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FOREWORD.

1.

The Faculty Handbook describes faculty personnel
policieS, College services, and. administrative and
academicpoliCi/es and ,procedures established by the
Board of_trAtees and by,the College admnistration,

and- Forum., The Handbook alSo contains -

general information of interest to the faculty.

All poliCie0 amd.'pi.Ocedures,.,to.be effective,
should be responsive to changing conditions and
philosophieS. Individual facultypemberS or
faculty groups. are invited to submit suggestions
and recommendations Might improve the
fUnCtioning of the bolleq. .1

I

I would Welcome'any 'questions y comments cr
,recommendations concerning,the content and organization
of the Faculty Handbook. -

.

_

.5"

0

'Kenneth Jablon.
Vice PreSident and
Dean of the. C011ege

Summer, .1975

O
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. history.

. .

HISTORY AND ORGANIaKTION
. .

' The State NorMal S6hool.at Frostburg-was
. .

established bY an act of the Gene5a1 Assembly in
1898 for the primary purpose /of preparijag_,, teachers
.for thejpuhl c schools. This original purpose has
been expanded and modified - with thel?rbadening of. .

teacher. education programs and with, the,growing,
'educational deeds-of the State. Frogtbukg State
College has become a regional .institution ofloroad.
scope.

Originally a two-year institution for elementary
,schoOl teachers, the College began a four-year
baccalaureate program in 1934, offering the Associate,
inArts and BaChelor of ScienCe in Education degrees
until 1956. In that year, the baccalauregte.degred
was changed to.Bachelor of SCience. In 1958 the
College was authorized to offergraduate workddading
to the Master of Education degree, and in 1960 the
arts and sciences curriculum wasindreased from two
to four years. As a result, the College /discontinued
theAssociate in Arts degree and began offeringbOth
the Bachelor of Science and the Bachelor of ArtS'degrees.
In the same'yeare the teacher education prdgrams were
,broadened to include the preparatiOn of.teacherS'from
kindergarten through twelfth grade. Since 1967, the
College has been offering, courses in the field of
management. In 19i1, the Cpllege was authorized to
offerothe degree ofM.S.M.; Master'Of Science in,
Mahagement.

.

In .July,.1963, the State Teadhers College at
Frostburg became Frostburg State dollege, and
continues tb'offer twOundergradUate and two graduate
degrees mentioned above. .

B.' Administrative Otganization
9

State. Level

Frostburg State College isi/Onoof several
Maryland State Colleges and Unlversities
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(Bowie ,State Collpge-Bowie; Coppin. State-
College- Baltimore; Frostburg State College-
Frostburg; Morgan State Cdllege-Baltimore: '
Salisbury State College- Salisbury;.Isowson State
College - Towson; and the.UniveAsity of Baltimore-
Baltimore) governed by, the Board of Trystees
of the Maryland State Colleges, with offices in
thff Jeffrey Building, 16 Francis Street,
Ponapols, Maryland, 21401. By .an act of the
legielature, in 19754 Morgan State College will
becoine Morgan State University and will be
placed under the. control of a separatd Board
'of Trustees, effective July 1, 1975.

The lioard. of Trustees of the State .Colleges'
of Maryland is composed of nine members, eight
of whom are% appointed to overlapping nine-year
'terms by the Governor(the ninth member is the
State Superi4tondent of. Schools, Milo serves ,

ex-officio . One o'f the nine members' is elected
chairman.by the Bo,d,. and the ,Board oonducts
most' of its work through two, committees:
Program and ,Advance Planning and Finande and
Management Faculty and Administration. Meetings.
of the full: Board are held :six times. each year
and Board committees meet as required. The
Board staff consists of an EXecutiye Director
and various Staff SpeCialists.

The ,enabling .legislation whic created
and empowered the Board of Trustees (Maryland
Annotated -Code, Artidle- 77A, Section_11)
vests, the iloyerrAng power of. all of the state
colleges ,in they 1Board, and the governing power
of each college t.n. itsPresident. Each President;' --

in- turn, has del3reloped for his own college a
.particular Vattern of governance inVolvingithe
-President, administrative officers, "the Faculty,
And the student body. On .Jahuary8, 1968, the

2'. BoarI adopted.ip principle .1.1e joint policy
-statement on Government of Colleges 'and .

Univ ersities prepared by, the 'American Association
of UniveraityjYrofddsors,. the American Council
on -Education, and- the Association of Governing

, .,

i.

A

V

S.
. ,



Bodids ofUniversities'ancLColleg6s':, The Board
also stated that each college was to develop a.
writtenstatement.or document relating to'the: ti

role and scope of the FacUlty in the governance
of,the2cbllege. The constitution the College.
Forum and the charter for the-Senateis included
an the.App'endix-

'In:1969,.the -Maryland State Colleaes Faculty
Senate representing-the,faculties of-al the
.state colleges was organized...The,constitution
for the Maryland,State colleges Faculty 'Senate is
alsQ-included irr the Appendix.

In: its 1969 session, the General -Assembly enacted'
a bill to establish a Board of Visitori for each
of. the state,colleges.- The Bdard of Visitors
is,composed Of. nine members, seven df-Whom, are_
app inted blkthe Oovernor,for five-year,terms One
of he,remaihing two is elected by the
Col eze faculty, ancrthe other is a student chosen
ann ally by the- 'student government. The, responsibili-

tie of the Board of Visitors include adVising and
ass sting the President in matters pertaining to
College goals, bydTet, facilities, and community
related program6. The Boardof Visitors is
particularly helpful IS assuming leSderShip for the
development Of-community'and private suppdtt.for
the'College and in providing conSul,tation for the
selection of.a 'new College President when .a vacancy
occurs 'at the College.

In general, higher. education in.-Maryiind is
'organized on a,tripartite baSis: the University
Of Maryland is governed by its Board of Regents,
the Maryland State Colleges by the Board. of Trustees
described above,. and the_yariouS community Colleges
by local boards with policy matters coordinated by

.'a State-wide Board. In addition, St. Mary's College,
located in St.. Mary's..City,,is a publidly supported
four-year college whOse future in the trip.artite
'system has not yet bgen clearly defined. As
previously.'mentioried,- Morgan State th,Liversity will
fall under a separate board in 1975.

ThelMaryland Council for Higher -Education,
formerly called the .AdVjifory Council tor
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fr Higher Eduaatidni exists in an advitory .e

capacity to the Governor% The. Council and
its staff study, revielAr, and recommend to the
loVernOtthangds relpted-to prOgrams and
istructure in the State'S 'institutions of
higher educatiOn.

in May, 1975, the Governor' received
report from)bis Commission on the Structure and
Governance Of EducatiOn (also called the
Rosenberg Commission) after a'twa-.-year,study.
The report, which callipe found in the College
Lifrary, calks for a number of s stantial
revisions in both structure and control of
publicl higher education. The fate of the
Commisgionrs recommendations remains to be
ddtermined.

. College, Level

\ ,
,

The chi of administrative officer of
the College is the President, who' has full
responsibility for the conduct of, all programs.
7Reporting to the President directly are
four administrative officers ;responsible
for.Wmjor. progratsl?fl he College: the
Vice President and Dean of the College, whose.
respons bility enCompagses'all academIC:pro-0
grams and academic perSonnel:and%who serves
as- second in authority in the President's
Absence; the Vice President for Student
Affairs and Dean of Studentswho is '

responsible for ail,student pbrsOnnel
services; the Vice President for Businegs.
and FinancialAffairs, who supervises the
operation of the BusihesS Office, the Budget,
Office,Athe.PerSonnel Office; plant operation
and maintenance, and public safety; and the

"Vice President for Development and Public-
Relatio9s, who coordinates all fund raising
and public refat*T4 activities of the-College..
AlsO reporting directly'to the President are
the Dirdctor of M nority Affairs,-a position
created by the Co prnor in 1969 to assist in
the develOpment of\effective plans to achieve
racial integratiOn\on each of pile six campuses,
and the Director 6f\institutional Research.

.

.

.

1



The Adi 'i:nlstzati.v .(firga):.,,Aation of the

Co le14e is delineated in the Appendix. The
President- meets' 'weeklith the four princi
administratiiie officers and monthly'wjth th
entire adminis-trative staff. The Vice
Presidents meet a:s rcaired with their

o

respective staff-S..

C. C#24j,14122.Lqapization.

The College-Forum is the princ.i =a decision making
body. of the College for all matters relating to academic
policies. The Forum holds three regular meetings during
each academic year.: on the second Wednesday of September,
February and April. A11 full -time faculty, professional
librarians; members oF,the Administrtion, and, rep4esenta-
tive students are met TberS of the CollegeForum. All
me ers are expected'. to attend 'Forum 'meetings in fOlTill-
ment\of their normal responsibility to participate-in
the 14fe and governance of) the College.

The Forum Operates/principally through it .executive
committee, the Ser,ate, and through a system of'standing-

. committees. The composltion and responsibilities 01
Senate and standi.ng committees are set forth in

their respective-charters. ,Thelvermhi: and official
vinutus of tho F0fUM and,Senate.are on file-in the.
College Library. and are open to any memYwr of the Forum.
(3ce ppendu-17- Lor Forum Constitution and. Senate Charter) ,.

The Graduate Faculty consists of all member of
the regular Faculty who, hold the terMinal degree or.vho
hold:the:rank of associate professor or professor.
Meetings of, th'e Graduate'laculty it,re.ndrmaIlli held on
the third Wednesday of ea -monthA,4:10 p.m: .Special
meetings and open meetings are lield at the calliof
President. The- President. p esides A-Graciaate Facalty
meetings and the 'Dea,n'of the College presides in the
absence of the President. The Graduate Studi0 ^omm itte
reports to thp Graduate Faculty.

Thr] Facultyis also-'organized on a departmeatal"
basis , _upartment heads,,#rp.appoint0 for indefinite
terms by' the President and bedr responsibilitf-for

.xecrvitment of personnel and,gendral administration of,
4



departmental
arp expected'

department an

Ograms and, budgets. Departmerlt Meads
conduct regUla,r meetings of the

frequently with members of the
'to invdlYe meMbeks-ift-deciSiOns. and

''policies af*ting.'the crePartment.. Department meads
rr re0u16.fty. with the- Dean and the

acUity Assembly
)

1.4Fh'p Falculti Assembly cohsists' ot all Members of - ,

the a411-time teaching faculty and the full-time pro-
,

sional librarians with the Presiden't and,Dean of the
a:sesoAilte merlberS. The Assembly is princi-

conce:Enedtwit,h polVcies relating directly to the
:faculty, 'including such .maqers as professional ethics, `---

avpointments', )ezI4Ointmentt dismissals, pay, promotion, %1

1-id'tAnut:e.6 The assembly occ.a!iicinally discusses and may
Nriess resolutions on matters which are under the jUrisdlc-
tiOm of thg: College Forum, (see Appendix (for the Faculty
Assembly cot .tituti2on)

E4 'S

In Januay 19;43,, the student body.r&dopted a
nstitution. whiohreplaces the aoasatutibn adopted

'150. proviottes for

Asso6i4tion, 'whiCh inCludes all regularly
rolled .students kt:the-Colge40, and Which i( composed

of tOUr brancheS: ExecIltisft Branch, thej4egislative
Branch). the 'audarcla1.1anch, and the College Center. ,4

.o d. A qpy wfAthe constituipn of the -Stud'ent
Pigsoclidir is avlilabl4Ln the Pathfinder,, tlie
o f f is

b

al ttr. ent handbook`.

t -
.

t.

,
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.fI. PERSONNEL POLICIES ANIVPROCEDURES

1

Academic Freedom

.Thedocument,-RegulationS and Procedures governing
Academic 'Freedom anal` Tenure in the Maryland. State'
C.o,llerges.' finder the-dUriSdiction of the Board of
Trustees of VD.e. State Colleges, hereafter teferrid:
to 4s ReguidEionSand-PrOcedures contains, statements
setting forththe position of the Board of'Trusteds
on AcademiC'Fredom4. These regUlats.ions, asyaellas,
the .Faculty membe,r"s contract, are includediin the
Appendx--.

0

B. .Appointment

All full-time appointments to the Faculty are
made by:tile Pident-subject to the approval of the
Boardof,TruSees. Prospect-ive*PaCulty meMbers are
normally recruited by department, heads whO _normally
consultwith all members of their department, although
thajreSident or. the Deanybmetimes initiate the searcli'.

new members of the Fa6ulty. Department heads are
ordinarily consulted concerning the. appointment. of:
new Faculty.Members and their TecomffiendationS are
nOrmallY7T011owed. Department headsakeappointed..
by, and serve at the pN leasure of the President. In
lineirith current prattice,:.the CollegeAmelIows the
policy of open recruitment through advertisemerft of all,
vacancies. The Faculty contract- runs ,for ten months,
or.the normal academic year. AppointmentS to the Summer' *
Session Faculty are treated separately by the Director
of'GraduateStudies (for graduate courses) and the
Director -of Summer School (for undergraduate courses).

3

. C., Faculty Efialhation

Faculty evaluation has as its primary purpose. the
improvement -off the teaching- learning process at the

.In-addition facultY' traluation provides needdd
*i4put fof deCiSiOnsconcer6i-ng- Taf-f'Utilization, 43rOgram
priorities,' utilization of resources, and for operSonhel
decisibns regading,reappointment, salary increments, y .

and, tenure. Thep system of faculty, evaluation,
, 'adoptecl by the Faculty Assembly in -the Spring of 1973,

calls for evaluation of'faculty.with respect to taaching,,
professional characteristics:, professional development,
department service, and College "serviCeP'
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)

1. Teachings' Teaching aspects.of faculty performance
are wel.ghted'a minimum bf 50% and student
evaluations form a7meningful part of the evalua-
.ti:on of teaching- 'OthermethOds of evaluating
teaching include evaluation of course materials,
classroom visitation .(optional), and a:faculty It

Member's self7stAtement about-teaching gdals,
philOsophy and methods (optional). The results
of the various me'thods.6f evaluation of teaching
are conveyed to, and scrutinize by,..the depart-
menthead or a committee of the department,
deperiding on sizeand a composite rating of
teaching is established. AI

. A .

Other components (i.e. professional characteristics,
department service, and

serVice)5,.:Fpeach of the four components_
Other than the composite teacher rating, the-
.faculty member supplies the raw.information'oll
a'Tersonal Data, Sheet----which is combined with

.

the information-6f the department head or depart-__
ment committee, and allthe information is then'
.ranslated.into a rating.

1,t

4

The rating in all five,areas. is then,
communicated to the departMent:mearry along.
with pertinent Suggestionsifor the 'mprovemefit
of the faculty member's performance- The
department meMber_has theopportilnit to disCusfs
the rating with the department head, 'the so.
desires. The rating iri the five area and a
composite 'rating with supporting stat \ent is
then sent to the Dean of the.College. the-
Dean does not agree. with the recommehdal on
of the departmept head, he will discuss
informally 'with the head before .a final de \sion
is reached. In instances, of conflict of Op Ilion-,
.the'.facultylmember, department head, or the bean
of the collegeMay request. the Peirionnel and
Grievance ComMittee of the Faculty Assembly to ,

review the case'and make recommendations for
resolving the conflict. Ordinarily the faculty
member will initiate such a,review, either
after he.has been informed bYhiS-department of
decisionsaffecting his interest or after the,
bean. has relayed such a decisiori back to the
department, but before -the' resident renders e.
findl.decision.

15
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4 Theo Administration is fully supportive
the now faculty evaluation system: Normally, ),
department heads consult with the.ful membe -
ship of their departments or with.a departmental
committee re4arding appointments, reappointMentrs,
prombtion and tenure decisions.. In all cases,

),/ however, fipal decisions .are Made by the President
of the'Cb114.ge

a

D. Reappointment

The dates for notice of reappointment are contained'
in the R"ulations and Procedures (see the.Appendi)..
Prior-to these datesodepartment heads recommend to the
Dean of the College_ whether specific Faculty-imembers'-
should be reappointed. Departferitiheads:Make their
r commendations in accordance with the prO&edUres
:d criSed in the faculty evaluation sygtem outlined in
Seceeion II, c:-above. After consideration of these
recommendations, the.Dean recommends reappointment or'
non-reappointment to the FreSiderit.' The Deari-7-alone
recommends to the President the reappointment or non-
reappointment of a non-tenured Aepartment head. The
President, after considering *the recommendations. of the
departmeritrhead'and the Dean, notiilehthe Faculty member
by letter of.his reappointment or`- non - reappointment.

E. Salary.Increments

Department heads make their recommendations concerning..
salary in accordance with the procedures, desCribed in
the facility evaluation system outlined in Section
above, .TheDean,. after consideration o the department
heads'.recommendationS4 recommends*al y increases ter''"---.

the President.' The Dean alone recommends a salary increase \

or'no increase for each department head. The President .-
then determiries the salary of eachj:41ty member in, .

terms of the reammendations submitted,and within the
limits of the established salary scW.and appropriations -'

for-the College, and notifies each F Cuity member, by

;
letter, of his salary for the next a ademic.ye-ar. The
Board of Trustees' salary scale is.published -to the
aculty annually..
g
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F. PiSmotion
4

At the time that the Dean of the College requests
department heads' recommendations concerning contract
renewals or salary increments, departMent heads are
also asked to submit.theirirecommendatIons for promotion
in rank. DepartMent.heads make thir '.recommendations
in accordance with the procedures dbscribed in the-facillty
evaluation systeM Outline-16 in Section II, C, above.
The Dean, after consideration of those recommendations,.
recommendspromotion or no promotion of eligible Faculty
'members-to the President. The Dean alone recommends to
the President a promotion for a department head. The .,

Prtsident recommendS and the Boardkof4Trustees giants
promo ion.

0: JTenure

See Regulations and Procedures in.the Appendix.

H. Qualifications for Academic Rank

The Board of Trustees adoptec -the Laws Relating.to
and Governing Policies and Procedures of the .Board of
Trustees of the State,Colleges of Maryland. The laws

.were published. in JAnuary, 1971. .Section, VU. C of
those laws contains the Board's q alifications or
requirements for.each of the four academic ranks.

1. Qualificgtions Established by Board of Trustees

a. - Profess,or_-

1. the eaiTed doctorate, or its
equivalent. "Equivalent" is
interpreted to mean outstanding.
achievement in ,teaching,. in the
arts, music, letters, science,
research:or public service.

u

Five years of full -time college
teaching experience.perience. EXceptions
may bfo. made.,for research or

.comparable profesSiOnal activity.
.
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_a_ ExcellefiCe in teaching.

4. Evidence of continuing interest.
in the ,rea of specialization
through such activities as
.research,.pubXication, and
Participation in the programs-
of.professioril societies;

5..
.

PartiCipation in\--theactivities
of the academic community such
as performingassigned t

administratiVe duties, coopeating
with.colleaigues,.assumingsorntsittee_
responsibilities, counseling students,
and evidencing interest in-Community.
relations'.

b. Associate Professor
I

The earned dotorate, or its
equivalent, as lelinedin 1 a.
above. In:unusualcircumstances,
nindividUal may be considered-if
he has'comPleted all academic
:requirements for the doctorate
.except- for the dissertation.

Three. years of fUll-tiMecollege
teaching experience.

3. .Excellende4in'teaching.

4. Eidence of contKuing,inter
in the area of specialiaatio
through such,activitie
research, publication, and
;participation in the prograMs
of professional societies.

5. Participation iri the activities -
of the adademicAommunity.such
'as performing ssigned administrative
dRties, cooperating with colleggues,
assuming committe'p, responsibilities,
'counspling'studerits,:a0 evidencing
interest - -in communitytelations.-

r
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c. Assistant Professor

1, .The earned dOctorate isj desirable.
As :a minimum, an individual should
possess the Master''sdegree
addi-tional, credit hours.

2. Evidence of growth in effective
. \

teaching.
.

Pursuit og/Continued graduate
study toward. a doctorate or other
terminal degree.

' e

Participation-in.the aCtivitie,of
the academic community such as
petfOrming assigned admihistrati
dutiet;cooperating with colleagues,
astumin comMittee'retpoqsibill es,
coUnseligng°student's, .andvidencsJng
interest in community !relations.

Instructor 1

1. Matter's degree:in the subject
field- in which he teaches. in
unusual circumstances, an individual
may be'considerectif-hePosseses
inly the Bachelor's'degree.

1411.

.. .

2. Pursuit of continued graduate stu
-,,,,toward a doctorate-or other terminal

degree.

,3. 'Evidence f potential f t effective'
college to ching.

t
4...Willingnes to participate in the

activities of the academic.cOmmunity.

2. Calege Interpretation of Board Qualifications

The Colle e itself bears a considerable '

.- measure' of r ponsibility t'b judge the,

4
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qualifications of its-Faculty. By "College"
here we spean the President, the Dean of the
College, and department heads, who may be
guided by input provided by appropriate
departmental committees and student'evaluaLons,
whiCh are purely advisory, as described in.
Section II, C above. 'No matter what. form

lished qualifications might take, that
nsibility' .11 remain and it will include

the lnteTpretati n of stated qualifications
to apply,JUstl and apprOpriately to individual.
cases?

In view of the foregoing,. the College
will consider the following.points as of.
paramount importance-, n applying the-.
ard'squalifications to individual cases,

whether th-eybeCases of initial appointment,
ofpromotidh tohigher tank,of salary
increases, or of renewal of contracts.

IS f-,
. The.College:assumep that the qualitative

Criteria contained in the Board's policy
on aNdemic.rank ay also be 'applied to
decisions cOncring promotion, Commit-

t'

mentsto tenure, and salary-increases.,
N

b. The College will Make:no appointments, .

promotionscomtitments to tenured ,,-.

4pointments, ors..gaXary increases which
have the intent or theeffect
weakening or minimizing the staxc1ards
reflected, in the Board's published
qualifications for Faculty.rank. As
a general rule, the College l'ill'not
feel, obliged to offer,appointment or
promotion to a pember-of,the Faculty

.
who meetS-thb minitrialqualj.fications
for facultykank; rather, the Coiled,'
Will, endeavorto aPplyIthe.Boards.s.
qualifications in a m nner which
emphasize$the hiqtles degreee of.qua, lity;

. ,

competenqe, and achievement in each case:.
.

.6



c. .general; the College will. not
encourage Faculty Members- to expect
proffidtiOn, salary- or,continuoug
tenure priricipally'on the basis of:
accumulated gradtiate credits or of,
year of.service,- The College will,
at.all times, place imary emphasis
on the Faculty member s demonstratialt,
o.f ability, integrity, and .effectiveness
as teachertand as a -schOlar.

,

d. i.:11 applying the language ofthe Board's
qualifications not directly related to
degrbAs or graduate study completed,
the College will.placeprimary emph'asis

,

uppn the Faculty member's-professional
cdMpeterice, achievement, and growth.
Tor-Faculty themberS who do not, hold thft.
dOctorate, theollege willnormally ,

eXpectrregular, substantial and continuing
progrss toward the'doctor-ate to be a
prime, indicator of professonal%ompetence,
achievement and growth. tte
realizes' that judgments regardiug pr gresS
may vary from department to dep'artme
Nev4theless, in recOgnition'of.varialcions
among digciplines, and in' an effort to
encourage 'growthand stability in
departments, the College Maintains. some
flexibility in interpretation of.'progress."

profession and of hiS.e p(.,

Emphasi will also be given to, the culty..
member's continuing involvementin t e '
activit s of' his
professional.disCiplinp. In weighing-the
merits of .profdssional an non7professional4.

It
.activities. (e.g activit s directly'
related to the FaCulty me er's position
or assignment, to activities
in community relati sl',T.the College will
invariably place greater-weight on -4)

professional activities. -
/
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e. In assessing the Faculty member's
satisfaction.of Board qualifications 4
concerning "participation in the
activities of the academic community, "''
the College will`; place emphasiS on the
Favulty,mdmber'semonstrated willingness
tobecome engaged\in the life, and work
of the College. Iicluded in this. .

emphasis will be theTaculty member's
regular attendance t Forum and/or
Senate meetings, hiSvfeithful service
to the committees on\which he 'sits;"
his effectiveness inrplating.to.
profeSsional colleagu4s and to students ";'
his accessibility. and .effectiveness with ;;
advisees, and his involvement by example
in.the'intellectual%nd\cultUral life
of the Collegle.

f. '40.,assesSing a_Faculty.meMber's
teacliingCOntribution, note that'the
College will rely principally upon the
judgmentof the'departmenthead or, in
.the-case of department heads, on the jytig-
ment of the Dean of the College. TheA3
dep4rtment.head and Dean of.\the College
ill follow the procedures described in

_Section II, C above (FacultyvaluatiOn),
-- A

g. Tenure deci.sions will be made;, of course,

'( Facult contract. At the.apprOpriate
in acc rdahce With the terms.df thej

time for notification to the Fadult4.
member:of the College's decisiOn regarding
tenure, special weight will be given.to

rthe factors referred to above. A/tenure
decision represents, i,n-effeci, ,a(
permanent commitment by the C011ege to
the Faculty member concerned, inCludinv.
the legal protection of his or her status
as a Continuing member'of'the Faculty.
The College will endeavor in every case
to render a decision which maintains the
standards of excellence we seek in oui6

oy

2
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FaCulty and which does justice to the
-Faculty member, to his Or her colleagues,
to students, and to the College.

h. In rendering a.decision not to 'renew
the contract of a Faculty member on
probationary appointment, the College
will always endeavor'to protect the
personal and professional.interest of
the FaCulty member, as well as the
longrange interests4of the College.
Where a-decision it made'not to renew
a'contract, the College may refrain
from informing the Faculty member concerned

."Of .the sPecific*reasonS for the decision.
In all cases, the College will strive to
prevent such public disgussibn of such
decisions as might'impairthe professional
opportunities and advanceMent elsewhere
of the.faculty meMbe#COncerned.

I. Leaves

1'. Sabbatical Leave

The priMary purpose of a longrange
program of sabbatical leaves is to. inoxease
the value of an instructor tothe College,
which may be accomplishecVby further Study,
exchange teaching (.either foreign or domestidj,
reSearch,,Or other'experiende;leading to
professional growth'or personal worth to
the College..

Sabbatical leaves may be for one or
twosemesterb at the optiOn of the recipient
of the 1pave. If for two semesters, the
leaVe May; with the approval of the President,
span the summer between semesters. der no
circumstances may,a sabbatical leave over
a period of more than two consecutive'semesters.

L
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All benefits,,privi:legea, and opportunities
of a Faculty member on sabbatical- eave area
continued inthe same manner as though he°
were on active duty. This applies to-tenure
and retirement:benefits, salary incrementa,^
Opportunity for promotion/ etc.'

The number of Faculty members on leave f.

at any one time it. determined by the President.
Seniority in Service at the 'College is
considered in the selection of recipients
of sabbatical leaves and leaves of absence
.only when the candidates'are equally
qualified in all other respects..,

ti s.
Written application for a sabbatical

leave or leavelof absence must.be made' by
the-Faculty.meMber in time to permit any
adjustment of teaching schedules which might
be required if the leave is granted. The
date for the aubilission of, applications for
leaves (which AorMally-takes the form of a
letter from the Faculty member to the
'President) should not be,later than six
months prior to the startof the proposed
leavperiod:

The applicationfor a' leave is-td be
accompanied by a detailed plan in which the
applicant outlines the means by which he
expects to fulfill the purposes of the
sabbatical program durikg his leave. Thg
applicant hodld state his reasons for
believing that the,granting,of sabbatical
leavewil be profesaionelly'beneficial.:

d to thWdollege;
, ,/

Th _:,-recipient of a sabbatical leave
recei s.the equivalent 151 full Pay.for one
semes, er'for. that leave; this may be in
the form of full pay for one' semester or
half pay for two Omestera.

I

3
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The ,recipient of a sabbatical-ilev,1
must agree to return to the service of the
College immediately following the completion
of his leave and teach for at-least two
academic years thereafter. U he does not
comply with this requirement, he-is held
financially reSponsib%e for the salary paid

. during the leave -- for all of it if he
doeS not return ta, the service of the
College at all jpf he., returns but faj,ls to

, complete two years of academic service, for
-.the same.proportion of the salary as the
period of sere ace fulfilled is to two years.

.Full time employment by the recipient of
a sabbatical leave is prohibiteth This
prohibition does not, however, preclude the
acceptance ofgrantS, fellowships,\or.
remuneration for work of any sort which
would aid with the sabbatical project.

A'Facultypember, to be eligible for
sabbatical leave, must have attained the
rank of Assistant Professor, Associate
Profess& 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. In exceptional circum"-
stances, faculty members who hold the rank
of .instrilictor may be considered for sabbar

leve.,

. Leave of Absence
i

Faculty'members who have at least three
years of''.active, service and who
are not eligible for a sabbatical leave may
apply to the President for a leave of absence,
without pay, Intihe same manner and by the
same dates 8pecifiedin the preceding section
on sabbatical leaves.
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A leave of a.-lence without pay' generally
shall Aot exceed -a perXod of one year. In
special ; -cfrcumstano4s, with the approVal of
the Board,, this leave of absence may be
extended an additioAaltlear.

The Maryland State Retirement System.
provides that a FadAlty*member on leave of
':'absence withOUt pay loses his year of
service to Statte, except for *a faculty*
membgk on, leave without spay for ourposes of

service..ervice. The _faculty member 011
leave, of- absegce Vithout pay, -in order not
to lds0 his Year of service to the State,
May pay direct -ly to the Retirement, System, ,-',,
in- a sum,,, the retirement contribution
with:interest, upon his return from :leave.

Leave
/.'

4

Faculty Members are entitled to' accumulbte
sick leave at the rate' of one *nd one-quarter
WO days per month from 41e start of employ**
`meat. ,Unused leaVe maybe 'accumulated, and
avail;-1)1e, far sick gleave at any time. Faculty
members may not accumulate more than fifteen
(15). slays of sick ,leave per 'year. Facility ,
members who are absent; from classes because, D
sickness brother reason must report all such
'absences to their department headS and tb the
Offide of the Dean of th'e College.

. -Resignations fz

In flotifying facUlty members Of their appointment,
reappointpient,_and nom*reappointment, the PreSident .

specifies the date' by which thefaculty M.eMber should
reply. All redignations, should be made in a letter
to the President .by sddh -date.A faculty 'mertiber
.resign before receiving -his letter of ieappOintnient or
non - reappointment but:norMflly .SUCli.resignatIOn should::
pot be effective prior :to. the terminal,date of..th 7-faculty
- member's present contract.



ICIES 4ND-PROCEDURES

.The College is committed to the belief that
each instructor is a professional person and is
therefore the individual best gualifjed to jpdge all
matters relating-to,the conduct of his classes.
Policies concerning class:attendance:text-book
selection and teaching methqd's.are the prerogative of
the instructor himself. In those' cases where the
department head and faculty mebers of a department
have agreed upbn a uniform textpook for-multiple sections'
of a particular course 'and /or haye agreed Upon course
(sand program objectives, the instructor is expected
to cooperate with his departmental colleagues in
carrying-out departmental policy. The department head'
and members of each departMent are free to 'initiate
academic procedures they consider most suitable to
their special discipline, provided such procedures are
not in conflict with general College goals and objectives
or regulations, and procedures relating to ,academic
policies and procedures dr to academic dishonesty.
Academic policy and overall standards affecting degree
requirements are set by the Senate and Forum through,
the recommendatio;Is of standing committees.

A

r"

Attendance

Each Faculty member saes his" own policy on class
attendance. It is the responsibility of the student
to understand-clearly the attendarice policy of each
of his instructors and to act accordingly.

.

The student is responsiblejor explaining the
reason for any absence to hisinstructok. If at all
possible, the "student should contact theinstructor
prior to the absence. The Aealth Center does not
issue class absence excuses for any reason. However, a
student who is being treated ,While a class .is in progress
will be given a signelstatement verifying Such treatment.
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The Fatulty recognizes the value to the student
-off such activities- as attendance at meetings of regional
,a'0.A.national scholastic andprofesSiOnal organizations,
12:&r.ticipation in College - sponsored. dramatic or musical
evnts,:,and varsity athletics.- Students participating

:in such'acPvities andwhd-incur class absences because
of them, are responsible for.nOtifying their instructors
min advance of sucht absences. Should an instructor have
any question regarding the student's absence for such
activities, he may call the. FacUlty member or-Other
person responsible for the activity.

Instructors are reminded that examinations,
meetings, classes, etc., which are'octasionally held
after normal class hours - usually in the evening -
yaill _inevitably causelbOnflicts'for students i-wflo,Ake
enrolled in co- curricular activities or who are attive
in campus organizations. Whenever such course require-
mehts,have not been clearly stated in the course
description-or in the - schedule of courses, instructors
should offer alternatives to a student who would be
forced tb miss a regularly .sched6led rehearsal, choral
group meeting, or other preViOus commitment.

The scheduling' andarrangements for field trips
-are the responsibility of the faculty member, planning
the trip, 'Such trips need not be scheduled through
the Dean's office. (Limited fUnds are available for bus
rental for such trips.)

.

Students who are on academic probaton maY not
Incur class absences for non-credit actitPities without
priorloermission of their instructors... Since field,
:trips connected with activities' offered for-academic
credit are a part of the academic program, students'
are eligible regardless ofpoint score. Faculty
members aFrangingolield trips ,connected with non - credit
'activities should remind the students' involved that
they are not eligible' for such a trip if they are on
Academic probation with the following exception:

A
)1n order for.a student to be_ eligible for

participation in varsity intercollegiate

28
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athletics,,he must be carrying at least 12
semester hours Of credit,

be
hiS cumulative.,

grade.,pdint average must be no'lower than the
following, according to class:

,Freshnien - 1.75 (at the end of the first
semester in residence, for
second semester.partidipation)

'Sophomores - 1.85 (at the end of the second
semester in residence,
for third semester
participation, and a\
the end of the third semester
in residence,. for fourth
.semester participatioJ

Juniors 2.01(at the end of the fourth
semester in residence.an
thereafter)

\ Seniors - 2.0
t -*

(seTester in rysidence means that the-tuOent
is-carrying a mtinimum of 12 semester hours
in course work)

Students who are forced by emergencies to be.absen-t
from classes or from other .required activitiesiare
respon'sible for notifying the Office of the Deancof,
Students, which will notify the students' instructors
of such emergency. absences.

C. Faculty Work Load

The normal teaching load at the undergraduate
level is 12 semester hours per week plus 'other normal:
responsibilities. .Department heads are 'relieved, .by
virtue of,their.administrative.xespOnsibilities,of-3
semeater hours per week. 'Persons. teaching graduate
level courses are-limitedito 9 semester'hours'per.Week
plus other normal responsibilities. "Other normal.



,responsibilities" include departmental responsibilities
.committee assiognments, advising otIstudents, attenaknce'
'(at Forum'meetings and such other responsibilities as
are agreed to by. the Faculty member his Department
Head, the Dean of the Coltegd, or the President. Reason-
able adjustments of wqrkloads may be agreed to by the
Dean of theCollege-and the President upon the recommenda-i

n of the Department Head to take:proper account of-
sp= ill conditions (e.g., untisually large advising loads,
sp dal research activity, large commitments in contaa.t.

rs because Of.laboratory, studio, orfield responSibili-
s, etc.)

No member of the'Faculty is expected'to serve on
more than two major committeeq. New Faculty members,
in their first year of servIce,:are generally:excusel
from serving,asadvisers unless the Faculty member, *-
the Department Head, and the Dean Of thelollege agree
to such service. .

D. Auditing'
.

.,.,
. ',/.

/
The College' permits interested persons, including}

registered stUdents, to audit<classes/according to the -I
terms set forth in.the College catalog.' s

Faculty members and other employees:of the College
may audit -or carry courses, free of cliarge, for credilk
(See Section.IV.. M.)t In either, case, consent of the
instructor-must be obtained and not :lore than one
course may be carried in a given semester.,

. Class Schedules tr:r

ClasS schedules are made up by'the Department\
Head in consultation with the FaCulty members of, his
department. The Department Head then:proiiides they
`Registrar with his,recommendatiOns for - course offerings,
faculty assignments and specific class hOurs for coursek.
If a problem should arise, the' Registrar and bean oft
the College will consult further with the Departmehti
Head. Adjustments. in class schedules, meeting times;
and iodations should be made only after consultation;'

30
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by the faCulty member with his orller-departMent head,

Who. notifies the Dean of the CollAe and the Registrar

of any changes agreed to.

F. Grading System'

The grading syst,Qm used by the 'Col!

±n `the College Catalog. Faculty meMberd should study
carefully the explanation. of the new NC {No Credit)

,gradd as desCribed'in the catalog. In general,- the
instructor-is,free to employ his best profeslional judg-

'ment in grading despite the fact that subjectivity
inevitably creates.fOrthe student a confused picture

of7the College's grading ,"systectL"

Ocdasionally students will challenge particular.
grades or grading practides of,instructors. In such
cases, the studentA4ill be expected to consult, in
order, with his instructor, the instructorts.department
head, and the ASsociate Dean:of the College. .If he is

not satisfied; the student. may then request a.hearing
before the-Vice President and Dean of the College.- In
no case will grades be changed by department heads or
the Dean of the College unldss; after consultation, the
instructor agrees to the change:'. This policy is not
to. be construed as one permitting or encouraging
persuasion or pressure on Facultir members in connection
with their:grading practices.. Rather, it:is-intended
to afford reasonable recourse to students who seriously
challenge grades; an&toaSsUre that the Faculty member
in qUestion is protected fully in.the exercise of his
professional judgment.

Change of Grades

The College realizes that clerical errors occur
in the computation and recording of grades,and that,
therefore, some vhanges ,in grades are inevitable.-
However, the C011age expects that each faculty member
will make a complfte and fair'appraisal of each
student's' performance before Submitting the grade
for that student so that grade dhangei'can be kept
at a minimum.

'IL
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A Faculty member desiring to:change a grade.that
hai already been submitted to the Registrar will consult
with the Dean ofthe College in order to insure that.the
faculty member is aware of the.above,College policy.
The faAulty member will submit a'"change of-grade!' form
-stating the reasons for.the change. Consultation with
the Dean will be:indicated by the Dean's signature on
the "changeof grade" form.,

H. Examinations

Examinations, quizzes.and'other evaivative
instruments used in courses are uhderstood to be the
province of the instructor. In courses offered in
multipe- sections or on a departmental basis, examination

-. practices are -developed.by the department members engaged'
in the course and by tlie Deparatent Head.

r

he College expects that all members.of the
Faculty will employ examination practices appropriate
to each course and discipline, which. yield:reliable
.evidence of student performance. Faculty members.are
also expected' to` explain clearly. to their students
what:thein examination practices and make-up Policies
are, and to do so at the beginning of each*courte
to avoid confusion on the.part of students.**

I. Mid-Semester Warnings

Only grades of D and F earned by mid- semester
arereported to the Registrar. The student and his
adviser are. notified and the student is required to
have,a F,onfeeence with the individual instructor(s)
and his-advisee.

Instructors should understand,end 9xplain to
their students, that mid-term warnings are not'
necessarily related to final.cOUrse grades, and that
the principal purpose of warnings is to apprise

1

students of difficulty they,maY be:encblintering so
that corrective steps may be taken. It.is often
the case that students and/Or'parents feel that if!

25



no warning was given at bid-semester, the instructor
"has-no Fight to fail the student" in the c rse.

Facult§.--'inembers canasist.in dispelling confu ion
on this point by discussing'Warhings with their
classes early-in.theCourse.

J. Dean's List

To be eligible for the Dean's List, astudent
must have earned a grade point average of 3.25 or.
better and must have carried 15 semester,hours,or
more of graded credit' - exclusive of the PANTP
evaluation - for thepievi4 semester.

Graduation With Honors:.

Students whose-cOMulative grade point average
bdicates high ScholastiC achievement are awarded
their degrees as follows:

Cum Laude, from 3.3540 3.59
Magna'Cum,Latide ' from 3.60 to 3.84
Summa Cum Laude 3.85 -and aboye

L. Graduate and Summer School Teaching

The graduate program of the College is under the
administrative supervision'of.the 2ssoclate bean of the
College and.Directoe.of Graduate Studies. Academic rules.,
and regulations for the graduate program are, established
by the Graduae Faculty of the College and areav4lable.
through the Office of the Director,ofiGraduate-Studies.
The Graduate Faulty of the College calsists.of all..
members of the College Faculty who hold:the terminal
degreeor:who hold the rank cifprofessor or ,of
associate professor.

The summer session program. is,under the
administrative supervision of the Director of Summer
School: .Suter session, fferingS are determined by
the Director in conjunCtion withthe Department
.Heads and the SumMer. SihoolCommittee. Summer session
.teaching assignments the usually made upon the

41,
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, recommendation of tl-IeVepartment'Heads. Faculty members
whose contracts -have been terminated by the College will
not be eligible to teach in the summer session following

termination.

A SuMmer Session Catalog is issued during-the
spring; this catalog shOuld be consulted for further
information about the summer session.

M. 'kqistration

Information concerning registration dates,'tithes,
and prObedures appear in the Cbllege.Calendar and
in the Adademic Schedule and supplementary instructions'
distributed by the Registrar.

Faculty membersshould read carefully all
' materials concerning:Tregistration in order to assist

students as much as poS%ible. Thelinal:registration
process is conduCted in Compton Gympatium, and Faculty
members are assigned times by Department Heads to
serve at departmental stations: It is axiomatic,
that the more a Faculty member familiarizes himself
with the ,C011ege Catalog, theGeneral Studies Progzam,
degree requirements, and departmehtal course
offeringsr;(including'sequences, prerequisites, and.
major and minor requirements), the.more helpful he
-will be .to studenis-and colleagues at registration.

1.'.Change.of Courses

. Condult the College Catalog and
Adviser's Manual for detailed information
on this subject.

2. Changing Curriculum

(4
ConsUlt the College Catalog and

Adviser's Manaal for detailed inforthation-
on changing curriculum.

3. Withdrawal frOm_College

Consult the current College Catalog
for detailed information on withdrawal
fromCollege-.

"3,1
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4. Adding and rithdrawling from Courses

. :A student m not add a-cqurse to his .
schedule without the,'ariprovalof the' head,
of the -d partment AnvOlVt* and of.the.
student' academic adviS-er. StUdents may

44\ not ele t to add courses after the first
week of classes.

After regiStration has:been completed
a student ay drop a course without-penalty
up to the nd,of the eighth week of classes
(or .the equivalent period during summer
session and quarterr.courSeS.) The student
shall receive a grade of such cases.:

After the first eight weeks .of'akasses
.(or the equivalentperiod during summer .

session and quarter courses) aistudent who
withdraws'from-a course; but no 'from

.
J College,.' shall ordinarily be' a igned a

grade of WF, unless the instruc or
recommends-to the Dean of th ollege
that a grade of W or WP, Owl drew passing),
be assigned:. The Dean of e College will
grant approval'only under' xceptional
circumstances. .A grade f FX:shall.be
.assigned if the gtudent withdraws froM
the course without completing the proper
withdrawal procedurbs: Both grades of
ICE and.FX (0 grade pol.,nts per. semester
hours) are used in theaMputation of grade .

point averages. These ?grades will not be
eliminated even ifthe course is zepeatech
Students wishing to withdraw from a course,
but not from the College, at any time must
complete the prbper withdrawal form avalIOle
in the Office of *the Registrar.

N. Academic Advising

11.

O

0

All Faculty members except those iri their' first
yea.of service are gtven the sponsibility of advising,,,
students. Initial/assignment151 adviSers'is made

A



during the Sdmmer iianing Conference fOr,ireshmen.
Althou some students'continue iilto the fall semester.
cr thei summer advisers, many StUdents must be
reassigned. Generally, advisers ,to audents who:
have declared or who wish to change a major are
assigned by department heads upon reOeipt of the
student' folders or forms from the Dean of..the College.
Materials to assist the Faculty _member in his dvisibg
duties may be 'found in the current Manual }for Advisers,
in the College Catalog, and in memoranda issued by

.

the Dean of the.Coll---

Information on procedures for changing advisers
ormajors appears in.'the College Catalog and in the
Manual for Advisers..

O. Office Hours
e

Faculty' members are expected to announce. or
post, and to ma,intain, regular/`office hours for con-
'aultation: with student's and advisees. The College
also expects Faculty Members.to be available, on A
reasonable basis, for appointMents-on an irregular
basis with students.

F.
At the beginning of each semester,. Faculty

members are asked to complete schedule cards for
reference in the offices of the PreSident and the
Dean of the College. The schedule cards should include
all,c1 sses, laboratories, committee meetings; office
hours, and other regular appointments.

;"

A P. Academic Dishonesty

The College hcblds firmly to-the conviction:that .

the entire fabric of.la community o students, teachbrs
and scholars relies for its integr pon'the pursuit
of truth, unfettered' by interferen intimidation
from outside. that community oi by the disintegration,
of mutual-resPecand honetty within. AccordinglIr,
'academic dishonesty in any form is viewed as one of
the most:serious giffenses agains the good order ..of. 4.

-. the educational cOhmunity. /Any i dividual or group;i!
of students found cheating or p iarizing is subj4Ct

g
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to college disciplinary prOCedures in addition to any

A action taken by the faculty member,of the course.
involved.,

cademic Standards

A. student whose cumulative - average falls ISeloW

2.00 is considered to be in scholastic difficulty and
ois placed on probation in the InterMediate Division
by the Committee on Academic Standards. The Committee

- on Academic Standards also judges who shall be dropped
from the College for unsatisfactory scholarship, ,A

student may be-dropped from the College for unsatis-
. factory scholarship without first being placed in the
Intermediate Division.

The Intermediate Division is intended to enable
students and=the College to Pay.special attention to
the academic deficiencies of-stddents on academic
probation. Having been placed in the Intermediate

academicacademic schedule and course
load are subject to certain rules'for a .speCified .

period of tie after which the student is either
'dropped for unsatisfaCtory scholarship or removed
from the Intermediate Division and placed in good
standing.

The rules and regulations governinwthe
Intermediate.Division are contained in detail in
the College Catalog.

R. Attendance at,Commencement

Although attendance at commencement is optional
for_members of the faculty, administrative staff, and
students, faculty members are encouraged to attend.
For those faculty members who participate in-the
commencement exercise, academic apparel is required.
Arrangements are made for faculty and staff rental of
academic apparel for individubls needing it.

J5. Faculty Travel and Research

Acuity members are encouraged to attend and
participate in the meetings of profeSsional and

37
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learned societies. Limited funds for travel to such
meetings ar'e.prOvided'for all departments lnd are
assigned to Fadulty members in accordance with depart-,
mental policy Rules and regulations concerning
faculty travel,are outlined under 'COliege ServiAs
fsection V).

Faculty members are encouraged to engage in
scholarly research, and to publigh 'its results.
While the College is committed to teaching as its
primary responsibility, the role of research in a
community of sdhdlars shoUld be: fully understood and
appreciated. Wherever possible, the College is
willing to aid faculty members in the preparation of
acceptable teaching schedules and the use of facilities.

b
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IV. ADMINISTRATIVE POLICIES AND PROCEDURES

A. Affirmative Action Program

The College has developed,anAffirmatite.Action
Progr3m which is deSignecito'..affirmatiVely Assure,.eval
opportunities to minorities and women in all aspects Of
.the employment process: recruitment, selection, place-.
ment, testing, training, and prOmotional adlianCement.
Essential components of the Affirmative Action PrograM,
the full text of which is set forth 'in the Appendix, are:.
the projection of goals and tiMetables for improving the
employment composition of minorities and women on the
Frostburg State College personnel force; the specific
responsibilities and lines of authority for effective
implementation of the Program; the establishment of an'
on-going mechanism to review and revise all employment-
.procedures to. assure that they do not have -a discriminator+
effect and -that ithey'aid in attaining employment'6omposition
goals; and, the development of systems to regularly monitor
and measure Program progress.-

)The Director of.Minority Affairs is-currentirserving
As the Affirmative Action Coordinator. The Minority
Affairs 'Committee, whose members are appointed annually,
by the Presidentiis charged, -in addition to its other
responsibilities,, to work on.a continuing basis with the
Affirmative Action Cocirdinatoron matters relating to the
coordination and implementation of the Affirmative Action
measures.

Under the Program, supervisors are obliged to meet
with the Affirmative Action Coordinator as soon as a
,vacancy in an existing position is anticipated or when a
new position is approved in order to-map out a comprehensive
recruitment effort designed, to attract qualified minority
_and women applicants. -The.Affirmatime Action Coordinator
will assist the recruiting office or department in identifying
appropriate recrilitmerve Sourc sand will closely monitor the
entire recruitment, and selecti n process to assure compliance
with the Affirmative Action Pr gram.
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B. Record-keel:Dim:land Confidentiality

Under a federal laW,,entitied "The Family Educational
Rights and Privacy'ACt of 1974", the College is obligated
t5 comply with certainyrocedures in handling awl :releasing
perSonally identifiable information regardingstudents.
SuCcinctly gtated, the law provides, college stbdentt the
.right to inspect official records directly related to the
,sstudents'and*an oppITtunity for &hearing td challenge
such records 7.on!q^the grounds that they are irpccurate,,-mis-

.

mis-
leading, it otherwise inapprOpriate. Additionally, the
law restricts, with' certain specified.eXoeptionS, the
release of personally identifiable data- about students to
third parties, without the student's writtencons*nt.

There areSeveral statutory exCeptioris Which pertain
to Student access to records and-the releas of student
recOrds'td third parties. Two of the exceptions are worth
noting. First, confidential Letters and,statements'of
recommendation placed in student records prior to .7anuary 1, l.g75
are not available for inspection because,Of prior pledges of
Confidentiality. Furthermore,. the-1aW permits a student to
waive-his/her right Of access to confidential letters and
statements of recommendation placed in a file after
January I, 1975, which pertain to admission to any educational
institution, application for empldyment,,brrpceipt of an
honor or honorary recognition. Pursuant to this, .the College
Offices inVolVed in placement services fcm, students, the
Offic&of Placement and Career Development' and the Office"
of Field Experiences (Teacher EduCation Program), thave'
established .a system whereby students, at their option,

--may waive their right.to..inSpect.letters- or statements of
recommendation submitted on their behalf in connection
with admisSion'to postgraduate rnstitutidfo or applications
for employment..

. 17

Another` noteworthy eXception to the law deals with
the releaseof information to third parties. -..T141aw
specifically provides that student written'consent is not
re4bired where the student records circulate within. the
College for disclosure,to those College Officials-with
an appropriate educational interest. Faculty members and-
administrators would be covered by this provision.
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The College has developed detailed prOe,edures to ensure

compliance with., and implementationof, the federal law

pertaining to the privacy and confidentiality of student..'

records. Special 'forms dealing withH"Inspedtion of Student

Records", "Challenge to Contents of Student Re-cords",
and "Written Consent for Release of;Information", have

been distributed to all faculty ancladministrative superVisors
for purposes of handling requests for information in

accordande,with the federal law, Any questions regarding.-
substantive and procedural features of the law or. related
Calege,regulatigns should be directed -to the A sistant
to the President.,

c. Use of the College's Name

When representing the College in 'an official cepacity,

members of the faculty and administrative staff are encouraged

to use the name of the College and College stationery for

official cbrrespondenCe.

The Colldge does not wish to be involved in projects

with which it has no official assOciatiob. Members of the
faculty and administrationlere urged not to use the College

name involving personal or unofficial activity, if_--su.Ch

use in'any way can be construed as implying College endorse-

ment of any project, proddet, or service. There is' no'.

objection to the practice of faculty members publicly
using the College affiliation for the purpose of identifica-

ton. Where-doubt exists concerning, the propriety of using

naMe, the individual concerned should consult
withthe ViCe President for Development and public Relations.

D. Public Information

News.releasesare handl d through the office of the

Vide President for Development and Pdblic Relation's: This

office serves to Coordinateprograms, both internally and

externally, designated to cieate'understanding and support

of the College's objectives. Faculty members engaging in
professional meetings, research, pdblication', civic activities

and other newsworthy activities are urged to notify the

Director of Information arill Public Services 'for preparation'

of appropriate news releases.
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The Maiyland Public Information law allows, with
Certain designated exceptions, public inspection of.

,.College records, 'including .salary information of claS-
sified-:and non - classified employees. Any; inquiries or
requests'for inspectidh of College records should be

--directed to the DirectOr'Of InfOrmation'and Public4Services,
who will, advise the person making the ingdiry or,request
Of the requisite prodedure to follow

. State and College Budget Procedures

The Maryland State Colleges are-subject to direct
udgetar'y cohtrol under existing State budget procedures.

- -

.Each'college, during_the.spring, prepares its budget request

I'

nearly two ears in advance, (i.e.,_the request for -fiscal,.
1976, whiqb began July 1, 1975, was prepar&I during the
spring of'19741..

...

'Iv' preparing its operating budgetthe College-calls7.
uporiall academic departments.and-adMinistrative'offices
to submit .detailed- requests for travel funds; contractual
services, (Such as printing*: 'rentals, etc.), supplies and
equipment according to the. following procedUre.

Procedures for instructional, Library and
Special Instructional Programs Budget Preparation

1. Each department shall meet s.a committee
of the whole, or shall provide for a depart-'
mental. committee chosen by the members of
the department, to develop the annual budget.
request. Amon% the, budget items which
should be considered are: requeStsfor
.peksonnel, programs, supplieS, equipment,
trave: funds, contractual services,'eto.

2. Each department, after formulation of its
.'departmental budget request, shall assign
priority rankings for the items of that
budget.

3. The departments, after approving their
budget requests and priorities, shall
submit them to the Budget. Office of the

.0
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college. The Dean of the College, the
Vice-President_for Business and Financial
Affairs, the President ofd the College; and
the FisCa Committee.wili.review peQdepart-
ment bUd4ets*in preparatiop for public hearings. .

4. Following much review and prior to open
hearings, the budget requests shall be
placed on reserve in the Library.

5. Open budget hearings shall be conducted
by the President, or his designated
representative(s), theVice-President
for Business and Financial Affairs, the
Dean of the College and a member, of the
Fiscal Committee. chosen by the Fiscal
Committee. Any members of the College
Community may attend any budget hearing.

6 Departments may request ameeting with
or be called to apPear before the Fiscal
Committee to review its budget xequest.

7. At each stage of budget req0est,develop-
ment, each departmnt and the ChairMan Of
the Fiscal Committee,.or his designated
representative, will be. informed immediately
concerning any change imposed on its depart-
mental budget request.

The College adMiniStration then consolidates all
requests'and submits theM, in acoordance with an tpprating
budget forMula, as the College operating budget requet,
to the Board of Trustees. The Finance and. Management
'Committee Of.the Board then hOlds hearings for h college
andNsUbMits its Own7recommencThtiona to the Board. The
Board usually approves the college budgets, and. its own
request, at-the July Board meeting and sUbmits the total
operating budget request for the Maryland State C011eges
to the Budget .Bureau. 'There is a separate Capital Budget
:which is prePaked on.a similar time table.4The capital
budget is reviewed by the State Planning Department,.
which recommends to the Governor. the items it feels should
be included in the Capital Budget.



- Maryland ha an executive budget--o e which is
compiled for all State agencies and pre ented to the
General Assembly in' January by he Gov rnor. Reductions
or modifications of agency requests e made by the.
Budget Bureau in accordance with the Governor's priorities
aid projected re enuea (the State onstitution mandates
a-balanced budge ). The'General/ ssembly; thro.ughthe-
House Appropriations Committee and the Senate Finance
Committee,' acts pn the budget during most of its Annual
session, which Olds during the second week in April.
The legislativ .bodymay redce or leaveAnchanged the
operating bu et presented/by the Governor; it may not
increase amo4ints in the operating budget (capital budget
request,. c94rering construction and capital equipment
out1ays, ny be either/Increased or reduced by the General
Assembly)!.-

The College learns of the amount of its operatrig
budget when the legislature Adjourns. The funds budgeted
and approved become available on July l With a line
item budget, the college g must expend their budgets
according to established State procedures, which require
that, expenditures in all major budgetary categories be
screened and approved by:a budget analy5t in the Budget
Bureau., Thus, a dual form of control is tainfinedi Over
the college budgets by the Budget BUreau: first, when
the budget request is presented in the fall, and second,,

: 'when theactual expenditure of appropriated,funds is
processed..Significantly. for tilefreedom.ofACtion
required by. any institution of higher education, the
University of Maryland,enjoys statutory autonomy from
the close control described here. The State'C011eges have
bedb pressing for similar status during the laStfew years;
arid the Itosenberg'Commission report, cited earlier,
recommends similar flexibility .for the State Colleges.

Similarly, each Faculty, staff or administrative -,,/
pOsition is approved by the Budget Bureau as well As byrthe
Secretary of Personnel. The College is free.to
as many positions as have been authorized in its budget.
Faculty positions are theoretica],ly determined, according
to the student-faculty ratio and are supposedo be related
directly to student enrollment. In practice, the College
has not been granted the faculty positions generated by
the formula during the last two years.

4 4
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In general, then, the FICulty member should under-
stand that the College budget is, at any given moMeht,
one which was developed and approved some months earlier;.
that expenditures not anticipated in the original request
must often be rejectedi.that positions-cannot be filled
at will by the College, and that budget execution is.a
function of both. the College aid the State Budget Bureau'.

Questions relating to budgetary procedures should-
be directed toward department heads, the Vice President.
and Dean of the College, the Vice President for Business -

and Financial Affairs Or the President of the College.
Forms for out-of-state travel, in-state travel reimburse-.
ment, and relayed actions are available from. the Business
Office (Accounts Payable) if department heads donot-havg
a supply. PurbhaSe requisitions should be obtained from
the PurchasingADepartment.

F. Requisition. Procedures

1. The department head will use requisitions-
for merchandise for all requests for
equipment, supplies, and service. Improper
or unatthOrized purchases are considered
the personal responsibility of the individual
making them.

2. Verbal requests oroyeq1.4ests by memorandum
will,not be honored by the Purchasing Office.

3. It will be the responsibility of the depart-
.ment head to verify that funds ere available

in his budget to cover the purchase.
!

.
. .4. All requisitions should be TYPEDfin duplicate.

The original is forwarded to the'04chasing
Department and the duplicate copy is maintained
for the departmental file,

5.. All requisitions must be signed by the depart-
ment head and forwarded to the Budget Office
for apprOval.

4t)
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6. The requisitioner will preeare the requisition
for merchandise by utilizigg the following
columns:

Classifications
F. T

The classification must be shown on the
requiiition for each buying classification.
Buying classifications maybe determined_
by using the Alphabetical Index Hof '

Commodities issued by the Department of
General SeritIces, Purchasing Bureau rand
availablein'thePurchasing.Department
here at the, College.'

Item Number
.

This lytamber will be obtained from the
Maryland Commodities_ Classification of
Items as issued by the Department of
Generaf Services (copies of which are
available in the Purchasing Depaitment
here at the College).

Quantity

Retord the numerical quantity df each
item required.

Unit

Show whether the unit is: only, each,
'dozen, gross, etc.

Description

Show the exact nomenclature .of the items
required. Giye catalog number and year
of the:catalog and manufacturer whenever
_possible and if applicable to the items
required._ If possible, include on all.
requisitions a photostat copy of a picture
of the itemS requested. Show descriptions
in detail: GIVE COMPLETE NAME AND ADDRESS
OF VENDOR INCLUDING ZIP CODE.

46,
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Unit Price - Total. Price

. Unit price and totalprice must be shown
for all items. Each.order.must.be totaled.-

7. The-Purchaping Office will reject aud return,
to the requisitioner any, request that is
incomplete or not clear. It is the requisitioner's
responsibility to convey COMPLETEd'scriptions
of items required.

V

G. Compensation

1. Salary Checks

Faculty salary payments occur either 21
or 26 times each year. The Faculty member must
exercise the option for 21 or 26 Pay periods,

1-
' by signing a form available in the Office of

the President.

Checks are available on alternate
Wednesdays and may be picked up at the
Business Office (kifounts Payable) after
10:00 a.m.'

2. Deductions

Mandatory deductions include-Federal With-
holding Tax, ftate and Local Withholding Tax,
Social Securityand Retirement. Optional pay-
roll deductions are considered underifringe

t

benefits.. . /

H. Fringe Benefits

1. Retirement and Pensions

Every member of the faculty Is required by
-law to join the Maryland. Teachers Retirement
.System. Faculty members must retire upon
reaching the age of 70. Informatioh about the
Maryland Teachers Retirement System is contained
in the Appendix.

47.
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2. Social Security

All members of the faculty are covered
by Social Security.

3. Workmen's Compencation
7 e.

A

All faculty members..are covered by the
Workmen's Compensation Insurance. Any periOn
injured in the course of his employMentshould.
contact the College Health Services immediately
for,the necessary forms.

. UneMployment Insurance

On January 1972, the Maryland Unemploy-
ment Insurance I1aw became lopliCable to institu-
tions of highereducation. The purpo§6 of the
law is to provide for the compulsorysetting
aside of unemployment reserves to be used for the
benefit Of-person-s-"unemployed through no fault
of their own." Faculty members eligible for
benefits under the law should contact the
Department of Employment Security.for further

t

5. Medical Insurance

Full-tite members of the faculty and
their dependents are eligible, under certain
conditions, to join a group health insurance
plan for employees of'the State of Maryland
operated,by'the Maryland, Blue Cross and/Blue
Shield, Planes,: This includes hospital, medical,
surgical, and major medical program. The
'semi-monthly payroll deduction rates a 6
listed in the Appendix. A health car booklet
and application blanks are avails le rom the
Personnel-Office. -

. .
Eligible faculty members may nr 11 in the

program within 60 days of the date of employment f

or date they otherwise became eligi 1 . Applica-.
tion forts will be provided. If An a igible

. employee fails to enroll within 60 a s he may
not apply for participation until,he as submired



-t-
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satisfactory proof of insurability for him
self and his dependents, if any, or,at such timq
and under' such conditions.. as the State may from
time. to.time announce. Coverage under the pro -`
gram will become effective for newly enrolling
employees on-the date a payroll deduction
authorization for thet Program is submitted to
the State or the first scheduled working date,
wflichever is later.

program.

College Personnel_ Office will be 4

assist any faculty member who encounters
or difficulties with the medical. insurance

6;, r,MDeath Benefit

If a member, who is not eligible to retire
-dies in active service, the Maryland State
Retirement Systems will pay in a lump sum to the
designated beneficiary or the estate of such
member a sum-which consists of the member's
total accumulated-contributions and, if such
member had one or more years, of creditable
service, a death benefit equal to 109% of the
member's annual salary being paid at the date
of death.

. Tax-Sheltered Annuities

.Annuities may be pur4sedby faculty&
memb'ers through the Teachers Retirement System
of the State of Maryland. Premiums are paid
by a reduction in salary or by a diversion of
an increase in salary. Information may be
obtained from the College. Personnel Office.
Information and sample forms for such annuities
are contained in the AppendiX.

8. Sayings _Bonds

Optional payroll deductions forsbnited
States Saving Bonds may be' arr ged with the

Office. Sample optio for.sayings
__bonds and freedom shares are lis d in'the
Appendix.
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9: Credit Union

Faciilty members are eligible for the
benefits of and ma make payments through
payroll deductions o the. State EMplInrees_
Credit' Union of Mary nd, inc., State Offide
Building,.301West Pr ton'Street; Baltimore,

- Maryland 21201.. In aition to paying a 6%
intereSt rate compounde..quarterly, the credit4
union can be used for new car, used4car and
personal loans. InforMation concerning the
Credit Union and its.Operat on may be obtained,
from the liege Personnel fice.

Facult member-are also leligible'for
, -

membership in the CCSAC Federal Credit Union.
P. 0. Box 1382, Cumberland, Maryland 21502.

I. Gifts and Grants

The College is prepared to accept gifts, donatiOns,
or grants by any individual, association, foundation',
society-, corporation, or the. U. S, Government provided
that the GoVernor apprOves the acceptance of such funds.
The College prefers,.however, that gifts, donations, and
grans be .donated .directly to-the_Frostburg State College
Foundation, Inc. Any gift or donation -to the Foundation
does not require the approval of the GoVernor. The
Frostburg State College Fouridation, Inc.. has been approved '

. for tax exempt status by the Internal. Revenue Service,

Funds donated either to the College or7to the 'Foundation
are not.con*sidered,a substitute for items appropriated to
the College by:the General Assembly.' Faculty meMbers',and
adiinistrators interested in .applying for federal grants.
ShoUld.conSult the Vice President for Devslopmentand
Public Relations. His,office'Maintains a complete up -to-
date liSting of all federal'programs including application
procedUres,and it is his office through which all grant,
applications made in behalf of the C011egeare processed.



J. Vacations

Faculty members on .a 10-month contract are free to
start their vacations after graduation once they have
discharged thpir departmental duties. A member of the
administi4eive staff iselig e for annual leave not to
exceed twenty-two working da s per year.

K. Employee Liability

_ College employees, both full-time and part-time,
are provided liability insurance protection under a
Board 'of Trustees' policy for any acts or omissions arising 'ioc
within the scope of their duties which result in pesOnal
,injury or property damage to persons other fhan'fellow
employees.- The'insukance policy also covers non-remunerated
volunteers while performing services for bhe C011ege. The
insurance company will/Pzvide legal representation for,

;1

employees, or volunteers, involved in ,litigation even if the
law suit against the employee is groundless, false or fraudulent.
The limits of the liability insurance are $500,000 per claim
with an annual aggregate applicable to the entire State.
College' system in the amountof $500,000. Any questiOns
concerning policy coverage or procedures should be addresse
to the Assistant to the President.

It is also important to note two Maryland laws relat ng
to the legal representation of, and possible indemnificati
for, State.employees. One statute sets forth the-Proceduce
authorizing the Attorney General to*defend State officers

_ and employees in legal actions, civil or criminal, arising
out of certain acts or omissions within the scope of their
employment. The \second statute authorizes the State Board
of Public Works to grant funds for the payment of a settle-r.

N ment or judgment endered against a State officer or employee.
. The Board of Public Works'.power to grant indeinnification

is discretiona y and; althOugh it cannot act in an arbitrary
discriminatory manner-in disposing of an application, the
statute provides that the Board's determination is final,
i.e. not app alable to a court of law.

51

44

1



41

L. .Automobile Liability Insurance Protection

Faculty members driving St
State liability policyin the a
$300,000 per acgident. *le Stat
medical payments arising out of

to cars are covered by a
unt of $100,000 per person/
policy ddes not coyer-

n accident but just covers
the amount for which a State employee might be sued.

The state policy doesicover State employees driving
_their own cars while.carrying out their duties as State
employees. In .this instance, the State policy only applies
to the extent that the liability of the employee is in
excess of the insurance carried by. the employee himtelf.
Thus, -if the limits of liability-pofthe employee's own
.insurance policy are less than the limits of. the State's
policy, the' employee is still covered to tbe limits of the
State policy.

No e: State regulaticins,Rrohibitthe use of State
Tgcars by non-state employees: tudenttilemployed by the

College as drivers are permitted to drive vehicles after
obtaining clearance from the Security'Department Faculty
members are urged not to allow students to drive

i

tate
cars checked out by the faculty member unless this'student
was hired as a driver and cleared through Security. Failure
to abide by these regulations may,resUrt----in the loss of
Liability Insurance Coverage for the. faculty member.

M. Insurance Coverage for Personal Property in
College Buildings

Under unusual and extenuating circumstances the
State,may reimburse employees for loss of their personal
property up to.$500. Such circumstances include a faculty
member who find's it necessary to have personally owned
technical equipment or books in his office or laboratory.
Hdwever, any insurance protection over $500 would have
to come from the employees: own insurance.

N. Draft Information

Faculty or administrative staff members desiring
information for-their children or themselves relative

2
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to Selective Service should-consult the Assistant t8 the

President.

k

0. Employee-Family Tuition Waiver

Full-time.employeesof the College as well'as spouses

and children.of faculty members andstaff members may avail

themselves of a tuition,waiver on a space-available basig.

The. waiver applies to tuition only for,spouses and chil en.7;

For employees,:the waiver appl -ies to tuition and all fees

except'the student union fee. Availability of spade

is governed by limitations on class size or classrobm

.capac.ity established- by department heads and the Office

of thy:. Registrar.

Off-Campus Professional Employment

'Faculty members of the_State colleges are encouraged,

to accept occasional recillests tp participate in shorV,-,term

professional activitieswithin- 9r outside the_State,sudla

as lecturing to professional and techhical groups, directing

workshops for.county and city school organizations, and

rendering servicesof a consultative nature tow rofessional

and technical_ organizations:

FAUlty,members of the State collegeg are 'permitted

to teach an occasional course at a neiglibating college

or university. The .term ';occasional, asfuSed herein

intended to mean courses taught not on a regularly recutring

basi4 and r.pt under a year-tO-,year contract;

Faculty members. are allowed to receive ienumeration

for services of the type mentioned above when proffered

by the organization served: In cases where a faculty

member is:to be,employed or paid for'any purpose by-another,

State agenby, a specific approval Procedure is required'

by the. State before any such payment can be made., Questions

concerning this procedure should be directed to the Personnel

Office.

Before accepting obligations of the type referred to

above, the faculty meMberishall secure the' approval of his

department head and the Dean of the College anJ the wrltten.

consent of the President.
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,Ini,givingconsideration fo any type of'eic.tra-campus
activity, 'each faculty member is expected to give prime
attention "and the major part ofhis energies to his post
as a faculty member eld to those activities Whiqh will
best enable him to 'fulfill` that responsibility most
effectively. This will include his cla4rooWinstruction
and preparation, student advising, committee' work, and
designated participation in administrati4e matters.
Should accept Outside responsibilities,-dither,for
.community participation, and leadership or for remuneration
only when, in. his judgment, they increase rather than
decrease his effectiveness as a 'faculty member;, he should

'Weigh carefully the relative Merits of personal financial
gain as contrasted with opportunitie for community
participation anAtor leadership.

. Outside obligaiions whiCh would in any way Conflict
with College responsibiliitiess or .lead to:'unavailability
for College activitiess-or,br#g criticism upon the member
of the College must be avoiaed. In evaluating requeits
#-ficultymembers to engagtin off-campus activites
the type mentioned abovele. following criterion will be
used by adMinistrative officersc

The work ,Which the faculty member
proposed.to'undertake should be df such,
nature as to: (a) 'enhance his professional',
competence or status, (b) provide.professi?nal
service:: in line with the faculty member's
field of specializations-and (c) serve the
public relations and community service.
Objectives of the institution.-

k

Q.. Advising Carnplis Organizations

All student organizations arl required to have 'faculty
advisers.' In all but a few instances the organizations
choose their own advisers. Ideally 'an adviser will sustain
an interest in the group and pro ide appropriate leadership.*
An adviser maybe asked to sign a va igty of forms, including:
bills to be paid; contracts made by e organization;
requests for a date on the calendar; requedts for the use
of a College car. At'least one adviser is expected to attend
the meetings of an organization other than committee Meetings

t



COLLEGE SERVICES

A. Scheduling of Events ,

The use of building spaide other thaA.for'regularly
scheduled classes is scheduled-in the Office of the.
Direct'or oft the College Center.tk ResponsIbility,for
scheduling events and for resolving s.sheduling conflicts
rests with the Director of the College,Center.

All scheduling of building areasfor classes should
be, made thrbugh the Office of the egistrai.

A. complete'-list of each department's activities to
be scheduled and pUblished on the College Calendar of
Events should be Submitted each semesterlaythe "master
scheduling" time as announced, by the College Center Office:
A list, as complete as pOssibleF,-of activities not published
in the-Calendar of Events should alsoipe submitted. If
an event in this second category is not,tconfirmed two weeks
prior to the event, the date will be considered open for
booking.. Activities planned for more than a semester in
advanceinust be approved for ,scfieduling to insure_use.of
the space in question.

Since some areas will be used for-both academic and
non- academic purposes (ex;' gltmnaSiums, Art gallery, etc.),
departments using such.areas should submit-_a list of
pr'iorities for use of such areas for non;-academic purposes.
In sddoing, departments should keep in mind the need, for
max* up,utilization of space by 6 total college community.

Persons scheduling events.needin§ food and refreshment
services shoul contact the Coordinator of Special Events'
after a room It 'been scheduled. Persons needing audiot
visual services ShoUld contact the Department of Communidation
Media aftera room has been scheduled.

Scheduled events area not permitted in campus buildings.
After 11:00 p.m. with the e n of the College Center.
On. Friday and Saturday nights; he Lama Center is open
until 1:00 a.m. Meetings of organizations are to be
confined to the areas scheduled. Other rooms are not to

ai
be used.
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In'order that events do not conflict, the scheduling
of all activities is at the discretion of the Director of
the College Center. The Reservations Office must be 4
consulted before an event. is plan ed.

Use -of College facilities for the.purpose of soliciting
political Partyitetbersliip or suppOrting.ipolitical candidates
or propositions by groups other than student political
clubs should receive prior.approval by the President's
Office./

A

B. Athletic Activities

4
The Department of-Health and Physical'EdUcation

conducts a varied program,of intramural and intercollegiate
sports for students. Faculty members are invited to
participate in the'intramural.program and attend inter-
collegiate sports events. For family season tickets, the
individual faculty member should call ehe. secretary in the
'office of the Department of Health and Physical Education.

If faculty members wish to be assigned a locker'in
the dressing room areas, they should make this request at
the department office in Compton, Gymnasium.

Special faculty recreation periods will be gnnounced
through memos inamailboxes br signs in the-vicinity of the
mailroom:

C Counseling Center and Health"Service

A

The Counseling Center, located in Gunter Hall, first
floor, offers"a variety of services to students and other'
members of the. college community. The director of-the
Counseling Center also serves as director for Health
Services on campus, which is located in the Brady Health.
Center.

1. Counseling

Individual and group couhseling services
are available to.persons experiencing personal,
social, vocational:and/or-educational problems. -

All counseling interviews are private and
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- confidential'and in no way relate to a
student's college standing or recOrds.

2. Testing
0

likdividual or group administered
interest, personality, and intelligence
testing is available. The test results.
are interpreted directly to the student
by the counselor.

3. Career Library,,

The Couriseling Center maintains a
Career Library'for the convenience of all
members of the college-community. The
library contains the followin(Ltypes of.
information:

a. The Career-Index - The Career Index,
contains catalogued information such
as job descriptions, salary scales,
training, needed, and generalrequire:-
ments for approximately 600 .6.9cupations.

b. College Catalogues - This section of 0

;.,he library'containi apprOXimately
1500 shelved graduate, undergraduate,
and summer school catalogues, as well
as microfiche copies.

c. Directories - This section of the library c

consists of two types Of resource directories:

1. ScfioolDirectories list and describe
undergraduate and graduate colleges
and universities, two-year 'colleges,
and trade and vocational.schooli,

2. Program Directories and books include
specific ad more elaborate information
on careers d specialized areas of
.study; i.e., aw, Conservation,
Business, PsyClIology, ;tledicine, etc.;
together with akindidation of schools,
which offer'iheseprogramsr. o ^

;
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d. Two additional areas being developed
include career materials'of.specific
interest to'women and minorities'.

i ft is not necessary to make an appointment to use
the library although. assistance is available to anyone.
who requests it.

4. Study Skills Laboratory

Self-help, programmed learning materials
designed to teach students.basic skills such as

'better methods of study, note-taking, effective
distening.and ..use of college time are available
in the Study Skilli Lab. Tests designed to
measure study habits and attitudes are also-
available. Limited self-help materials in the
area of remedial math,. spelling, etc.,'are
available. Students desirous of using the

,

laboratory are encouraged to meet with a cofnselor
who will assist in Choosing Materials and arranging'
a self-help program.'

5. Inservice Training and Research

The Counseling Center attempts to disseminate
information to the college community concerning
general student problems and to conduct' research
On these problems. These projects inclUdesffloall
group dfscussions and research Ath'residence
hall personnel, academic departMents and student
groups.

APpointments may be made in person with the receptionist
in Gunter Hall or by telephone at 689-4234 Mopday through -

Friday from 8:3'0 a.m. - 4:30 p.m. Anyone having questions
or wishing to use the Counseling Center is invited to stop'
in at any time.

D. Cultural Activities-

°A number of opportunities .existfOr faculty members
and their families.to participate in the cultural life
of the Collegecommunity. Most of the events throughout.
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the year are free of charge. All faculty and staff and
-their families are encouraged to attend functions of a

icultural nature, not only for their own enjoyment but a5
an expression of support for the College's cultural,
activities. ,

The Music Department presents_prOgrams by the Choral
Union, Concert Choir,,-Collegium,Masicum, 'the Concert and
Marching Bands, the Jazz Ensemble, ,several other ensembles,
and the Orchestra. Faculty members,are also invited to
the many student and faculty recitals throughOut the year.

.e

The Speech and Theatre Department presents annually
productions by Dramatis 2ersonae, Roundabout Childrens
Theatre, and student directed one-act plays.

Artist Series encompasses a.variety df cultural pro-
grams.including performing events and .distinguished lectures.

* The Art Department presents each year a series of.
art exhibits in. the Art Gallexy.,-

-

Faculty members are invited to the foreign and
_domestic films throughout the year.

Numerous departmental. lectures will be announced
during the year.

E. Data Processing Servi

The State colleges 4aintain a UNIVAC 1006 computer
system with the central f ility located at Towson State
College, and with input-output and print-out equipment,
along with key-punch machines, located on the campuses
served by the-system.

: The
research
obtained'
Affairs,

computer is available.for.classroom or faculty
. Information on the use of the computer may be
from the Vice President for Busines8 and Financial
who also series as the Coordinator of Data

-Processing. P
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F.. Duplicating_ Service

Duplicating services are available to the faculty
in the basement of Lowndes Hall,'in the Library, andin
several departments which have spirit process equipment:

The Lowndes'Hall service includes offset, photo -
copying, Mimeograph and spirit processmachines,. as well
as colfating and-stapling. The hours of:the. oper.ltiOn
Are from 7:00.am. to 10:15 p.m. Monday through Friday.

The Library maintains a coin operated- xerox copier
and.whensuch service is not available in. LoWndes Hall,
it willbe rendered to faculty members by the libr5cy at
no. cost: -The Ditectorbf.Libraries, as well'as they
operator in Lowndes Hall, will be obliged to limit xeroxing
to jobs which do not Violate copyright laws and which can7.
not-b'e performed more effectively with the use of other
duplicating equipment..

Sufficient notice should-be provided to assure timely.
.completionof work, and it is assumed that masters will be
typed by secretarialstaffor student help assigned te.the
department's. No typing services are provideorbythe
duplicating services staff.

Questions regarding duplicating services should be
addressed to the Assistant to the Director of Business
and Financial Affairs.

Preparation and.duplacation of quizzes and examinations
mus't be accomplished,: of course, 'with adequate "protection
and'security. The duplicating services staff will assume
thattthe faculty member responsible for the. preparation of
such material's will provide appropriate security for those
materials before'andafter they are in.the hands of the
staff:,Faculty members wishing to provide greater seprity.
than their own offices,afford may arrange through the
Business_Office to store materials in the Business Office
vault.
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G. Reproduction -of Copyrighted Materials

In order to protect College ersonnel from posiible-.
infringement of the copyright law as amplified by court
.decisions, .the College places c tain limitations upon
.reproduction of.copyrighed materials.

With respect to the duplication facility in Lowndes
Hall the following policy is in effeCt:

1. Requests for d lication (which includes
photocopying, mimeographing, or any other
form of reproduction) of whole, or-_
substantial. portions of, issues of
periodicals or books. bearing current
copyrights will not be honpred by the
chiplicating facility.

Only a single copy.of a journal or
periodical article which bears a. current
'copyright will be honored by the duplicat
ing,facility...If, however, duplication of
an article is requested for placement on
"Reserve" in the College Library, two or
three copies may be reproduced,, depending
upon the.SiZe of the class.

3. The.use of such duplicated materials must.
'be for the. purpose of study, research,
'Scholarship, and not for sale or further
distribution.

With respeCt to the self-operating photocopying
machines available for use in the. College Library, users
are advised by aposted notice that it is in their legal
interest to comply with the copyright policy, delineated'
above.

H. Emergencies

The College has security personnefl on duty 24 hours
a day. The security. offic is located in'the Maintenance
Building. The security,o ficer should be contacted at
689-4222 in Case of merg cy.
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I. Hospital and Medical Services

Hospitals serving the Frostburg area are FroStburg
Community Hospital in-Ftostbur, Memorial Hospital and
Sacred Heart Hospital in Cumberland.

. Faculty members requiring emergency services may be
treated at the'ColIege infirmary.

J. Legal Questions

Any questions, concerns, or problems of a legal,
nature arising from or connected with an employee's
official duties should be'directed to the Aapistant to
the President, who will, if the situation warrants, conr
stilt with the Assistant.Attorney General on the matter.
rt is important that all matters Of any legal,consequence
be reviewed and examined while the facts are still malleable.

K. Housing

The College provides no faculty hbusing, but privately
owned homes and apartment bislildings offer a diversity of
housing opportunities..

Information concerning rooms, apartments, and homes
for rent or purchase in FrOstburg and'vicinity is provided
for the faculty by the Administrative Aide to the President,
Mrs. Hughes.

L. Communication Media Department (Instructional Services)
. .

The Department af Communidation Media provides the'
. College with a wide fange of instruCtional'services and

equipment which are designated .t0 increase the effectiveness
of the instructional program, The Depaitment .is located .

.-

in the north wing of Pullen School; Extension 4353., \Tile
following-services,are provided free of charge fortthe in
:the- instructional program:
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# 1. Equipment

The,College has a wide variety of
equipment'.available to faculty and staff.
These include 8mm and 16img motion picture
projectors, slide, overhead and optATIP
projectors,Htape recorders and -video tape
equipment and the necessary software for
operation. Faculty. members should' always
check vith their own department first on
the availdbilityof.:these items, as much_
of the equipment issassigned permanently

-the'Various departments in aneffort
o have,eqUiptent readily accessible at
11 times. If'the equipment is notavail-
1Dle, the :COmmunication Media Department
ill supply items ion:short-teriti

secretary should be called in advance in -
order' to assure reservations.. The Depart7

c a ment will then deliver and pickup the
equipment.

2. FilM Rental

All film rentals are made through the
Department, which maintains an up -to -date
aisting of films. FacultysdeAring to use
films' should-make an effort-to-have them.
ordered and confirmed at least two months in
advance of the usage date. 'Questions,
concerning film rentals and orders should
be directed to the secretary.

3. Production-Service

The production 'service of the Communication
Media Department is designed to assist the
1#culty'and staff with their individual needs.
The production specialist should be contacted
to assist in the planning and utilization .

of this service, The Department maintains
a-full. line of service's including photographic,
audio ddhbing, mounting and reproduction,
as well as other specialized services which
are *ovided on request.
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4.. Consultatiori

Faculty and staff are welcome to con-
sult with the Director of Instructional
Services for any specialized need., such
as planning a new program requiring audio--
visual services. In addition, the Department
will.assist interested parties on equipment
usage and planning for the most effective
utilizatidn of various media:

M. LiiDrdA Services

The Library at FrOstburg State College is the only
7,- large academic'libraiyiin Western Mdland. The Director

encourages citizens and community groups to take advantage
of_its resources. The College Libiary strives to support
the philosophy and objectives ofthe College and collects
material-for the consultation and research necessary in
the curriculdm set forth by the departments of the College.
Each faculty mOMber has the important responsibility
to work with the head of his department or departMental
.Library Committee representative to get essential booksA
and periodiCalS necessary for teaching his courses prior
to offering such courses.

Faculty, !tudents and college staff are invited to
discuss with the Direct r and his staff ways in which
the library can .provide he maximum service to the College'
community. The public service staff is willing to help
-faculty With reference*and research. problems. Students
should be encouraged to=a!k for help whensthey need it.
Arrangements can be made to have a library staff member
talk with classes about use of library materials in
general or in connection with special problem!. .:

FadUlty and student participation in'u!ing the library
display cases and bulletin,Wards is invited. Arrangements
should be made with the secketg-ri'in the library.

J

1,

1, Selection of Library Materials

Approval or rejection of all requests
for materials tobe added to the library
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collections is the responsibility of the
Director of Libraries. Library materials
are suggested,by,faculty, lil?rary staff,
and patrons.. Subject matter fields are
usually the responsibility of 'the faculty
specialists while requests for reference
and general materialsusually originate with
the library. A well rounded collection is
the result of"cooperative effort. A number
of selection aids are available in the library
and the Staff will be ihelpful when requested.
aculty members should become familiar with
the library collect'on by visiting the
library, looking o he Shelves, and
checking their own r coiests in the card
catalog.

The 1 rary'has a collection of faculty
publications arrd welcomes copies,of reprints
or original plaGlications,for this collection.
If no copies are available, a list of
publications by the faculty membef should
be handed to the.secretary in the library.

Gifts within the scope of the library,
collection-are most welcome. The Director
and his staff will be happy, to cooperate
in preserving and servicing materials related,

?to the college; its program and its organizations.
Additions to the special collection of local
community materials are also encouraged.

2. 'ordering Library Materials I.

Suggestions for purchase.of books must
-be made on special cards provided by the

A\ library. The auth4i's name (last, name first).
``,and the book t' e should befilled in on a
typewriter ar legibly by hand. Films may be
requested on book card forms: title, color or
bl$okiwhite,,and source should be indicated.
These cards are'used as work cards, and care
by the faculty member in filling them out
will expedite handling. If publisher, date,
edition and price are known this_informatiOnr

P
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should also be given ip the proper spaces.
The faculty member orlepartment originating
the request should sign-"requested by" line.
The faculty member whose signature is on
the cardwill be notified via a pink multiple
order form when the material is ready for use.

Motion picture films for purchase must
be previewed by the Director of Instructional
Services. If films are projected for frequent
use and are considered worthy of purchase for,

~tithe Library collection,'. they should be
requisitioned on forms provided by the Director
of Instructional Services. All films purchased
for the campus must be purchased through the
library. where proper storage and cleaning
facilities are available.

Holdings for periodicals in the libraty' 44

are listed in a. spiwial card catalog. Faculty
are encouraged to inspect library holdings

well as titiee currently ..received and to
submit suggestions 'on special foims provided
bythe library. Only one-title should:be
listed on each,form. Within,budget limitations,
the library attempts to bind, or obtain in
microform, periodical titles indexed in
periodical indexes.

Checking Of suggestions for library
purchase by the.originator of the request
is an'excellent waycf.learning what the
libr4y has, and eliminatiOn of titles
already izi,the Collection will greatly
speed the acquisitionsOf new titles.

3. Books Ordered for Use, in Department or Faculty
Offices

Requests for dictionarids, handbooks,
and similar ready reference,books needed in
facult.y.offices are to be sent by the Business
Office to the Director of Libraries for
purchase, processing and charging outto the
proper department.

0
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The ,request for such purchase will be.._/
treated-as "RUsh". and processed as soon as
Possible. If'there is a copy of the requested
title on the campus, the departmept\making
the request will-be asked to help decide if

4
an additional copy is necessary. The cost
of such purchases will be taken from
departmental equipment funds in the business
vffice.

The aim of the above procedur is to
. provide a control of book purchases made
with college money. It' is not planned to
transfer library books to. departmental
.offices. In- most cases these ,"office bookg"
would be dupliate copies of library holdings'

N., and would be necessary for quick, ready-
_reference in the office. Inventory of such
purchases would be under library control.

4. Use of Library Materials

The library staff will appreciate the
faculty using the library -during the hours
the librarywis open.- Books may be dropped
through book drop by front,dOor when library
is closed:

,cards for m?st materials cataloged and
on order are listed in the.card citalbg.
(Books on order are-filed'by title only.)

0 Some materials such as pictures,,pamphlets,
clippings, posers, maps; etc. are nat
recorded in the card catalog. It is best
to consult library staff for this material.
Most government documents 'and curriculum
materials 'are listed in special files.in
those departments."

8. Library materials may be consulted in
\the library and if borrowed for use outside
of the library are machine charged. Faculty
may borroW any nue-sr of regular books. by
Presenting the library identAfication card'
(issued by the library) alorig with the book A
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at "the circulati;-)n desk; JFaculty and
students are cAAitioned abOut.lending
their cards to other indikridpals since
all material checked outito a. card is
the responsibility of the owner of that
card. No patron of the `library should
lend materials chArgepiOn his card to
others without firdt cl_earin§ the
library records. PeriOdicals, magakines

/ and reference booksimist be available
the library while it ks open to the public.
These materials may glenerally not be
borrowed for use out4ide thv library.

Some material? "including films,
not ;owned by the cb*lege.library, and
not, to be purchased; may br. borrowed
through .interaibrpry loan. In general,,
material in print is purchased rather
than,Eorrowed. The:,Interlibrar7 Loan
LibrarOn _hag special' forms to fill out
for 'ix-liter-library loan, The user is
expected-to pay Any charges incurred in
this type Of borroWing 11 use is of a
personal4nature: .

Films and aids rented, sent free or
sold fox a nominal charge by non - library
agenciesShouli4 be obtained thiough the

:DirpCtor of Ihftructional Services. Audio
visual aids in the College Libr%ry maybe
used by faculty. Library4,machines are
restricted tb,use in librarY.

Library recordings may be borlOed .

by faculty for class or home use for short.
periods. Special care must be observed
to'handle recordingi.carefully and to use
them only on proper machines. (Students
may borrow recordings Without4faculty
permissionWhen they are student teaching;
all other.times, faculty permission is
required.

t
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Visual aids may be borrowed by students
,

who make special .arrangements,- Faculty
inedbers and students wishing to preview
films whith the library owns should make
arrangements in adyance with the geference
Staff:. The library needs notice' 24 hours
in advance when fi m are td be borrowed for
use .outside the libr y.

All library materials borroWed by
faculty Will be stamped in the usual manner
With.the date due machine; hOwever, books
may normally be kept until the erid of the
semester without incurring fines. The library
reserves the right to recall material desired 9

by.Someone else after a three -week loan
period has expired., FaCulty merribers will be
noiified-of t e' books charged to them as of
a particular date-. If the list is' Correct,
sign the sfieet and return it prom y. If
there are discrepOLies on the li , it ;will
be necessary to check, with the rculation'
deSk-tb._correct them. AILOther material
must:b-returned to the lfbraryWhen-due.
If items ai:e not renewed by the following
mid..-seTester, E bill will'be;Sent to the
BuSiness.'Office covering the price of the
item, plus aftservice charge of $3.00 per
item. If the item A returned, only .the
serviceTchargewill be made. The summer
session .is considered the same as'a semester.
Faculty metbersnot on campus `during the
summer will need to renew or return in
SepteMbei books charled:to hem for.the
summer. Faculty members axe to
pay for any .bopks checkecLoutta them ,and
lost. If lost book money has been.Ofiosited,
in the:Business"OffiCe,:it is impossible to
make a refund if thedOst boOk is, returned.

Faculty family members are expected to
conform to,regulations set down for.students

'and geneCal public patrons.



5. Reserve Materials

.Faculty members may request that
materials be placed,on, reserve near the
circulation desk. The purpose of placing
material on reserve is t6:iestrict circulate
tion so that many students have a chance. to
read specific assignmentSor to use material
for reference. In most cases if students
must read the'whole book, it should be left
in general circulation.

Faculty .should anticipate need and
when necessarAcequest that more than ;one
copy be obtained for reserve. Personal"
popies of reserve books may be used; but
perhaps additional ,copies sho4ld be suggested
for library purchase.

1,

Reserve material is arranged on shelves,
alphabetized by name of instructor and'sub-
alphabetized ki author entry'. It is helpful
if students ar instructed 0---A-S'k for reserve
material byl*the entry used ,fin the library.:
records.

/*

Special forms to list/ material for
reserve must be used anditheseaAre obtained

.

at the, reserve desk. Lists must be handed
to the library. tWo days/before an assignment
is made in the book. The lists should be
typed because they arelkept in a'notebook
filed alphabetically *instructor!-S name ,to
be consultedby studOtsand library staff.'
Failure to observe these rules may cause
delay and confusion. Faculty MeMbers'should
riot make Changes in the reserve records once -
they are filed in the book; library staff
should be notified in writing two days prior
to the need of:these changes.
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47.

1r

The four-types oftreserve,:periodd are.:

1. Restricted 'Reserve (identified by
black tape on the card) may, be
borrowed for two hours. Restricted
'reserve books may be checked out
for home use before the library
closes each evening and are due
back the following. morning.

2. one;-day Reserve.(identified by .

yellow tape on the.card) may be
checked out for home use any time
and are due back before the ).ibrary
closes, the following day.

3. Three -day Reserve (ideritified by
white tape on the card) may be
checked but for home use any time
and are due back before the library.
closes on the,third day after the

-day of check out.

4. One-week Reserve '(identified.by
orange tape on the card) may be
checked out: any time and are due
back before the library closes on
the seventh day after the"day of
check out. , One-week' reserifeds
usually used fpr graduate courses
or classes meeting only once weekly..

Periodicals and reference books on reserve
generally may not be 'borrowed for overnight.
Additional copies are loaned on a more liberal
basis depending upon the use of the-book t a
particular time.' Special reserve loan periods
are possible if the faculty member makes arrange=
ments in .advance of need.

An effort will be made to notify faculty
when reserve Books are not'being used. Checking
names on a reserve book card for useis not -
recommended as these tcards are replaced front
time to time and studentd do not always sign the
card when 'the bo6k is used.
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Further information about theolibrary
is printed in a special handbook available in
the library.

N. Maintenance Services

Work orders for repairs or minor 'construction maybe
obtained from department heads and are-sent to the office
of the .Physical Plant SuperVisor.

O. Parking

Limited,on-campus parking facilities are provided for
College employees. Parking lot assinments are made when
the vehicles are registered at the Security-Office. Vehicle
registration is required annually, currently for a fee of'

-$1.00, during the first week of each fall semester.

Permits
.upon request
campus roads
tight-of-way.

a
for visitors to the campus are available,
at the Security Office. The speed limit on
is 15 miles per hour. Pedeitrians have'the
at all cross walks.

Parking violations ma' .be appealed to the Motor
Vehicle Appeals Committee. Policy matters, including

/ proposed modifications, are considered by the Parking
Policy Committee. Both committees include student, faculty,
and administrator representatives.

. For additionaVinforma-
tion, please refer to your copyof the Motor Vehicle,Regula-
tions issued annually when your vehicle is registered. The
Security Office should be contacted for further' clarification
of items in question.

.

Placement Servime

The Placement an'dCareer Development Office is located
in Gunter Ball (phone 4301). Services provided include
.credential planningftand processing, interview skills
sessions, recruiting coordination and groups as well as
individual assistance in career decision' making. These

-servicedlare open to alumni,* graduate 'students, and faculty
as well'as the undergradtates.

4.0
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Q. Postal Services

Mail is delivered and picked up twice:daily at the
various dicipartmentson campuS and packages are distributed

. by the Central_Recqiming Department. Faculty members whO
use the College as\their personal'inailing address should
realize that there is no service on'Saturday; Sunday and
State holidays.

Outgoing parCel post facilities are also available.
at the mail room in Lowndes Hall. In addition, postage
stamps for personal-mail-may be purchased in the mail room.

CampuS Fail: Mail destined for offices on the campus
should be sent on inter-office.coMmunication forms and.in
'"Itter-offide.mail4.envelopes. These envelopes are avail-
able in departmental offices or "at the-mail room in Lowndes
Hall.

'Bulk Mail: Certain types of mailings qualify for the
use of the College's bulk mail permit. Sliach mailings must
be handledaccording to the bulk mail regulations. Inf9rma-
tion concerning the bulk mail permit is.conainedjn the
Appendix.-

R. Secretarial and Student Assistants

All departments have assigned secretaries, and certain
departments have undergraduate assistants.. Questions
concerning assigned secretaries should be directed to
the'Assistaht to the Director of Business and Financial'
Affairs. All questions concerning the use-of:Undergraduate'
assistants should be referred to the department head.

A special sourceof student assistants is the College
Wokk-StudT-program, which.wass established under Title-I,

.

Part C, of thesEconOmic Opportunity Act of 1964. The
purpose of this program isto provide additional part -time
jobs for students, particularly those from.low-income families
who need the earnings to pay .for C011ege expenses.

The work-study program is coordinated by the Director
ofFinancial Aids and.Student Employment whose office is
located in Gunter Hall. All requests for student workers

I.
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may be submittedthrough the departMent head this
office. If applicants and funds are available, studphXs,
will be referred to the faculty for an employment into -.
vie .

Student Activities .

Various student activities are listed in the Weekly
Calendar of Events. Information concerning various student
organizations is contained in thestudeht handbook, The
Pathfinder.- Copies of this book are availalple in the
Dean of Students' Office.

T. Telephone Calls

The College telephone system permits direct dialing
for interoffice calls as:well as for direct dialing of
off - campus nuMbeks. Personal long distance'calls should
be handled by having them billed to your home telephone.

A-Coll".ege directory listing-on-campus and ff-campus
numbers of all,academic and non-academic personnel is
distributed as soon as possible after the beginning of the

4academic year.4

U. Testing

The.College provides two special testing prqgrams
designed to help the student and his adviser evaltiate
his progreSs through his academic career.

TheFreshman Testihg PrO4ram requires that all,
matricSulated students submit results of the Scholastic
Aptitude Test' (SAT). The results of these tests are
.available to the faculty adviser with local and national
qpercentile ranks.

During the next to the last academic month of the
senior year, a senior testing programis provided to those

:students who wish to take the examinations or to student

7 4
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majors in those departments which require examinations.
Both the aptitude test Of the Undergraduate Record
Examination and the Commons Examination.of the National
Teachers Examination are available to interested students.
The results of these tests are available to assist the
student and his
or professional
for departments

0

V. Textbooks

adviser in planning for graduate studies
placement, and they may also-be-helpful
to evaluate their major programs.

4

The College bookstore is located in the College
Center. Requests for textbooks should be:placed through
the department head on forms provided. Faculty members
request desk copies directly from the publisher.

W. Travel

Under the budget, each department receives an -allocation
.

for travel; -DistribUtIon of the funds'to departmeintal-meMbers
is handled by the departmOnt head.

Travel within the State: When travel within the State
is contemplated, it is necessary-for,the faculty member to
submit an estimate of expenditures in time to arrive at
the Business Office (Accounts Payable). five (5) days prior
to the.'scheduled'trip, through his department head... The
form for such. a request is entitled "Individual Request for
In-State Travel." It is available at dePartmental offices
or in the Accounts Payable Office. Meetings of a routine
nature (not conventions or conferences) in Washington,. D.C.
are considered in-state travel.

Out-of-State, travel: When out-of-state travel is
contemplated, it is necessary for the faculty member to
submit an estimate of.ekpenditures in the request for
out-of-state travel. The amount requested in this estimate
is the maximum amount that will2-bereImbursed if the request
is appKoved. This application must be filed fifteen (15)
days in advance of the trip in order that necessary prior.
approval can be obtained from the Executive Director of the
Board of Trustees. The request shguld be, submitted on the
form entitled "Individual Request' for Out-Of-State Travel'
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\.)-through the department head to the Business Office (Accounts.
Payable). Forms are av ilable in departmental officeS
in the Accounts-Payable ffiCe.

_ .

fReimbuNement for. travel: When travel at institutional
expense has been approiied, application for reimbursement
should be made on the.form "Expense Account." Iteriiiied
receipts for registration fees, hotel or motel accommodations,

. and a copy of the ticket for.air, rail, or bus travel' must
15e attached to thisexpense account. Credit-card charge
slips 'or receipts from tsravelhagencies will not be accepted.
The reimbursable rates for meals (inAuding taxes and tips)
are:

Breakfast $2':00
*Lunch $2.50:
Dinner $7.50

!The cost of breakfast is reimbursable when an employee must
'leave home in travel. status on official business two hours
or more prior to the beginning tine Of his, place ofj3usiness-.7
'8:30 a.m. T1* cost of dinner is reimbursable, when an
employee cannot 'get home within-two hours after the normal
closing time of his place of business. No employee shall
be reimbursed for the cost.of lunch on a 'one -day tri?. The
form should be submitted to the Accounts Payable. Office ps
soon as possible after the trip is complete.'

The College maintains a fleet of automobiles, and
station wagons which are available for administrators,
faculty member S;-and organized student groups .(provSding
'a faculty member accompanies such group). These vehicles
should be.used whenever such use will represent an economy.
Please refer tothe published regulations concerning the
use of such .vehicles.

ReiMbursement for .use of a. private automobile when no
College vehicleii available.will be made at a rate of
12 per mile. A request for a College vehicle must be
made before the l2 per mile rate is reimbursed. If an
employee would prefer not to. use a.State.vehiole even
.though one is available, reimbUrsementwill be made at a
rate 'of 6 per mile.

4
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Students o are employed by the College as drivers
are permitted 9 drive State vehicles provided that
clearance is btained from the Security Office prior to
tlie trip being made., Use of a College 'vehicle requires
a valid Maryland Drivers License.

ii
X. Weekly Calendar of Events

The Weekly Calendar is distributed by the rector
of the College Center on Thursday of each week. Copies
for thee. faculty are placed"in their departmental mailboxes.
Each calendar covers a nine-day period from Friday through
the following Sunday. The calendar may be used to announce
all meetings And special events and is used by the College
to have facilities opened at the proper time. The deadline
for entries in the Weekly Calendar is 12:00 noon on Tuesdays.

.0

Y. State Lines

The official weekly newsletter of the College, State
Lines, is published by the Office of the' Director of InforMation.
and Public Servicos. State Lines is distributed,on:Monday of
each week and may be used to communicate news of.interest to
the Coilegp.communitya Faculty meMbdrs are encouraged to
submit information concerning activities, such as meetings
oridonventions attendeg, research, publications, etc. The
deadline for entries in State Lines is Thursday/noon.
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FACULTY MEMBER'S CONTRACT
STATE COLLEGES OF MARYLAND

STATE OF MARYLAND

0

State College

THIS AGREEMENT, made this day a 19 , by
and lietWeen the BOARD OF TRUSTEES OF4THE STATE COLLEGES OF MARYLAND (here-

inafter chiled "Board") and
"Faculty Member")

1. Appointment and Position.
The BOARD does hereby appoint the FACULTY MEMBER indicated above as

(Name of faculty ember)

WETNESS TH:

(hereinafter called

of , to teach
Rank (e.g.. AAsiatant Professor) (Discipline)

at State College at a salary of , for a period of

months beginning , 19 and en ling , 19
The teaching assignment of said FACULTY MEMBER shall be determined by the President at
the State College and approved by the BOARD.

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 Governing Academic Freedom and Tenure as the same may
be amended from time to time. ,A current copy of these Regulations and ProcedureS has been,
furnished the FACULTY MEMBER along with this contract and has been read by him prior
to his afqing ,hia,,,ignature thereto,

3. Special Conditions.

a. The FACULTY. MEMBER shall become a member of the Teachers' Retirement. System of
the State of Maryland as required by law.

b. The FACULTY MEMBER shall not vacate his appointment during the school year, ex-
,cept in case of emergency. If the FACULTY MEMBER desires to terminate this Agreement for
the 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
toovaive the ifictice requirement: ,

.

c. The FACULTY MEMBER shall be entitled to the same dick leave benefits per month as
are provided !tn. all State Merit Systein employees supplemented by whatever additional benefits
the college may from time to time provide. 3 1
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. t
d. The FACULTY MeMBER, with the widen consent of tHe.President, may engage in km-

ited employment for remuneration outside the` college or carry a limited amount of .part-tinie grad-
uate work during. the, regular academic year .provided that such activities on the pilrt of the FAC-
UL,TY MEMBER would not unduly interfere with the FACULTY MEMBER'S duties at the college.-

4. Additional Conditions.

Date of signing this contract

WITNESS OtiR HAN'DS:

SEAL

444

Faculty member

82
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Chfroluso or Exocuitie Divictor
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APPENDIX C

'REGULATIONS AND PROCEDURES GOVERNING ACADEMIC FREEDOM.
ANDTENURE iN THE MARYLAWSTATE COLLEGES

UNDER THE jURISDICTIONOF THE
HOARD OF,TRUSTEES,OF THE STATE COLLEGES

Preamble

These Regulgtiona ancVProcedures GOvern ng Academic
Freedom and Tenure: in the Maryland State Colleges form
a part of the emplo7menbr"&nct entered into between

e Bioard of Trustees <),f the State Colleges and the
faculty,members appointed by said Board! The term
"flacultY member" as used in these Regulations and Pro-
cedures shall mean persons appointed to full-time teachinT4:
and/prsfaculty research positions at he State Colleges.

' TheseA Regulatibns and Rrocedures may be amended fro
tfaa to tiMe by the Board and shall be appIicale to all
ciaty members as and 'when amended, except that a faculty

member's attainment of tenure shall in all cases be,deter-
ai neq by the regulations of the Board in force at the

fhls initial' appointment, 0 #

Atticle One

Fn.cuLty members shall enjoy full freedom ip research,
publication, and ,teaching within the academic dis.qiplines
of their coMpetence, provided that such research andAr
-publication doesnot,interfere with thAir performance of
issignecf,duties.

tf

%A facility member i.s a citizen, a member:of' a 4.earned
sion, and ru,officer of the State Co/lege, to which
appojinted. When-he speaks or ,writes asa'citizen,

bii,free from insti n r ittutional oesosh) or discipl e,

special position at the college imposeSIppeci'd1
ons: Accordingly%..a faculty member must be an
ad spokesman for an institu!tion when professing

k for,that institution or for any division or
cipartment' thereof.

r*



Article Two

ursuant'to,the American Association of University
Profesgvrs 1940 Statemeht of Principles on Academic Freedom
//tnd Tenure.and,to,the 1958 Statement on Recommended Insti-*

utional Regulations on Academic Freedom and Tenure, t e
. Board establishes the followkng Regulation .Poced res

/

to implement. those principles,.

Section One. .e. Board ecc*nizes t tinancial
curity is necessary to enable faCulty meMbers.to

ender maximum service to 'the 'institutions where they
*are appointed. T establish such .,eburity, faculty
members appointed the acadeMi Lear- commencing-

.,

V lSeptember1970 and th reafter sha, attain permanent
tenure at the college t which they are.appcihted in
accordance with the *following regulations:',,

i. The initial-appointment'shall be of a probatiOntry
natures.and shall be for a period'extending to
the end of the first academic year. Such pto-
bationary appointment shall be autoMatically
renewable for additional p6riods of One full
academic ysaf each, unless the college president
shall give 'written noticof the nonrenewal of .

appointmdat for any succeeding imademic year as '2

foll:ows.

Not later than march I during the
'initial ppriod.of probationary
appointMeat (d'u'ly 1 if the' initial

period OC probationary appointment
begins after January 15).
N9t-laier'than_December 15 during
the Second year of probationary
appointment.
Th tereafter, not later than ).f.:..least

64.eIve (12) months prior to the
of an. appointment.

the' case oe,an instructor, the total number of
s annual piottationar apppihtmentL (in luding

the initial appointment even if less tha4 one
year)-' shall not exceed seven at that insEitution.

O
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3. -In the case of an assistant professor, the
total number of his annual probationary-
appointments (including the iristial'appoip.t:-
.ment evenifJes4!than one yea-4 shall 4pt
exceed four athat institdtion,.

- ,

4. In the case of an associate professor and a
full professor, the

%.

total number of their
anrlual probationary appointments ( including the

nitial appointment even,,if less than one year)
hall not exceed three at. that institution:

'-. S: The length of probationary appoinmenti shall
be determined by the rankof-the:faduftymember
at-thEtime.of initial appointment; except
that in the.-cases of an instructor who is there-

, after pronioted, the len§th Of,his,probationary
appointment shall be:determlhed by hiS,rank at
the time of said promotion with fUll credit
granted for the total numt)er of previous annual
probationary appointmenes'bere0 as'aa instructor.

In every case, upon completion of the maximum
rWmber of probationary appointment's, Ehe faculty
member Abell tttainPeranent tenure. The BlaTrd
may, in exceptional cases, decrease the lepleeln\
of the probationary period or, with the consent
of; elpe faculty member concerned, increase ehe
length of the probationary ,.period.

Section, Two. After a facility member has attainel
permanent tenure, he may not be dismissed except for
reasons authorized by the laws cif Maryland and in accordance
with the procedures established by ehe Board.

Section Three. To ensure academic due Process, a
Eatl.l.ty member who has attained tenure or whose term of
appointment has hot expired may be dismissed pnlyin
accordance with the following _procedures:.

Procedural StandarPis

Preliminary Proceedings:

The_appropriate college adminiitratori ordinlrily
should discuss the matter with the faculty 'tember



concerned. in personal conferenre. The matter
may then be terminated bymutUal consent. If an
adjustment does not result,- the college president
will refer the matter to a standing committee

campusto be established On each State College
,

entitled the f:aculty.Mediation Committee .which
will consist Of'fivetenured fatulty-meMbers -.

elected by sedret ballot by the factiltyof7that
college. ThiscomMittee, charged With the'funttion
of, rendering confidential advite in such Situations.,
shall infOrmAlIy:inquireinto the situation to
Wect an adjustment if possible. If none is
effected,, the committee shall determine whether
in its-view fbrmal proceedings to consider the
faculty member's dismissal Should be instituted.
If ttle,committee does recommend that such pro -

" ceedings be instituted, or if the president of
the college,'eVen aftev.considering'a recommendation'
of the committee favorable to the faculty member
concerned, expresses his conviction'thatsuch
proceedings shall be instituted, action shall be , .

commenced according to the procedures which follow.
Except where there is disid4reement betweeri-the
college president and the committee,- a statement

.with "reasonable particu1arity of the grounds
proposecrfor dismissal/Of the faculty member

,.shall jointly be-form4ated by the .college
president and the comaiittee.° If there 'is. dis-
agreement, the statement shall be formulated by
the colleg president' or his designated repre-
sentativ . If_this7dotmittee.shall fail to take
its final action within ten (10) academic working
days after the matter has been referiedto it,

,,the college president may institute formal
proceedings. /

Forma). Proceedings

The formal proceeding? shall be commenced by ,the
College president t-addreising a communication to
the faculty member, said .communication to include
the following minimum information: (a) the
statement with reasonable particularity of the, 7-141
grounds proposed for disco' ssal,=.(b) notice thet,

he makes a written A est to the college:
president for a hearin ithin five (5))days

a6.
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of ,receipt of the aforesaid communication, a
hearing to deterimine whether the:faculty member,
shall,be dismissed 1,..6.1,1 beconducted ands
(c) information; either in detail oriby reference
to published regulations; of the procedural rights
tobe accorded the faculty'member. The college
president also will send a copy of said communication
to the Executive Director'of the Board for his
information. Providing a written request Tor 'a
hearing has been made by the faculty member to
the college president five (5) days of-
the'faculty mamber:s receipt of the aforesaid
communication, the hearing shall be held within
thirty (30) days butnotsooner'than fifteen
(15) days after the receipt by the college
president of the faculty member's request for a
hearing. The, hearing<will be conducted on the
faculty member's own college campus by,a standing
committee'entitled-the Faculty HearinT,Committee
,which will consist.of not less than five tenured
faulty members elected by secret ballot by the
faculty ofthat college. A faculty memberelected

:-.to serve on the Facultr.Mediat4on.Committee shall
not be-eligible to serve on the Faculty Hearing
Committee. The recommendations of the -Fuulty
Hearing Committee shall be given within :five. -(5)'
days'-of the hearing, shall be4advlsory only, and
shall be forwarded to the c011ege president, to
the faculty member concerned, and tothe Executive
Director of the Board.

3.- Role of the Board of Trustees:

Ater the recommendation of the Faculty Hearing
'Committee has been rendered to the Executive
Director of the Board, or if there has been no
re9uept by the faculty member for a hearing
before that committee (in which case the Faculty
Hearing Committee shall make no recOMmendatli5h4),
the college president may recommend' to the Board
that, the faculty member berdismissed. The Board
may not --7-disMIts the faculty Membe'r unless the
faculty member is furnished a copy of the'` charges

/' against him and is provi/ded an opportunity/of
being heard in person,' or by counsel, in hi.s

.

1'
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own defense, before the Board upon not less
A.

c- than fen (10) days written notice. -At this
Board hearing, the..-faculty member concerned
shall be entitled to be represented by counsel

le

of his ch osing, to:be confronted by those who

ii

wish to ive evidence against hiM, to cross-,
.examine.such witnesses concerning the evidence
they present, and to summon witnesses and to
produce documents on his own behalf. In all
such cases the faculty member concerned shall
be supplied with alifpapers and documents relevant
to' the cage and held by the college administration,
theifaculty Hearing Committee, the Board' of Trustees,
or any of them. A complete transcript .of the-hear-
ing conducted by the Board of Trustees shall be
maintained at Board expense and shall be furnished
by the Board to the aggrieved faculty memb9z and
to the president of the institution who ir4tiated
the proceedings.

4.' Suspension of the Faculty Member:

Suspension of the faculty member by the college
president during any of the proceedings involving
the faculty member/is, justified only if immediate
harm to the faculty member or others is threatened
by his continuance. Any such suspension imposed
will be with pay, unless legal considerations
forbid. .

Section Four. When the employment of a tenured faculty
member is to be terminated because of discontinuance of his
position or-because of lack of funds to pay his -Salary;,
notice Must be given at least one year prior to the effective
date Of terMination, and faculty members so terminated shall
be classified as furloughed faculty in the inyerseorderlof
their termination. Furiough*d faculty members shall be
entitled to be appointed within two years of their termination.
'Efp vacancies which exist, or whidh may develop, in the same
academic discipline in any of the colleges under the juris-
diction of the Board, if they possess the professional
1.!palification$ announced as requisites for such positiohs.
In making appointments from the furloughed list, due regard
shall be given/to seniority so that those first to be
dismissed shall be first to be reappointed.

S8
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Article Three

In cases nobinvolving.dismissal, if a faculty
member, presents to the Faculty Mediation Committee, in
writing prima facie allegations of infringement of rim

. academic freedom as defined in Article One and/or j.nthe
American Association of University Professors 1940
Statement of Principles on Academic Freedom and Tenure,
the Faculty Mediation Committee, shall inforMally 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 comm.:_ttee. Tit
Faculty Hearing Committee shall conducta hearing on
the matter within a reasonable'time after notifying all
persons involved of the faculty member's allegation and
the recopqmendations, of the Faculty Mediation Committee.
If the Faculty Hearing C6mmittee conclUdes that there
had been an infringement of academic freedom, a committee
.of "-the Board shall investigate the matter, and its
decision shall be final.

At all stagesof these proceedings, the burden of
--proof shall be upon, the faculty member who has alleged
infringement' of academic freedom.

May 13., 1970

4.1
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--A.FFIRMATIVE ACTION PROGRAM_

INTRODUCT N

This Affirmative Action Program reflects a morally and legally
based commitment to .assure equal employment opportunities at
Frostburg State College for all persons, without regard to race,
creed, color; sex, or national origin. %Severalmembers of the
Frostburg State College community,.including'minority and women
representatives from the faculty, administrative .staff, classi -1

fied personnel, and the student body, were involved in preparing
various aspects of the Program. A'similarly concerted effort onptIle.
part of the entire Co lege community-will, be-necessary to guarantee
its effective implemen-ation.

The Program was dev- oiled in'accordance with the federal laws,
orders, and regulatory gu delines governing the area of equal
employment opportunity. accordingly, the Program affords special*
emphasis to the correcti n of any employment practice or policy
which, however neutral n'intent and however fairly and impartially
administered, may have 'disparate or discriminatory effect on the
employment opportunities of minorities or women. Consistent with
this aim, the Program -tails special remedial efforts designed to
eliminate any effects o' ast discrimination and to affirmatively

. assure in the future equal opportunities to minorities and *omen
in all arodpmiof the employmentjprocess: recruitment,* selection,

placement, testing, training, and promotional advancement.

Essent-ial components of the Affirmative Action Program are:
the projection of goals and imeSables for i:aproving the employment
composition of minorities an -women on th Faostb g State College...

personnel force; t specific responsibilities lines of authority

----tbr effective lem ntation of the Program; e eStablisheent of
an on -going me han m to review and revise a 1 employment procedures
to assure that they do not have discriminat ry effect and that they
aid in attaining employment composition goals; and, the devel,ment
of systems to regularly monitor and measure Program progress.

I. ?OLICY

it is the policy of Frostburg State Colleg to p ovide equal
f

opportunity in employment for all persons, to ohibit discrimination
in employment because of, rate, color, religion, age, sex or national,
origin, and to promote the full realization of equal employ ent

IKopportunities through a continuing affirmative action pro ram.' This
policy shall'be an integral part,of every'aspect of .the employment
process, including, but not limited to, the recruitment, selection, '

testing, training, promotional advancement, and treatment of employees.
.

91
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II. RESPONSIBILITY FOR IMPLEMENTATION

A. 'President,

The ultimate authority and responsibility fot maintenance
of the AffirMative Action PrograM 'and for all .related decisions
rests witli the president of the, College.

4. Affirmative Action Coordinator

ThejArector of Minority Affairs shall be appointed by the
.President as the Affirmative Action Coordinator and shall ba charged
with the coordination and monitoring of the implementation of the
Affirmative Actsion Program. The duties of the Coordinator shal). .

include, but not be 'limited to, the following:

(1) Administering the Affirmative.Action Program as
it relates tethe recruitment:selection, 'training,
apd prpm6tional advancement of minorities and women.

(2) Informing administrative and faculty supervisors
of their responsibilities under the Affirmative
Action PrOgram, and under'related legal requirements.c.

(3) Assisting administrative and faculty supervisors
in the recruitm t and selection 'of mIndrity.and women
candidates to fil vacant positions. ,

(4) Coordinatin the implementation of. ,trainingr
promotional advaincement programs for minority and women
employees.

. 0 ,
r ,

(5)Assisting the President, administrative and .,

faculty supervisors, as well as approptiate-Xommittees
apd other bodies4- in the identific'ati'on of problem
akeas and the development' of solutions to problems so
identified.

4

(6) Designing and implementing internal audit and
reporting systems ki measure program effectiveness,
to indicate need for remedial action, and to determine 4
the degree to which the o lege's goals and objectives
have been attained.

0

4-7) Preparing Affirmative Action progress keports
at least annually and gdnerally informing the College

9 2



community-of legal developments in the entire equal
employment area.

(8) Serving as liaison.between the College adminis-
tration and internal and external groilps and agencies'
concerned with employment opportunities of women and
minorities.

C. Administrative and P)pulty Supervisors

tach.administrative and faculty supervisor i responsible for

ipsurin4 full compliance with the Affirmative Ac n Program. As

L fwith other institutionapoliCies o major,importa ce and priority,
complianceAfforts will be considered as a criterion in the evalua..-.

tioR of th job performance of each administrator and faculty member

who has responsibilities in the recruitment and selection process.

Moreover, a DepartMent's failtire to fully comply with the Affirma-
tive ActiOn program maliwesult-in the admi0.strativeallocation of

0 ,

vacant or new positions to a Departmentwhich, besides showing
sufficient need for the position, hasOanifested an intention to

fully, comply with the Affirmative Action Prog4m.

The specific'responsibil4les of administrative and faCulty

supervisOrs shall include, but 'not be limited to, the'followin9:
tO

(1), Working with the Affirmative Action. Coordnator
in' the identification of problem areas and in the
development of solutions to problems that `are identified.

(2) Collecting' and organizing data, inclUding those
necessary for auditing patterns of :recruitment, employ-

Ment and promotion, and regularly reporting such data.

to:the Affirmative Adtion. Coordinator.

.Reviewing qualifications of all employees within.in

the Department to insure that minprities and women
ar,)D given full opportunities for transfers and pro-
motional advanceme

(4) Assuring6by means of.affirmatiVe efforts that
minority andwomen applicants are solicited in the

recruitment process for all°vacant and new positions.
,

45) Conducting-regular discussions with. Department.
employees, to encourage cooperation with affirmative
action measures. .

personnel°Office
.
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Although all supervisors are charged with the responsibility
of complying with provisions of the Affirmative ActiOn,,program,
those pertaining strictly to classified personnel. shall,bethe major
responsibility of .the personnel Office, In cooperation with the
,Affirmative Action coordinator, the Personnel Office Shall formulate,
audit,-andflreport upon policies regarding classified employees.

E. Minority Affairs Committee

.11'11e Minority Affairs Committee, in addition to its other.
responsibilities, shall wctk on a continuing basis with the rma.-

tive Action, Coordinator on matters relating to the coordination and,
implementation of Affirmative Action measures. embers,of thc7
Committee shall be appointed annually by th esident and s all
include minority and women representatives of the College c

Besides advising the Affirmative Action Ceordinator on matter
relating to the coordination:and implementation of Affirmative
Action 'measures, the Minbrity Affairs ComMittee4halI serve as the
apparatus to investigate and adjudicate individual complaints of
discrimination, in accordance with the procedure set forth in the
Appendix.

,

. DISSEMINATION OF POLICY ANo COMMUNICATION
OF RELATED :MEASURE

:The College's Affirmative Actio ..aram shall be widely
isseminated within the. College and, the surrounding community.
11-0- following measures shall be among thQse fakeeilv the

I....,Affirmative Action Coordinator to insure broad unati.on of
and widespread, understanding of, theC0.1lege's oon mitsoent

to equal employment opportunities;,

(I) Arrangements will 'be mhde to scues
aspects of the Affirmative ACtiorr 'Pr gram;.
related legal guidelines, in meetings o.ft4e
admialStIrative ,staf:f, fac&ty department heads,
an other appropriate College 'groups and organize
ti ns,

(;;2), The r oliv described in Section = hall be
prublished in appropriate: College 1....''Aletins. and
publications, and copieS shall""be distributed
for posting on bulletiro-boards.

(3) Employee organizations, community Organizations
recruitment sources, prospective 'eMployeesi and local

media,shill be" it formed of this 'Affirriative. Action

9
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.Program, and their cooperation. and imFSlementation

Of the Program shall.:be encouraged.

(4) The Affirmative Action'COordinator Shgll-issue
periodic reports for publication i.n State Lines
about Affirmative Action" progress and-developmentS-.-

These reports shall be'distr4butedto'all College
offices and departments'and local news media, and
shall, be available to any member of the College
cowunity upon request.

. AFFIRMATIVE EMPLOYMENT PRACTICES

A. Employment Conditions, Terms, ,Eenefits, and Compensation

_ Employment conditions, terms, benefits, and compe sation shall

be administered and granted in accordance with bona f e job-relited

factors, and without regard to race, color, cree tonal origih,

or sex. Similarly, the College shall not disCrYMinate on such bases

in its work assignments or classificatiOnsy nor in the provision

of training or use of facilities, or assignments to Committees and

other bodies. Also, there shall be no based on age

except in compliance with retirement plans, or pertinent State and

Federal laws or guidelines. ;

All employees are entitled to information regarding employment

Conditions, terms, benefits and compcnsation. Administrative and
classified personnel should direct their inquiries to,the Personnel

Office. Faculty members should refer to Section II of the "Faculty

Handbook" for policies and.procedfares governing appointment, retention

salary increments, promotion, and tenure. Part-time faculty, inter-

ested in information regarding compensation rates and benefits, are

directed to the Dean's Office.

B. Goals and Timetables

An essential ingredient of the Affirdative Action Program is

the establishment cif measurable.goals and weasonable timetables for'
assuring equitable utilization of minorities and women in all major

job classifications'ir the College.ls personnel force. SpeCific

numerical goals for minority and women employment composition are

set for attainment by academic year 197980, along with a series
of annual: intermediate targets, which will serve as indicators of
theCollege's progress in achieving its long-range goali;.

The: Affirmative Action Task.Force, appointed by the president

o develop the- Affirmative Action Program, proceeded in the following

manger in determining pe goals and timetables:
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1) A survey of..tht. existing work fA2xce
administrative staff, facultyarid class
personnel, was conducbad to 'identify the number
and pe'rcentage of minority abd women-cp.iploy6ei:;
-currently employed in ea( ch major job classification.
(Sep Appendix: 'employment Composition Goals and,
Timetableg)' For all major job -clan eificatiOn, -

mployMent data inclu,ded the total number mal
and female incumbents ,and the total number ,

male and female incumbentS broken down. intp
pf the followlng groLlps: Black Americans, Spanish
Sur-named Americans, AmericanJadians, and ,Minn

Americans. The major job cl.assiBications for
purposes of the existing work)-foree analysis, 96:,1
executives and administrators, Acuity, profes-
sional librarians, professional non-instructiOnal
g'efice clerical and secretarial, t. nical and
p.ra-professional,'and maintenimc?, sc:rv.icc

workers.. With respect to the .faculty classific,3 o

employment'Oata was collected:for fu faculty,
clby rank and salary' range, and .further sdb-divided
by department '.so by ran" ..a salary -rango.).

(2) On the basis of the ,inv6,tory- aata, a determin t n

was made of the extent cyf Nrider-vtilizttion" of'
minorities or women for, each m'ajor job classif ication."

r"Unde-utiligation" is/defined as bavirtg fewer minori:-
t cs or women in a patticular job classification than
would yeasonably be expected -by,thetr availability

the .external work force. This utAizatio anaIy1.
was conducted by - (a) determining .the relevant labor
market area for each ,major -.lob classification; which

"national" r for fapulty yid administrative-staff
vasitiols, "State-aide" for certain tachnical and
3ministrativn positions ,3overncd by the State De partmpnt

of'Ptars&nel eroceduiest and,"local",for moue classiz,
ficd'pervonnel 1".Poitions;,.and, (0) by refercig to
relovan:t Bureau of Census r4orts, and other manpower
studies and-statistical reports to :determine the labor
,market availability of minoritiea and woms n. th
requiite*job'skills. N x F.

(3) All administrative and gaculty supervisorewere
ntorviewed h;xm7emberbtif'the Task Force with respect,

to policies, gra.ctices,,,,and procedures for recruitment,
selection, and ;:roMotio and regarding -anticipated

94t)
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turnover, 'expansion, and contraction in- the foreI-
Seeable future in their respective employee units.
Withrespect to. employment figuresppertaining
anticip'atedt*nover and positions,acquisition of new posions,
qualifications were made based upon available.insti-
tutional'research data pertaining to the-1980,studerit-:-.-1.,

. registr4tion-.projections;f.actual.'turqopver during'
the past four years; arid, the ratio of positions approved
to positions entitled in Accordance with relevant
staffing'formUlas of the Board of Trustee's, the Depart-.
ment of Persopnel, and the B get Bureau.- Further

,

-.qualifications were made withr ect to anticipated
..personnel Ilt:Idgetary.projections.

n'

(4) Since goals and:tiMetables, and the-entire .

Affirmative Action Program, are designed't6 correct
. defici-encies in the utilizationv.of minorities and.

women, the Task Force through the-interview process--
-

mentioned,above, and Subsequent analysis, attempted to
''identify the cause of under-utilization. ,Although

,--
further study in this area will be conducfed by the
Affirmative Action Coordinator and the Minority

tf

Affairi CoMmittee, preliminaply iddications are that
.

.,
the major,cauee of under - utilization revolves around
inadequateireckuitment.efforts' on part of several

.

administrative bffices and faculty departments.

110'

1
(5) SpecifiC Irides res to improve the employment
compositiOn of mi okitie in each ofthe State colleges,

4 , -IncludingiFrostbUrg, exe set, forth in the "Maryland
.-Plan -for COmpleting the' Desegregation of the Public
post - Secondary Education Institutions in the, State"
(February,-1974, addendum May, 1974). Becauee'of
the relatively preemptive nature of thisdocument
with .respec to minority employment composition,

. the Task For e has seriously considered relevant'
excerpts of the Plan, (reproduced in the Appendix)
in the process of developinq the goals and timetables
set \forth in the AppendiN.

, 4
'3N. ,

C.

,

/

Recruitment and Hirina

, The matters t ated in this eectiondeal primarily with
the recruitmentand s lectton process of administrators and faculty,
including'librariansi rather than qlassified personnel, for two
reasons. First) the goals attributed to the administrative,

4

'91



faculty, .and librarian)job:classific tions reflect a "national"
. labor market availability; where s ith-respet to classified
'personnel, the labor market, for e most part, is :''local ".
SeCondly,.the College has more .direct control over the employmen
policies, procedures, and practices as they pertain to the
recruitment and-hiripg-of.administrators, faculty, and librariansl'
. the State Department of PersOnel, on Aihd other hand, governs through,
its regulation's the recruitment and selection activities of classi-
fied ',

. .

ed personnel .positions. .

... ,

, Although an examination of relevant classifidd personnel
,policies and procedures has 'preliminarily indicated satisfacttry
compliance'with equal employment' opportunity measures,'actual'
emp1ymentpractices,-particularly'as they pertain to improving

.-. minority and women employment composition, will'be/carefully monitored
by the Personnel Office in conjunction with the Affirmative Action
Coordinator (see Sections II-B arfd LI-C; above) . :Furthermore, areas
.requiring the speci>1 attention of the State D artment of.Persprine
have been identified anewill be'recommended that agency for
review (see Section IV -D, below) .

,:. . .
, . .

,
.

In order to meet,the employment compOsition goals'and time
, ,

'-tables set forth'in the Appendix, the following measures Should
, be carefully observed by administrative and fadulty supervisors:

(1) When a vacancy in an'eXisting position is
anticipated,. or when a new position is approved,
the supervisor,should.notify the Affirmative Action
Coordinator -in writing; describing the nature of the
position, .the rank. or title, the range ofcompensa-
tion, and,special educational qualifications,

ioi,
,training, and ekperience required or eferred for
the position: After conferring with th supervisors.
and department or staff members involved in the,
recruitment process.fOr the position in question,
and-the Assistant to the President (for :advice as to
the legal implications) thecAffirmative Action.
Coordinator will then advise the yecruiting depart-
ment or office as to whether, the Specific qualifica-
tions required 'or preferred reasonably relate)to the

....

job to be performed, which is essential-under Federal
Equal Employment regulations. For example, if'a
faculty .department. indicates that only persons
possessing a doctoral degree and having at-lebst
five years college teaching experience will be con-
sidered for a position in the department to teach
strictly survey coL4ses, such qualifications may be
suspect as not beingreaspnably related to the' job.
to be performed. If after thorough examination

9 8
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,

and Co onsultation n-the...matter, .a modification of~ the

:job desCription isdeemed.advisable, theAifirmative
Action Coordinator will make such a recommendation to
the supervisor60 involved, and, if Necessary, to the
president.

the job qualifications,, the Affirmative Action Coor-
,'After athe determination 'is made with respect to

s
dinator will 'assist the_ recruiting office 'ordepart.
menein identifying appropriate crecruitmilt sources
whiCh will )..ikely attract qualified minority, and
women applicants.

. . ,

To draw minorities and women, into the recruitment.
process, the recruitment search network must be expanded'

to include'the following types.of sourcesr

(a) advertisements in appropriate profes-
.- sional:jogrnals and job registries;

a

'(1;) -urisolicited applications .or inquiries;
o .

(c) women teaching at predominantly'women's colleges,
minorities teaching at kedotinantly minority
colleges;

(d). minoritie or women,professionally engaged in is

non-academic positions, such as'industry; govern -
,

merit, law firms;

(e) professional women and minorities working at
independent research institutions and librarfes;.

(f) professionerl minorities and women who have
' received significant giant& or profeskional
recognition; ,

.

(g) women and:minorities already at the inst4ution,
and working in a part-time capacity;

-(h1 minority and women 'masters and doctoral
'recipients who are not presently Using their
professional training;

(i) women and minorities,presently pursuing; graduate
degrees who show promise of outstanding achieve-:

minorities and-Women listed in relevant profes-

.
sional files, registries and data 'banks; including

D-10



,I

10 -

thoSe that have $de a'paiticularly con -

scientious effort to locate women and minori-
ties. (See the Appendix for a directory
listing helpfdl-redruitment sources.),

Supervisors must. actively recruit women and minOri- .

ties fOreach vacant position if the college is to meet -
the employdht composition goals within the specified

time-frames: Federal equal employment 'regulations do pot

require that institutional recruitment be lithited to
minority and women source's .but rather that an affirms-

Live 'effdrt be made.to augment traditional recruitment
a

_sources in order tg-drawslualified woment and minorities
4into the institution's recruitment process. Thd recrUalt-

. ment sources listediabove constitute additions to, .'and

not substitutiOns for, regular reczuitment sources. HoWever,.

if a.faculty department registers openings with certain
collegel and university,placemedt.offices which graduate .
predominantly white males, then efforts must be

made to reach 'institutions with a high proportion of
Minorities and with a high proportion of women among k 4-

their graduate student population..

(2) Each administrative and faculty supervisor
maintain written recordS' of the recruitment and selection .

process for its position openings. kecords.for each
position shall include information about acbYertising; *

the'nature and extent of the recruitment search, appli-
cations received, letters'of rejection or apportment,
and .any specifib.'Steps for recruitment:, Along these

.lines, each supervisor shall maintain an "Applicant
Flow Record", and "Recruitment Reports" (see the Appendix
for sample forms) to assist the Affirmative Action
Coordinator in analyzing and monitoring the recruitment

process. Additionally, supervisors are expected'to
maintain "Affirmative Action Files"_of minority and

' female applicants not` lired who are potential.candi-
dates for future openings; these-candidates.must be

reconsidered when openings do materialice. \These records

and files, in addition to .others that may be devised,

Shall be maintained for. a period df at.least two years..

and shalh be available upon reqUest to the Affirmative
Action Coordinator or the Minority Affairs 041mittee.

(3) In the hiring process, decisions about applicants
.shall 'be made on the'basis of job-related criteria suchf

as ability, experience and qualifications. The Affirmative
Action Program, and the laws ancr,regulations upon which

it is based, do not require that each opening must be

0 1'00.
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-filled with a minority person or,a woman. However,
under relevant Federal guidelines, each supervisor
-has the burden of establishing by detailed documenta-

.

,tion.that it has made a good faith affirmative effort
to,recruit minorities and women for position openings.
In fact, with ,respect to minorities, the Maryland ,

Desegregation Plan (relevant excerpts 'of which are set
forth in the-Appendix) states..1n pertinent part:

"In recommending appointMents of faculty and
staff to the-Board of Trustees,the President
of each .College will be required to put the
burden ofiproof'on departmental and, unit heads.
to document that fictive and imaginatiiie steps
have been taken to recruit *qualified minori-

.

ties."
a

(4) consistent with the objectives set forth in th'e

Maryland Desegregation Plan; the College will encourage
,innovative recruitment programs, such As exchange
'programi'with the. faculties of minority" institutions.
Also, the Cellege-iwill vigorously press.for the imple-
mentation of ,such programs as: minority fecultychairs;
andi system-wide minority faculty contracts whereby
minority faculty meMbRrs would be'jointly, assigned on'
.a rotating basis to bcith predominantly white and pre-
.dominantly minority-state colliges. Furthermore, the
College shall\encOurage training and internship pro- .

grams; particularly those designed "ito enlarge- the number
of women or-minorities in.the recruitment pool for job'
categories in which thebe groups are undeTemployed:

(5) The College shall,continue its'efforts to
encourage both under - graduate ,and graduate minority
student enrollment and to develop new or expanded
recruitment sources. Faculty departments are urged
fo-find-wArs.to stimulate minority interest in careers
where there low "minority 'participation; and to
encourage-the interest of women in what traditionally '
have been considered '.male" career fields; and that
of men in what traditionally have been considered
"female" fields. ".

(6) Applicants for all personnel openings,, including
classified'positions,-shall be considered without
regard to their marital or faMily status. Also,
administrative and faculty supervisors are remindsd
that a de facto policy or practice against hiring"'

A

101
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fta member of the same family of a'person who le .already
'amployed by the College tends. to have a disproportionate
'.discriminatory-.effect on employment of women -and, -

.,therefore, Would beiri'violation of.both cbilege.policy
,-and federal equal empIoyMent..regulations. However, ,
pursuant t.o..Stae,Department of Personnel regulations,
employment of two members of the same family'4in one
office or department should be hvoided where one famil_

exercibes supervisorycontfol over, or pc
. .

.upon theffpromotion:.o.f,,..the other ,fartiily meMleer.-

p) All adyertisemeritsi publicationsrand written
inquiries in matters of recruitment and employment ,

:shall contain *the-statementv: '"An Equal Opportunity/
AffirMative-Actio9.Employer".

0 .

(8) ,Administrative and faculty supervisors ake.urged
to utilize minorities and women in to recruitment
process e.g. for example,:assIgnmentto depaftmental
search committees.

I

.4

1

:(9) In addition Eo'cloSetly monitoring the-actual 0.

recruitment process, the Affirmative- Action Coordinator,
in conjunction with'the'Minority Affair Committee,. ,

will 'identifyanalyzg,_ and monitor every step..0of
the selection ,and appointMent prOcess, including,

.

where deemed-advisable by the dupervison, actual parti7.
cipation-inon-campus interview sessions, for the, -

puiposeiof.assuring the effective implementation
of affirmative action measures. In.this. regard,
close attention twill be paid to identifying and reme-
dyingany standard orpractice that-has an adverse
impaCt on minorities or women. This would be indi
cated:-for example, 'by exclusion or rejection of a
significantly.higiler,'proportion of such groups
dbmpared to others,. Moreover, the Minority Affairs
COmmittee,will conduct job analyses, similar in. manner,
tothe procedUre desCribed in Section IV-C, Paragraph
(1), :to determine whether job qualifications and hiring
standards reflect major job functions.arid do.ndt.
require higher qualifications than would bLareascinablY
neceSsary.to perform thejob.

I 0

D. Classified Personnel Policies and Procedures

'As-noted in Section,JV-C, the Affirmative Action Task Force has
reviewed the State Department of Personnel policies and procedures
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which govern the recmUitment arid-selection of classified employees
in order to deterMind whether any feature may tend to have a dis-.
proportionate,discriminatory effect on,minoritidb,,or women. 'As.
a result of this review, the Minority Affairs GommitTwill
contact the.State.Department of Personnel toobtsain,as uiance'that
all tests for classified 'employees 'at tfie.C011ege-havebeen validated,
4i.e. examined forjob7relatedness"in accorddhce with Equal Em Oy-
ment Opportunity= Commission's, Selection Guidelines. Furthermore
the Committde will examine classified employee praCtices over
which the Colleg0 has control. In particular, occupational
qualifications will be reviewed and persOnnel application forms
will be examined to deterMine whether either may tend to havea
discriminatory- effect on minorities and women.

E. Promotions ,

4

Pr6motions for allgosAions, classifiedoand Unclas6ified,
shall /e made on the(basis of. jobrrelated,cr±teriav e.g., training,,
ability,,experence, performance, a , in the case of classified
empIoyees, ,seniority and relative'p ace on the eligibility list,
Under.State Department of Personnel regulation's, supervisors'of
:classified employees,are currently quired to'submit to the
College's Personnel Office:written j *tifiCation when apparently
qualified classified employees are passed over for transfer or. .6
promotion..° Minority or women employees in nonclassified positions
Who feel that they have been unjustifiably passed over for PP-
grading or,promotion may-refer the matter to the Minority Affairs
Committee., which, if theiciresumsta4ces warrant, may require a
written justificption from the 'supervisor involved and attempt to
reconcile the matter with the. parties concerned. Addi-tionally,
all-criteria, which are used as a basis for promotion, including
formal.eValUation prcigrams, will be subject to review by the
Minority Affairs Committee to determine whether they.are in
conformance with pertinent Federal regulatory guidelines, particularly
the Equal EmployMent Opportunity Cofimission'S Selection Guidelines.

F. Labor Relations

'Any, future agreements between the Colrege"and its recognized
employee organizations shall contain a proVision that within such
organizations there shall be no discriminationi, restraint or
coercion against any employee becauSe df race, color, creed,
national origin, sex, or Age.

G. Demotions, Layoffsl.and Terminations

Demotions, layoffs,.and terminations shall be made op a
Sion-dfscriminator'y basis andall employees' shall be informed of
related policies or practices.

D-14
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H. Part -time iEmplotimeerit

o

Part -time "employees, e

hired, Paid, assigned duties., 'and terminated,,,in accordance with
job-related criteria, e.g, ability,, experieilce,. qualificatioris,
jobperfo.rmance; and, in the'caSeof.classified,employeeg, pertinent
State-Departmentof Personnel xegulations. 'Examination of the
existing compensation scale fOr.part-time faculty'members indioate-
needed revision to briq,itin line with pertinent prov.isions'of-
the Equal Pay .Act.O'f 1963, -which, through Title IX.of.the,Education
Amendments Act of 1972,..was extended to.academic'and,administrative,
Jpersonnel in institutions of higher education. Specifically, since:
a' substantial majerity of 'Part-time faculty members teachingrunder-
graduate Courses are women, and there!is a significant disparity
in compensation per, credit hours taught between' Part7time and full-
time status,.the.College should review this matter with appropriate
state agencies so as to avoid -possible adverse legal-action4by the
United States Department of.Labor.

.Pregnancy. and.Child/Care Leave

.

.In compliakce with pederal laia,pall College physical disability
plans hall apply, to cases-of 'clisability caused or contributed to
ijy pregnancy, miscarriage, abortion, childbirth, and recovery'
therefrom, on the same basis as they apply to Any other temporary
physical disabilities. In addition, employeeg are entitledr.to
'Paid sick leave, and, assuming accumulated sick leave has been
exhabstedi'eXtended leave of absence without pay for physical . ?

disabilijties related to pregnancy and childbirth. Under any leavde-

.of.absence plan which permits leave for personal reasons, child-
care shall be considered grounds'for such leave and shall be available
to men.and women on an equal basis,' subject to the usual approval
process. :

\

,

V. EDUCATIONAL PROGRAMS AND SERVICES:4
( 4 .

No student shall be excluded from particiPatiOn'4n,,Ilenied.
.

the benefits of, or otherwise be subjected to discrimination:in any
,

educational program.of,the Collegeon the basis of race, color;.
creed, national origin, -age. or sex: '.Special effort0 pertaining to t

the recruitment, admissions, enrollment, financial aid,-and'other
similar educational 6rograms.and services, designed to increpse

'. minority student presence at the College are:set forth in detail
in the Maryland Desegregation 'Plan.' Th College's Minority.

. Affairs Committee is Chtrged with'monitiat/ing and evaluating the 1

implementation'Of the measures set fort im the Maryland Desegregation ,

a

Plan.
711 1 0

a

c,
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VI. 'INTERNAL. AUDIT AND REPORTING .SYSTEM

An internal reporting system to continuality audit, monitor

a nd evaluate progress is eSsentia1-for'a successful Affirmative
Action Pragram. The Affirmative Action' CoOrdinator, in conjunction

with 'the.Minority Affairs Committee, is responsible for designing

and impleMenting thiS system'. As indic"ated.ip Section -IV-C, each

supervisor is responsible for maintaining on'd current basis throf,

''Applicant Flow record'and the "Recruitment ,RePort".

supervisors will,be required to furnish annual repotts .,(5 the

Affirmative Action' Coordinator for monitoring ,and evaluation

purposes., The'Annudi!repors should include th6 following. infor-

,m,dtion (appropriate forms will be prOvided for reporting purposes):

;

Records on applicant -flow and eachstep of the

selection proceSS:, hires, placements, 'promotions,

by race, national origin and sex.; '4

- /
Sources of referrals and hires by race, national

origin, and: sex.

o Resignations, layoffs and
national origin'and sex.

o progress of the, office or
of the' Affirmative Action
timetables.,

4 0

.

dismissals by .race,

department in ],ight
Progralrgoals and

VII. SUPPORTIVE COLLEGE AND COMMUNITY PROGRAMS
1

, s

The College, throtgh the coordination of the Affirmative Action

Coordinator, shall undertake the following effortsto enhance the

equal employment opportunities of minoritiesand,wonien:
. e

1

(1) Conduct training sessions with supefVisors to

familiarize them with the legal responsibilities under

relevant laws, orders and regulatory' guidelines and

to assist them in meeting pbjectives of the Affirmative
Action Program.. .

(2) Provide for t establishment of training .and
educatidh brograms,'e.g, with the Centbr for, Management.-

Development, designed to proyide maximum opportunity
for' employees to advance so..as to perfOrm- at their

highest potential.

(3), CommuniCdte meaningful information on upward

mobilityprograms,and opportunities to employees.
0 $

D-16 105
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(4) . Actively support .community ,equal housing leffortsj
assist employeeiAvho are' un'able.to obtain suitable
hoUsing, since 'suchAnability may act, as ;A barrier 'to
acceptance of emplgyMent for 'which they are qUalified:

- ;

(5) Explore feasible means for providing suitable ,

child-day care centers for employees !:. . c Oo pe r atth g
with community group in the ;establishment` ,of such ,

centers di, alternatiVely4 establishing such a center
4g

- n :. t. c
(-6) Establish continuing,;, productive relationshi ps
with minority and women's organizations. in the dortimunitii:

(7) Work with local technical and vocational schgolS,
andhigh sdhg 1S to develop curriculum and training

.
. to equip stud nts for jobs, particularly-classified
personnel pos thons, at

-
the College; .

. on campus.
,

-s

0

(8) Particip te in special programs, - eMployment and
training for the economically, or educationally. dis-
advantaged, such-as the Comprehensive tmployMent

. sN
Training. Act ,(CETA) , Public EmPlpyment_ Program (PEP2 ,and Neighborhood Youth Corps (NYC) T. elaploy eonoMicilly
disadvantaged secondary and college students during the

Summer.summer under Aid, Stay-In School, and Cooperative
Work- Study Programs.

VIII. CONSTRUCTION CONTRACTORS, SUB-CONTRACTORS,
_SUPPLIERS, SAND .PURtHASERS

No contract, s -contract or order shall be awarded, to a
. firm 'or organizatiO found to be in violation of state or federal .

--nondibcri4nation requirements.

-- A. c,onstruction

.

. .Federal and state law and regulations require that
construction contractors and sub7contrl.ctOrs' doing business
with the State show by written commitment that they are
equal opportunity eployers.

. :The State law governing the
awarding of construction.contractsvand sub-contracts by
the Board of Public Works requires that all such contracts
And sub- contracts .contain proVisions obligatifihe\ parties
ngt to disoriminate in any m, ner against any empioyee

.applicant or for employment b capse of racer creed, .color'
, or national origin. ,Remedies for violation of this anti-
. discrimination 'clause include revocation of the contract

to ttI,
D-17 403_
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by the. State:

Sup liesn and P'urchases',
1

,

All SUPpliers. of goods and services to the College
shall be.?, notifivd. of the .C011ege ' s affirmative- action policy.

'foral contracts shall incltide "'an equal 'opportunity
clause; failure to comply :with, this provision could result
in either. savoidance or .non-renewAl of the contract in
question.^ Arrangements will Also be to have all purchase
ord rs include this statement: "By acceptance, of this -,
Con isct,, the supplier .represents that it will comply.

With the Equal 'EmployMent Opportunity .laws and regulations
**S Slich, now exist or hereafter provide."-

6
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APPENDIX E

, P

CONSTITUTION OF THE COLLEGE FORUM,

Article I Name

The hame.of the organization shall. be the College Forurrh

\ .6

''Article II Powers

'--k 1. The College. Forum shall0 be the principal decision
-making bpdy. of the C011ege for .all matters' .

relatilpg to 'academic ,,,policies within the
limitatiAs imposed by the State of Maryland

';)- and-the Board of Trustees of the Maryland '----

State Colleges. The-terrknacademic.policies".
include:Content..and organization. of OurriculUm,
and .standards for the admission, ,retention, and
graduation of students. t

k.
.

Article III Membership ,

. The C011ege Forum!shal];:be,composed of all
members.ofthe fuil--7time,teaching Faculty,
the fully -time professional Librarians, all

0

''fullrtime professional Membersvoi, the
XdMin4,p:tration, the President of the student
AssAation, twograduate students, and one
per.,100 undergradUate students or major fraction
thereof,the method of selection to_be determined
by the Student A0pciationExedutiVe Council
and 'approves by the Student Senate.

"
. .

2. All,members of the organization sh-all be eligible
for eiectiop to 'office and for, service on

,

':any-comMitteepEau,Ithelicollege'Forum, except as
define'd 16'y're40.,015lig.atioris(.6y Article vI,'

' Section 2of this,constitution,' N.

ArtiCle IV Officers

I.. The officer
.Cliairmah, a

theCollege,Forum.shall be a
ice,0S airman, and 'a,Secretary..,

109
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College Foruh Constitution

2: All officers shall .be Aected by receiving a'
majority of votes among the candidates who
shall be nominated at the CollegeForum
meeting in April or the Wednesday before
spring vacation, at the discretion of the.
Chairman of the ForUm. If mo candidate receives
a majority on the first ballot; run -ofif elections
betWeen the two candidates receiving the
.greatest number_of votes'shall,be-held. The
term of office forall officers ishall be 'one
year, beginning the first day'of the academic
year. No 'officer may serve more than two'
consecutive terms in any given office. In

case any office becomes vacant, a new officer
shdll be elected at the next meeting of the
College Forum.

. The Chairman shall preside at alI.meetings of
the College- ForuM and perform other duties
which may be designated.by the membership.
In the absencof the Chairman, the Vice -
Chairman shall preside. In the event that
neither of these officers is.available, the'
College Forum -shall elect a temporary presiding
Officer. The. Secretary shall-keep records of
all buO.ness of the College-Forum.

Article V 1Senate

The College Forum'shall,have a Senate.

2.' The powers, membership, and procedures off the
Senate shall be' defined in a charter. which: must
be approved by the College Forum by a majority
of the members voting at a meeting of the College
ForuM.,

Artick VI Committees

4

1. The standing damm0:4tees. of the College Forum
shall he:

1 i 0

0
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College Forum Constitution' 4.

Academic Standards.
Admissions
Artists and lecture Series
Athletic Activities
Building and Grounds

CUrridulum'
.Fiscal
Library
Nominating
Teacher Education

J

2. The membership of all standing and ad hoc
committees shall be composed only of elected
and/or ex officio members..- Committees may
inc ude as members students who are not members

,0Df e College Forum. Members ofthe
Administration:may only serve oncommittipps
in an ex.officio status.

3. The. powers of each standing committee shall be
defined in the committee's charter which must
be approved by the College Forum.

4. The amendment procedure-in-Article LK of this
ConStitution w ll.be. followed in decisions
concerning the establishment or elimination
of.any.standing-committee exceptthat only
a,majerity,vote of,a quorum will be required;

P

Article VII Meetings

.

1. The College Forum shall hold three regular
meetings: on'the second Wednesdayof.September,
FebruarY, and April,' or the Wednesday beforer
spring vacation at the discretion of the Chairman
of the Forum. Thetime and place for each
meeting is to be decided at the-first meeting
of each academic year. Any change from the
',specified time and place must be announced in
Writing to every member of the College Forum.
at least seventy-two hours in advance of the
`regular-meeting.

.

2. A-special meeting or meetings for the purpose of
'considering actions recalled,frOm the College -

Senate may be called upon the notification of
every,member of the College Forum at least'
severity-two hours in advande as to the exact
.time, place, and agenda. Upon presentation to

111
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College Forum Constitution

the presiding_officer of a written request

specifying,time, place and items of business

and signed by (141e-fifth ofk the membership

of the College Forum, the presiding officer

must call a-special meeting. The preSiding
officer'of the College Forum may` also call a
special meeting on his own initiative.

3: The first business 'of the agenda of any regular.

meeting shall be consideration of the Senate's-,

actions.

4. Any mdinbers of the College Community who are

o ndt entitled-to membership infthe ForUm, such

as students an& part-time staff, may attend
meetings of the Forum as'ob§ervers.

l'Article VIII Procedures

1. A quorum shall'consist of all Forum,members '-

present.
0

If less than 50% of the- Forum's members are

present, only those matters on the agenda

might be considered.

3. The parliamentary procedure at meetings of the

C011ege Forum §hall be that of Robert's Rules

of Order Revised.

. A parliamentarian shall be appointed by the ``j

Chairffian of the.College Forum at the beginnin

/of each-Academic year. The parliamentarian m
serve more than two'consecutive terms.

Article IX Amendment \I'

11: Thesearticlesmay be amended at any meeting
of the College Forum y a two - thirds vote of

the members present, provide.e 7,that the amenditlent.

has been submitted i writing at the previouls

meeting and that a Copy .of the amendMent,hal
been provided for every.,member o the College

.-.
Forum.
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APPENDIX F

.SENATE CHARTER

I. Power

A. The Senate shall serve as the executive 4
committee of theTorum and shall have
delegated Ito it all of the,powers of the
Forum except as restricted by this
charter ar by the Constitution of the
Forum.

VII. Membership

A.-H The Senate shall be composed of 30 members:
.,The.Chairman of the Forum; five administrators,
'.including the Dean of the College; ten students;
ten faculty membersj none of whom may be,
;department chairmen;' and four department chair-
men.

B. The Senators shall be elected by the group
they`directly' represent. Each group shall
establish its own election procedures,.

C. All.Senate members sh611 be members of the
Forum.

D. The term of erich.:Senator shall be one year,'
but a senator may bd recalled. by a majority
vote of his constituency'.

/ .

E. Tlie-Senate shall elect its own officers at
, the first annual meeting. The officers shall
be Chairman, Viae-Qhairman, and Secretary.

III. Procedures

1

A. TheThe Senate shall have power to formulate
general prin9IPles and minimUM regulations

51 respecting academic policies, including
admissidns,/sCholastic-standing, 'requireMents
for degrees, teachingloads,:calenda'r, and
'such related matters' as are'not'Flsewhfere
assigned within these .regulation4.

113
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4 Senate Charter

B. The Senate .may tae action- for the Forum under
the following conditions:

T. Any action taken: by the Senate must be
published to the members of the Forum
'for a period of ten school days before
the action May be implemented..-

--
2. During the tenday period.,,

:

recall sheets
published with the actions be submitted
to the secretary of the enate,. : For:any r
action a request for -recall- submitted by
20 percenttof.the meMbe)s..,of the Forum',
will require that the Senate withhold that
action and bring the mattersin,question °
.before a meeting of the ForUm for its
consideration.

,

.1 °o-
f

If fewer /than 20 percent of the Forum
members register disapproval within the
ten-day period, the actions of the
will be assumed to have the support of
the ForUm and\wili be implemented.

. The Senate shall review actions. taken by
standing and ad hoc committees.

D. Any member of the FOruM may submit items for
the agenda of the Senate. These items .must be
in writing and should, be given to the Secretary
of.the Senate. ,:,

E. Any member of the -Forum may ob erve any meeting
. .,of the Senate, and mayspeak a particular,

agenda item if, at least t days prior to the
Senate meeting, he has notified the Chairmani
of the Senate of his' desire to speak to 'a -

prrticutar agenda item. .

- -
. Individuals who are not members of the Forum

may observp any meeting of the Senate, and may 9/
speak to a pgrticUlar agenda item if, at least
three days pribritO the Senate meeting, he had- .

received the apphoval of a majority of the
Senate officers.

F -2
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Senate Charter
.

. J
G.' ChairmNe (or appointed representatives) of the

.

,

committees of the College Forum shall appear
before the Senate when committee reports are to
be presented or when committee actions. are to
be reviewed:

et
.

H. The Senate shall meet regularly once a'mopth.'
'during the academic yea. Special. meetings.

i
may be cancld:by the pkesiding officer on

I. 'his own-initiative or when Petitioned by
fifth of the Senate's membership. A'quorum
shall be twq-thirds. The agenda of all
regular and sAcial meetings shall be published
And distributed.to the entirehem ership of the
College: Forum ten days prior to ith .meeting of
the Senate; and the minutes of every meeting
shall be published and distributed to the entire
membership of the College.Forum"within.4fie week
after each meeting. The minutes shall;ipclude
a list of the Senators present and absent.and
an indication of how each Senator voted on an
issue where division of the House is called.
While the enda will be the order of business
for the Seniagte meetings, this will npt preclude
new proposals of an emergency nature being.. '

'made from' the' floor.-durinTthe meetings arid
action being taken on them. Mat"teis biought,
from the" floor no on the agenda\must have 'a.
2/3 vote of those present and vot)ng for poSsage.

I. Senate may establish such:by-laws. as are.
necessary t govern the proceedings of the..
meeting of he-Senate,

J. The meeting hall be conducted according to*T,,
Robert's Rul s of Order Revised.

.i'
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APPENDIX G

CHARTER
OF.

THE ACADEMIC STANDARDS COMMITTEE

k

ARTICLE I

Membership

0

Section 1. The,Committee.shall'be composed of
faculty members electOd by the College
Toruirt; three.students nominated by the .

Student_Executive Council and elected by
theCollege Forum.; the Dean.Of Students.;
the\Regi'strar; and the' Associate Dean of

'the College.

Initially,,two faculty meMbfts shall serve
a three-year term, twq Shall serve a two -
year term, and one shall-serve a one-year
'term., At the'initial,election, the two
'faculty Membeittreceiving the largest
number of votes will serve.a.three-yeaf

nterm,'the two receiving the next largest
number of votes will serve a tko-yeaxAerm,
and the one race wing the next laigest
number-of votes will serve a one-year term;
Subsequently, fabulty members will serve
'on the CoMmittee fok three- ear terms.

5

The student members will ze ve'on the
Committee for one-year terms.

Faculty and studentg'rsha11 be elected in
the'springpemester prior to the nett
academic year:

.Section 2.

%

The Administrative members will serveon the
CommittAc'as ex officio members.

1 16
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Section . When a faculty vacancy occurs) the College
FOrum shall, at the next meeting, elect a
Member of the faculty to fill the unexpired
term.

4-,
When a student vacancy ,cicciirs, the College
Forum shall, at it next meeting, elect
a student.to 'fill Ape unexpired term.

.
%

Sedtion 4. Membership on the Academic Standards Committee---'
begins with the first meeting of the'academic
year and extends through'the last meeting
of the Academic Standards Committee after
.ihe:last summer session of that:acadethic,year.

Section 1.

Section 2.

ARTICLE II
ft.

Officers

The CoMmittee s 11, at the
each academic year, elect .a

for one year. Whenever a v
occur, the Committee 'shall,
.meeting, eledt,a person to
term .Of the office.

ar

first meeting of
ChairmanOto serve
ancy shall °.

at its next
ill the unexpired

The Chairman shall preside at all meetings
or appoint,_ another member to preside, may

IF
call' ecia meetings of the Committ , an
shal upon the writipen request of
members of the-Committee,call'special
meetings of the Committee, and exercise'
of er,powers and duties. normally exercised
b Committee Chairmen. _

.. ..::,.
.1

Section,3. MO Chairman or an appointed representative
ma appeqr before the'College Forum to give
rep rts.

I%
Section 4. The 'Coilege°shall, provide secretarial service

to prepare and keep minutes of each meeting.
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ART1ECLE tII

Jurisdiction

Section 1. The -jurisdiction of the Comnki&ee includes:

(1) The formulation of academic standards,
). rules and regulatiOns for presentation1 .,

to, the college Forum foe its approval,
''arid 'Oddption . o . 'r`

' (b )
P, ,

r

-' The implementation,of rules ,and,
regul,ations, governing acdemiC
probation (Intermediate Division)
and dismissal.. .,,, '.:I vie- .,- . .

=,- (3) ...The establishment of procedures., for 1

.

the. reinstatement of formerlstudents.
... . ,

(4) - The c8nsideratiori of 'all requestsfor
.exceptions to the established academic

;

-.t
'i

Ag, ARTICLE Ilk

c VrCcedurea
,.., (

I ".1,

. A quorum thalV consist of 'six members of the
committee when concerned with, College Policy.
A quorum shall consist of four. members when -

concerned with indiVidual studentYrecords.

., Section 2. All changes and additions to policy matters
.

,-. within the, - jurisdictions of the iOmmittee
concerning academic. Standards sliall; be
brought before the College iForum for .

. approval.

Section 3. The Committee will establish its own
bp?.rat -lanai procedures , i tnnclUdingt-eeting.,
times, early in each academic year and any
time thereafter when necessary. .

Section
.dge*

et

U
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Section 4. StUdent members shall participate fully .4.4

in all meetings other than thqse which. pertain
to the review and evaluation.of individual
student records.

Section 4 All members of the Committee Shall be voting,
members.

Se4tion 6. Matters concerning college academic policy
will be diScussed during the !regular academic
year when all members are available.

.7\

,ARTIOLE V ,

Amendments

This charter may be amended at any meeting of.t*College
Forum by a majority vote of the members present,' provided
that thk amendment has 'been submitted in writing at the,
previous'meeting and. that a copy of the amendment -has' been
piovided for every member of the College Forum.

.0

0

a
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CHARTER
OF

ADMISSIONS COMMITTEE;

ARTICLE.I

Membership

cs

Section 1. The Committee shall be Co4Posed of the
Associate Dean of theCollege, a member of
the Deal'of 'students staff_tokzbe appointed
by the Dean of Students forypne year,sthree,
.students,' the Dean and Director.of Admissions,
and five faculty meml5ers elected by the'
College Forum for a term of one year. The
lacialty: members may be reelected for
uccessive-terms':

Section 2. The Office of Admissions. shall supply ,z
non-Vdting recorder to keep'the minutes of.
the Committee^andto record the action taken
by the Committee in the-appropriate student
folder. 4

.ARTICLE II

OffiCexs

Section 1. The cogpittee shall, at the first meeting
of eacaif agademic.yeari elect a chairman to
se ve fOrythat academic' year, except that
enevete a vacancy shall OCcur,dhe
mmittee shall, at its next meeting,elect
p9rson to fill the unexpired term of the

office. .
.4

., 4

Section 2. The
or

Section

irman shall preside at all meetings
'nt another'committee member to

preside, call special meetings of the
Committee, and exercise other powers and
duties normally exercised by committee

' chairman.

. The Committee may establith other,officers
ar..ubcommitteea.

12,0
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ARTICLE III

Jurisdiction ,

Section' . The jurisdiction of the Committee shall
extendlup:

a. The establishment of general standards
of admission for all full-time undergraduate
students within the guidelines fok admission
made by the Board of Trustees of the State
Colleges of Maryland.

b. The establishment of general standards
Of admission for all part-time undergraduate
students. All policy decisions must be
reported to the. College. Senate for considera-
tion and approval.

c. All other matters pertinent to,the
admisSion of undergradvate students.

ARTICLE IV

Procedures

Section 1.' A quorumshall consist of five members of
the Committee.

Sectioil 2. The Committee shall be a policy-taking .

Committee and will not need to render
a decision on each application received
by the Office of AdmissiOns except when the'
OffiCe of AdmissiOna is unable to effect. an
approl5riaeadmissions decision and requests
a decision to be made by the Committee
itself. '

Section 3. 'The°Committee may from time to time
'establish procedures not inconsistent With
Ahe adMission standards of 'full- or4lart-.
time undergraduate students.

Section 4. Student'meMbers shall participate fully
in all meetings other than those which

,pertain to the review and evaluation of
student records.



ARTICLE V

Amendment Procedures

This charter may be amended at any meeting of the College
Forum by a majority of the members present. provided, that
the amendment has been submitted in writing at the previous
meeting and that a copy of the amendment has been 1.4rovideci
for each member of the College ForumPet.,

Fti
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CHARTER
OF

ATHLETIC ACWVITIES COMMITTEE

ARTICLE I
*

4 Membership
o

Section 1. The Committee shall be composed of the Head
of the Department of Health and Physical
Education.; Associate Head, Department of
Health and Physical Education; four faculty
meMbers.(who are-neither members of the
Department of Health and Physical Education
nor coaches at the College) elected by the.
ForuM,'two for two-year terms and two for
one-year terms; two students elected by the,
Forum 'and an exofficio

A
member of the 'Dean of

Students staff to "e appointed for one
year.. Whenever a vacancy or vacancies
shall occur among the members, the ForuMi
shall at the next meeting, if possible, elect
new members to serve the remainder of the
unexpired term oar terms.

ARTICLE II

Officers

Section 1. The Committee "shall, at the first meeting
of each academic year, elect a chairman and
a secretary to Serve terms of.one year,
respeqtively, except that whenever a
vacancy shall occur,in either or both ciffics,
the Committee shall, at its next meeting,
elect a person or persons to fill the
unexpired term or terms _of the officer or
officers.

Section 2. The Chairman shall preside at all meetings
or appoint another member to preside, may call
special meetings of the Committee, and
shall, upon the written application of'two

1 3
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Section

memb'6rs of the CoMmittee, call special
meetingsofthe COMmitte6 and exercise
other powers and duties normallyexercised
by,l,committee chairmen.

!-

The ,Secretary shall, prepare and keep the
`minutes at:each meeting, bject to the
approval,of:the CoMmittee t the first
convenient meeting, and ex reuse other-
powers and duties normally exercised

2 by committee secretaries. .1

Section 4. One of the facuItymembers shall be
elected by the Committee as."FacuIty
Representative" to perform task6 required
by' the 4\-A.I.A. and s=ilaraccediting

'agencieS.

. Section 5. The Committee may establish other officers
or sub7committees.

ARTICLE III.

Jurisdiction

Section.l. The jurisdiction.of the Committee shall
extend to:

-

"eV

1) making of recommendations to the Forum
on matters pertaining to the intercollegiate
and intramural athletic programs for men
and women.

2) the approving of intercollegiate sports-
schedules, awards, eligibility lists and
post-seaSon and tournament play.

3) the overseeing of the usage of athletic
physical plant facilities.

4) the making of recommendations on program
ana'physical plant expansioh with regard to
all' intercollegiate and intramural sports,
activities.

124
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5) the reviewing and making of. recommendations
concerning the intercollegiate and intramural
athletic budgetary poiibies.

6) ,all other matters that the Forum shall deem

appropriate to assign td. the Committee:

.ARTICLE IV

Procedures

Section 1.- Aquorum shall consist of six members o
the-Committee.

Section

Section

2. All matters within the jurisdiction of the

Committee shall be submitted to the Forum,
which mayapprove, amend, or reject 'each
action at a regularly scheduled meeting\pr''
at a spedial meeting.

3. The:COmmittee may establish procedures not
inconsistent with the procedures estRplished
herein.

The Forum
regularly
they have
scheduled

ARTICLE V

Amendments

may propose Amendments to this Charter at any
scheduled meeting, which shallbe valid' when.
been ratifIed by the Forum at the next. regularly

meting.

r 1 '25
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CHARTER
OF

BUILDINGS {AND GROUNDS COMMITTEE

) ARTICLE I

Membership

{Section 1. The COmmittee shall becomposed,Of five
faculty members and one student, all elected
by the College Forum, with the President
of the College and the Head of Mainteriance
serving as,,ex{officio members. Threerof
the faculty are to be eleCted fora one-
year term and.two for staggered or [

alternating 'two-yeax terms. The student
jjmember is to be elected for a one-year tern.

ARTICLE ZI
/

Officers/
/{{

Section 1. The Committee shall, at the first meting{
of each 'academic year, elect a chaitiquan and
a secretary to serge term? of one year,
respectiVely, except that whenever a vacancy
'shall occur in either or both offices, the

,

Committee -shall, at its next meeting, elect
a person or persons to-fill the unexpir
term or terms of the office or offilcers.

Section 2. The Chairman:shall preside at all r
i

peetings
or. appoint another member to preside, may

it

call special meetings of mmi{the Co tee,
and shall, upon the written ,appliption
of two members of the Committee,. all
special meetings of the Committee4i.and
exercise other powers and duties normally
exercised by committee chairmen. .

edtion 3. The Secretary shall prepare and keep the
minutes of each meeting, subject to the



4

.11

approval of he Committee at the first
convenient.ffieeting, and exercise other
powers and duties normally exercised by
committee secretaries.

ARTICLE III

Sectional. The jurisdiction of the Committee shall,
extend to:

,71

46,

1) making recommendations to the Department
of General Services and the State Board of
Trustees upon the location of buildings,
athletic'fleldsand parking lots, .

2) approve the naming Of new .buildings.

3) check the .plans of pro'posed buildings as
to architecture and functi nal design., This
should be done in conjuncti n with the
department concerned.

4) to help promote an over-all landscape
plan for the college.

q- c

5) to help implement the long range plan of
the College as suggested by Caudill, Rowlett
and Scott or where necessary suggest
alteration in the plan.'

6) and to all other matters that the College.
Forum shail from tithe to time deem appropriate
to assign to the Committee.4

ARTICLE IV 4

Procedures

Section 1. A quorum shall consist of five members sf
the Committee.

Section 2. A meeting of the Committee may 'be called
at any time deemed necessary by any department,
the Forum or the administration.

,
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Section 3. All matters requiring College Forum approval
shall be brought before the Forum:

Section 4. The College Forum may suspend, alter, or
abolish the procedures .herein established at
any regularly scheduled meeting ,or at .a
special meeting-.called. upon notice of two
class days.

Section .5 The Committee may from timB to time., .

establish procedures not inconsistent with
the procedures 'established herein.

ARTICLE

AmendthenVs

The College Forum may propose amendments to th 'is Charter
at any regularly scheduled meetingewhi shall be valid
when they have been ratified by the Coll ge Forum at the
,next regularly scheduled meeting.

F,1
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"CHARTER
OF

CURRICULUM COMMITTEE

ARTICLE I

Membership

la Section 1. Th'e Comr4ttee shall be composed of the
Dean of the'-College,,,ex officio, five faculty
members and two stuahts, in good academic
standing, elected by the Forum.

Section 2. Three faculty members shall serve for three
year terms, two faculty meMbers shall serve
tor-one year terms, and the two students
shall serve for one year terms. One faculty
three year' term will.beCome vacant annually;;'
at the annual election,:the facultypember.
receiving the largest number of votes 'will
fill that three year term and the twofaculty
members receiving4the next largest number
will fill the one year terms. The faculty
members elected to the Cdrriculum Committee,
shall, as closely as possible, represent all
areas of the academic commUnity

Section 3 Whenever a faCulty vacancy occurs,,the
College Forum shall, at its next meeting,
elect a member to fill the vacancy; the
procedures in SeCtion 2 shall be used
..in case of muktiple vacanciss.

,/-

Whenever a student vacancy occurs, the'Student
Association, at its next meeting shall elect
a student to fill that vacancy.

r

ARTICLE II

Officers

Section 1,. The Committee shall, at its 'first meeting of
each academic yeart elect a chairman and a

1,1
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C-

Section

1

a

O

secretary each to; _serve terms ,.of one tear,'
except. that whene%;er a'vacancli shall-occur,.
the Committee shall, at its next meeting,
elect a person to fill the-unexpired term
of the office.

L
. The Chairman shall preside at all meetings

or appoint another member to. presides may°-
call specialtmeetings'of the Committee,
and shall, uwn-the written appliCation Of
two members of the Committee, call.special
meetings of the Committee, and exercise
other pow6rs andAuties'normally exercised'
by committee chairMen.

Section 3. The Secretary shal repaie and keep the
minutes which are subject to the approval::
:of:the Committee, and exercise other powers
and duties normally cercised by committee
secretaries.

Section 4. 'The Committee .may establish other-officer,
or subcommittees.

0'

ARTICLE III

Jurishction

Section 1. The jurisdiction of the Committee, as
restricted dnder Article IV, includes:

1) the. establishment, retention, numbering,
,

titles and descrip6ons of all undergraduate
courses and to all other matters relating
thereto, but not to the prerogatives
traditionally reserved to the instructor
or instructors of any course;

2) the requirements for the granting of
bachelor degrees;

,139
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3) the establighment and retention often
major and minor program$;'

4)' and to all other curricular matters that
the College Forum shall'from time to time
assign to the Commit+.

ARTICLE IV.

Procedures

'Secjtion 1. A quorum shall'consist, of five members .of
the Committee .4 ,

Section 2. All matters- witl1in the jurisdiction of the
ComMittee,shallube brought before the Forum
meetings by the Committee within a period of.
30 days after which time the Committee may be
directed by the Fqrum to take action on any
outstanding m ter.and to report to' the
Forum at itsql xt regular meeting.

Section 3. All matters within, the jurisdiction of the
Committee concerning a specific department
shall be brought to the Committee by the
Head of the Department concerned; except

4

that whenever a member of a concerned-
department shall have submitted a written
request to his department head that'a'matter
be.brought'before the Committee and within
ten class days the department -head shall not
haVe requested in writing that the samp77,,
mattes be placed before the,Committee, the
said member of the concerned department may
place the, matter before theCommittee
directly; and except further that the Forum,
any member of'the.Committee, or the A .

President of the Colleges, may 'refer any-
matter within the jurisdiction -of. the
Committee to the Committee. '

Nek
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Section 4. ALIT. actions of the ComAttee shall be
' reported to the Forum. Tn the case,of
matters requiring the approval of the Board
of 'Trustees,..actions Cf the G6Mmittee shall'
beasubmitted.to the President of.the College,
who shall approve or reject each such action
within ten claSs.days after the Forum has,
approved the action and shall report his
approval or rejection to .the Forum at the
next regulatlscheduled. meeting. The
Committee, upon recommendation of a department
_chairman, shall have the responsibility of
rapproving new coui.ses, new_ prerequisites for
courses, changes in prerequisites for courses,
and ,the hours of credit given fOkcourses,
in that department. The Committee shall

4 report brie/fly its aation and the reasons
therefore. to the Forum at the next regularly
scheduled Forum meeting or a-Ca special
meeting called upon notice of two class
days, vIthe Forum may then question the Committee's
decision, and may amend or overrule the
Committee's decision by majority vote. The
Committee alone may waive-degree requirements
in extraordinary circumstances. During the
time period between the and of the-spring
semester and the beginning of the fall
semester the Dean-of the,.College alone may
take'action in emergency situations to:permit -

new'course(s) to be taught during the upcoming
semester. He.may authorize the teaching of-

.,

such courses for that semester only. Before
such action,is.talii-en, the department concerned
shall submit the standard request for the news.
course to be considered by the Curriculum
Committee at the'beginning of the fall
Semester.

Section 5. The Forum may suspend, alter, or abolish
.. : the procedures herein established at any

'regularly scheduled meeting or at a Special
meeting_ called Upon. notice.of two class days. ,

13'2
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/Section 6. The.CCmmittee.may from time to time establish
procedures not inconsistentiwith the
procedures established herein.

Section 7. All members of,the Committee,shall be voting
members.

ARTICLE V

Amendments

The Forum may Propose amendments to this Charter at any
meeting, which shall beivalid when they have been. ratified
by 2/3 of the Porum at "the next meeting.

,3 3
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CHARTER
OF THE

FISCAL COMMITTEE
b

ARTICLE I

Purpose

ti

secp.on 1. The purpose of the Fiscal Committee is to
make recommendations to the President of
the College, the Dean, and/or tlie Forum on
fiscal matters concerning the instructional
programs of the College.

ARTICLE II

Membership'

Section 1. The-Fiscal Committee shall be compbsed of
sevenfUll-time members of the faculty,
two;of,whom shall be membersvol the .Graduate
FaCulty, the treasurer (ex officio) of- the
Student Associationor its designated
repreSentative, And,the Vice President fbr
BUsiness and. Finance (ex OfficiO)-.

.
.

Section. 2. The terms of office offac ty members
shall be two years. Three acultymembers.
shall be elected in odd numbered'years,. and
four faculty Members-,shall-be elected in
even nuMbered years. The student' repreSenta7
tive shallbe selected for a one y,ear term
and may Succeed.,himself.. Faculty members
shall se 've no More than two consecutive_
terms on the committee:

'1( -;='=:'!' t

Sectibn 3. ,At thpfr0flthiOting of each academicv,,,T.4- ,

year.,:WeCOMMittOehall elect a bhairmpn,
a vice-chai-,, ,Iand_a,secreEarytO serve.

\.,. .,

for one year.' 9fficeri may succeed themselves."

ilir)



ARTICLE III

Jurisdiction

Section 1. The Committee-shall consider such fiscal
matters presented.to it by the President
of the College, the Dean, the Forum, or
individual members of the Forum as concern
the instructional. programs and ether
programs whiCh impinge upon instruction
at the College.'

-
Section 2: The Committee` 'shall recommend to the

President of the College, -the Dean; and/or
the Forum such.budgetary actions or policies
as the Committee deems to be ,In the.best
interest of the College's instructional
programs.

Section The Committee shall have access, through
the President of. the College, to pertinent

. information and data concerning operating
budget requests and allowances, except-
that no salary of an. individual shall'be
available to the Committee without the
written consent oof such person.

Procedures .

Section 1. Thee Committee shall meet at such 'times as
,,,.

a majority of its
6

members determine, ox upon.

;

the call f its Chairman, .Vice-Chairman,
the Presi ent of the College, or the Dean.

SectiOn 2. A.quorum shall consist of a majority
members of the committee.

ARTICLE .V

.Amendments

- This Chartenmay be amended under the provisions of the
Constitdtion of the College Forum:
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\ Section

Section 1

CHARTER
OF

LIBRARY COMMITTEE-

ARTICLE.I

Membership

. The committee shall consist-Of a
representative eected from and by each
department, a student representative from
each .of:the four classes, a graduate
student representative, and'thO:Director
ofthe-Library'ex Officio: The representa-
tives. shall beelected-for a one,:year term
within three weeks:from the begidning of
the 'acadeMic year.

.

:11

ARTICLE 4I1

Officers

The.Committee shall, 'at the first meeting
of each academic year,. elect a Chairman, ,

and a secretary to serve terms of one-
year, respectively,. except that whenever
.a vacancy shall occur .ineither or both
offices, the committee shalliat its next
meeting, eleCt a person or,perSons to.fill
the unexpired term or terms of the officer
or officers.

Sjcio 2. The Chairman sha preside at all meetings:
or appoint anoth member to preside, may
call special meetingsof thecommittee'and
may exercise other powqrs and duties i7ormally
exercised .by committee chairted.

SeCton 3., The Secretary shall prepare and keep the
minutes. of each meeti.lg, subject. to lthe
approval of f-the committee .at the'nextmeeting,
and exercise Other powers and-duties dormally_
exercised by committee'secretarieS,

Section 4. The committee may establfsh other officers
or subcommittees:
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ARTICLE III

Jurisdiction

Section 1. The committee shall study'the needs of the
Library in relation to the academic prggrath
and advise the Director of the Library on"
matters of general library policy and
service, on the development.o,f library
'resources, and on the best means to relate
the library program to academic activities.
The committee serves as a liaison group
between the adadeMic community and the
Director of the Library.

Section 1.

Section 2.

Section 3.

ARTICLE IV

Prbcedures

The Director of the Library shall act as
Chairman pro tempore to call the first
meeting of the academic year and to preside,
over ,the election of officers-

The Committee shall meet once a month; the
day to be determined at the first meeting
of the academic year.

All: matters within the jurisdiction of the
committee shall be brought before meetings

.

by its members for discussion and recommendation,.

Section 4. IteMs to be discussed at any given meeting
- shall be,diStributed.in advance to committee

members.

ARTICLE V

Amendments

Section 1. Any member may propose an amendment to this
charter at a regularly scheduled meeting.
The amendment shall be validated at the next
regularly scheduled meeting 'by °a majority
Vote of the committee.

ARTICLE VI

Implementation

This charter shall become effective when approved by the
College Forum.',

37
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CHARTER
OF

NOMINATING -COMMITTEE
.

ARTICLE I

MemberShip

Section. 1, The ComMittee shall be c mposed of fee
members of the .Forum elected. at large by the ..

Fornm.for one year terms. At leastpneof
the members shall be a student. Each year
one member shall be elected for a two -year
term.

Section 2 Whenever a.vacancy or vacancies occur; the
Forum shall, at its next meeting, elect lie

member or members to fill_the unekpired'
term or terms.

Section 3. All elections to the Committee shall.follow
the Forum's, rules concerning elections to
committees.

ARTICLE II

Officers

Section 1. The Committee. shall, at_the first meeting of
the academlc year, eleCt,.a chairman.'cIf a
vacancy .occ in this office, the-.Committee.
Shall, at i s ext,Meeting, elect another
member as lrman.

Section 2. The chairman shall' exercise all powers and
duties normally exercised by committee
chairmen and committee secretaries.

Section 3. The Committee may establiSh other offices or
Subcommittees.

133

G-2 3



ARTICLE III

Jurisdiction

Section 1. It shall be the functiOn of this committee
to provide, a Slate-of candidates. for all
electedepositions within the Foram and its
sbanding committees

Prepare ballots for any elections to
be held by the College Forum.

B. Distribute and collect such ballots
at Forum meetings.

C. Compile the results',of Su elections,
'and report the rpsults to-the rum.
-Collect and combile the results f

any "mailbox" elections, and rep rt
\'such results to the Forum.

,
Section 2. The Committee when requested,' provide

a slate of candidates for ad hoC committees ,

of the Forum.

(ARTICLE IV

Procedures

Section 1. A quorum for any Meeting shall consist of
three members of the Committee present and
voting. . '

Section 2. A meeting of the Committeepay be called
at any time necessary.

'Secta.on

ARTICLE V

Amendments

Amendments to this* charter;wi* follow the
procedure in Article IX of the ConStitution
of the Forum except that only a majority vote ,

2 will be required.

13(i
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,CH*R,ER
0

TEACHER EDUCTION COMMITTEE!

ARTICLE I

/ j Membership

'Sect' on 1. The COMmittee shall' be compOsed of the
. / /

following members:
A./The Dean of the Collegel(ex -officio)-

,

! B.,
/

Head of the Education Department (ex officio)
/ C. Two members from the Education Department;

C.

:one representing the area. of Elementary
Education and one representing the area
of Secondary 'Education 0.be elected for
two-year terms on a rotating basis by'
the Forum.

D. Four students;
ay one representing the. college at
large, one frofn t)le area of Elementary
Education anclone fromLt.he.area of
Secondary Education to be elected fox
two year terms on a rotating basis by
the Forum.
(2) the President of the Student
Education Association (ex officio).

E. Six.members representing the faculty at
large to be elected by the Forum for two
year term's on a rotating bagis.

F. Whenever"a vacancy or Vacancies shall
occur among, the elected members, the
.Forum at .''the ne, regularly,-^5
scheduled meeting, elect a membei'or'
members to the unexpired term or terms,
and except further that\wheneyer in a
subsequent election there shall be more
than one'vacancy,'the gerson receiving
the largest number of voles shall be
'elected to the longer or\longest.term,
the persOh receiving the \next largest
number of votes. shall be elected to the
remaining or next longestterm-, and if

140
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a. vacancy still,exists the - person

receiving the next largest number of
votes shall be elected to the remaining
term.

ARTICLE II

Officers

Section 1. The Committee shall, at the first 'meeting
of each academiceyear, elect a chairman and
a secretary to serve terms of one year;
respectively, except that whenever a
vacancy shall occur in either or both
offices, the Committee shall, at its
next meeting, elect e person or persons

. to fill the unexpired term or.terms of the
office or officers.

Section 2'. The Chairman shall preside at all meetings
Or appoirit another member to preside, may°
call special meetings of the. Committee,
and shall, upon the written applicationof
two members.of the Committee, call special

.meetings of the Committee, and exercise
other powers and duties normally exercised
by committee chairmen.

SeCtion 3. The Secretary shall prepare and kee the
minutes of each meeting, subject to the
apprbval,of the Committee at the first
convenient meeting, and exercise other
powers and duties normally,:exercised by
committee secretaries.

Section 4. The.Committee,may establish other oeficers
or subcommittees.

ARTICLE III

Jurisdiction -

Section 1. It shall be the function of this committee:

q-
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1. To forMulate and revise the goals of
the Teacher Education Prograin at Frostburg
State College consistent with the overall
philosophy of the College.

2. TO formulate, revise and approve the
admission and,retention.policies, the
.curricula, and graduation requirements
of the Teacher Education:rogram, subject
to the approval of the.Forum..

. To coordinate the involvement of
academic departments in the Teacher
Education Program.

. To serve in an advisory capacity for
student. t

5. To consult regularly with Officials of
county school systems and of the
State Department of Education to maintain
effective communications with such
agencies. It is highly suggested that
representation from the Allegany, County
School system and Allegany Community
College be invited to participate with
thisgroUp when discussing certain
matters. An invitation should be extended
to other school systems in-pkoximity to
Frostburg` tate College.,

ARTICLE IV

"Procedures

Section 1. A quorum shall consist of a majority.
1

\All actions of the Committee that fall
within the jurisdiction of another committee
shall be submitted to that-Committee for
approval or recommendation for modification
and reported to the Forum.

Section 2.

Section 3. All matters within he.jurisdiction needing
approval shall be ought before the Forum

142
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The Forum
regularly
they have
scheduled

which shall approve or return to the Committee
for modification; matters not needing approval
shall be reported to theForum.

ARTICLE V

Amendments

may propose amendments to this Charter at.any
spheduled Meeting, which shall be valid when
been ratified by the.Forum atthe next regularly
'meeting:
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CONSTITUTION
'''v OF THE

FACULTY SENATE OF STATE COLLEGES OF MARYLAND
(as adopted by'the Board of Trustees of tlw
State Colleges on July 21, 1969)

In order to provide for participation by the faculties of
the Maryland State Colleges in the fomulation of.systemwide`.
policy relating-to the collegestherejis hereby'created
th'e.Faculty Sehate of the State Colleges of Maryland (hereint-
after referred to as "the Senate"). .

ARTICLE I
t

Section 1. Purpose

.It shall. be the purpose of'the,Senate-t6 serve 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
andtperform such. functions as may be delegated to it by
the Board of Trustees of Vie State Colleges.

ARTICLE II

.Section 1. Elagibility 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 and in
elections held for any of the purposes set forth in
Article V, Section l'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:

144
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(a) two Senators elected from each college'
regardless of its size;

(b) one additional Senator elected from each
college for every two hundred faculty
members or fraction thereof beyond two
hundred in such college-.

Section 4. Representation for New Colleges

The faculty for each college newly incOrpora ed-into the
state college system shall elect its Senators
in the spring of the college's firS-E academic-year following
its incorporation into-the =Stem. At.ny time after
incorporation of the y 10-6.-dhd prior to the time. the
voting Senators office, the faculty of the college may
"send a non-.. ing representative to meetings of the Senate.

1

tion 5. Elections '2

Senators from-each college shall be el cted by a majority
of the votes 'cast.by 'the faculty of su h college. In any
year in which an election shall be hel at any college,
the eleCtion results shall be certified.to the chairm4n
of the Senate and the\Board of Trustees by the president
of such college on or before May 1; and the Senator shall
take,office on or before J e 1.

1

Section 6. Terms of Office
tt

A Senator 'shall be elected to sere a term of thtee years,
except that the Senate shall esta ish the$length of the
initial' term of each Senator at t e first meeting of the
Senate. The Senate shall establish atthat meeting

,,appropriate procedures whereby approximately one-third
of its members shall be elected each year. ,Senator
Shall be eligible. for reelection withthe.restriction
that at least one year must elapse between the end of
his second consecutive full term-and Ithe beginning of a
third full term.

1-15

G-30

A.

r,



b.

Section 7. Vacan es

In the event that an elected SenatOrIghall be abse for
one semester orjonge theclaculty.of his college shall
elect a SUbsti.tute who shall'serve*for him*during his ,
absence. In the event hat an elected Senator shall die.
or resign from the facul of his, college or from the
Senate, the faculty of hi college shall eleCt:a successor
who shall serve for the remainder of his term.

4

.

Section 8. Recall of SenatO

A Senator may be recalled by'a,faculty of a college if, in
a.sPecial eldbtion held-for such purpose,.a' majority of
the'full-time members of the faculty of 'such college vote
to recall him. In'such event, a,successor shall be elected
who shall serve for the i.emainderof his term.

Section 9. Faculty Defined

As employed in this Constitution, the term aculty"
mean that group of persons at each individu college
which are recognized at such college as co stituting the
faculty thereof.

ARTICLE III.

Section 1. Names of Officers

There all
offidersi as

Section 2.

be ..a Chairman of the Senate, and such other
shall be specified in the By-Laws.

Duties of Officers

The time and manner of election, the/length
the duties and*responsibilities of officers

, specified in the By-Laws.

4ARTICLE I

of terms and
shall be

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 tAe Senate, or by procedure which shall be
speciaed by the By-Laws:
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Section 2. Voting
4

A quorum shall consist ofr-e majority of the membership of
the Senate. Action shall tequire the approval of a majority
of those present and voting. Votihg by proxy shall not be

. permitted.

ARTICLE V

Section 1. Referendum

Any recommendation adopted by the Senate shallbe referred to
the facultiesof:the Maryland State Colleges-when resolutions
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 sUpporti a
motion for sudh a referendum. 'Approval of recommendations
so referred shall requite a majority of the votes cast ,
in a systemwide balloting held for such pUrpose, provided
that forty percent or:more of the electorate of each college
participate in the balloting.

ARTICLE VI

Section 1. Communications with the Colleges

In prder to provide adequate-communications with the faculties
of the several colleges, the Senate shall circulate 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.-

2. Recommendations of the SenateSectio

All recommendations of the Senate to the Board of Trustees
shall be.in writing and shall'be forwarded to theBoard of
Trustees. at its principal office or at such other place
as the Board of Trustees may designate.
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, ARTICLE VII

Section 1. By-Lews

The'Senatemay adopt By-LaWs consistent with this Constitution,
provide fai 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
Reviaed, as copyrighted in 1951 by Isable H. Robert, shall
govern the procedures at and the conduct of the meetings
offthe Senate and 'its committees..,

ARTICLE VIII

Section 1. Amendments

Amendments to this. Constitution may be propoied 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.

Section 3. Adoption of Amendments

Amendments shall become effective upon ratification by
the faculties of the several colleges as stipulated in
Section 2 ,above, and upon approval by,the Board of Trustees.
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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 provisidns of Article VIII, until such time as it is
terminated by law or by action of the 'Board ofuTrustees.

c.

,
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THE HUMAN kNID ANIMAL RESEARCH SUBJECTS COMMITTEE

Purpose

Although compefent,1nvestigatOrs strive to protect
.

t he rights. and welfare of their'subjedts, it. is not always
possible for!even,the most ethical investigator to foresee.

of the-important ethical implications of his ±esearch.
Competent investigatorsrecognize the possibility of ,

personal bias'iri judging their own,research and they
aregen4alli, aware&f. the_value of review by other,
qualified persons-who-drenot personallynvolved in
the-.research. If'such is true of objective methodology,
theA review independent of the investigator is all the
more.necessary were .ethical considerations.. are concerned.N

Therefore,..a permanent committee competent to .review
plags of .investigation-involving human, and liveinfmls-,
liasibeen established'in order to insure adequate safe-
guards of the rightdana welfare of subj6qts. This
committee shall be called 'the Human and Animal Rilsearch
Subjects Committee (HARSC) and shall donsist of facility

s;

members appointed by the- Dean of the College,wfio shall
'also serve as on ex-officio MeMber.

Organization of the Committee

V A 'The committee mu t be composed of sufficieht -

k Members With varying backgrounds to assure complete and
adequate review of the research. The membership should', .

pogsess not only broad specific`; to comprehend.
-the nature of the research, but also Other cOmpetencies1
necessary in the jUdgment6 as to_ acceptability of.the
research in terms-of ihsiitutionalregulations,. relevant.'
law, standards of professional practice, and community
.acCeptepce. The committee's 'maturity and experience
should be such as to justify respect for:its advice andt

counsel:

If a research proposal is submitted by a researcher
whose area of specialization is not represent d on the

7
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committee, a suitable representative will be selected
to serve while reviewing the proposal. If the area of
specialization-can reasonably be expected to produce

.

other proposals, the Dean of the College will be
advised to add'a permanent representative from that
specialization, to thelcOmmittee.

No individual involved in the conduct of the.
research activity shall participate in its-review,
except to 'provide information-tOAhe committee.

Scope

The .following procedures shall apply to research
undertaken by an employee or student of F.S.C. whether
grant supported or not. These procedures will also
apply to the'use of.subjeCts not associated with F.S.C.
whenever.the investigator obtains such subjects as a
result Of his association with the College.

? ,

These policies also, apply to investigators other
than employees or students.of the college under any of
the following circumstances : (1) when the research
involves the use'of college resources, (2) when'subjects
are solicited on campus, or (3) when employees or students
of the college assist in securing subjects'from among
other employees ortudents of the college. In addition
to securing approval from this committee, such investi-
gators must also obtain admini trative approval from the
Dean of the College. Furthermore, submission Of a
proposal to this committee-doe4. not constitute'an
application for administrative approval from the Dean
of the College.

\
Reearch that forms a norma art of a:formal course

of instructions must conform to ethical standards
established within the investigator'* discipline but
the evaluation of ,such research:is the responsibility of
the department to which the investigator belongs. Research
conducted by journalists, administrators, departments,
committees, and recognized student organizations in their
official capacities and in,thenormal condUct of their
business need not be reviewed by the HARSC, although

5 1
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complaintsoconcerning such research should be addressed
to the HARSC when such complaints involve Sssible
violatidns of the code of ethics adOpted by the committee-.
Literary, h'storical, or oher research ndt'diredtly'
'involving hu, n or live animal subjects lie outside
the scope of the;RARSC.

Even if certain aspects of research are to be'carried
cut in another institution,the committee is responsible
for initial. and continuing review of all parts of the,.
study. The committee's right to do so will be a condition

app'ro'al of the preposal It is the responsibility
of the investigator to gain clearance from.theother
institution for possible visitation.yand inquiry by the
committee prior to submission of his proposal.'

Procedure

Before any investigaticin £nyolving human or'live
animal subjects is made, the investigator must submit one
copy of his proposal to the chairman of the HARSC
containing the following information:

A. A brief and general description of the
research being conducted.

B. A detailed descxipion of the way, in.whIch
subjects will be-used.

C, A statement of how informed consent is to,be
obtained from any human subjects used in the
investigation.

D. A statement of any possible risks to the
welfare of 'the subScts and any potential,.:.
benefits to the subject or society that
might adhere in the investigation.

E. A ]gist of.the names and a brief.statement
of the qualifications. of all Investigators
and consultants who will be involved in the
investigation besides the principal. investi-...
gator.

The HARSC will study the submitted proposal and
within 10 school days of receipt of the proposal will:
(a) approve the research, (b) postpone approval. while
further study and suggestions are considered by'the

1511,
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committee, or (c) disapprove the research. If the
proposed research is not approved by the committee, the
researcher may resubmit the proposal, may personalllr,
come before the committee to discuss the research, or
he may petition the Dean.Orthepellege to form Another
ad hoc HARSC to consider his research proposal.

The HARSC shall evaluate each proposal in terms'o :

CO Possible violation of the-,r iiihts.or possible
risks to 'the welfare of subjects and.cd7workers,.

(2) Appropriateness of the method used. in gaining
informed consent from human subjects.

If the committee's overall recommendation'is favorable,
.itAnay.prescribe restrictions or ,conditions under which the
.KeSea'rch may be conducted, de-fine areas of possible changes
in the'research plans which should be.brought to its
attention should the change occur,,and deterrdine the
nature and frequency of interim review proaddures to insure
continued acceptable CondUat'of the research.

Favorable recommendations' by the committee are
subject to review and rejection by institutional officials.
With this in the committee must be thorough and.
reasonable in its evalUation and Must adequately represent
its evaluation to institutional officials, Unfavorable
recommendations are not subject.toreview, except by an
ad hoc HARSC formed for' that purpose at tALe request of
the propataLls niti'ator. An ad hoc HARSC must be
composed of individuals meeting -the.Same qualifications
as the permanent HAR'SCAsee.liarganization Of the Committee').

.
.

Committee\approval signifies nothing more' than that
the committee believes the proposed research meets ethical,_
standards as set\forth in the ethical code. Approval
(or disapp,roval) by the committee is not to be interpreted

,

as a,judgment of the scientific.soundness or Signifidance

\a
"committeeof-the project. .Fur hermore, "committee approval does knot

commit the college to r-11, obligation of facilities or
money, nor does it coma t the college to any policies' .

not-already approved. ,

,

1.53
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If the committee disapproves a proposal, the proposal
is not to be put into practice. Failure to,respect
these decisions-will results in advisement by the
committee that disciplinary action be taken by the'Dean '

of the College.

Disapproval of.a,proposal does not-necessarily mean
that t e committee judges either the researcher or his
propos to be unethical It merely-means that the
proposa as submitted-does not appear to adequately
safeguard the right§Or welfare-of subjects.

An investigator that initiates research ptoject
without firSt submitting a proposa to the committee, or

.

who initiates a research project prior to receipt of
.

committee approval shall be subject .to'diqciplinary
action by the'Deanof the College at the advisement of
the committee.

The committee shall require the researcher to report
to the committee for review any emergent probleMs or
proposed procedural dhange8Vhich may affect the status
of the research with regard to the institution.'s review

.

criteria. No such changes, except those necessary to
eliminate apparent immediate hazards should be made
without prior approval by the committee-

. In addition', the committee shall carry out interim
review-of the conduct of all reseach in such a manner
and at appropriate intervals in the light of apparent
risks and practical considerations, to assure itself

. that its advice is being followed.

The committee should be 'prepared at all times to
question/the conduct of research, even though previously
approved by the committee. The safety and welfare
the subjects are paramoupt.

The committee is required to keep informtive
records of group reviews and decisions and, to obtain and
keep documeritary eviTende of informed consent. At a
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minimum these records should include a summary of the
factors leading'to the group decisicx. These records
are normally kept confidential. Documentary'e'vidence
of info.rmed conseq, may consist of a record of the decisions
of the committee ae----to the type.of'consent which it
considers acceptable. Copies_of the information statement
to be given to the subject,4where signed consent statements
are required, should be retained in institutional files.'
Where oral 0:I-implied consent is obtained, notation;
should be made an official ,record by persons who witness
the gaining of consent.

The HARSC shall investigate in confidence all
complaints concerning possible unethical research
practices and shall report their findings and.recommenda-
tions to the Dean of the College.

The HARSC is also,charged with the responsibility
of infotming.potential investigators of these 'policies,
and for providing advice and 9onsUltation,on Matters
of employing human or live animal subjects-

)
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APPENDIX H

CHARTER
OF

COLLEGE. PLANNING COUNCIL

ARTICLE I

Membership and Elections

Section 1. The Council shall consist of:
o

A. Three students, to be chosen as the
.Student Association may decide.

B. Seven faculty,meMbers, to be chosen
as'theeFaculty Assembly may decide.

C. Three administrators, to be"chosen as
the. President (or the administration
members, of the College Forum) may decide.

D. One member, to be chosen by the Board
of yisitors.

E. Two or more non - voting. members, .to be
recdmmended.and.approvedV the College
Planning Council to ensure that all Vice-_

Section

Presidents of the College (and perhaps_
the chairman of'the College Forum and
College-Senate if these offices are notl
otherwise elected) ,may be fully involved

forMulation and implementations
of directly and indirectly related academic
plans and policies:

The Faculty and Student constituencies will
,establish policies fbr,determining membership
and length of membership of the respective:
Planning Council members. The Presi4ent of
the College (or the administrative members
cf:the College Forum) will establish a.
policy for determining membership and the.
length of membership of administrative members
of the Council:' It "is recommended that
each constituency providelfor continuity of
representation.

11=r,
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ARTICLE II

.Officers,.Meetings,
Sub-Committees

Section 1. The Council shall, at its first meeting of the
academic year, elect from its voting member-
ship a chairman and.vice-chairman. In
addition, the President of the College will
select a secretaryto serve as a non-voting
member of the College Planning'CounciI: When-
ever a vacancy shall occur in either the
offices of chairman and vice chairman, the
Council shall elect, at its next meeting, a
person or persons to fill the4unexpired term
or terms of the officer. or offices.

Section 2. The chairman shall preside at all meetings.
Thechairman'of,the Council shall appear.

14before the'College.Forum and he.College
'Senate when committee.reports e to be
presented or when committee actions are to
be reviewed,

Section 3." The vice'chairman shall carry out the above
' duties in the absence of the chairman.

Section 4. The secretary shall prepare and keep the
minutes of each meeting, subject to the approval
cf the Council.

Section 5. A regular meeting schedule shall be established'
by the Council at the beginning of the academic
year.°

Section 6. The Council may establish other officers or
sub-committeesas needed.

ARTICLE III

Jurisdiction
and

Responsib,ilities

Section l The Council shall serve:

157
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A. To stimulate advanced planning throughout
the College.

B. To enhance communication between various
units of the college, and

C. To coordinate and evaluate the activities
of the units of the college in terms
of college-wide academic purposes, needs
and priorities.

Section 2. The Council shall have the power:0

A. To draw ppion the rese)Orces of the entire
college in support of planning activities,
and

B. To solicit the information'needed to
evaluate present and proposed programs
and to determine the present state of.the'
college.

Section 3. The Council shall be responsible for preparing
the college-wide master plan and specified
yearly plans. All plans must be ratified
through the college governance system before
being, implemented or serving. as criteria on
whichdedisions are made. The Council shall
have continuing responsibility fore the
implementation and evaluation of these
plans as a coordinating and monitoring body,
for needed modifications and updating of
these plans, and for the development of
future plans.

Section 4. The Council will report,its findings and
recommendations concerning new programs to
the Curriculum Committee and/Or the Graduate
Studies Committee. The Council's evaluation
will be based upon, the approved college-wide
,mastr plan.

ARTICLE IV

Procedures

Section 1. A quorum shall consist of'nine voting members
of the Council.
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Section 2. Decisions of the,Council will, in general,
be made by consensus, but any membervcan
lcall for a vote by the voting membership.
In this case, dedisions will be made by a
majority vote..

Section 3. The Council may establish such by-laws as
are necessary.

) Section 4. -Minutes of the meetings shall be available.-
to the SenateAand other committees of the
Fprum and/or Graduate Faculty, if desired).

Section 5. In order to fulfill its responsibilities,
the CounCil may request at its meeting(s), that
a* member or members of the College community
ke predent as sources of information.

ARTICLE V A

implemehta ion

Section 1. This charter will become effective when
approved by the College Senate anethe Graduate.
Faculty at regularly scheduled meetings.

Section 2. The college-wide master plan Will'become
effective when approved by the College Senate
and Graduate Faculty.

ARTICLE va.'

Amendments,

Proposed amendments to this charter may originate within
the Plannipg Council, the Senate, or the Graduate FatUltli.
Amendments affecting the College Planning' Council's relation-
ship tO'the:t;ndergraduate academic program must be approved
by the College Senate; those amendments affecting the
College Planning Council's relationShip to the graduate
academic program must be approved by the Graduate Faculty.

15
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APPENDIX-I

1

CONSTITUTION'
OF THE

FACULTY ASSEMBLY:

I. Name and Purpose

1. The brganization,shall be known as the Faculty,
kssembly of Frostburg State College(hereafter
called. the AtsemblY). 0:

2. The purpose of. the Assembly shall be 'to discharge
the common responsibilities and promote the general
welfare of the'faculty.

II. Powers

1. The Assembly-shall be the principal decision-
, making body of the college on all questions'of

policy relating directly to the faculty, within
the limits imposed by the State of Maryland,and
the Board of Trustees of the Maryland State
Colleges. Such questions include,, but are not
.restricted. to, one concerning professional
ethics, appointmentt, reappointments, dismissals,
pay, promotion, ,and tenure..

2. The AsSembly.may act as a deliberative body, for
the faculty, on academic matters under the
jurisdiction of-the,College.Forum,such as
acadeMicgoals and their implementation; and
the Assembly may approve resolutions Concerning
these matters, which resolutions shall be
advisory to its members in the College.Forum and
their representatives to the College Senate.

III. Membership

The Assembly shall consist of all ,members of the
full-time teaching faculty and the full-time professional
librarians. Thee President and Dean of the College
shall be considered associate members of the Ass.6mbly,-
who may attend, meetings, address the assembly, and
participate in.debate but who may not vote.
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IV. Officers and Representatives

1. The officers shall be a Presdient, a Vibe-
,President, and.a Secketary.

2: Officers shall be elected at the last'meeting
of the academic year by majority vote of
members present and voting. Elections shall
be by secret ballot (including abstentions,
which shall be-bounted at the time of the
voting), excepting instances of only one .

, -

nomination, &ten. the election may be by-
acclamation. Ibricers shall take office
immediately following the meeting at which
they areelected and shall serve for a term

,of one year.
3. ghy memberof the Assembly. shall be eligible for

eleCtion to any offide,"'No one shall become a
-,,,

nominee without his consent.
4. Should-the office bf the President become vacant,

the Vice - President shall succeed to it. A.

vacancy in any other office sW1 be filled by
spec-al election at the next regular meeting, e

and the member thus elected shall immediately
assu eoffice and hold it until the next
regular-election..

5 Officers shall perform the.duties usually
associated. with their'officesd

.

6. Faculty representatiVes tOthe College Senate
and the State -Wide Senate shall be ell6cted at
appropriate times an in accordance with
established procedures4 ' .*

V. Meetings

1. The Assembly shall meet regularly, not, fewer'
#han three times, during the academic year
'according to a predetermined schedule. The
President may call'additiOnalmeetings'upom
notification of all members, at leaSt one week
in advance, Of the time, place, and purpose of
the meeting. He must call a meeting upon the
petition of oneL-fourth,of the members.
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2. The agenda for each meeting shall be distributed
at least three academic working days in advance.

3: Meetings shall be conducted generally in
accordance with' the latest edition of 'Robert's
-Rules of Order, subject to interpretation by-A
parliamentarian, whom the President shall appoint,
and to the limitations of ihe Constitution and

4, such other limitations.as the AsSeMbli, 4ayA
r.1

impose from time to time.
4. A,quorum shall consist of one-third of the

membership:

VI. Amendments

Amendmcgts to the-Constitution shall reqUirel4
thirds vote of bktose present and voting;' provided
that a.draft of any proposed amendment has been
distribute:Ito the membership at least two academic
weeks belbre the' vote and.thai notice ok its.

,

.;consideration has appeared :on the agenda.

VII. Committees

N

1. Standingcommittees may be established and
discharged by a majority.-vote of those present
and voting. All members shall be eligible to'
serve on committees, within the limits approved
by the Assembly.. Election shall be by secret ) --
ballot, excepting instances when, acclamation
is appropriate. No. one shall become a nominee

cwithout his conaent.
2: Standing'6Ommittees's6 designated by the Ass.eMbly ''

shall be empoWered to enact their own'cherters
pipr bylaws-which shall be subject to the
Assembly's approval.

)

: Ad hoc committees may be established and their
members aPpointed"by the officers of the Assemtily..
The officers shall report the formation of any
such committees to the Assembly at its next
meeting. An objection to any part of their

.
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procedure, in any given instance, shall be
sustained or denied by majOrity vote of those
present and voting.

Bylaws

, The Assembly. may adopt such bylaws as do not conflict,
with the Constitution. They may be.adopted.by
majorityvote of thosejiresent and voting, prOvided
that a draft of proposed bylaws has been diftributed
with the agenda. Once adopted,)pylawS may be athended
only by provisions set forth in the bylaWs themselves.

a
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CHARTER_
OF

FACULTY MEDIATION COMMITTEE

:Article I - Name

The name ofsthia Committee shall be the Faculty
Mediation Committee.

Article II - purpose

'The purpcse of the Committee is to reconcile, as
a thircLparty, Oppoaing claims of parties.within the
faculty and administration in conflict by making a,non-
binding proposal to thoge partie's for solution of-the

1
conflict:

Article III - Jurisdiction'and Procedures

The powers of this Committee,are: 1). to Implement
the procedures regarding dismissal of a tenured faculty
member or non -- tenured faculty meMber'whose term of appoint -
tent has not-expired, as set forth under Section Three;
subsection 1,.Of "Regulations and Procedures Governing
Academic Freedom and Tenure in the Maryland $tate Colleges
under `the Jurisdiction of.the.Board,of TruStees of_the
Sta.teCollegese'20-inquire informally7into'xases'llot
involving dismiSsal but prima facie allegatiOns submitted
in writing :11,,any faculty member and specifying infringe-
ment-bfacadeMic freedom as efined).n Article One, -

'"RegulationS and Procedures Goveining Academic Freedom and
Tenure irithe Maryland ,State Colleges'under, the JurisditAion
of the'BOard of Trustees. of the -State Colleges," and/or
in, the,American Association of University Professors 140
Statement of iiinciples on,ACademid Freedom, ana,Tenurel. and,
no agreeably mutual adjustment being:effected, to make
recommendations on the,matter to the Faculty Hearing Cott-
mittee73) to provide a 'Mediating body.,:to which a non-
tenured faculty member. may ,appeal. for mediation in cases
involving non-zen6wallof Contractsuch'appeal.being
accompanied byl)rima facie allegations submitted to the.
.Committee in writing by the non-tenured faculty member and-
specifying infi-ingementbf'academic freedbm as defined in
ArticleOnei"Regulations and Procedures. Governing AcadeMic

I AN

164

. Ir5



tl

Freedom and Tenure in the Maryland State Colleges under the
Jurisdiction of the Board of Trustees of the State Colleges,"
and/or in the American Association of University Professors
1940 Statement of Principles on Academic Freedom and Tenure.

Article IV - Membership

Section 1 - Members.

.

This Committee shVll consist of five tenured
faculty members, none of whom may be members of
the Faculty Hearing Committee.

Section Alternate

There shall be one tenured faculty member elected
to serve as alternate in event of con lict of interest
on the part of'\2-tny regular Committee member. The
alternate member may not be -a memb of the Faculty
Hearing CoMmittee.

Section 3 - Elections
py

The five members of the ComMitterand one
alternate shall be eleCtedloy secret ballot and by
the last regularly scheduled Meeting of'the Faculty
Assembly' during the regular academic year for terms
of 'one yc,aronly, the term of committee membership to
be effective from SepteMber 1 to September 1. Members
and alternates shall be.eligible for re-election.

Section 4 - Committee Chairman

The Committee shall choose its owrichairman at
'its first meeting on or after September 1 of the
academic year.

Section 5 - Conflict of'Interest of Members

Should a Committee. member be party to any dispute
referred :(3 this Committee', he may (1) voluntarily
withdraw or (2) be declared ineligible to serve by
'a vote of of least three of the remainirkg &Mr Committee
members, in either event being replaced on the Committee.
by.the,alternate.
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Article V'- Quorum

A quorum ,Shall consist of ,three members and decisions
must be reached by agreemht ,of at least three members of
the Committee.

Article,VI By -laws

This Committee may establish such by-lawS as it deems
necessary for the orderly exercise of its power and satis-
factory fulfillment of its duties providing thatrsuch
by -laws are in accord with this charter, with published ,

State Board regulations with the Faculty Assembly con-
stitution and regulations, and, upOn publi?.ation to the.
Faculty T_ssemblyfor the 7.irgt meeting of that body ,=after
the adoption af.,the by-laws, receive a majority vote of
approval' from the Faculty Assembly!.

Article VII - Amendments

Section 1 This charter may be amended by a majority
vote Faculty Assembly amendmentS are Consistent/
with plAblished State Board/rgulatiOns, Faculty
Assembly constitution and/regulations, and any other
regulations of higher auti/Ority..
Section 2 - The by-laws May be amended by action of
the Committee and subject to the conditions of Article VI.

16 6
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CHART4R
OF

FACULTY CONCERNS COMMITTEE'

Article I - Membership

The Faculty Concerns Cotmittee shall be composed of
three members elected 'from the Faculty Assembly. One of
the three members:must be tenured. If. a member of this
committee has aconflict.of interest in any matter-under,.
committee consideration, an alternate member shall sit
in his behalf.

Article II Chairman

The chairman of the'Faculty Concerns Committee shall. *

be chosen by the members of the Faculty Concerns Committee-

Article III - Concerns

The Faculty Concerns Committee will consider any
grievancei orsuggestions concerning working.conditions
and such matters a§ do not fall within the provii'Ce of
other committeesas these affect the faculty in the
performanceof their contractual duties, and shall: make
reports and recommendations on these matters to the Faculty

.

Assembly.

Article IV - Procedure

Having received a grievance_ or suggestion, the
:committee shall attempt to mediate the grievance with;
or secure the implementation of the suggestion by, the
proper admini-strative office; shall report di.fficult
problems unresolved, as well as sudcess in-resply!ing
problems, to' the Faculty Assembly; and may offer-resolutions
for general faculty support and recommendation tO,the

, administration.

Article V - AmVndmelts

(

Amendment to this charter will be by Majority vote
of Faculty Assembly membership present and voting at an
Assembly,meeting.,
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CHARTER
.0F,

PERSONNEL AND GRIEVANCE COMMITTEE

Article i - Name
Ale

The name of this committee shall be the Faculty
Personnel and Grielpnce CoMMittee.

Article II - Purpose

The purposes of this committee shall be:

1. To ensure the establishment and maintenance of
professional_s:taiadardith_rcArd to faculty
personnel matters

2. To hear, investigate, an resolve grievances,_
or to considdr problems presented to the, .

committee by.a member or members of the Faculty
'

Assembly or by members of the admnistration,
such.grievances or problems not involving
allegations of violation of academic freedom,
these properly being referred to the Faculty
Mediation. ComMittee.

1,

Article III - Jurisda.ctionand Procedure

,/

The powers of the committee are:

1. TO annually review the standards, policies, and
procedures that are utilized in the hiring of
faculty, renewal of faculty contracts, and the
granting of promotion, salary increments,, and
tenure, to ensure that they are, in keeping with
professional standards. If procedures and policies
are not serving the best interests of the faculty
and the college, the committee shall make recommendations
for change. Such recommendations, after approval -by
the Faculty Assembly, will be presented to the appro-
pria.Ed 'administrative office or decision-making body.
In the event that,the recommendations are not accepted
and implemented by the appropriate administrative
office or decision-making body, the committee shall
bring the matter back to the Faculty AsemblyEST
its consideration.

I
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2. To hear complaints of members of the Faculty
Assembly after normal channels of.appeal have
been exhausted. Those matters that are the
resmisibility of the Faculty Hearing Committee
aneFaculty Mediation Committee will. not be'
considered.

3. To accomplish such other tasks as may be assigned
by the Executive Committee of the'Faculty Assembly.

Article IV - Memberghip

1. The committee shall consist of three members
and lone alternate who shall be elected at large
Ary the Faculty Assembly. If a committee member
is involved in a dispute before the committee,
he will be disqualyiedandreplaced by the
alternate for consideration of said dispute.

2. The term of office shallta three years, with
one member to be elected each-year:

a. To ensure continuity, the initial election
of committee members shall be for three-.
year, two - year, and one-year terms. After
implementation of this charter, subparagraph
2.a. of Article IV shall be deleted from
the charter.

3. At its discretion. the committee may enla;ge its
membership. Procedures are as follows: When a
grievance has been reported, the Personnel and
Grievance Committee shall investigate and/or
arbitrate the issue and make recommendations
for the resolution of the dispute.. When the
dispute is of such magnitude'as to require extensive
fact-finding or investigation, the committee may
select a fact-finding panel of impartial individuals
to investigate and make recommendations for the
resolution of the issue in dispute. he fact-
finding panel shall be chaired by a member, of
the standing committee and shall consist of no
more than five members. The fact-finding panel
may, at ips discretion, request that each of
the aggrieved parties designate'a spokesman to
present its side of the issue. Inthe unlikely



event.that the recommendations of the fact-
finding panel are unacdeptable to the aggrieved
parties;' the standing committee shall determine
whether further .action should be taken and, if
so, recommend the appropriate decision-making body
to whom the aggrieved parties may have recourse.

Article V - Quorum

1. Standing-Committee .-- All Members

2. Expanded Committee -- Simple majority of the
members.

Article VI -'Bylaws

This committee may establish such bylaNs as it*deems
necessary to conduct its business in an orderly manner.
Bylaws must be approved by,a majority vote of the Faculty
Assembly.

Arti4d VII - Amendments

endMents to thischarter will be by majority voteof the Faculty,Assembly membership© present and voting at
an Assembly meeting.

wi
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CHARTER
OF

ACADEMIC. POLICY COMMITTEE

Article I - Membership

Section'l ,The Committee, shall-be composed of five
Faculty AsSembly members elected at large bpi the
Faculty Assembly for twoyear terms.

Section 2 -,Whenever a vacancy occurs, the Faculty
Assembly shall/ at the next meeting, elect a member
to fill, the unexpired term.

Article II - Officers

Section 1 - The Committee shall, at its first meeting.
of each academic year, elect a chairpersbnand a
secretary to serve terms of one year,exCept that
whenever a vacancy occurs the Committee shall at its
next meeting elect a-person to fill the unexpired
term of the office.

Section 2 - The Chairperson shall preside at all
meetings-or appoint another member to presiAe, may
call special meetings of the Committee, and shall,
upon the written application of-two members Of the,
Committee% call 4ecial,meetings of the Committee, and
exercise other power8 and duties normally exercised by
committee chairpersons.'

Section 3 - The Secretary sharl.,,prepare and keep the
minutes, -which are subject'to the approval of the '

Committee, and,exercise other powers. and dutiAS
normally exercised by committee secretaries.

Article III - Jurisdiction

The jurisdiction of theeOpmmittee shall be to study
academic policies andto make recommendations for and one
such policies to the Faculty Asrdetbly, as per Article II,
SeCtipn-2, Faculty Assembly Constitution, wit the.purpose
of referring such recommendations, after they have received:

ous



Asse ly approval, to the appropriate ad tinistrative officers,
sten ng committees of thp College Forum, or College Forum.
The committee shall also ser-ie in an adviory capacity to
the appropriateLcollege authority in matters.such as
national graduate scholarships and academic honors.

. .

Article Procedures

Section 1 - A quorum shall consist of three members
of the. Committee.

Section 2 - All matters within the jvrisdiction of
the Committee may be brOught to the Committee 'by
any Amber of the Faculty Assembly through written
communication.

Section 3 -.All meetings of the Committee shall be
open meetings, and any member of the Faculty AssemblyJ
may attend.the deliberations and provide any information
'he desires concerning the matter under discussion.

Article V - Amendments

-Amendments:to this charter will be by majority vote of
Faculty Assembly membership present and voting at an Assembly
meeting.
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CHARTER
OF

ECONOMIC BENEFITS COMMITTEE

Article I = Name

The committee shall be called the Economic Benefits
CoMmittee.

Article IL - Purpose

The purpose of the Economic Benefits Committee shall
be to investigate any matters generally considered fringe .

benefits, to study current faculty salary scales, and to
report on these with recommendatiom7 to the Faculty Assembly.

Article III - Jurisdiction and Powers

1. The Economic Benefits Committee may investigate
any matters generally considered fringe benefits
or relevant. to salary scales.

- 2. The Economic Benefits Committee shall make to
the Faculty Assembly recommendations for policy
and action to implement policy on fringe benefits
and salary' scales.

Article IV - Membership

1. Three members shall be electedvby the Faculty
-Assembly for three-year terms, one member to
be elected each year,

2. Each organization which repreaents faculty interests
and has faculty repkeseritatives on this campus is
invited to have.one or two orlts members serve as
resource and non-voting persons of the Economic
Benefits Committee (such organizations include
the State Faculty Senate, AAUP, and Higher Education
Council).

Article V - Officers
.

A chairman and a secretary shall be elected by the
Committee attiits first meeting of the academic year.
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Article VI - Amendments ,

. Amendments to this charter will be by majority vote
of the Faculty Assembly membership present and voting at
an Assembly meeting.
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CHARTER,
OF

FACULTY HEARING COMMITTEE

Article I - Name

The name of this Committee shall be the,Faculty
Hearing Committee.

Article II - Purpose

The purpose of this Committee shall be to hear cases
involving formal proceedings concerning actions leading
toward dismissal of a facUlty member who has obtained tenure
or whose term of apPointment,has not expired, and'infringementQD
of academic freedom.

Article III - Jurisdiction and Procedure

The powers of this Committee are to implement the
procedures regarding dismissal of a tenured faculty member,

^'or'a faculty member whose term of appointment has not
expired, and cases involving academic freedom, as set.forth
under Article II, Section 3, subsection 2, and Article 3 -

of the "Regulations and Procedures Governing Academic Free=4
dam and Tenure in the Maryland State Colleges -Under the
Jurisdiction of the Board of Trustees of the State Colleges."

Article rV:- Membership.

Section 1 Metbers.
\.

This Committee shall consist of 'five (5) *full-
time tenured faculty members, none of which may be
members of the Faculty Mediation Committee. Once
hearings begin on any case, members of that Hearing
,Committee shall continue until the case has been
resolved, even thoUgh the hearing may extend beyond
the termination of the member's term of office

Section 2 - Alternates

There shall be two i2) tenured faculty me ers
elected to serye as alternates in cases of con lict

- . \

= ,
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of interest. The alternates. may not be members of
the Faculty Mediation Committee. Once an alternate is
seated at the -beginning of a hearing he,will'continue
withethat case to'its conclusion.

Section 3 - Elections

The five (5) 'members and two (2) alternates
qhS11. be elected/by Secret ballot and,by the last
regularly scheduled meeting of the Faculty Assembly
during the regular.academic year for terms'of one.(1)
year. The term of committee membership shall be
effective from September 1 to September 1. Members
and alternates shall be eligible for re-election.
The Committee sha3,1 chobse its own Chairman and
Secretary at-its first meeting on or after September 1
of the academi9 year.

Section 4 - Conflict of Interest of Members

ShoUld a Committee member be paiqy to anl .

dispute referred to this Committee, he (1) may
voluntarily withdraw or (2) be declared ineligible
-to serve by a vote of at least three of.the remaining
(Committee members, in either event bnLngreplaced
on the Committee by an alternate.

Section 5 -.Quorum

A quorum shallconsist Offive,memberS, and
decisions must be reached by 'agreement cif at least
three members bf the committee.. 4

, Article V - Bylaws

This 'Committee may, establish such bylaws as it deems
necessary for the orderly exercise of its power and satis
factorli fulfillment of its duties, providing that,bylaws
are in accord with this 'charter, published State Boa'd
regulations, Faculty Assembly constitution and regulations,
and, upon publication to theFaculty Assembly at the first
Meeting of that body 'after ,the adoption of the bylaws,
receive a majority vote of approval from the Faculty Assembly.
o
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Article VI - Amendments

Section 1 - This charter may be amended by a majority
vote of the Faculty Assembly if amendments are con-
sistent with published State Board regulations,
Faculty Assembly constitution and regulations, and
any other regulations of higher authority.

Section 2 -',The bylaws maybe amended0y action'ofw
the Committee.

BYLAWS OF THE FACUL HEARING COMMITTEE

All decision votes by the Committee siall be by secret
ballbt 'and reported s the single decision of the
Committee.
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CHARTER
OF

NOMINATIONS AND ELECTIONS COMMITTEE
,

Article I = Membership

.

Section 1 The committee shall be composed of fiv mem-
bers of the Faculty Assembly elected at large by the Faculty.
Assembly for one -year terms.

Section 2 -'14benever a vacancy or vaanqies-occur
/the Nomintions -and Elections Committee will present -"at
the ne?ctAssembly meeting' the names -of candidat., for an

/ election to. ill the unexpired tern or term

Article IV- Off cers

t

Section 1 Thecommite shall,' at the first meeting %-
of the academic year.,elec,E a/chairman.- If 'a vacancy occurs
in this office, thecommittee shall,, at ii s next meeting,
elect another member as chairman.

Section 2 - The committee may establish t er Offices
or subCommittees.

Article 'III - Jurisdiction

Section I - It shall be the function of this committee
to provide a slate of candidates for all elected positions
within the.Eaculty Assembly and its standing committees;'com-'
sent of nominees will be secured.-- Further functions of the
committee 'are toi

A. Prepare ballots for any' elections be heldby-,
the Faculty Assembly. ,1

B. Distribute and collect such ballots.
.

, .

.C. Compile the results of such ections, and report
,0,

the results to the ChairM of the Faculty AsseMbly.1

.-,
'Section II'- The Committee shal , r. requested,

provide a slate of candidates for ad hoc committees of.the
Faculty As'sembjy.

.

$.
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.Article IV - Preeedures

Section 1 quorum for any meeting shall consist
of three members of the Committee present and voting.

Article- V - Amendments

Section 1 - Amendments tothis charter willbe by
ajority vote of theNaculty,Asetblymembership present,
and voting at an:Assetbly meeting,
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APPENDIX

CHARTER
OF

,GRADATE'STUDIES_COMMITTEE

ARTICLE I Membership and ilectiOns

Section 3, , 'The committee shallbe comp6Sed of:

A. Three 'rtiMbers elect-_,Moy and from the Graduate
'Faculty in .April of each year.fcr two-year
terms, beginning with th next academic year,
-one of,whom shall be froh each o.:7 the following
areas:

Arts Sciences'
Art
English'
Modern Languages

Q .Music
Philosophy
Speech \& Theatre

sentatives

Biology
Chemistry
Computer Science
Mathematics
Physics
Library Repre-

Social Sciences
Economics &-Business,
Administration

Geography
Health & Phy. Educ.
History
Political Science
Psychology
Socicio4y

2,

except that whenever a vacancy or vacancies shall
occur among'the elected members, the Graduate
Faculty shall, at the next regularly scheduled
meeting, elect a member or members. to the
unexpired,term or terms;

and

. One Member'ofthe Education Department Graduate
FacUlty elected bbthe EducatiCtn'Department
Grad6ate Faculty.; -and one member of the Center
for P.anagement-Development Graduatg Faculty,:
electedby Center for Management Development
:Graduate Faculty;

and

Two membes appbinted by the President of the
College in Nay of each year for one-year term,,
commencing with the beginning of the next, academic



year, except that whenever a vacancy-or
vacancies shall occur among the,appointed
members ,the Presidentofrthe _College shall,
within orie month, appoint a faculty member
or members to serve the remainder of the
unexpired term or terms,'ptovided that all
appointed and elected members shEllf be full
members of thejGraduate Faculty;.

and

"D. pour ex officio members.?
4

.1. the Dean of the Colley6
2. the Head of till Education Department \,..

3. the DireCtor of the Center for Manage-
ment Development

4. the Director of Graduate Studies

ARTICLE' II Officers, eetings, Sub-Committees

Secession I. w The: Conmit ee\shalli at the first meeting
of each academic yea , elect a' chairman a a_

secretary to ;serve te ms Of one year, r speCtively,.
except that Whenever a vacancy shall occur in-either
of both offiL'es, the Committee shall, at its next

_meeting, eleeet,a personOr persons to fill., the
unexpired term or terms of theofficer or officers.

Section 2_ The Chairman shall, preside at all meetings
...t1.4 appoint another member to preside, maycall.
special meetings of the Committee, and shall, upop
th"g written application of two-members of the CoM-,
mittee, call special meetings ofithe Committee, and
exercise. other powers and duties normally exercised
by committee Chairmen-.

'Section 3. The Secretary shall prepar,1 and keep the
minutes of each meeting, subject to the apptoval

-.of the Committee at -the firstconvenient meeting
and exercise other powers and duties normally
exercised by committegecretaries.

Section 4. The Committee mayes.tablish other officers
or sub-committees:
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ARTfCLE:III-- Jurisdiction

Section 1. The jurisdiction of,the Committee shall
:extend to:

(1) the establishmentf-numbering, titles, descriptions
and examinations of all courses at the 500-or
higher level; the designation of all other courses
which shall' be accepted for graduate credit,
and all-other matters relatirig thereto, but not
to the preNogativeS traditionally reserved to
,the instructor or instructors of any course

(2) ,the tequireMents for the granting of graduate
degrees and other recognition,"of graduate work;

/
13) -the establishment -1nd retention of all major and

. minor programs for graduate study;

(4) the standards for the admission and continuation
of students to graduate study;

c
(5) the standards for facul y members teachihg in

the graduate program; 1_, -

(6) the establishment ofStandard& for and the
N: awarding of graduatelstudent assistantships

and tuition scholarships;

(7) serving as the board of appeal on matters
concerning ipterpration:of or exceptionto
the degree regulations,* Uheil requestedby 'the
student and/or his master's committee;

(8) and all other matters affecting gradgate studies
and not within the exclusive jurisdiction of
any other committee of the College.

ARTICLE IV Procedures

Section 1. --A quorum Shall consist of six members of
the Coulmittee.

Section 2 All matters ,wit.M.n the jurisdiction of the
Committee shall be brought fore the GradUate

4
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Faculty Meekings by the Committee except that a
matter which has received no action within thirty
days may be presented to the faculty. for approval
or disapproval or a directive fdr the Committee
to consider such matter and report back to. the.
faculty.

Section 3. All matters within the jurisdiction of the
Committee concerning a specific department.shall be
brought to the Committee by the" head of the depart-
ment concerned; except:that whenever a Graduate
Faculty member of a concerned department shall
have submitted a written request to his department
head that.a matter be brought before the Committee
and within ten class days the departMent head shall
not haverequested in writing that the same matter be
placed before the Committee, the said member of thie
concerned department may place, the matter before the,
Committee directly; and except firtherthat whenever

p-, ten percent'of the Graduate Faculty shall sign, and

0

present a petition regarding any department or
dei5artMents to the Committee, the Committee shall
consider the Matters designated in'the'iDetition;-
'and except fUrther,that the Graduate Faculty-or to
President of the,College,,or both, may refer any
matter within the jurisdiction of the Committee
to the Committee:

- Section 4.. All actions, of tfie Committee shall be, i

repgrted tovthe Graduate Faculty: Each recommended
change in regulations shall be .submitted to the
Graduate Faculty which.will appi-ove, amend or
.reject each recOmmendedharige, at a regUlarly
scheduled meeting or at a special meeting called
upon notice of.two class days; and in the case of
matters requiring the appi-oval of the Board of
Trustees, to the president of the Collegewho shall'

r approve or reject each such action within ten clasS
days after. the Graduate Faculty has approved the
action and shall report his approval or rejection:.

sto the draduatq Faculty, at the next i1-,egularly"
scheduled meeting; ekcapt that the ComMittee,alone''
may approve changes in 500 level or higher course
numbers and de$.criptions after contultatio with
the Registrar of the Coilege,''and waive'dvree
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reciuirements4,in ektra7drdinary circumstances;
except further that whenever the College is not
in session the Committee alone may' take any action
ithin its jurisdiction; but wheneVer the Committee
.cts:a one, it shall` publish its action or actions
to the Graduate Faculty within five class days` of

Lion, or; if the College is not in Session,.
within five class daysof the resumption of classes.

ARTICLE V:- Amendments

The Graduate Faculty may,propose amendment to this
Charter at any regularly scheduled meeting! which shall be
valid when they hav been ratified by the Graduate Faculty

.

at the next regularly scheduled meeting.

ARTICLE VI- Implementation

This Charter .will become effective when'approved
by the Graduate Faculty at a regularly scheduled meeting;
except that those provisions which were stated or implied
when the Committee was. established by the Faculty in
September, 1965, shall be assumed to have been operative
since that date.
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APPENDIX K

TEACHER'S 'RETIREMENTSYSTEM

I. RETIREMENT BENEFITS

The retirement allowance consists,. of two parts:
namely, an annuity'and a pension. The annuity is
basically,a return of the faculty member's accumulated
contributions plus interest in monthly inStallmpnts for
life. The pension is the State's shareof the faculty.
member's retirement allowance and,is,based upon his
total service credit and factors fixed by statute as
applied to his average final compensation. Average final
compensation is- the average of the three highest years
of; salary.

The State guarantees that the faculty, member's
total maximum retirement allowance will equal 1/55 of
average final compensation for each year of creditable
service. A simple method for arriving at the approximate
maximdM'retireMenb alloWance without optional benefit is
as follows:

Years of creditable
x =Average final Maximdm Annual

service Compensation Allowance
55

Example:

-
A county teacher, a man with 39 years of creditable

service, retired at age 64, with an average final com-
pensation of $12,703. His annual retirement was calculated
as follpWs:

.

39

55
12,703 $9,007.58

This member would be.elilible\to receive a regular retire-
ment allowance of-$9,007.58. per annum (paidin twelve,
monthly installments for-the remainder of his life with
benefits ceasing at his death.) \



10

.

However, he could elect to receive a modified allow
ance Under one of four options which provide for continued
payment for the member-'s beneficiary after his death...
Information on these options may be-obtained from the
Personnel Office at the Colleges

In addition, the plan provides adjustments tq ,the
basic retirement allowance of a retiree or beneficiary
.predicated upon increases in the Consumer Price Index.

II. CONTRIBUTION OF .,FACULTY MEMBER :-3*"

As stated above, retirement benefits accrue both
from the contribution of the faCulty member and from
State participation. The faculty member contributes at
the rate of 5% of his salary per year and the_contribution
is deducted'from his salary over 20 pay periods per year.
*If the faculty member-terminates his service without
'Vetiring, his accumulated contributions, with 4% interest
earned, are refundable -to him.

a

III. VESTING'

The retirement plan provides for vesting of the member's
Share of the State's pension reserve, as well as his Own,

."%ccontributions and interest, after 5 years of creditable
service in Maryland, shbuld the faculty member 4.eave his
teaching position in Maryland. A deferred retirement
allowance, based on the vested credit will be paid.tothe
_ex-imember, beginning at age 60. This allowance would be
1/55 of average final compensation for each year of credit.

IV., DEATH BENEFIT

Should a member, who is not Pligibe to retire, die,
in active service, there is paid to his beheficiary, 4ar
to his estate, his accumulated contributiors, with interest,
and, if the member had had one or more years of creditable
service, there is paid, in addition,a lump sum equal to
his current.full year's salary.-

V. AGE CF RETIREMENT

a. The faculty metber,'uPon reaching the age of
70is subject to compulsory retirement, beginnilig
the first month following the month in which he

1,(3



b.

reaches" 70, except, that,with,approval-, he
may remain in service until the end of-the
school year.

A faculty member may retire with full benefits
after 30 years of service, *eiardleds of age
or at age 60 'or over regardless of the'number
of years of service. .

c. A faculty member may retire after twenty-five_
years of service, regardless of age, with an
actuarial penalty.

FOR MORE DETAILED INFORMATION ON THE RETIREMEI4T,PLAN AND
TAX-SHELTERED ANNUITIES, FACULTY MEMBERS SHOULD'CONTACT
THE PIRSONNEL OFFICER.
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APPENDIX N

BOARD OF TRUSTEES OF THE STATE COLLEGES.

PROCEDURES FOR PROCESSING SPEC;;AL GRANT PROJECTS

(N.B.:I,ri addition to these procedures, which
are prescribed by the Board of Trustees,
the College requires that all grant
proposals.be developed in consultation
with, and be submitted in behalf of the

` College by, the Vice President for
Development-and Public Relations.)

The procdures as indicated below hencefokth will
govern the processing of grants or funds received. by the
State Colleges to support college-conducted accivities
that are not a part of the approved Operating Budget.

A. Procedure to follow when the college
plans to request a grant or funds.for a
project or.activity which has academic program
iMplications (1. vinitiation of new programs1:-.
expansion of an exi ng prOgram, etc.)

1. The president of the college will submit
a.letter'to the Executive Director inform-
.ing him of the college's intent to aprily°

'for a grant or fur04s. The following
documentation wil °1 be included with the
letter

Nr

a. RdTerence to the specific govex,n7
Mental act or grantors policy.

,gov'erpking awarding of grants
grantlr's funds only

invOlved; matching State'funds
involved; or combination of the
above involved).

b. One copy of the proposal synopsis
which the college plans to subMit
to the grantor. '(The following'

L.

ry



minimal/informatior4-shoul&be
contained in the synopsis: purpose;
duration of grant; humber.of personnel
involved; facilities to be utilized;
other pertinent data as appropriate.)

c. One copy e proposed budget which
the colle0 p ans/to submit to the
grantor to support the prdject.

2. This_o.ffice will forward the proposal to
the.apkopriate.standing committee of
the Board. of Trustees. --

3. The College will be-notified of the
committee's decision and, if t.1.16
decision is favorable, the college
will then be authorized to proceed
with the formal application.

B. In numerous instances, the college may wish
to .request a grant or funds for a project or
activity which has no'academiC program
impliCations..4 In such instances, the procedures
as outlined in Section .A above do not apply
and the college will then be governed by the
procedUres.as.outlined in Section c below.

/

C. Procedure to follow prior to the college
receiving a grant or gift regardless of whether..
or not-the grant or gift is used to fund a.
project or activity falling under the purview
of Section A or of Section- B above:

1. The presi4nt of-the college will submit
a letter to the Executive Director
requesting the Governors approval to

Alfthe GON1rnor: must be obtained for'
ccept.the grant Or gift. (Approval

the College to accept any funds which
-have not been' appropriated in the
app.roved budget of the college..) The .

following dpeumentatiOn will be included
with the letter:

191
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.7)

2.

-a. Reference to, the sPecifis govern-
.ment&i act or grantors policy

.overning awarding of grants (i.e.,
grantori's funds only involved.; matcliint)
State funds involved; or doMbination
of the abov,d'involved).G

4 .

Five copies of the program as approved
by:the igrantor concerned.

Five: copies of the budget as approyed
by the grantor concerned.

d Fiv'e copies f.th letter frOm-the
'grantor in£Orming the gollegeeof
the grant/or gift:. k

Thisoffice will for4ward the request to
Gover`hOr for his approVal.. the

3. The c lege will be notitied76T-the
Gove ' o1r'S'decision . and,if the deoiSien,

` ii f verablt, the otl.legewill then:be .,
aut oritedto accept the grant or

.

gift.

4. Within onekvee
,/

k.of.the college having,
I

been notified that the Governor has,
approved the colYege's accepting thud

1 .

.,grant or gift,. the collegee"will.submit
a budget amendment amending, the gr'ant or-
gift.funds only, if.saidfunds are to. be
expended withiri.the',Operating Budget.
Mo budget' amendment is reqdired if ,the

..-grant or gift, funds :re nOtto be
expended *ithin.the Operating Budget. .

- ..
, 5 . Separate adcouting recor&..are to 'be ,

,established.fOr_edch..gri4\to'accoult for
expenditures authoriped 'by-the ,grani*
budget.' c

.,
.-

.

,.,.., - . . ,
,.

_
, , 4

D. 1".The criteria for determining whether the grant
-or gift funds'should be .deposited to a,Fedbral

4 .

Fund or to a,Special-FUnd account ,iS as .follows:
. _ . ....

/ .
,. .

.

Fr
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6h.

-1. The;contract :

.a

a. Ifc the contract --*-..--made directly
between the -college 'and -an:-.agency oft
the'Federal GoVernment, it is
Federal 'project and the funds
"received by the .college would be
deposited. to a Federal Fund account:

If the contract i made between
the college and per ns or an
agendy other than the eral
°6overnment, even though the,,agency
with whoryi the contract is made is
;using Federal money to support the
!contract dblrigationTr- the funds
(received by the college would be

v; deposited t a Special Fund:account z
(For example, in the event of, a
contract being signed between the
13altimore City Public SchoolS and a.,
State College for that college, to
cOnduct projct such ass "Head

Start", the funds allOcated by
I 'Bal'timore City would be considered

by the college as Special Funds even.
/. ',thou1 gh 'the City is using "Federal Funds
to support tie project.)

. The Check Sdurce:

a: If a check, made payable to the
Federalfor-a project, is drawn on the Federal

,,.k.coverrunent; it would be deposited to ,

Federal Fund account.

Checks not drawn on the Federal 'dm/ern-/
ment .would be. deposited to a Special
Fund account.
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APPENDIX 0 ,

Bulk Mail Permit

The College\has obtained a third=cltss bujk mailing
.4pgrmit. The,f011owing rules will apply to thp Mailing.-
of third-class ma 2.-by all faculty and'staff members.

1.

All third-class
under the provisions
be so,mailed, unless
Director of Business

. r
1

mail which qualifies to be mailed
of the bulk mailing permit Must..
an,;exceptionis 'granted by the
and Financial Affairs: .,

(1) There mUst,be.at least' 200 pieces in .1

each mailing which 4.Mai.j.edunder the
-Permit. The permit proVides for a.f r
cheaper cost per piece.

Each piece mdiled\under the permit:must%)be
third class, not first -class mail. Thiid7.

nclassemail 'is mail which °is .not' individually
addressed on the face of-the item,wh3ch is'
put in they envelope; .for .instance, it begins
Dear Cust9iier or Dear Aluiinus, etc. It

cannpt,beindilidually typewritten or hand-
wr.itten.

(3) Eadh.piece mist be zip coded.i.

(4) Pieces must be'give6 to' the mail room in
zip code order. If posSible., they should be
sortekby zip code according to rules
available from the mail clerk.

% -__

(5) Each piece may weigh up4to, but not including, 1

16 ounces.

,
6) Each mailing must pe accompanied by .a complete

-Post office Form 3602.-PC. These forms will be
completed by the 'mail:room. ;

194
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- ,''There are three ways that mail may be mailed
uncier-, this permit.: (1) The postage meter in the mail'
room may -be used art).- set at 1.8 per pieee,c (2) 'The

College ma,-y----p\urchase preoanceled envelopes .with

postage on ea.-1 or, 3) The College may use envelopes
;;with a mailing. perMit printed, on ,them but .no postage

printed on them'. ,If this third way is used the College

144,1 pay The posEage_ at the post a fices when the bulk
mailing 4_s brought' w

'

r
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'APPENDIX .?

QUALIFICATIONS TO REGISTER TO VOTE IN THE STAT OF MARYLAND

Z. General Qualifications

In order to register 'igenerally:for'a,ll elections
.

. .

inthe state of Maryland .you must befl.. (1) United'
States-citizen.(2) eighteen:Years_of-age.(3) a six- -.

' monthN resident of ,the state ,cif Maryland. There is:4-no
'residency requirement concerning county or legislative
'district'other than.a one-day period.

, N
II. Qualifications to voted _n the Presidential election

'only
cations

}

Even n-thoug you not 'meetthe qualifications
y

.

above ou May v td in the 'PreSiden'tial. election only
if you meet.the age and\citizenship requirApent 'and have
resided inthe ward or election district where you voter

,for.at'least thirty days prior to the date of. the
Presidential election. These special qualificationt for
the Presidentialyelection only.are Todndin the Mryland
Annotated Code, Article;33, Sectiop 28 -1., If you attempt.
to register and the registrars are not familiar with these
qualifications, you should cite section i871,

'III. Place of registration

, The Allegany County Election Bbard-is locatqd in
the Court House in Cumberland, Maryland. Their telephone

' number is 722-8450. They are Open from"8f30 a.m. to
4:00 p.n. In genera) you nust register 35 days prior .to'
an.election.

IV. 'Absentee voting_

Even if you do not meet the qualifications to register
for a l elections .n the state of Maryland or.the-lesser
qualifications'tovote in the'Presidential election only, you
.should' check o see whether yOu are qualified. to vote in the

- state from w ch,you came undel. an absentee voting procedure.

V. Colle e ssiSeance

Persons needing assistance qr in.formationocOnce,rning
,voter registration should ,contact the AssiStant to the
Presiaent.

196--

P-1

.


