DOCUMENT RESUME

ED 126 744 \ ‘ - HE 007 196
. TITLE . Earlham College Teachlng Faculty .Handbook. o
~ INSTITUTION Earlkam Coll., Richmond, fnd.. : =
PUB DATE 73 . y
" EDRS PRICE MF-$0.83 HC-$1.67 Plus Postage. . Lo .
DESCRIPTORS *Church Related Colleges; *College Faculty, ’
: - Governanck; *Higher Education; *Persannel Policy
IDENTIFIERS Earlham College; *Faculty Handbooks; Indiana _ g
ABSTRACT | |

Four sectlons constltute the 1973 faculty handbook
for Earlham College, Richmond, Indiana:  faculty rank,' tenure,
part-time appointments, retirement, early retirement and freedonm;
faculty compensation; faculty respon51b111t1es, includlng

- stgdent—faculty honcr code; and faculty organization. (JT) - p
X ' ' o A . S .

~4 . - '

¢

AR R AR A Aok Rk ook ook ok ko ool ok ook ook o ook ook s ko ook ok ok ok Aok
* Documents acqulred by ERIC include many informal unpublished = *
* materials not available from other sources. ERIC makes every effort *
* to obtain the best copy available. Neverthelegs, items of marginal *
* reproducibility are‘often encounterell and this affects the quality =*
* of the microfiche and hardcopy reproductions ERIC makes available *
* via the ERIC Document -Reproduction Service (EDRS). EDRS is not *
* responsible for the quality of the original document.

*
*

supplied by EDRS are the best that can be made frcm th
R L e T P T T LT

Reproduct ions' *,
original, *
ook ook ook ok ook ok ok

| : -
|
|




3 1
i-
-
[
.

o ) .
~ ) O
. L
. o, ‘

: ’
~
»
~
.
L R A

)
i
‘
|

ERIC -

R LARLHAtOOLLE('B TEACHING PACULTY

" HANDROOK .

.
- \ '
# & ‘o T :
- i 5 .
» . .
R S .
* ' . .
' ~
US DEPARTMENT of HEALTH.
. EDUCAYION!WELFARE
NATIONALINSTIT TE oF
‘ EDUCATIoN .
- THIS DOCUMENT pag BEEN REPRQ.
DUCED Exacriy a¢ RECEIVED FrOM
i THE PERSHN o) ORGANIZATION OR G, .
v ATING I 7 POINTS OF VIEw OR OPINIONS
) . STATED 0O NoY NECESSARI(y wepgpy.
SENT OFFiICia NATIONAL NSTIYUTE 0f
EDUCATION POSI TiON o POLICY
(5] .
-
. Coa e ! -t *
. BP™ RN
. N »
4 4
. 'T | N
“
LI L .
3 .
.
. 3 o 4
. i . 3
Richmond, Indiana 47374 o
. ) N
. ’ o
12 . o o )
&, . A}




PREFI\%CE

Most of the information useful to Earlham faculty mefbers about .
policies and procedures of college operation is communicated through .
the Faculty Newsletter, at faculty meetings, or at the annual faculty
‘retreat and orientation sessions. Moreover, Farlham 18 a dynamic
inatitution and is always striving to impxove its organization and
procedures to do a better job and to meet‘éﬁ}gping conditions; much
information thus becomes out of date- and useless quickly. However,
there are a u@?er of personnel policies sufficiently important

. and enduring that they need to be available for ready reference.

- The material in this Handbook has been limited to these items, wigh
the assumption that other useful and timely information will he

commpnicated in other ways. . S
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- By action of the Board of Trustees, "the Faculty' as a corporate body
consists of all teachers and administrators at the College. This Handbook
is concerned primarily with the teachinp faculty; in.some respects con-

*,ﬁdtiqns for librarians and for administrators diffet.

, €
’ . ) N . 6 f . .
A. Faculty -rank, tenure, part-time appointments and freedom (

r

L]

' RANK

Faculty ranks are the usual opes: Instructor, Assistant Professor,
Associate Professor, and Professor. Despite the distortion of the rank
-and promotion syster in American hipher education, a faculty member's
rank is meaningfyl to him and to others. ELarlham strives to use the
system equitably Vsithout making it artificial and ripid. Past and rresent
Earlhan faculty members wgll testify that faculty ranl sat Tarlham does
not result in castes or stratification and is not determinative in a
faculty rember's professional and social relationships. .

Changes 1in rank are recofimended to the Board of Trustees by the *
administration after consultation wvith the deportrment and department
chairmman and the FPaculty Affairs Committee. The most important factors
considered then evaluating faculty for promotion are teaching effective-
néss, professional competenge and erowth, and contributions to, the
Carlhar community and student bhody. '

‘
!

- Y4
* TENURE \

— _ (

Tenure at Earlham in its narrow technical sense is construed to mean
assured and continuous employment until the age of retirement without
termination except for cause as outlined below. .

Tenuge is a means to certain ends: specifically (1) freedom of
teaching and research and of extramural activities, and (2) a sufficient
depree of economic sécurity to make teachinp at Earlham attractive to
men- and women of abi‘lity and to liberate them in the Quaker sense for
their highest fulfillment. Freedom and economic security, hence tenure,
are indispensable to the success-of the iqetitution in fulfilling its
oblipations to its students and to society. - .

Tenure is not used aé a means of rewarding/h faculty merber in the
same sensc that promotion and salary are utilized. ‘'lormally a faculty
member will be consigdered for tenure during his:sixth year of full-time
teaching at the Collepe. For faculty who have been employéd in con-
junction with special projects or programs and who have not taupht full-
time, the tenure decision may be delayed ¥ntil after the sixth year of
teachine. )

%
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The teaching experience of faculty members who core: to Earlham from b
other institutions will be taken into account when determining yhen
they shall be coneidered for tenure. Facultyjsvho come to Earlham from
tenured positions at other institutions will usuaily be congidered for_
. .tenure after one full'year at Earlham. An understanding of the length
4. . of the probationary period will be worked:out and placed in writing at .
sthe time of negotiatiné the initial contract with faculty membetrs who
come to the College with teaching experience at other institutione of
higher educationm.

The decision to grant tenure is made by the Board of Trustees
upon recommendation of the administration of the College. The admin-
istration strives to‘ reach its recommendation by achieving-consepsus
with the departmeat involved, the Student Faculty Affairs Commi
and the Faculty Affairs Committee.
A ¢
Terfination of a teénured appointment or aiemiesal of a teacher
previous to the expiration of a term appointment will be considered by
the administration, Student Faculty Affairs Committee, the Faculty
Affairs Committee and the Board of Trusteed of the "ollepe.. Térmi-
nation of tenured appointments can be occasioned by physical disability
on the part of the teacher. Dismissal can be caused by moral turpitude
. or acddemic incompetence. In all cases where the facts are in dispute,.
the accused tkacher will have the right of a hearing and will be in-
formed before the hearing in writing of the charpes against $im and will,
1f he so desires, ¥fwe the opportunity to be heard in his cwn defense P
by all bodies that pass Judgment omn his cage. He will be permitted ‘
to have with him an adviser of lis own choosing wvho may act as his counsel.
There will be a full stenographic record of the hearing available to
the parties concerned. In the heaiing of charges of incompetence, the
festimony vwill include that of teachers and other scholars from Earlham
- and/or other institutions. ° .
\ . | I
Teachers with tenure whose appointments are terminated for cause may
receive their salaries in whole or in part for at least a year from the
date of notification of termination or diskasal whether or not they
are continued in their duties at Earlham College. The amount of salary,
if any, to be received from Earlham will be reduced by the amount of
income the individual receives from any new pbsition which he holds

during the year in question. - v
‘ .

~

PART-TIME APPOINTMENTS . .
~ .
In addition to full-time appointments to the faculty, there are
three types of part-time appointmente.

1., Regular part-time appointments. These persons uave duties and

qualifications similar to full-time appointees, and will, either etngi?

or in combination, fill regular faculty vacancies. Regular part-time

persons will be appointed with rank in the same way as full-time -
faculty; 1.e. Profegeor'(part-time); Associate Professor- (part-time); )

t
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Assistant Proféesor (part-time), and Inatructor {part- time) Their

duties will normally be-the same as those of full-time faculty (teaching,

.advising, compittee work); such duties will be prorated according to the R

fraction of the appointment (e.g. half-time). ‘They will go through the v
+ regular emplagment procedures and will be eligible for multiplé-year
contyracts. Professional qualifications and criteria for evaluating .
regd{ar part-time faculty will be the same as for full-time faculty. -
They w111 receive the same privileges and benefits as full-time faculty
. (tenure, eabbatical leave, funds for profﬁaeional travel, salary and
fringe benefits). Benefits will be pYrorated according to the fraction
of full-time worked. Persons whose appointmets ate for half-time or

_ -more will be considered for tenure no latgr than their tenth year of

teaching; 1f tenure is not granted in the tenth year, a year's notice

will be given, Part-time faculty whose appointments are for one-half

time or more will participate in the consensus process and will be s

eligible for FaCulty Affaire Committce and eligible to vote for members

of FAC : y
L

2. Part-time appointments, In some circumstances, for example in the
languages, it 1g difficult to predict course enrollrments from year to"
year or even term to term. Yet the need for a faculty member is a
recurring one even if it 1s not a continuing and certain one, and there -
are faculty members vho fill these needs over a period of several years.

As part-time appointees; sguch persong w111 be'considered as long-range

members of the faculty; while not being assured of a teaching position

in any given term or year, these faculty will hnve the assurance of

teadhiqg opportunities 1if course enrollrments indicate the need for

courses in their area. Such part-time appointees gin not eligible for .
tenure, or sabbatical leave, or for membership on FPaculty Affairs

Committee, or to vote for members of FAC. They are welcome to participate ')
in faculty meeting, and may serve on committees 1f they are interested

in doing ad, and 1f they are recommended by the Nominating Committee

and approved by the faculty. Part-time appointeces may apply to the

{ Academic Dean for funds“to attend profeseional meetings; funds will be

granted depending upon the amount of money available and the importance
of the meeting to the teaching of the faculty member. Part-time
appointees will bd considcred continuing members of the faculty, even
in a period wvhere {there 1s°no teaching and they have no formal contract,
until they resign lpr until they are dropped by the «dministration,
following consultalion with the ddbartment, St:udem; Faculty, Affa:lrs
Committee, and Facwity Affaira Committee.
3. Temporary part-time'appointmente. Special demands and.contingencies-
sometimes arise which necessitate last-minute- appointment of a part-time
faculty member. After teaching all or part of two successive years,
the temporary appointment' of such a person must-either be terminated or
changed to-a regular phrt-time appointment or part-time appointment.
Temporary part-time appointees will not be eligible for tenure, .
sabbatical leave, or other benefits. They are welcome to attend faculty
meetings; ordinarily they will not be aekgd to sorve on committees. .
7 \ . /
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v There 18 no assumption that regular part-time .faculty or part-time
faculty will pecessarily become full-time at somé pojint. However, such
faculty will be considered just like any other applicant for any full-
time position for which the appointee wishes to apply.

> ’

' RETIREMENT -
All members of the ad nietra&ion and teaching‘facuLﬁy shall reti%e
on July 1lst next following” attainmént of ape 65 except that‘by decisions

of the Boapd of Trustees the services of an individual may be extended
beyond this date on a year to year basis.
: A

EARLY RETIREMENT ’ _ i

Retirement before the age of 65 may be arranged by an§ faculty
member. By early retirement is meant the decrease of a faculty member's
teaching responsibilities to less than full-time or his full retirement
by ceasing to teach. Upon recommendation of the administration,
following consultation with the department involved and the Faculty
Affairs Committee, the Board of Trustees may commit the College to _
continue the faculty member's fringe benefits as if he’were tedchihg
full-time until the date when he would have normally retired,
Ordinarily the College will continue to pay for hospitalization and
major medical insurance for faculty members and their families, for

- group life insurance, and for TIAA-CREF at the level of the faculty
member's salary at the time”of early retirement. Also, the-faculty
mefiber's dgpendents will continue to be eligible for the tui&;on
benefit until the date of normal retirment.

L] L * ‘
ACADEMIC FREEDOM o )

Earlhaaltollege undertakes to provide in every way for a teacher's
freedom to investipate, teach, and publish the truth as he sees ic,
the ihly reservation being that his /achievement be workmanlike and
wvorthy of the College,
"
. - .

X In the‘claeerocm, Earlham encourfges teachers to feel full freedom
in the exposition of their course material. However, teachers are
morally bound not to dbuse their position by using the classroom as a
means of partisan indoctrination. Outside the classroom, in their
wriﬁing or public speaking, as free ature citizens, teachers are
encouraged to express their opinions with clarity and vipor. In
controversial areas where the general position of the College and its
constituency on a given issue may not be clear or wh2re it is different
from their own, teachers are expected to state specifically that

they are expressing their own personal opinions and ot those of the
College. '

8




B. Faculty Compensation

CONTRACTS

Each faculty member signs with the College an underetanding
concerning his aalary, title and duties for the coming year. Suggeeted
contracts for the coming year are ordinarily distributed in late
January or early February. The College expects them to be returned
no later than March lst. )

Initial faculty appointments ordinarily shall be for a two year

period unless the position is recognized by both sides as temporary.

Subsequent contracts for faculty may cover a two or three year period.
Facufty mémbers who are not being reappointed will be notified as '
early ds possible and no lgter than December 20. Faculty members
expecting to reaigp from the Earlham faculty at the end of the academic
year are asked, if at\ell possible, to notify the administration by
January 20th at the lateat. -

The contract corpensation figure includes the faculty member
taxable salary plua the amounts contributed for. four supplemental
benefits: 1) hospitalization and major medical insurance;, 2) retirement
(TIAA-CREF), 1f any; 3) disability ingurance, if any; .and 4) group life
ingurance. By structuring the paymént of compensation in this way,

faculty do not have to pay federal income tax on these benefits.

SALARY PAYMENTS

The College fiscal year begins July lat. Salaries are paid in twelve
equal monthly installments beginning as of July lst, unless othervise
specifié¢d. This means that faculty, including new faculty, recélve
two checks (at the end of July and August) before the beginning of the
academic year in September. A faculty member who resigns before the
beginning of tH® academic year after receiving a check in July or.
August, is expected to reimburse the College the amount he, hbs received
less any payrent, due him for work done in July and August. Any change
in ealary jbecomes effective as of July 1st, unless otherwise specified.
Checks are issued on the last day of each month. Customary procedure
18 to place them in one's fagulty box,-but arrangements can be made

- with the Accounting Offile to have checks mailed to faculty members

=7

absent from campus, or to deposit them in the bank directly. Deductions
include Federal Withholding tax, Indiang Gross-lIncome tax, and Social
Security tax, as well as a new County income tax. ¢

L D8 :
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SUPPLEMENTAL BENEFITS

Supplemané;I benefita include the following: y

1. TIAA-CREF. The College belongs to the Tedchers Insurance Annuit
Assaciation and the College Retirement Equities Fund. Ordinarily é
thirteen percerit of a person's compensation goes into a retirement

. fund. However, a policy-holder may contribute as little as 107 or as
much as 207. Persons vho join the faculty who are not members of
TIAA-CREF udually teach two years at Earlham before joining. Upon
first joining,- five percent of their compensation is contributed to
TIAA-CREF the first year and n percent ‘the second year. If the
faculty member vishes to contribute more than 107, the remaining
amount 1s added the third yeat. S~

2. Insurance. Faéulty participate in a major medical proup

- hospitalization and surgical insurance plan. A schedule of benefitw

is printed in the Newsletter once a year.

Faculty members participate in a disability insurance plan. In
case of disability, the faculty member will recejve one-half of-his
‘salary after six months until ‘the age of 65, at which time he will -
receive retirement income: Included in the disability protection is
the vaiver of premiums for TIAA~-CREF. The College vill pay the faculty
member's full salary for the six months until the d’sability income
bepins.

The College carrlies an accident insurance policy on all faculty.
The benefit is $100,000 in the event of death in an accident vhile
traveling on t llege business. . =

Faculty members participate 1n a yroup life insurance program,
the principal of vhich equals the ‘contract remuneration figure rounded
upward to the nearest thousand dollars. Faculty may purchase an

" additional equal amount of lifeainsurance at favorable rates.

Faculty members on leave from the College (except those on
gsabbatical leave) cannot participate in the disability and‘q§c1dent
ingurance programs. Sometimes it can be arranged for them to continue
the- major medical and hoaspitalization cbverape and the group life

~“ i{n8urance. '

- ‘¢

3. Scholarships for dependepts of faculty. Spouses of faculty may
‘take colrses. at the College tuition-free. The dependent children of
Earlham College faculty may receive scholarship_ ald under the following
conditions: p

a. 1h full tuition scholarship when attending Earlham College.

b. A cash gfant, vhen attending .another college, .equal to two-
thirds of its tuition of of Earlhem's tuition, whichever be
the less.

e

i0 R R
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c. If other scholarship aid 1s obtained, the Egrlham grant shall
be modified at the discretion of the Finan€ial Aid Committee;

d. The’faculty-member must be a full-time employee of the Co11ege.~

-

e. The children of temporary or viaiting faculty are not eligible,,

f. Dependent children of faculty on leave for not more than one
' year are eligible as above. - ™
. LA S
4. Leaves and Sabbaticals. "Tvo kinds of leaves for teaching faculty
are recagnized.

a. - ﬁﬁpatical leaves: for these, faculty members ara normally--

gible each seven years. To these the College contributes

some financial support from its normal academic/budget.- The
decision 1s made by the administration and the Board of

Trustees in consultation with the Faculty Affairs Cémittee.

b. Leaves of absence: to these the Collegg makes no financial
contribution from its repular bidget, i.e., funds must be
obtained from special funds available to the College, or from
outside sources available to the faculty member. Each such
leave 1s an ad hpc arrangement between the individual teacher
and the CollegQJP 5

Since continuity of teaching is important to the College,. it is
expected that the individual teacher will have engaged in full-time
teachigg for at leaat three yeara between any pair of leaves.

Assistant, Associate, and full Professors with full-time appoint-v
ments are.eligible to apply for a sabbatical leave after six teaching
years. Sabbatical leaves will normally be pranted vhere a worthwhile
program of study will include at least onec of the fdllowing: research,
creative vriting, private study, or travel related to professional
development. A person granted a sabbatical leave of onc term will'
quztinue to receive a normal salary, vhile a person on sabbatical
leave for three terps will be pald one-half the annual salary. Sdnce

a two-term sabbatical ave presents replacement difficblty, such a
" sabbatical 1s availab only under extraordinary circums\encea and

thr*ccial arrungementa. -
aculty tmembers who“ave been on aabbaticalﬁteave are obligated”
to teach”full-time at least one year followving the leave.

ilo more than ten percent - of the- faculty will be g?ﬁnted\leavea An

any one term. v

Y

A faculty mcmber otheruise eligible for sabbatical leave shall
not have more than onc_such leave in the last eipht years before

ratirenent age.
11 ; o
s " )

4 .' 7 4 : oo
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Professional members of the Library etaff are*eligible to apply .
for a sabbatical leave fgr three months ‘(including the annual month -
vacation) at full pay aftér every three ycars of service for purposes

, of study, writing or some other activity which will further professiondl,

.development. The application will be approved by the Librarian, the
Faculty Affairs Committee, and the College administration sbefore being
submitted to the Board for action.. There will bg no more than one.
Librarian on leave at one time. N [ . g)g .
) . ’ . r d
It is understood that 1o sadditional funds are to be expended for
personsel as a result of this policy. . ) . B

.t
’ -

5. Atteudance at Profeeaional ‘leetinps. Each faculty member 19 ‘
alloved a maxinum of $75.00 annudlly to attend national, state’ or
‘reglonal professionsal meetingl. Once annually the' College will pay

the full expenses of a faculty mémber to a professional meeting vwhen he
is a major officer in the- organization or when he 1s tq read a paper

on the program. Faculty should discues their trips with the Dean of
Academic Affairs prior to the trip; sometimes more funds .are available
to support attendance at professional meetinge. Forms for listing ,
expéhaee for all trips are available in the Accounting Office and are

to be approved by the Dean of Academic Affaire. /

-

-

.

6. _ Funds for Faculty Devel“pmen:. The Collepe has some funds for .o
faéﬁity dtvelopmen; research, deve10pment of new courses, as a .

supplement to sabbatical leave pay, etc. Also, var'ous College officials Ve
are glad to aseist faculty membgrs in securing funds from outside the.

. College -for such purposes. TFaculty should. discuss their needs and

desires for such support with the Dean of Academic Affairs.

7. Bookstore. TheCEerham Collepe Store gives faculty members
discounts from 10-25% depending upon the 1tem. Publisher refer that
faculty pembere urite them directly for deak coples of tex booka.

8. uousing,Aid Wew faculty mepbers are assisted by ;he ‘Business Qffice
in securing housinpg. Through the penerosity of Mrs. Lucy B. Gillett,
a lean fund has been cstablished to asdgist faculty members in ‘buying.
homes by ‘providing funds for a dovm paymeént at low interest rates.

uiries of the, availability of guch funds should be directed to the
Vice Prcsident for Business Affairs or the Dean of Academic Affairs.
Also, the College has a few rental’ propertics for ‘faculty use. Faculty
members who rent College houses or apartments may occupy them for two
years. If,.at the end of that time, the: housing is'needed for use by
other faculty members, it must be vacated° otheruise it mny be occupied
for longer than twvo ycars,

]
R VA

-9, Doan Award. The Ira Doan Diatinpuiahed Teacher Travel Awvgrd 18 an
onnual award of $3,000 vhich is made_to one faculty member to "travél
wheréver he desires or his money can take him." The funds are provided
by Mr. and ﬁrs, Leland I. Doah and Mrs. Wilson I. Doan in hondr of
nheir father, Dr. Ira Doan of the Class of 1877.

‘ 12
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10.. ‘Athletic Passes. Faculty members are given dards admitting them

~ and their families to Larlham athletic events. The cards are distributed
_ by the Phyeical ﬁducatiqﬁ Departmentxﬁt the beginning of the fall term,

| MOVING EXPENSES T . S ,1‘| ‘

+

i The College usually ‘pays the moving expéﬁsee of new faciilty, whose
~contracts are for longer than'one year. ﬁpch expenses are paid’
"according to the foflowing formula;. .

1) The Jollepe will not %hy packing or apnliance—servicing
.expenses; the cliarges if any, for these services wiil be BN ‘
billed to the faculty member. ’ .

2) The College will pay the costs of ineurance on the moving
. at a rate not to exceed $1.25 per pound maximum waluation
up to the maximum weight 1imits specified in item #3, Below.
(Insurance chagrges in‘-excess of these limits are to be paid
by the faculty member ) ‘

" 3) parlham will pay actual moving (transporting of pereonal

‘ "property) expenses within the United States, regardless of
distance, up to .the maximum weight ‘limits specified below.
b 23 nses for weights in excess of these limits will be’ paid
. by the faculty member. .

er in Facultv Familv . Maximum Weight Allowance

L - , . : ICH (
q /,////{ ' : , . . 4000 pounds

e - 5000 -
6000 "
+ 7000 "
8N00 "
. 9000 v
or more , 10000 "

B
aku AV WN =

. ExcepﬁiqLe to these provisionsg, if any, w%.l need to be'
.cleared in advance with the Dean of Academic Affairs.

, PAYMENT FOR SUPERVISION OF SUMMER INDEPENDENT STUDY
“ ".' . l
Supervision:of work for academic credit of individual students
. during the summer is-remunerated.at the rate of $150 per course, when
and only when the supervisor is ‘availsble for personal~consultation
by - the student at reasondble intervdls throughout the period of etudy-
.- to the extent of ten houre. There are two exceptions to this
o principle' ' : « /”
P . . »
1) If the supervision is otherwise reimbursed, througb .
National Science,Foundation or other funds, and/or if the
students pay, at a reduced rate of tuitionm, then the .
supervisor receives no extra etlpend. ' P

S 13 o
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" content, method of teaching, length and number of meetings per week,

- C.  Faculty Responsibilities . ' . ; .

"responsibilities and -to fulfill them on his own initf@tive in his own:

“to do so, consietent with fulfilling his tasks and meeting neceseary

‘and department chairmen, . s /

AEREN
t
N
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2) If the supervision includes mainly approvinz a prospectus, .  ° R
evaluating a thesis or other written report, and/or giving )
an.examination, 1.q., 1f the work is done away . from the
eupef\ieor and any contact is largely by correspondence,
then -an evaluation honorarium of $50 is paid the supervisor.

_ ; /
SCHEDULE' AND LOAD. o , o e ’

7

. Earlham agsunes that its faculty is composed of mature and
cpnscientious persons who fulfill their responsibilities without close
supervision and meticulous rules. The primary responsibility of each
faculty member is effective teaching, to the best his ability.
Each person is expected to gain a clear understanding of his particular ///)

creative manner. The faculty are free to organize their courses as to

and grading, according to their own best judgment consistent with the w?ﬂ
college's and the department's aims. Each faculty member knows best
how to manage his own time and organize his own schedule. He is free . i

deadlines. o R .

-

‘a1t 18 assumed that the services of‘every,regular faculty member
include teaching, advising, and committee work. Arrangements for
gignificant blocks of time to do research during the academic year *
should be worked out with the administration and department. A normal -
teaching load far an academic year is seven and/or between 100-200
student course enrollments for the year, plus advising and committee
work. Qualifications of this norm for laboratory courses, independent . .
studies, tutorials, administrative responsibilities, research, and . e
other spectal circumstances will be worked out with the administrative

LENGTH OF CONTRACT

4 .
Unless otherwise specified, a faculty member's anntial contract
is for the academic year. Faculty members are requested to inform the -
Deap of Acegemic Affairs about their epecial eumﬁer activities. :3
) L

PERSONAL CONDUCT )

The College does not wish to have set rules governing personal
conduct. It is assumed that faculty will conduct themselves as
mature and responsible human beings. . .

7
. 4
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/ HONOR CODE . ' ) N

q

The Honor Code adopted by Earlham studente and faculty is as
followe~ o / o ‘ . wst
) »

Sgandafdg of BeBavior 5 . .
;;king examinatf%ns' T :

: a; No student shall give or receive aid. (Outside materials
_ shald not be used in an exam-unless specified by the
instructor.) : i ' *
S . . . v
b. There shall be no proctors.:- (Although a faculty member
may find.it convenient to remain in the rocm, he may not
‘act as official proctor.)

P

Preparation of papers:

Plaglarism:  a, student ehafl Rot use the worde, writing, ideas or .
works of another without giving due credit in the form of quotatiom
marks and footnotes. : ‘

\

Outside Assignments afid Lab Reports:

-

Students are expected- to do individual work except when otherwise
specified by the inmstructor of each particular course. (At the
* beginning of eéEh term, each instructor is expected to stateé his
individual or departmental policy cdncerning outside aseignmente.
Students are expected to understand these policies, )
) P
The preceding shall be known as the Academic Honor Code. In: 4
this discussion the .standards of conduct have been eeparated from -
the procedure for their enforcement.

Responsibilities of Students and Inst-uctors

Résponsibility of Students: -
\ . .

a. Any student who has violated the Academic Honor Code shall

report himself immedigtely to a member of Senate Executive Committee.

" (The Senate Executive Committee, SE.C., is composed of the six

officere)of Senate, the highest student governing body at Earlhe? ‘ 9

b. Any student who discovers a possible violation of the

- Academic Honor Code shall immediately'counsel with the alleged
offender. 1If it appears that an offense may have occurred, he shall )
remind the alleged offender of his commitment to honar and urge him .
to report his offense to ‘a hember of Senate Executive Committee.
(The preamble states that students have a responsibility for trying
to insure honor and integrity in others' as well as in themselves.
Part of this responsibility entails not placing oneself in the .
pog%tion of being euepected of academic _dishonesty.)

15 o | -
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The purpose of student counseling is:
1, ‘to clarify whethet academic.dishoneSty has -occurred. |

3 ,
2. to remind the student. of his commitment to honog, if
academic disheonesty has occurred.

.o c. In case the alleged offender does not report ﬁiaf%ffenee
within the ensuing twenty-four hours, the student who discovered the.-

alleged violation shall immediately report it to a member of Senate
Executive Committee. - .

Responsibility of Instructors: Co 7
. o
/ ¢ a. An instructor who is reaeonably satisfied that a violation

of the Academic Honor Code has occurred:

- 1. i obligated to reportr the alleged offense to a member
,;of the Senate Executive Committee:

’

Article III, Section I. ) R
3. shall take no disciplinary action except as specified
under Article III. ,
‘ - '
(Since this 1s a code of honor between the students, it 1s A
intended that an inetructor ehall not be involved in judiciary

, action.) '
# ) ®

r

_ Responsibt¥iities og,Senate Executive Committee:

The Senate Executive Committee shall have the judicial power to
investigate alleged violations to determine whether or not academic
.dishonesty has taken place and to apply sanctions prescribed in
Article III if a breach of henor has occurred.

8

~ First Offense

When Senate Executive Comnittee determinee a breach of academic
honor, the Senate Executive Committee shall counsel with the alleged
offender ta remind him of his commitment to academic honor and to
explain more thoroughly thie provisions of the Academic Honor Code,

- . Senate Executive Committee ‘shall inform the inetructor involved
of the nature of the offense. The instructor shall, in consultation,
with the studert, determine whether an "F" will be given for the unit

- or whether the work shall be redone.

~

A

2, ehall cpneult with a first offender according to kﬁfﬁ

4
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Second Offense

When a second offense is determined the Senate Executive .
v Committee is charged with further counseling The offender shall
* ‘receive an "F" for the course and may be eus/ended from the College
for a period of one term to one year. .

K ‘ . Third Offense’

A third vinf;tion of the Acadepmic Hpnor Code demonstrates the
offender's unfitness ‘for membership in the College community. He is
therefore immediately euepended for a period from one term to one
year.

Any further violation of the Academic Honor Code fol%lowing a . °~
guspension and readmittance shall result in expnleion. (The emphasis
of this Academic Homor Code is not on punigshment but on counseling
and reminding students of their commitment to honor in all phases of
their lives. At times it is necessary to remind a fellow students of
his two-fold responsibiliity -- to self and others -~ in the College
S . community. For this reason, it is very necessary and honorable to

counsel with an alleged offender and if necessary, report a breach of
\ honor to Senate Executive Committee.)

The Senate-appointed Honor Committee, composed of students,.serves
as a permanent committee responsible for the maintenance of the Academic
Honor Code and for its understanding by students, feculty and
administration.

-~
. ) d .
}b ' A student applying to’ Earlham College shall be informed,fﬁat, if
accepted, he will be committed to uphold the Academic Honor Code.

' MISCELLANEOUS

| College Calendar

' . . .

. The official College calen ar s kept in the office of the Director
of Runyah~Center. To avoid ¢ Lcts of scheduling, faculty must enter
events and reserve rooms on th lendar. Forms for this purpose are
available in Runyan Center, and they should be filled out 36 hours

. before_an event, 1f at all possible.

A Annnal, Monthly, and Weekly Calendars of campus events are
digtributed for the convenience of the College community. The campus
newspaper, the Earlham Post, published weekly during the school year,
also contains information about campus events. The President's Qffice
distributes the Faculty Newsletter weekly on Thursdays, containing
news items and informgtion for the faculty and staff. Faculty are
expected to include all items of information they wish to communicate
to the community in this Newsletter, rather than individually dis-

buting periodic announcements on their own. Such use bf the News-

etter will decrease the clutter of general memos and announcements.
COpy for the Newsletter shonld be given to the President's Office by
noon on Wednesdays.

o SR | o | s
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, -In case of necessary absence from the campus while the College
is in eeeeion, faculty should make whatever,arrangemente are necessary
for fulfillment of their tasks while away, and are asked to notify X
the office of the Dean of Academic Affairs how long they will be S .
away and where they may be reached. . L \

The.faculty are also asked to inform the office of the Dean of
Academic Affairs when a scholarly work is published or when they are
invited to read a paper or make an address at a professional meeting.
Such information should be communicated to the entire faculty via the
Faculty Newslecter.

The Collegerhas ample parking space for all cars convenient to
the campus buildings. Faculty are expected to register their cars
in the Maintenance Office and place a stickdr o*the inside of the
windshield of thelr cars. There is no fee for this registration.

- .

Ty

D.  Faculty Organization ' *

FACULTY MEETINGS _ E .o

. Meetings of the entire Earlham faculty are usually held every two
weeks and on call. Meetings are of two kinds: business meetings for
the tranmsaction of- business, and seminar meetings for the discussion
of appropriate topics.

A list of echeduled meetings 19 circulated at the beginning of
. each term. Faculty&attendance and participation are expected.

s

QUAKER PROCEDURE e

*,

Faculty meetings are conducted by Quaker business procedure

- rather than according to parliamentary rules. Rather than voting on
motions, the faculty as a whole searches for a 'sense of the meeting"
with the guldance of the presiding officer, the Clerk of the Faculty.
The Recording Clerk miputes the discussion and proposals which have
been- approved. Both the Presiding Clerk and the Recording Clerk are
chosen by the faculty. Meetings usually begin and end with a few
minutes of silence and meditation.

»

b

DIVISIONS AND DEPARTMENTS 4

The various academic departments of the College are organized
into three divisions and the Department of Physical Education:
Humanities, Natural Sclences, and Social Sciences Divisions. Members
of each division select their convenor and schedule their activities A
and meetings. . }

— 18




n

- -15-

a

Department -chairmen are chosen by the administrition in consulta-
tion with members of the department and the Faculty Affairs Committee.
Chairmanship appointments are ordinarily for thrée year terms.

.
A}

COMMITTEES
N .
A 1list of conmittees an their current members 1is dgstributed
annually to all faculty members. .

(Y

w
< .
- .

Pres. Office
8/73
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