award fetter, the
research.proposal, and the Approval Form for Proposals and.Applidations
to the Office o4 Academic Systems Research.

Request's for follow-up reports by federal agencies and foundation
(Usually questionnaires) will be implemented by the Office o.f Academic
Systems Research in cooperation with the Projest Director. Upon com-

pletion of the followwup report, the Vice-President for Academic Affairs
will review the report. The report is then sent to the requesting agency
with a copy held in the,Office of Academic Systems Research, and a copy

. sent to the Office of CO-rporate.and Foundation PrograMs.

1Q,6
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The College'Center is located on the west side of the campus adjacent

to the football fie] -d. This three story structure houses student organiza-
tion offices, Auxiliary Services administrative offices, dining facilities,

meeting roohls, lounge areas, and recreational facilities including bowlng,
billiards, and table tennis.

Dining facilities' include a beautifully appointed'diAing room, two

Snuck Bars and a vending area. 'All members of the. campus community are

encouraged to utilize the facilities and services of..the College Center.

Conference and meeting.robms are reserved according to campus Special

Services policy. Reservations for use of the facilities can be made in

the SpeCial Services Office located in Root 212.

Catering services are available camptis-wide, however, the beautifully

appointed facilities in the College Center make an attractive betting' for
dinners, luncheons, and other catered events. Reservations fOr catering

services can be made by dialing extension 773 or visiting the Food Services

Administrative Office located in Room 221.

The College Box. Office provides discounted tickets for faculty,

students, and staff for most metropolitan area activities. The Box Office

is located in. Room 213. Additionally,' the Box Office prOvides a Notary

Public service for a nominal fee.

Administrative offices located in Room ,?1.7 include the office of

the Director of. Auxiliary 'Services, the Food ,Services Administrator, the

College Center Operations Manager, and.the Associate Dean of Students/

Coordinator of Student Activities.

Student Government Association offices are located in Rooms 226

239. These offices include Student Government eNecutiye offices, student

publications including Towerlight and Tower Echoes, the Black Student

Union Office and Library, and class_offices.

In addition- to the above.- mentioned services 'and offices the College

Center houses t1je Skills Center, the College Post Office, the Bookstore,

an Art Gallery, the Parking Services Office and a ry Cleaning service.

si

The College Center is open from 7:00 B.M. to 11:00 p.m.' Monday through

Thursday, feom 7:00"a.m. to 2:00 midnight Friday, from 10:00'a.m. to 12:00

midnight Saturday, and from 1:00 p.m. to'9:00 p.m. Sunday. Any*changes in

operating -hours wil.1 be pro ilgated campus-wide.

107
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M. THE COLLEGE BOOKSTORE

The Bopkstare is located on the lower leVel of the College Center

Building. In addition to supplying required textbooks', paperback, and
supplies, the College Bookstore stOcks'a full lime Of stationery, jewelry,

41IP record8a wide range of:supplementary paperbacks, greeting cards,
magazines, health and beauty aids, and gift items/for, Most occaSionsy
A free giftwrapping service in provided. Faculty are entiaed to a
10% discount only on textbooks for courses they are teaching.

Bank Americard and Master Charge credit cards are accepted for
personal charges at the store. However, Departments may charge authorized '

purchases to their departmental budgets, Monthly statements are 'payable

when received. Accounts 90 days in afrea's will bedenied,-future charging
privileges.

U

Checks for purchases should be-made payabre to TowsO'n State College
BOokstore. Personal checks up to $25.00'will b'e cashed,with a:nominal
service charge of 20cPersonal checkSmay be cas,heci afternoons/from
2:00 p.m. untll 4.111 .,m. or until check cashing funds are, exh'austed.

Checks dr- on insuff cient fUnds and .r'et/Urned to the Bookstore will

resul in a $5.00 fine, in addition to the regular bank charges. Second

s will be 4i-de check cashing privileges

Proced re

.

The AMeri an Textbook Publishing: stales the\ llowiag-

policy: Instructors s'Iould write directly to The pulAisher for desk

, copies. Each department seeretary'has ln,ample supply-of 0,sk copy ,

request ?Orms. (See sample form Appendix Y),ilsba ly the desk copy
will be mailed directly to the faculwy,member's ome or iflesiredt
to his campus address.

The Bookstore does not receive free texts om thepublishers.
Therefore, they cannot.issue free texts to structors-forsus°6 as

desk copies.

Ifan emergency arises when thetins ructor's desk copy is riot,
received. prior tq the beginning of cla ses,,t1he instructor should

',purchase a textfrom't.he Books- nstructors.will be reimbUrsed
fOr2full credit or refund if the desk copy-is returned unmarked, in
saleabe condition and is returned within 90 days after it was-pur-
chased..-. 11-.81<.- copies received from publisherscan NOT be returned for

credit ir-they contain publisher"8 Marking, sUTIT as ''beak Gopy
n',/

-A,

''Complimentary copiy"-.1-, "Instructor's Copy\ etc. In these cases the
,

..

,,
books, can only he returned as used books'atNthe prevailing rate. ...

vif.

2. Textbook Requisitioning Procedures

Because of.th initial high cost of textbooks, _Che uncertainty of
publishers acti Is, and the cot of carrying unsold exts in our in-,'

ventories, th Bookstore requests that careful cons deration be given
N?

the number 9 textbooks requested, The Bookstore will 'endeavor to fulfill,

all re ona64creque8os for required and recommended texts, however, the
manag ment reserves, the right to adjust its orders according to current
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. . ,..

inventories publishers'return policies,,and sales history,' of parti-

cular texts. 'ProfesOots'submit official pd9k requests"' (see 'sample

- form Appendix Y) to the, Bookstore uia thdir Department. Chairperson.
.,,.'

.

. '. .

A

Books not in stock7may be speCially ordered With a an- refundable

$1.00 deposit. A suggestion box'is located in the. store's entrance,

add 411 ideas are'encOuraged. If a reply ,s reqUested, please include',

your name and addreSs with your suggettion.

.
The Bookstore operates Monday, and Thursday 10:00a41 to '7:00 p,..m.,

Tuesday an Wednesd4 10:00 a.m. to 4:007 p .m. 'and Frida o:ob P.m. to .

3:00 p.m.- erating iiurs are extended at the beginfli g' of each semester

to betted se ve the cappus.

8175

You may wAh_to informyour students of the following policies:.

4

Shopli tingwill NOT be tolerate&"and ALL cas -es will be
prose. uted to the fullest e-xtent,.,

,Book Retdrn Policies-PLEASE READ CAREFULLY
Required textbooks may 4e-returned fob any reason within

two weeks after the beginding of th'e Berm in whi'th purchase .,

/in the event' of Schedule changes (Drop or Withdrawal), reqgired

textbooks nvybe returned cip to 10 days after the beginning of

,the terms which purchased. To receive full Credit, books

must be returned in new-saleable condi!tiOn.:'Eicept_in the first

two Weeks, books returned-must be accompanied by a "Drop Slip:
e

or a "Withdrawal Card." In-All cases of returns, books must be

accaMpahied by your Cash Regiseer Receipt.

, CHECK YOUR RECEIPT -'KEEP IT'..
1,

No Refunds or Exchanges will beinad0 "PecoMMenUd -Books,"

These. books and all -other books ret."riled can only be acc'epted

as Used Books at the pfevailing rate, provided they are needed.

fo;-seock.(Used Book Companies visit the campus several times

a.year.)

'DO NOT WAITE IN ANY BOOK UNTIL POSITIV-ELYCERTAIN1THERE IS NO,

NECESSITY FOR RETURNING IT.
',.

c. End of Semester POlicy - No Refunds or Exchanges will be glvenon

required or-recommended course books.purchased-during the final 'two

(2) weeks of s semester. .
; . .

, ,.,.. .

d. General Retornc°Policies No cash-refurlds will be given on Gifts- or

Supplies. .Exchanges will only be honored with your Cash,Register
,

Receipt dated ..within two (2)'weeks and the/Merchandise in new

able condition: Sorry, no refunds or-exchanges 'on ';'sale" items.

All employees of the Bookstore are willingto assist the facuty in

any.way possible. Just ask. Our motto is "Volumes of Service.''
,
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N, POST OFFICE' AND MAIL 'DELIVERY

1: The college Post'Offiee.ptovides'full, postal serripes except parcel
post packages addreasgd to foreign countries, and is located On the
ground floor of the C011egeTepter' providing wtnow service from

'9:'010 a.m. until. 4:15 p,M. five4ays a week and from 11:00 to

2:00 p.m. on SatUrdays, No Saturday service is provided during
the summer.

2. Mail is dellvered° to each department ,in zippeted,canvas ,bags
each workingday.

3 The department distributes the-mall to its members in accordance
with its own procedures.

4. Only official college mail will 12e,put through.tbe postage meter and
delivered within the -college pOstal System.

5. Inter-college mail is only to be mailed in one, of the two sizes of
standard "Inter-offide correspondence" envelopes': Only Strictly
confidential mail is to be sealei. ,

6. Personal mail must be, properly,pte-stamped. and sealed.

7. Mail to students, who have. boXes, and student organizations must be
.addressed with both the nameoarld-boxnumber And mailed in plain white
envelopes not inter-office correspondence envelopes.

The.Postal Services section of theBusiness and Finance Manual
contains more detailed information as well as procedures for bulk
permit mailings, It. is available in each department.

'9.17he college will payxfor mailing,'vla the least expensive rate,
0

411$

manuscripts or paperS,submitted forpublicationincluding dissertations
. to be publi4hed by a,publisher or in a journal as well as preprints
or reprints wh1ch are to be published. Any.additional -costs including
registtation and insurance abode the least expensive mailing method
are to be paid by the faculty member.

10. Wrapping services are available at central Receiving provided -a pre-typed
label with the 'complete address is furnished:with'Ihe package.

11. Bulk distribution of mail to faculty an ; mi strative staff is
'sent thrpugh the interoffice mail by i sert g the required number
of copies in.anenvelope addressed to ach.department. A list
Indicating tile approximate number Of fa lty and staff in each
department can be found in tFe Postal Services'Secpn of the Business
and Finance Manual. '

..-' . ..
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O. TELEPHONE SERVICE
N

Switchboard hours --The college's switchboard hours Ore normall)\

,7:30 a.m. to 11:00 p.m. Monday through Thursday, 7:30 a,m.,to

8:00 p.m. on Fridays, and 9:00 a.m. to 5:00 p.m. on Saturdays.

t is closed on Sundays, Hours vary when classes are not in

session.
v.

2. Long Distance Calls are no longer placed ,through the College

,operator. 'AS of July 1, 1974 this restriction was eliminated

to free the switchboard-Operators allowing themto,more effic-

iently answer incoming calls. official College calls, that by

nece4sity, must be made from home can be charged to, the indivi-

dual's home telephone number and' reimbursement received by sub

mitting -an expense voucher, approved by the Department or Divi-

sion Head and the Office Services Manager, to the F nance Office.

Personal Long Distance Calls are to be charged to t individual's

home telepflone number.

4. Calls to the Cplle e while out of town on,Colle e Bu inesS can be

ad0ed to the travel expense voucher or charges may b= reversed to

the College.

5. Requests fox.Telephonp Work are to be requested on to m / /SW -1

signed by the Department Chairperson.

Faulty equipment is to be reported to the operator at once.

More informatioh is available in the Telecommunications section

of the Busin ss and Finance'Manual.

USE OF TOWSON STATE COLLEGE FACILITIES

All room an space, reservations and .requests for use of Co114-e-,

'? facilities, yit the,eception of academic class and office space,

are to be reque ed from the Office of Special Services. Please refer

to "policies & ocedures For Use of Towspn:State College Facilities,

By Non College 0- izations" Appendix CC, and'"Reservations Policies

For CdltgeDepartments Official CampuaOrgantz4tions" Appendix
Reques s for academic 'class space nd_pffice space are"to be-made through

the Registrar's Office:

Q. DINING FACILITIES,

The Dining ROom in the College Center is open ,Monday througn,Friday

from 11:30 *.m. to 1:30 p.m.. except during holidays. Meals are served on

a cash basis. The Dining Room offers tun course luncheons and sandwiches.

Faculty-may. also use the College Center Snqk Bar and Cafeteria. Newell

Hall Resident Dining Room will be closed for renovation June 1, 1975-to

September 1, 1975.
-
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R. SECRETARIAL AjD STUDENT ASSISTANCE

Each department has one or more secretaries depending on the number
of faculty menhers to he served. Some departments have student assistants.

Use of student assistants for special clerical work ould be done through
,

the department chairperson,

S. PARKING

The Parking Services Office administers parkihg on campus and the regulatons are
enforced by the Campus Police DepP4Vineht. Parking-is provided on a first comp,

first,srved basis on designated faculty/staff and student lots. All vehicles I 0

muS --be'registered with the Parking Services Office .to park on campus.

...--

.

All permit holders are reminded that there may be various. times when spaces
are not available on campus. Purchase of a permit does nqt guarantee one a
pvking space.. Naturally, it also does not guarantee one a conveniently
located space. ,A

. ..*

Applications for faculty/staff parking stickers should be made at the Parking
Services Offices located in the College Center, room 118, telephone extension 692.
flours of operatidh Are 8:00 a.m..to 4:00'p.m.,, Monday through Friday.

The use of campus parting facilities Carries with it the obligation to observe all

Collage parking regulations. Tickets are issued for violations of these regulations
and all fines for violations are to he paid to the FinanceOffice, room 321 in the

Administration Building.
.C...)

Be sure to consult the current CcrIlege Parking and Traffic RegulatiAns, copies of

which are'available in the Parking Serviced Office and can be sent upon request
If after reviewing the regulations, questions still arise; do not hesitate to
contact the Parking Services Office. .

o

T. SIGAS

The Special Services department is responsible for the campus sign prograM,
This .program includes all directional, traffic control,-and parking lot
identification signs; all building lettering; and all building plaques.
No penmanentiv4placed signs may be installed without the'authorization of
the Special Services Manager.

zrempbrary signs are also subject to certain restrictions. Please see the

SIGNS section of" the Busines' and Finance Manual. .

Campus guides are .71 ailable in the Parking Services Office. These give

directions to the campus, index proper entrances to each building, list
what departments are lo ated in each building, and ptovide visitor and
guest parking information Each 'department should keep a supply on hand.

I



U. FACULTY ADVISERS TO STUDENT ORGANIZATIONS

99.
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't has often been difficult too define the role-of a faculty member

as.taken on the advisership to a student organizatfon.

The following-is a suggested guide for adviser responsibilities.-

1. To be available ,t'o meet with the group's leader, act as a cons-
ultant in'planning.meetings, and solving problems.

2. attend organizational meetings as often as possible, where he/

She should feel free to participate yet not dominate;

attend activities planned by the group as often as possible;

4. advise and encourage officers to keep records (especially the

treasurer and secretary);

5. help develop new leadership each year:,

"'6. help interpret institutional policy;

7. in general, establish a relationship with thesD students which

will encourage personal and'intellectual growth; and

8. feel free to consult with members of the Student Personnel

Staff (e.g., Dean of Students COurdinator of Student Activities,

CoUnselors, College Union Staff, etc.),,

V. PROFESSIONAL ORGANIZATIONS

1. American Asso ation of Universit Professors

Towson State College has a chapter of the A.A.U.P. which besides

dealing with th ,traditional concerns of faculty in the areas of'academic

freedom", tenure, etc. also serves as the exclusive representative of

the Towson Faculty. Membership is open not only to full-time faculty
members-but also to those holding a one -year appointment to a position

at least one-half time, teaching or researchv,at a rank of instructor

or higher. Annual.dues for national membership range, from $18-$6

depending'on salary. Local chapter dues are determined annually and
include a Rercapita payment to the Maryland ConferenCe of A.A.U.P.

'2. The Association of Higher Education inMaryland 0'

The Associaflon of Higher Education in Maryland is the affiliate

of the Maryland State Teachers Association which represents the interest

of college"teachers in the State of Maryland. The Association is organized

to give expression to common interests and needs of college communities

and., to serve as an action agency with the legislature and boards of trustees

for the various facets of higher education in Maryland --community colleges,

universities, and, state colleges and universities. In addition to periodic

informational and professional publications the AssociAion of Higher Educa-

tion in Maryland sponsots at least one state wide professional meeting each

year. Membership in toe Association may be achieved by payment of dues to

the Association of Higher Education , of the Maryland State TEachers Associa-

tion. Membership applications may be obtained from the M.S.T:Z:, 727-7676.
g /
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W. HONOR SOCIETIES. CLUBS

Current listing is available at the Faculty Reserve Desk, the Office
of Vice. President for Student Services"and the Office of Dean of Student

`Activities.

X. IDENTIFICATION CARPS

Every employee of the college is'expected to obtain an identification card
from the Personnel Department and may be retipired to show it an any time
for security purposes. Identification cards may also be used for borrowing
books from the college library and for entry to Specialevents on campus
such as,..4posing_events, plays, etc. Identification cards must be returned
Co the Personnel Depattment upon separation from employment with the college.
An .employee who loses` or fails to return the card upon separation'from-the
college is assessed a $5 fee, which.if not voluntarily paid, is deducted from
the employee's final pay cheek.

Y: LOST AND FOUND

Articles found on the College campus should be deposited W.th,the
Campus Police Department offices and will be retained by them until
reasonable efforts have been made to'find the owners, after which,

property will be returned to the finders. Persons.loqing objects
on the campus should check with the Campus Police to determineiL they
have been fo'und. -4
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'IOWSON STATF COLLEGE CONSTITUTION.

PifFAMLE

We recognize tie full legal authority and responsibility of

the President of the College for the College's conduct and growth.

However, it is imperative that the academic community play a major
role /in guiding the College. Therefore,,the Academic Council shall

be tbe primary policy-making body of the College as well as the aca-

demit community's primary-advisory body to the President. In estab-

lish'ing and outlining the functions and responsibilities of 'this
Aca emic Council, we must recognize that while authority is granted

to he Council to determine policy over a wide range of college con-
cers, the ultimate promulgation of policy or veto resides in the

Oftriice of the President of the College. The President shall report

all reasons for a veto to the Council.

Lines of authority are thus clear, and responsibility for de-

ciO.ons clearly fixed.

A MEMBERSHIP OF THE ACADEMIC COUNCIL

The primary legislative and ad sory body at Towson State College

shallA)e. the Towson State ege Academic Council, which shall

provide for student, fac ty, and'administrative participation

in college governance. The Academic Council shall. include 24

members, chosen on the basis of the following premises:

1. Every councillor shall be elected from some portion of the

Academic Electorate which shall be interpreted as being ;

faculty and students. Faculty members are defined as, those

baying academic rank; this includes the professional library
§taff. Administrators with faculty rank are excluded' from

this definition.

2. There will be 18 members from the faculty, one of whom shall
be the President of the Faculty Association, and six students,
one of whom shall be the President of the Student Government

Association.

3 Faculty members of the Councils. excluding the President of
the Faculty Association, shall be elected for three year ter s
in at-large elections. Initially, six of the faculty coup llors

shall serve for a three year,,term, six for a two year terM, and
five for a one year term, their terms i'15 be decided by-lot at
the first Council meeting. Student councillors, excluding the
President of the Student, Government Association shall be elected
by the .Student Government Association Senate for one y r terms.

4 No more than three faculty councillors can be e e cted from any
single department or program; and no more th n two student
councillors, (pother than the SGA President, May represent a

single class.

115

ag



A-2

4, 8-75

t

5. The President of the College and the Chief Academic, Student
Personnel, and Business and.Finance Officers shall serve in
ex officio,, non-voting capacities.

B. OFFICERS OF THE ACADEMIC. COUNCIL

1. A PSairperson-who shall be elected by, and from the voting
membership of the Academic Council and will perform the ...

duties of the presiding officer, of the Academic Council,'
and serve as chairperson of the Executive Committee.

2. A Vice Chairperson-who shall be electedby and from the
voting membership of the Academic Council. This person
shall have the responsibility of agenda preparation assist-
ing the chairperson, and presiding over Academic Council
meetings in the Chairperson's absence.

3. A Secretary-who Q.1-111 be elected by and from the voting
membership of the Academic Council and whowill be res-
ponsible for record keeping, and the distribution of minutes
and reports. The secretary shall also serve asliecording
Secretary for the Executive Committee of the Council.

C. THE EXECUTIVE COMMITTEE

C

1. The executive agency of the Academic Council shall be the
Executive Committee.

2. The Executive Committee shall consist of the Officers of the
Academic Council, the Student Government Association President,
and one faculty person elected at-large from Academic Council
membership. The President of the College shall serve in an
ex °officio, non-voting capacity.

"3. The duties of the ExecUtive Committee air the following:

a.' Preparing and distributing the agenda of meetings of the
Academic Council to the electorate in advance of regularly
scheduled meetings.

0

b. Assuming interim responsibilities between the regularly_
scheduled meetings-of the Actdemic Council. Such interim
-responsibilities shall be assigned to it by the Academic
Council.

c. Initiating emergency action, subject to Academic COuncil
review at the Council's next meetings.

d. Maintaining the Committee Structure of the College.

e. Seeing that.,_Information concerning all proceediirgs of the
Academic -Council shall be disseminated to all members of
the college community.

1 1 6
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f. informing itself of the administrative disposition of all
decisions of the Academic Council requiring implementation.

g. Checking areas in which implementation may be questionable'
to insure that such decisions of the Academic Council have
been implemented.

D. MEETINGS

1. The Academic Council shall meet at least once each'month, during
the regular school year, normally on the first Monday of each
month: Two-thirds of the voting membership shall constitute a
quorum.

2. Meetings shall be conducted according to Roberts Rules of Order,
and decisions shall be arrived. at by majority vote.

"KAY

3. Meetings shall be open to,all Members of the college community,
but participation shall be limited to members of the Academic'
Council unless the chairperson invites non-members to speak
on a particular issue

The-Executive Committee of the Council may convene a special
sessfon of the Council when necessary and'wIll be obliged to
do so when requested by the Council Chairperson or a petition
signed by 25% of the Council members.

5. The-'agenda shall be prepared by the Executive Committee. Any
member, group,. or.organizatidn of the academic community may
submit agenda /items. 0

,6. The Council may adopt By-Laws governing the conduct of the
Councibusiness upon approval of a majority vote of the
Council.

RESPONSIBILITIES OittiE ACADEMIC COUNCIL

he Academic Council shall have authority in the following areas:

.1. Standards of admission to the college.
7'7

7!
2. ,Requirements for academic degrees, including the evaluation

of proposals for new academic programs and significant changes
in existing academic programs.

3. Long-range academic planning, including the review of academic/
plans submitted to the Board Of Trustees.

Planning and development of campus physical facilities.

'

5. The appointment of top administrative officers.

,67r Academic(organizational structure of the College.
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7. Evaluation of faculty in the process of their appointment,
promotion, salary recommepdations, and ,recommendations for
tenure status.

8. Inter-collegiate competition.

9. College calendar.

'',' o.

10. The assignment of' facdity office, ,teaching, and research
space. I

11. Standards of educational and academic conduct and practice
common to all elements of the ,college community.

12: The protectiOn of the rights and privileges guaranteed to
elements of the college community as specified in the By-
Laws of this constitution.

4

13. Those matters not previously specified by legislative
enactment which the President, shall choose to refer.t
the Academic Council.

F. THE COMMITTEES OF THE ACADEMIC COUNCIL

The committee structure of the Academic Council at Towson St te.
College shall be based on:the guiding principle 6f faculty- tudent
shared governance; and 4n addition, on the necessity for a

'D.committee structure that provides efficiency and establishes
clear lines of authority and responsibility.

Committees are agents of the Academic Counil and are responsible,
to the Council. They shall submit their recommendations to the.
Council.

New standing committees may be formed and present ones abolished
aby three-fourths vote of the Council.

1. Faculty Membership

Faculty members on the following committees shall be elected -
, .at-large by and from the faculty:

The Academic Standards Committee.
The Admissions Committee
Promotions and Tenure Committee
Fiscal Affaits and Planning Committee
Faculty Heating Committee

FacultyoMembership on the remaining committees shall be, by
appointment by/the President of the College based on nominations
of the facuIt submitted by the President of the Faculty Association:,
All terms s 11 be for three yeais and shall overlap. In the evehf.
of a vacancy, the term shall be filled for its duration by'electioh
or appoin meet, whichever is applicable.

6



2. Student Membership:
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gttdent members on all co ttees except e Academic
Standards Committee will be app inted bytb resident of'-

the College based on cibmittea by,the Presiden .;

of the Student Government Assoc tion.
//

Student terms are for Oe year. In the case of a
vacancy, another person sh4I1 be pointed for the duration

of the term.

3. Ad Hoc Committees

Ad hoc committees m be forthed by the Academic Council
and should pot exist lo ger than one semester. The members

of such committees sh l'be elected by the Academic Council.

A. ElectionszCOmmitte

The Academ c.Council may appoint an ENections Committee

whenever nece ary. Itshall consist of the Vice-Chairperson
of the Counc , two faculty members, and two students.

This constitution contains only the structure. and composition
of the permanent committee sytem at Towson State College.
Upon ratification of this document and the selection of faculty
and student members, each committee shall prepare)a statement
of its responsibilities and procedurqs. Such /statements will

be presented to the,_6cademicCOuncil for co sideration. Upon

ratification these'statementaof:Committ responsibilities
will become a part of the By-Laws of is constitution.

STANDING COMMITTEES OF THi ACADEMIC COUNCIL

7
Academic Standards tommittet

The Academic. Standards committee shall be composed of
five member of the/faculty elected at-large and three
students elected/at-large for one year terms. In addition,

the Chief AcadOic Officer or their representative and the
Chief Student,Jersonnel Officer or their representative shall--
serve/in ark" ex offfcio, non-voting capacity. The Chairperson

of the A demic Standards Committee shall be elected from the
members ip of the Committee and serve for a term of one"year
suble t to re;electiqn. the Registrar of the College shall
se e in a non-voting capacity as secretary.

Admissions Committee

The Admissions Committee of the College shall be composed/
of four members of the faculty elected at-large and two stu-
dents appointed by the Pres
or,a designated represehta ive 'shall serve in an ex officio,
non - voting capacity.
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Bookstore Committee and College Union Committee,

These Committees were eplaced by the Auxiliary Services &bard
by. action of jhe Academic Council, March 6, 1972. For a description
of the Board see section J, page A-8a.

Curriculum Committee

The rriculum Committee shall be composed of et faculty
members d six Students. The Chief Academic OfficeY, or a design-
ated re reseneative, shall serve in an ex officio, non-voting capa-
city. The Chairperson of the Committee shall be elected from the
memo ship of the committee and shall serve for a term of one,year
'sub'ect to re-election.

V

promotions and Tenure Committee

The Promotions and Tenure Committee shall be composed of seven
faculty members elected at-large. Ili addition, the Chief, Academic
Officer shall serve in an ex officio, non-voting capacity.

Faculty Research Committee

The membership of the Faculty Research4,Committee shall consist
of five faculty members appointed by the President of the College,.
A reueseptative of the Academic Dean's Office shall serve in an ex
officio capacity.

Fiscal Affairs and Planning Committee

This Committee was replaced by the Fiscal Affairs Committee and
he Long Range Planning. Committee by action of the Academic Council,

March 6, 1972. For a description of these Committees see sections
K and L, page A-8a.

Graduate Programs Committee

The Graduate Programs Committee shall consist of the Director
ofcGradua 4 Studies and the Chief Academic afice;, both of whom
shall rVe, IT ex officio, non-voting capacities, and sic members
of e ,facul y appointed by the President of the College. The
C4 I ittee wi 1 also include two graduate. student members appointed
y the ?resident of-the College. The chairperSon and secretary of
the Graduate Programs Committee will be elected from the membership
of the Committee.

Housing Committee

This Committee was replaced by the Adkilary Services Board by
action of the, Academic Council, March 6, 1972. For a description
of the Board see section J, page A-8a.
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The Intercollegiate Athletics. Committeq, shall he composed'of
four members of the faculty appointed by the President of the College

and four students. The Chairperson of the Committee shall be elected /
from the membership ofthe Committee. In addition, the Chief Academic
Officer and the Chief Business and Finance Officer, or their represent
atives, shall serve in ex officio, nonvoting capacities.

Library Committee

The Library CoMmittee shall be composed of three members of the
faculty appointed by theoPresident of the'College and three students.
The Chairperson of the Library Committee shall be elected from the
membership of the Committee. The Chief Librarian shall serve in an

ex/officio, nonvoting capacity.

Public Programs Committee

The Public Programs Committee shall be composed of five members
of the faculty appointed by the President of the College and five
students. The Chairperson of the Public Programs Committee shall
elected from the membership of the Committee.' Representatives f m

the President's Office, the Office -of the Chief Ausiness and F anc

Officer,.and,the Office of the Chief Student Personnel Offic r shall
serve in ex officio, nonvoting capacities.

Student Rights and Responsibilities Committee

The Student Rights and Responsibilities Commi ee shall consist
of five facollty members appointed by the President of the College and
fivestudents. The Chairperson of the Committee shall be elected by
the Committee fora -one year term.

Summer and Eyening'Provams Committee

'' The SUmme'r and Evening Programs Committee shall be composed of
six faculty members appointed by the President of the College and
two evening student representatives.

.0)
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G. FACULTY MEDIATI1A,;,AND HEARING PROCEDURE

There s all .e a Faculty. Mediation- Inquiry Commits e, and a Faculty.
Hearing mitee with provisions for a Faculty aring Panel as
cases ide. These Committees report directly to the Acadeqicflean
and e President ,of the College.

aculty Hearing Committee

The Faculty Hearing Committee shall be compo ed of fifteen
tenured faculty membefs.elected at-large for ov lapping three
year terms. The chairperson shall be elected/by and from the
membership of the Committee.

Faculty Hearing Panel

the Faculty Hearing Panel shall be composed of five te ured
faculty'members elected by the Faculty Hearing Committee Yhom its
membership when a case is to be heard.

Mediation-Inquiry Committee

TbeMediation-Inquiry Committee shall be composed of five
faculty memberschosen by the Faculty Association acdording to
its selection procedures:.

1. BY-LAWS

The By -Laws of this constitution sh#11 be approved by the ACademic
Council by a majority vote. The fo owing shall be a part of these
By-Laws:

1. The AAUP 1540 Statement on Academic Freedom and subsequent
statements on Academic Freedom, tenure, and dismissal Of
faculty members.

2. The AAUP 1966 Statement on Governance of Colleges and
Universities.

3. The Joint Statement on Rights and-Responsibilities of
Students.

I. AMENDMENTS

Amendments to this constitution may be proposed by two-thirds of
the membership of the Academic Council or.A3ypetition of 20. of.
thebembership of the Faculty AssociatiOn or by two-thitrds of the
Student Government Association SenatN

Ratification of a properly proposed amendment shall be by action
of the majority of the members of the Facultye Association and a

majority of'the members of the Student Government Association
Senate.

N40
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L. AUXILIARY SERVICES BOARD

1the Auxifi'ary'Seryices Board shall be cvmposed of two faculty

and two student members of the Academic Council appointed by the

chairperson of'the Academic Council and one faculty member' appointed'

by the President of, the Faculty Associatlop andone studenilappointed

blyuthe President-of the Student government AssociatiOn. Teilms,:of

membership shall-13e one. year, conterminous with 'AcademiC Council

terms. The Board;NS11 elect its oWn'.chairperson. ."

X, FISCAL AFFAIRS COMMITTEE

The, Fiscal Affairs Committee shag be composed of three faculty

,and three studentmembers appointed in the regular manner. In addif-

ion, the Chief Acadetic Officer.the Chief Business and f inance Of

and theChief Student persOnnet Officer, or their representativeS,-

shall serve in an ex officioapacty..

L. LONG RANGE PLANNING COMMITTEE'
- . 0

I

The Long Range Planning'COMmittee shall be cOmpOsed of three

faculty and three studdnt members appointed, in the regular.rnanner.

In addition, the Chief Academicfiaer, the Chief'Business and

Finance Officer, and the Chief Student Personnel'Officer, or their

representatives, shall serve in an dk Officlo-capd:oitY,

,ti
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By-Laws of the Academic CoUnOP1
Approvedby the C64ncil, December 7, 1970

A. Electorate

All members of the facultyteaching six or More credit hours-
Under a regular Contract, all department chairman regardless
of teaching loads,a11,,members of the Lida Lee Tall Learning.
AdN.oureee,Center,*d all professional librarians shall be
members of the Faculty Association and thus form the.faculty
electorate.

2. All benefits, privileges, and opportunitiesof a person on
leave shall be continued in,the same manner,,as though the
person were on active duty.

3. The,,student electorate shall consist olthOse studentS elected'
to the Student Government Association Senate-,

B. CouncilMembers'

Election of faculty members of.the Academic Council and elect 1

faculty members of Committees for-the ensuing year shall Cake
place before the las:day of Classes in he spring term'. Faculty
members of, the Council shall begin their terms of offJ.ce on the
following September first. Election of student members of the
Acadetic Council shall take place after the new Student Government
AssociatiA president and senate have taken office each spring term
but before, the first fall' meeting of the. Council,

Immediately after the.annual organization of theCouncil., the chair-
person shall publish a list of all Council members with their office
extensions and/or box numbers.` Each Council member,shallbe
able at least one hour a week for consultation on CoUncil husiness.

C. -Officers of Council

1. All officers shall hold offioe for ae.term of one year.

The Chairperson

a.s The Chairperson shall bethe chief liaison officer between,
the Council'and the Administration.

b, The Chairperson shall he the'responsiblehddgetingand
accounting' 4ffiter,of the Council,

4 "
he Parliamentarian

a. The Parliamentarian shall be
;

appointed.by,the7Adademic Council
at the first meeting of the academic Oar and shall serve in
that office for one year.

b.. 'The, Parliamentarianshall serve in .an'adVisOry capacity to the
1 ,

Academic.Council and, in particuir, to,, the Chairperson.
The Parliamentarian 'shall advise:On matters concerning the

W H ,
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Constit4ion, its By-Laws,,and on rules of procedure in
accordance with Robert's Rules of 'Order Revised. (1951)

d. After receiving the advice. of the Parlia, enterian, the
Chairperson shall 'have the\,,sole authority o decide on,
matters concerning the Constitution,.its B Laws, and
rules of proceduie. Ahy member of the Acad c Godncil

' may "appeal the decision from the Chair." In ccordariCe
with Robert's Rules of Order, a-majority vote s 11Abe
required to overrule the decision of. the Chair.

e. In the absence of the Parliamentarian, the Chairper n of
te- Academic Council may appointa substitute to sere` until
the return of the regular Parliamgntarian.

4. Member -at Large

The'Member at Large has the responsibility of coordinating' the
. activities of,committdes for the Academic Council. (See Sec. G
of these By-Laws).

r. The Executive Committee
A

4
The Executive oMmittee shaIl.determine its own procedures for the
conduct of its business. -These procedures must be approved by the 'CouncW The academic community shall be .nformed of the meeting
dates of the Executive Committee:. 'A regular monthly date should beset Aside.

E. The Agenda

1. The submitting_ of Agenda hems

a. Any member of thaTowson State College Community has the.
.right to submit an item for,the Agenda to the Executive
Committee.

b., All Agenda items shall be submitted in the form of formal
resolutions.

v

Agenda items should be sugmitted-in writing to the,Vice-
Chairperson. of the Council piior to the EXecutive Committee-
meeting.

,d. The ExecUtive Committee ip to decide by majority vote the
order of agenda,items to be considered by the -Academic Council.All items must be brought-before the Academic Council, unless
withdrawn,,within 'a reasonable.tiMe...
The - Executive CoulMittee of-the Academic Council 4s empowered
to recommend that the AcAdeMic Cpuncil declare, 'by majority
vote, certain agenda items to b .matters'of great moment..
'Once so declared, these items all be introduced and debated,
but may not be voted on until he following meeting. The
Academic. Council may remove -ad item from'this status by a,
majority vote of those present:

2. The agenda for regularly scheduled, meeting of the Academic Council
must be deposited in the college mail system no less than one week
in advance fox diStribution to faculty, administrators, and student,

5
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leaders.. The agenda must a:Jo be posted on one public:bulletin
board in ea01 permanent college building in which claa'Pes Pre held.

3. Written' material pertaining to agenda items must be addressed
to members of the Academic Council and deposited in the ,college
mail system not less than one week in advance of regularly sche-
duled meeting. Each copy of the agenda shall inforfn the recipient,
that five copies of the written materials pertaining to agenda
items will he held at'the Reserve Desk of the library.

4. Changes in the Agenda

a. At the beginning of each'meeting,of'the Academic Council', the
Chairpetson shall entertain changes to the Agenda as submitted
by the Executive Committee. If there are'no changes, the Agenda
shall stand as submitted by the Executive Committee.

.

b. Any changes in the Agenda (additions, deletions, or Special
Order of Business) shall require a two-thirds (2/3)vote.:

c. In cases of extreme urgency, a Member of the AcPdemic Council
may at any time during the meeting risk on a, point of "Personal
Privilege" and movep "Special,Order of Bdsiness for the con-
'sideration of.a particular'resolution." This motion shall take
precedence over all other mations on the floor'and shall require
a 2/3 vote for passage. Once as a "Special Order of Business"
the proposed resolution. shall take precedence over, the regular
agenda.

5. Structureof the Agenda - The Agenda shall have the following
structure;

a. Call to Order - The Chairperson
b. Roll .Call - TheSecretary
c. ApprbvpI of the Agenda - The Chairperson
d. Approval of the Minutes - The Chairperson
e. Officer's Report (can be any of, the following)

1,

(1) President of the College
(2) Dean of the College
(3) Dean of Students
(4) Director of Business and'Finance

e:

(5) Dlr. Ctor of Institutional Development
(6) Pre ident of the Facdlty:AssociPtion
(7) Pr sident of the SGA'
(8) Chairperson of Academic Council
<9) Viee Chairperson of Academic Council

f Old Business
g. New Business
h. .Announcements (by any member of the Academic Council)

F. Procedures of the Academic Council

1. Participation of Non-Academic Council Members
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a. The Chairperson,411 have the'rig t to recogniz ,any member.
1

of the Towson State Collegetommun ty or guest for the pUtpose

of gpeakin .
..

.

!

b. AnY,Membert of the Academic douncil may yield th, floor t any

member of/the Towson,State College Community or, guest f r the

purpose o speaking.
c. Any member of theAcademiciCouncil may object o the Partici-

pation of a Non-Academic Council Member. I a cordance with

Robert's Rules,Pf Order Revised, the Council y be a two-thirds

(2/3) vote overrule the objection and allow e Non Council
Member to speak.

8-7

7. Voting

The Secretary she 1 record the vote of the Council pn all motions.,
This record shall be available to all members. of the academic

community. When a roll call vote-is ordered on a motion, the
Secretary will publish the results as part of the minutes of
the irietitig.

1

3. Minutes of meetings of the Academic Council must be deposited
in the college. mail system no later than one week following
a meeting and shall be distributed to faculty, administrators,

and student leaders. Minutes also must be posted on at least
.ane public bulletin board.

4. The Executive, Committee shall cause a tape recording of each
meeting of the Academic COUncil to be made and shall have it
placed in the media room of the library for use by any member
of the college community.

G. Committees Responsible to the Academic Council ding Committees)

1. Committee meetings are'open to all members of he College

CoMmunity. Non-members may speak at committee meetings
with the permission of the committee. Executive sessions
of committees, at which'non-members are excluded, are pet-
mitteds but -each time,an executive, session is held, the chair-
person must file a statementeof reasons for such action
with the Executive Committee of the Academi6 Council.

2. The committee year shall be from Oc'tober 15 to October 15.-

3. All chairperson of committees shall be elected by majority.
vote by and from among the membership of the committee.,
The term of office shall be one year subject to_re-elTion.,

. 4. A quorum shall consist of one more than half the members
of the committee eligible to vote. No binding action may
be taken without a quorum present.
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5. Commi
it

tee meetings should normally be conducted informally,
.

i
but commits es may, by majority vote,'adopt the formal pro-
$edures us by the Academic Council.

-

6. L ialicy deco sions,and rec mthendations for poi* .decisions
, iust.be ag ee upon by major ty, vote orithe commit ee members

nt at the time of the v te.
) s

j !Dul elec ed .t appointed mbe s of co ittees s all have
i

the O.ght to speak a d to te.i 'Ex oft cio'membe s have
the ;right to speak. i

i

I
i

. Committees s ould me at least twice 4 semester. f the work
of the committee do wnoi warrant meetings this qft n, the
committee s ould requests, the COUncil tO consider th committee's
"abolition,, :xcept in such cases where ithe committee existence
is required byithe Constitution or, the regulations f the Board
of TrusteeS. /

9. Committeess all remain active during the summer.-: Regular members
of elected c mmittees w indicate that they will be-Unavailable
for committee service during the,summer shall a tomatically be
replaced fok the summer onl by that-eligible f culty member who
received tie next highest rni ber of votes in th last previous
-election for membership on t at committee. Reg lar faculty
members of appointed committees who indicate that'they will be
unavailable for committee service during the summer shall be
replaced for the summer only by appointment by the President
of the College from among nominees supplied by the President
of the Faculty Association, or student members from nominees
supplied by the President of the Student Government Association.
These same procedures shall apply when regular members Of comm
ittees take sabbaticals or leaves of absence for one year r less,
and indicate that. they will be unavailable fdi committee s rvice'
during that sabbatical or leave of absence:, except that th period
of replacement shall be.for the period' of the sabbatical o leave

1 of absence. These selection procedures do not apply to m bers of
divisional promotion and tenure co ees since they are ubject
to rules adopted by the Academic Coun on November 6, 19 2.

10. C mmittees may establish subcommittees from among their o member -,
s ip or from the College generally. Descriptions' of such ub-
c mmittees and the names of their members should appear pro ptly.,
in the committee minutes so that the Academic Council gill become
aware of their creation.

11. No faculty member or student may serve On more than two Standing
Committees simultaneously. Appeals fror this By-Law may be made
to the Executive Committee of the Council, which may make excep-
tions. a
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12/ Typing, duplicating, and stenographic services, if otherwise
not available, shall Ire provided through the office of the
President of tic College.

13. When a standing ComMitte is abolished or a new one created under
the provisions of the Constitution (F, introduction),the action
shall not be regarded as an amendment to the Constitution, but.
as a change in the By7Laws. Any newly created committee must
draw up a formal statement of its responsibilities, and procedures
and have them incorporated into the By-Lat4s as described in the
Constitution.

14.,:The Member-,at-,Large,ofOthe Academic Council's Exetutive Committee
shall becthe Council member with the resPonsibility,of maintaining
the committee structure and providing liaison among committees.

15, Each com6ttee shall elect a secretary from among its membership.

1 . Since committees are agents of the Council and draw their authority
from the Council, the Council hAs the right to question any committee .

aetionat.any time. So as to permit orderly committee work, such an
action' shou d be taken as promptly as possible after the Member-at
Large of t e Executive COmmittee receives the committee's minutes.

17. To .assist th Executive Committee in maintaining the Committee
StruCture the College, each co/ifmittee shall:

a.1 Send ot ces of future meetings to the Member-aCLarge.
b. Send cop es of minutes of all meetings to the-Member-at-

Large w thin two weeks After the meeting. .

c; Send, s parately froM the mi utes, statements of pokicy
approve by the comm ttee.

d. Send, to the Member- t4arge at least ;one month prior to
the expiration of th Committee Year, :an annual report
which should include these itemst

(1). A summary of tie 'year's activities.
(2). A statement of all policy Aanges in the coMmittee's

area of respon,Lbility including those made by the
committee and Op:; . nalle by the Council athe
Committee's reqUes

(3) . A statem2rit4 ofrpnItng work, .matters that are in
Proeesa and that' w.il, receive attention'in the forth-
comilv,,, year.

.(4). A sCatement of prOl-ems, matters that should receive,
attention either. hi the committee or someone else.

(5). Recomm,,ndatioris for the. improvement of the committee
ft

and tlw. committee structure. '

(6). Attenda44 records of all committee members.

18. When working papers of Council. Committees are no longer functional
to the Committee, they shall be submitted to the College Archives.
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H. ResponSibilities of Standing Committees.

Academic Standards Committee

1.

To establish all policies governing the Academic status of
the undergraduate college student, such as classification,
good standing, probation,-graduation, grading system, and
dismissal.

2. To interpret academic policies in marginal cases as re-
quested by administrators and faculty.

3. To approve or disapprove student appeals:
a. For unusual or special programs in all Academic

Sessions of the College.

b. For parts of programs to be taken at other institutio s.
c. For any exceptions to the degree-requirements because of

unusual circumstances.

d- For reconsideration ot any decisions made by the Comm tteel,-,

These appeals are submitted by the student through the
Registrar, the Secretary of the Committee.

4. To approve or disapprove departmental recommendations for
I

to

granting credit toward adegree for relevant educational!
1

and profession 1 experience completed prior matriculation

t .
/

:

at the College.

/ I

5. To approve orldisapprove all cases of reads sion to the Co lege
and of transfer fiom Arts and Sciendes to Teacher Education or
the reverse.

,

/

6: To establish policies elating to alny other academic standards
of the College.

I

0 1

,Admissions Committee

1. To / establish policies/regarding admission of -undergraduate
students.

2. To implement policies that will attract students through
ihnovative adMission,programs and also serve to enha ce
the image of the College.

3. To establish policies thtwill'implement goals reaffirm he
commitmentsof the-College, such as integration and:academic
excellence.

4. To establish'policies under which student with special talents',
but lacking certain requirements, may be .admitted to the College.

r
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5.- To encourage 'studies-relating to the quality of entering students,
causes of failure, voluntary withdrawals, and similar' concerns,
which may be relevant to admission='policieS%

6. To review'and study research relating to the quality of entering
studenks and to utilize the findings in establishing Additional
or revised admission policies.

7. To review all cases referred to the Committee and tb make e-

commendations to the Director of Admissions for considera ipn
in making.final'deasions in specific sit tions.

Curriculum Committee

a

1. Approve all undergraduate courses, prog 'mS and credit earning

experiences; to read and note all gradu te*courses,,pro rams and Y

credit learning experiences and change therein.

2.
f , do.

Maintain the official College file of pproVed,courses programs

And credit learning experiences.

3. Coordinate all Curricular activities.
.

4. coordinate theol fforts of departments
nterdisciplin ry programs. .

curriculum5. udy the overall curriculum of the College and identify the Areas

where strengthening is'needed. Co ission, if need be, studies to
determine the feasibility of changi g the curriculum in various ways.

1

6. Establish policies for carrying out

involvedAn developing

College Prbmotions and Tenure:Committee

I,

To adffiinister the systemtof faculty evaluation by 4mpleinnting the

provisions set forth in/the document "Faculty Evaluation at Tbwson

. State College."
4

i

Faculty earch Committee

the functions of the committee.
)

!
,l. ° To acquire financial support for faculty research whenever possibie':

,

2. Ti establish criteria/and guidelines-for the distribution of support

funds, and to award these grants based on the review o resea

proposals.

1

3. To advise faculty as to the nature pf fundable research activities.

4. To further Towson State College as an institution which encourages

and supports research.

5, To review and monitor research projects that involve human subjects

and Which are the responsibility of Towson State College or the

Towson State College Foundation.
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Fiscal Affairs Committee

aFji

Long Range Planning Committee

.50

1.32



Graduate Pro mittee

1. b ish poliey i.n t e areas Of admissions, curricula,
degree.§-,--the thesis, tandards,\and Other
a ild theadvise Dean Graduate Studies op.theI4,,administra-
tion..

2. Propose to eh-&--depaittilntscondernedthe changes in the
graduate studies Iii-t. m that will serve the needs of the
College and.subAt to the-Curriculum Committee to read 4_,

- ,

and noie graduate programs and curse proposals that have
receiveddepartmental and Graddate Studies'CoMmittee

'-approval.' Send to the Academic Colincil-for approval all
, graduate program proposals prior to submission to the
dyrogramComm;atee of 'the Board of TriAtees..- ,

s

3. Assist Departments.i the adequate staffing and funding of
of `'the graduate studiesegra9.

1.
, 1..

4. Review-periodicall the organizat olt, .functions,Aand
effectiveness of

/

t e mtiregraduate'atudies program.

rr

The Committee will lbe ex ected to develop policies in the-various

t

xplanatory,Notes: /

responsibility areas by orking closely with the .Dean of Gtaduate

I

0

StlidtvrTlind assigned departmental represertat.ives.7 it is anticipated
that details Of student admissions, development of curriculum and
degree programs, and th ?sis advising and rng ad eadingyill be the' _,-<

___

responsibilities of the 'graduate program-coordinators and facultyre

4
The chief administratiVe officers of the Collegg.-and the ,depArt-
nents should inform th Committee of neededcrlangeS-In the graduate

tstudies program. The ommittoe should make-anattempt to keep
informed oruew developments and-literature in the area of graduate
programs.. r ,

.

o A

II

Basic E.cancards:for the siaffi:ng-of the graduate studies,, program
will be de ermined bYlthe Q9Elmittee and periodic check made -to-
verifY thelmaintenance of desired standards.

Trte'reoljeLlate Athletic Committee

1. To reqiew,'distmss, and approve the budget of the Inter-
collsv,inte--Intr=ural Program as submitCed by the directors
for men's and women's athletics. -The Budget will then be
prcsc-nted to t he members of the Student Service Fee- Board for/'
their considOrati.on.

2. To etablish all po y dealing with gate receipts.'
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TO discuss and approve,a formula-for travel allowances
'submitted by the\ direCtors of athletics.

To provide for an orderly procedure for transferring. funds
from one category of the budget to another.

p.x limits of overnight travel allowances.

To periodically 'diSCuss eligibility rules ullththe
Director of Athletics to insure that they are enf rced.

a

7. To provide for recruitment,and public relations allowances
in the udget.

8. To bec me informed about the awarding'of athletic scholarships,
at To son and the source of funds necessary tgi administer the
prog am.

9. To check with the directors of athletics,)to guarantee that the
coaches have been assured that all par icipanta in intramural and
intercollegiate athletics at Towson tate College have adequate
insurance coverage.

10. To be informed by the director of athletics'that all particlpants
J.n intercollegiate athletics ave physical examinations before the
sport begins.

11'.' To set llmits'on the slze of teams that are involved in inter
.. 'collegiate athletics/

12. To see that coa es are aware of the necessity for all participants'
in intercoll iate and intramural athletics to uphold the code of
ethics dev oped by the Comm(ttee:

Library CoMMittee

General Purpose:

The Committee serves asS policymaking body 'Find in an advisory I

capacity. Its function is tii) consider how the Library may best serve!
the Towson academic community. In this regard, t1e Committee serves
as a focal point for presentation nd discussion Of the needs and de
sires of the faculty, the students, and the Libraty'and make recommend
ations for the 'improvement, of the operation and flacilities cif the :,Library.
The Committee does not concern itself with superVision of library personnel.

Special Functions:el

1. Study.Library needs in view of the academic program, establish
general library-policies, and advise the Librarian regarding
the develoMent of library resources, and means which may best
integrate the library program with other academic activities of
-the College.
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2. Serve as liaison between the library and the fac ty and
students, and represent the kibrary's interests o,the
college communttt,

3. Receive from the Librarian the budget requet or the fiscal
year indicated and make recommendations.

'18-75

4. Consult with the Librarian and advise on the policy by which
rt, the college library budget will be allocated.

5. RecomMend plans for the development or e pansion of facilities
and service'S, and encourage greater use .0 the library within
the college community.

Public Programs Committee

Duties'of Committee Members
G I

A. Develop Program consisting of:

1. public performance series

2. lecture and exhibition series

3. programs of departmental interest

-B. Develo

1

systematic method of evaluation for all programs.

'2. Budget

A. Developed, by chairperson, reviewed and approved 1y the
committee and submitted to college authorities for re-
view.and presentation to legislature.,'

f.)
B. ',Internal budget for each P rogram'is developed and approved

by the committee.

C. !,chairperson, submits a current budget breakdoWn to the
committee on a bi-monthly bgsis.

D. Chairperson communicates with each departmental contact
on status of that department's Public Programs budget at
least each semester.

3. Technical Functions

A. Contracts

1. A written contract is required for;a11 artists Who
appear on campus and are paid

I

2. In general, the artist or a e t is required to submit
the contract
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9.

3. Where a contract from the artist or agent is not
available, a contract is initiated by the committee

'4. Contracts are reviewed by the chairperson, initialed
by the chairperson, and s(gned by the Vice PreSident
for Finance and Management or the Vice-President for
Student Affairs

B. House Management

1. .House management for events will 'be arranged in coop-
eration with the office of Special Services and.will
include any or all of the following: the Coordinator
of Special Services will have final responsibility
for 4peomplishing any or all of the following as re-
quested by Public Programs:

a. reserving facility

b. usherg

c. lighting

d. audiovisual

e, stage management .

f. special set-ups

g, receptions,

4. Changes in Policy Statement

A. alms' I.- III. re subject to annual review and revision by
the Public Prog ams Committee c

Stuaent Rights and nsibilities Committee

This Committee sha I devote itself,-to the safeguarding and
effective ithplementation o the rightsikvi freedoms of students,
at Towson State College, s well as to ale recognition of stUdent
respoRsibilities on campu . It shall prepare a code of these

.r.i.ghtg and responsibilities.
.

w i

. /
.

Thw-committee shall'serve as,an instrument fortthe expreasion of
-----"student grievances concerning any and all college matter's and

lol; their judicious investigation. "It shall hold,hearings, collect
evidence, deliberate and issue recommendations,to the Academic Council.

C4
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- Summer°,and Evening Programs Committee

1. Approve policies relating to evening and summer
schoOl programs and faculty.°

2. 'Establish new programs

3. Plan new areas or populations of involvement for
theevening and summer prbgramsr.

4. Work with other college c
concern to the evening an

ees in thOse areas of
er progr

5. Establish psFiodic evaluations of the ev ning and
summer programs.

1

o,

Executive.Committee of the Academic Council

1. Meetings of the Executive. Committee shall be chaired
by the Vice-Chairperson of the Council.

.

. Items submitted for the agenda of a Council meeting
shall be acted upon separately by theCommittee. Each
Item shall be judged as to apprOpriateness of wording;
e.g., it in a fOrm that the,Council can act upon.
If in ethe judgment Of the, qammittee, an itemiis in-

appropriately worded, it will' be returned to the sender

with 'suggested. rewording. The sender may resubmit it
without change which will oblige the Committee to place
the item on the agenda as is.

- 3. The Committee decides upon the order of items in the
agenda as -directed in the By-Laws, E, 1, d. ,zz

Committee will initiate ethergency action on y a ter it
has formally declared that an emergency exists./ This will

. require a majority vote of the voting members df the Committee.
A record of, this vote be;given to-the Council at the

which'meeting in hich the emergency action is reviewed,(Constitu:
tion,'C, 3, c.)

Os
5. A quorum' of the Committee'shall'consist'of 4 voting members.

Faculty Hearing Committee

'
1; Responsibilities_

The Faculty Hearing Committee has the responsibility of
-ems ngacademiC`due4protees and academic .freedom at Towson -
State-College. It seVes these ends: first, by performing,,
the duties assigned't,o it by Article Two; Section Three,: and
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Article Three of the "Regulations and Procedures Governing. Academic
Freedom and Tenure in the MarYlend State Colleges Under the Juris-
-diction of the Board of TruSiees of the State. Colleges" and by
SectiOn G and Section H of the "'Towson State College Constitution";
and, .second, by establishing such other policies and procedures as
may be, both consistent with these two documents and necessary for
the effective conduct of its business..

2./ Chairperson

A. The chairpersdn shall call and preside at meetings o
COmmittee.

B. The chairperson shall conduct elections of Faculty Hearing
Panels and rule ti challenges of Panel member's.

C. The chairperson shall serve as the presiding o fiter of
each Faciulty Hearing Panel until a Panel chair erson is
elected

D. The ch irperson shall perform such other Cities as, may
beassigned from. time to time by the dOmmittee, the
Aclademic ,Council, or the-ExetutiveCommittee of the
Aademic Council. -1

3. Meetings

A: urposes: he Committee shall\ meet to consider polities
and procedures when requested y thePresident of, the
College, he Chief Academic Officer, the Mediation-Inquiry
CoMmittee, the Academic Council or a member of the Committee.

B. Voting: Except where otherwise' provided herein, decisions
of the Committee must.have the approval of two-thirds of
its members, the chairperson having the right to vote.

4. Elections

Elections may be conducted by mail or during meetings of the-
Committee.

1 I,

5. Faculty Hearing Panels

r.'A;.
Responsibility: The responsibility of each Faculty Hearing

. Panel 1_8 to hear a case involving alleged violations of
-.academic due process or academic freedom when so requested
by the Predifint of the College, the Chief Academic Officer,
or the Mediation- Inquiry Committee and to make a report of
its findings as provided in the documents mentioned; in the
introduction to theSe by-laws.
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B. Eligibility for_ Election: Neithe//the chairperson of ,the ":

Faculty Hearing Committee not a ember of the Committee
who as been"previously involv d in the case to be heard
may be a .member of a Panel, nOr may a member of the Comm-

'Attee who has been previously involved in the case to be
heard vote for members` of a Panel.

A-2,5
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. Election: Each Committee member eligible to vote shall
vote for five eligible members. The persons-receiving
the five - iighest numbers of votes shall constitute 9
Pane1,5=eies being bloken by a subsequent ballot. :)Should

a challenge of an elected Panel member be upheld, the
p rson having theA'next highest vote in the election shall -

'b come member./,ShouXd valid chAllenges exhaust the '

umbei, cif Faculti/Y/Hda ing Gommitteemembers eligible fqr
he ele tion, tlip cha rper on/Of the Committee shall
secure rqm the/ chairapers of the ElectionSCommtittee
the name of Faculty mem rs eligible to sery who re-!
ceived the next highest n mberof votes but f iled of
election at the last ele'ction for members of he Faculty
Hearing Committee, such faculty members to°se e on a

Faculty Panel in the order of the highest number of votes
received in that election.

D. Chairperson: Each Faculty Hearing Panel shall elect a
chairperson by majority vote and shall determine the duties
of the office.

E. Procedures: Except where explicitly prohibited by the
"Regulatiohs 'and Proceddres Governing Academic Freedom
and Tenure in the Maryland State Colleges Under the
Jurisdiction of the Board of Trustees of the State
-Colleges," each Faculty Hearing-Panel shall follow the
Procedures described in'Sections °5 and 10 of the "1968
Recommended Institutional Regulations on Academic Freedom
and Tenure" of the American Association'of University
Professors. 1 Each Panel may also establish such addi-
tional procedures as are both necessary for the effective
conduct of its business and consistent with the documents
mentioned in the immediately preceding sentence.

ro

Change in-Standing Committees

1. There shall be a de4ignatee bf the President of the College
entitled to attend all meetings of the Student's Rights and
Responsibilities Committee.

2. There shall be a designatee of the President of the College
entitled to attend all meetings of the Summer and,Evening
Programs, Committee.
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3. The College Union, Bookstore, and Housing Committees were
replaced 6 March, 1972 by the Auxiliary Services Board.
For a descrkPtion of the Board, see the Constitution,
folloiling. Section I. For a statement of the duties of
of the Board, se* Section J of these By-Laws.

4. The Fi cal Affairs and Planning Committee was replaced
by act on of the Academic Council 6 March, 1972 by the
Fiscal ffairs Committee and the Long Range Planning
Committ e. For descriptions of) the committees, see the
Constit tion, following Section 1.

J. Auxiliary Services Board
i

the dutieS of the to rd shali be as follows:
/

I ,

11. To .at'leas on e each sl mester.with the Director ofleet
Auxiliary Service at which time the, Board woulid be apprised

1 of the Auxiliary Services being provided and Ay proPosed
change's.

2. To give advice and opinion to the Director of Auxiliary
Services. ,

3. To bring to the Council's attention, by majority, vote of
the Board, areas of concern About the operation of auxiliary
services.

4. To submit an annual report, in May, to the Council describing
the status of the Auxiliary Services.

4 **0

K., A.A.U.P. Statements

Section H of the Towson State College Constitution provides
that the following documents shall be part of the By-Laws:

1

1. The AAUP 1940 Sta'te'ment on Academic Freedoni and subsequent
statements on Academic Freedom, tenure, and dismissal of
faculty members.

2. The AAUP 1966 Statement on Governance of Colleges and
Universities.

3. The Joint Statement on Rights and Responsibilities o
Students.

These documents are to be found in the pamphlet "AAUP Policy
Documents and Reports, 1973 Edition" as follows:
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'I. ACademic Freedom and Tenure, 1940 Statement of Principles and 1970
Interpretive Comments Ik Page 1

. Statement do Procedureal Standards in Faculty Dismissal Proceed-
ings Page

. Procedural Standards in the Renewal or Nonrenewal of Faculty
Appointment, "4. a

.
Page 8

4. The Standards for Notice of N reappointment . . . . . . . . Page 113

.

i

i',
I.

/5 . ,Commi,ttee7A Statement on E Utterances Page 14

6..1' 1972 Recommended Institutions 'Regulations on Academic Freedom
and Tenure . . . . .4

Page 15
N.\

7. Statement on Professors,and Political Activity Page 21

8. Faculty Appointment and Family Relationship . . . Page 23

9. Academic Freedom and-Tenure in the .Quest for National Security., Page 24

10. Report of the Special Committee on Academic Personnel Ineligible
for Tenure Page 30

11. Report on Retiremept and Academic Freedom ,Page 33

12. Statement on Government of Colleges and Universities Page 35.

13. Joint Statement on Rights and Freedoms of Students . E . . . Page 67

st"
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APPENDIX B

CONSTITUTION

OF THE

SENATE OF THE STATE COLLEGES OF MARYLAND

8.74

In or er to provide for participation by the aculties of
the M ryland state colleges in the formulation of systemwide
policy relating to the colleges, there is hereby created the
faculty Senate of the State Colleges of Maryland (hereinafter
referred to as "the Senate").

ARTICLE I

Section 1. Purpose

It shall be the purpose of the Senate to setve as the official
voice of the faculties of the Maryland state colleges in
matters of systemwide concern; to-consider/matters concerning
systemwide policies and to make recommendations thereon to
the Board of Trustees; and to assume such responsibilities
and perform such functions as may be delegated to it by the
Board of Trustees of the State Colleges.

ARTICLE II

Section 1. Eligibility to Vote.

All full-time members of the faculty,at each college shall be
eligible to vote, in elections held for the, purpose of electing

or recalling Senators from that college andrin-elections
held for any of the purposes set forth in Atticle V, Section 1
and in Article VIII, Section 2.

Section 2. Eligibility to Serve as a Senator

Any full-time member of the faculty of a college shall be
eligible to serve as a Senator from that college.

Section 3. Membership

The membership of the Senate shall consist of:

(a) two Senators elected from each college regardless
of its size; and

(b) one additional Senator elected from each college for
every-two hundred faculty members or fraction
'thereof beyond two hundred in such college,
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Section 4. Representation for New Colleges

The faculty'for each college newly incorporated intoithe
state college system shall elect its first voting Senators
in th'e Spring of the college's first academic year following
its incorporation into the system.' At any time after
incorporation of the college and prior to the time the
voting Senators take office, the faculty of the college may
send a non-voting representative to meetings'of the. Senate.

Section S. Elections

Senators from each college shalrbe elected by a majority of
the votes cast by the faculty of such college. In any year
in which an election shall be held at any college, the election
results shall be certified to the chairman of the Senate and
the Board of Trustees by the president of such college on or
before'May 1; and the Senators shall take office on or before
J ne 1.

S ction 6. Terms of Office /

A Senator shall be elected to serve a term of three years,
except that the Senate shall establish the leAgth of the
initial term of each Senator at the first meeting of the
Senate. The Senate shall establish at that meeting appropriate
procedures whereby approximately one-third of its members,
shall be elected each year. A Senator shall be eligible for
re-election with the restriction that at least one year must
elapse between the' end of his second consecutive full term and

I

the beginning of'a third full tetm.

Section 7. Vacancies

In the event that an elected Senator shall be absent for one
semester or longer, the faculty of his college shall elect a
substitute who shall serve. for him during his absence. In
the event that_an elected Senator shall" die or resign from
the faCulty of his college or from the Senate, the faculty
of his college shall elect a successor who shall serve for
the remainder of his term.

. Section 8. Recall of Senators

A Senator may be recalled by a faculty of a college if, in
a special election held for such purpose, a majority oT the
full-time members of the faculty of such college vote to
recall him. In such event, a su cessor shall be elected
who shall serve for the remainder' f his term.
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Section 9. Faculty Defined

As employed in this Constitution, the term "faculty" shall mean

tftgt group_ of persons at each individual college which are
recognized at Such college as constituting the faculty thereof.

ARTICLE III ,
Section.. 1. Names of Officers

.
There shall be a Presideneof the Senate, and such other officers

as shall be specified in the By-Laws.

Section 2. Duties of,Officers

The time and manner of election, the length of terms and the

dutAs and responsibilities of officers shall be specified in

the By-Laws.

ARTICLE IV

Section 1. Meetings

There shall be at least four meetings of the Senate during each -

academic year., Additional meetings may be convened by the

chairman Of the Senate, or by procedure which shall be specified

by the By-Laws.

Section 2. Voting

A quorum shall consist of a majority of the membership of the Senate.

Action shall require the appxoval of a majority of those present and

voting. Voting by proxy shall not be permitted.

ARTICLE V

Section 1. Referendum

Any recommendation adopted by the Senate shall be referred to the

faculties of faculties of the Maryland state colleges when resolu-

tions requesting such a referendum are adopted by a majority vote of,

the faculties of at least one-third of the colleges, or when forty

percent of the membership of the Senate supportaba motion for such

a referendum. Approval of recommendations so referred shall require

a majority of the votes cast in systemwide balloting held for such

purpose, provided that forty percent or more of the electorate of

each'college participate in the balloting.
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ARTICLE VI

Section,l. Communicationslwith the Colleges

I ,

In order to provide adequate communications with the faculties

of the several colleges, the Senate shall cireulate_to_the
faculties and to the president of each college materials
relevant to the activities of the Senate, such as agenda for

and minutes of its meetings; committee reports and information

on pending matters.

Section 2. Recommendations of the Senate

All recommendations of the Senate to the Board of Trustees
shall be in writing and shall be forwarded to the Board of
Trustees at its principal office or at such other place as
the Board of Trustees may designate.

ARTICLE VII

Section 1.. By-Laws

The Senate may adopt By-Laws consistent with this Constitution,

provide for committees, and establish its own rules of

procedure.

Section 2. Rules, of Order

Unless otherwise provided in this Constitution or in the By-

Laws, the rules contained in Robert's Rules of Order Revised,

as copyrighted in 1951 by Isabel H. Robert, shall govern the

procedures at and the conduct of the meetings of the Senate

and its pommittees. 2

ARTICLE VIII

Section 1. Amendments

Amendments to this Constitution may be proposed by the Board
of Trustees, or by a resolution adopted by a majority vote
of the faculties of at least one-third of the several
colleges, or by a majority of those present and voting at a
meeting of the Senate.

Section 2. Ratification of Amendment

Ratification shall require a majority of the total vote cast

in a systemwide referendum and-a majority of the votes cast

at each of a majority of the colleges, provided that forty

percent or more of the electorate' at each college participates
in the balloting.
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Section 3. Adoption of Amendments
.,,

Aiendments shall become effective upon ratification by the
faculties of the several colleges as stipulated in Section 2
boy., and upon approval by the Board of Trustees.

,
ARTICLE IX

section 1. Adoption

This Constitution shall become effective upon adoption of
same by action of the Board of Trustees.

Section 2. Term

Once adopted, this Constitution shall remain in force and
effect, as amended from time to time in accordance with the
provisions of Article VIII, until such time as it is terminated
by law or by action of the Board of Trustees.
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. APPENDIX D
Constitution and By-Laws

TOWSON STATE COLLEGE CHAPTER

AMERICAN ASSOCIATION OF UNIVERSITY PROFESSORS/FACULTY ASSOCIATION

ARTICLE I. NAME AND PURPOSE:

A. Name. The name of this organization shall be the Towson State College Chapter

of the American Association of University-Professors /Faculty Association.

B. purpose:. The purposes of this' organization shall be to

represent the professional interests of the Faculty of the College,

advance the standards, ideals, and welfare of hi her education,

seeve,.when'properly elected, as the collective b6r aining agent and

exclusive representative of the faculty,

4. improve the to ms and conditions of employment for faculty.

ARTICLE II. MEMBERSHIP AND DUES

ere shall be two categories of membership contin.geht solely upon the,. payment of

appropriate national and local Illues. These are:

410 A. Active Membership. An Active Member is any faculty member employed by the

College with.primary responsibility for classroom teaching Who haSapplied for

membership and who has paid or is paying national and local dues. Librarians,

elected department chairpersons, visiting tecturers, and part-time instructors

are included in this definition. Full-time members of the College

Administration and classified employees of the'College are excluded. Only

active members may vote in the eleCtions of the Chapter, hold elective office

in the Chapter, or in other ways be concerned with the Chapter as a collective

bargaining agency.

. Non-Baggaining Membership. A non-Bargaining Member is a facultY.member as

defined in II, A. who has not applied for AAUP membership.dr who declines'to

pay local dues. Non-Bargaining Members are entitled to participate in,Chapter

activities, including service-on Committees, but may not vote'ln Chapter

elections, hold elective office in 'the Chapter, serve on the Steering

Committee, nor otherwise Oarticipate in the collective bargaining activities

9
of the Chapter.

,

Dues. A combination of national and local dues shall be annually proposed

by the Executive Committee and she]) be approved by a majority'of the voting

ActiveMembers,,either at a meeting of the Chapter or by mail ballot.

ARTICLE Ill, OFFICERS OF THE CHARTER

A. The'Chapter shall have a President, Vice-President,2Secretary, and Treasurer

elected for two year terms.

.
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ARTICLE III. OFFICERS OF THE CHAPTER (continued) A:

B. The President and Vice-President shall have the duties,hormally associated with
these offices, The President, shall call and preside over Chapter meetings,
Executive ComMittee meetings, and shall serve as a member of the Steering
Committee, He/she shall,serve as'an ex-officio, non-voting member of Chapter
committees. He/she shall appoint and nominate membership to Committees. The
Vice-President,shall serve as-a member of the Steering,Committee and shall keep
the Executive Committee informed as to the activity of Chapter Committees.

C. The Secretary and Treasurer,shall have .the duties normally associated with these .

offices. She Secretary shall keep the minutes of meetings, maintain the official
records of the Chapter, conduct the Chapter correspondence, and keep membership
records. The Treasurer shall be responsible for safeguarding and disbursing the
-Chapter monies and shall present an annual financial report. The Treasurer shall-
present a copy of the Chapter bank'statement to the Executive Committeeon a
monthly basis. 'If the administrative duties of the Secretary or Treasurer are
performed by a paid employee(s) of the Chapter, the Secretary or Treasurer shall
ensure that such duties are perfOrmed properly.

ARTICLE IV. DUTIES OF THE EXECUTIVE COMMITTEE

A. The current Chapter officers shall compose the Executive Committee. The
Executive Committee may invite non-voting, consulting members to aid in its
deliberations.

B. The Executive Co ittee shall act for the Chapter in carrying out the purpoSes
of the Chapter, sf 11 present annually, subject to ratification by the Active
Membership, the schedule of dues and regulations gOvernizio their payment,tshall
establish committees of the Chapter, shall determine the Agenda of Chapter .

meetings and properly inform the membership of the substance of Agenda items,
and shall convene special meetings of the Chapter. Committee appointments and
-nominations made by the President shall be ratified by the Executive Committee.

0

. The Executive Committee shall advise the membership on matters of faculty rights
and responsibilities. It shall present to the membership nominees for election
to the Steering Committee. Any action taken by the Executive CoMmittee may be-

r overruled,by a majority vote of those voting at a meeting of the membership.

ARTICLE V. MEETINGS AND QUORUM-
,

A. Chapter meetings shall be scheduled so that the membership may vote on important
issues. At °least one meeting shall be held in each of-the Fall and Spring
semesters.

B. The Executhie COMMittee must call a meetincomon being petitioned by 10% of the
Activej4emberS to o so.

2,
C. Regular and petitioned meetings shall be called at least one week prior to-the

meeting date; meetings for changing the Cc:institution or BY-LAWS require two
weeks notice. If the above advanced notices are given, no quorum of the
membership need exist. If the notices are not given, 50% of the Active Members
must be present in order for action to be taken. Meetings shall be called at a
time and place reasonably convenient to the faculty.

1 5 3
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ARTICLE V. MEETINGS AND QUORUM (continijed)!- \

,

D. Except where supplanted in the Constitution or BY-LAWSi the conduct of meetings,

shall 'be govefned by Roberts' Rules of Order,` Revised.

ARTICLE VI. THE STEERING COMMITTEE *

A. The Steering ,Committee shall be responsible for coriductifig--the_colledteve

bargaining activities of the ChaPter. It shall have the power to make policy

decisions in achieving the bargaining goals of the Chapter. It'shall act as

authorized and directed,,by the membership and shall, secure legal advice where'

-.appropriate. The Steering Committee,shall have the authority to appoint special

Service committees for 'research, analysis, or other purposes related to

collective bargaining. The Steering Committee may authorize disbursements of

Chapter funds subject to the ratification of the Executive Committee. Actions

of the Steering Committee shall be submitted to the Executive Committee for

review. Any Steering Committee action may be brought to the membership by the

Executive Committee for ratification.

B. The membership of the Steering Committee shall be 'as follows:

1. The,President and Vice-President of the Chapter.

A representative of the Council of Department, Chairpersons.

3. A Cbllective Bargaining Coordinator appointed annually by the President

.subject to the ratification of the,ExecutivelCommittee.,

3/4.- One Active Member frpm each of the academic divisions' of the College.

These members shall be elected in the Spring semester for one-year terms

by a vote of the active members of the Chapter. Vacancies occurring

beteen elections s'hall be filled by appointment by the Execubive Committee.

C. The Steering Committee shall solicit the views of the Active Members and'ihall

keep the faculty apprised of .collective bargaining developments. A malOr(ty

vote of the Active Members present at a meeting called for the Ourpdse shall

be necessary to ratify contract or other terms agreed to after negotiations.,

,The Steering Committee is.authorized to establish a Negotiating Team-fOr the"

.purpose of bargaining with the College and/or State of Maryland. .The:dOmposi--

tion and size of the Negotiating Team shall be at the discretion of the Steering,

Committee. The Nertiating Team shall disband upon ratification of terms agreed

to as a result of negotiation. The team may be advised and/or accompSnied by

legal counsel. ThChapter President may participate in planning and negotia-

tion whether or not appointed to the Negotiating Team. The Ndgotiating Team is

not authorized to approve, the disbursal of funds but may request such approval

from the Steerihg Committee.

ARTICLE VII. COMMITTEES

Chapter comor-t\toes shall be established as described in the BY-LAWS.

7 15i



ARTICLE VIII. DEPARTMENTAL REPRESENTATIVES

A. The Chapter, shall establish a structure for departmelal
departmental representative shall be an active member of
departmental representative will be selected in a manner'
the department and the,Chapter.
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representation. Each

the Chapter. The
satisfactory to both

B. Each departmental representative shall be responsible for liaison between the
department and the Chapter, for advising the Executive-CommiXtee and Steering
Committee on problems or questions raised by the departmenrivand for handling
AAUP matters in the department.

ARTtpLE IX. AMENDMENTS

Athendments to this Constitution may be proposed by any Chapter Member with suppcirt
.of 10%-of the membership and must include reasons for adoption: A special meeting
for the purpose of approving amendments must be called within one month of their
receipt by the Executive Committee. Tbe membership must receive two weeks notice
pf the meeting and the call of the meeling must include the-reasons for adopting
the amendraents.

r

fA

I

` v

15 5

April 4, 1974
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I. ELECTIONS

4

By-Laws

1. The annual Chapter election will beheld at the April Chapter meeting.

2. The Executive Committee shall determine the date of the election and

shall announce smile to the faculty at least six weeks in advance.

3. The elective vacancies on the Steering Committee shah be filled each

year in this election.

4. The election of Chapter officers shall occur on alternate years.

5. Candidates for Chapter offices and for positions on the Steering Committee

must be active members of AAUP (as defined in the Constitution) as of

March 1 of the election year.,

6. There shall be no limitation as to the number, of consecutive one-year

terms that a person may serve on the Steering Committee.
\

7. No perso shall serve, more ihan two consecutive two-year terms in the same

Chapter ffice.

.
The Nominitions.Committee upon notice of the date of the annual election

shall accept nominations for the'offices and positions to be filled.

.
Nominations shall be made known'to the memberShip through the AAUP.NEWS

NOTES and/or other available means not later than threelweiks before the

date of the election. Additional nominations shall be accepted from the

floor during the April meeting.

9. The precise election procedure shall be determined Iby thejxecutive

Committee, but the election shall be by secret ballot it the meeting on

the date announced. .

10. Election to any office or position shall be by' majority of those voti

In the case that no candidate receives a majority there shall be a r

off electiOn between the top two candidates for the vacant office.

11. The Executive Committee shall certify to the membership the results of

each election. N

II, ELECTED STANDING COMMITTEES

.' There shall be two standing committees (Mediation and Grievance)` to be

elected by the faculty at large. The election of persons to serve on

these committees shall be conducted by the Elections Committee in

conjunction with the'tall,ege-wide elections for other elected standing

ofcommittees othe College.

2. All tenured faculty,shall be eligible to serve on these two committees.

Terms of service are for three years.
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III. APPOINTED STANDING COMMITTEES

The ollowing are the appointed standing committees of the Chapter and are
resp nsible to the Executive Committee. Other standing committees may be
.cre ted at a subsequent time. If a need for an additional committee is

termined, a proposal shall initiate from or be approveeby the Executive
Co ittee and shall be presented to the membership at a regular meeting for
app al.

1. COMMITTEE A: To be composed of 3-6 active Chapter members.. This
committee is to concern itself with all matters pertaining to academic
freedom and tenure at the college.

2. COMMITTEE To be composed of 3-6 active Chapter members.. Committee
assumes responsibility in matters affecting the quality of teaching,
research, and ublication.

3. COMMITTEE W: To becomposed of 5-10 faculty members. Committee works
to remove injustices of all types suffered by campus women.

4. MEMBERSHIP COMMITTEE: To be composed of 3-6 active Chapter members.
Works to increase Chapter membership.

5. EXTERNAL RELATIONS/COMMUNICATIONS COMMITTEE: To be composed of 3-6
faculty members. Committee'servesas a link to other AAUP affiliates
and bodies and to other groups and organizations. Committee also has
apublic relations function and will develop improved means of
communication for, the Chapter.

. SALARY AND FRINGE BENEFITS COMMITTEE: To be composed of 5-10 faculty
/ members. Committee develops statistical material about the economic

/
' status of the faculty and is concerned in all areas relating to salary

and fringe benefits.

?. ELECTIONS COMMITTEE: To be composed of 3-6 faculty members. Committee
conducts college-wide elections for Academic Council and for any other
purpose.

/7 8. NOMINATIONS COMMITTEE: ,To be composed of 3-6 faculty members,
Committee is responsible for determining faculty interest in various
college and Chapter committees. Committee proposes to the President
of the College names of fa ulty members as nominees for appointment
to the standing committees f the Academlc Council. Committee also
solicits nominations for Cha ter elections and will make other
nominations as Tequested.

.IV. FORMATION OF COMMITTEES

1. The committee year shall be from October 15 to October 14.

2. Terms of service on all appointed committees shall be for two years and
for elected committees terms shall be for three years.
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IV. FORMATION OF COMMITTEES (continued)

3. The President of the Chapter shall name the Chairpersons of all appointed

committees.

4. Committees shall hold at least two meetings each semester. Committee

meetings are open to all faculty who 'may speak If the committee permits.

Executive sessions are permitted, but each time an executive session is

held the committee must file a statement of reasons for the action with
the Executive Committee."

5. A quorum of a committee shall be a majority of its members. No binding

action may be taken without a quorum present.

6. Committee meetings are ordinarily to be conducted informally. However,

a committee may adopt formal procedures by majority vote.

7: Committees may remain active during the summer. The chairperson shall

seek the will of the committee; when school is not in session and shall

act in good faith to execute lits will. If the will of the committee
cannot be determined, the chairperson shall be empowered to act in

behalf of the committee.

8. Committees may establish sub - committees from among their own membership

or from the-faculty In general. Descriptions of such sub-committees

rtandjhe names of their members shall appear promptly in the committee
minutes so that the Executive Committee will become aware of their

creation.

9. No faculty member shall serve on more than two standing committees

simultaneously.

10. Typing, duplicating, and stenographic service, if otherwise not available,

shall be provided through the office of the President of the Chapter.

11. Each standing committee shall designate one of its members as secretary.

12. To assist the Executive Committee in discharging its responsibilities

each committee shall:

send an advance, notice of meetings to the Vice President.

send copies of the minutes of all meetings to the President and
Vice President within two weeks after tilt meeting. The Vice President

will review the work of committees and will bring significant matters
to the executive Committee for consideration.

= send, separately from the minutes, statements of policy approved by

the committee.

shall submit to the Executive Committee an annual report of the

committee's activities and suggestions for the future.
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IV. FORMATION OF COMMITTEES (continued)

13. Should-the Executive Committee question the appropriateness of a
committeedeciston, action should be taken as promptly as postible to
assure orderly committee work. '

14. Committees shall work within these restrictions and shall be bound by
the By-Laws of the Chapter.

V. AD HOC-,COMMITTEES

The method tOr determining membership for all Ad Hoc Committees will be

'designated at the time committee is established. Ad Hoc committees can

be established by a general membership meeting, by the Executive Committee
or by the President of the Chapter.

VI. AMENDMENTS

Amendments to to these By-Laws,may be proposed by any Chapter-member and must

include reasons. for adoption. The proposed amendment shall be included in

the written notice of the regular meeting or special meeting which follows

the submission of the-proposal by not more than one calendar month. The

membership must receive two weeks notice of this meeting.

VII. REMOVAL OF ELECTED OFFICERS

Officers and elected members of tlie Steering Committee may be removed for
misconduct or dereliction of duties upon the recommendation of the Executive

Committee and the vote of a majority of members. In the event such
proceedings are conducted, full opportunity to present a defense againSt the
charges shall be afforded to the accused officer both before the Executive

Committee before its recommendation, and before the membership before Its

vote on the matter. In the event an officer resigns during an elected term

or is removed as above provided the Executive Committee shall assume the

responsibility of filling the vacancy created.
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APPENDIX E

SEAL

FACULTY MEMBER'S CONTRACT"

STATE COLLEGES OF MARYLAND

STATE OF MARYLAND State College

THIS AGREEMENT, made this day of , 19..., by

and betwien the BOARD OF TRUSTEES OF THE STATE COLLEGES OF

MARYLAND (hereinafter called "Board") and
(Name of faculty member)

---

(hereinafter called "Faculty Member")

W ITNESSET H:

. Appointment and Position.

The BOARD does hereby appoint the FAMH,TY MEMBER indicated

above as of
Rank (e.g., Assistant Professor) (Discipline)

to leach at State College

at a salary of , for a period of months

beginning , 19 and ending

19.... The teaching assignment of said FACULTY MEMBER shall

be determined by the President at the State College and

approved by the BOARD.
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2. General Conditions Governing Academic Freedom and Tenure.

The FACULTY MEMBER will enjoy the rights and be subject

to the provisions of the BOARD'S Regulations and Procedures

ilweirttra Academic Freedom and Tenure as the same may be

amended from time to time. A current copy of these.

Regulations and Procedures have been furnished to the

FACULTY MEMBER along with this contract and have been read

bnhim prior to his affixing his signature thereto.

3. Special Conditions.

a. The FACULTY MEMBER shall become a Member, of the

Teachers' Retirement Syste of the State of Maryland as

required b law.

b. The Fig 41: R shal not vacate his appointment

during the school year, except n case of emergency. If the

FACULTY MEMBER desires to termi ate this Agreement for-r-Ae

succeeding year, he shall give written notice' of termination

to the President of the College no later than May 15. In

cases of hardship or emergency, the College may, but shall

not be compelled to, waive the notice requirement.

c. The FACULTY MEMBER'shall be entitled to the same

sick leave benefits per montivas are provided for all State

Merit System employees supplemented by whatever additional

benefits the College may from time to time provide.

d. The FACULTY MEMBER, with the written consent of the

President, may engage in limited employment for remuneration

outside the College or carry a limited amount of part-time
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graduate work during the regular academic year provided

that such activities cn the dart of the FACULTY MEMBER

would not unduly interfere with the FACULTY MEMBER'S duties

at the College.

4. Additional Conditions.

Faculty Member
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ate President of the

By

College

6,

Board of Trustees of the
State Colleges

Di
Chairman or

le Executive Director
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REGULATIONS AND PROCEDURES GOVERNING ACADEMIC FREEDOM AND TENURE

IN THE MARYLAND STATE COLLEGES

UNDER THE JURISDICTION OF

THE BOARD,OF TRUSTEES OF THE STATE COLLEGES

Preamble

, These Regulations and Procedures governing academic
freedom and tenure in the Maryland State Colleges form a
part of the employment contract entered into netween the
Board of Trustees of the State Colleges and the'faculty
members appointed by said Board. The term "faculty member"
as us d in these Regulations and Procedures shall mean
perso s appointed to full-time teaching and/or faculty
research positions at the State Colleges.

The e Regulations and Procedures may be amended from
time to ime by the Board and shall be applicable to all
faculty members as and when amended, except that a faculty
member's a tainment of tenure shall in all cases.he determined
by the regu ations of the Board in force at the time of his
initial appo tment.

Article One

Faculty members shall enjoy full freedom in research,
,publication, and to Ching within the academic disciplines of
their competence, pr vided that such research and/or.
publication does not i terfere with their performance of
assigned duties.

A faculty member is a citizen, a member of a learned
profession, and an officer f the State College to which he
is appointed. When he speak or writes as a citizen, he
shall be free from institution 1 censorship or discipline,
but his special position at the college imposes special
obligations. Accordingly, a faculty member must be an
authorized spokesman for an institution when professing to
speak for that institution or for.any division or department
thereof.

f

Article Two

Pursuant to the American Association of University
Professors 1940 Statement of Principles on Academic Freedom
and Tenure and to the 1958 Statement on Recommended
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Institutional Regulations on Academic Freedom and Tenure,
the Board establishes the following Regulations and
Procedures to implement those principles.

Section One., The Board recognizes that financial
security is necessary to enable faculty members to render=.
maximum service tothe institutions where they are appointed.
To establish slich security, fatulfy members appointed for
the academic year commencing September, 1970, and thereafter
shall attain permanent tenure at the college to which they
are appointed in accordance with the following regulations:

1. The initial appointment shall be of a probationary
nature,,,and shall be for a period extending to the
end of the first academic year. Such probationary
appointment shall be automatically renewable for
additional periods of one full academic year each,
'unless the tolIege president shall give written
notice of the nonrenewal of appointment for any
succeeding academic year as follows:

a. Not later than*March 1 during the initial period
of probationary appointment (July 1 if the
initial period of probationary appointment
begins. after January 15).

b. *Not later than December 15 during the second
year of probationary appointment.

c. Thereafter, not later than 'a east twelve -.(12)
months prior to the expiration of an appointment.

.2; In the case of an instructor, the total number of
his annual probationary appointments (including the
initial appointment if less than one year) shall not
exceed seven at that institution.

3. In the case of an assistant professor, the totall
number of his annual probationary appointments
(including the initial appointment if less than one
year) shall not exceed four at that institution.

4. Iii the case of an assvciate professor and a full
professor, the total number of their annual
probationary. appointments (including the initial
appointment if less than one year) shall not exceed
three at that institution.

S. The length of probationary appointment Shall be ,

determined by the rank of the faculty,member at the
time of initial appointment; except that in the case
of an instructor who is thereafter p2poted, the
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length-of his probationary appointment shall he
determined by hisirank at the time of said promotion,
with full credit granted fo'r the total number of

4

vprelous annual'prqbationary appointments served.
as an instructor.

. In every case, upon completion of the Maximum
number of 'probationary appointments. the facility

'member shall attain permanent tenure. The Board
may, in exceptional cases, decrease the length of
the probationary period or, with the consent of the

° faculty member concerned, increase the length of-.
the probationary period.

Section Two. 'After a faculty member has attained

7 permanent tenure, he may not be disimissed except foriteasonS
authorited by the laws of°Maryland and in accordance with
the procedures established by the Bo d.

Section Three. To ensure academic due process, a
faculty member who has attained tenure or whose term of
appointment has'not expired may be dismissed-only in
accordance with the following procedures:

A

Procedural Standards

Preliminary ProCtedings:,

The appropriate college adminisirators ordinarily
'shoUld discuss matterwith the faculty member
concerned.in'personal conference. The matter may
then be terminated by mutual consent. If an
adfilstment does not result,, the college president
will refer the matter, to - standing committee to
beleStablished,on each State,CoUege campus entitled
the Faculty Mediation Committee which will consist:
-of five tenuredfatulty members elected by secret,
,,ballot by the faculty of that college.- This
committee, charged wlth,theJunction.of rendering
confidential ,advice in such 'situation , shall
informally inquire intothe,situation to effect an
adjustment if possible., If none is effected, the,
committee shall determine whether in its view formal
proceedings to consider the faculty member's
dismissal should'b.e instituted. If the committee
does recommend that such proceedings be instituted,,

the.president the college, even after
-considering "a recommendation of the committee
favorable to the faculty member ,concerned, expresseS
his conviction that such proceedings shall be
instituted,, action shall be commenced according to
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the procedures which follow. Except where there
is disagreement between the college president and
the committee, a statement with reasonable particularity.
of'the grounds proposed for dismissal of the'
faculty'member shall jointly be formulated'by'the

/college president,and the committee. If there.is
disagreement,, the statement shall be formulated by
the college president or his destgnated repreSentative.
If this committee shall fail to take its final
action' within ten (10) academic working days after
the-tatter has been. referred to it, the college
president may institute forMal Troccedings;

. ,ForMal,Protedings:

The formal proceedings shall be commenced by the "
college president addressing a communication to the .

-faculty member, said communication to include the
folloWing minimum information: (a) the statement
with reasonable particularity of the grounds
proposed for dismissal; "(b) npticeo,that, If he makes
a written request to the college president for a
hearing within five (5) days of receipt.Of the
aforesaid communication, a hearing to determine
whether'the faculty member shall be dismissed will
be conducted;and (c) nfOrmation, either in detail <,
or bye- Terence to published regulations, of the
procedural rights to be accorded the faculty Member,
,The college.president also will, send'a copy of said
communication to the Exetutive Director pf.the
Board forAlis infoismation. Providing at written
request for a hearing has been bade by the ;faculty'
member to the college president within five (5)
day-of the faculty member's receipt:of the aforesaid,
Communication, the hearing shall.be held within'thirty
130) days but not sooner than fifteen' days after
the receipt by the college president of thefatulty
member's 'request.fot'a hearing. The hearing will
..he conducted on the katulty meMber's-own college
campus by a standing committee entitled the Faculty
Hearing Comitittee which will consist of not less
(than five tenured faculty Members elected by secret
ball0t,by'the ladblty of that %ollege. A faculty
member elected-to serve on the faculty Mediation-
Committee. shall npt be eligible'-to serve .on the
.Faculty Hearing Committee. The recommendations of
'the-Faculty Hearing Committee shall.be given within'
five f5)' days of the, heari , shall be advisory only,
and shall be forty' the Execut:Ive.Director.of
the Board.

1 0
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3'. Role of the Board of Trustees:.

*1* After the recommendation of the Faculty Hearing
Committee has been rendered to the Executive
Director of-the Board, or if 'there has been no

requeSt by the faculty member for a hearing before. /

that-committee '(in which case the Faculty Rearing /

Committee-shall make no recommendation), the college,
president,muy recommend to the, oard that the

faculty member be'dismissed. The Board may not
4dismiss the faculty member unless "the faculty

member is furnished a copy ofthe.charges 'against
him and is provided an opportunity of being heard

in: persOn, or.by counsel, in his own defense;.
before the Board upon not less than ten (10) days

written notice. At this Board hearing, the , 0

fadulty member concerned shall be entitled to be'.

_represented by counsel of his choosing, to be

.confronted by those who;wish'to give evidence
against him, to cross-examine such witnesses
concerning the evidence they present, and to

summon witnesses and to produce documents on his

own'b'ehalf. In all' such cases the faculty member

concerned shall be supplied with allpapers,and /

documents relevant to the case and leld by the Ir

college administration, the Faculty "Hearing
Committee, the Board of Trustees, or any of them:/

A compJete,transcript of the hearing conducted by

the Board of Trustees shall be maintained at Board

expense and.shall be furnished by the Board to the

aggrieved faculty member and to the president of

the institution who initiated the proceeaings.
A ,

0

8-73,

Suspension of the, Faculty Member:

SusPension of the faculty member by the colle e
president during any of the proceedings invol ing

the fatUlty member is justified only, if imme late -

harm to the faculty member is threatened by is

.continuance.' Any such4suspensionimposed wi 1-be

with pay, unless.legal considerations forbi

Sectian Four. When the employment- Of .a tenure faculty ,

member is'to be terminated bedause of discontinuanc of7his".,

position or beCause of' lack of funds to pay his sa. ary,

notice must be given at least .one year-prior to th
effective dateof termination, and ;faculty member so

terminated 'shall be classified as furloughed facu ,ty .in the.

inverse order of theirtermination: Furloughed raculty
members shall be entitled to be appointed within two years

of their termination to vacancies which exist, r, Which
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,

may divelopon the 6ame_academic discipline in any of the

colleges under. the jiirtsdiction of the Board, if they possess

the professipnal qualifications announced as requisites for

such positions. .In, Making appointments from the furlOughed
list, due regard shall be given to seniority so that those

first to'be dismisged shall be first to be re-appointed.

/

Article Three

In cases not involving dismissal,' if a faculty member
presents to the Faculty Mediation Committee in writing prima
facti,allegatiods of infringement of"academic freedom as

diiiiedin Article 'One and/or in the American Association of
,University 1'1*(5/lessors 1940 Statement of Principles on
Academic Freedom and Tenure, the Faculty Mediation Committee
shall .informarl.y inquire into the situation to effect an
adjustment,, if possible. If no mutually agreeable adjustment

is effected, the Faculty Mediation Committee shall make a
recOMmendatiOn on the matter to the Faculty Hearing Committee.
TheFidulty Hearing Committee shall conduct a hearing on the

matter within a reasonable time after notifying all persons
involved of the faculty member's allegation and the
recommendation of the Faculty Mediation Committee. If the

'Faculty Hearing Committee concludes that there has been an
infringement of academic freedom, a committee of the Board
shall investigate the matter, and its decision shall be final. 110

At all stages of these proceedings, the burden of proof

shall be upod the faculty member who has alleged infringement

of academic freedom.

May. 13, 1970



ACADEMIC FOEDOM AND RESPNSIBILITY

A Repoi-t of the Ad-Hob Committee
On AcademiC Freedom and Responsibility

In its meeting of January 4, 1971, the Academic Council
voted support of a statement (extracted.from an AAUP state of
.October 31, 1975) on the need for a more active student and
`faculty role in guarding academic values. It alsoAirectee-
its chairman,"tO establish an ad-hoc faculty and. student
committee to study recommendations of the A.A..P. and all
other available material onAcademic Freedom and Responsibility,

and to bring to the Academic Council a statement incorporatitAg
guidelines for academic responsibility at Towson State College "4

(Underlining added) ,

This report of that ad-hoc committee is in 4 parts.
Part 1 attempts to describe how the committee vent about its

work.
Part 2. presents.some of the basic lines of reasoning and/or

arguments for some of the committee's, proposals.

Comments are also inthe body of the_Statement.
Part 3 and 1 contain the actual-proposals of the committee.
Part 3 is 4 statement of Rights and, esponsibilities (modeled

after that proposed by the Carnegie Commission on Higher
Education; see Appendix II) Wittroomments. The Academic

Council will be asked to accept the statement En so far
as it relates to faculty, and to recommend its accept-

ance for the other groups of the college community:
student body, administration, stiff, and Board of

' --- - -

Trustees. ---- -4

Part 4 contains,,recommendations for the Academia CoUncil to:

1. create an ad-hoc committee in the fall of 1971 to
study means of im6ementing various provisions in
the statement.

2. go on record as supporting the notion of "privileged
communication" for faculty members in their role as

counselors of students.

A short bibliography with some comments is provided to direct
members of the college community who wish to join in studying

this problem.

PART I

Progress of the Committee

Because of intersession and illness of the chairman, the

committee was not convened until the beginning of March. Due

to4absences of various members atthis and subsequent meetings,

ak11$ to the agreement that Dean Shaw should not serve in a

working capacity (see Part 2, Rights and Responsibilities),
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Professor Plante was asked to appoint an additional faculty
member for the committee. Dr. Mruck thus joined the committee
in early April.

,r

Some early work

Early in its deliberations, the committee decided to
restrict its recommendations strictly to the area of lacqlty
rights and.responsibiiitis. It did so for the following
reasons:

1. the original excerpt from the AAUP statement i4self.
Was restricted/to the faculty.

2. -sincethe Student Rights and Responsibilities
Committee has proper jurisdiction in these matters concerning
students, it was thought more fruitful to avoid some overlap.
The recommendations of this committee were actually drawn up
with students very much 41 mind, but we feel the Student
Rtghts'and Responsibilities Committee should review the state-
ments before the Academic CpUncil acts on. them-as they relate
to students,
in order to prevent any misunderstanding about the committeets
intent, the President of the SGA was.made cognizant of the "'

decision and the reasons for it.

Also early in its work, the committee rejected the
possibility of returning to the Academic Council with the
recommendation that nothing be done. Aside from the charge
from the Academic Council for a statement, there was unanimity
from all' quarters in the writings we encountered that greater
care should be given to more explicit expreision of the
responsibilities which, the various members of the college
community have. Increasing pleuralism in the college community

a. and changing concepts about the function of the college
(serving no longer in loco parent' and functioning no longer
for its students. as a specie dicial unit within the
community at large) are seen to have led to a situation where
implicit understandings and informal admonitionS may not be
enough to cope with many of the possibilities.

\Task

The committee therefore saw its task as that of:
1. ggthering, expressing, and reaffirming' many of the

rights and responsibilities which have traditionally' been the
basis lof thec,ollee;e ,community;

. .

.2. articulating statements in some.important aresasin
response to contemporary concerns 'and conditions;

3. suggesting to the Academic Council some matters of
implementation which need to be considered If the spirit of
the proposed statement is to be carried out.
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Form.of Statement

The basic farm of the document is taken from a Model Bill
of Rights and R sponsibilities proposed by the Carnegie
Commission on H gher Education for all the members of the

college commun ty: faculty, students, administrators, staff,

and trustees. e Commission argued that a statement of
Rights and R sponsibilities is best, both unified, and fair,
when it' to =s all into account; and the committee found this
argument oersuasive. Thus, though limited formally to faculty

througho its discussions, the committee in fact tried to
consider the problems in the whole context. In fact, it is

impossib e. to consider faculty rights and responsibilities
without onsidering them vis a vis students, and other members.
The state ent is intended; with few modifications and additions,
to be acce table for the whole college community, Board of
rusts in uded, ',le suggest that the AC pursue the

possibilit of this. acceptance.

committee felt that comments were necessary.on a
number of, items, though their inclusion in the general body. of

rights .nd responsibilittecruld have been distracting.
Tho6e_ dmments not surrounded by parentheses are'. intended to

be adop d with the statement in the format given, and should

do much to Clatify the intent of the items.

keWise, the cross-referencing to.VArious pertinent
docume ts, most of Which have been 'accepted by the college,.

should acilitate the task of any member,.fhew or old, trying
to inform himself on what rights and res onsibilitieS he

shares.

PART 2

SOME BASIC LINES .OF REASON'

Rights and Responsibilities

The committee affirms the principle of shared
in a college community: the members of groups shOuld share
in,deterMininr_the policies and regulations which involve
them (see II.H. in the Statement of Rights and Responsibilities,
in Part 3). We feel this right carries with it.the responsi-
bility for upholding standards which have. been. set and agreed

upon. *Thus, since strictly the work'of the committee involved
only faculty rights and responsibilities, it was felt

appropriate that Dean ,Sbaw.should be excused as a working

member of the committee after the first meeting.

This principle of rights with responsibility has also led

us 'to write the Statement, in a positive manner, first affirming

the rights, then stating the concomitant responsibilities.

171
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Section I for the most-part ccntains reaffirmation of basic
'rights enjoyed---by all citizens.

\

D and Eare related items. Most colleges tiiVe abandoned
the notion of in loco parentis as has Towson State College.

. To demand that members have all the rights and protections of
the general law, and then to ask special immunities is incon-

\ ssistent and impossible to maintain. .

.
.

Section II of the Statement contains rights and responsibili-
ties, many of which are related to those in Section I, all
especially relevantto the nature of the educational process.
The Statement reaffirms the importance of the traditional rights
and freedoms in A, and some concomitant obligations in R.

1

Recourse (see also comment torII.F.)
v \
\-

It is clear to the committee that most of th on-going
activities of a faculty member in the edusational process have
been covered in some way in the Report on Faculty_paluation
(see especially I.A., Sources for Evaluation; and III.B.,
General College Requirements of All Faculty Members.). There
are appropriate mechanisms in the evaluation arocess, centering
in the department, for maintaining,high standards. It is .,

through these that the college's basic maintenance of high
faculty standards must be carried-but. There is no effective
substitute.

Situations do exist; however, where the methodg and
criteria of such evaluation are not applicable. They are in
the realm of extra-departmental, extra-academic activities,
such as political demonstrations. They may often be completely
unrelated to professional competency;,-yet they may in isolated
instances lead to a violation of the basic rights of"otherg in
the college community as stated in Sections I, and II. For
such situations the committee feels that the injured should
have the rigiit or recourse (Section II.F.)

However, it -is not only inappropriate, but, we feel,
highly undesirable, that a department should consider such
activities in their evaluation since they need not be related
to professional competence. (Wevrealize, of course, that such
activities could affect a faculty* member's proficiency, and
thus be legitimately considered.) Routine consideration of
such activities and their related beliefs in a OrofesSional
evaluation would violate academic freedou and destroy the very
things we are attempting to save: free' m of thought and free
inquiry. Further, we see it as inconsistt with the principle
of self-maintenance of standards to leave the tter to the
administration by default.' We propose that an ail=college
committee and board of faculty would be the best vehicle to
cope with such possible situations.
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Part 4 of the report proposes an ad-hoc committee of the

'Academic Council to study the formation of such a board and

its functions.

Such a board could also be useful in a case involving
academic and departmental activities where action is appropriate,

but where a department or the administration might find it

difficult to act.

Section III of the Statement relates for the most part to
obligations of the college and trustees to provide the freedoms

necessary for the Rights and Responsibilities of Section I,

and II.

St es - Item G deals with the problem of strikes. Though

tate employees cannot strike, the section on legal strikes is

for the possible eventuality of legal strikes.

The Committee accepts the validity of a strike as a means

of moral'protesi. It feels strikers in this situation must,
however,be-willing)to adept the conseqiience of not living up

to their obligations, either contractual (as in the case of

faculty, staff, and administration) or academic (in the case

of students and faculty). Whout being vindictive and harsh,

it does seem to us that any, other alternative vitiates the

strength of an argument claiming moral conviction. It is hard

to expect that people accept the college as the only place in

society where strikes are cost-free to the participants.

It is outside the scope of this report to present speci-

fics on when and how denial of ,pay and academic credit should

be invoked. Any policies and procedures should be arrived at

per the last statement in Section III, right after G.

Section IV deals with policies and procedures in enforcing,

campus standards. It affirms the rights of a person against

whom charges have been brought, and reaffirms due process.

Towson already has statements and policies respecting these

rights.

Some of the structures for implementation also already

exist: the Collere Judicial Poard, and the Faculty Hearing

Committee. However, in the care of the latter, the function

seems limited to cases of dismissal or non-renewal of contract

for faculty members, or cases of violation of academic freedom,

and only when a member brings charges against the college. It

is questionable that any existing college structure could

legally take over the function necessary under the provisions

of the suspension policy (see Appendix ,O in the Faculty

Handbook) for faculty.

See the earlier discussion, under Recourse; and later in

this report, Part for the committee's proposal.
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Whereas: the Academic Council is convinced that members of the
academic profession, both in absolute terms and when
compared with other groups in society, have been
extremely successful in upholding high standards of
behavior in their professional work and in their
lives in the society at large;

Whereas: there is much to testify to the extreme dedication
And humanity of so many in the academic world;

,

Whereas: nothing in its action shall be construed in the
contrary;

The Academic Council of TSC adopts The Statement of
Rights and Responsibility in so far as it applies
to faculty and student

PART /J

STATEMENT OF RIGHTS AND RESPONSIBILITIES
for Towson State College

Faculty, Students, Administrators, Staff,.and Eoard of Trustees

MEMBERS OF THE TQWSON STATE ODLLEGE COMMUNITY HAVE THE RIGHTS
-- AND RESPONSIBILITIES'OF ALL CITIZENS, AS WELL AS THOSE OF THEIR

PARTICULAR ROLES WITHIN THE COLLEGE COMMUNITY. ALL MEMBERS
SHARE IN THESE'RiGHTS, AND HAVE A CONCOMITANT OBLIGATION TO
RESPECT THE EXERCISE OF THESE RIGHTS BY OTHERS:

- THE FUNDAWNTAL RIGHTS OF CITIZENS;
- THE RIGHTS OF MEMBERS BASED WON THE. NATURE OF. THE

EDUCATIONAL PROCESS;
- THE RIGHTS OF THE COLLEGE;
- THE RIGHTS OF MEMBERS TO REPRESENTATION: IN

ESTABLISHING FAIR AND EQUITABLE PROCEDURES FOR-DETERMINING'WHEN
AND UPON WHOM PENALTIES FOR VIOLATION OF CAMPUS fiqLez SHOULD BE
IMPOSED, AND IN IMPLEMENTING THESE POLICIES.

I. AS CITIZkKS, MEMBERS OF THE CAMPUS ENJOY' THIS SAME BASIC
RIGHTS AND/ARE BOUND BY THE SAME RESPONSIBILITIES FOR RESPECTING
THE. RIGHTS OF OTHRS, AS ARE ALL CITIZENS.

. Among the basic rights are freedom of speech; freedom of 1

press; freedom of peacepa'iSsembly and association; freedom of
po itical belief6;_and-freedom from personal force and violence,
threats of vio imee, and personal,,atiUse.

B,,,:-Preedom of press implies the ,right to freedom from
censorsni in campus newspapers and other media,_and the
concomitant ligation to adhere to the canons of responsible
journalism.

C. It should b made clear in writings or broadcasts that
editorial opinions-art
or its members. ;

of necessarily those of the institution
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- D. The campus is not a sanctuary from the general law.

E. The campus does not stand in loco parentis for its

members.
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F. Each member of the campus has the right to organize his

or her own personal life and behavior, so long as it does not

violate the law or agreements voluntarily 'entered into,-and does

not 'interfere with the, rights of"others or the educational

rocess.

G. Ad4ssion to, employment by, anepromotion and
remuneratiorr\within thecampus shall accord with the

provisions against discrimination in the general law.

II

SED

p

Comment:' this refers to discrimination
on the-basis of race, creed, age, sex,
or national origin. 0

LL MEMBERS OF THE CAMPUS HAVE RIGHTS AND RESPONSIBILITIES
THE NATURE OF THE 'EDUCATIONAL PROCESS, AND THE

OF THE SEARCH FOR KNOWLEDGE AND WISDOM AND ITS
THESE RIGHTS AND RESPONSIBILITIES' INCLUDE:

, .

A,The fr ea*to teach, to learn, and to conduct research
and publish fins 110/inAhe spirit of free inquiry.

1. Th spirit/of free inquiry is' central to an

academic insti tion d the process of education; it is no less

/4

"... the touch tOne o our character as a ,people, the proved

source of our patibri I strength. Its

our society i.4 a that to the.entire

r'S
ElvIEN

ati"_.rAT

/Statement of.L956):
2. :Institutional censorship,

censorship If the
s tent wit h thi

the ight/to pe
opiniOn /he m n

ree
teacher has
,course, w'
respons
depar
sig

he

0

defilement in any .area of
body politic." (AAUP

and individual or group
expression of opiniOns'of others are incon-

eedom. While an individual (or group) has
ado any part of the college community to his
t finally impose his views on it.
om td teach and to learn implies that the

to determine-the specific content of his

hin th blished course definition, and the

ility to fulfil]; obligations and not to

significantlyjrbi his area-of ompetence or to divert

cant time to'inaterial. extraneous -to- he subject matter

es

s course. ComMent: this is consis ent with. the
19h0/AAUP definition of academic freedom,
which the college hold basic to the

Spirit of free inqAry.

4, The spirit of free incitary ies that the

professor respect/ the student's: a. fre dom of expression, and
b. ri, ht aga'nst improper

adem c evaluation.
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Comment: the following excerpt from the
Joint Statement on Rights and Freedoms of
Students, accepted by the TSC Senate in
1969 -70, is relevant for clarification:

II. In the Classroom
The professor in the classroom and in
conference should encourage free discussion,

.inquiry, and expression. Student perform-
ance should be evaluated solely on an
academic basis, not on opinions or conduct
in matters unrelated to academic standards.
A. Protection of Freedom of Expression

Students should be free to take
reasoned exception to the data or views
offered in any course of study and to
reserve judgment about matters of opinion,
but they are responsible for learning the
content of any course of study for which

they are enrolled. -

B. Protection against' improper Academic
Evaluation
Students should have protection through

orderly procedure's against prejudiced. or
capricious academic evaluation. At the

same time, they are responsible for,main-
taining standards of academic performance
established for each course in which they
are enrolled.

5. The spirit of free inquiry implies that (except

under conditions of national emergency) no contracted research

in which t e results are intended to be secret is to be con-

ducted on th campus. z;

Comment: this refers to claSsified
research; this does not imply that an
investigator must tell anyone his/
latest unpublished results, nor does it
imply that he does not have the right of
-patent and copyright.

B. The concomitant obligation to maintain. high standards
of scholarship and of. professional dedidation and performance.

. 1. Member8 of the community should be aware of their
responsibilities, as expressed in the various handbooks for
faculty, students, administration, shd staff, and including

the AAUP Statement-on Professional Ethics of 1959, and the

Report on Faculty ''.valuation.
2. A full-time appointment implies primary commitment

to the responsibilities of that.pdsition. Extramural services

member which results, in additional burdens to his peers

sho ld be'undertaken by mutual agreement of the persons involved

and should be a matter of record.
Comment: this does not refer to'inStances
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of extramural services where there is
reduction of load, or a leave of absence*;
perhaps accompanied by adjustment of
comrensation. In the latter cases, the
following :statement from the AAJJP Statement
on Professors and Political Activity is
applicable:

4. A faculty member seeking leave
- should recognize that he has a primary

obligation to his institution and to his
growth as an educator and scholar; he
should be mindful of 9e problem which a
leave of absence can create for his
administration, his colleagues, and his
students;,and he should not abuse the
privilege by too frequent/or too late
application or too extended a leave. if

adjustments in his favor are made, such as
a reduction of workload, he. should expect
them to be limited to a reasonable period.

'C. Obligation not to:
1. interfere with the freedom of members of the campus.

to pursue normal academic and administrative activities,
including freedom of movement;

2.. infringe upon the right of members of the campus to
privacy in Offices, laboratories,/and dormitory rooms; and in
the keeping of personal papers, ,

confidential records, and effects,

subject only'to the general.law and to ''conditions voluntarily

entered into.
3. violate right against improper discloeure of 4

information. Campus records on its members should contain
only information which is reasonably related.to the educational
purposes or safety of the campus.

Comment: for clarification, refer to the
Joint Statement on lights and Freedoms
for Studen s. Any information on any
member rel axed under conditions other
than as pa of an obligation under
general law, or as part of normal academic
procedures (transcripts, etc:), shall be
released only with written consent of the
member involved. The member may exercise
his right to receive a copy of all
information released.

ti. interfere/ with any member's freedom to hear and to

study unpopular and oOptroversial views on intellectual and

public issues. /

* The term "leave of absence" does pot include
sabbatical leaves, which are essential to the
self-renewal of the faculty member) and which
should be considered both a necessary
condition and a right Of his employment.
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D. Right to identify onese f as a member of the campus and
a concurrent obligation notqp sp ak or act on behalf of the

college without authorization. I cases of being misrepresented

by the press and others, the member of the college shall not be

:held responsible. Comment: this is consistent with the
AAUP Statement on Extramural Utterances.

E. Right to hold public meetings in which members par-
ticipate, to post notices, and to engage in peaceful, orderly

demonstrations.
Reasonable and impartially applied rules shall ue established

y regUlating time; place, and manner of such activities and allocating

the use of'facilities.

F. Right to recourse if another member of the cats is
negligent or irresponsible in performance of his responsibilities.

G. Right to recourse if another member of the campus
represents the work of others as his or her. own.

H. Right to be heard, considered, and represented at
appropriate levels of the decision-making process about policy

matters of direct concern.

.1. Right to expect of members of the campus community who
have continuing association with the campus, and/or who haVe

substantial authority and/or security; to maintain an environ-

ment, conducive to respect for the rights of others andfulfillment

of academic responsibilities.

le T mired faculty should maintain the highest standards

in performan of their academic responsibilities.
2.i Administration and staff should maintain the

highest standards in providing a physical environment,which will

enable the academic process to flourish.

J. Right to expect that Trustees exercise their particular

re8ponsibility to protect the 'integrity\ \of the academic process

or fin exploitation of the campus by any individual or group.
from'ernal and internal - iattacksjand'tO pkevent the political

III. /THE COLLEGE (AND ANY DIVISION OR AGENCY WHICH EXERCISES DIRECT

OR DELEGATED AUTHORITY FOR THE COLLEGE, SUCH AS THE ADMINISTRATION,

TH "BOARD OF TRUSTEES, AND THE ACADEMIC COUNCIL AND ITS COMMITTEES)

HAS RIGHTS AND RESI'ONSIBILETIES OF ITS OWN. THESE INCLUDE:

A. Right and obligation to provide an open forum for members

of the campus and guests to present and debate academic and public

issues.

R. Right to prohibit:
1. individuals and groups who are not members of the campils

from using its name, it finances, and its physical'and operating

facilities for commercial or political activities.
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Comment: suCh'prohibitions, when exercised',

must be applied impartially.,

C. Right and obligation impartially:
1. to provide_for members of the campus the use of

meeting rooms' under the rules of the campus,-inclLding use-for
pOliticalAiourposes such as the meeting, of political clubs;

'2. to prohibit use of its'rOoms by individual members
on a regular or prolonged basis as-free headquarters for'

.political camnaigns; - .

.

.

,.

3. to prohibit use of its name, its fintnces,
,

end As
office equipment and,supplieS for any,political purpose at any

time. . GOmMent: "Its" is used throughOut.
. CI,

/

cAoection, III to refer to the "college and,
. ,e. any division or agency which exercises 4

direct or Otteghted authority for. the
'college." /The provisions do not preVent
the SGA, for example, rom allowing
-political groups to'uSe SWeauipMent
and supplies. )

D. Hight and obligation-not to take.a positio6'et a

college,olleges 4n-electoral politic or on public issUest.except on

those issues which directly ffect its autonomy, the freedom'
of its members, its financial support, and-its academic functions.

Comment:

and g
this

e SGA,,, the Faculty*ssociation,'
ups df members are not included in

prOvAsion. .

.
i

i f,. ; . %,

-C-----'-:-----

1...Right%
,f,--,--

and'Obl.iga ion to .>

1. the memhers r he campus and2Vis40ora to, it from

physical harm, threats-o ha ',or abuse;
,a --,

;,2. itaoroperty fr damage and unauthorized use;

'S. its., aced and isadmintratiVe processes from
interruption.

o
;.,

1

F. 'Right to require that persons Sn'the-caMput be willing
"'to identify themselves by name and addrese,and demonstrate

what connection, f anYj.they have with the college.Z.,,,'
.

. , .

.G. Right to deny pax andiCademic Credit to members of the
campus.who are,onstrike; and . .

the-con-COmitant obligation to accept legal Strikes* -

,

legally conducted, without recourse to diSmissal Of participants.
, , r ,. .

State entployees'Cannot strike I:441y at!thii:tiMe. However).
'.--.

this item from the Carnegie model atainedfor the poSaibility.
..

.
,

. -
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It is understood and procedures for fulfilling
t(arights and responsibilities of this'seption shall be
established and implemented'in a manner consistent with, the
riglite of all members of the college to be heard, considered.,
and 'represented at the appropriate levels of the decision-

.

making process,.
.0

IV. "ALL MEMERS OF THE'CAMPUS HAVE A RIGHT TO
REPRESENTATION IN Tc.iE FORMULATION OF, AND
PROTECTION OF': FAIR AND EQUITABLE POLICIES AND PROCEDURES

WHICH SHALL DETERMINE THE VALIDITY OF CHARGES, AND THE e,XTENT,
OF PENALTIES.

A. Campus rules and regulations and the range of Penalties',
for any:violation Should big clearly and publicly made:kriown.

P. Procedures should be structured to:
1. facilitate k reliable determination ofthentruth or

falsity of charges; m ' q):

2. insure fairness to all-parties;
insure considerition of charges without undUe,delayr

. ,

6 C. Charges of minor infractions penalized by small fines, or
j.mands do not become part of permanent records, .may be:

han41ed .expeditiously by'the appropriate structure. Persons ,

Penalized have the right of appeal.

D. In the case. of charges of infractions which may lead to
notation in permanent-reccirds, or to more serious-penalties,.
such as.suspensionror expulsion, members of the campus have a'
right to due process, including'the right of appeal.

E. Members of the campus charged or convicted.of violations
under general law maybe subject ,to campusSancti6ts for the
sathe,condutt, ih accord with caMpupolicies and procedures,
when the conduct isvin violation of a campus rules essential to
the continuing'prptection-of oter,mempers%of the ,campus or to
the safeguarding ofhe educat,pnal process.

PART It

0):

Con Panel Tor Recourse

Whereas: the,Abademic 'Council- has affirmed the conviction that.
MepbeEs of the academic profession, both ,in AbsOlUte,.
terms and when compared wits other groups in society,
hai:4heehextremely'successful in upholding high 0-,

standards:Of behaviOr intkiedr professional Work and.
in their liTes.inthe society at large;

that there -is much to testify to the extreme
ledicatidn'and humanity of so many in the academic,
world;

that nothing in the Statement of Rights and
'Responsibilities should be construed in the contrary;

moo
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the highest.standarde are.expeCtea,from the "teaching

Profession;
we must be willing to expoe ourslves, to scrutiny

for betterment;
a, sign of our high purpose will be our willingheSS
todealjustli'but firmly with any feW among its Who

may riot share our important commitment to free

inquiry, and to` teaching and learning excellence;

any 'statement.related to rights and responsibilities

is not verrmeaningful unless goOd'Methods of maintain'

ing these standards exist;

The Academic Council hereby,chargea for the fall of 1971 the

'Chairman of the Academic' Council to appoint an ad /hoc committee

to study the formation and/or funclykoning of an-all-

college committee to serve in the capacfties mentioned in

Part 2, Recourse, of the report ofthe Ad-hoc Committee on

AcademicMTOTETand Responsibilities; and
to report at the regular December, 1971 meeting; and

to consider the following: 1. A faculty committee and

panel similar to the Faculty Hearing Committee and Panel;'

2. Such,i body be elected priorto any particular need;
That such a body perform the on-going workof research

on .similar bodies on other campuses;

4. The membership be open to both tenured and non -

tenured members.
'5.-"The body consider only chargeamade in writings but,

by an member of the college community: student, feculty,member,-

staCf, administrator; ,

6. Simplified mechanism ,for initially determining

existence of prime facie case;

7. Sanctions' against those bringing frivolous charges;

= 8. Procedures consistent with general due process and/or

AAUP regulations;
9. The Carnegie Commission Reports.

Priveleged Communication

'the AcadeMic,Council of Towson State College supports the attempt

to establish the right of "priveleged communication" fonfactilty

members when in their role of counselor for students.
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Short Bibliograghy

,

nese indicate some opinions that are held about the colleges
/ today :

"Faculty Featherbed ing,", Time, May 10, 1971.
"Uneasy Profs, Tenur for fiTialersis Beginning to Crumble,",,

a recent issue. o The Wall Street Journal.
A rather insidiou article on the'dLsadVantages of tenure.

"Are Americans Losing F ith in Their Colleges?" The
"Moonphooter" Repor Editors of The Chronicle of Higher,
Education, 1971.

X

Academic Freedom and Responsibility

"Limits of Academic Freedom," Time, Mprch 15, 1971. .

"Report of the 'Carnegie Commission on Higher Education,"
The Chronicle'of Higher Education, March 15; 1971.
Thislincludes both the Model Bill of Rj,ghts and
Responsibilities, and their report.

"Academic Freedom, Academic Responsibility, and Academic
Due Process," American Civil Liberties Union, September, 1966.
A very good series, slightly polemical in nature. Its
definition of Academic Responsibility is a bit restricted
for current problems.

Two articles in The Chronicle of Higher Education, February 8,
1971, on a Geode of Conduct, and Bangtions at Stanford
University.
This should be consulted by any group considering a faculty
,committee to apply sanctions.

Various documents of the AAUP (see the By-Laws of the Academic
Council), in Policy Documents, and Reports, AAUP, 1969.
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FACULTY SELF DISCIPLINE , 8-73
(Approved by the Academic Council- February 7, 1972)

A report-of the Ad7Hoc Committee on the Implementation of the statement

on Academic' Freedom and Responsibility.

I. Introduction

The committee has-tried to formulate a set of simple, rlexible
procedural guidelines for handling alledged violations of the
standards of Academic Freedom and Responsibility as accepted

t , by the Academic Council, January 4, 1971. l'

I .

Having read aneyiscussed the available relevant materials the
committee determined that it 'should be guided,16y the premise
that the faculty Was thagroupsbest able to judge fellow faculty
membars, and fuEtlieis that it ought to do so; in short, the

faculty should discipline itself.

The committee further ecided that the 'procedure developed by

a nine-member commit of the AAUP Chapter teStanford Universit?r
and adopted by that faculty provided a sensi le and valid starting
point for our deliberations. We then proceeded, altering and
adapting the Stanford procedure to the situation at Towson State
Calle

7t might be note that sanctions-In_the,form of withholding of

pay or fines are not possible under the contracts that this

faculty have signed, It might be further noted that nothing in
this proposal is interited to preclude reconciliation at'any point.

II. Outline of Proposal

A. Sanctions
,B. Applicability /-
C. Faculty Panel
D. Faculty Screening Agent
E. Faculty Prosecuting Agent
F. Faculty_ Tribunal
G. Organization of Hearing
H. Hearing Procedures
I. jjecisioq and Implementation
J1 Disruption of Proceedings

III. ',Proposal

A. San%tions
,

Any Faculty member who has been determined, under the pro-
cedures herein described, td have violdted'41Andards Of
Academic- Fred'am and Responsibility is subject t9/the ,., .-,.

following sanctions, if recommended by the Faculty Tribunal.
The sanctions are liSted in ascending order of severity:

183
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1. A verbal warnin&by the ,Faculty TribUnal. This warning will

not becoffie a part of the permanent file of the'Faculty member
involved. ,

2. A censure. The President 6f the College shall censure in
writing and that document shall become a part of the permanent
file of the Faculty member.

3. Dismissal from the,College. To be implemented, procedures
,described in individualcontracts must of course be followed.

B. Applicability
This document applies to all members of the teaching faculty (full
and part-time) of Towson State College.

C. Faculty Panel
1. At the beginning of each academic year the Executive Comft4ttee

,
of the Academic Council shall oversee the selection of a panel
of twenty 20).eligible faculty members.

.2.,The Executive Committee shall prepare an accurate list of eligible,
full-time faculty in service for that academic year and-shall ran-,
domly select sufficient names to lqake up. the panel.

The only stipulation is that the selection process must produce a
panel whose" ratio of, tenured to non-tenured faculty reflects the.
ratio that oiSains in the Allege academic community. Far-our
purposes De Facto: and De Jure Tenure' are equivalent.

0
4. The Council Chairman then announces the selected panel, and all °

selected should serve unless circumstances make stch service
impossible.

, 5. If tndividuals chosen 'cannot serve,, sufficient additional panel
members shall/be immediately, selected by the.above procedure to
complete the'(panel, and fulfilling the requirement in number 3.

If the panel membershipis exhausted in the selection of trilkulals
from that membership before the end of the academic year (See-.
sections F and G of this proposal) sufficient additional members*
to form a new panel shall be selected through the above procedures.

7. An ,individual having served on a panel shall not be eli r e 'forte
selection-to' subsequent panels for a period of five years from the
date of selection to the initial panel.

D. Faculty Screening Committee
1. The 'Chairman of the Ac"ademic,Counet1 sh411'delect at the beginning

of .each academic year liree'faculty members to serve in the
capacity of, screening committee. Decisions of the screening
committee shall be 6n-the basis- of a simple majority.

2. A faculty member shall not b-asked to,serve in this capacity
more than one term. in any five -year period..
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3. The duty onthe screening committee o_screen all written
and signed complaints .(oral complaints will not be heard)--
aga2nst any faculty member by any member of the college academic
community involving the standards referred to above. The
committee is to dety.rmine if such complaints are sufficiently
Serious. to'be forWarded to theprosecuting-agent". ,

. , .. . ,

4. It follows that all frivolous charges are to be dismissed out
. of hand.

5, Thescreening committee may not be called to testify in any ease
that they have screened:

6. Assuming that the screening committee has determined that a case
warranting further action exists he so informs the Chairman of
the Academic Council.

Comment:" A screening committee ovideS"a simple method of determ n-
. ing the'existence.o prima facie cases and also should

quickly dispose o most frivOlouscharges.

E. Factilfecut-ingAgent
1. The Council?Chgirmanselects a tenuredjull professor from the

faculty (see coM1Zent below) to serira-inythe capacity of.
Prosecuting

1

Agent.
. . ,,.-

.
..,,. n

2. In no case!shoul& the complapiant"oranyTarty to the complaint
serve as the prosecuting agent. r .

.

',.
D

3, An.individual may serve, as prosecuting agent on only one case in
,any; five -year Period.

. . ,

Comment: The committee agreed that such cases as might .a rise would
tend to stir up hard feelings and animosities among !6.e

1

participant . In order toaVold any possibilitY'df,intith-
, idation,of his person by use of the promotion and tenure

procedures of the collegethe committee felt .that the qual-
ificati stated would providesufficient protectIons in

-
all cases.

F. Faculty Tribunal
1. 4Once a prima facie case,tas been determined the Chairman of the

Academic Council shall:provide tor.the random.selection oflfive
names from the,list of'members of the FacultT.panel.

2. The'ratio of tenuredtonon-tenured members of the tribunal must
reflect the ratio that exists college-wide, except that the
respondent may request that three (3) membeFs of the tribunal
reflect his/hertenure status.

3. T ouncil Chairman shall convene the selected panel immediately
and co ct an _election where, by majority vote, the mettIrs
'select a'chairmap From their number. ,

185
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G. Organizationoof Hearing .77
1. The respondent mu be served with a copy of the complaint

by the prosecutIng agent and shall be giVen a reasonable
time'to prepar a written response to the complaint and
prepare a de-fe -Unless unusual circumstances exist, a
hearing by e t kibunal' must be held within thirty days of
the servi g of the complaint.

2. Choice of methods: The respondent has the right. to choose
A between a private and public hearing. If no preference is
expressed the hearing is assumed to be public.

. Challenges
a., The prosecuting agent and respondent each have one

preemptory challenge.
b. Tribunal members challenged are to be immediately

replaced from the Faculty Panel by a 'person who
has the -same tenure status as the person, challenged.
The Faculty Tribunal., shall thus.always.have a full
membership,

c, Challenges for caus% are unlimited: To be sUccessfJ,
a challenge must be upheld by a vote of at least
three members of the tribunal.,,
Members removed for cause are to be immediately replabed
from the' panel by'a faculty member who has the same
tenure statue as theperson'challenged.

e. If the original Faculty Panel becomes depleted,
additional members are to be selectedas provided in
section C 6 of this report:.

.,
H. Hearing Procedures
to 1. The respondent' 'is assumed to be :innocent.

2. The Tribunal having read the forMa/ complaint and the,.,
xespondent's written response shall agree that a prima
facie case does exist or the proceedings will be
dropped.

The Tribunal shall determine the 14aximuM sanction
oseible do the 'basis of the written evidence', and the

re ndent shall be informed.

4. The respondent shall have the right to be represented by
anyone he/she chooses.

5.. Technical legal rules of evidence need not be followed.
N,

-

, The qair shall rule on all questions of admissibility'.
If either party objects to any such ruling, a majority
vote of the Tribunal shall be 'necessary to, overrule the
decision of the chair.

(
86 .--
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7. If the respondent has requested a private hearing there
is to be no direct media coverage of the hearing. If

the hearing is public the chair has the responsibility
f determining the kind and amount of direct media ,

coverage to be allowed.

8. !Some form of verbatim record (stenographic orr ape) shall
be kept of the hearing and shall be made a liable to both

arties.

I. Decisio ,and Implementation
1. Having heard evidence both ora n& written on both sides,

the Tribunal shall render , ,-: decision and communicated
same torespondent,.and co plainant, :, d to Elle President

of the College. /

Any recommendation of the Tribuna/ shall require the
concurrence"-Of at least three me6.ers, except that the
Tribunal shall not recommend t sanction of dismissal

without the Concurrence of at east four members.

3: Sanctions short of dismisses/ shall be\handled locally by

the appropriate official and procedures.

0

In the case of
dismissal, the
the Tribunal's
may quash that

a recommendation for either censure or
President of the College may agree to
recommendation; ha may reduce, it or he

recommendation.

The Tribunal shall forward a recommendation\for dismissal
. of a non-tenured faculty member to the appropriate

department and Dean.

6. A recommendation for the dismissal'eof a tenured facUlty
member shall be forwarded to the President of the College

who may then institute the formal dismissal procedures
delineated in the 'Towson State College Constitution.

7. In cases whefe the Tribunal determines that the complaint
ds without substantial, merit,they.may recommend:

a. warning:to complainant
b. reimbursement bythe-college for all.or part of the

expenses incurred by the respondent in presenting
a defense.

J. Disruption of Proceedings
1. If a public hearing is disrupted, the chairman may declare

',the hearing closed and exclude all persons; provided,
that theerespondent mayname up to qo Faculty members
who shall be admitted to the hearing. Should any of these

Facility members disrupt thehearing, they may be excluded.
Irthe respondent. Shduld disrupt the hearing, the Tribunal
may exclude that person and proceed w11i the hearing.

2. Any Faculty member who disrupts a hearing shall be subjec
'to charges under this staement.
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QUALIFICATIONS FOR ACADEMIC /HANK
/

--ri

1. The fol wing standard ,i...J,-.vefaculty/ranks shall be used:

Professor, Associate1 r fessor, Assistant Professor, and
. .

In- ructor.

Each college should seek a balanced distribution, in rank. To

achieve,: -this objective, not more than 50% of the faculty members
should occupy the ranks of professor and associate professor,
and mot more than 25% should occupy., the rank of full professor.

The following guidelines are prescribed,, for appointmen+ in rank

r for promotion of faculty Rembers. /-

Prole:sor A

the earned doctorate, or its equiva nt( "Equivalent"

is interpreted to mean ou tanding ac evement in

teaching, in the artsv- usic, letters, ence, re-

search, or public s 'ices.

(2). "lye years of fu college teaching experience.
Exceptions mat e made for research or comparable
professional- cuivity.

/ (3).
(4).

b.

4

(6).

Exceilen

Evirdefice

in teaching.

of continuing interest in the aAa of speciali->/

througn"such activities as research, publicati",
/sand- participation in the programs of professional societies.

Particioation in the activities of the academic community
such as performing assigned administrative duties, coopera-
ting with colleagues, assuming committee responsibilitiesr
counseling students, and evidencing interest in community

relations.

See "GUTd-Ol'iTiesjor Promoting to3rofes5or Faculty,
Wno Do Not Hold kiT-g.arned Doctorate" pa.eH

Associate l'rofesSor.

(1). The earned doctorate, or its
3 a abov,e. ln unusual circum C P46s

/

be considered if he has completed a
ments for the doctorate except for

quavalent, asi_defined in
an indiv4Ual may
academie require-
disSertation.

Phy,e,ars of full-time colle 4ching 'experience.

Excellence

Atidence of continu
nation tHrough
participation

restIn the area of Speciali-
tivitieS as research, publication, and

prcwr-ms of professional societies..
//
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(5). Participation in the activities of the academic comUnity
such as performing assigned administrative duti_et, coopera-
ting with colleagues, assuming committee responsibilities,
counseling students, and evidencing interest in community
relations.

(6). _See "Guidelines For Promoting.-To ProfeSsor or Associate--
Professor FAculty\Who Do'Not Hold 'An Earned Doctorate:
page H-3.

c. Assistant Professor.

(1). The earned doctorate is desirable. As a minimum, an
/individual should possess the Master's degree plus
additional credit hours.

(2). Evidence of growth in effective teaching.

(3). Pursuit of continued graduate study toward a doctorate
or other terminal degree.

(4). Participation in the activities of the academic community
such as performing assigned administrative duties, coopera-
ting with colleagues, assuming committee responsibilities,
counseling students, and evidencing interest'in community
relations.

Instructor

(1). Master's degree in the subject field in which he teaches.

//
In unusual circumstances, an individual may be considered
if hd possesses only the Bachelor's degree.

(2). Pursuit of continued graduate study toward a doctorate or
"other tertinal degree.

(3).

At (4). \yillingness to participate in the activities.of tharIcademic
z'

community.

Evidence of potential for effective college teaching.

e. Visiting Appointments

The prefix "Visiting" before an academic title (i.e., Visiting
'Professor) may be used to designate appointments without tenure.

f. Additional Titles

No new titles or designations with. the exce.ption of "lecturer"
may be utilized for appointees to the academic staff of a college
withobt prior approval of the Board. .

19 0
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GUIDELINES FOR PROMOTING TO PROFESSOR OR ASSOCIATE PROFESSOR FACULTY

WHO DO NOT HOLD AN EARNED DOCTORATE

Adopted by the Academic Council May 28, 1973 for Professor
Adopted by the Academic Council December 2, 1974 for Associate Professor

The following shall be employed when a person without the earned
doctorate is promoted to the rank of Professor at Towson State College:

1. Only persons with,tenure shall. be eligible for such, promotions.

. Nominations by departments must include, for each case:.

a) A separate document adducing the evidence from and criteria
by which the department has concluded that the doctorate is
not required.for the promotion. Among these may be'tbe subs
stantiatedfacx that the doctorate is not the terminal degree
in the nominee's' areas, and testimony from reputable sources as
to competence. In pafticular,°there must be a demonstratiqn
that the nominee is already functioning at a level appropriate
to the higher rank.

b) A confidential vote of concurrence in (a5 by each tenured
member of the department, irrespective of rank, submitted
-directly to :the next higher level of decision.

3. Upon-receipt of the complete departmental nomination and if a
majority of the tenured members of the department concur in (a),
the next higher level of decision--the divisional committee at
the present time--shall consider the nomination and its priority"
equally among other's. If this next higher level of decisions"
recommends the promotion, equivalency will have been established.

4. When nominations for ,promotion are at the last lever of decision,
the possession of the doctorate shall not be a fact* in the
decision. All other criteria shall, however, be applicable.



APPENDIX I

FACULTY `EVALUATION AT T

t3

1,,

'`STATE COLLEGE

This revision of the
Cgmmittee on Faculty
by the College Promot
in Spring, 1973, at ,
Council.

Members of the Colleg

Clifford Al
Gerd Ehrlic
Joseph Falc
Nina Hughes
Curtis Ma
Jane Shee
Earl Willi

Report of the Ad-Hoc
valuation" was prepared
ons and Tenure CoMmittee
e request of the Academic

P & T COmmittee:

er
(Sabbatical)
(Sabbatical)

n (Chairperson)

192.

Appr4ved: Academic Council
December 3, 1973



TABLE OF CONTENTS

I. .DEPARTMENT AND. CCLLEGE EXPECTATIONS OF FACULTY

A A. Department obligations and procedural safeguards 1

B. General College requirements of'all faculty members 1

C. Board of Trustees' Regulations 2

II. FACULTY EVALUATION: SOURCES, METHODS, FREQUENCY

A. Sources for evaluation 2

1. Teachilg km

2. Professional responsibilities
a. Achievement of appropriate formal degrees
b. Scholarly growth,
c. Service to the department and to the College
d. Community - related activities

B. Methods of evalliation
1.,Evaluation of teaching

-a. Role of students
b. Role of faculty

(1) Faculty visits
(2) Faculty conferences
(3) Submission of written materials

2. Self-eValuation
3. Summary: Evaluation by the Department Rank and Tenure Committees

C. Frequency of evaluation 8

1. All faculty
2: Non-tenured faculty
3. Tenured faculty

PROMOTIONS, 'TENURE, INCREMENTS

A. Promotions 8

B. Tenure
9

C. Increpents 9

rv. FACULTY EVALUATION: THE OROINIZATIONAL S

A. College Promotions and Tenure Committee 19

1. Composition
'2. Duties

B. DivisionalPromotions and Tenure Committees 11

1.,Camposition
.2. Election, eligibility, term
3. Duties

C. Department procedures and department Rank and Tenure. Committees..:.12

1. Procedures and standards
2. TenureCommittee
3. Rank Committees

D. Appeals 13
1. Procedural appeals of decisions on increment and/or promotion
2. Appeals of judgment 'concerning increment'and/or promotion
3. Appeals of decisions not to reappoint or not to grant tenure
L. Final appeals

193



FACULTY EVALUATION AT TOWSON STATE COLLEGE

I. DEPARTMENT AND COLLEGE EXPECTATIONS OF FACULTY

A. Department obligations and procedural safeguards

All faculty members have a right to know, from the time of their

arrival pn campus, what is expected.of them as college teachers
and as members of the College community. New faculty shall be
informed of the types of contributions they can make to the College

community which may lead to greater persorial and professional rewards.

No uniform particular statement of expectations can be formulated

which is'strictli applicable to all departments. Nevertheless, by
the.terms of the 1971 AAUP statement on "Procedural Standards in the

_Renewal or Nonreite4wal of Faculty Appointments," the College is obligated

to be prepared to state reasons for non=renewal of a probationary

faculty membef's Contract. To do this convincingly, the College must

be able to cite violations of clear and previously-stated standards
and expectations. Therefore, it ie. the responsibility of all departments

in which new faculty members are appointed to provide each person,

within a semester of the initial appointment, with a statement of

expectations. A copy of this statement must be sent at the same

time to the appropriate Divisional Promotions and Tenure Committee.

The statement of expectations must indlude:

1: A4p4rtment;expeotations and phrticularly any responsibilities

Which might be peculiar to the particular pOsition to which

the person was appointed;,

2. College-wide expectations as listed below and as contained inn,

the College's general Promotions and Tenure policy statemehts,

as found in Sectidn III of this document;

3. the Board.of Trustees' criteria for promotion and any department
criteria which exceed the Board of Trustees' general requirements.

B. General College requirements of all faculty members

The following is a list of basic activities that are expected of

faculty members in all departments. It is intended that this list

will provide a statement of general College expectations of faculty

and also the guidelines needed by faculty who desire merit increments,

promotions, and tenure.

The basic philosophical commitment of Towson State College is to the

highest quality program of undergraduate and master's level education

we as an academic community are capable of producing. The key person

in this effort is the faculty member, and arty statement of College

expectations of faculty centers `about this commitment; hence,',
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1. A faculty memiSerl's primmir concern is effeCtive teaching and
continued scholarly. growth. CoMmitment toa discipline involves
an awareness of.the recent scholarship in that area.

2. A faculty member engages in,advanced study and is inv6lved in
professional organizations in order to grow intellectually.

3."A faculty member meets his/her classee regulafly.

4. A faculty member is ready to advise and assist students in.-
matters relating to his/her discipline, and is available through
office hours and appointments. 6

5. A faculty member shares the responsibility of College gover4ince.
through committee participation. No faculty member, however,4-need
serve on more than a reasonable number of committees.

AT,

6. A faculty member participates each year in thegeneral evaluative
process (annual report., student questionnaires).

C. Board of Trustees' Regulations

Chapter VII, C of taWs Relating To and Governing Policies of the
Board of Trustees of the State Colleges of Maryland, July,79757

II. FACULTY EVALUATION: SOURCES, METHODS, 'FREQUENCY

In ordertd establish a uniform system of evaluation, two fundamental
questions must be asked: What is to be evaluated and how is the .

evaluation to be carried out?,If clear guidelines can be established
in regard to these two questions, then evaluations-within each department
can be flexible enough to meet,' particular needs without destroying the
uniformity of the whole system.

A. Sources for evaluation

In recognition of-the fact that Towson State College is primarily a
teaching institution, the evaluation of faculty members shall'be based
upon activities in two broadly defined areas: activities in which the
instructor comes into direct contact with students in a teaching- learning
situation and professional activities-which are related or supplemental
to teaching but in which there is not necessarily a direct interaction
between instructor and student.

1. Teac nig

Th is defined as the faculty member's perfOrmance in the classroom
tuation, whether it be lecturing, conducting discussions, or

directing laboratory experiments. It also includes` activities such
as field trips, supervising student projects., br other functions
appropriate to teaching a course for which credit is granted by the
'College.

.4, 19.
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2. Professional responsibilities-

The faculty plays a vital role in determining the policies, '

character, and activities of Towson State College. Individual
faculty members are responsible - to the degree of their
acceptance of such responsibility'- for the qUality of
Towson Ftate College, both externally and internally. They
can shape the academic community as well .as define its relation-

,

ship to the public community. To a great degree, these matters
are determined by the. quality of teaching. However, the ..,

responsibilities of faculty'members for the excellence of this
institution no not: rend with fulfillment of their teaching assign-
ments. While each department may wish to make adjustment or .

additions to suit its particular discipline, faculty members
should also expect evaluation in the following four areas:

a. Achievement of appropriate formal degrees

Completion of the doctorate or a comparable degree is
expected: Recognition of special cases in which the lack
of this'degree is overshadowed by the individual's unusual
accomplishment in his/her field is discussed in a separate
policy 'document entitled""Guidelinesfor Promoting to Full
Professor Faculty Who Do Not Hold an Earned Doctorate,"
adopted.by the Academic CounOil in May, 1973.

So.

b. Scholarly growth

Evidence of scholarly growth includes not only increasing
one's general, knowledge of his/her field, but also conducting
research and other creative activities and participating in,
professional organizations and/or meetings. Scholarly growth
is not confined merelyito learning; it must also be an exercise
of the methodology of one's chosen discipline; that is, such
groWth will almost certainly yield tangible evidence in the
form of publications, exhibits, lectures, recitals, and otter
products. Research and scholarly expression need not be only
the highly original kind which'advances knowledge; such critical
and analytib activities as-the writing of book reviews'or review
sssays.should be encouraged, as well as the compilation of the
results of current research into a paper or a book which can
be used for instruction. In one Of these ways'- original -

research or expression, critical analysis, or synthesizing
existing data - the good teacher should give evidence that
he/she is functioning as a scholar.

c. Service to the department and the College

Service here means active involvement in department and College
committees, special programs, approved activities of the College
for which no credit is granted, or other activities which promote
the educational and administrative functions of the College. It,
is the personal responsibility of the faculty member to make
continuous contributions to the development of his/Aer department
and the College in some Of these ways. It is a joint administrative-
faculty responsibility to determine which areas!the faculty member
can most effectively serve.
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d. Community-related activities

The following, examples of community-related activities help
to indicate what is meant by appropriate work,in this area:
(1) a sociology professor taking part in a study onthe needs
and aspirations of a particular comMUnity; (2) a speech
pathology professor engaging in clinical work; (3) a theatre
arts. faculty member assisting in the developm of a community
theater; (4) teachers from ,the music department a ng,i the

develOpment of community orchestras; (5)' members of he olitical
Science department heading and/or sponsoring community forums
and debates on political, social or electoral issues :Activities
indulged in merely for the purpose of favorable evaIuatidii-are
not what is meant by the term "community-related activities.''

Not all facultrmemberswill be in a position to bring personal
expertise to the direct service of the community, nor should
they be compelled to participate in such activities unless
they form a part 9W their duties at the College. For these
reasons, faculty Members shall not be penalized for not partici-
pating,any more than they shall be encouraged to substitute this
activity for lesSened performance as teacher and scholar.

B. Methods of evaltionr,

1. Evaluation of teaching

Teadhing effectiveness is operationally defined as the sum of
preparation, process, and product. By definition, preparation
includes all of the steps which must be taken in order to conduct
a course or unit in a particular discipline. The minimum pre-
paration,, irrespective of discipline, shall include a syllabus
stating the general and specific objectives of the course or unit,
forms of academic evaluation, and standards expected. These objectives,
forms and standards must be explicit so that they'will serve as
guides for both instructor and student.

Process is what occurs' in all student-instructor interactions. The
nature'of these interactions is therefore important. They consist
of instructor and/or student activities-which lead to progress on
the part of the student.

Product is the intellectual and behavorial change in the student.
It is the sum of preparation plus process; consequently, if these
two factors can:be given a superior rating, maximum learning is
likely to result.

Each one of these factors may be jointly or separately evaluated. All
of them, however, must be subjected to an evaluative process which
considers them as an integrated whole. These evaluations may take
the form which is best for a particular discipline and may involve
different persons. The adequacy of the instructor's preparation and
process should be evaluated by obtaining feedback from students, by
observing student and faculty interactions, and by talking with the
faculty member. Learning can be measured by pre-testing (before
commencement of a.course or unit) and post-testing (after completion);
by comparing student performance on equivalent forms of a test; by
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comparing student performance in separate classes taught by
the same instructor; and/or by any other criteria deemed
-appropriate for a given discipline.

A faculty member can be considered effective if preparation
and process result in learning.

a. Role of students

Student opinion must be.sought as part of the evaluation of

faculty. To obtain student opinion of individual faculty

members, each department must, with the_advide-of students

who are majors in-that discipline, develop its own evaluative
fdrm(s ). and decide. the time of administration. Anylater'
revisilin(s) of the form(s) must also result from department-
student consultation. All final forms for soliciting student
opinion, the procedures used for the development of the forms,

and a descriptio'i the method of administration of the forms
must be submitted annually to the College Promotions'and Tenure
Committee for approval before adoption. /

All faculty members are expected to participate each.year in
"is part of the evaluative process and are cautioned about the
following matters: (1) evaluation forms must have the formal
approval of the department; (2) to preserve students' anonymity,
faculty members must not allow students to sign their names to
the forms; (3) someone other than the faculty Member who is
being evaluated must administer and collect the evalUation forms.

Departments are cautioned to protect the security of the informa-
tion obtained. Also, because the evaluation,of ta faculty member
is not a public process, the results of student evaluations shall

not be made public information. Copies of thee data will be given

simultaneously to the faculty member and to tne department chair-
person. Using a form prepared by the College Promotions and Tenure
Committee, eachlaculty member willeprepare a summary of the student
responses in.each of his,/her classes and a written analysis of-the
'implications of these-responses. If a majority of the department
determine to have student evaluation summaries prepared by a member
or members of the individua'l's Rank Committee, they may do so
provided the individual faculty member shall retain the right to
approve the summary or to submit an alternative summary as part
of his/her promotions file. The department chairperson will make
this summary available to the Department Rank and Tenure Committees
and the'Divisional Promotions and Tenure Committee at the appropriate

time.

b. Role of faculty

While the role of students, in the'evaluation of teaching is
important, the role of the faculty inMaking judgments about°
its membership is of primary importance. The 1966 AAUP
"Statement on Government of Colleges and universities" speaks
directly to this point:

1 9
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Faculty status and related matters are primarily a
faculty responsibility; this area includes appoint-
ments, re-appointments, decisions not tp reappoint,
promotions, the granting of tenure, and dismissal.
The primary responsibility of the faculty for such
matters is based upon the fact that its judgment is
central to general educational polloy..,Furthermore,
scholars in a particUlar field or activity have the
chief competence for judging the work of their
colleagues;' in such competence it is implicit that
responsibility exists for both adverse and favorable-
judenents. Likewise, there is the more general competence
of experienced faculty personnel committees having a
broader charge. Determinations in these matters should
first be bY,faculty action through- established procedures,
reviewed-by the chief academic officers with the concur-,
rence of the board. The governing board and president
should, on questions of faOulty status, asnin other
matters where the faculty has primary responsibility,
concur with the faculty judgment except in rare instances
and for compelling reasons which should be stated in
detail. The faculty should actively participate in the
determination of policies and procedures goVerning
salary increases.

The methods which the faculty can use to evaluate teaching
include classroom visits; conferenceal and consideration of
written materials and statements submitted by the person
being evaluated.

(1) Faculty visits

To make evaluation of uniform quality and validity, a
standard policy, is hereby established for the entire College:
as a minimum standard, all non-tenured faculty shall be
visited at least once a year by no fewer than two members
of the Department Rank Committee. This practice will be
continued each year of the probationary period. The members
of the Rank'Committee may wish to visit the classroom
separately in order to evaluate the instructor on the basis
of more than One performance or they may visit in a single
group tOminimize the disruption of classroom privacy and
to compare impressions of the same performance. If a:serious
question arises in regard to the instructor's ability in the
classroom, the Committee may wish to make additional visits.

In the case of faculty members appointed to the College with
many years of full-time teaching experience) the department
need not continue the visits beyond the first year. However,
such visits are to be encouraged for purposes of professional
growth.

199'
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(2) "Faculty Conferences

'Classiocn visits constitute only.one part of the
facultyls role in evaluating teaching. Soon after
the visits have been completed, the persons who have
visited shall meet with the instructor to'discuss
both the classes they have seen and the methods and
objectives of the course as explained by the instructor.
Methods and activities' not observed during the visits,
such as special discussions, written pdpers or experi-
ments, field trips, use of audio-visual aids, and
examinations may also be discussed at this time. F'aculty
conferences can be Of value in two ways: they'can provide
a better;basis for evaluation; they also can be a major
step in the effort to improve teaching. Faculty members
are given the opportunity to discuss and exchange ideas
regarding their teaching methods, their philosophical
points,of view, and the content of the courses. The
conference can serve IT a learning as well as an evalu-
ating process.

(3) ,Submission of written materials

The standard annual report for all faculty.memioers requires

submission of data relating "to teaching .and professional
responsibilities undertaken,during the past year. Syllabi
for all courses that are reported to have been taught must
be attached to the form for the use of Department Rank and
Tenure Committees. Together these documents shall constitute
the minimum. written report required for all faculty each year.
Persons eligible for promotion or greater-than-normal incre-
ments may wish to submit additional written materials such as
examples of examinations, descriptions of special projects
undertaken, or.other items felt relevant to an evaluation of
contributions to the department and to the College.

2. Self - evaluation

The most effective evaluation for the improvement of instruction is
the self - evaluation of each faculty member in the academic community.

Self-evaluation means the continuing concern and active pursuit of
each instructor for a sensitivity to all facets of the teaching-
learning situation. This iMplies a positive approach to the educational
goals sought cooperatively by'the College;, the department and the
individual faculty member. Evaluation demands continuing analysis of
curriculum and instruction in terms of underlying philosophy, instructional
procedures and educational outcomes. Measures of these' tend to approach
validity to the degree they become voluntarily the primary concern of each
faculty member. Consequently. the initiative forinstructional improvement
begins with each faculty member and transcends any artificial evaluating
procedures imposed by the College and/or by the department.

'200
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3. Summary:, EValuation4by the Department Rank and Tenure Committees

Information for evaluation of the activities of the faculty in
performing their normal or traditional role of teaching may be
gathered from four distinct sources: student questionnaires;
classroom visitations, faculty conferences and information submitted
by the individual faculty member. These sources are not necessarily.
listed in orderof their importance. The decision as to the relative
importance of each in the evaluation process must be made by each
department".

The methods by which the members of the Department Rank and Tenure
Committees evaluate their colleagues' professional activities outside
the normal teaching-learning situation must not be too rigidly
defined. Their comments on scholarly growth, the value of the
instructor's research and publications, and service to the College
and community are usually based upon impressions gathered in both'
formal and informal associations over a period of time. Neverthe ess,
even though the methods of this type of evaluation are loosely efined,
there is no intention to imply that these activities are of minor
importance. Teaching includes professional activities both within
and outside the classroom situation.

C. Frequency of evaluation

1. All faculty will be recommended'at the department level each year
for normal or less-than-normal increments. Basic documents for
this recommendatLion will be an annual report and student question-
naires. All facility may be evaluated for greater-than-normal
increments if the College Promotions and TenUre Committee so directs.

2. Non-tenured faculty will be evaluated each year of the probationary
period for reappointment and/or promotion and/or tenure%

3. Tenured faculty will be evaluated for promotion as their cases warrant.
Whenever requests for promotions and/or greater-than-normal increments
are made, evaluations at the department and divisional levels will
need to be comprehensive and supported with adequate date,0:

III. PROMOTIONS, TENURE, INCREMENTS

An advisory opinion from the AAUP states that discuasio) and decisions
concerning promotion and tenure are of such primary importance that faculty
members On leaVe or sabbatical must be present for such discussions in
order to vote.

A. Promotions

The C011ege Promotions and Tenure Committee is responsible for overseeing '
the standards for promotion throughout the College. These requirements
for promotion must be similar for all faculty in every department. Both
the fabulty member and the department must bear in mind that evaluation
for promotion involves both objective and subjective judgments.

201
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In general, judgments for promotion should be made by faculty at ranks

higher than that of the individual who is being considered. Under certain

specified conditions,' however, committees may include voting members from

.
lower academic ranks (see Section IV, C, 3 of this report).

B. Tenure

The College tenure policy is based on the AAUP statement entitled "Academic

Freedom and Tenure, 1940 Statement of Principles and 1970 Interpretive

Comments" and the AAUP. 1'1972 Recommended Institutional Regulations on

Academic Freedom and Tenure" (see Appendix F, Faculty Handbook and AAUP

Policy Docuhents and Reports, 1973 edition). In addition, the following

two policies relate to tenure:

1. Since all tenured members of the familty have a stake' in who their

permanent colleagues will be, all tenuredmbers of a department,
regardless of rank, are entitled to participate in the department's

tenure deliberations. For this reason, when a faculty member becomes

eligible for tenure, this decision shall be made by a Tenure Committee

(consisting of all tenured members of the departMent) before the

person is evaluated by the department's Rank Committee. (Note:

tnenured° here includes persons with de facto:tenure.)

2. The recommendation for tenure at the rank of Instructor should carry

with it the recommendation for promotion to the rank of Assistant

Professor. A department that is unwilling to make such a recommendation

should seriously reconsider whether it should be making the decision

togrant tenure.

C. Increments ,

p

1. A faculty member should expect to receive a normal increment each

year for the successful completion of that year's services. This

increment should be'greater than the annual increase in the.cost of

living.

2. Department Rank Qommittees have the option of recommending no'increment'

at all when the faculty member's performance is judged unsatisfactory.

3. Additional increments may be awarded for meritorious service. Since a

person continues to receive this additional increment for his"her

entire career for "merit" accomplished during One year, a greater-
than-normalincrement sticuldbe'granted only for, meritorious service

on the basis of a rating sign ificantly higher than that of 'the

average faculty member.

2J2
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IV. FACULTY EVALUATION: THE ORGANtZATIONAL STRUCTURE

Evaluation of faculty takes place entirely at the department level,
review occurs at the divisional level,, an8 policy, administratiotk,
and the mediation of disputes are the responsibility of the College
Promotions and Tenure Committee.

Should any person elected or named to any of the committees. below be
unable for any reason to attend co liiittee meetings on a reg4lar bests,
he/she shall inform the chairperson ,pf that committee at once and be
replaced according to rules established by, the Academic:Council.

.

A. College Promotions and Tenure Committee

1 Composition

The Committee shall be composed of seven elected faculty members
as stipulated by the Constitution of Towson State College. New
members will take office when _0.ection results dte announced in
the spring. Within two weeks of the beginning of its committee
year the Committee shall hold a meeting for the purpose of elect-
ing by simple majority vote a chairperson, who will immediately*.
notify the Academic Council of the names of the Committee members
and the name of the chairperson. The chairperson will serve for
one year. He/She will call and"conduct meetings'of the Committee
and coordinate all%necessary activities. The Dean of the. College
will serve in an ex officio capacity.

2. Duties

a. To interpret and oversee the administration of the system of
,faculty evaluation.

b: To establish guidelines for standards by which departments
will evaluate their memberg and to oversee the standards for
.promotion throughout the College.

c. To review annually the procedures'for evaluation developed
by Divisional Promotions and Tenure Committees and to approve
annually all exceptions from College-wide procedural standards.

tt

d. To review annually department evaluative procedures and to
:epprove exceptions from College-Wide procedural standads.

To determine the amount of money to be allocated for normal
increments, promotions, and greater-than-normal increme ts.

f.- To inform Department Rank and Tenure Committees whether or
not all faculty should be evaluated to determine their
eligibility for greater-than-normal increments.

g. To determine the exact number of faculty to serve on each
Divisional Promotionp and Tenure Committee,
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h. To review the petition of a faculty member who has alleged in-
adequate consideration in his/her claim of eligibility for in-
crement', promotion, reappointment, and/or tenure. Findings and
recommendations of the Committee shall be forwarded to the Dean
of.the College.

B. Divisional Promotions and Tenur ommittees

The five Divisional Promotions and Tenure Committees correspond to.the
current groupings of dd'partments under Associate Deans and. are the
follOWing:

" Division one: ,Business Administration, Economics and Political _

Science, English, Geography and Environmental Planning,
History, Sociology and Anthropology.

Division two: Art, Communication Arts and Sciences, Modern. Languages,
Music, Philosophy and Religion, Theatre Arts.

4
Division three: Biological 5ciences, Chemistry, Mathematics, Physics, ,

Nychology.

Division four: Earl ildhood Education, EleMentary Educatio , General
Education, Li., Lee Tall Learning Resources C ter,

Secondary Educ tion.

Div five: H altq Science , Instfuctional Technology, Nursing,
Ph sical Education. °

1. Compositio6

Each Divdsional Promotions and Tenure Commit ee shall be composed of
five to nine faculty members electe&by and rom the division. The
exact number of persons to be,elected te-'each Divisional Promotions
and Tenure Committee' shall-be establighed the College Promotions
and Tenure Committee on the basis of the umber Of facUltj, in each
division. At least one but no more th two members of each depart-
ment shall be members of .its Divisio 1 Promotions and Tenure Committee.
The Associate Dean for each divisio shall serve in an ex officio
,capacity.

,Election, eligibility, term

All full-time laculty members with regular contracts in every department
may vote for representatives to their'. divisional committee. Those el4pcted
shall normally be tenured members of the faculty at the rank of Professor
or Associate Professor. However, the College 'Promotions and Tenure Com:14-
ittee shall' establish a uniform rule of eligibility for cases where a
department does not have at leapt two tenured Professors clkAssociate Prof-
essors. No one may serve on a nlvisional Promotions and T4Mbre Committee
who is at the same time a member of the College Promotions and Tenure Comm-
ittee. Members of the Divisional Committees shall serve for a term of three
years.- Each Committee shall, at the first meeting of the academic year,
elect its own chairperson who will serve for'a term'of one year.

234
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embers of the Divisional Committees ,Ore expected-to serVe as
epresentatives of the College and not as: delegates from a

particular department. For thisresson,..dePertment chairpersons
are not eligible to serve.

3. Duties

a. Each committee will review a summary of procedures "submitted.
by each department describing the operations ofoit Rank and
Tenure Committees,

./

b. If depArtments'following the stendird procedures i1W forming
Rank'C ittees ftnot,have enough faculty at the appropriate
ranks to Povide a. committee of at least three members, the
Division CoMmittees may designate_ faculty members from
other dep tments to serve on these committees.,

'c.'EOch Omm ttee shall approve or disapprove all recommendations
from depa tments for promotions, tenure, non-reappointmeht and
other-than-normal increments except those of-the Divisional ;

Promotions and Tenure COrmittee members. .Their recommendations
from the departments go directly to the Man of the:.eollege..
Thr Divisional Promotions and Tenure Committee shall yank-order
promgtions and forward all recommendations to the Deanof the
College. The Divisional Prombtions and Tenure Committee shall
inform. the faculty member of his/her priority rank and shall
inform department Chairpersons of all priority rankings for
the division. The Divisional Promotions and Tenure CoMmittse
will not rule on department recommendations for'renewal of
contract of faculty in their second probationary year or for .

normal increment for any faculty member.

C. Department.procedureskand department Rink and Tenure Committees

1. ProcedUred and standards

Good prigice req,Itires that the institution and the,department define
theitleriterie for'greaPpeintment, promotion, tenure and increments and
,h'procedure for ruching decisions on these matters. Piitness to the
faculty member prescribesthat.he/she be informed, soon ifter,joining
the faculty, of the su4tantiVe and procedw.al standards which will be
followed in reaching decisions concerning his/her reappointment, tenure,
promotion, and increments Therefore, each department must annually.
approve the standards'and procedures of the department. All faculty'
members who have served at least one year as a full&time member arthe
faculty. of the Coilege'areeligible to participate in the department's
deliberations on procedures and standards.

2'. Tenure Committee
air

All tenured members-6f the department are eligible to serve as members
of the committee considering another member of the department for tenure
(see Section III, B ofthis,report).
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3. Rank Committees .

a. Rank Committees are)rdinarily,composed of thesmembers of the department
who hold higher academic ranks than the person to be evaluated, except
'that chairpersons regardless of. rank shall be members of 611,department
Rank Committees. In departments where there are not'at least three
faculty members eligible to serve on a-committeeformed acdording to
this standard procedure, the appropriate Divisional Promotions and
Tenure Committee will appoint additional members fromother.departMents
as needed to bring the total to a' Complement of three and inform both
the College Promotions and Tenure Col..'mittee and the person being
evaluated' of its action. Persons with the ,rank of Professor may also
petition the Divisional Promotions and Tenure Committee to appoint'
additional members to their Department Bank Committee in situations
where they believe that evaluation by peers within the department may
not'lead to the fine distinCtions which-are necessary.

,

b. A. department may, for one academic year, establish its Rank Committees
according to its own plan, rather than according to the procedure out-
lined above, provided that at -least one-half of the members of each
academic rank .and a total of three-fourths-of the members of the
department holding regular contracts certify to the College Promotions
and Tenure Committee that.they,approve. Certificatioh shall 'consist of
thefollowingi a statement' of the plan a list of the members of the
"department who hold regular contracts; a.statement of their ranks and
dates of appointment;/their '"yes" or ' "no's vote on the proposed plan;

signatures.
/p,

c. Faculty must have served at least three years at Towson State College
in order to be eligible to serve on Department Rank Committees,
regardless of.the method of formation.

D. Appeals

Procedural appeals of decisions on increment and/or promotion
to

4,

A faculty member who believes that inadequate or improper consideration
was responsible for what he/she considers to be an adverse recommendation .

on increment and/or promotion should first discuss the matter with the
department chairperson. If the matter is not resolved at this point;
formal reconsideration by the department or divisional committee, depending
.upon the one responsible for the decision; may be.requested. If the matter
is still unresolved, the faculty member may'submit a petition for review,
afleging inadequate consideration, to the College Promotionaandorenure
Committee, which will determine whether regular and fair procedures were
follawed.:The College Promotions and Nenure Committee will then forward
its recommendations to the Dean,pf the College.

. Appeals of judgment concerning increment and/or promotion

:A-facalty member who believes that an incorrect, or faulty judgment(s)' was
responsible for what he/she considers to be an adverse recommendation ion
increment and/orproMotion-may begin an appeal at, the level on,which the
adierse decisionwaaMade. If, for instance,. the negative judgment was

2O6
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made at the department level, the' person appeals to the Department
Rank Committee, then to the Divisional Promotions and Tenure Committee,
then to the Dean of -the College. If the negatIve judgment was made
at the divisional level, the person appeals for reconsideration first
to the Divisional Promotions and Tenure'sCommittee!'then to the Dean of
the College. If the adverse decision was made by the Dean of the College,
the ,person appeals for reconsideration to' the Dean, then to the President.

3. Appeals-of decisions not to reappoint or not to grant tenure

In the event of a decision not to renew an appointment, the faculty
member must be informed of the decision in writing, and if the person
so requests he/she should be advised of the reason(s) which caused or
contributed to that decision. The faculty member may request a
reconsideration by the current department committee responsible for

such decisions.

In all-cases concerning decisions not to reappoint or not to grant
tenure, the College Promotions and Tenure Committee will, upon appeal,_
investigate to determine whether inadequate or improper consideration
was responsible, for the decision. The College Promotions and Tenure
Committee will forward its recommendations to the Dean of the College.

In cases in which a faculty member believes that faulty judgment(s)

Was responsible for a negetiVe decision concerning reappointment or
,granting of tenure, an afpeal of that decision may be initiated with

the committee making, that decision. For instance, if tne negative
judgment was made at the 'department level, the person should appeal
first:to the department committee, then to the divisional committee,

en to the Dean of the College. If a negative judgment was made at

he divisional level, the person should appeal first to the.Divisional
°motions and Tenure Committee, then to the Dean of the College.,, If

t e negative jUdgment,was made by the Dean of the College, an appeal
for reconsideration -should be made to him.

4 Final appeals

Wit in the Col ge, final decision on any appeal rests with the President
of t e College
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Al PENDIX J

TEACHERS' RETIREMENT SYSTEM
. 301 WEST PRESTON STREET

BALTIMORE, MARYLAND.21201

SOURCE OF YOUR BENEFITS

You are priniarily interested the retirement benefits that
can be derived through your membership. These are briefly
explained on the following pages. They accrue both from your
thrift and from State participation. Your "Accumulated Con-
tributions" through payroll deductions could be described as
accumulated savings deposits. Your savings or accumulated
contributions are made during active service in anticipation of
their ultimate return to you in the form of annuity lienefits. If
you 'terminate from service without retiring, your accumulated
contributions, with interest earned, are refundable to you.

In addition to an annuity derived from your contributions,
at retirement, you.. are entitled to receive a pension which is
financed by the State in accordance with actuarial design. The
reserves accumulated will produce the necessary cash for pen-
sion payments when they become due. This determination is
made by annual actuarial valuation of the system and is guided
by numerous assumptions based upon the past,experience of
the system. '

The benefits you may receive under:the retirement pro-
gram should never be viewed as :a Complete substitute for in-
dividual initiative and responsibility in prbviding- security in-
later years. Additidnal income derived from s6i.,ngs, insurance,
investments and other personal protection phvams will be
necessary to fully satisfy your finanCial needs after retirement.

YOUR ENROLLMENT

Upon first being employed in an eligible position, you
were immediately provided with an "Enrollment" form. As a
condition of 'your employment, you enteredqm the "Enroll-
ment." form the date when you started to weirk, name of po-
sition, rate of pay, marital status, County or Baltimore City
Boai'd of EducatiOn, or institution emploY,ing you, date of
birth, and Social Security .number' You also named a bene-
ficiary to whom the death benefit will be paid in the event of
your death before retirement. Verification of your age is nec-
essary and must be.made at the time of enrollment. Accepta-
ble documents or photocopies of such documents are as fol7
lows:

Birth Certificate or Delayed Birth Certificate
Birth Registration Notice
Statement of Age Card (from Health Department in

County of Birth)
Hospital Birth Record, certified by the custodian

of such record
A signed statement by the physician or midwife who

was in attendance at birth
Baptismal Certificate
Family Bible Record
Naturalization Record
Military. Record
Passport or Visa
School Record
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Insurance Policy (if at least five years o
Marriage Record
Census Record

MEMBERSHIP

Every regular teacher, ot regular' employed part-time
teacher who receives his cumpensatio from any of the 23

' Counties, Baltimore City or State of aryland must enroll in
the Retirement System al the time of employment. "Teacher"
shall mean any teacher helping teacher, principal, supervisor
or superintendent, attendance office , or clerks employed in a
public day school within the State Ur in any State education k
institution supOrted and control' d by the State. Effective

July 1, 1973, all members contrib to at the rate of 5% of sal-
ary, except that no present membe 's rate shall be increased.

ti

ANNUITY SAVINGS ACCOUNT

You have a separate and personal account in the Annuity.,
Saving Fund. Your savings are protected against executions,
garnishment, attachment or other process of law and are urir
-assignable, except as to Federal Taxes. Regular compound
terest is annually credited at'the end of each fiscal year and is
at the rate of 4%. A statement of your account balancels
submitted to you each year.

It should be noted that annual interest credits do not have
to be reported, to the 3). S. Treasury Department, Internal
Revethie Service, unless you separate from and
withdraw your savings.

ADDITIONAL CONTRIBUTIONS
FOR ANNUITY PURPOSES

While in service. you may apply to the Board for permission
to add to your monthly accumulated contributions and there-
by increase the potential of the annuity portion of your retire-
ment allowance. There is, however, a limitation on the addi-
tional amount which may be ,deposited either as a single
contribution or "through payroill deductions'. (1 is recom-
mended that you determine__ the amount you may wish to
contribute and request Board whether it is within the
lithitation set by law. The State does not match these addi-
tional contributions,
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OUT-OF-STATE SERVICE

A teacher may buy IN Fill YEAR IN WHICH IIE RE-
TIRES up to ten 110) years of out-of-state public school teach-
ing service and/or non-public school teaching service in order
to accumulate the required years to VEST OR RETIRE UN-
DER AGE 60. The teacher pays the entire cost of such service.

LEAVES OF ABSENCE

A leave of absence without pay is authorized by your
employer, anticipating that you will return. to service upon
termi`hation of the leave. The Board considers a member on
-leave of absence to be a "member in service",provided the
leave is for personal illness, study, maternity, or government
service, and provided further that contributions are made
while-on such reave.

MILITARY SERVICE

The law allows up to five years special credit for teachers
who leave State'service to enter military service. For complete
information and forms for this pUrpose, contact the retirement
office.

0 TERMINATION OF. MEMBERSHIP

MeMbership in the retirement system is terminated if one
of the following everats should occur:
I. You are absent from service more than five years.
2. You withdraw your accumulated contributions upon resigna-

tion. '
3. You become a beneficiary or di

REINSTATEMENT OF MEMBERSHIP

It
may

terminate as a member nd are later reemployed,
you may regain all your previous s rvice credit; Upon. the pay-
Mont of the accumulated contributions previously withdrawn
with,mterest to date-of re deposit. You may not retire- within
t Wee years of re-entry in the System.

CHANGE OF BENEFIttl)tilY

You arc advised that various circumstances occurring
throughout your life may significantly affect your choice of
bem'ficiary to receive any benefits due in the event of death
in active service or af ter ,,,,orfr m en t .In such cases, you should
immediatly contact the Board and properly notify it,,dr your
desired change of beneficiary. Failuret to do so may well result
in payment being made to a beneficiary wh --Yoh, at time of
death, did not actually intend to dcsignat

TRANSFERS BE EEN SYSTEMS

You may transfer dit and aectimulated contributions
between actuarial sv ms supported bs) the State of any po-
litical subdivision the state, where acceptance of emplOy-
rnent makes it ossible or mandatory that you participate in
sue h ss stems

PART-TIME EMPLOYMENT
AFTER RETIREMENT

Upon retirement from service, you may accept temporary
employment- within the State, County, Baltimore City School
Board or Community College, provided you immediately no
at'v the Board and specify the compensation to be received.
You will then be advised of the, statutory limitation on salary
that was he earned without jeopardi.fiiig .your retirement
allowance.

VOLUNTARY SERVICE RETIREMENT

In order to qualify for a service retirement, you must he
age 60 or over regardless of the number of years of service or
have twenty-five years of service regardless of age. In order to
exercise your right to voluntary retirement you should file your
application to retire. not less than thirty nor more than ninety
days in adt'ance of the effective date of your retirement. The
effective retirement date from whjch benefit payments accrue
is always the first day of a calendar month.,

COMPULSORY RETIREMENT

Upon reaching the age of 70, you are subject to compul-
sory retirement beginning the first of the month following the
month in which you reach 70, except that with approval of
the State Superintendent of Schools you may. remain in service
until the end of the school year.

COMPUTATION OF YOUR REGULAR
SERVICE RETIREMENT BENEFIT

The retirement allowance cemsists of two parts: namely, an
annuity and a pension.

The annuity is basically a return of your accumulated con-
tributionl plus interest in monthly installments for life.

The pension is the State's shard of your retirement' al-
lowance and is based upon your total service credit and factols
fixed by statute as applied to your average final compensation.
Average final compensation is the average of the three highest
year of salary.

The State guarant6es that yourtotal maximum retirement
allowarice will equal` IJ55 of average final compensation for
each year of creditable service. The retirement allowance pay-
able to a teacher under ag60 is reduced actuarially if he has
25 and not 'More than 29.9 yeas of service. The reduction is
at the rate of 6% per year by tie hich the member's date of
retirement precedes the earlier of (1`) The date he would have
attained age sixty or (2) The date he -would have completed
thirty years of creditable service had he continued in service.'

A simple method for arriving at your approximate maxi-
mum retirement allowance without optional- benefit is as
follows:

Years of creditable service Average final Maximum Anntial
55 compensation Allowance

If you select the regular (maximum) service retirement
allowance, payMents will'be made to you for the remainder
of your lifetime, terminating at death, regardless of when that
May occur. If you desire to provide folio beneficiary who
would receive a retirement benefit after 'your deathfour op-
tions are available and may be chosen in lieu of the regular
allowance. v

EXAMPLE: (actual case)
A female teacher with 38 years of Creditable service, re-

tired at age 63, with an average final salary of $17:1343, Iler
annual retirement allowance, before a choice of op lions, is
calculated at follows:

38 X 617,343 611,982.2.1
55-

This member would he eligible to receive a regular re- III
_tirement allowance of $11,982.24 per annum (paid in twelve

. monthly installments). for the remainder of her lifeWith all
benefits ceasing at death.

Or,she, could elect to rel.eive
one of the four following options.
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OPTION I

Under this option, the retiring member would receive a
a somewhat reduced allowance"with the provision that should
she not live her full life expectancy, the balance in her re-
serves would be paid in a lump sum to her designated bene-
ficiacy or estate. If the teacher lived beyond her life expec-
tancy, there would be no balance payable.

Using th same, example described above the teacher
could-elect to receiv'e an allowance of $10 , 836 .36 /annum
for the remainder of her life. if she should die before receiving
in allowance payments a total of $158,E160.09, which is the
total initial reserve accumulated for her, the balance of this'
amount over the t nal amount of payments made prior. to he
death would be raid to her designated beneficiary or to her
estate.

The bench ary can be changed at any time after retire-
ment, under t s pption,

OPTION 2

The teacher may elect to receive a reduced. monthly re-
tirement allowance, the payment of which may becontinued
after her death to her designated beneficiary. The amount of
the payment is based on the life expectancy of both the mem-
ber' and her appointed heir. There is, however, no residuepay-
able when this plan is chosen. The beneficiary cannot be
changed after retirement.

The teacher used as an example could elect to.receive a re-
tirement allowance under this option of $10,537.20 .per an-
man for the remainder of her life. Upon death, 410,537.20
per annum will be paid to her beneficiary (mah age 64, for
the remainder of his life, if he survives her. If the beneficiary
predeceases the member, no additional amount will be paid
to the member.

OPTION 3

The election..of this plan provides a reduced monthly
allowance to the member until her death, and her designa-'
td beneficiary would then receive one-half of the monthly
allowance: The beneficiary cannot be change's aftei retire-
ment.

The teacher used as an example could elect to receive
$11,213.04 per annum. Upon her death, her male benefici-
ary -would receive $5,606.52 per annum for the remainder
of his life.

OPTION 4

This is a general option under which a retiring member may
select any type of benefit actuarially 'acceptable, and approved
by the Board.

Normally. this is used as a "Cash Refund Annuity." The
pension portion of the benefit is exactly the same as under the
regular maximum service retirement allowance. However, the
Annuity would be reduced, If the retired member does not live
her full hfdexpectancy, then any unused portion Of the An
nutty Reserve (Accumulated Contributions with interest)
N%ould be paid in a. lump sum to her designated bet,(eficiaiy.
.1-he beneficiary can be changed 'rat any time after retirement,
if the member selects the "'Cash Refund Annuity."

[sing the. same example, be member would receive
$1 l,84 I per annum for the efunainder of her life. If she should
die before receiving in annuity payments a total sum of

2 10
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$19,607.71, which is the value of her Accumulated Contribu-
tions with interest, the balance of this amount over the total
amount of annuity payments would be paid to her beneficiary
oil estate. The annuity payments are at the rate 0/.1111.47 a
month. In other words, it the member should die one year
after retirement, her beneficiary would receive $ 0,607.71
less $1,337.64, or a net payment of $18,270.07.-

Z(OST OF LIVING

The retirement law provides adjust tnertts to the basic retire-
ment allowance of a retiree or beneficiary predicated upon
increases in the Consumer Price Index.

VESTING AFTER 5 YEARS OF SERVICE

An Act of the General Assembly in 1973 provided vesting
of the member's share of the State's pension reserve, as -well as
his own contnhutions and interest, after 5 years of creditable"
service, should the member leave his teaching position in
Maryland. A deferred retirement allowance, based on the
vested credit, will he paid to the ex-member, beginning at age
60. The allowance would be 1/55 of average final compensa-

- Lion for each year of credit.

ORDINARY DISABILITY

In order to qualify for an ordinary disaliilitY retirement
allowance, you must have five Or more years of creditable
service, be under age 60, and be permanently incapacitated for
further employment through mental or physical reasons.

The allowance equalS...1/55 of average compensation for
each year of creditable service, with a _possible minimum of
1/4 of average flail compensation.

ACCIDENTAL DISABILITY

In order to quithly fir an accidental disability retirement,
you must be'under 0, and be permanently and totally
incapacitated fUrt employment through mental or
physical reasons resulting from,,an accident occurring in the
actual performance' of 'duty, without willful negligence on
your part.

'Ttieqllowancels equal to two-thir0 of the...average- final
compensation plus an Annuity derived fronVihe accumulated
contribtitions and interest. The total allowance cannot exceed.
the average final compensation.

The options are also applicable to disability retirements.

DEATH BENEFIT

Should a teacher, who is not eligible to retire die in active
service, there is paid to his 'or-her beneficiary or to his or her
estate, the accumulat-d,eontributions, with interest, and if the
teacher has One or ore years of creditably service, there is
paid, in addit'ion, a imp sum' amount equal to 100% of his or
her current salary. f the teacher was (1) Eligible to retire, or
(2) Had at least 5 years of service and was age 55, and (3)
Named his .or er spouse as 'the sole prirriary beneficiary, the
spouse will're,ive a monthly allowance for life under Option
2, or in lien of this, the spouse may elect Within 60 days after

teacher, to receive the lump sum death benefitdeath of t
payment,/

In dditidn to benefits explained in this booklet, you may
also b entitled to Sticial Security benefits. Apply at your
nearest Social office. .
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HERE IS AN EXAMPLE OF HOW THE MAJOR MEDICAL EXPENSE PLAN M T WORK:

Mary Jones.is under treatment for diabetes. It has'teen nece ary for
her to visit her doctor's office once a month:for an entire ye x for
examination. His office fee is $20 a visit': Between visits sh had to
psy out'about $8 per month for insulin. After twelve office vi is she
was able to discontinue her monthly office visits and the use o insulin.
The total cost of her office visits and medication (insulin) is:

12 office visits at $20 a visit $240.00
Medication (at home) 96.00

$336.00'

:nder her basic Blue Cross-Blue Shield and MajOr Medical the folloWing
,.:44TVerage would be provided: '

Paid by Basic ExPensedcCoveral?re
Item = Cost 4Blue Cross-Blue Shield by Major Medical

'icctor's visits

:Iedicine (at home)
$24Q,

96
-0-
-0-

$24

96

Totals $336

Of the $336 of "Covered Expenses" Miss Jones
must pay her $50 deductible

The remaining $286 will be paid by the Major
Medical Expense Plan

2 3

$3364

50

$286
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APPENDIX

Towson State College
STANDARD TRAVEL REGULATIONS

The following regulations are issued for the guidance of faculty and
,staff of Towson State College who are traveling on official business for
the college and who expect to be reimbursed for charges incurred in such
travel. These regulations are the Standard Travel Regulations for all
State agencies with clarifications as needed by the col ege.

1. General

Faculty and staff traveling on official business are expected to
exercise the same care incurring expenses that they would if traveling
on Personal business and at their own expense. Since excessive and

.
unnecessary travel and other expenses will not be approved or reim-
b'irsed, the faculty and staff are cautioned to plan, their travel
routes so that the minimum amount of travel will be involved with the
maximum amount of visits, field services, and other activities. Exr

penditures for official travel will be considered as reimbursable
only if they are incurred in at!cordance with the standards herein
set forth.

2. Out-of-State Travel and/or Conventions

a. By authority of the hoard of Public Works, the Executive Director of
the Board of Trustees of the State Colleges is responsible for
approving attendance to conventions, conferences, seminars, or
meetings of any kind which require the faculty and staff to be .

out-of-state. The request, properly completed on an Individual
Request for Out-of-State Travel form (Schedule 15, see sample on
following page), is obtainable by faculty and staff in the Personnel
Office and should be returned to the Personnel' Office accompanied by
an agenda or brochure =explaining the trip, 20 days in advance to rhe

beginning of the trip. The request is then submitted in advance to

t e beginning of the trip. The request is then Submitted to \he
Executive Director of the Ioard of Trustees of the State Colleges,
whose approval must be obtained prior to,,the beginning of the trip.

b. One'day trips to the Washington, D.C. area are not considered out-of-
state travel. All other trips to the Washington, D.C. area requiring
an overnight stay will require out-of-state travel approval as outlined

in section 2a above.

c. Travel outside the United, States of America and its territories and
Canada shall be submitted to the Personnel Office 60 days in advance,
to the beginning of the trip, Such travel requires approval of the

Board of Public Works.

d. Multiple Out-of-State Travel Requests -- Individual put-of-state
travel requests requiring more than two persons attending the same
convention, seminar, or meeting must be submitted to the Personnel
Office 30 days in advance to the beginning of the trip. Such re-

quests'ghould be accompanied by an agenda or brochure and a justi-
fication explaining the reason for such multiple requests, as they
require us to obtain prior approval from the State Secretary of Personnel.
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INDIVIDUAL REQUEST FOR OUT-OF-STATE TRAVEL

ToWson State College
,(Agency

NAME OF OFFICIAL
OR EMPLOYEE: Mr. John Doe

TITLE:

DESTINATION:

PURPOSE OF TRAVEL:

DATE OF DEPARTURE:

Assistant Director of Personnel

New York City, New York

attend Public Personnel Association Conference

December 1, 1971 DATE OF RETURN: December 3, 1971

METHOD OF TRAVEL: Plane

ESTIMATED COST:

(INITIALED BY
DIVISION HEAD)

HIGHWAY: State Car

TRAIN: Coach

Private Car Bus

PLANE: Specify Class Coac

Fegistration Fees:

Lodging:

Meals:

Transportation:

Other:

Total:

Pullman

$ 25.00

25.00

60.00

6.00 (limousine, gratuities)

$164.00'

Comments: '(Indicate amount of monies allocated by department for the tri

FUND AND PROGRAM: (Indicate program and fund)

APPROVAL FOR TRAVEL
RECOMMENDED:

(Department Head)

THIS FORM IS TO BB RETURNED TO THE PERSONNEL OFFICE ONLY.

Schedule #15
2 1 6

10-29-71
(Date)

PLEASE SEND ONLY ONE COPY.
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e. Travel requests directly connected with the attendance of a conference,
seminar, or training course, which exceed seven days must bearthe app-

- royal of the State Secretary of Personnel and be pla-ced on the Boardof
Public Works Agenda of the Secretary of Budget and Fiscal Planning for
approval of that Board. Such requests shall'be submitted to the,college
Personnel Office 60 days in advance Co the beginning of the trip.

f. When a registration fee is charged, those participating in a meeting may
be reimbursed. A receipt of- the registration fee is required.

3. Travel Advances

After complying with the forementioned procedure, a travel advance less $25
from the estimated request may be obtained from the college Finance Office.
An advance is not payment for the trip, it is,a loan. This request must be

made on a pink Working Fund Advance Form COMP. 64, see sample form on page
L -4. This form must be signed by the requestor and the Department Head or
Vice President.

No later than five working days upon returning from the trip the actual ex-
pense account must be submitted to the college Finance Office on the Expense
Account Form (GAD Form X-5 see sample form on page L-5). At this time the

advance made previous to the trip will be settled. If the actual travel ex-

penstexceed the amount approved, written justification must be supplied and
signed by the appropriate Vice President. 4

4. Transportation

4

a. Use of College-Owned Vehicles

(1) Faculty and staff members shall not use college-owned vehicles
except0in connection with official assignments.

(2) College-owned vehicles will be used whenever possible for official
travel within Maryland by faculty and staff of the college who possess
valid Maryland Motor Vehicle Operator's Licenses.

(3) Cojlege-Owned vehicles will be used for-travel outside of Maryland
when:

(a) The destination is not adequately served by public transportation,
or

c
(b) The employee is required to move about extensively in the desti-

nation area, or

(c) The use of a college car would result in'savings of substantial
time or money.

(d) Good judgment must be exercised in determining whether'to use
a college car. F,or%xemple, it might be preferable for aperson
traveling alone to use public transportation, but be more econo-
mical for three persons,traveling together to go by car.

2 J. 7
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TOWSON STATE COLLEGE

WORKING FUND ADVANCE

GENERAL $

TRAVEL' $ 113.25 X

EMERGENCY $

SETTLEMENT DATE
(,5 days after return if Travel Advance)

,PATTY' CASH & CHANGE FUNDS-'
XRenewable Annually)

'NAME John Doe

Date February 28, 1972

'DEPARTMENT Personnel Extension 377

REASON FOR ADVANCE Attend NYGA. Conference March 1, 1972 'through March 3, 1972

I understand that by accepting fhislhdva ce there is responsibility to return
an eqval amount in cash and/or receipts. Receipts must be in accordance with State
Regulations and acceptable by the State Treasury for reimbursement to the Towson
State College Woriang Fund.

Reques

Department Head or Vice President

'I acknowledge receipt of Advance Check #

Date

See reverse side for travel regulations.
Comp. 64

1

Amount

A
SignAture

218
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(4) The operator of a college-owned vehicle must adhere to. careful and
courteous driving practiges atd observe traffic law4and regulations,
at all times.

(5) .-(a) The settlementof any fine or penalty imposed for traffic or
other violations relating to the use or operation of college..
vehicles is the responsibility of the individual concerned.
The college will not pay or reimburse any cost inv'olved, or
take any action for the abatement orsuch fines or penalty.

(b)' It 18 the 'responsibility

° k'-,regulations of the State

Motor Vehicles requiring
reports.

of all personnel.tocoMply with the
Treasurer and of the,Department of
submission of automobile accident

(b) Th,efacUity Qr,ataff.mpmber'using a college-owned vehicle i
responsOle,Dr.'he vehicle's :troper operation, care, and?servicing.-
;GaseilinC:and .oil 'shouldbe obtained in conformity with the college'sy.

Standard; prpcedure. Ocept.pl an emergency.,, accessories,, parts, and
rti repairs, are to:be.OpsuMmated tlirdUgh normal college Transport-
ation Department charrnels.

4'
(7) - Reimbursement sha-14:6e.Mad(e P.Ok expense

0. I4

.hotels? day.'?,parkingi, feriY4*idge, and
.,,. `required e, - .- ''.-
J,

trOf,afPriVaeely..61Xted 4hicleS.

.-.,

(1) , The bellart.plent:1*ad,Ma}i author-4e payMent of:mileage at 12 cents per
rwile .for:ttleusefprivaleIyaw.ned vet-11.61e used for official
-bu'glnesS,tnly-Wiler6to cotl:ege.vehicle.46 availaKe. In order to be
.consideredfor_reMureemeat the rate of 12 cents 'pet mile, the
individual Put.-of...stateavel'iOqiiest,must be accompan{ed by a

' ".request for use.of'State.edr (fOrths.ore
'Off ice, -andand Transportdaon pepartment). iOwever, ShOu an-employee'
prefer' td ue.:4,'Privateiy:4PwnedT,VellicieAen,a college vehicle ifs'
available,, he may be reimburseduthalf the rate, or 'sax: cents per.mtle,

of overnight
road eons.

storage at
Receipts are

. ,

E_2) When amileage allodance'is phld to an employee fot the Lie. of his
priyate automobile for officia.I'business,. this is Without regaLl:to the

.

nUmber,of passeniexs, he ,may have' with .him.' Department'Heads should
`,exercise careful supervision and,endeakdr to consolidate.traVel

,

groups. in as fgwautomobi/es as pOssible.
,

05- .ln,addi,tion.to_mileage,'the.operatat of'the.car shall be
ferry

"ft

. .

for,ovesnight storage at Kotel stop day parking,
and road toilS,

reimbursed
bf,idge,

<40. ,Mileage as:'alIPWeounder Sub-section (1) above shall...mean:the disednce,
'from:theemployee's gtarting point to his destination and 'return, of
the distance between his current place of emplOyffient to-his A'stInation,
and'return,'whicheveilg less,

2.2 0
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se.

C. Use of Public Transportation

(l) Travel must he by the most direct route.

(2) Actual fare for transportation by public carrier shall be Teim-

bursed. Round trip tickets shall be used when such use results

414.11 a savings.

(3) When traveling by plane, tourist 'class tickets shall be'obtained

wherever possible. The cost of transportation to and from tfle.

airport shall be allowed. The cost of flight insurance uP-to $5

shall be allowed. Receipts must' be presented along with,the plane

ticket.

(4) When traveling by train, coach rates shall be used unless the trip

is overnight: If the trip involves overnight travel, pullman fare

shall be allowed.

Ae
(5) Porter fees of 50 cents per bag will be reimbursed.

(6) Taxi fares tp and from railroad or bts station will be allowed.

(7) Bus and taxi fares-are rei bursable when incurred on official dUty

5. Meals

4
; C

a. Each individual must use good judgement and discretion in determining,the

amount paid for meals at conferences or meetings. Reimbursement will be

allowed only for meals consumed by faculty and staff of the college and

not for their guests.

b. Whenan official or employee is on travel status involving absence from."

home overnight, all meals are reimbursable.

c. No reimbursement may be made for the cost of alcoholic beverages.

d. . The cost Of bteakfast is reimbursable when an employee must leave home,on

official business twci both's or more prior to the beginning time of his'or

her place, of business. The cost of dinner is reimbursable when an emplOyee

cannot get home within two hours 'Aftef his or her normal quitting time. In

both Ases, the two hours is in addition to khe'bormal commuting time.
1

e. No reimbursement for breakfast or dinner will be made. because of the hour

at which an employee is required to leave home, or at which the employee

returns home because of commuting to-and from his or her normal work

place.

f. acept'as provided in subsection b above, no employee shall be reimbursed
..7

. for the cost of lunch.

g. Schedule of reimbursable rates for meals (including,tips) are:

$2.00 Breakfast, $2.50 Lunch, $7.50 ninnet.

h. When lodging and meals are obtained under the
"Ameri2camplan", a receipt

,coveTing'the full amount must accompany the expense account. Reimbursement

may not exceed $45 per day. 221
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NOTE: When an employee is. attending a meeting, seminar,.-or convention, at
whit' the cost 'of- any meal is part of the cost of attending such affair,
t e actual cost of the meal shall be reimbursable to the employee.

6. Other Expenses

Hotel bills will be reimbursed on the basis of actual cost, provided that
itemized receipted hills are submitted with the expense voucher., Care
must be taken to assure that the bill covers only the expen'Se of the
employee, and does not.include expenses for the employee's spouse and
family, and other non- allowable items: Daily toom charges must be listed
on the Expense Account per day. Any differentiation ftom the bill to the
Expense Account must be explained in writing.

b When checking into a 'hotel, tip is reimbursable to the extent of 50 cents.
the same tip is allowable when checking out.

c. Telephone and postage expenses incurred in the performance of official
'duties are allowable.

d. When a faculty or staff member is required to.be on travel status for a
period exceeding one week, thp costjof laundry, cleaning, and pressing
is allowed.

e. Other miscellaneous items must be explained-'cleatly andaccompanied boy,7-=

a recei#0.6for items, $3 and above, .

a- f. When a registration fee is charged, a receipt must accompany the charge.

7,? Travel Where Expenses-are Proposed to be Paid by Other thaw the State of Maryland

A State employee who receives an invitation because of his or her officials
position or the nature of his or het State responslibilities to travel out'of,
the State at the expenSe of a private individual or nonguftrnmental organization
and who'has some questions as to the propriety of accepting such an invitation
may present the facts surrounding-the'invitation in'writing to the Personnel
Office, who in turn will solicit the Board of Pubfit'Works for a determination
as to whether the invitation should be accepted. The Board of Public Works
after evaluating the written submission, may recommend that the-invitation be
accepted or declined, or may advise us to accept the invitation with the
understanding that all or part .of' the costs thereof be borne by the State of
Maryland when the Board is of the view that such travel is in^furtherance of a
matter of State concern and interest.

2 2 2

101



USE OF COLLEGE VEHICLES

1. Policy

L-9 ,
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.
College vehicles are to.be used primarily for instructional and

administrative purpoSes. Student use is limited to organizations

which have been duly constituted by.the Student Governmen,t Associa-

tion Senate only. No student may drive college vehicles except in

accordance with 1-b of this policy.

b. General Rules for. Drivers of State-owned Vehicles
,

(1) All drivers must have a driver's license which is valid in the

State of Maryland

(2) State-owned Vehicles shall- e driven only by State officials

and authorized employees. Exceptions to thisrule must have
authorization from the Department of Budget and Fiscal PAnning.-

(3) State-owned ehicles shall not be used to condaCt personal

busjness,_ to ransport_members of the family; e.g., transport-

ing thj_ldnre o dnd fromr'sChpol, or -for pleasur . Passengers

in State 'autom biles must be authorized pers s on State

business.

(4) All traffic and parking laws are to be Obeyed.' Posted speed

limits are not' -to be exceeded nor is the vehicle to be operated

above safe speeds for road conditions. All violation fines shall

be-the, responsibility of the driver involved.

(5) General Rules for Drivers of- State-Owned Vehicles

Any
operating a privately mailed vehicle on ficial college

business who becomes involved in any for vehicle accident

must submit a properly completed MVA R-30) report ,to the

Campus Police Department on the day of the accident. The

Campus Police Department will assist the driver of the vehicle

in completing the MVA (FR-30) report.

river operating a college owned vehicle or any. driver

ft

In addition to the MVA (FR-10) report, an FS-1 form (Motor

Vehicle Accident Investigation Guide) must be completed by

the operator of the vehicle and his or her supervisor.' The

completed FS-1 form must be forwarded to the Campus Safety

Coordinator within 48 hours of the accident.

FR-30 (MVA Reports) and FS-1 (Motor Vehicle A'ccident Investi-

gation Guide) forms may be obtained.fromthe Campus Police.

Department.

For investigating and reporting purposes, an accident is tie-

fined as a collision with another vehicle, person, or property,

whereby any amount of damage or injury occurs.

2 ° 3
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Fire-Theft Losses

The reporting and processing of fire and theft losses to
''vehicles will be the same as those used for reporting motor
vehicle accidents with the following exceptions. A letter
of correspondence listing the make and typg of vehicle,
unit number, serial number, and all details as to time
location, and circumstances, and an estimate of the amount
of loss 1011 be substituted for the Fit-30 forms. The
Transportation Department will be responsible for ascertain-
ing the estimated -amount of loss. The completed fre,-
theft report should be submijted to, the TransportatNn
manager within 24 .hours of the loss.

(6) A daily travel log shall be maintained in,each State-
owned-automobile oh a monthly basis. Logs must indicate
all destinations by officials and commute mileage even
if driv,en by different individuals. Agencies are.re-
quiredto have these logs available for audit purposes.'

(7) State-owned vehicles are to be efficiently maintained.
Vehicles assigned to agencies unable to provide scheduled
maintenance recommendations be guided by-oil changes,
lubrications, and maintanance recommendations of the
manufacturer. All warranties are to be exercised.

(8) Operators of State-owned vehicles are persontllYreSpon-
sible for vehicles operated by them and may be charged
for damages resulting from misuse, abuse, or willful
negligence.

(9) The use'of State of Maryland credit cards is restricted
to State-owned automobiles and under no circumstances are
to be left in. custody of service statio,'Attendants.

CTO) As a general rule, snow tires on State -owned automobiles
shall he mounted on the vehicle by December t and re-
moved by April 1.

(11) Willful disregard of these rules will be considered just
cause for disciplinary action under the State Merit System
Law.'

2 '2 4
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2. Procedures
C

A. In order to obta'in a Qollege vehicle for use as described

above a "Request for Use of College Vehicle" form.(see

sample on following page) must be submitted.

(1) This form may be obtained from your DiAidsion Head

or his/her delegated representative or from the

Transportation Department of the Physical Plant.

(2)"' Nli data as list d on the form mast be Completed
and must be approved as noted.

(3) Submit completed form to the Transportation Depart-.

ment c/o the Physical Plant for scheduling of a

vehicle 6

(4) Completed forms-should be submitted for scheduling

at least ten dayS" before request date.

b. The map at the end of this secti viith the radii showing

the geographical locations surrou4dingding Towson State College

and specified mileage shall be used as a guide for trips

.and mileage. Use of college vehicles shall be limited

to a 175 mile radius from Towson, Maryland.

c. All credit cards, trip tickets, and other properly filled

out reports must be turned in 101-len a vehicle is returned'.

d. Vehicles shall be assigned according to Priorities 1, 2, 3,

and 4 below.

e. If vehicle is not picked up within one hour after reserved

time, it will automatically be cancelled. Cancellation

charges will be made 'if not notified eight hours prior to

reserved time.

3. Priorities for Use of Velftcles:

a. Priority 111: Required class trips,.attendance necessary for

. credits.

b. Priority 112:' Faculty anil staff professional trips.

c. Priority 113: Activities involving performance in the name

of the college; a.g.4.athle,tic function, debating, etc-

d. Priority 114: Cultural and educational trips sponsored by

student or college Organiations, sanctioned by the college.

kl
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(Please file 1n- Duplicate) . TOWSON STATE COLLEGE

PHYSICAL PLANT

REWaST FOR USE' OF COLLEGE VEHICLES

Date:

Name, Group or Organization: Number in Group.:

Faculty Member or Advisor Accompanying Group:

Type Vehicle Requested: Bus: Car: Wagon:

Date Desired: Departure Time:

Total Time, Vehicle Required: Days.

Destination,:

Drier License Number:

Truck: Van:

Returned Time:

Estimated Miles:

Driver:

Hours.

-,,.....

kt,

Priority (See list of Priorities as listed under Procedures)

1. Required Class Trip, etc. 3. Performance in Name of College,etc

2. Faculty/Staff Trip, eta. L. Sponsored by Organization, etc.

Department: Fund Source: By:
- Authorization and Responsibility for Vehicle Use)

APproired: Transportation Dept.. Date:

To:

(Communications Clerk)
Vehicle No. as shown above will be called for on:

Items Assigned to Vehicle

Clip Boird

Vehicle Keys

Credit Card, No.

Bridge or Tunnel TiCkets

Date:

Date & Time Date & Time
Issued Returrud

Duty Clerk:

ACKNOWLEDGMENT ,To be signed when picking up,vehi'cle!

The undersigned certifies he has read all the General RUles for Drivers of
State-owned vehicles as outlined by the State of Maryland Department of Budget
and Fiscal Planning, dated July 1, 1970.

I am aware -that a violation of these rules would be just cause for revocation
of the privilege, to operate Collc,ge Vehicles.

Date:. Signed:

226
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4. Charges

In order to i'egula e and det,,rmine costai of operating College-owned

vehicles and to oprate the motor pool within the approved budget

charges shall be made.

a. Priorikles Noa,1: No charge.

u. Friorities No 2: No charge except on trips that exceed 35 mile

radius Prom. Towson, Maryland. Ratio listed below

Will be charged for mileage exceed ng es 35 mile

radius. 0

c. Priorities No. 3 and No. 4: Charges will be made acc)rding to current

rates. (See charge rtes belqw).

d. Note: All tolls and parking expenses are the revons bility of the

person and/or organization using the vehicle. These charges

can be vouchered through use of normal procedures.

5. Charge Rates

Rates apply from the time keys are issued to the time the are returned

to, the Transportation Department.

a. Priority No. 1:. No charge. However, please report miteage and data

as requested.

b. Priority No. 2: No charge under 35 mile radius Exec :ding 35 mile

radius charges are:

Bus

Wagon, Van or Car

c. Priorities No. 3 and No. 4

(1) Vehicle. Charge:

Car and/or Wagon - - -$6.00 minimum charge per 12 hours.
$10.00 over 12 hours, in a 24 hour period.

Bus $5.50 per hour or fraction thereof.

T. Truck or Van- - - - $3.00 per hour or fraction thereof.

$ 38 per mile.

$.13 per mile.

(2) Vehicle Mileage Charge:,

Car and/or Wagon

1/2T. Truck or Van

Bus

2 7

(on-4.04)

$,13 per rriile

$. 13 per mile

.----- .13 per mile
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0

d. Cancellation Chargou

0,

.A charge will. be made when no cancellation notice is given a least
eight (8) hours before reserved time.

Bus

Car, Wagon, Truck or Van

c

$18.00

$4.00
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APPENDIX M

QUALIFICATIONS TO REGISTER TO VOTE

IN THE

STATE OF MARYLAND

h. General Qualifications

In, order to register generally for all elections in the

State of Maryland you must be (1) a United States citizen

(2) eighteen year old (3) a one year resident of the State,,

of "Maryland (4) a six month resident of your county or
legislative district.

II. Qualifications to vote in the Presidential election only

Even though you do not meet the qualifications above you
may vote in the Presidential election only if you meet the age

and citizenship requirements and have.iesided in the ward or

'election district where you'vote for at least forty-five days

prior to the date of the Presidential election. These special

qualifications for the Presidential election only are found

'in the Maryland Annotated Code, Article 33, Section 28-1.

III. Place of Registration

The Baltimore County Voter Registration Office is located

at Bosley Avenue and Kenilworth Drive. The telephone number is

494-3161. The Baltimore City Board of Supervisors of Elections

is located at Fayette and Gay Streets. Telephone: 539,6960.

Call them to find out the times for registration. Generally,

you must register 30 days prior to an election.

IV. Absentee voting

Even if you do not meet the qualifications to register for

all elections in the State of Maryland or the lesser qualifications

to vote in the Presidential election only, you should check

to see whether you are qualified to vote in the state fr9m which

you came under an absentee voting procedure.

230
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APPENDIX N

TAX INFORMATION - STATE OF MARYLAND

Income Tax

2% on first $1,000 of taxable income
3% on second $1,000 of taxable income
4%, on third $1,000 of taxable income
5% on all taxable income in excess of $3,000

A

In addition to the above, each local gOvernment has the right
to impose'a "piggy-back" tax Amounting to as high as 50% of the
State income tax. Baltimore City, Baltimore County, Carroll County,
Harford County, Howard County and Anne Arundel County all charge
the full 50%.

Sales Tax

The State of Maryland imposes.a 4% sales tax on all things except
food and medicines.

231



APPENDIX 0

4,1

POLICY ON STUDENT CAMPUS DEMONSTRATIONS

Principles:

1. The College does not always endorse the content or
the position of those who demonstrate; however, the
freedom to express one's opinion, through peaceful
demonstration will be upheld.

2. There shall be freedom to invite speakers of all
persuasions.

3. There can be no inciting to riot or interference
with dire and safety regulations.

4. There shall be no interference' with the academic
process, the central function of the College.

5. . These principles apply to all participants, not

merely those demonstrating.

8-74

Procedures;

1. Any Student Government Officer or Student Personnel
employee who has knowledge pertaining to a campus

demonstration should njtify at once the Dean of
Student's Office. The ice-President for Student

Services in turn will notify the President, the
Security Supervisor, the SGA President and the
Director of the Health Center.

2. If, in the estimation of the SGA President, a
representative of the Faculty Association, or the
Dean of Students (or their representatives), those
assembled become disorderly (disorderly conduct:
from Article 27, Section 142 of the Statutory Law
of the State of Maryland), or are disrupting
classes or other College functions (Article 27,
Section 123A), or are illegally trespassing on the
campus (Articfe 27, Section 577B) the following
procedure will be followed:

A request by the Dean of Students, who will be the
accountable officer, or his representative will be
made to the groups, asking them to .cease or
discontinue such activity. It should be pointed

out by the Dean of Students or his representative
at this time that such activity causes hazards to

safety and/or creates a violation of fire laws and
further that such activity can and may be cdnsidered
a violation of the Statutory Law of the State of

Maryland in that such conduct constitutes the offense
of disorderly conduct, campus disruption or trespass,
whatever the specific case may be.

232



necessary at that time 'to have Any,
security people or policemen at the scene. However,.
if the initial" request is not complied with or'is
rejected,. then a member of the campus police
department,- who is qualified as a snecial,pbliceman,
will be called to the scene: When Ihespeciat
policeman arrivesy hii badge designating hiM as a
special policeman will. be openly displayed to the
.group. .

While in the presence of,the policeman, the
"Dean of,StUdents or his representative shall repeat
his initial request.. If the request is once again
ignored o'r refused, then the special policeman-will.
address the group making the same ,request and

further' advising the group that irthey-fAil to,
cOiply he, as the laws of the,gtafe of Maryland
_empower .him, will have noother alternative but
to place such individuals'unde,,r arrest and charge
them with 'the offense. If the gioup does continue
in its unlawful activity and fails.to comply with'-,

the special" polieeman's request, he will plaFei
them under arrest. and immediately advise them that
they, are beint charged in violation of Article 27, ,

Section 142 ,.of the .Statutory Law'of the State of
MarylandtWhich is the offense of.disorderly.
conduct % Article 27, Section 123A, disruption
of clsSes-,or Article 27,° Section 577B, illegally'
trespassing'ori the ,grounds of a State College.
Once he has placed thei underjarrest, he Shall-

advise them: of the charge, and their rights, he may
use,necessary force to carry'out his arrest.
Once, the, person-,has been placed under arrest and
charged by the special policeman, the County Police
Department shall be advised..and requested to come
to. the College to take suckpersons :into custody.
Once the persons have been taken into custodY by
the'COunty Police', a formal complaint or"charge
shall be made by the special policeman which charge
would be violation of Article 27, ,'Section 142 of
the Statutory Law or Article 27, Section'123A,
Article 27, Section 5776, a vOlatioa.of the..
Baltimore County fire'regulations as7"Stated in
Pamphlet101 of the National Fire Regulations. ,

Campus security officers qualify as special,-
policemen by theauthorify of the Acts of 1.4380';

Chapter 460, as amended by Chapter 769, Att's of
1906 and by Chapter 217, Acts of 1918,. ConStitutiOn.
ADC- e State of,Maryland.

Note: Revised as of July 29-, 1970 and originally,
app.roed the second semester of J968
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APPEND-IX P

SUSPENSTON POLICY -1-N CASE OF CAMPUS DISRUPTION

I. CampuS Regulations'

=.
ch'
1. Violence, .thillfui damage of-property, the forceful'

. - .

occupation ofbuildings,theAntimi.dation of members:.
of the College CoMmunity.or thewillkul disruption of
any class or scheduled meeting may be .cause for immed-

iate suspension from the College'.

2. Upon suspension the. individual is expected to leave
Ole campus immediately a,nd,to make no appearances
on campus until the suspension is-over or .until

special exception is written,by Vicej'resident'
for. Student Services. ,

3. In addition to suspension;.Niolaters may, be charged
under" civi.L.1w., inclUding State LaW Ar.ticLe 77,
12'3A prohibiting dishiption Ofclasses'or. molesting
studentS or employees of the C011ege. ConviNion
underCivil 'law may be used as evidence in the
cammus'hearing,

4. Further violation of this policy or of other ruleS,
and regulations of the College by an individual . .

who has-been suspended will be considered in violation
Of State Law, Article 27, Section-123A or Article 27i,
Section'57,7B pfohobiting trespass'eupon grounds of a .

State College.

II. Procedure and Definitions

1. Should ap instructor or the person in ch&tge determine
that the action of an individual. (s) present constitutes
a disturbance of.the class or meeting and should the
offending. par.t.y refuse to leave immediately, a state of

,disuption shall exist by definition and the prOpr
authorities of the College shall be contacted.

2. The Pr5ident' extends -authority for suspension. to the

Dean of_the College and to the Vice President for

,
_Student Servites and, to other such- persons who may-Se

authorized to be the representative of the President
at that ,time.

8 -75
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3. In cases involving faculty, the authority for suspension
shall,. whenever possible, he extended to 016 Dean of the
College who may act as the representative of the President.
DT the absence of both the President and the Dean, author-
ity for faculty suspensfOn will be extended to a designated
Asserciate Dean of the College.

LII. Hearings aqd,Appeals.

1. The individual charged shall be afforded all the rights
and privileges as stated in the Students' Rights and
Responsibilities Code; Redress of Grievances.

2. At the end of the period of suspension, a student may re-
enter without reapplication'for a readmission.

3. In cases involving fatuity or staff, action shall be
consistent with faculty hearing and appeal,procedures
previously adopted by the-College.

Members of both the College Senate and the Academic Council
made contributions to this policy-'which was endorsed by the ExecUtive,
Committee of the .College Senate on'July 29, 1970.

7/29/70
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APPENDIX Q

SUGGESTED PROCEDURES IN THE EVENT

OF CLASSROOM DISTURBANCES

1. Should a person or group not enrolled in a particular class desire
to use that class for what they perceive to be a more relevant
learning experience, the instructor has the right and responsibility
either to invite that person or group to participate in the class
or ask that they leave.

2. Should the person or group be asked to leave but refuse to do
so the instructor should Bar as follows: "Your presence here
is a' violation of campus regulations. and the Statutory Law of
the State of Maryland disorderly 'conduct. If you fail to
leave, the proper authorities wial be called and you will be
held accountable."

3. If the disruption continues, the instructor should call Mr. Gene
Dawson),,Director of Security, Extension 693 who will be asked to
restore order..

Violators will be held accountable for their actions both in
terms at campus rules and State laws.

,

236



APPENDIX R

TOWSON STATE COLLEGE

Credit For Experience

TO: Academic Standards Committee

FROM: Department Chairman

Request tat the Department of

credit for experience equivalent to the following course:

Course

8-74

be authoriied to grant

Title
Np0pr t Credits

1. ,Description of evaluation: Nature of evaluation (examination, audition, demonstration,

etc.). Include copies of relevant evaluation if appropriate.
.

2. Grading: rhdicate type of grade to be given, e.g., PA/NC or traditional letter grade. a

If PA/NC in major course,,indicate special permission recommended. (Reference Academic

Regulations . Pass Option)

III

,

3. chievement necessary for credit to be granted. Indicate level of performance or grade

'- necessary for the student to receive credit.

Department Chairman's Date Academic Standards

Signature of ApprovAl
Committee Chairman's
Signature of Approval

1.

Request for Granting Approval to Students Listed

2. Course

Department

Date

Title
Number Credits

3. The following student(s) has/have mastered the subject matter contained, in the above

course and should receive appropriate course credit:

237
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September 2,
September 2,3

Tuesday, W
Thursday

o APPENDIX S
TOWSON STATE COLLEGE

Academic Calendar, 1975 -1976

uesday
4,

dnesday-

Fall Semester 1975

Residence Hall open
Complete Registration and Change of Schedule
for pre-registered students and Orientation
for newostudents not previously completing
the program- -late registration by permission
of Registrar

September 5, Friday
September 8 thru 12

Monday thru Friday

Classes begin
Schedule changes accepted

October 24, Friday Mid-Semester
November 14, Friday Last day to drop a course
November 26, Wednesday Thanksgiving Holiday after LAST CLASS OF THE,DAY

December 1, Monday Classes resume
December 12, Friday Last day of classes
December 15t Monday Final examinations begin
December 22, Monday Last day of examinations and semester

January Session 1976

January 5, Monday Session begins
January 30, Friday ff Session,,ends

/ Spring Semester 1976

February 2; Mond Residence Halls open

February 2,3,44' Complete Registration and Change of Schedule
Monday, Tuesday, Wednesday for pre registered students and Orientat1ion

February 5, Thursday
February 6 thru 12

Friday thru Thursday
March 26, Friday
April 9, Friday
April 19, Monday
April 23, Friday
May 19, Wednesday

'May 20, Thursday
May 21, Friday
May 28, Friday
June 6, Sunday

238

for new,students not previously completing ,

the .program- -late registration by permission
of ,Registra .

l',

Classes begin -si

Schedule chaliges accepted

Mid-Semester
Spripg vacation.begi
°Classes resume
Last day to drop a 4ourse
Last day of classes
Reading Day
Final examinations begin
Last day of examinations and "ester
'Commencement

after last class



APPENDIX T

FyRM A: New CcurseS (S,Jt.mit 5 copies

Regular Ei Mini investor I:1 r.

Department or Area Date

Signature of Department Chairpersonil
*(For General Studies Area courses, approval and signature of Associate Dean is needed

in lieu of department,cn,irperson)

The department has approved the following course and now reques the approval of

the College Curriculum Cemmittc'e, with the understand'ng that approval or disapproval

will be reported to the department.' If approved, this approval will also be reported

to the Archivist anct the Registrar of the College.

8 -75

General Studies AreaD

Catalog Title

Catalog Description of Course

0 Credit Hours Coptact.Hours

Level of Course: Lower Division
Upper Division - Under-Rate credit only

Upper Division - UnderEradu.ate and Graduate credit

CrL4,1749 DiviSicn 4-1

Suggested Level Number of Course (100-620)

Prerequisites of.Course

Will this course be required of majors? Of minors?

Will this course be open to non-majOrs and non-minors who meet the prerequisites/

Can this course be used to help fulfill the general college requirements?

Are there any special requirements for equipment or funds which must be met before this

course ca 'be offered? 7r. so, please ex Slain.

Are there any books, library materials which must be ordered before

mthis course cabe o fered? If so, please.list these on a separate
sheet which may be s nt by t* Subcommittee to t e appropriate librarian on app
of Lhecourse.

(JANUARY 1973)
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CURRICULUM

Fia:1 A-1: Mininster ForJ (Submit S copi..3)

,:atalcg Titlo

Specifically, how will the course be scheduled?

noNDAY TuE3DAY 1.1;,:nr '51)AY TEU11/)Y FliTIY
8:00

r
9 Loa .

4-

10:b0

11:00
.

12:00

1:00

2:00

3:00

1000

5:00

does this schedule approximate the 10-15 hours of instruction normally required for
each credit hour? If not, attach explanation.

Is this counEe already a part of the regular curriculum?

Why is this course appropriate to the concentrated nature of the four weekminimester?

Was the course offered in the previous minimester sessions? If so, specify
dates . Please attach an explanatiOn of any changes in
content or methods to be implemented since previous offering.

Maximum class size Minimum class size

-Are there any preconditions for the offering of this course -- special funds, library
acquisitions, instructional staff, etc? Are there any costs fqr supplies and

terials which -exceed departmental budgets? Attach any relevant commepts.

Does the cour3.! invr:ive trlvel?
student? Attaon justification.

If so, what is the approximate cost for each
2 4 0
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CURRICULUM C,AwITTEE

B: Changes in Existing Courses or Programs (Submit 5 copies)

Department or Area Date

Signature of Department Chairperson
*

*(For General Studies Area courses, approval and signature of Associate bean is needed in
lieu of department chairperson)

The department has approved the following changes and now requests the approval
of the College Curriculum Committee, with the understanding that approval or disapproval
will be reported to the department. If approved, this approval will'also be reported
to the Archivist and the Registrar of the College.

Current Number and Title of Course

Fill in Appropriate Changes and Attach Justification for Each Change Requested

a. Change in Title:

Proposed Title

b. Change in Catalog Description:

Current Description

01111101110.1111111111
Proposed Description

c. Change in Prerequisites:

Current Prerequisites

Proposed Prerequisites

'd. Change in Credit and Contact Hours:

Current

Proposed

e. Change in Level:

Credit Hours Contact Hours

Lower Division
Upper Division - Undergraduate 'credit only
Upper Division - Undergraduate and Graduate credit
Graduate Division

Suo..;cf_AeJ Level Nwmber of Course (100-.600)

Current Proposed

(= / ,, 1

Ci /::::2

CZ 1::::1

f. Couree to be Dropped frbm Curri,culum: Check if yes

241 (JANUARY 1.973)



APPENDIX U
Revised 11/74

SABBATICALS and SELF-RENEWAL.

411 Approved (Statement ,Attached - Re: Coverage of

,Department Chairperson Classes and Other Responsibilities)

. Approved (Statement Attached)
Associate Dean

Approved
Vice,President Academic Affairs

Because it is felt that faculty self-renewal is the best way of/insuring institutional
and program vitality ina period of little, if any,.growtoh and faculty turnover,
sabbaticals for the future take on even more importance than they had in'the past.

Therefore, all requests for sabbatical leave beginning in September 1974, will be
required to be accompanied by a detailed faculty self-analysis using, as a basis the
attached outline. Specifically, you are being asked to analyze your personal pro-
fessional goals for the next five years. How do you view developments in-your dis-
cipline and how,do you propose to adjust? Given the shifting enrollment patterns
Towson is experiencing, what do you see ahead for your discipline, your major pro-
gram, and your department?

Finally, in view of these concerns, what kind of professional "retooling" do you
propose to accomplish during your sabbatical; and how will this benefit the college?

411Please complete the enclosed and forward to the Office of the Dean of the College.

Part I - Name

Department -Rank

. Date of. Appointment at TSC

Date of Last Sabbatical Granted by This College

Dates of Sabbatical Request: From To

Part II- List Courses You Regularly Teach (i.e. over the last two years)

Courses Estimated Enrollment 11;'

242
(over)
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Part III

'Estimated student load per semester over last two years:

A. What developments, new scholarship, the graduate school or student job
market, situations, and other external changes have occurred within
your discipline within the last five years which might require a partial
or perhaps full-scale "renewal" of the courses you teach or a decision
to develop competencies in new areas? Please explain;

243



IIIPart III

Il

-3

b -7 5

B. What are the internal (to the college) developments which you see as
having affected enrollments in your discipline? (It might be signifi-
cant that enrollment fluctuations` have occurred at the upper division
but not the lower.)

7

244
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Part III
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C. If the purpose of the proposed sabbatical is to pursue a program of
scholarship, you are asked to explain in detail the nature of your
project. How would you estimate its potential contributions to
knowledge in your discipline or area, and its value to your ongoing
development as a college professor? Please describe in detail how you
proporie using the time if you are awarded a leave and how will you re-
port back to the College upon the conclusion. of the sabbatical the
results of your work?

(9.

2/-15

O
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Part IV - How would your sabbatical relate to Parts II, III-A.B. or C, above?
In what way does your proposal reflect a commitment to your own pro-
fessional self-renewal, and how will the College benefit?

Attachments:
V

1. Form for Department Chairpersons to use to offer their recommendation
regarding proposed sabbatical.

2. Board of Trustees statement on sabbatical leaves. 246
over
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.

Attachment .- 'Chairperson's Recommendation Sabbatical Leave.Request.

\
40

Faculty Member: Year-of Sabbatical 9 1

In'submitting your recommendation please attempt to relate your responses to.thel
'sabbatical questiohnaie completed%by the faculty Member, especially -Part III - A,
B, or C.

U.

How many sabbaticals can the department absorb during the 'coming year and what prior,
ity ranking is assigued to,this proposal? - i.e. three leaves are possible and this
request'is regarded as priority number one.

247



.EMPLOYER'S FIRST. REPORT OF INJUR

41,! C*py
(11, ,Coin'

'edgy

Olt .00CUPATIO.N;Ain
rir Complete and;,send trrirriedtately,

To S.TATE ACCIDENT FUND' .
301 Went Prentontcreet, lialtimoreo.f4d. 212191

To W010( MF.Nrti, CON11.1...NSATION OriMMISC10/44`
108 1.'sqt 1,eir4'h7tan,titre'et,

To DEP,AHTMLNIOF LAPOR di 1NDDS'TRY
30$ West Preston 'Street, Baltimore,

Naine ot Employfr Towson &tete Ccfllege 4.

D/A ' 8-7

Vriployer

Tim.
and
Place

1.

2.

3.

ti:vbe. 'Ailed in, by Ernpleiyer

Office addre'ss: No. lirid St. 8000 Yfirk Roa
Insured by Name of Company State 47cel.deot Fand A ra r ^!.."

Cive nature iof business (or article manufacturediTr.:VAII`riall,,,,Eri. 16141 '1441""°11

City._olownB4P*)rt..ZSiatiOlaryland:

(ac Location et plant or tlace where accident -or ,disease 4aCcurredi
!Cantrak.StbrerooM --/- -- -

General 'Services Bldg. Department ;Materiel Manaqe"rat ,-Stata If em: loyer's prirolnes,J.....e a....
I'Z'l 9,

(b) It 14140 In a mine, did accident ociiiii on surface.'`untICIffrOiind. ',Salt or fah' ..:. - --.,... .....-::

Date of Injary' 10-1 5-7 3 1'4'19 JYa/Y Oft week.e'MehdaY ,.. Hour of dit 41-0 Aim ',.;.w...1)'.ti.
, r '

Date loss time le n , 19-1 5-7 3 .., 19 10 A.M 'PIM. IL as injured paid in- fAill for4ay 'of injury 7?....::

9. When did you or foreman first know of injury 10 -15-73 ......
10. Name of foreman 11-r. Joseph Jones

Injured
non

ame n)ure
,i.i*roe

Address: No. and :$t. .
40

Check (N/) Married , Sing1W, Widowed . W

11. Nationalit
didrek

16. Age 3u Did you have on file employment certificate or permit ---. .. -

16. (a) OcCupation when injured Stoicman (b) Waa this his or her regular occupation

John NMI
IFIrst NIMA ibliddle

&° Sixth Street

Smith
..em Non.

Social Sectirity No. 123-45-6789

Salto.
City or Town. State Maryland"

Divorced -Male ,XX Female ,; Whi

English Yes s..6.0Yea.

w.

..... ...

(If not,
17. (a) How long employed by you

(a) No. hours worked per day
(c) No. days worked per week !in
(e) If board, lodging, fuel
day, week or month

state in what department or brunch of.
2 1/2 DX38 .

eight

Yes ,

work regularly employed)
(b) Piece or time worker

6c13 Wages per haw(
56

(12) 1Vages per day $.....
(d) Average weekly earnings $../.00..t.OP.-

or other advantages Were furnished in addition to wages, give estimated value per

Cause

Injury

19. Machine, tool or thing causing injury Box 20. Kind of power (hand, foot, electrical,

steam, etc.) Hand . 21. Part of machine on which accident occurred -

22. (a) Was-safety appliance or regulation provided Yes - (b) Was it in use at time .... ?:1.° .. ._,..........

-,..

23,Z Was accident caused by injured's failure to use or observe sa tifety appliance or regulation Yes'. ....-. .. .. .... . ..... a

24. 15Pscribe fully how accideht occurred or how employee was exposed to alleged hazard? M:r Saiti14all .. ..,

attempting, to remove a box of paper from the middle of a stack of boxes when

the top box fell forward. Mr. Smith .threw tag hie right hand to protect his face.
.,

-The metal band of the box lacerated the palm cif. his hen ..... ...

25. Did disability *rom disease arise, out of and in the course of claimant's last employmen No

Nature
of
Injury

26. Cause and hturt of injury or occupational disease
Was trying to work too quickly.

*nit
27. Probable length of disability 1$. Has injured returned to work

if bo, date and -hour .
10-16-73 At what wage $ Same

29. At what occupation ,
Same

30. (a) Name and address of phyii:in Pr.......P.atOck Delon, TQWPAP StAtC.Scollege

(b) Name and address of hospital .. 5tA...J9AWA.1 ionit,41.1,91fOn... limigall4

Boxes were stacked tot) high; Mr. Smith

Yen

( 'I 31. Has injured died :.:,,tiA
_knee .

ate of this report 710-16773

UniforM and cot-tett 'pelting
of Claimanen name required

Claimant's name in S. F. 2 wr.s spelled .

If ao give date of death

2.618

Firm Name 1:Q.s443.Q11....09

Yr
..... _

7
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0
E

C

P
T
14

N

DEOCRIIIE CLEA LT HMS THE ACCIDENT OCCURRE

Mr. Smithwas attethpting to remove, a bo4 (15) of. paper from themilidle of_a_stnek of
boxes in aisle 03 when the box on top, #8, fell forward; As box #8 fell forvard,' Mr.
Smith threw up his right hand, to protect his face from the falling object. The metal

basd.on box #81aceratedthe palm of_Mr. Smith's righthandi requiring four stitches",

j/-

AA-
Y
S

1

0

WHAT ACTS: PA,ILURE TO ACT ANd/OR CONDITIONS CONTRIOUTED MOST DIRECTLY TO THIS ACCIDENT/

Mr. Smith was-4feopting to_ssve time by pulling box #5.without first remaving
box #11 (See diagram). kr. Smith also failed to usepersonal protective equipmentl_
supplied,i.e.4 gloves.

.___ ___. ___. ... ___ u

_____ __ ._

WHAT ARE THE REAL OR AISIC REASONS /On THE CAISTILNCIC OP THESE ACTS AND /OR CONDITION /1 '

Mr. Smith is a neon employeeYho has not received proper training. in material_bandling.L____
It was also learned that Mi. Smith was operating behind schedule and was anxious to

catch up to impress his ne0 employer. It is this supervisor's opinion that more
idecitiateifielvingmaY have eliminated the stacking probrem..

.

LOSS spumnr POTENTIAL

CPM0)04 ,

reSorious CrMinfo. .

PROBABLE RECURRENCE RATE

Froquent Occasional VRars
Al&

P.
R
E
V
E
N

I

-I4

0

WHAT ACTION HAS On WI
Smith's foreman, M
handling. Smith was

al TAKEN TO PREVENT RECURRENCE? PIACI? X ST ITEMS COMPLETED.

Jones, instructed Smith in the proper methods of_material.
informethat although his supervisors are pleased with his

attempts.to catch up on his work, safety always taki-Precedence over speed.,_

A work order wasplaCed to have additional !shelving installed in aisles 3,

Mi.. Jones willcheckall material handlers on s regular baeis and enforce safety
equipment.regulations.

1

tweiurrto.tvo Sr OATS REVIEWED SY DATE

Harry Brown 10=15-73 George Peabody _ 10-15-7a

Witnesses

Diagnms.(Complete wherS applicable):

. .

Box 5 - box Smith attempted to move

.

SQL _8 -I bob thAtAC.11 caysie

. I

%

I.

2.4 9
4 4 -

i- 1, I

I I

4

. ,
-a '1 I

Box
. 7

Box
8

Box
9

Box
4

r. :UOX
. X



PROPER JOB INSTRUCTION

The control of losses is related to the ability of people to perform their taskS properly.

Proper Job Instruction "PJI" is a proven method to give instruction for the correct

performance of a task. Some of the benefits of "PJI" are:

fewer Injuries.
less property damage.
better quality,
increased productivity.
greater employee motivation.

"PJI" should be given with the assignment of every new or different task. It should be

giVen before the person starts the task, not after he has started and done something

the wrong way to expose himself to injury or to cause property damage.

HOW TO GET READYTO GIVE "PJI"

1. Have a Plan
Knowledge of the job to be taught.
How much skill you expect him to
have, and how soon.

2. Break Down the Job
List the principal steps.

Pick out the key points.

3. Have Everything Ready
The right equipment, materials and

supplies.

4.,Have Work Place Properly Arranged
Just as the individual will be

expected to keep 'it.

HOW TO GIVE 12,11"

1. Prepare the IndiVidual
Put him at ease:
Find out what he already knows_

about the job.
Get him interested in learning the

job. Tell him its importance.
--Place in correct position.

250.

2. Present the Operation
Tell, show, illustrate and quegtion

carefully and patiently.
Stress key points.
Instruct clearly and completely, one

point at a time, but no more than

he can master.

3. Performance Tryout
Test him, by having him perform

the job.
Have him tell and show you.,
Have him explain the key points.
Ask questions and correct errors.°
Continue until you know HE knows.

4. Follow Up
,Put him on his own.
4elkhim whom to go to for help.
Check . frequently . Encourage

questions.
Get him to look for key points as

he progresses.
Taper off coaching when he can

work with normal supervisidn.
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INVESTIGATION

Once an accisdent occurs, we logically want to prevent its similar recurrence7 Effective
investigation will enable you to determine the true cause of your problem so that
meaningful corrective action can be taken before further injuries, damage,
delays and waste occur.

Application of thellt/ing Guide Potts will ...
provide identifeation of the real or basic cause;
aid in determination of meaningful corrective action;
aid you in providing accurate information for required reports.

GUIDE POETS

Before Investigating, take all
necessary emergency steps to prevent
further injury or property damages
Then, where possible, interview
immediately at the undisturbed scene
of the accident.

Maintaina positive attitude. Your
attitude during the investigation will
determine the individual's willingness
to contribute meaningful information.
Investigations shoUld be fact-finding,
not blame-fixing or fault-finding. .

Sincerely seek the individual's opinion
and recommendations.

Identify the real or basic cause of the
accident. All too often We settle for' the
obvious surface problem. Deeper
thought and probing will determine the
real cause and lead to more
meaningful corrective steps.

Take action to control the cause of
your accident permanently. Don't
settle for intermediate action in place
of permanent controls. (See Cover.)

Set correction priorities by
considering the potential severity of
the accident and the, probability of a
similar accident recuMng.

Record and file all required forms. It is
vitally important that you retain
accurate information covering the
accident's description, your analysis
and your prevention_meaSUres.

Adequate time spent today on proper
investigation and prompt remedial
action will effectively control
tomorrow's potential losses.

TAKE PERMANENT. ACTION TO CONTROL CAUSES

By-Elimination, Improvement, Reassignment, Repair, Replacement, Revision
or Training of Men, Material, Equipment,,the Environment or Safety Programs.

251
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APPENDIX W

SAFETY PROGRAM

Goals

B774

a. Primary Goal - To develop a Safety Program whlch.will effectively
reduce personal injuries and property damage, and at the same time,

improve the safety attitudes and awareness of all members of the-

college community.

b. Secondary Goal - To enhance the image and reputation of Towson
State College as a well coordinated and dynamic educational
institution.

2. The above goals will be attained through a three-part operation.

a. Part One - This will include corrective action to eliminate'
currently recognizable fire and safety violations and deficiencies.

This will be accomplished by periodic inspections and follow-up:

b. Part Two

(1) This will include a Safety Policy Statement issued by the
President of the college to make known the intent of the

college administration concerning the individual respon-
sibility of each employee of the college and the overall-

,.

goals of the Safety Program. Due to the importance of this

matter and the fact that affects the entire college com-
munity, maximum effectiveness necessitates the issuance of
this Policy Statement by the highest ranking executive of
the college. This Policy Statement may be found following

the Safety Program outline.

(2) An additional requirement of this part of,the program is the
formulation of a set pf general safety rules. These rules are
inclusive, yetsimple,-and are listed following the Policy,
Statement at the end of. this outline.

c. Tart Three - This part of the program, although the most cumbersome

and tedious will determine the overall success or failure of the

program. The major objective of this phase is the delegation of
responsibility to the proper college personnel to form a viable

program. This will be accomplished by:

(1) Establishing a Safety- Promotion Team.

(2) Coordination of training of all college personnel in fire and
safety matters by the Personnel Training and Development
Manager and the Safety Coordinator.
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(3) Coordination of efficient inspection and record-keeping
systems bi`t.h4534,ety Coordinator.

(4) Developing college-wide involvement and interest in fire
and safety matters by the Safety Coordinator.

3. Delegation of Responsibility

a. In order to develop an effective program, responsibility must be
delegated to management level personnel. Non-administrative or
non-supervisory personnel lack the authority to enforce regulations
and institute policy changes.

b. Safety Promotion Team

(1) Objectives

(a) Total management involvement in the Safety +Program.

(b) The development of positive supervisory attitudes
towards safety.

(c) The formal training for supervisors in their respon-
sibilities to the Safety Program and in safety
management techniques.

(d) The college-wide promotion of a safety theme which
has been selected by analysis of accident losses or
program needs.

(e) The thorough college inspection with a follow-up of
corrections as needed.

(2) Membership

(a) Permanent members - Because of the nature of their work
and/or of their subordinates' work, the following
individuals shall be permanent members of the Safety
'promotion Team: Director of Physical Plant, Director of
Security,"Director of Auxiliary Services, Director of
Health Center, Associate Dean for Physical Education,
Associate Dean for Sciences, and the'Safety Coordinator.

(b) Rotating members - Edch division head shall appoint a
member of the-division's management team to serve on
the Safety Promotion Team for one year. Since some
divisions will be represented" by permanent members, the
appointment-of rotating members from those divisions will
be optional at the discretion of each division head. In
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4s.

addition, the Vice President for Student Affairs shall
appoint'a student representative to serve a ong year
term.' Each representative selected should receive a
letter from the appropriate division head describing
the team concept and providing a means for implementing
the program.

(c) Team officers - The Sardiy Coordinator shall serve ,as
advisor to the Safety Promotion Team, and each team
shall select a chairperson and a secretary from among
its members.

. (3) Responsibilities

(a) The Safety PromotiOn Team shall make recommendations
concerning safety matters and such recommendations
shall be recorded 4n the miputes taken by the team
secretary.

(b) Recommendatiops shall be followed up by the Safety
CoOrdinator(wha shall report any problems to the
irector/Of Personnel for disposition.
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TOWSON STATE COLLEGE'

GENERAL SAFETY RULES.

1. Follow instructions; don't take chances. If you don't know, ask.

2..*Rekrt immediately any condition or practice you think might cause

bodily injury or property damage.

3. Put everything you use in its proper place. Disorder causes injury

and wastes time, energy, and material. Keep your work area clean

and orderly.

4. Use the right tools and equipment for the job, and use them safely

5. Whenever you or the equipment you operate is involved in an accident,

regardless, of how minor, report it immediately. Give first aid promptly.

6. Use, adjust, alter, and repair equipment only when authorized.

7. Wear approved personal protective equipment as directed. Keep it

in good condition.

8. Don't horseplay; avoid distracting others.

9. When lifting, bend your knees, grasp the load firmly, then raise the

load keeping your back as straight as possiblp. Get help for heavy

loads.

10. Obey all rules, signs, and instructions.
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APPENDIX X

DESK COPY REQUEST FORM

Date

(name of publisher)

(address)

(city & state)

Gentlemen:

Your book (Please specify author, complete title and edition)

has been adopted as a required text in my course
(course name & number)

and, will have an approkimatesenrollment ofThe course begins

students.
(date)

I have not reviously rece d a c. Alimentary copy or desk copy of thit

book. Please se ne. k you fo your prompt consideration in this matter.

Sincerely Yours,

Name

Dept

signature)

College

City & State

Note: American Textbook Publishers Institute Policy: Publishers prefer that
instructors write directly to the publishers for desk copies using this
form. Mail his form directly to the publisher named. Use a separate
sheet for, every book requested even though the book is for several in-
structors teaching the same course.
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APPENDIX Z

SICK LEAVE REPORTING PROCEDURE

It is imperative that faculty report and departments keep, accurate'
records of all sick leave taken. This is the result of a change in the
retirement policy which permits unused sick leave to be converted into
additional service credit time and also to provide informaiion for those
requesting a certification of sickleave used for exclusion on income tax.

To assist in maintaining uniformity and accuracy, it is requested
that the following guidelines be used in reporting faculty absences to
the Dean's Office:

111

4

1. Each department must submit a bi-weekly regular
(not contractual) "Faculty Sick Leave-Report"
to the Dean's Office.

2. FacyYty are to use a school week Monday through
Friday in counting their sick days.

3. Holidays (days when classes ate not conducted)
need not be reported.

. Absences occurring during Minimester and Summer
Session are not to be counted.

. Exclusive of holidays, Minimester, and Summer
Sessions, faculty are to report all absences,,
onday through Friday, due to illness. Days

a e to be counted even though classegi, may,not
be - cheduled. Example: If a faculty member
teac es Monday, Wednesday, Thursday and Friday
and is out the entire week, five days would be
reported.

6. For any i lness of three or more confsecutive
work days, .r parts of three or mor consecutive
work days, f °Lilly must submit a certificate
signed by a du licensed physician which
authenticates t period of illness and indi-
cates that the fa uIty member was unable to
perform his/her dut'es during that time. Such "
certificates` should p- attached to the department's
"Faculty Sick Leave Report". Failure to comply
with this regulation may result in a loss of pay
for the period,of the absence.

Revised April 11, 1975
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Faculty'Hiring Procedures

hn accordance wilirthe provisjonl-; if the ATI-Fr-mat:Lye Action Plan of the
college'(Section II, Subsection A, Part I, .Item 3), departMental hiring
committees which do not incltie women and/or minority members shall
choose consultant members from among apool of volunteers who have been
given orientation to the hiring process.

. Consultants serving on a hiring committee will not be voting members
of the committee but will he active p.articipants'in all discussions

deliberations of(thecommittee..

,-/
3. The functions of consultants include assistance tO the department in

increasing its aulie'ant pool, including assistance in establishing
contact with sources of minority and women applicants, assistance to
the department in screening applications on a non-discriminatory bas-is,
and partiwipation in 'interviews. .

4. Consultants need.not sery , on more hiring commitLees'than they feel
able to serve well. No consultant should fee'l constrained to accept
any or all invitations to Serve on hiring committees.

4

5. Service as.a consultant is regaTded,as service to the college. Gonsu l-

nts.should report this service on their end-of-year reports and such
service Shou'id be crecrted by the consultant's own department in the
same way as other commi.ttee'bservice. to the college., ServiCe as a Con-
sultar;Cis Work, and consultants who feel that the time devoted to con-
sultariy precludes some other forms .of service should feel free to re-
quest a redurtion of other ooMmlttee'duties.

6. All consultants are volunteers. Consultants receive orientation to'the
Affirmative Action and Dean's Office guidelines concerning hiring prac-
tices, and have access to the Affirmative Action Committee and to the .

Dean's office. However, consultants are not elected to be legal experts
or apologists fOr regulations, whether federal , state, or allege regula-

tionS. L

7. in addition- to access to informal contact atnny time during the hiring
process, thre shall be held the follow in meetings for consultants:

orientation (before consultants'jOin hiring,,c6mmittee)
kogress (about midway in-the hiring season, for exchange of

ideas and experlences)'
feedback and evaluation (al: the end of the hiring season, to

discuss results and evaluate the consultancy program)

8. Consultants will be provided with copies of the "Outline of the Hiring
Process," lists of recruitment sources., and other necessary materials.
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°OUTLINE OF THE HIRING PROCESS

The following is a compendium ofTplicies and practices, botli.those called
for in'thecollege Affirmative,Action plan and those propounded by the Dean's

'Office. These policies and practices haVe been arrangedrin chronological
order tp coyer the various steps of the hiring process; ..the outline can
therefore serve as a checklist to Airing committees as they go about their
deliberations.

-1. Determination of position to beifilled.

The exaet position to be filted should be determined in consultation
with tha Associgte Dean for the division the level (faculty rank)v
available, specialties,. if any, to be taught, and Specific qualificatidhs
necessary in order to fulfill the position.

2. Wording of advertisement.

The advertisement should be worded as specifically as possible. The
following information should, be given briefly in the advertisement

a. faculty rank(s) of the positidn.
b. specialty, if'any,,required.
C. primary, duties of the position (e.g., "teach three section's of

introductory.survey and one advanced course in specialty"
note that in this context, it is better to specify the specialty
as an area of competence than as a particular course title --
for instance, "one advanced course in linguistics" rather
than "one advanced section of Structural Grammar") including
any non-teaching duties such as directing a program or super-
visingincerns/trainev/etc.; if applicable.

,d. closing date for applications.
e. qualifications required or desirable (specify which), including

degree status, experience, etc.
f. The'statement "We are activelyhseeking women and minority applicants

'Ior this position."
g. The statement "An 'Equal Opportunity/Affirmative ActiOn Employer."

,

3. Approval of advertisement.

/ ta _ . -4. . .

Each adivertisemet must be atIproved"by the Associate Dean. for the division
before, it is circulated or placed ipsamy publication. In this process,

c. the AssOciate DeanS will consult with the Affjrmative Action
0

OffiCer .

4 \' ,

as- appropriate. . .

<13 4

4: Placement of advertisement..

The advertisement should be circulatQd as widely as pcissible in media
likely to reach Minority and women 'applicants,

a. The department will be respbnsible for placing the ad 'in appropriate'
professional jburnels. -(Cost accrues to6department budget.)%
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b. The Associate Dean for Instructional Servio.es will be reskOsible-
for placing the ad in -relevant general-circulation media Sbol as
The Chronicle of Higher Educatipn and the Black Scholar. (Cov
accrues to Deari's Office budget.) Departments should send Dr.\Muriphy
a copy of the final version of the ad for this purpose.

c. The flepartment will be rep nsible for mailing copies f the ad to
majot b.lark'groduaLe inStitUions. A list of such institutions is
made available through' the AffirmatiVe Action Officel.''

d. The "department will be responsible for developing informal contact
'with black graduate institutions and local black colleges.

e. For temporary (Visiting Lecturer) and part-time positions, advertising
may be confined. to the4Baltimore-Washington region.; for regular appoint-
ments, advertising should include national-circulation professional jod-nals.

5. Prefiminar4 Screening.

Applications should be screened initially_only to "weed out" those who
do not meet the minimum qualifications for:The p6SiLion. These persotis
should be notified early that their applications are not competitive.

All applicants who are not eliminated on this preliminary Screening shall
be considered bona fide cannidate's for the'posiLion (this group will here-
after be referred to as the "applicant pool"). Care should be taken'to
screen out only those applicants who do! not meet minimum qualifications

should' remain in 'the applicant pool.
,

6. Determination ofompoitionof, the applicant pool.

All apvlidants`in the appli'can'r.pool who did not specify their race and
sex,on their initial application shoUld be sent` the "Race-Sex Information-
Request Form." Please note that while we can request such information,
.we L-annot. require it, and failure to complete or return such a'form shall
'not-be used as a screening tool at any further stage of the procedure.

' Copies of. the I:are-Sex' Informat9Cin,1Zequest Form. are available from the
ffirmative Action 'Office.

Arecord,of non-competitive applicants (those screened out atstep. 5)
should he maintained

4

A separate record of the appliont pobls should be maintained. The record
of t-16 appliant'pbol should Include 'race .and vex of all applicants for
which, this infcirmation is available.

t

. .in LhiS ,initial r6vipw of the applicOnt'pool., any o..,ther necessary infot:
motion which was not supplied with the original application should also
be requested.

e'

..

. ,

-

Step 6 is a review step only: its purpose is -Ito assure that there are
full 'informational 'rec6rds on each member of.tlie applicant pools No
"comparative"-4assessments sbould.bee'made until this review has been

, accomplished. HOwever,:once all information necessary has been'requested,
step 7, may be initiated befdre such dnformation is received. Nevertheless,..

sLep 7 inky not be cpmpfeteduncil orAsonble time has been allowed foT
the' receipt of,,any additional infortation,requesnd in step 6. '
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7. ,Screeiling0f the applicant pool.

Once,thooapplicant pool has been established, each bona fide appli6atlon
shoulelbe reviewed on its merits in relation to the position-description
and qualifications as advertised.

e ,

Faceors used to screen applications intodegrees of desirability may not
ine'lude either those which are specifically discriminatory (factors of '
race, national origin, religion, sex, or age) pr those which are iadirectly
discriminatory by virtue of their impact upon a particular gro,u0factors
such as marital status, speculations about willingness to relocate, status
of theagwduate,schoolattended, etc.).

Particularly when screening applications for a position at the junior
ranks, the admittedly subjective factor of "potential" is one which
must he considered. Hiring committees are encouraged to discuss broadly
both the quantitative and the qualitative factors which they perceive in
the'applicatiOns and upon which their.assessments are based.

One tool which .committees might wish to use (and. which might be requested
either in the ad Or at stage 6) is a brief statement of tV applicant's
"philosophy Of education" or "assessment of the necessity of thi. discipline
in a liberal_educat4on." Such statements -- again admittedly subjective _

may furnish additional useful information,not because there is any "right"
answer, but because they provide insight into the candidate's aims and.

.

methods.

The acreening'procedure will.result in some form of grouping of appli-
cations. The exact numher and nature of the groupitigS, and their size,
may vary depending upon the nUmberof applicants in.the applicantpool.
Due to the diversity of departments and positions, no sharp guidelines
can be given as to the number or size of groups within the pool. However,
each department committee,should feel free to consult the Associate Dean
of the division an'd/or the Affirmative Action Officer for assistance and
Advice if they,perceive a problem -in the process of such grouping.

The ultimate result of the screening/grouping stage will be the deter-.

mination of an "interview pool" from within the "applicant pool.". The
interview 'pool is those' applicants which the department' wishes to bring
on- campus for an interview as set forth below.

NOTE: Some departments may Wish to use preliMiriary,interviews as part
of the process of screening the applicant poql (such as, for-instance,
..anerviewing at the annual meeting of a professional association). In, -
general, interviews at this stage may not he used as the only interview
'of a candidate. Offers of eMployment,c'annOt be made at such an interview.

. 2Ga



AA 5

8. Review of screening and permission to interview.

When the department has completed the screening of the applicant pool
and has listed the interview pool from among the applicant pool, the
.department shall present its findings to the Associate Dean for the
division. The following shall he submitted:

. a. The chart entitled "Composition of the Applicant Pool"
b. The chart entitled "Composition Of th interview Pool"

Written justification of the reason fo wishing to interview
each person in the interview pool.

NOTE: Although expense iys---certainly, a factor, departments are urged
to include as large a number of applicants as feasible ins the interview
pool. 'EspeciAlly where some of the persons to be interviewed are local,
this is practicable. See also 9c below.

No department may invite persons for interviews or conduct final inter-
views until they have received the approval of the appropriate As'sociat'e
Dean.

9. Invitations to interview.

Once the Associate Dean has approved of the beg ing of interviews,
each person in the interview pool shall he contacted to arrange a date
for the interview. Although the initial-Contact may be made by telephone,
each person Lo.be interviewed shail,-also be sent the following' in writing:-

a. a leiter confirming the,,-date and time of the interview and setting
forth the type of oral preentation to be made (note: the Dean of

the College will not, in general, confirm any hiring for which the
interview process did not include a demonstration or presentation).
Such presentations might take the form of a guest lecture in a class,
a seminar presented to faculty members, a demonstration, audition, or
performance, as appropriate however, the candidate must be noti-
fied specifically of what presentation is. required, the level of the
audience, length of presentation, options of topic, etc.

h. a complete (more complete than the advertiseme9t) job -description._
c. an explanation of the terms under which travel expenses connected,

with an interview will he mild. In general, the terms are as follows:
if the interviewee is subseqUently offered the position and accepts,
we wil.1 pay travel expenses; if the interviewee is subsequentlt
offered the position and refuses it, the interviewee will pay the
travel expenses; if we arrange the interview but do not make an
offer of the position, we will pay the expenses. (Expenses incurred
For bringing persons to the campus for interviews accrue to the
Dean's Office,- not to the individual departments.)

10. Interviews;

A core committee, including the consultants, should be present for all
interviews.

A core of similar questions should be asked of all candidates. It is
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advisable to agree upon this set of questions in advance of interviewing
and to formulate them in writing.' Obviously, additional questions may
also be asked.

Notes should be maintained of each interview. This record should include
the date, place, interviewers present, and at least btief notes,pf the
discussion itself. Notes may also be maintained of the candiEdie's
presentation which is given in conjunction with the interview.

Priority ranking of the interview pool should NOT he made until all
interviews have been completed.

Where the candidate to be interviewed is a minority person or a woman,
every effort should be made to introduce the candidate to minority
persons and/or women,pn campus,in addition to the interview committee.

11. Review, of process and offer of position.

After all interviews of the interview pool have been compfeted, the
department shall priority rank the membersof the interview pop l.
This^peiority ranking shall he presented to the Dean of the College
with the request to offer a'position, and shall be accompanied by a
written explanation of the reasons for the priority ranking.

Offers of position shall be madd only through the Dean of the College.

Should a department determine, as a result of.the interviews, that it
does not wish to make an offer of employment to any member of the inter--
view pool, it shall consult the Associate Dean of the'division and the
Dean of the College, presenting its reasons for wishing to reject all
interviewees and its request either to conduct further interviews.
or to hold the position for a further arch procedure.

12. Letters of rejection.

a. Letters rejecting non-competitive applicants are dealt with in
stage 5,

b. Members of the applicant pool who are not chosen for the interview
pool may, after stage 8 has been completed, be notified that
interviews are being conducted and that they are not on the short
list; however, they should not be given final rejection at this
stage.

c. No member of the interview pool or of the applicant pool should be
given rejection until the position has been filled, or until the
decision has been made by the Dean of the College not to fill Che
position.

Oncee° the position has been filled or the decision has been made not
to fill the position, all members of the applicant pool shall he
notified of rejection and the reason. for rejection, shall be
stated.
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13. 'Letters of offer of position.

Letters af'offer'of pcsition shall be sent .only by' or as authorized by
the Dean of the College and in the terms authorized by the Dean of the
College.

If all candidates refse or for some other reason the interview pool is
,

exhausted, the department shall eithe'r request permission to conduct.,
further interviews (presenting a new list of'the interview pool) or
request permission to leave the position unfilled until an additional
search can, he conducted..

Steps 11, 12,4md 43 involve initiatives of,.the Dean of the College.
The presentatibn of requests or recommendations by departments at these
stages does not imply the necessary concurrence of the'Deanwith such
departmental recommendations or requests.

14. Record ke- eping.

The following records must.6e kept:
;

a. list of the hiring committee. (chairperson and consultant` should
be so designated on the list)

b. the advertisement
c. list of laees:.(both publications and agencies/institutions) to

which the advertisement was subtlitted
d. The names of the non-competitive'applicants .(stage 5)
e. the names of the members of the applicant pool
f. the compositlbn of the applicant pool (chart)
g. ''the names of the interview pool
h. the composition of the Interview pool (chart)
1., notes on the interviews (see step 10 above)
j. same as g/h/i if a second interview pool is constituted
k. copies,of all letters tc5fjpplicants (if a form letter is- used,

copy of form letter with s to whom sent) and of all letters from
all applicants.

GEWAL NOTE (IN, DEFINITIONS: In general, the foregoing document does not
specify how departments constitute their hiring committees (method of
selection or size of committee) but it does assume that hiring committees
act on behalf of and with the approval of their departments. Thus it is
assumed that,4'ht any stage at which information/requests/recomMendations
are presented to the Associate Dean for the division or to the Dean of the
College, such presentation implies the consent or concurrence of the
department, either by direct departmental approval of that move or by the

. department's general approval of the. activities of the committee. The
precise manner in which such a relationship isexpressed is left to each
department to decide.
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.0u:opo':iiLion of Lhc Appliczint Pool

Note: )Prase use n separate chart for each position advertised.

Total nu:..1,ir of oiTlicaLionc received:

Position:

8-75

Numbur of rc,plical,crls olj:iinnt.ed as non-corn on basis of
prelirAnary scrcenin7,:

Total !dr..1)er of ciplicanUs in the applic3111, pool:

(appliciAjo ;Jim.):; eliminaLed as non-
COVTLt,itV(:

Kakcup or 0,(-: apl ic:Amt. pool:

catory: number: % of applicalL'pool:
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APPENDIX KV',

POLICIES FOR PART-TIME FACUIA9

1r

It is be that enactment of these policie lkresUlt in establishing
.a solid corps of excellent Tart-time Co aug he offerings anti provide
areas of expertise which Anpot be'sericed by regula full-time faculty.° Depart-
ments are advised to carefully 1-eyftw their heeds in making recommendations for
appointment to regular part-time status. A maximum of twenty-five percent of all
part-time faculty may receive a.ppointment as regular part -time faculty in each de-'
partment. The twenty-five percent wfll. be based on the total number of part-time
faculty employed during the Fall. Semester of each academic year. This restriction
is necessary because it would he fiscally impossible to ha'Ve all regular part-time
faculty. In certain cases, departments will be permitted to exceed the twenty-five
percent limit. Justification for exceptions may be submitted to the Office of the
Vice President for Academic Affairs.

Part-time faculty at "Towson State College include all faculty teaching less
than ttklye semester hours, or the equivalent; in the undergraduate program, or
nine semester hours or the equivalent for graduate faculty teaching a minimum of
six hours of graduatu courses. All part-time faculty will receive a "Temporary
Contract" which automatically terminate at the end of the period stated on the
contract.

Part-time status is further divided into "Regular" and "Temporary" standing.
The following criteria are to be met to qualify for "Regular" status:

Criteria for Regular Part-Time Faculty Status

A. Employed for four consecutive semesters or 'five out of,the last six
semesters, or is hired-in alternate semesters and employed for four
consecutive years. September 1,'1974, is to be used'as the base year,
with work prior to that time not being counted. Exceptions to the base
date and to the semesters-service requirement may he made on an indivi-
dual basis. in exceptional circumstances. ,

K. Not a full-time faculty member of another State College and not a full-
,.

time professional elsewhere.

C. is willing to participate in depatmental meetings and to serve on de-
partmental committees, advisestudents assigned by the department and
perform proportionately other duties expected of regular full-time faculty.
Assuming each three-semester hour course requires a minimum of nine clock,
hours per week for preparation, instruction, and evaluation, regular
part -time faculty are expected to provide additional service as designated
by the department for each three-semester hour course. This service should
account for at least three hours'per week per course beyond the nine clock
hour instructional commitment.

This guideline has been established' as a result of the data collected
from Faculty for the Board of Trustees in which the percentage of time
devoted to non-class related activities was determined. This study re-
vealed (hal faculty spend approximately 357 oftlieir time in non-class
activities.

D. Is approved by the appropriate departmental selection committee.
44

Ii, The Vice-President for Academic Affairs will mre all regular part-time

appointments. 270
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Procedure for Granting"Regular Part-time Status

A: When the part-time faculty member is in the last of the required number
of,seMesters, the department must decide whether to request "Regular"
status for that person.

B,. A person who has a full-time professional commitment elsewhere may not
be recommended for "Regular" status; however, if such a person sub-
sequently gives up the full-time commitment, the department must then
consider that person for "'Regular" status.

C. A person who is eligible under criteria A and B- above but who does not
wish to undertake the duties required in C., may choose to continue as a
"Temporary" part-time faculty member. Such a person should sign the
"release" form attached.

D. A person who is eligible under criteria A,B,.andC above but who is
not recommended by the department shall not be allowed to continue
ass a "Temporary" part-time faculty member beyond the current semester.

E. The department's recommendation should'be accompanied by a document
outlining specific non-class'expectatignS' for the person recommended
for regular part-time status. ,Both, the department and the faculty^
member will certify that a commitment, to these activities will be made.

F. The Vice;-President for Academic Affairs shall assure that,; in general,
part-time persons of "Regular" status 6onstitute no more than 25% of the
part-tiMv%tomplement of the'College or of any individual department.
However, the Vice President shall exercise discretion in the application
of this percentage.

4*-

Where the application of this percentage makes it impossible for an
Individual recommended tole given Regular status immediately, that
person shall continue ,on'Temporary status, and future granting of Regular
status shall be in the order in which the recommendations were made.

Guidelines ror Employment and Benefits of Regular Part -time Faculty

The following guidelines are to he used with respect to'employment and
benefits to be received by regular part-time faculty:

A. Regular part-time faculty are to be made aware of and adhere,to depart-7
mental expectations and faculty evaluations as outlined in Appendix I
of the Faculty Handbook.

B. Rank at the time of appointment as a regular part-time faculty member
is to be assigned, using the same criteria applied to full-time
faculty.

C. Regular part-time faculty are eligible to be considered for promotion
and the same guidelines and procedures used for full-time faculty are
to be applied.

D. Salary is to be established by using the regular faculty salary scale
and taking 12.57. of the base amount for the rank at the time of appoint-
ment as a regular part-time faculty member for each three-hour course

.271 .
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assigned per semester. The percent would be 16-7% for each four-hour
course and 20.8% for each five -hour course. It is agreed that no
faculty will receive less pay per section than was paid during the
1974-75 academic year.

E. Yearly increments will be made, subject to departmental and divisional
P&T approval and consist of the next step on the scale or the equivalent
percentage increase awarded regular full-time faculty.

F. Awarding of tenure is not possible uncyal- current Board of Trustees'

policy. Job security for regular parzt-time faculty will, however, be
offered consistent with the above constraints. Regular part-time
faculty will be assured that ail part-time positions will be filled
on the, basis of a priority ranking which utilizes semesters of service
for each subject specialization.

C. Participation in the State Health insurance and retirement prOgramils
available for regular part-time faculty employed on a one-half time
basis, or more.

H. Regular part-time faculty will be listed in the college catalogue
in the same manner as regular faculty, except for an appropriate
designation indicating. their part-time status.

I. Tuition waiver for regular part -time faculty, spouse and dependents:
is to bp applied in the same Manner as for regular full-time faculty

. as described on pages 29 and 30 of the 1974-75 Faculty Handbook.

J. All part-time faculty are protected under the Workmen's Compensation Law.

K. Participation in the blocA donor's program as outlined on page 29 of the
Faculty Handbook is provided to all part-time faculty.

L. Faculty travel funds be made aviliable to regular part-time faculty.
The amount of funds available per faculty for professional travel is to

be determined by each department.

M. Faculty research grants may he requested. The procedure for applying is

presented on pages 26,27 and 28 of the Faculty Handbook.

N. Regular part-time faculty are eligible for athletic privileges described

on paged 28 and 29 of the Faculty Handbook.

o. Every effort should be made to provide a desk for use by.regular part-time

faculty.

P. Regular part-time faculty are entitled to full library privileges, including

use of study cdrrels

Benefits not Afforded Part-Time Faculty"1

As a result of eurre,nt Board policy, the following benefits afforded regular

cultv are not available to regular part-time faculty:

A. Tenure. See "P" above.

2 7 2
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Sabbatical

C. Sick Leave
(Regular part-time faculty may receive 50% of the full time
faculty sick leave benefits)

Temporary Part-Time Faculty,

Te porary part-time faculty consist of part-time faculty who do not meet
the c teria presented in "A",,"B", and "C" of "Criteria for Regular Part -
time Faculty Status", or those who may meet the criteria but'voluntarily choose
not to be classified as Regular Part-time faculty.1 In this category, for each
three hour course, faculty will be reimbursed according to- the following pay scale:

Professor $1,100
Associate Professor $1,055
Assistant Professor $ 950

.Instructor $ 800

This corresponds to the evening pay scale, with $100 added tp each rank to
compensate for additional travel involved in meeting day classes more frequently.
This is the pay scale for each three-semester-hour course taught.

It is agreed that no faculty will be paid less per section than was received
during ].974 -75.

Full -time faculty employed at another Statt7college may teach a maximum of .

one course a semester ,as a temporary part - time /faculty member at Towrbn State College.

PExpectations of All Part-Time Faculty

Faculty in the employing d rtment are expected to assist ill new part-time
faculty in doing a "good teaching job". The following procedure's are suggested:

/

1. Hold an orientation session with part-time faculty ln/Which they are
apprised of college and departmental regulations. Thiey should receive

the same orientation material that all new faculty receive.

2. Share with them materials prepared y other perso s
/

in the department
who teach the course or courses the may be teaching.

,
,...

/

3. Require that part-time faculty submit a courses/syllabus to the clepartmett

for each course they are teaching.
//

/

/

4. Insure that part-time faculty receive coppes of campus mail sent to all
/

full-time faculty. .

/
5. All part-time faculty are to,utilize/clepartmental student evaluation pro-

cedures outlined in Appendix I, 5a, Of the Faculty Handbook. Ev"aluation

by regular faculty is to be accomplished as specified in Appendix pages 6
and 7, of the Faculty Handboqk.

Procedure for Full-Time Employment

should be noted that faculty classified as "Regular Part-Time" or

273.
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4.

"lempornry Par iime" have the r' ht Io

et

apply for regular full-time positions.
Ho.,:ever, it wijl ric.c y 4-Or p cat iorl to he filed and enter compet-

ition with all other applicants seeking the poftion. No part-time faculty
memher i5 con'sidered to have the right ho fillia vacant.full-tite position.

Evening School

These policies apply to part-time day faculty only.

L

Thu College does recognize that there are exceptional instance.
of service, to the Evening College by regular part-time faculty
who are not otherwise proHisionallv engaged or employed. in

this situation the Vice President .of Academic Affairs*cd the
Dean of the Evening-Summer Division, would review individual
petitions from regular part-time faculty teaching In the Everting
College, on a case to case basis.

a

ti
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8-75, REGULAR.PART-TIME FACULTY AGREEMENT

.$)

. Thl s rigreef,.k.'nt th

Towson State Col :lege and

-Pe

securi ty number i6

TO()N STATE COLLEGE
7'

day og

(Name)

(Address)
o

(SSN)

, 19 , between

who is 'residing i,t

and whose sdcilil
Q.

, /

The Vice-l'reident for Academic Affairs of Towson State College does hereby appan
6

tlu C- 'I i:!te Faculty muMber indicated .tbuvc as

, in C.c.' Departn:(.at of ,, ' -}\ //'
,,,

Au ///-2.. , Genural Cold 3 tr i ohs /

a : The. 1:( Li1;.r Part --Time faculty member h s /beenilemployeci at 'Towson State College
. //' . .

for. f our consecut,ive semesters or five but o the last six semesters, or in
. :

/an

effective

(Rank)

,19

alterp-ar,temesturl f.or four years, since S ptmber 1974.

/I

Thedzes1',u Part -11 mo- fart]] t y member liar birieb approved by the department-
l

selec.t i on c omm it tt.e. #

I
The ,,iii ;! "r Part "flint.' faculty. will particl pate in departmental meet:4)gs,.

,./',serve on departmental commlt tees and per florm the fol.:lowing non-class duties i'
./

h l',

. _

. .

Non -c'.!' refToas (:3 ed "C" wi.11 iilv(7Ive,a minimum a.Verage

of t.lst hours for each'q-hree semester hovir!, aur,h

ht 1, 4.!,1W,r f artil y 'member it nr,t t i!fie, faculty mrober Of

allot !:t 'Cl(,o , or dok...; i'cot have other full. -thou pro.fess i on..a I

f De.pa)*tnt,iI expect at on and farul ty eva t ion procedures

and will be followqdty.cliauldhy,L, havQ. U:,en ..txplaincd

o

as gititlined in

275
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-a

t v rook q las been

ippointment:>. d

issigned using the same

0

r

criteria applied to full -time

cow,id,erariun 3 -or promoti.l)n wil,1 be in acc.ordance,with procedures ciutlin.ed

furr regu4ar q-aCu)tv.

i.
'- .c*

.Re-ommndat'ions for salary increments are sqbject tOdepartrileilal and
.

.

iv is i ona approval, and consist' of the nexl. step on the §:czftI.2 o;- the"

.9"

:.,equivtlent.percerrtage increase awnrdea regular full-time f-tultv.

.
.

Awarii1:4',,J,tonure is not available to ReguLar Pttrt-ime YScuttv.. It i5

t r th,it priority for filling-part-time positions followed usit;1',4

t
,..m(_,/.;'trs of .service in subt,ect matter specialization a?.-; criteria.

P,wular P:q1-4-Time'Facultv will recOive Che-folloWin%

(1) _listed in the Coli,egi., Catalogue,

(2)' Protection under Worskiilen's Compensation

1. 0:egullr ,Part-Time Faculty may elect" to participate in or receive ihe foiltAtiL1

(1) State Health Insurance and Retirement program'if employed .9n it one-half

time basis or more.

. r

(2) ReTpive tuition waiver :for spoor and dependents in the same manner as

regtilkir facult

( Part icipate in the Blood Donor Prograrp
gp-

t Apply for trnvcl funds rind. facoltv,researrants't

(')) Rct.lvt.. alhlet,icprivilege decribed in the racullc' Haudl,i,o.1:.'

. -

The'The.h,llowing botil its ar'e not available 10 Regular Part-Itm lacultv,:

( tenure'

( ) Sabbatical Leave

(3) Sick Leave
(Regular part-time facility may receive 567, of the full -tune fayul,tv

sick leave benefits)

276
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-1313.43

8-75'

"Regular' Part-lime 1.,:lcully Tay apply 1.61- 'Lcancies' hove\et,
{3

. t

wil y

Facni.Ly

to ont.A.- compctitii

do not have the right t6 a permanent fu] 1- tithe' 1)osition

I hereby agree with the generzil conditions enumerasted above and -Eprtify that all

inforTatiOn provided is accurate. '

"Date s4ned. , 19

(Regular ParLime }'acuity)

It is reco;memde6 t hat th7 s agteemont be,

:(Dabe)

(Deparotment Chairprs'on)

approved.,

disapproved
-

(Associate- Dean)

Ca.
.

. .

"A. I certify this appointmont, is in accordance with xerms'sLat9d in.thjs agrecvtent.-
.

ks
Cal

if

(Vice 1)i-el:1'dent, Ac-A,mic Affairs).

2 7 7



TOWSON STATE 'COLLEGE

Date:

8-75

certify that I have
(Name)

read the "Policies for Part-Time Faculty" whiCh contain the rights,

privileges and responsibiliticssfor "Regular" and "Temporary" part-time

faculty at Towsch State College. Alaough meeting the erne-rig fOr.

assignment as "Regular Part-Time Faculty", I have voluntarily chosen to

be classified as a "Temporary Part-Time Faculty" member.

tt

,

n.,

Signed:
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;.1,,,n1;;11,1 pik Hr

I:AC[1.1111:S BY No..-i; --(:Ol.1.1 ORCAN [21"1'10;,:S

INTRODUIJIM

c6111T,N

The current ,iiit root for ii;e oi, co I 1 e i, facilities is part of these
'IV

pol icl es.. Inv COI 1 l'W re':.,roei the: right to re fu:,e Aire use of; its_
facilities to any i,t,ty At any time. Organizations arc expected to
leave the facilities in good Order and to abide.by,,allcollege policies,
concerning the use ofiacilities on campus., The college Physical Plant
De artment will iiivetivte the facilities ;after use. Should'the're he

?
an propetty &image, the organi:ation will be notified,. repairs made, '

an] the orga'nization or their insurance company will bt rlsponsible
for reimhursing the coflege for costs of repair,.

As Towson is a public institution, activities atthe college must he

consistent with thesLitate .nnd local 1.,aws which affect the larger

community. When it becomes apparent that certain activities, because
of their very nature, place the college in a position where it cannot
exercise its'proprietal responsibility in assuring compliiince with Ovil
law then said activity cannot legitimately function on the campus: : If

the sponsoring organization is incapable, either' as:rt'esult of problems
in management or hecair:e of the nature of the event, of fulfilling its
responsibility to the cbIliege and larger' community then reservations for
future events of a similar type by the sponsoring organization will be
denied.

The facrlitie', of Tow--ion State College shall he made availhbLe on a
non-discriminatory basi; and wi t regard to factors of race, coldr,,

religion, national-6Pygin, sex (or age.

B. RESERVATIONS PROChh1RE

1,. Requests may he submitted in person, in writing, or by telephone to:

l Special SCrvices Department
Toson State College
College Center
Baltimore, Maryland 21204
Telephone: 8:23-7500 ext. 802

In the event that food service is.requeted.by the 'reserving
organization, the college Food Service DepvtmerIA2should be
contacted immedia*!-Qly. A contract for catering All be prepared
by the Food Service Department. A

279
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C. RESPONSIBILITIES'.

a. ents mint' end by 11 : oa p . m. on Monday th rough Thursday; 1: GO a. m.

n Friday and 6 aturday ; and 6:00 p.m. on Sunday. Events requiring
later closing time must be previously approVed by the SI. oci

S rvices Manager. AIL events in the Glen must end by dusk.

2. Duration of event!-;. may be limited by the college. Amplified music
aat outdoor cmpus ?areas W i11 he 1 mi tcd to the first floor west

patio area of the College Center.

D. FE LS

FACILITY

HOURS OF USE
MINIMUM INCLUDED IN
CHARGE MINIMUM GIIARGE

Athletic. Fields $ 2

Classrooms 20.00 2

15

,

Conference -Rooms (each) 5.00 , i'.21/2

Fine Arts Concert Hall . ' 2,00.00 .4
...

Tine Arts Studio Theatre 140.00
. .

,

Fine Arts Theatre . 1 , 200.00
... r

Fine Arts Theatre Stage'' .200.00

Glen (no lavatory facilities
included), I 45'.00

, .

Gymnasia (e,ach) ' 200.00

3

4

EXTRA HOUR
OR FRACTION

$15.00

10.00

2.00 ,

50.00

35.00

50.00

50.0D

15.00

50.00

Lecture Hall 4 20.db

Lida Lee' Tall Auditofim,, . '4

20.00

Multi Purpose RooO Oft 00 A. 25.00
rs

Multi-Puitose Room, Patio 40.00 4 10.00

Locker Room-

80.00

80 .00

40.60

Parking Lot (for use other than'
parking while in attendan.ce at
eyents being held at the
college)-

4,°"-

40.0.0 A 10.00

9 80



MINIMUM

EOURS-OF USE
INCLUDED IN

'CC 3

8-75

EXTRA HOUR

FACILITY CHARGE MINIMUM CHARGE OR FRACTION

Stephens Auditorium $200.00 ...,..4 ..... : $50.00

Swimming Pool. '160.00 4 .. 40.00

Burdick Fie/d...4 250.00 ...... 50.00

Note 1 - The Burdick Field rate includes use of field, field striping,

ld markers; ticket bodths, scoreboard and benches. The

field sound system will be provided, if requested at a flat

rate of ^$50.00

Note 2 - Normal use of locker rooms is included in the rental rate

for the gymnasia and swimming pool,

Note 3 - The college reserves the right to inci-easqcrates at any

'time,and for any type of event:

r
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A. I NT'Ropu CTION

I

APPENDIX DU
. .

iThr.:.; I 1.1)11 \RI .'1.,"IS

L.:D. OJT IC I Al. CA:11"1S O,R.C.A7N17.r1T IONS

1 Activities and events at Towson' St ate College are- sub ject to

limitations mpw;c(1 Hie ph vs i cal and staff capabilities Of the

institution.e, Act i vi t les ;Ind events should be planned at least six

months (or hote) in a.dwinee In conjunction with the Special Sc rvices

Depa rt went in r to real 1 i =2:e maximum efficiency in the execution

of the event .

2. College .(kLtrt mt and organ i -4at ions p I ann ng special events during

day cla..'; hours hould keep in mind that there is limited available

parking for guy.: peci al pa f'k ing pc rmi is for guests can be

obtained fromo:,pee i al e rv*cc:. for event s when a room reservat i is

involved. I.yr guest:, and visitor!, invi ted to attend meet.' ngs , Lectures,

etc. when space reservation's arc not needed, guest spec' al . pa rking,

permits can be obtained from Parking Services, room 118 of the

College Center.

3. As Towson is a pul)l i c in,st i tut i on , activities at the college must be

consistent w i th the state and I oe'al laws which affect the larger,

community. then it becomes apj ircrit that certain activities, because

of their very patur, place the col rev in a position where. it cannot

exercise i is propri et al respons ibi 1 i ty in insuring compliance with

ivi1 law, then said activity cannot' legitimately funct i:op on the

campus nen a departmenct or organ i zat i on on campus sponsors an

activity at which it is apparent that iits responsibilities to the

college and, ci.vi 1 law ;ire not being. met , and/or ,thdt the sponsoring

group i nvapab 1 e , e tare :is A resyl t of Kroh loins in Jmulagement , o r

because of tne ha tore of the event-, Of fpl fi 1 its responsibil ti

. to the col 1 e (.! and the larger coiAmunity , then requests fcir -future events

of siriliSi Jar type by the sponsoring djpartment or organizatiOn will be

den i ed.

4 The t es of Towson State :ol lege shall, h made available on ,

non-di cri miRa tory basis and without regard t factors of race, co

religion, national oiri gin ,,-seX. or age.

B. RESERVATIONS ROCE`DURE

1. Al 1 room and space reservation requests for use, off col leged facilities -

.

, for al 1 campus a.ct ivi t ies (other than regul r academic. classesr and

permanently i',04 gneci departmental or organizational space) are to be

made with the Spec i al 'ervices Department.

2. Organ i rations and departmen are re/qui red to make the i ir ?cquesit,' at

least one, w121(4k 1.11 advance. A minimum of two veeks notice is rcrqu i red

for a,11 event requ it i ng spec i al. anrangeiiienfs , o. g. , audio visual

eq.6 i Ojlrent furni tore, placement , ch Ai r and tab le rental , etc. (Note

se ot i on 'AP.,1) . -
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3. The Special Services Department iq responsible for determining

which facility is appropriate for the planned event.

4. Requests are to be made in person or by phone atthe Special Services

Office.. \t that time, the requests will he checked against theme

master file to determine the availabilityof the desired time, da

and space

S. No space wild be officially res0rved until confirmed in writing by-

the Special Services Manager. //

6. All departments and organizations concerned with a request are sent

copies of the reservation.

7. If an event is cancelled o' a schedule change made, it is the-

responsibility of the reserving party,to inform the Special Services

Department at least 48 hours in advance.

8. In the event that any change of schedule is made, Special Services

will-contact all concerned\parties by addendum.

9.. All requests calling_ for special set-ups and/or for events at which

the public might be in attendance must include the signature of the

organization's, chief offiCer or the.department head or his or-her

authorized representative.

10. In the event that food service is requested by the reserving department

Or organization, the ['odd Service Department sh'buld be contacted

immediately after the reservation has been confirmed by the Special

Services Manager. No food service othu than that provided by the,

college' FoOd,Service Depdrtment is permitted.

. C. TICKETS

1. 'A ticket sales and free ticket distrAution service is available
through the College Center Box Office at no charge for college

departments and official campus organizJtions. All tickets for events

sponsbred by departments and organizations must be sold. or distributed

through anZI/or cnUer the auspices_of-the Box Office.

2. Tickets fir sale or distributlion must he annotated with seat numbers

and/or-a sequential number system and must be prinred in a manner

which will limit e opportunity 'for casual duplication or counter":

felting. -Assist ce and advice concerning the design and production

of tickets will b provided, by the Box Office Supervisor the Student

Government Offi and/or the News and Vublications Office.

TicketS or sale ordistrib_ution must be received by the Box Office

no later than one week prier to the opening sale or distribution

date.
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4 No advertising o/f ticket availability may be released or published

before expres/approval to release such advertising is obtained from

the Box Offic0 Supervisor. Advertising should never indicate or

imply that tickets are on sale in the Box Office if said tickets have

not been reieived by the Box Office. Conversely, advertising should

indicate Oen tickets will go on sale.

5. Remote ticket sales or distribution service will be provided at the

event location upon request of the sponsoring group. HoweVeri there

may be a nominal fee for such service.

D. RESPONSIBILITIES

1. A meetifg, if requested by Special Services, will be held two weeks

prior to an event with the Campus Police Department, Physical Plant

Department, and the pecial Services Department to discuss the event.

The reserv-ing party is to be in attendance.

2. All equipment will he signed for by the reserving party. This person

will be responsible for the equipment and will be held liable if the

equipment is lost, stolen or misplaced.

3. No tickets can he sold, nor admission allowed, beftnd the established

safe capacity of any campus facility.

4. Food and drink will be'allowed only in designated food and drink

serving areas.

S The use of drugs is expressly prohibited on college property. Smoking

is prohibited in all areas where "No Smoking" signs are posted. The

presence and use of alcoholic beverages on the campus is prohibited

and allowed only when the reserving party complies with existing

college alcohol Policy.

6. Ushers must h rovided-at, all concerts, plays, eta. and at other

type events as termined by the Specin-lNServices Department.° Ushers

are to enforce sfety regulations such as no smokine and siting is

aisles. The numb r of ushers required will be determined by the

Special Services epartment.

Events must en, by 11:00 p.m. on Monday through Thursday; 1:00 a.m.

on F and aturday7,and 6:00 p.m. on Sunday. Events requiring

a ater cies ng time mist by previously approii,ed4y the Special

rv,ices Manager. All events in the Glen must- end\by dusk.

8. Duration of dances will be limited to five hours. Xmplffied music

at outdoor campus areas will be limited to the firs floor west

patio of the College Center.

0
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9. The responsibility andaccountability for the management of campus
events and activities rests with the-sponsor of said activities.
The event sponsor i,;; responsible for enforcing compliance with state -

and local'laws and college policies at events Failure to enforce
the aforementioned laws and policies may result in the spmsoring
department or organization being restricted from using college
facilities in the future.

10. The sponsoring department or organization will be responsible for
any damage incurred, .

E. SPECIAL POLICIES FOR EXTRA- ORDINARY EVENTS

The following policies may be in force for certai type events (e.g.,
rock concerts) that are deemed by the Special Ser ices Manager to have
possible adverse implications fof the .college.

1. These events will be limited to Sunday afternoons between 1:00 p.m.
and 6:00 p.m. and shall be three hours or less in duration.

2.. These events will not be allowed for off-campus groups, or when the
predominant number of those expected to attend are from off-campus.

3. There shall be no tickets available at the door for these events.

4. No alcohol or smoking will be perditted at the.S'e events. Sponsors
will be requiredto collect bottles or containers of any sort from
anyone bringing them to the, event. ,

S. Off-campus advertising must' be approved by the Special Services Manager.

6. No tickets .may be placed for sale off-campus unless approved by the
Special Services Manager.

7. Performance groups with histories of audience disrtption will not be
permitted. 4

4

8. The Special Services Offiee will be responsible for
4

determining if the
requested event. is to he held. Any violations of policies prior to
the event will result in the cancellation of the event and any
violations of'policy during the event will result in th9 loss to the
sponsoring group of the privilege of sponsoring future events for

F. FEES

at least -one year.

I

1. College facilities are generally made available at no charge to college
departments or organizations. However, reservations that necessitake
over0q.me or other extraordinary expenses will require a transfer of
funds from the reserving department or organization to the department
or departments incurring the.extTaordinary expenses. If requests
require the rental of non-collegefqyned equipment, the rental fees
will be charged to the requesting department or organization.
A
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'2. Paragraph F-1 .applies only to events that are funded by college

funds. All other types of requests (including those for events
that are sponsored by non-college groups and/or organizations,
or events held by non-college groups and /or organizations sponsored

by college personnel and/or departments) will be treated ;n
accordance with'policy number SS-1 (Non-College Organizations).
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Tenure, 18, "Appendix F

Travel, 26
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When due, 65 Sabbatical, 18
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291 Purchasig, 32



Quality points, 43

Rank, Qualifications for academic

Appendix H

Reading Center,
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Safety, 37
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Secretarial assistance, 98

Semester of Study, 52
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Social Security, 24
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Standards of work required, 44-46
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Study Skills Center, 84

Summer Session, 11
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