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- Uniyersity System. L s

POLICIESYAND FISCAL REGULATIONS *

. /
\1
INTRODUCTION

The life and work of the University is under th; control and d1rechon
of the Board of Regents. 'The Board is responS1ble for general pol%c;y, subject
only to.the, laws of Texas governing.higher-education heretofore afi.hereafter
passed by the Leg-lslature and to the Qoordmatlng Board, Texas Gollege an’d

.

This document 1s an effort to 11st and clarify p011c1es In th@&ar»ous
areas of Umversny life for the informatibn of anyone concerned bﬁ%ﬁ‘espemally
for the administration, faculty and students of the Um\fer‘sny Forﬁburposes

‘of erder and ease of referenoe, the followmg divisions of policies have been

d

Pl

made: General Personnel, Umversuy Affairs, Academic Affairs, Student Affairs
and Business Affairs. ¢ i

) ‘vv ‘ -

Every employee shouid becpme' familiar with the co&rplete .manual. Revi-
sions will be issued periodically as need demands. As policy changes are « -
annoenced, each employee should keep his manual up-to-date. Suggestions
for the improvement of University relationships are always most welcome\‘

GENERAL UNIVERSITY POLICIES

Umversity states that 1t s¥rall be the Yesponsibility of the Unrversity to’
".... teach the libéral arts and sciences of the first class" with such profei-
sional programs as necessary "g, .. In the preparation of its youth for the
varied interests and industries in the section 1n which Mldwestern Umverilty '

. R : R
Senate Brlk No. 6 o@the S6th lﬁglslature, creating Midweslern

1S located. e o
-‘ .

1

The foreyging has led to the followmg statement oL_phllosophy and
ochche ~ e . A

PIQLOSOPHY‘ :

The Board of Regents, faculty and staff believe:

-

: That tl;me Unwversity 1s for.the student and that, 1n as far us possible,
edla{.lonal dpportunity shall be provided for all eligible students who can
profit thereby, advoca* ing gonsistently the pursuit of excellence, expecting '

.

of each individual the fullest development of his abilities .

-
~

That the University has a responsibility for provi.c.hnq mntellectual
leadershlptto its students and within 1ts com ity of influence, encouraying
1ntejectual development through access to the accumulated recordV\ human’
expefience, unrestricted qéiestioninyg of old ideas and responsible inquiry into.
the 'validity and\lsu;mflcancc of new 1deas. ' ’ - ‘

- : : @ .
That thé integrity of teaching, research,and learning shall be mdxnéned.

‘."6%

-1-
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- \ .'That the University has a responsrbrhty for the total persoﬁ therefgﬁre - -
its educatronal program should consist of a broad curriculum ofo arts and sclénces

‘ ¥0 enable each student to understand himself as a social, intellectual, physrcal

’ - and spiritual being, and adequate professional edutation for each student to .
achreve competence in his chosen freld. ) o ‘

~ R . L
» . “ R

< SCOPE OF ACTIVITY )
_ In. order to provide a program thhln the framedork of the philosophy
stated, all functlons will be 1ntegrated into the followrng areas: Instruction’
and Research, Student Affairs, University Affairg and Business Affairs. . z
B o OBJECTIVES "
To accompilish the purposes implied by its phrlosophy Mrdwestern
University accepts the following responsrbrlrtres and objectlves -

v

* ~, To make its opportunities available’ to those who are phgiblek for admis-
sion through completron of se.condary education or .an equrvalent preparation,
and who are wrllrng to accept the drscrplrne demanded by excellence.

N - . ~
-

To provide a program of the hrghest possrble academrwc excellence ) .
which from & basis of knowledge fosters a psocess of decision- making based
) ‘ on logrcal hablts of inquiry, analysrs and evaluation, and competence in
. communrcatrng to others the results of .such efforts(
~ \ .
To prouide both at undergraduate and graduate levels the opportunity ‘ _
for such s,pecralrzation as will prepare the graduate eithér for immediate
employment, or for advanced study, and to exhibit and implant an awareness
of man's inability to ever complete the process of education.
.o
. To provide for the needs of the superior student and to 1nst111 in him

therr‘eahzatron of hrs greater responSLbihty to society.

.0
.

To plan and conduct the University‘s program of student services and
guidance in terms of each student as a person with 1nd1vrdua1 needs, abilities
and. potentlalrhks , > : ' .

.Y _

., - _ o ) (‘ .

. . .
A} .
A . , .
. .
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To .prowde the msplratlon and means, both to gr* duates and to-the

v of formal educatlon
' \\,, To provide, through the attitudes, actions and progrgims of Lhe University, )
«.an example ‘of adherence to the broadest democratic, ethical and academic ideals
to the end that thd individual may develop tl}, wisdoffr and dedlcatlon requlslte
. to assuming a role of leadershlp m a free soc1ety .
_ To provide in graduates the kind of mformed . thoughtfuliand <.'onstruct1v‘e
persons who }\now hows to think, torevaluate 1ssues to distinguish truth froj
error and who possess an appreciagion of the cultural and aesthctlc values of life.
[ 4 Ny
) To conduct a continuous study and-evaluation of the University's phllosophy
-0 and objectives uforder to iRsure their validity in a4 changmg culture and to endeavor )
at all tlmes to achieve consistency of actual practice with lhcm ' Lo
X t v < * .
. . ° BASIC POLICIES OF THE UNIVERSITY
R » * t \ ’
As'general guides 1n the-achievement of our objectives, the following. ~
overall pohmex:have been established: ° o -
. N ern shall operate in the public mteresh seokmq to’serve no
private person dr private segment of the publlc to the dlsadvanLago of "either the
whote or any sé& ment thereof. .
L AN : ~

, L\Qualxty‘shall ha>(3 precedence dver all other considerations.

. . o . - - !
. The Unuversity shall always act with integrity.

~ *The Uan()I'bl[ ohd“ strive for justice an‘d equity 1n all 1ts'.dcahnqs and
relptlonshlps ) ’ ~ . .

-

The UnivorBy shall be sdedicated to a policy of academic freedom.

.The Umversn/y(ﬂall support the law regarding discrimination against
persons because of Tace, rehigion, color or national origin which reads as f\OllOWS:
- . *

No officer or employee of the state or of a political subdivision ot the .
state, when acting or purpt)rtmw do act in his official capacity, may:s
AR

-
refuse to employ a person because of the person's race,

relvgien, color, or national prigin; -
. : | o i .
/ . hse hdl(j(‘ a4 person from employment because of thu poerson's
race clition, cqlor, or hationals rorigin;
ﬂmfu:;(: to ssue a hicense, permt, gr certibicate ta a-person
Hecausoe ot the person's race, religion, color, or natiohal onging
>

revoke or suspend the licensoe, permit or cortificate of a
pm:&on because of the person's race, religion, color, or




r

national origin;

.

refuse to permit a person tp use facilities open to the public
and owned, operated or managed by or on behalf of the state
or a political subdivision of the state‘ bedause of the person 's | ‘ '
race, religion, color or national, origin, ’ ' S
refuse to permit a person to participate in a program owned,
operated or managed by or on behalf of the state or a political

. subdiViSion of the state, because of the person s race, religio\n
color, or national origin; .

v

-

3

l
, . | . i
. refuse to grant a benefit to, or impose an unreasonahle burden ‘
upon, a persor because of the person's race, religion, ‘color,
or national origin; ' . ‘

refuse to let a bid to a person because, of the person's rade,
religion, cofor, or national origi,n.‘ oo

The provisions of this’ Section do not apply to a public school offiCial
who is acting under a- plaq reasonably de’s1gned to end discrimiriatory '

school practices. . . :
P , . ,‘v,‘ /

€
- 3

/

It shall be the irrevocable polioy of this University to support. loyally
the spirit and Processes of constitutional govennment in this United States of
America and the s{eCurity of this nation. . )

General University policies related to specific situations are as follows:.

- a . ‘

-

That it be the policy of Midwestern University to recognize alumni,
former .students and other friends of the Univeggity who have. distinguished them-
selves and ‘thereby brought honor ,to the UniverSity and credit to themselves .

-~

\ That an organizatio‘n, institution or foundation may be ajso so recognized.
J ’ : 3 A
~%- That the forms of recognltion be two: (1) a Distinguished Service Award
_ar% (2) a Distinguished Ach/eVement Award. . * :




A These speCkal recogmtrons shall noL be confused.with the conferrlng
of'honorary degrees ' ) o

N - . . L4
. ’ b ’ - ‘ - ) . . - '.‘ ,.'.
. . ‘ Distinguished Service Award

‘Those considered for this award may be alumni, former students and

" . other friends of the UmverS1ty and 1/ess frequently an. or‘gﬁnlzatron institution

or foundatlon : o , »-

a o Outstandlng service in a comblnatlon of two or more of the following

' ~areas or an especially. d1st1ngu1shed and significant record in one area of
service, shall be the basis for nomination; (1) Outstanding sérvice and )
dedication to the University sustained over A long period of years; (2 evi-

- _dence that the nominee has added to the prestige of the Unrversrty Because .
of-honors achieved through service to community, s‘tate or natron (3) the
recipient should have denmmonstrated leadership in his particular field threugh |
progress and Success in'his professmn or bustness and through recogmtron by
his colleagues and competrtors (4) although not @ necessary qualrflcatlon
impres€ive creativity in artistic, hterary or scholarly fields would enhance

) qualifications of a nominated person; and (5) hrgh moral and ethical standards

’ In persdnal and public life. should be characteristic of tl;le nom1nee.
. \ \ . '. X
For alumnr and former students approxrmately ten years should have
elapsed after graduatron before nor‘mnatron

/
! .
v Persons or organrzatrons 1nst1tutrons and foundatrons may, be nor}nnated
" . by an alumnus, former student or.other friend of the University. ’
" A SeleCtron Committee of Regents shall be appointed - by the Charrman of
the Board of Regonts and may include representatives from the alumni, fornfer \

students, faculty,‘ students and citizens. of chhlta Falls and surroundrng area.

’ - R

-

This committee shall make recommendation to the Board of Regents for
L final action of persons and perhaps orgamzatrons institutions or foundatrons
'sélected from the list of nominees. ahould no nominee in Cl[hC‘I’ or both cate-
gorres qualify 1n the minds of the commrttee the award may be passed owver in
any one year. . ' = ’
The persons and/or organizations, 1nst1tutLons or foundatrons selncted -
shall be rpresented‘ with.a written citation and awarded a suitably vngravod 1
plaque at ‘the annual commencement .

P) < - . “ / 4
* The name of each 5)i$t1nguished sService awardee shall be engraved on ]
a plateyto he ad(led{ to an. approprlatoiy engraved dpermanent pluqué which shall -
) ' hang in the main foyer of the Administratzon Building or at such other Place as

may be selected by the admirustration of the University., -
- - . Distinguished Achievemeng Awart .

e .. v “ ' = -

‘ . The vqu]atlons qovormnq the Drstrnqurshed Achievement Award shall be

the same as tor;the Distinguished Service Award except for the crteria for nomina-
tion, .and that organizations, institutions-and foundations ag¢ not Lo be considered.

:l‘ ‘ . /. \_5_ 10 | L
ERIC - R
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Whereas the purpose of the Dlstmgwsne‘rvice Award is to‘ghow -
appreciation for outstanqu and* noteworthy activity which is beneficial to
the University and community, state or nation, the purpose of the Distinguished
L Achievement Award is recognition of outstanding and: notew rthy creative activity
in a chosen field.- It may be literature, research; a profesgion such as law, .

medicine., teaching or engmeermg or 1n invention or any field irr whlch the S
person has concentrated as his chosen area of study and contribution.
b " ., R ) ' .
} The recipient should be a person of high reputation, to whom the =
\ presentmg of an award would brmg prestige to the Umve‘rs.lty e : *
- . ‘_/ . ‘/ ' -

' Nammg Bulldings . , . .
LA h T . L &
Merltorleus service to the Umversﬂy through an extraordmanly long
period of years of sérvice or extraordmary merit for a shortér’time shall be
L . the basis for na g a building for a person. At least five years shall have .
elapsed following "his death b@re such recognition is .made. No. . | .

) .

/
glft providing for at least one- half of the cost of a butlding and equip-

ment may be a sufficient basis for nammg 1t after a person,\,;hvmg or deceqsed
. . . ) -~ .
Classrbm or,other academic buildings shall include the name. of the
field or department housed thergin. This name may be preceded by that of a

person as determined in (1) or (2) above. Example: Hall of
-Scrence or | 3¢ience Hall. : . \}
, ‘ o ¢
. -~ Exceptions fo any of the preceding ptovisions shall be made only by .
unanimous consent of all members of the Board of. Regents - > e,
i ‘ ‘ S U o ' s i
. i ) “n . ] )
- b ’ S N et |
& » i : Y
X
e
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B S
GENERAL PERSONNEL POLICIES

-y’ .
. The fol~lowmg ire pola»cmsnot lncluded undor flS(dl reguldtlons but
wh1ch aré related to personnel and their relatlonshlp to the Umver51ty
4 ) .
’ SECTION 1. ADMISSION TO UNIVERSITY EVENTS S,
- - ‘i ' I'. - . .
g Each member- of the full-time staff 1s entitled to @/v?o admissions 1o

- University events uponpresentation of 1.D. card {(not ¢nc luded pre’ eveths .

sponsored by campus organizations). Where reserved seats are-involved ~ « -

(season ticket or one.perfogmance), these must be secured {rom the proper
“source gratis or for whatever fee 1s charged. In order’to avoid, embarrassment,
holders of 1.D! cards should check ahead of time with the Office aof the Vicer
President for Student Affairs concermng the validity of such cards for special
attractions. The second individual admitted on the 1.D. cdrd must be present

* for admission with the holder. Children.of staff members, 1if _u‘nde[ 12 years )
of age, may be admitted free; how&ver, in the case of reserved seats, each
individual must have a seat. All staff members are encouraged to.attend

. UmverSLty-VNlde events, Retired pérsonnel receive a permartent I.D. card -

which entitles them to fall Umve1’51ty privileges. -
/ *

o

'SECTION 2 POLICIES RELATING TO : -
. " AUDITORIUM, CENTER, ARENA THEATER, .ot
~ "~ CENTER DIRECTOR, AND: *" - © = ' -
‘ . PHYSICAL EDUCATION BUILDING

The use of the. Audltonumr Center and Arena Theater is limited to cam-
pus ‘and State-sponsqred act1v1t1es and to programs dlrvclly related Lo th(»
educatlonal and cultural programs of this Umvvrmty o .

‘ ) T .

1.7 General Programs In programs V\/hlch,r(\qulw no sconoby or props .
other than the gyenerakdrapes, lighting, piano and roestrum, the
custodian will set up},\f'pe'r_ate and rdst‘oru orgder. ‘

t 3

"2. Productions: In plays bq.nd and ‘¢t Wi cone mts (jlum.sho’ws,

etc., wnvolving sets, props and S[gqlﬁ_{] othér than that specified

for small general programs abové, the prc-luction lirectors will be _
responsible for L}Sé provision awl operdtion and for co n;)lcle
restoraxy¥n to pioper,order at the close of the show and its rehearg-

als e of large productions, 43 hours may be allowed for-
complete clean-up . (Applies 1o produgtins closing o weekends, -
1.e., -Saturday and Sunday dare not exeppt.) ) \
- T - - e
Q L

All programs and allied rehearsals must be schedulel at least 48 hours
in advance. '

. . b} -

' L4 . ~
MaJor productions have prlmc use uf r.u At Jntmmu twofwee A pnor to
obﬁimng mqht Production reheaesals may be booked s wi ek prior to oprsmnq
night. However such productlon rvhvarsals muf! yn( ld lu Lhu‘boohnq b1 other -
. L S—— ., o

o - ~ . - _7: 14’ . ~ .7
‘ . . R B N -
. . ) o

- ~ .
. hd \

s




Lo programs and their allled rehearsals up to the t.1me when the productron as-
: sumes the two weeks' prlorlty (Not applic ‘ble to the- Aren“gI‘heater )
The Arena Theater will not be rented except in exceptional circum-
stances and only then. after clearance with the Department of Speech and
Drama. A - . o . Y )

v -

A A After all general type .programs and rehegrsals, 'the ent1re sta e area,
1ncludmg the backsta@e andgNlngs, must be restored to prOper order. v

At the! termlnatlon of all classes,’ productLons and rehearsa‘ls the
teacher or director in charge ‘is responsrble for. restoratlon to proper rder as -

R

2
el

'9’. 4

s '

R .} outllned 1n the lmmedlately precedlng item. Qo -
. - / . ﬂ . N N N ! .

LS | ( e

» In booklng the fac111t1es listed hereln proper allowances of)-tlme
. . = ~must'be reserved for the regul/ar.ly scheduled operatlon of custodlal and -

'\"4_' N malntenance ser\(lces .« Lo | - 9, ‘ ‘
i SR -'The duties' of the"Ce"nter Dlrector shall bg th‘e'foIloWing: .
) >~ N 1. Respons1ble ffbl; the booking of all events taklng place in the
A Audltorrum Cen'ter and Arena Theater. {All programs.and
& rehearsals ) - ' oo
5 _ s 2. FaC1lltles 'wlll not be ré“serVed‘for Student-"functions 'untj.Jkthe
KT .~ . function 1s:appromed m/*the Offlce of the Dean of Students
R A r"’ﬁ‘“ .
B *55? 3. Responsrble for setting up, the functlomng of and d1smantlmg
PR T of pl.’ocjrams.'%t‘s .~ . SR : ?
» . o ,4. Coordmatlng the dut1es of the aud1tor1um custodlan with the
\ Custodral Su,pervrsor._ o .
* I V’ . - . . .
- : 5. Maintaining a stage door bul >tin board upon which shall be g
. ' - posted a weekly adyanced talendar of auditorium events, in-
] L.t cluding all scheduléd programs', rehearsals and claSSes. .

The burldlng use poltcy for the Physrcal Education Burldrng shall be 2

as follows: .
)




-

- -, -+ . General Polioy S .
& i ;{L_ % L )

Sche‘duhng of classes athletrc contests rntramural actlvrtres and all
spec‘fal functro’ms of the Physical Education Building shall be the responsrbrlrty
of ‘the Chalrman of the: PhyS1ca1 Education ]E)Zpartment All approved activitfies
W111 Jae Supervrsed by the authorized Unrversrty personnel k/

»

The Phy51ca1 Educatlon Building and facrhtres are available only to’

"(Dlscretron should be used in the qumbeY of guests. this. privileg is 'abuse_d,

conduct of the guests is thé host's resporsibility.). This use wrll be controlled

. by check‘rng students I. D cards and through reglstratlon by faculty, staff and
guests : S

. . ‘ : oty

AN .~

Explanation '

@
IESNEEN

" The coliseum portion of the. building contains 14 offices, 4 classrooms,
1 dance room, 1 weight-training room, 2 research laboratories and a playing
surface which is .designed to be used for badminton. and volleyball as well as

" basketball. classes. Because of the bulldrng des1gn any activity scheﬁ\&ed in
the coliseum could drsrupt 7 classes each hour, o\

' -t

“

o

Applyrng for Burldrng Use

. Written applrcatrons requestrng the us@ of any part of the Physrcal :
Education Building must be subm1tted to the Chairman of the Physical Education
Department 30 da,ys prlor to the 1ntended use da{té Request‘s must include:

’ ~

1. Organlzatron person responsrble presrdent and faculty- staff 5
advisor, addresses and. telephone numbers -

’

2. Nature'of the actiyity . ' . .

- - v , ¥

.
- Pt}

3. Number of 'sp'ectators anticipated ’

4. Seating req‘uiremen,ts

, - 5. Public address éystem' requirements - _
_ . . )
6. Lighting requiréments =~ . : , “ '
- . . ) - - % . .
7. Provisjons for mass media (radio, television, newspaper) .

- The Charrman of the Physical Educatron Department w111 submrt l[equests
to the Administrative Council for their action and when approved schedule the
achivity on the Untversity Master Calendar. He will then maké the necessary

angements with the Busrness OffNe, Building Malntenance and Concessronarre
\r. S .

3

a . Departrnent Policies Scheduling‘

T8

0 ' - . . - ) I )
The Department Chairman will maintain,a master sched#le complete with
all regularly scheduled activities. The intramural department will’assume the

o R & I

Mldwester.n University st‘udents faculty, staff and immediate famid s or guests.

the privilege may be abohshed Guests must be accompanred by thelr host’ and

-
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~

".'-responsibility for scheduling activities during all time periOds not regAularly

Co + -5cheddled by the Department Chairman. Individuals, groups, or intramural . .
- managers shou,ld apply at the intramural office for recreation and team practice
’ o times. . ‘- ‘ * : ‘
[} i v ) " ) . » . L K ) . . ‘ .
, /‘ Y " Student and Feculty Use of the Natatorium ' T ' ‘ ‘

Swimming periods are ailailable- for student and faculty use gn schedules
to bé published periodically in the University Bulletin. ? :

. o ’ J Children under the age- of 16 must be accompanied by a parent. A life- . e
guard will be on duty during student and faculty swimming periods. Before |, St |
swimming-all students must present their I.D. cards while all other partici- ' |
_Pants will register at the pool. ‘ :

f l
, D’ NS, S % . |

. . ' ressmg facilities ¥or family members are/Qvailable but permanent
lockers are not available. Faculty members may obtain a permanent locker' by
contacting the PhySical -Education Department Chairman. A lock will need to

“obe purc«laesed from‘ the Department Chairman for-$2. 25 S -

‘

times when the room is not being used for tlasses. Please check’ the schedule -
of c¢lasses to avoid conflicts. \ : L ' '
: k‘ ’ . s o \ : NS ,
’ ‘ : .o Sauna Bath o ' ' :
. The sauna bath will be turned on by 9:00 each morning Monday through . .
Friday and it is availaibie Q Students and faculty on a first come - first served

|

|

|

l
N Th‘e weight-training room is available for student and faculty use during
. basis I Bathers are requ' ['to wear clothing since both sexes will be us1n<; the

faCility.
' N . -.'*" e , o . _ | R
. Gymnasium 101 .
— o‘ : ’ B 4 .
h The gymnasium will be available for free play from 12;00‘50 1:00 Monday |

- through-Friday. Both gymnasiums are reserved for intramural and extramural X
play or practige from 6:00 P.M. to 106:00 P, M. during the week. : fn
: e « /7 . . : , ‘.

, - ,C,Ioliseum 138

.

The colisejum will be available for free play'from 12:00 to 1:00 Monday

-




© T . ‘ ' ) _ . y -

’
A

through Friday. Food, drinks and Cigarettes will not be allowed on the gym- .
nasium and coliseum floors. ‘ : S \ , .

-~

<

\ - ,-h The building will be ¢losed during hoiidays and weekends uniess a

Physical Education faculty m&mber is willing to assume responSibiiity for ‘build-
ing yse and obtains approval from the Department Chairman. '

tHoiiday and Y(eekend Schedule .

- - * - ~
. . ' SECTION3. CREDIT UNION o AN .
- ‘ . ’ ¢ .
' ‘ The Midwestern Univers1ty Credit Union is a State-chartered Oredit- . = . et

Union° with assets of approximately $200, 000, which serves exciuSiveiy the
employees of Midwestern University./ Requirements for membership are as follows:

R - . » . 2
~

'l.‘“ Applicant must be on the payroll of the University and have a contract. ,/_’
/ 2.} pplicant must purchase at least one share ($5.00) and pay entrance.
L ‘ fee (25¢). . . : - -
. ' ’ s b ‘ s
- - The primary benefits offered thehrmembe,r's' are (1) cash loans and (2) a ‘ , Y
safe and profitable depository for their savings. . ‘
o ‘ .’ . / ‘- . . .

Loan Policy: R ' S -, o
1. Members may borrow up to one month' s saiary unsecured (Signafure “ow

- @ L only. . . r | -

2.7 New members may initiate a secured loan immediateiy after employ-
ment; however a minimum requirement of three months of continuous
' empioyment is ‘'mandatory before a - Signature ioanl may be initiated.
/ . .
3. Interest rate is 1% of the unpaid balance per month, and all ioans up
to $10, 000 carry mortgage cancellation insurance at no cost to the
member. .

:

"« 1. No litit on amount members mhy.deposit.

2. ‘A special insurance benefit goes into effect in the event of the death
of a member. His beneficiary receives double the amount the mamber
has on déposit up to $2,000, e. g., if a member has §2,000 on ,
deposit and dies, his widow _wouid receive a check for $4, OOO.
3. The Credit Union is a non- profit organization A'tl profits go to the !
~ members in the form_gf dividends.

4. Something to bear in mind - no member of any crcdir union has ever

. . lost a dime in the State of’ Texas since the first credit union was
" ) founded i1n 1929 : o
N A

Q . | S -11-

rv




. SECTION 4. DEMONSTRATIONS 2
AND UNLAWFUL ASSEMBLY OF EMPLOYEES

-

,

- Any employee, of Midwestern Uni@sity, i-nclud'mg any rﬁember of the
faculty or administration, who, acting either singly or in concert with others,
obstructs or disrupts, by force or.violence or by sv,'ated threat of force or vidlence,
any teaching, research, adtinistrative, dlsc1p11nary public service, or other .
activity authorized to be held or conducted on the campus of Mld\)\(estem
University may be subject t?dlsmlssal &s an employee. '‘As used in this regula—
tion, the words' "force or violence" include such atts as "stand-ins, " "sit-ins,
and lie-ins,'" when su?h acts are in fact obstructive or disruptive of any of the
authorized activities l.Psted above. L ) , & . E N

4

N

Section 407 of the Department df'Health,_Education, and Welfare
Appropriation Act of 1970 (P.L. 91—204) provides: !

"No part of the funds appropnated under thlS act shall be used to
prov1de a loan, guarantee of a loan, a grant, * the salary of or any
remuneration whatever to any individual applying for admlsswn‘
attending, émployed by, teaching at~sr doinc_j research at an '
institution of higher education who has engaged in conduct on or

Mafter August 1,'1969, which mvolves} the use of (or the assistance

" to others in the use of) force-or the threat of force or the dpizure
of property under the control of an institution of higher education,
to require or prevent the avallablhty of certam curriculum, or to
prevent the faculty, admlmstratlve officials; or students in‘such
institution frorr? enga,gmg m their duties or pursuing their studles
at such institution,

SECTION 5. DRUGS

«
2

Midwestern University does not condone the possessipn, use or
distribution of marihuana, LSD or other hallucinogens and narcotics by its
students. When there is evidence that a student is .possessing, using'of
distributing such drugs, the student will be subject to disciplinary action.

_ The degree of disciplinary ‘action taken against any student will be
termined by the circumstances surrounding each individual'casg and may or
may not result in suspension from the University. . _
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SECTION 5A: EQUAL EMPLOYMENT OPPORTUNITY & AFFIRMATIVE ACTION POLICY
I. Legal and Policy Basis for Affirmative~Actioh'Programf
' . : -
S 0 A Purpose . v '
i
The pollcles and the programs which fotlow pre des1gne to effec-
tuate equal opportunity in employmertt®and in all other personnel
functions and are a part of the POllCleS dnd Fiscal Regulations of
Midwestern University. - .
£ : ~ .
They shall .also incorporate state and federal regulations and Ex-
. ecutiverorders pértaining to Equal Opportunity and Affirmative 3
v Action Commitments. The Affirmative Action Programs which follow
e in the facu%ty and non-faculty areas respectively, are des1gned to
] ' promote the 11 realization of Equal Empl@&ment Opportunity, re-
sulting" 1nﬂp tive continuing result-oriented programs througho%&a
» ‘the ertire Un versity organization. - . Ce CT
.' ‘

B. " President's Statement of Policy

! . « - - 4

In addition to a moral commltment "and obligation to eradicate disry
crlmlnatlon based’ on race, color, age, religion, sex and nAtional .
~ . origin, Mldwestern(UnlyerSLty seeks to comply with Executive Orders
#11246 and #11375 which provide for the promotion and assurance of
-.equal opportunity for all persons employed or seeking employment
,with government grantees, contractors or with contractors perform-

Lng under federally assisted construction contracts. .
. .+ .

.
. Midwestern Unlver31ty s policy of nron- d1scr1m1natlon and equal em-

ployment. opportunity has been affirmed and reaffirmed by the Presi-g
dent and has been published in the Policigs and Fiscal Regulations

> . of the University. We recognize that the passage of laws asserting
equallty for all does #ot remove personal prejudices; however, as a
‘ma jor social agert, we:seek to ensure equal- employment opportunity.
- With an equally strong thrust of sincere and voluntary effort on the
part of all faculty, administrative \and management staff, the Uni-
versity can advance the total employment posture toward full and .
equal participating of all employees-in opportunities available at
Midwestern University,. . , , \g\

[
.

The University shafK’strive for positive implementation of the "Af-
firmative Action Program'" contained herein to achieve an improved
and balanced occupatiognal representation of minorities and women in

all areas of the’ University. /\‘
{ The Unlversity shall strive to remain an educatlonal leader by follow-
) ing a practice of unyielding obligation to recruit and employ the best’
- academic and staff .personnel available' by basing the selgctiohs on
(\ realistic job related qualiflcations
4 . ~

The program that follows presents a positive guide for all the aca-

> demic stagf, administrative officials, managers and supervisors td
-grant and provide additional opportunities to racial minority group
members and women who seek to.participate more fully in the life and
growth of the University.

Periodic reviews will be made to identify areas of imbalahce and tbd
‘ agsure that the program is being fully and constructively implementedw
Sincere and cooperative compliande is necessary--anything less will
be considered socially unjust and unacceptqble . -

«
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A < B
It is understood that Midwestern University will be in violation of
both Federal and State laws if its responsible academic,administrative,
and staff members fail to carry owt the provistens of the Affirmative
Action programs outlined in Parts IT*and III in any respect less than
the full good faith, ithagination and positive attitude which has so
admirabily characterized the growth and development of the University" '

~

~ -

II. Equal Employment Opportunity Policy ~ ' ,

- )

The Unlver51ty intends to be a good employer. To demonstrate this intent,
- the Univetrsity-is gu{ded by these fdir employment principles:
The University, as an Equal Opportunfty/Affirmative~Action Employer,
shall provide qualiffed applicants an opportunity to entér into and
continue ™M University employment without. regard to race, color, sex, . L.
religion, age, national origin or marital statusn .
s
The Un1vers1ty shall always seek to employ the best,quallfled person ’ '
available for a pdrticular job. - ] o L v

’

The Un1vers1ty ghall endeavor to provide pOSLthnS for employment and ) .
career opportunities as far as possible. ’
. ' . ¢ . R
. The yhlverSLty shall strlve to compensate each empPoyee in tpe most,
equitable manner. , . o . . . 4

’ '

General Equal Opportunity Policy o

Employer and sifall offer a program of Equal Educational Qpportunity.

s

- In all manner'?yd respéct, Mi&western'ﬁniversity is an Equal‘Opportunityf .

v

It is the policy of Mldwestern University to take every avaijahle oppor- .
, tunity to assure that edch applicant offered a position at the University .
. shall have been selected on the basis of qualifications, merit-and profes-

sional. capabﬂﬂ@ties alone, without regard to race, creed, color, sex, age,
natlonal orlgin or marltal status. ° : ‘ ?

o s
. It is further the pollcy of the Unlver51ty to be in voluntary compliance .
. with any and all statures, regulations and executive orders which deal with
equal -opportunity and non-discrimination regardless of whether such statutes,
regulations or executive orders. be of federal or state origin.




v - : ' : .
The Unlvenslty subscribes to the fullest extenmt to the pr1nc1p1e of the
dignity of all men and of their labors.  In order to insure complete equal
opportunity, the University shall'actively recru#t applicants for positions
, from all segments of the population of our community and state.

-

. 1It¥ Scope of Coverage ot .

- .

This program applies equally to all administrative officers, faculry, staff
and student employees, and applicants for employment at Mldwesteﬂn University, .~

Wichita Falls, Texas. - *
Iv. esponsibilities , ’ ' : . - . . .
V. Res | | N B .
A. Policy .
. "’."‘ 2

The responSLbLlLtLes fpr 1mplement1ng a’positive Equal Employment
‘ opportunLty program thhxn the ‘entdre University brganizatidh rest
with the University Presxdent Vice Presidents, dedns, department

v, . heads, and the entire supervisory staff. :
) o ' .
B. -Chief‘;qual Employment Opportunity QOfficer P = o /’ A
3 i - - . \ -\ " -

The Presidew glthe University or his de51gnated representatxve will .
- - ‘carry ‘out the ties of the University's Equal Employment Opportunity
Officer. He'will¥e)responsible for insuring the establishment, main-
. tenance, coordination..and implementation of a posxtive continuing

w . proé}am to “promote Equal Employment - OpportUnLtLes throughout the en- &
tire University organization. @
+ . ) i .
C. Vice 'President for Academic Affairs . !
. A Persons desxgnated by the President shall éssxst hLm in discharging )
' C responsxbllltaes in faculty emp l8yment matters ]
: . RN . s
LY - N o
Bk 'D. Vice President for Business Affairs . - -
\ A The Vice President for Blusiness Affaixs is designated to assist in
¢ developing,  implementing and maxntaxnin& the University's program df

Equal Employment Opportunity in thé%hon faculty area.

The Vice President for Business Affairs will be responsible for im-
plementing the following:
1. Provide direct assistance to all employing officers in pro-
motikng goals of progressive personnel management, egtablishing
: guidelines for affirmative action programs and conti lly
\ appraising#he effectiveness of the programs.

1yt

- ‘ 2. Maintain effective liaison with civil rights groups, inter-
ested community groups and organizations and to communicate
to them the University's Equal Employment Opportunity*Pro- [,
gram and its progress.

-

3. Appraise the job structure, employment, promotional and train-
ing practices of the University as they retate to Equal Em-
ploym®ant Opportunity. . BRe

4% Provide superVLSOry and managerxal personnel-with resdurce ma-
“* terial and assist in“Fhe development of training programs to
s . <" encourage personnel to continue their education.

‘| o L -l2e- 0 B . Q
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VI,

-

". er is meeting his Affirmative Action obligations. B

o ]
'(. . . . . - hd (
Through the 1mp1ementation of a train1ng program assist,em-

ployees in upgrading their skills and level of development.

Ry

~

6. Assist in the d1strLbution and communication of the Equal
5 Emp loyment Opportunity policy and program to all concerned
‘' . and be responsible’for di'stributiqn of non- dlscrlminating
. posters as. required -
7. Perform other .duties as required and asgigned.

Boa,

. L ]
Definitions of Terms and Brief Text of the Laws

-

-,

/
Equal Employment Opportunity: hiring or prpmoting of any person based on
the individual's quallficatlona, without regard to race, color, creed _re—
ligiod, sex, age or national origin. ) . h
"Affirmative Action: doing whatever is neceSsary to provlde additional job
opportunities to persons who-have not beén given these - -opportunities. before.

"Equal Opportunity Employer an employer who ,practices the'meaninilexpressed

“above. . ', ' ’
. A -

. <

, _ r
h-or.witholt notic€ ' to the employer
ine the extent to which the employ-

“ ) ~

-~

Compliaﬂce Reviews: reviews conducted w
-by various- governmental agencieg to dete

., A

The staff of the Office of Federal Contract. Compliance dL S. Department of e
Labor and Health, Education and Welfare, are authorized to investigate com-
plaints of sex discrimination by“i}l“federal contractors or sub-contractors.
Téxt of Non- Discrimination Laws ‘and Executive Orders Applicable to Midwestern
University ’ )

.
13

fitle VI of the Civil Rights, Act of 1964: forbids .discrimination in emplo&4
ment in any federa’lly assisted program or act1v1ty which has a primary purpose

"of providing employment N

Title VII of the Civil Rights Act of 1964: requires employers; unions and -
empToymeqt agencies to refrain from discriminating against persons because of
race, cvlor, religion, sex, age r national origin.

T

.
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Executive Order 11246 - Part II: Non-discrimination in employment hy govern-
ment .,centractors and sub-contractors. Part III: Non-discrimination in fed-
erally assisted construction contracts, etc.

: . . .

Contracgprs agree not to discriminate against any‘embloyee or applicant
because of race, creed, sex, age, cdolor or national origin.

Contractors will' take affirmative action to insure that applicants are ° -

. émploygd and that employees are -treated equally during employment with-

( out regard to.their race, creed, sex, age, color or national origin in
procedures ﬁed to empioyment, upgrading, demotion or transfer, re- '
cruitment,. rtising, layoff or termination, rate of pay, selection -
for traiming and other related functions, : |

) /R N

. Executive Order 11375: Covei;)Equal Opportunity for women in the federal

government and empioyment by federal contractors. ThlS order is an amend-

ment to . Executlve grder 11246 outlined above. .

Equal ?ay Act UhderiThe Fair Labor Standards Act: Provides it shall be un- '

lawful employment practice' for any employer to differentiate upon th%‘gasis

of sex in determining the amount of wage compensation to be pﬁda.

Policies Regarding,%aculty Members ‘ . _ '

'3 N . - .
- . . a . ’
Periodic review of the work force shall be made and a sincere program of

comleance with the pOlLCleS contalned Ln thlS policy shall be adhered to.
“ ﬂ
{' 5&

A. Proposed Action

p=1

—_—

l. 'Directives will be issued ofi a EOntlnuin5 basis to all Deans
and Department Heads emphasizing that employing officers at
all levels ake expected to make spécial efforts to increas®
the number of minorities and women in the Univérsity work

force, in go far as is consistent wi the availability of
“,w.. (qualified applicants. : i )
% “'\;. n ‘ ' A -~
2. "The employing officers 1 be expected to take continuing
, steps to remove any ex15t1ng inequities for women and minor-
TG ities, | '

- 3. Consuitative assistance will be provided to the employing
officers’in recruitment methods and procedures with which to
acquire mihority . ‘and women applicants.

o

% 3
. Affitmative Action Program: Faculty /;Q: . . .

1. Authority and Responsibility.

]

.

hrddéh,the Midwestern University Board of Regents, the Presi-

nt of the University has the overall authority and responsi-
bility for-insuring that the Affirmative Action Program is im-
plemented in both the faculty and staff (non-teaching) areas.
The University's Vice: Presidents, Deans, and Department Heads
will share in the authority' and responsibility for promoting
and insuring Equal Opportyhitics among academic personnel and
maintaiting appropriate reécords as outlined herein. 1t shall -
be the duty of each to insure compliance within the spirit and

. %$' letter of the University's AffirTetivc Action Plan.
. Y 23@3 ) .
. ~ )
Y -12e-

| :
| A / .
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- ' oo 3. Placement Assigmments

2. Personnel Recruitment and Selection |

, Y. Recruitment literature, ne&spaper advertising and N -
e % position announcements will carry clear statements.of
-’ the Equal Employment Opportunity Policy and will be

t
ﬁ dlétrlbuted to recognized sources of mlnorlgyhgroup "t
’ and women applicants. |
“ i ‘ " b, Faculty position openings will- be disseminated as
x widely as possible by Deans and Department Heads. The
. o requ1rements for each podition will be fully and ac-
- A curately described. K

~

. : s
Deans, Depértment Heads and/or otHers responsible for
o s recruitment of faculty will make visits to colleges -
' @ # and universities with predominately minority and women
. students for the purpose.pof recruiting cand;dates from
- % ’ doctofal and. other prograﬁ ” .
%

- -

d. Deans, Departméht Heggs and/or others responsible for )

.théwrecru1ﬁment of faculty will seek assistance from.
current mlnority and-women ‘staff members in the pur-

- : suit of mlnorlty and female applicants.

ot

: ’ 8i' The University will insure\\hat all resumes and/or
employment applichtions are properly accepted, re-
corded, evaluated and responded to by those charged
with the responsibility of recruiting faculty.

’ . ‘1

’

- - . " . o )
' 1 a., Selection stagdards for the recruitment and selection . .
. ' 'of faculty shall include, but will not be limited to:
Educational attainment
v Scholarly achievements
. Experiénce -
' ' ‘Leadership ability
Appropriate technological ability
Emotional stability and other related’criteria -

’

Sy




Y ° .

. . . - b. All selection and promotlon dec151ons will be based K
* . .solely upon an individual's qualifications fonr- thef L
_ P posltlon :with minority members and women given pfef- '

' o~ . ) eréhce where quallflcatlon% ‘are Judged equal tO‘;v ,
_ - . . ' . others. T O

co . - 4. Documentation of all- Personnel Actions ‘ s i P

s

_ a.. The qualifications of each applicant will be judged_
' . . _ ' in comparison to .the standards established for the
- - positign. .The extent to which each applicant meets
< . or does not meet the qualifications for the positione..’
- B ’ will be documented and tpe records retainéd by the
) Uq1vers1ty. Consideration will.be given to past ex-
- perience and recommendations of colleagueg and other
) persons- suff1c1ently kiﬁwledgeable to evaluate po- \
— C " tential. o

® . . M .
b. When quallfled mlnorlty or womeﬂ appllcants or pros- s
- ’ Rective-promotees are passed over, the pergon respon- a
' sible: for thé final selection decision w1,1 be re-
' ~ 'qulred to submit written Justlflcdtlon fbbvhls de-~

cision 'td his Dean. . ) -/

AR i . 8

c.. Records of personnel decisions and actions will be
kept by the University for a minimum of . two yéars. .

"é..-

5."Assignment' Promotion and Transfer Criteria

; V4
. \L . To the extent possiblb positions will be filled by quall- ' 1
‘ . fied persons . from within the academie oy extension divisjon,
faculty and- extenSLOn staff promotion criteria shall include,
, »-but not be limited t&%?teachlng effectiveness and excellence,
“ ' ) ‘research and‘scholarsh , professorial stature and other cri-
teria as determined by the President.
. v x. ) ) Lot - R ]
- ] 6. Performance Rating g
. 3 .
f k‘Annually in anticipation of recommendation for faculty pro- .
“ oy & motions and contracts, Department Heads review the teaching .
" effectiveness and other professional characteristics of the
w//’ Td/ ' teaching faculty. The'report of these evaluations is sub-
" . mitted to the Dean in the Annual -Merit Rating.

) 7. Compensation
\ -
' bniversbpy policies governing initial salary determinations,
applicafion of merit criteria in cvaluat1n5 individual per-
formance and the allocation of salary increases are issued
annually by "the President of the University within guidelines
‘established by the Midwestern University Board of Regents. )
The University will continue to apply its basic policy which
rewards faculty on a basis of educational attainment, demon-
strated teaching and research effectiveness, and other cri-
teria. ’ - :

‘Continuing Goals

(@]

The University will . 24 , ' . .

ERIC - e “legs g S

Aruitoxt provided by Eic:
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é> 2 - . ‘ <
) . ‘ . » .
~%-Strive to dchieve salary equity in every job categofy regardless

:‘of»ra@e, sex,’age, religion or natiohal origin. -

- - .

\-/'v \ * h "-.,‘:
. " —=~Strive to achieve a ratlo of female and mlnority emp loyment in .
" . all p091t10ns in so Eﬁr as con51stent with the availablilty of
quallfled appllcants. ]

.

--Strive to increase ratios of female and mlnorlty adm1351ons to
graduate programs. . _ - _

Policies Regarding the Non-Faculty W}rk Force o . . §

3

¥
* Periodic review of the work force shall be niade and .2 sincere program of" cpm- . _
pliance with the %olxc1es contalned 1n th;s policy shall be adhetvd to. - - &

' A’ Junior and Senror Admlnlstratlve_Group o ) Sy . .
o : . . . . . — . _ Vd .
\ Proposed Action o .t o S N

-

1. Announce Mldwestern University's job oppbrtunltles to pl -

. qent offlcers of institutions attended'malnly by mlnorltias
and women; public and private employment dgenc1es, profe531ona1
journals and similar medla’when p0551bL§ .

.
2. In addition to carrying out ‘our internal promotional and regu-
lar recruitment procedures, Business Office persdhnel and the- =]
employlng departments will, "to the extent of their budget means,
. conduct recruitment visits to campuses of colleges and universi-
P ties and technical schools ,that are pred0m1nate1y attended by
minorities and women., .
) C - : .
3. 1Identify and assign minority group members and womed employees

to ‘assist in the recrU1tment of prospective candidates.
»

.

B. Craft-Maintenance Group

Proposed Action . : . G

<

N 1. Through more recruitment efforts, encourage minorities and wg-
men in the surroundlng area who are.currently be1ng occu- '
pationally underutilized to apply for entry lével trade po- ’

sitions.
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.2, Require the- placement@of a suitable number of. qualified mi-

norities and women into the craft and related positions as N ;‘
they become- vécant. . N T
- - L.
' N _ . ’ Y ' e
Clerfeal Gtoups . ) - L. . ’ .
e . %I " . . , R ) . .. . '
Proposeds Action _ - e . .
. 4 l. ,r . ' ' ' h N i “3
. - .

1. Revfew present ability levels of all minority clerical staf¥f’
- members and “determine promobable candidates for upper level
pOSLtLDns, . T .
. — b N " o LA . . e
- Z. Promote the referraL of acceptable candldates to any upper ‘
level open1ng available. o, . :
4 » 3 \ -~ . . .
3. Throuhh a-continued- educatlon approdch, gULde m;nerty group
» members 4in obtaining remedia} amd additional training to ren-
der thqm promotable to hlgher devel positions. - . '

o 0 . -

Servick Groupr . ' 3 . ; // <o
- » . N .

Proposed Action._v N . ' A.‘¢5 o \i.: v
. ¢ -
Through.empioyee proflle and job evaluation, conduct 1ndiVLdua1 capa-
bilities  analysis of minority group members and women eggloyed in the
‘service .and opeérative classes to determine persons who are trainable _
‘or promotable to the entry-level craft,ntechnlcal supervisory or
hlghér level’ occupatlohal group. : L . < 8
5 '
Continuing-Goals . & L ,o B
v ;o ’ "'\,
TheiUniversity'will ’ - ‘,;5bw
’L .--Stfnye to achieve salary.equity in every job category regard%eés— -
. -of race, sex, age, rellglon or national origin, . v

. R -

~--Str1ve to achieve a ratigﬁgﬁ,ﬁemale and minority employment in
all pogitions as to the avdilability of qualified applicants

Affirmative'Action Program - Non-Faculty and Student Employees .

. . . i &
The University S current on-campus recruitment, selection and h1r1ng
policy and practices, In order to acuompllsh a fair and effective
pergonnel selection, will be as follows: _ : e

»

1. Personnel Recruitmest

"-a. Recruitment literature and announcements covering job
openings and rates of pay will be forwarded to state
-and private employment aggncies; segondary and tech-

. Z?pal schools, higher cducational institutiogs, in<

. - uding predomlnantly minority instltutlon%
} o

-~ " b, Acquire from recruitment sources, such as private and-

public employment agencies, letters of confirmation
, that they will refer applicants to the University with-
' out regard to race, sex, age, religion or national

origin.
2¢ - ‘
.
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‘;ﬁf : R qu anﬁoUncements'procla}ming the University as an , o
' "Equal Opportunity Affirmative Action Employer™ will

o continue.to be placed in"all publications, newspapers
N ’ ) and other media without regard to sex specification

‘ o in listings. . : ‘ '
o » d.  Job bulletins will be posted for the Beneflt of Uni- C
P o Lo ver51ty employees seeking promotlenal opportunities. '

. e. Prospectswrecrulted by any employlng superv1sor Wlll, : o
. be refefred to the Business Oifice personnel’ where " .
‘ appropriate University pre- employment evaluation will .- |
* - be applied before a selection decision is made by - -
- . employlng'offlcer. . . e - e ‘;%M

- . v - . ) a:'* 5
f. While attendlng-profe551ona1 meetlngs ‘and conventlons,L
profe551ona1 staff members and others with -the respon-
- sibility of . making hlrlng decisions will make efforts

to identify prospectlve minority and/women staff mem-

1
' bers. of ? v
4 . - : .. . _ N

- 2.  Interviewing Procedures ‘ L '
: ) ) . ' ’ . ¢ ' - )
> . . . . » . . »
~.a. Preliminary interviews will be conducted by the de-
- partment head to assist in determlnlng the quallfL-
catﬁons of each appllcantm' : -

-~ . " . . . . -

‘b. A high school educatlon 'will not be&? prerequlslte
- s . for, any non- profe531ona1 job at Mldwestern University.
o o .
L ‘ c. Screenlng of appllcants will be based on the quall- '
‘ -ficdtions required to meet a specific¢ job.’ ) » .

1
’

d. Flnal interviews by émploying superv1sors will be con-

! ‘ “ducted ‘to determine malnly a personal evaluation of ~
) an- appllcant _ L . i :
§ 3.. Pre%Employment‘Testlng , o o - .
- ~
L} B -
" At the present time the Unlver51ty uses only the SklllS tests
. as llsted _ SR '
. \ ' V ’
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. . .
. . »

. a. Clerical ) S , -

I‘yping " . * ) ) o .

Shorthand

Spelllng

Other appllcable office machines
« e

b Craft Maintehance - ;

Job'rele§ed . . o

4 Reference.Evaluation A, v - » .
™. " ' &
<Orai written and telephone reference ckhécks concerning an
apgllcant will be made with hlS/hEr former emplover(s),

schools creditors and others as requlred

5. Placement Assignment

.
*

a. 'Salarled and non-salaried personnel appointments w1th
the exception of those employed primarily to teach at

’ the fagulty level and major administrative positions
" ,will be cleared first through the Business 0Office and/ '
or the Pres1dent - . ’
. - ' ~

‘b, - Employing officers and supervisors will be required
to review the applications of any prospect who h
applled at -the Business Office before maklng a final

l < de91s10n : ' . . ‘ S
.. .
c. Placement as51gnments w111 -be made.on the basis of
. individual ability, background experlence and the
% extent to which the person meets the speclf\c re-
‘ qulrements of the job.
4 Appllcants who meet or exceed minimum Job requ1rements
will be referred to employing 'supervisors who are re-
i pons1ble for the final selection dec1510n
. \;j . -
Selection and promotion decisions will be based §olely upon an
tndlﬁldual s quallftcatlons for tQ; positionyg with minorities
and women given preference where their qualifications are
judged equal to all othérs. :
- . N ‘
Overall, the quiness Office widl employ the total personnel
assessméht approach in the evaluation of its applicants,
which means that- no single evaluative factor can be decis®Pve
'’ in determining the suitability af candi 1ates for referral to

the employing UnlverSLty supervisors .

"6 Documentation of All Personnel Actions

a. Bach applicant's qualifications or the qualifications
of an employee under consideration for promotion will.

~be dacumented in comparison to M qualifying stan-
dards appropriate to the position and to other ¢tandi-

dates
[ 4

B}

b. When apparently a qualifled minority group member or
woman applicant is passed ovér for an initial appoint-
ment or promotion, the person responsible for the ap-
pointing or hiring decision.will be required to submit

. ) -f2ke 128

»




‘ . “ . ."‘- . ‘e . e . V -
a written justification for his decision‘to thé head.
of the University department involved and the Bu51ness
Office. . . . : . .

¥ cC. Records of personnel decisions and actions will be
kept for a minimum of two years by the Busine’ss 0f -
. _

s 77”" . ~ fice. M _ )
" 7. Compensation ) o o, ' ) .

Fao N - '« .0 v .

’ : _ It is the policy ofs Midwestern University to maintain equit-
L PRI ~  able rate scales through job evaluation of non-academic po-
' ’ sitions and to recognize job performance .through the most
: effective performance appraisall procedures available without
: . \ - regard to race, color, sex, age, religion or national origin,
Conductihé periodic employee performance evaluation is the
responsibility of the employing department head. The Uni-
versity, through the Business Office, &11 have under con-
stant review all the wages and salaries”paid women to insure
’ ‘ . ' " parity with men if their jobs are equal in teims of effort)
' skill and responsibility. ;

Except in cases where job classification upgrading occur,
) reasons for any deviation from the application of annual in-,
. creases within the grade will be documented end explained. to
. " the employee. . '
Salary and wage adJustment are considered. annually and are
. r - : based on a number of.factors which chgége from year to year.
The pr1nc1p1e factors are: A ’

Y

a, he ‘extent to which entry-rate revision adjustments-
are made.

b. Degre® of performance.

~c. The availability of funds. ' '
8. Job-Evaluations ‘

\ . -
The Business Office will, to the extent possible,iredesign
positions. to more nearly fit the runder-utilized employee,

. . \ ~
Identify persons whose positions require both high and low
skills and redesign those pOSlthnS to better utilize the
high level skills of those employees.

A

A

a
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9. Employee Performanée Rating Program ‘
K . . " The University, through its department heads and ‘the Busi-

' ness Office, will establish an Employee Performance Rating Pro-
gramAaccentingléob performance plus merit and werth to the
University. . It will be.a person-job rating plan designed to
s match ‘@ach emp loyee -against his or her particular job. The
Ptogram will use job analysis data written up in a job ,spéci-

Lese fication as-the scale of reference. At least oiice annually
Nt ’ _ . a superior will review-with each subordinate supervisor his
or her job specification and select 'key result- areas' an
which the employee's performance will be appraised.

Person-job rating results will be recorded on each emp loyee

. and will be used by the supervisor to assist him in job per-
formance counseling; suppgrting transfer, promotion and dis-
charge transactions; employee training and development; and
in areas that will maximize employee polential.

IX. Equality of Work and Pay i $\\7k.
The rates of pay and indirectucompensatioﬁ for employees. performing equal -
work wi¥l not be different because of any difference in.race, color, sex,
age, religion or national origin.

v

-

v

To help promote salary equity in all staff (non-teaching) ranks and job’
classes, the Business Office will: * ! | .
"A. Continue to develoﬁ joB specificatiops that are strictly job related
and clearly define all ¢he major characteristic duties and responsi-
- bilities and the overall qualification standards. ) o
B. "Develop and. evaluate all position déscription and jqb sbecification
forms before a new positign opening is posted. °
C. Acqujire position deseriptidns and job specifications on all positions
not’ previously obtained by the Business Office. :

. - - ¢
The Business Office will continue to receive ‘consultafion from the wage and.
the Equal Pay Act of the Fair Labor Standard Act are met.
X. Audits

Each Dean and Department Head must insure Equal Opportunity for all employees
in regard to work assignments, training, transfers, advancements and-other ®
-conditions and privideges of employment subject to central University Per-
sonnel policies and practices and the objectives of the University-wide Af-
firmative Action Program. : s ‘ »

. Responsibilities will include but not be>limited- to the following:
A, Assistiﬁg in the identification of problem areas to determine if °
objectives are being met on schedule and. establishment of programs
geared to the resolution of problems, v o
s e T
B. Periodic auditing of all personnel and Affirmative Action practices
by managers and supervisors of the unit and those of the Business

-

* Office &o insure the objeijiyes are being met. \

\ \ | \K -12m- )

. .
- P

hour office of the U. S. Department of LaBor to insure that requiremints of ‘

-




c. -Conductlng periodic disecussions with subordinate managers and super-
v1sors to 'bg certain p011c1e§ and programs are being followed.

D. insurlng that all Equal Opportunlty Employment posters are properly

'»posted. ' ) . . .

- S\ -E.  Insuring ihat equal treatment in all activities and benefits 1s
-accorded all minoérity and female employeesﬂ
. ~

XI. Other Affirmative Action Imperatives -‘Faculty/NonzFaculty v.ﬂ} L4

.I \ ‘ .
e A. The University will repudiate the following reasons and similar ‘ones -
when used as a basis for the reJectlon of majority, minority or fe~
male applicants and the rejection of promotlon prospects:

’

1. The use of general assumptions of cqmnarative‘employment
" characteristics; eg. Women have higher turnover rates than -
- " men; men do not do well in clerical jobs; men have less
e parental responsibilities; women cannot supervise men or

q ‘ . - women. , . : -

{ : 2. The use of stereotyped characterizations of minority and

o . \ sexes; eg. Women do better in clerical or intricate type- 2
-
- ' work act1v1t1es, women have much hlgher rates of work

absences. - - : .

. ‘ .
B. The University will accept women for jobs,that involve lifting, night
. - work, a hazardous activity or similar type work activity unless sex.
is a bona ‘fide occupational qualifitation. ' .

C: The Utiversity w111 provide equal treatment of sexes and minorities in
" the provision and administration of insurance coverage, contribution &
amounts,. educational and all other benefits, regardless of marital.
status or sex of the individual.- ' ' :

XII. Tralnlng\and Leéve POlle B ) ' .

. > ‘

All tralnlng and leave opportunltles assoc1ated with the tralnlng and -develep- -
ment of academic, extension and staff personnel will be -provided within the
three staff groups and made available ¢n an Equal OpPortunity basis.

Al
All other leave policies such as annual” sick, military, maternity,. leave
without pay. and other leaves and policies w111 be equitably administered ac- &
cording to established policies of Midwestern University.

-

e - ¥
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XIII. Dissemimnation of the University's Equal Employment Opportunity Pollcy and Its
Afflrmatlve Action Programs 4

» v
.

. . s : Is o,
. A, Internal Dissemination of Policy arnd Program

. L . Provide a copy of Midwestern University Equal Employment
i ‘k\Opportunity program and Affirmative Action Plan to each
Dean and Department Head. Employees if they wish, may review . .

’__’__gbe Plan provided to their Dean or Department Head.

2. Provide all supervisory staff and those responsible for mak- .
ing'hiring decisions with orientation relative to the require-
ments of Executive Order 11246 as amended by Executive Order

11375 . : ';>_ " -

Infof&atlon about Mldwestern Uni rsity's‘Affirmative Actiomr
Program w111 be publlshed EQ“lts . - -

-
‘. ’

°
.

Pnlver51ty Bulletin . <

o e

. Policies and Fiscal Regulations _ .

/ c. Other pertinent Universit§ publications

[y

B. External DissemiFation of Policy and'Program

1. The University will inform employee organizations of their
responsibilities by officially: adoptlng and practicing non-
discrimipation policies as. prescrl%ed by law. The Uni-
versity will review it's contractual and governing provisions

‘ I ‘ to insure that they are non-discriminatory and that a non-
. ©, _ - discriminatory clause ig" included in all agreements. : .
v o 2. The University will inform building,coutractors, sub-con-

tractors and unions providing manpower for contracted Uni-
versity construction work of their obligations to adhere to
" the principles and practices of non-discrimination and Equal-
Opportunity as prescribed by law. :
L 3. The University will incorporate the Equal Opportunity/Affirm-
‘e . . ative Actlon clause in all contracts and agreements, etc.,
covered by Executive Order 11246, amended. .
% * . . N -
X1IV. Complaint Procedurgs, Compliance Reports, and Amendlng Procedores - Faculty
- and Non-Faculty k :

A. Complaint Procedure: . Faculty‘and Non-Faculty
"If an employee feels he or she has been dlscrlmlnated against be-
cause of his/her race, color, sex, age or national origin, or with
respect to his compensatlag\:ermsl traifing, conditions, or privi-
' leges of emplyyment becaus f:-trace, color, sex, age or national

\ . origin may use the University grievance procedures as specified in
Policies and Fiscal Regulations. TN .
.

\ ) ~ -,

B. Reports 2 . .

v
B b .«
‘ : <+ N .
H . " * . (3 1
.

J . The Business Office and others designated by the President shall
have under constant review all existing Equal Employment Opportunity

R 2;23 ’ ‘\\ S
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. , - . . i
policies, programs and procedures, As required, prégress reports
covering the problems, needs and accomplishments shall be forwarded

k o ) to the President of the Univer$ity. . . -

» C. Compliance With Federal And State Laws Prbhibiting.Discrimination

Although the University strives to eliminate employment discrimi-
. nation practices by moral cowmitment, it shall comply with State
and Federal laws as required and will display state and federal

posters, proclaiming non-discrimination laws, on all bulletin

" .’ boards in dreas oi\gmployment.' o
D. Amending Procedurgs\\/" o - \ ] . .
/’ - Any amendments and changes to this program may be proposed to the

. President by employing officers, minority and women staff members
amd groups and othersdesignated by the President. Amendments and
changes may also be recommended in accordance with Executive Order .
11246, amended, by the Chief, Contract Compliance Branch, Office of

"Civil Rights, U. S, Departmenﬁ/of Health, Education and Welfare.

- E. Non-Cqmpliaﬁfé B /
It is understood that each Universjty division will be in violation
of both Federai and State Laws if its responsible academic, admin-
istratlve and staff members fail to cérry out the provisions of the
Program.

¢

F.' Penalties and Discipline

Any Unlversu:y employee found tgbe engaging in d'iscrlmlnat:ory _ '
practices against other employebs or applicants will be subject tq .
v disciplinary action as outlined in the Policies and Fiscdl Regulatlons.

. 1 - 'y
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SECTION 6. EMERITUS APPOINTMENTS

7~ - The University may recognize emeritus status of retired faculty and !
. senlor administrative officers. The title "Emeritus" is conferred upon recom- ‘
‘ mendation of the Presideqt of the University and approval of the Board of
) Regents. Such appointments are strictly honorary, without stipend.
- ) Standards for recommending emeritus status:
) r 4
1. Service of fifteen years or more at Midwestern University.
2. Permanently retired from the institution. :
3. A member of the faculty with rank of Associate Professor or
Professor, or an admrnrstratrve.{)ffrcer . f\ ( y
The emeritus status shall 1nclude the followrng prrvrleges
1. Name will appear at the end of the faculty"ros'ter under "Emeriti ['”
- Faculty" in the’ general catalog.
2. Marchrng in commencement or other academic processrons
3. Membership in all social affairs of the faculty or staff.
4, Will receive a permanent faculty identification card. /
SECTION 7. EMPLOYEES AS STUDENTS .
5 . / .
The President may grant. permlssron to employees on staff status to
‘ enroll for credit, upon payment of regular fees, up to a maximum of seven
' " semester hours during each semester. : ‘

Faculty, staff members and their 1mmed1ate famrlres may be permitted -
to audrt courses without charge, provided: ,
1. That the auditor has fmrshed high school or has reached the ageéo_f,
18 years. . 9
2. That all credit-seeking students have prronty on class and labor- ",
atory facilities.
3. That the auditor gets approval/from the faculty member concerned
and the approval of.the Dean of the School.
4. That the auditor furnishes his own equipment and: pays the regular
laboratory fees where required. .

No staff member may audit or’enroll for any class scheduled Auring

regular hours of employment. "y

SECTION 8. EMPLOYMENT PROCEDURES

w

I. Employment Contracts < ' - 1

All employees must be maced under contract and are not elrgrble to
: receive salary until contracts are completed in good order and filed 1n
. the Office of-the President. :

'

Q ' 3
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A

-

o9

~A. There are seven types of contracts: - , : o,

'Procedur‘es i@ Employment

A.

Contract for Staff

Contract for Tenured Faculty

Contract for Non-Tenured Fecq‘lty
Contract for Summer Session (Faculty) .
.~ Contract for Part-Time Faculty, including Teaching' Mssistants
Part-Time Non-Academic Memorandum Contract

Student Memorandum Contract

-

N O U W N =

-

>

Leglslative egactment requires that the University make available =
the provisions of House Bill 753; 52nd Legisfature, entitled

."Accounting and Respensibility for,Use of State Property." This

bill is covered in its entirety under Part V, Policies and Procedures
for Business Affalrs. '

-

Legislative enactmentsrequires that the University furnish each
employee with a copy of Section 4, House Bill 2, 2nd Called Session,
61lst Legislature, entitled "Political Aid and Legislative Influence
Prohibited.” Each employee wifl be given a copy of this biil-as a
pgrt of the'payroll forps and-a receipt obtained from'the employee.

The receipts will be filed in the Business Office. P

'

Procedure for selection of senior administrators, namely, Vice
Presideht for Academic Affairs, Vice President for University Affairs,

<

Vice President for Business Affairs and Vice President for Student

Affairs, shall be the following:

- 1. The President shall, after study of‘qualificaticgls of
-candidates and conference with such IntereBted groups -
as he deems necessary, make retommendation to the
Personnel and Curriculum Committee of the Board of Regents.
2.+ The Personnel Committee of the Board shall study the
recommendation of thgfresxdent and either confirm his
. recommendation or retjuest further study, ' '
~ P ’

/ .

r 3 * —-
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i

3. Upon confirmation by the Personnel Commrttee of the .Board, .
, the President shall issue the necessary contractand other
’ papéers to complete the transaction. R
. S :
B. Procedure for the selection of all other administrative personnel for
whom a contract is required shall be the following:

1. When additional pe'rsormel is required, either new or
replacement, the person making the request shall confer
wdth his senior administrator, substantiating the need.
a
-2. The next step shall be for the requesting party to make written
recommendations to his admjnistrative superior, supporting
‘ei.ther a présent staff member or an outsider. o
@,
3. The-administrative Superror, accompamed by the party
requestmg the employee shall present the matter to, the .
~ ‘ area admimstrator, who'will confer with 'any co-}leagues in
.)' ++ orout of the area- -who might be affected by the appomtmen‘t.

. . [ . .

Soen

%, 4. The area admninistrator shall recommend employment to the -
President. The President, on the basis of evidence available,
. shall'make the final decision and issue the necessary contract
: and ]o\:ljlke\r papers to complete the transaction. . :
C. For procedure for selectlon and employment of general offige ‘
personnel below junior admrmstrative level, see Section G followmg

.

D. Procedure for the selectron of full-time academic personnel shall
" be the followLng

N\ 1.

/ . o T
'I‘he department chairman in conjunction with the dean of his
school shall substantiate the need and{eceive authority from
the Vice President for Academic Affairs to proce n prepara-
tior, of recommendations. -

2. >I‘he department chairman will revigw all ‘applications, for a
vacancy and will, after consultatidn with his dean and depart- )
ment faculty, invite one or two of the most highly qualifred
candrdates to the campus for lnterview Normally the
caydidates will be interviewed by approprrafe facultyjimbers,
the department chairman, the dean and the Vice President for
Academig Affairs., '

- 3. Written recommendation shall be made to the Vice President for
Academic Affairs outlining the bases for recommendation and
containing swufficient factual material to justify the appointment.
The recommendation will be initiated by the department chair-
man who will forward it to the dean of his school for approval.

»

4. - The Vice President for Academic Affairs shall recommend employ-
ment to the President. '

-~ -
.
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, 5. The President, upon approval, shall issue the\hecessa:y , ‘
P ' contract, of employment. ° ‘ ‘ i
. ‘ . \
" . i
" E. *Procedure for the selection of part-time academic personnel shall _ |
. be the same ‘as for full-time academic personnel. > |
'y - F. Procedure for the selectlon of teaching ass1stants shall be the |
' y followmg : » , |
1. The department chairman and/or dean of the school involved ‘
* . ’ shall substantiate the need and receive authority from the
Vice President for Academic Affairs to proceed in preparatlon
) . of recommendations. : :
a1
. AN J . .
* ' : 2. Writfen recommendation shall be made to the Vice President
‘ ' + for Academic Affairs outlining the bases for recommendation
and’containing sufficient factual material to justify fhe
appointment. Th1s recommendation must’ have the approval
) of the Dean.of Graduate School concerned. No person shall
b be recommended who is not efirolled as a full-time gradua'te
student at Midwestern, University. The ‘candidate must have ~,
demanstrated both outstanding academic achievement and
ability to perform his duties satisfactorily. '

* 3. The Vice President for Academic Affairs shall recommend v
‘employment to the Président. |

contract of employment
-

. 3

L G. Procedure for selectlon of employees working on an hourly basis .
) ‘ shall be the following:

1. W'Een a position is to be .filled, the pérson making such request
shall substantiate the need and receive authority from his {im,'
. Al . mediate superior to seek worthy candidates for the position. - ~

) [y . " . v -
- - : : .

|
\
o F 4 . N ’ ‘

‘ 4. The President, upon approval, shall issue the necessary . v ’
|
|
|

(.\ 0 ~
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. . . . .
. % -

- o ' .7 2. When a prospect is available, the administrator.and the' N
’ s person requestlng the employee shall present the matter '

to the senior admrnrstrator 1nvolved

L3
e

[y

. : \
. . - 3. The senior administrator shall, in cooperatioh with the Vrce _
President for Business Affairs, complete the necessary arrange-
— ments for employment and issue the necessary contract.

v

2

H. All actions of the President are subject to the final approval of the

Board of Regents. o®
.

I. All personnel, unless otherwise specifically permitted, shall report
for duty on the date given on the contract. ' The administration does
not approve late arrival at the beginning of the semester or early

s departure prior to the official closing of either the ¢ontract or the

s;c‘hool term. Unavoidable sié%ations should be directed to the
n gﬁ'ejfnior administrator.of the ar ' ‘ g

T. N’tg person on academic or disciplinary probation or suspension from
/ Co thé University shall be eligible for employment of any tpe. /
.y K. When feasible, vacant positions.should be filled'by: University
students who are enrolled and regularly attending classes, or by
the spouse of such a student. Such employees should be advised
that they are being employed under Sec. 106, Public Law 91-373,
and that such employment will not be covered by any program of
.' , : unemployment insurance. Acknowledgmergaof such advisement
’ ¢ should be so indicated on the employment contract.

. (4

‘II. Termination of ﬁmployment )

A 1 the -ser-vice‘s of any employee of the University are discontinued-
“W¥Termination of Employment” form must be submitted by the Department
Chairman to the President through the Dean of the Schogl or other
supervisihg official in thé manner outlined. These forms are available
in the Business Office. , *

Channels for termination shall be as follows: : \ ' N
4 ‘ A. Dismissals
1. For senjor administrators, the Board of 'Regents on

recommendation of the President and/or Personnel e
Committee of the Board of Regents. Pl

2. For all other rpn-academic personpnel, the President, on
authority granted by the Board of Regents. Recommenda- —
tions of the administrator responsrble shall be grven full

. consideration. ' '

3. For academic administrators (Deans of Schools, Department

. Chairmen, Director of Libraries, etc.) the President.
N—
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S . . 7 N _7_.. *: . . - L ] ‘.lT
’  Recommendations of the Vice President for Academic Affairs |
and/or the Dean.of thé School involvéd,'in the case of, =~ + * |

academic administrators within the School, will be given
. full consideration. This procedure apphes only to the1r . .
» . administrative function. . . ' . -

N 4, For faculty, 8ee.Part III, Acaderpic Policies and Regulations. ‘.

B. Voluntary Terminations

* b —_—
Employees seeking voluntary termination will submit their
resignation injwriting pfior te the period designatedin the
contract and,leave' work in good ocondition. Emergency situations
will be given special consideration by the administration.

. P

i ' ' {
. ¢. Final Clearance : .
) ', . =7

Prior to departure a final clearance form is to be supplied to
N ~ the employee by his department head) The émployee Jis to
complete his clearance with all giepartments listed on the form
. ahd submit it to the Busmess Office bef&'e issuancé of the
2 final pay check, . .

LS

SECTION 9. FACULTY-STAFF RELAT16N8 WITH STUDENTS

We are all aware that misunderstanding and embarrassment can result
from personal and social relationships between faculty-staff and students. s ‘ ,
‘Caution and discretion in.such relationships are as applicable in personal
friendships as in dating. The matter is not one which lends itself to rigid rule
or policy; rather, the discretion and judgment of the 1nd1v1dual faculty or staff
member must determine appropriate behavior, Therefore, such faculty- staff
person, and not the student, shall be held 'respor'isible for indiscretions in
these relatiodships. : o ' o
4 ' . ’ ‘ )

r SECTION 10, I.D. CARDS b

All employees under regular contract to tf‘le Univer51ty are required to
have an I.D. Card for purposes of identification.

il



SECTION 11, 'KEYS : S

e . ~ Authorization ' s

All outside door keys, all room door keys and all master keys wssued -
to maids, custodians, dormi¥Qry directors and dormitory proctors require the
approval ofsthe Dep'awrﬁm)ant Chairman*, Dean of the School and the Vice
President for Business Affairs. .

All room keys and outside door keyts issued to faculty and other staff -
members must be approved by (@) the Department Chairman, .(b) Dean of the .
School, and (c) the V1ce Presrdent for Business,‘A'ffatrs. ) )

v - )
A building master key will be 1ssm¥=d to any full- L1mc facudty mcmber on .
.condition: (1) that he submit a building master key request In wrttmg stating S

reasdns of need (Sfthat the request be reviewed and approved by the ‘admin-
istrative heads of dach department or area made available by the master key; &
(3)_that the request be approved by the Dean of the School; and (4) Lhat Lﬁ’é‘\\)

‘ request be approved by the Admlmstratlve Council”. {

/

All grandmaster and great- grandmastcr keys requrre the approval of the
Fres1dent of the University. : o x ’

R § - : -

) 7

‘ , ;,HErocedure for Requesting All Keys - !
% .
All key requests will be mmated by, the, Departmen( Chalrman Three-
part key authorization fopms are available in the Physical Plant office. Fill
in the name of the person to receive the key, the building name, .room numb
‘or other identification, and date: Do not use the key number space at th
upper left cornéQ The person to receive the key is not to sign this fortp until
he has (ecerved the key and he must notsrelease his keys to anyome cxcept
those autﬁorrzed under this policy. When releasing the key he sHould require
a ‘recelpt because of the security and financial responsibility attached to the
issuance of-his Key. The Chairman must sign the request and forward all T
copies to the Dean of the School for his enddtsement; it then goes to the Vice
Pre51dent for Business Affairs, who will either approve the request or present
it té ‘the Administrative Councrl as required., The Vice Pres1dent for Business
‘Affairs will’ send the request to th'e Director of Physical Plant, who will record K
the {ssuance and secure the signature of the recciver at.the time the key 1s
issued. " The yellow copy (origindl) will be returned to the Busingss Office where
a cor‘nplete-alphabetrcal file'will be kept. The green duplfcate will be returned.
to the Department Chairman for his records. The Departmcnt Chairman must
maintain a complete recdtd of all’ keys Issped-and all’ keys turrred in within his
department.” The Phy51cal Plant Directorswill supply a complete 1n\/\ntor§/ of
all key transactions up request from the Repartment Chairman. ThHe white
copy will be retained in'#je office of the Director of Physical Plant. N .

S .,
- : 2. Lo " - ' . /
Key Security -
. , ' P ‘ .
The Director of Physsical Plant will che®k eactivkey from_the recordd to the o <
‘holder and visually observe the existence of the key and certify as.to 1its exis-
tence at least once each year. He will"cause a report to be 1ssu7d- of all dis-.
crepancr‘es %o the Vtcc Prcs1dent of the area 1nvolved.

¥ ‘ , -19- | L N
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A . . T
. Grandmaster and great grandmaster keys should not be ro‘utlnely carried

&-
on thgeperson and must be given maximum security. ‘Full accountablllty will be
required in the event of loss of key or loss of security due to irresponsible %

. handling of the key or loaning the key- to others. . Each key is reserved strictly ™

i

W ’_‘AppliCable to non-academic and academic departments. N

< ' gand $1.00 per cylinder in excess of 10 cylinders. _ 7

for its authorized holder only_~and is not to bs lqaned to other-s for any reason.

Access to bulldmgs is reserved to faculty and staff only. Stu’dents are
not’ permltted in buildings: ‘unless accompanied by a faculty or staff member at
times when thé bulldlngs are normally clesed. Exceptions are made by the ™
ALHmlnlst(ratwe Counc1I when necessary. :

. p R ) ' .
. The Director of PhySLcal Plant shall be not1f1ed immediately in the eVent
a.key is lost or in the event there is a loss of securlty, and all cylinders that .
re operated by the lost-or mishandled key shall be replaced in the event there -
%loss of security. All keys to replaced cylinders are-to be taken yp and new
eys issued.® The expense of such cyllnder replacement shall be charged to the
* person to whom the lost key was issued. * : /(

- -
-~

‘The Director.of Physical Plant will number all keys in such a manner that
pOSltlve 1dent1f1catlon can be made of each 1nd1wdual key.

[}

&
- ’ J

Any issuance not tovered by this pollcy must be cleared by the Admlnlstra—\
“tive Counc11 , R v i _ 1

v

ROOM KEYS: To bl charged $2.00 per cyl1nder for the fir$t 10 cylinders . _
v and $l 50 per cyllnder in excess of 10 cylinders. & R
. > . noo § - ‘
: OUTSIDEDOOR KEYS: To be charged $l. 50 per cylinder.

- MASTER KEXS: _To be charged"$l 50 per cylinder for the f1rst 10 cyllnders

Key Turn—In : - ° “
pB “Upon termination of employment, keys must be turned in to the Vice
residént for Business Affairs,or the Director of Physical Plant. {Exception:
all personnel’ ope,ratlng under the Vice PreSLdent for Student Affairs will turn keys _

in to h1m ) ‘ -
. . ~ -

. x
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SECTION 12. LEAVES OF ABSENCE : T

-

Wit_hout Compensgtilon ‘ , A \
T Extended leaves ef absence from the University may be granted an » T
empl?yee after two full years of employmé/\t when a request has been trans-
mitted to the"Pres1dent through the appropriate adm1n1strat1ve offlcers
Leaves of absence without pay may be granted for good cause for a

period falling within the term of appointment. The absence should be timed
so,as to interfere as little as possrble with the work of the University. Sick
"leave, vacation credit and-other spec1al privileges areynot accumulated;\durlng
the period of absence. » . . -

7 ) . . e {1;

' . : * With Compensatlon

A, Development Leaves for Admlmsﬁg%rs and Staff (Ref Senate Bill 653,, o '
- 6lst Legislature) _ ¢
AN o N

* The Univefsity will grant development leaves, with or without compehsa-
' tion, for the purpose of advanced training or study which will improve
. the individual's service to the University.

N

! .
Such 1gaves.sﬁall ne ~r;esrrictgd to: . :

-~

. o 1. College Degree Programs: Prov1des college level (graduate or
} undergmé'duate) tra1n1ng leading to a degree.... :

. _2‘. In- bervrce TralnuLcLand Education: Job-oriented training which jig
provided essentlally within the agency. It may include on-the-job
training, tra1n1ng in preparation for job ass1gnment and continuing

tra1n1ng programs which are basmally job-oriented. . ’

3. 'Out-of—Agency.Staff Development: May co®ist of workshops,

o , M seminar$, institutes, training sessions, college courses (Wifh or
without @cademic credit) and other speCLal programs or activities
offered either within or outside the State. "Continuing education or

— training must be of a concentrated, prec1se content and- desrgned
-~ to lmprove the individual's profess10na1 or technical Knowledge Jin
the performance of his present or prospectlve duties and respons1-
bilities. - , *

) 4, Internshi/p Training: That type of learning expérience which can be
- obtained only .th_rough actual work experience. - Internship’ programs
' - are generally considered to be of ‘a.longer dutation than other types
of training herein mentioned sunder the headings of In-Service T'raining
and Qut-of-Agency Staff Development (of that type which is primarily
seminars and short courses) R

GENERAL REQUIREMENTS ¢ !

. ' - . } . .
" 1. Leaves must be in a field specifically required by the University,

1
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o thereby enablmg theaUmverS1ty to operate at a hlgher rate of
efficiency. . .

4 . ,
2% Employee must have the necessary aptitude, skill 'r academic i
training required for admission to the area qQf,training. Employee '
must pass any tests of evaluation, aptltude etc as required- by,

the Umversrty. ) v : (

3. Employee must be scheduled for appomtment to a‘“job requrrmg the =~
o specrflc training.

-

4, Employees who receive financial assistarce from the University
for the completions of such training shall be obligated to fulfill
such terms and-condition.s as the University may prescribe.
a. Employees granted leaves for degree grantmg programs shall

return to the Umversrty for a minimum period of one year.
i

- »

b Employees granted leaves for other than degree grantmg
: programs shall return to the Umversrty for a period pro-
portionate to the period of training, or subject to other” .
-desighated periods as covered in the agreement.
. . . !

c. Employees granted such leaves: shall agree to repay ina -
ltimp sum, or such alternate arrangemegts=as the University
may prescribe, the amount of money expended by the
University for such training, should the employee fail to
complete the training or any part of the agreement between
the University and himself, except in the event of circum-
stances beyond his control.

¢

-7

N

. . * Y : ‘ /

5. Employees shall not be eligiblé-for development leaves with
compensation in excess of 30 days until they have completed two.
years of employment with the Umversrty.

~
.

6. Developmént leaves are lrmrted to persons employed on a full time
basis. ‘

CEEEN A




7. Not more than 6% of the adm1nlstratron and staff shall be'on
development leave at any one time. ' A
‘ .« . .
8. Requests for such leaves should be trmed to interfere as ltttle as

possrble with the work of the Unrversrty. A

PAYMEN}I' vEmployees takrng developmentdeave ay be reimbursed for partial

salary,. total salary, travel expense’, registration or tuitian fees, living expense,

supplres and oth-er related training expenses; the amount of payment will be

determined and made a part of the agreement. ™ =" *° | .

APPLICATION Applrcatron for such’ development leave should be submitted

o

.showing the type of training leave fequested, object of the training, relatlon-
ship of the training to fhe current or prospective job"and an estimated dollar.

amount ofsany reimbursement to be requesteg Such requests will be recommended

by the approprl.ate department head and approved in wr1t1ng by the Presrdent
" B. Faculty Development Leaves v S -

$ .
Provisions of State law:

~
.

" has served- as a member of the faculty of the same institution of

hrgher educatlon for at least two consecut1ve ‘academic. years. This
.service may be as an instruetor or as an assistant, associate or full
professor or in an equivalent rank and must be full-time academic

-

duty but need not include teaching. ) ;- !

. : grant to a fa¢ulty, member a faculty development leave authorized

salary or for on

2. Duration and Compensat'ion, Section 5.. The governing board may

by this Act eithz&for one academic year at one-half of his re?gular

half academic year at his full salary. Payment of
salary to the facuilty member on faculty development leave may be
made only from funds appropnated by the Lagislature specrf.tcally for

, ~ that purpose. A faculty mermber-on faculty developmént leave may
-accept a grant for study, research or travel from any institution of

higher educatron or from a charitable, refigious or educational
corporation or foundatron or from any ederal,gstate or local
governmental agency. A faculty member on faculty development

Midwestern U_niversity's Policy and Procedures on Granting Leaves:

1. Applicationsrfor faculty development leaves will be made by the

faculty member to the Faculty Senate and must be accompan1ed with

comments and recommendatrons by qualified persons. .

2. Recommendatrons for faculty development leaves will be made by
the Faculty Senate on the basis of nominations and recommendattons

_23_
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leave may not accept employment from any other person, corporation
or government, unless the governing board determines that it would
“be in the public 1nterest to do so and expressly approves the employment

’

1. Service ReCLUired,_S'ection 4., A faculty mem{)er is el'igible by reason -
of service,to be considered for a faculty development leave when he




o‘f a sub-committee whichv will screen all applications and report
to thie Faculty Senate. This committee shall ‘consist of 5 members
of the faculty appointed by the chairman annually, including one
~member -from each School of Sciences and Mathematics, Education,

Business Administration, Humanities and Social Sciences.

3, A faculty member with less than five years employment at
Midwestern University shall sign a conditional note for the leave
salary to be repaid to Midwestern University only if he accepts
another position the year after his leave.

4, The following criteria»(in order of priority) will be used bi}.the'sub-
committee recommending appointments:

Quality of proposal
Rotation of di¥ciplines and divisions
Requirements for advanced degree and/or time since last
graduate study ’
Length of service
Potential future value. to the University. Individual ,
potential, time remaining before retirement and programs
of the University. '
Evidence of applicant's ability to benefit from the leéve)
(previous contributions, publication, etc.)
: Needs of the department including new “fields, modifica-
T tions and rapidity of development of the fields. °

]

-

Vacatiort Leave

1
.

Annual employeé,s of the State shall, without deduction in salary, be

entitled to a vacation in each fiscdl year. Such entitlement shall be earned in

accordance with the following schedule: '

: ' Hours Accrued
Employees with Total State Employment of: . ’ Per Morth

4

Less than 15 y'eqa'rs. . : 7
15 years but less than‘ 20 year - ) 10
20.years and over*. : ) 14




~{

)

' ‘ An annual emp?oyee employed less than full-time shall accrue vacatlon

leave as follows: , ‘ -
. y »

., Percent A-ccrued Based N
on the Above Schedule
Employed less ‘than full-time but at R
least 3/4 time T 75% ..
Employed less than 3/4 time but at. .
' least % time 50%
Below % time _ 0%

~

An employee will earn-vacation entitlement beginning on the flrst day
'of employment with the State and termmatmg on the last day of duty. Vacation
entitlement is accrued at the applicable rate cited above. Credit for one month's .
accrual will be given for each month or fraction of a month of employment with
the State. Vacation with pay may not be granted until the employee has had
continuous employment with the State for six (6). months, although credit will be -
accrued during that period. ’ - )

. Totaﬁl aCCUmulated leave entitlement which may be carried forward for any-

v employee,/?from one fiscal year to the next fiscal year, may never exceed the

equivalent of his earned vagation entltlement for the preceeding two- year period-
£

In computmg vacation t1me taken, time durmg Wthh any employee is
excused from work because of holldays shall not be charged against the
employee's vacatlon _ B . . o .

If an employee transfers directly from one Stat_e agency to another he
shall be entitled to credit with the newly employed agency for his accumulated

"~ but unused vacation entitlement, provided that his emplo?rne;nt i's uninterrupted.

A State employee who resigns, is dismissed, or separated from State '

employment, shall be entitled to all vacation time:duly accrued.

- -

"Department heads will maintain a complete record of yacation' granted to
each employee under his supervision. This record will be.made available for
inspection on request by the administration. c ’ 3

, Vacation requests shall be submitted to the department head on the -

"Application for Leave of Absence" form, showing (1) number of days accumulated,
(2) number of days requested, and (3) number of accumulated days remaining. The
period of leave is sub}ect to approval of the department head and the appropriate
Vice President, " .ot P

Death benefits: Salarles ‘and wages may be pald for all of the empioyee's
accumulated vacation leave tao the estate of an employee when said employee
dies while employed by the State. The payment shall be calculated at the rate(/

of compensation being pajd the employee at the time of his death..
. : ) A )
) Sick Leave’

Annual employees of the State gl;lall without deduction in salary, be
entitle®.to siek leave subJect to the foflowmg conditions:

_25_ X - i ?
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™ Sick leave entitlement shall be earned at the rate of eight (8) hours for
"each month or fraction of a month employment, and shall accumulate «with the
unused amount of such leave ocarried forward each month.

Sick leave entltlement for reguilar. employees employed less than full- ‘
time shall 'accrue as follows: _— : v e '
- Accrue
mployed less ‘than full-time but at.
least 3/4 time “ . 6 hours per month
Employed less than 3/4 time but at
least $™time = : 4 hours per month.
Employed less than 3 time ' . 0
Sick leaVe with pay may be taken when sickness, injury, or pregnancy .
and confinement prevent the employee's performance of duty or when a member
of his immedigte family is actually ill. An employee who must be absent from
duty because of illness shall notify his supervisor or cause him to be notified

‘of that fact at the earliest practicable time.
: ’

To be eligible for accumulated sick leave with pay during a continuous '
period of more than three (3) working days, an employee absent due to illness
shall send to the administrative head of his employing ademcy a doctor's’
certificate showing the cause or nature of the illness, or some other written
statement of the facts concerning the illness which is acceptable to such
administrative head.

P -

Upon return to duty after sick leave the employee concerned shall, ‘ .
without delay, complete the prescribed application for sick leave and submit ’
the same through proper channels to the approprlg‘te approvmg authority for hlS
consideration. .

Exceptions to the ameunt of sick leave an employee may take may be
authorized by the administrative head or heads of any agency of the State
provided such exceptions are authorized on an individual basis after a review
of the merits of such particular case.. A staterfent of any such authorized
exceptions or the reasons for them shall be attached to the State agency's du-
plicate payroll voucher for the payroll period affected by such authorized
exceptions.

’




- Emergency leave’is charged against accrued sick leave time and shall be

University is under no obligation to return the employee to any position other

'shall be charged against.accumulated vacation leave. Approval for such excep-

A State employee who transfers directly from, one State ag'ency, to
another, _shall be given credit by the receiving agency for the unused balance
of this accumulated sick leave, provided that his employment-v&:lth the State
is uninterrupted. e

. The estate of an employee who dies while employed by the State shall
receive payment for one-half of the accrued sick leave, and the rate of com-
pensation paid shall be the amount that was in. eifect‘for the employee at the
time of death. '

Emerggncy Leave

Emergency leave shall be granted because-of a death in the employee S
family. The death of the employee's spouse, parents, grandparents, or
children shall constitute adequate need for emergency leave. The senior
administrator may make a determination of other reasons for emergency leave.

reported m the same manner as other leaves.
Military Leave

Members of the National Guard or of the Reserve Components of the _
Armed Forces shall be entitled to leave of absence from their respective duties
without loss of time or efficiency rhting or vacation time or-salary on all days
on which they shall be ordered by proper authorj@to duty with troops or field
exercises, or for instruction, for not to exceed fifteen (15) days in any one
calendar year. (Art. 57696-1V.C.S.) A leave of absence with full pay shall
be provided any State employee who is called to active duty with the Natronal
Guard by the Governor of Texas. Such leave shall in no way be charged
against the employee's vacation or sick leave.

.

Maternity ‘Leave

At the discretion of and arranéement by the senior administraror, and
on recommendation of the ‘department head, maternity leave without pay may
be granted for a period not to 'exceed six (6) months. Maternity leave shall
begin at least thirty (30) days prior to the anticipated birth date of a child, and
a physician's statement verifying the anticipated birth date will be required.
An employee will not be eligible for such leave until after three (3) years of
continuous service. Request for matérnily leave must be made at least three\d
(3) months prior to the beginning date of .the leaye. Approval of such leave shall
be contingent upon the securing of a satisfa‘c.tory temporary replacement. The

than the one occupied at the time of taking leave. Vacation leave and sick
leave shall'not accumulate during maternity .leave. '

Ab'sent,eeism
4’. . ‘\
. Any employee of the University who absents himself from duty for all or
part of a wOrkmg day without notification or explanation shall be subject to
dlsclplmary action. In case of satisfagtory explanation, the day or part thereof

tions must conie from the President.
o -27
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. SECTION 13. LOST AND FOUND

»

) The Office of the Uni'versity Pblice Department marintains a lost and
found service. Lost or found articles. should be promptly reported to this office.

SECTION 14. MASTER CALENDAR
Master Calendar scheduling forms will be sent from the Office of Stgdent_
Affairs to each department and to each student organization by May 1 for listing
. Pproposed activities and requestirig facilities for the following Fall and Spring:
semesters. Reservations will be accepted ohl‘y from departmental chairmen and
« - from student organizational presidents. ' '

A ° During thé period May 1 - June 1, the annual recurring events will

‘receive priority, both in being placed on the master calenc_iar and in the reserv-
ing of campus facilities. y

After June 1, activities of the following types will be scheduled: mid-
week student dances, area high school and clioir functions, one-act student-
directed plays, student music recitals and student organization functions.

No function not specifically sponsored by Midwestern University will.
be scheduled until August 1. :
. 14

SECTION 15. MEDICAL CARE

) ) The University Health Service is set up primarily for the benefit of the - ' Co
student and is financed by their fees. The services of the Infirmary are avail-
able to faculty and staff on an emergency basis only.

SECTION 16. NEPOTISM

No officer of this State nor’any officer of any district, county, city,
precinct, school district, or other 'municipal subdivision of this State, nor any
officer or member 'of any State district, county, city, school district or other

\ municipal board, or judge of any court, created by or under authority of any
- General or Special Law of this State, nor any member of the Legislature, shall
appoi'nt, or vote for, or confirm the appointment to any office, position, clerkship,

-
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employment or duty, of any person retated within the second degree by affinity*
or w1th1n the third degree by consanguinity'to the person so appointing or so -
voting, or to any other member of any such board, the Legislature, or court of
which such person so appointing or voting may be a member, when Lhe salary,
’ feeg., or compensation of such appointee is to be paid for, directly or mdrrectly,
out of or from public funds. or fees of office of any kind or character whatsoever,
provided, that nothing herem contamed RQr in any othercnepotism, law contained
in any charter or ordinance of any municipal corporation of this State, shall
prevent the appointment, voting for, or confirmation of any person who shall have
been continuously employed in any such office, position, clerkship, emplckyment
or duty for a period of two (2) years prior to the election or appointment of the
officer or member appointing, voting for, or confirming the appointment, or to
the election or'appointment of the officer or member related to such ernploy\eé in
the prohibited degree.

C

N

. SECTION 17. OFF-~-CAMPUS SPEAKERS
. Y
. The Board of Regents of Midwestern University respects the rights of
the faculty and the student body of Midwestern University to have full freedom
in the discussion and presentation of all information and igsues. This includes
the right to invite off-campus speakers whose ideag and views differ from those
of the Board, its individual members or the President of Midwestern University.
It is the policy of this Board that the facilities of this institution, which were
paid for by-the taxpayers of Texas from their earnings in our society based on
law ‘and order, be not made available to any person or persons who by reason. of
their prior expressions or past actions would likely use the invitation to advocate:
. lawlessness and disregard for the laws of this country; change in the laws of this
country, other than by means provided for within the constitution and the laws of
the United States and the various States; and the violent overthrow of our govern-

ment. N
. In the case of highly controversial speakers, announcement should be
/ made at least thirty days prior to appearance so that faculty might have the op-

portunity to discuss issues with the students. Also, no such* speaker.shall be
presented who will not consent to interrogation (not heckling) by students and
faculty followirg their presentation. -

: ’ - Every precaution should be taken to maintain the highest.level of excel-,
lence and good taste in such matters commensurate with the dignity of an
institution of higher education.

The President of Midwestern University is directed to initiate whatever
procedures are necessary to execute the above published policy of this Board.

e -

SECTION 18. OUTSIDE EMPLOYMENT

By State law, faculty and other full-time University employces under
contract are.limited to "one position aghonor, trust or profit." This does not,
however, prohlbrt a limited amount of consultation services by an employee in

‘ the fleld in which he is especially trained. All service should be of a high
professional level, such as to bring aredit to the faculty member and te the
Uniyersity. Such arrangements are subject to approval by the Board of Reyents.

. M -
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. The employee involved should set forth in writing the proposed consultmg
relatior, including hours required (no more than an average of ten clock Yﬂours PO
per week) and other pertinent information. The-completed form should be- !
submitted to the Presrden‘t" with prior approval by the Department Chairman, )
Dean of the School and the Vice President ‘for Academic Affairs inscribéd there-

N on. If, after approval, it is clearly evident that such employment is detrrme‘ntal

to performance of duties as a member of the’ University. staff, the President will
have authorrty to request its termination. University responsibilities shall have
priority. . a . - ‘

. According to State law, no mone'ys appropriated may be expendéd for
the salary of any officerror employee who is absent from the State and not on
official business for more than thirty days during any single fiscal:year.

SECTION 19. PARKING FOR FACULTY AND STAFF ‘ e

. Facult'y and staff members who wish to park on campus must regisger
their motor yehicle with the University Police Department. Parking permits
will be issued at no charge to the faculty and staff. A copy of the parklng and
traffic regulations 'will be given at this registration time and any individual , .
operating a- vehrcle on campus is subject to the penalties for violation of regula-
tions as listed End for city ordinances and State laws governing driving and
parking. The University assumes no responsibility for vehicles or their content
when parked on campus. Faculty and staff shall be limited to two (2) parking
pérmits at any one time. : '

SECTION 20. PATENTS - COPYRIGHTS -
PUBLICATIONS - TEXTBOOK ADOPTIONS

All such matters will be handled on the basis of adequate recognition of
the interests of the University and the individual faculty member. Publication-
of any material in the name of the University should be cleared through the Vice
President for Academic Affairs. If it involves solicitation of outside funds, it
must be approved by the President.

The Board of Regents shall approve p{yment by the University of a royalty
drrect to the author who is a University employee on any publication sold by the
Umven@ty Bookstore.




.,r‘. - -

Any commercially printed workboo&?’textbook or material used by"

- students (authored or co-authored by Midwestern University faculty members) : |
must be recommended for approval to the Academic Council. The Department o
Chairman will show in writing that the adoption is realistically priced and has.
been properly evaluated. A review of any'adoption will be made by the depart-
ment concerned at the end of three years, All subsequent adoptions of tl‘ns .
same work will be approved by the Academic Council.

/

SECTION 21. PERSONNEL RECORDS

The senior administrator shall be responsible for maintaining a complete
and up-to-date file on each‘employee.' The employee is responsible for the
‘accuracy of such records at all4jmes. The Universify assumes no responsi-
bility for soliciting vital informatlon but should be kept informed on all matters
such as change of address, etc. 7 ‘

The senior admlmstrator shall be respon51ble for accurate records on
such items as leaves, sick leave vacations and other pertment facts regard-
I ’ mg the employee's efficiency and respon51b111ty

b

' -
. .

fmu.d ' Each new employee, before assuming the duties of the position for which
employed, is required to execute an affidavit prescribed by 1aw and adopted by
the University, and a withholding exemption certificate for receiving credit for
dependents in the Federal Income Tax deduction. A%l employees must also file
information for the Texas Teacher Retirement System or Optional Retirement
- Program if eligible. A Social Secunty%mber must be furnished the Business’
‘ Office. The Business Office will provide the necessary forms. No salary or
wages will be released by the Business Office until these requirements are met.

No mformatio% will be released ffom persennel records withouﬂrhe
written permission af the person involved.

SECTION 22. PHYSICAL EXAMINATIONS

Prior to appointment to a regular position all full-time employees.are
required to have a physical examination. The Midwestern University Physical
Examination Record, available in the Infirmary, is the proper form to use. Any
exceptions must be approved by the President.

SECTION 23. POLICE ADMINISTRATION v
AND REGULATORY ORDINANCES

ARTICLE I. STATUTORY AUTHORITY

Section 1. Pursuant to the authority granted by Statutory Law of the
State of Texas (Vernon's Annotated Civil Statutes, Article 29 19-J, Scction 1
Vel through 12), these reqgulations are promulgated for @purpose of providing for
the protection, safety and welfare of the students and employees of Midwestern
University, a Sfate institution of ‘higher education, and for the protection and
‘ policing of the buildings and grounds of said institution.

o )
J A ‘ -
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ARTICLE II. POLICE ADMINISTRATION AND SUPERVISION
- . [
Section 1. There is herebly established at Midwestern University a - .
Police Department under the control and supervision of a Chief of Police o
appointed by the University ahd responsible directly to the V1ce President for ‘
Business Affalrs. . v . 7
& N A
‘ . Section 2. Offlcers of the Police Department of Midwestern University
are to be bona fide peace offlcers, bonded and cammissioned by the Board of
Regent§ of said University as Peace Officers. Any officer commissioned here- .
under is hereby vested with all the powers, privileges and immunities of peace * Ca
officers while on tRe property under the control and jurisdiction of Midwestern
. Umver51ty or otherw1se in the performance of their duties. ,
Section 3. It shall be the duty pf the University Pollce Department to :
enforce all regulations of the University applicable to street traffic and vehicle"
‘regulations, all State laws applicable on all the properties under the control
and jurisdiction of Midwestern University, and .to make arrests for traffic viola-
tions, to investigate traffic accidents and to cooperate with other State and-area
. officers in the admini®tration Jf traffic laws and in developing ways and means
to improve traffic conditions, and .to carry out those duties especially imposed ™~ -
by these Megulations and to assist in the prosecut;on of those persons charged :
with violations ofllaw or causing or contributing to such’traffic accidents.
Section 4. The University Police Department shall keep records dhall
violations of traffic regulations of the University, and of all‘State vehicle laws
bf which any person has been charged on University property, tbgetl'ler with a ‘
‘record of final disposition of all alleged offenses. Such records shall be so _
maintained as to show all types of violations and the total of each. All forms ’
for records of wiolations and notices of“violations shall be serially humbered
and all records and‘reports shall be public records. )

Section 5. It shall be the duty of the University Police Department to
maintain a suitable record of all traffic accidents, arrests, convictions and
complaints reported for each driver, which shall be filed alphabetlcally under
the name of the driver.

\

Section 6, All of the general and criminal laws of 'the State of Texas
are declared to be in full force and effect within the areas under the control

[ =iy )
TJdu o
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and jurisdiction of Midwestern+-University and enforcement of ‘these lawgs shall
be the duty of ‘the officers of the Police Department of the Usttversity.

Section 7. It shall be the duty of the offxcefs of the University Police .
Department to enforce all University regulations stated he}jeln or her'ei‘naft‘e'r .
included and such other Federal, State and Munlclpal laws applicable on.areas
under the c¢ontrol and jurisdiction of the Un1vers¢ty. . . T,

Sectlon 8. The Chief gf Pohce or hlS de51gnated aspistan{s, shall have
the authority to place temporary traffic control devices and barricades in any‘area,
orupon any drive or street, for the purpose of altéering the ngrmal route of vehicr -
ular travel or regular parking, when necessary for safety purposes+or for special
functions. ' '

‘n

| ART“ICL]IS Ii. TRAFFIC AND VEHICLE REGULATIONS.

) : (

Section 1. All Articles of the Texas Motor Vehiclte Laws and the uniform
traffic code, in addition to regulations promulgated by the University, shall be
apphcable on all propertxes under the control and JUI’lSdlCtl n of Midwestern
'Unlver51ty open to vehicular traffic. : -

. f.v ) . - ‘ -
" Section 2, Penalty ,
P . i . ot »
& A. Any violation of the State traffic.laws or of University traffic

In. Wichita County Texas, or the Corporatlom. Court of the |
Texas. = - v

& -
B. Any; \/i/gitlon of Umversuy traffic and ehicle regulations - ’
may, hdwever, as ar alternative, be enforced by the Univiersity in accordapee
with the procedures, fees and penaltxes stated for specific wiglations as
enumerated in the followmq Sections of this Artlclq .
\‘
Section 3. Req1stratlon . '
N CAL AlLL students faculty members staf{ fnemPers and empioyees
of Mldwestern University who operate a motor vehicle oh the canipus must
register the vehicle on campus and obtain a Unxver51ty decal before such persons
are allowed to park their vehicle on Unlversnty property All registration degals . -
are to be obtained from the Midwestern University Polike Department, '

’ . o Y ) - ,
4 ~ B. A motor vehicle registration fee of Eight Dollars (§8.00) per K
semester will be assessed those students operating a; motor vehicle on the ’

University campus who enroll for eight (8) or more crédit hours. This fee will |
be apphcable for both the Fall and Spring semebters, Provided, however, that

‘the Administrative Council may assess g reasonable; fee of a lessor amount for

certain special programs, non-credit courses or off+ycampus extension type

rogra . o . ‘ ; : .
programg, 5 ‘ i

C. A motor vehicle reqgistration feg of F0ur Dollars (§4 00) Wl”‘
be assessed thOs,d students operatlng a motor vehjcle on the University campus f.




‘Police Department to place the decal in'some ‘convenient location mutally

3 . j L . ‘: . S ’ _ S »
wh-'e gnroll for less than eight (8) hours per semester.. : R
v ‘ D. motor ve.hicle registration fee of ‘Four Doliars ($4.00) will
be assessed for eitider one or both summer terms. Proviwet, however,. that " oo

"students who-regi tered their vehicle(s) for the preceeding Spring semester Will .

not be required to pay the summer registration fee.

«

, ".E. Students yvho operate more than one motor vehicle on the University

. campus may register an additional vehicle for a fee of TOnen Doliar (Sil.'OO).

F. Two (2) or more persons will not be,permitted to register the- ‘ "_ _
same vehicle. = . , e
) G. No faculty member, staff, employee or student of Midwestern

s

'Universitk may have more than two (2) v'ehic‘les registered at one time. Before

registering an additional vehicle, the registration decal or a portion thereof
must be turned in to. the Midwestern University. Police Department.

-

. *

’
H. No decal shall be displayed on any vehicle other than that
vehicle to which it 1s registereds . L

‘The registration decal does not assure anyone that parking
space w1ll be available at all tim} _, <

Section 4. Required.Display of University Decal

. . .

A. The decal must be permanentiy affixed to the left top port\i*on ‘ .
of the rear bumper. Provided, however, that on vehicles having no rear bumper,
the decal shall be affixed on the inside and at the lower left of the rear wind-
shield. Provided, further, that on two (2) wheel vehicles, the decal shall be
affixed to the rear- fender. Where these provisions are not possible, because
of vehicle design, arrangements shall be made with the Midwestern University

. >

agreed upon by the owner and the Police Department. : .
B Upon selling, trading or otherwise qhanging ownership of a
vehicle, the registration decal must be turned in to the Midwestern University
Police Department The registration of such vehicle will automatically become
void upon stch change 6f ownership. Duplicate registration decals may be Y

LN



purchased for a fee of One Dollar ($1.00) providing that th® voided decal is
turned in to the Midwestem Universit'y Police Department.
T ~ C. Apphcatrons for the privilege of parking and operatmg a motor

. h vehlcle upon the campus for each semester must be secured begmnmg with the
R registration for classes during that semester.

»

" D. A tolerance period will be allowed during registration and
no citations will be issued in this period for not’ displaying a decal. Enforce- ~
ment will begin and citations will be ¥ssued for this violation beginning wrth
‘the first (‘lst ) day of scheduled classes following late registration.

Section 5. M‘ovi'ng Vehicle Regulations

4 -

¢ A. It shall be a violation to drive or operate a motor vehicle -
~at any tlme upon the campus in excess of twenty (20) miles per hour,

B. Every vehicle shall, at all timess grant Right of Way to ’

pedestrians. 4

e : T L ,
: * C. Every drrver shall, upon approachmg a traffrc control srgnal
brmg hrs/her vehicle to a complete stop and pause briefly before proceedmg

with caution.

<
N D. No vehicle shall be driven after dark wrthout the vehrcle
- headhghts operatmg . :

. . ) ) ) - N

. g _ E. No vehicle shall be operated a,t/any time upon the lawns or

E » any other place not specifically designed for vehicular traf/flc Provided, how- .
ever, that these rules shall not apply to authorized emergency vehrcles or Y
grounds and maintenance vehrcles of the University. ) s

P
Ca

‘ ' . F. All motor vehrcles shall be so muffled, or otherwise equrpped
as to effectively agnd effrcxently prevent loud and/or unusual norses or annoying
Smoke dlschargmg from the exhaust of such vehicle.

- ' o G. It shall be a wolatron to willfully fail or refuse to c0mp1y

' with any lawful order or direction of a Police Officer or to interfere with a

Police Officer in the performance Of his duty.

. H. It shall be a violation to drive a vehicle from-a stopped -
& posrfron at such a rate of acceleration so as to leave tire marks upon the street
or drive, or to create a screechmg or shrill noise capable of being heard at a
" distance of ‘300 feet. _ -

-~ . ’

I. It shall be a violation to remové, or in any way tamper with,
, any traffic control or device, whether permanently affixed at a given location
or temporarily located by the University Police Department to regulate traffic.
. . a . X

) t . . = . ) . ,
. ' Section 6. Parking . o L

-~

A. dVhere parallel parking is indicated, the vehicle must be

-35- . ' ‘ ’ ° 3
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parked w1th wheels on the srde of the car parallel to and not more than one foot
from the curb. The- posrtron of the car. with referen/ce to the dividing line be-.
tween adjacent spaces shall be such that the whole of the* carhrs located with-
- in the bOundarles of the parking space. - S .
. -
. ’ B. In case of streets upon which parking on both sides is
perrnitted, a canqust be parked with passenger side to the curb. .

¢

-

C. Where parallel parking is. permitted on one-way streets, cars
must be driven into parkrng spaces with the front end of the car forward in the
direction in which traffic is aleed

¢

/

D. Where d1agonaI or vertical parkrng is required, every vehicle
must be placed within the boundaries of its space, and MUST NOT BE BACKED .
INTO A SPACE. The restriction on being backed into a space shall not apply to
motoréycles. = - ' ‘ L

E. It shall be a violation to park, stop or stand a vehicle in a
street, drive or roadway in such a fashion as to obstruct or impede the normal N
flow of traffic. S -

¢ ? It shall be a viclation to park or stand a vehrcle adJacent
and parallel to a legaFly parked vehicle (double parking). :

»

“’G . It shall be a violation to park a vehicle in any of the follow-

ing places:

1. Areas bordered in yellow except for purposes indicated.
(loading zone, etc.) ;

On any lawn o ) . y )

On any curb or sidewalk o ,

. 'Any area bordered in.red. ) : .

In front of a fire hydrant ' ‘ '

On any space designated for-unloading purposes only

In'front of or in any service drive

Any space marked "No Parking"

Any space marked "Reserved" without a reserved decal.

Provrded, however, that reserved parking restrictions ,

o
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_ ‘shall not apply on Saturdays, Sundays, holidays
. and between 8:00 P.M. and 7:00 A.M. This
. exception shall apply only to the general. reserved
. and non-reserved spaces. Individually marked
. : " . spaces (President, Vice President, Visitor, etc.)
shall be reserved at all times.

10. It shall be a violation for vehlcles with "Reserved" _
decals to park in a non-reserved space. N
< _
- H:. Midwestern University Police personnel shall have the
authority to tow awavy, at-the owner's expense, a motor vehicle found to be in
violation of any University parking regulations. t

Section 7. Penalty for Violations

‘Violations of,campus traffic regulations will be processed in
accordance wi.th the following schedule of fees.

‘A, - The penalty for all parking violations shall ‘be Two Dollars
($2.00) first offense “Pive Dollars ($5.00) second offense, and Ten Dollars
($10.00) third offense Repetition of offenses to determiné penalty shall be on
a semester basis., ’ . ‘ ‘ RN
. ) : "B. The penalty for failure to display reglstration decal shall be
the same as all parking violations,

‘ C. The penalty for improperly displaying registration decal shall
be the same as all patking violations. - :
- D. vThe penalty for all moving violations shall be Five Dollars 3/’/
. (§5.00) first gffense, Ten Dollars ($10.00) second offense, and Fifteen Dollar

($15.00) third offense ° \

. . . E. An additional fee of Two Dollars ($2.00) will be assessed
for each violation if the fee is not paid within TEN (10) CALENDAR DAYS
immediately following issuance of tl'\\citation. ’

. 1
e " F. The following procedures shall be followed by persons who
. receive notrces of violation of Unrversrty traffic regulatlons
1. Report to Traffic_Office ‘where violation fee will be
accepted. '
» ./‘\ .

2. If the person charged is unable to pay the fee within
the ten (10) day period, he should report to the Police-Department. ‘A waiyer
of the late penalty fee may be considered if suitable arrangements are made
within the ten (10) day period.

‘ C 3. Should a student wrsh*to ‘contest a trc’:ket he may
appeal in wrrtrng to the Traffic Appeals Committee thro the Student Affairs
Offrce‘wrthrn ten (10) calendar days from the date thd ticket was issued. Tickets

Q K N _ -




must be paid prior to appeal. A refund will be made if the student is found not
guilty of the violation. In the absence of a duly appomteﬁ functioning traffic
appeals commlttee the Vice President for Student Affairs, Dean of Students and
As51stant Dean of Students shall, serve as the Appeals Committee to hear the case.
. - o~ '@
4. Should the person charged not pay the violation fee /
within the allotted ten (10) calendar day period, then the person charged Mll
be mailed a notice notifying him that the ticket must be handled within geven
(7) days from the date of the notice. The late penalty fee will not be waived.
-Failure to comply with this notice cons*&'tutes reason for disciplinary action and
a complaint may be filed in City or Justite of the Peace Court for the violation.
’ : 5. Any persen accumulatiné' three (3) violations in one -
(1) semester will be subject to disciplinary action including removal of parking
privileges. . ] <

o
I 4

6. AllTraffic and parking fees are to be pald at the
Midwestern University Police Office between 8:00 A.M. and 5:00 P.M., week-"
days only. These fees may also be submitted by mail provided that the
Midwestern University Police Department is contacted to determine the exact
amount of the fee.

7. Should any member of the faculty or staff wish to
contest a traffic citation, he or she may appeal in writing to a traffic committee
" within ten-(10) calendar days from the date the ticket was issued. A hearisg
shall be held at the convenience of the commlttee and the results shall be
forwarded to the Police Office within five (5) ¢ ys after the determination is
rendered. The determination of the committee shall be final, except that the ‘
charge will be filed in the Justice or Municipal Courtsg should the cited person
fail to follow the dictates.of the traffic committee. The traffic committee shall
consist of three to five persons representing both faculty and staff and shall be
appointed by the Presidegt, _ S i '

Section 8. Exceptions Emergency Vehicles

The driver of an authorized emgrgency vehicle, when responding
to an emergency call or when in the pursuit of An actual or suspected violator
of the law or when responding to bl,)t not upon returning from a fire alarm,‘may‘

EN
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exercise the privileges se(t forth in thlS sectlon but subject to the COl’ldlthI'lS
herem stated. ‘

+

. A The driver of any authonzed 'emergency vehicle except an
‘ ~ ambulance may : :

-
<

1. Park or stand, irrespettive of the provisions of -
these regulations. ) ' _ . :
: 2. Proceed past a red or stop signal or stop sign.

/7 3. Exceed the prima fac1e speed limits so long as-he
does not endanger life or property.
4. Disregard-regulations go,ernmg dlrectlon of mave-
‘ment or turnmg in specified directions: , . .
' - -8 5. -Police vehicles may disregard alley regulatlons and
trafflc control signals or devides while in the performance of duty.

B. Driver of an ambulance may do all those acts set out in
numbers 1, 2 and 4 of subsection A; however, the driver of an ambulance may
not exceed the prima facie or posted speed limits in exc¢ess of ten (10) miles
per hour and may not enter or proceed through any intersection that is controlled

(. by an-official traffic control device othér than a signal, at a speed greater than
ten (10) miles per hour. . Tt '

S

4

: ' C. The exemption$ herein granted to an authorized vehicle
shall apply only"whenh the driver of any said vehicle while in motion sounds
audible signal by bell or siren, as may reasonably be necessary, and when v
: \ ‘ the vehicle is equipped with at least gne (1) lighted lamp displaying a red J
' light visible under normal atmospheric conditions from a distance 8f five hun-
“dred (500) feet to the front of such vehicle, except that an authorized emergency
- vehicle operated as a police vehicle need not be so equipped;

D. The foregomg provisions shall not relieve the driver of an
authonzed emergency vehicle from the duty to drive with due regard for the
safety of all persons, nor shall such provisions protect the driver from the
consequences of his reckless disregard for the safety of others.

Section 9. Definitions

A. Campus shall include all property bounded by Hampstead
Lane on the north, Taft Street on the east, Midwestern Parkway on the south
and West Campus Drive on the west. ' ‘ .

B. Vehicle shall be ever‘y device in, upon or by which any
person or property is or may be transported or drawn upon a highway or street,
except devices moved by humarn power or used excluswely upon stationary
rails or tracks.

C. Motor vehiclée shall include all vehicles which are self-

' ‘ propelled. All such vehicles must be registered. e,
Soa ’ D.. Student shall include all persons enrolled in credlt and
non-credit courses. f 60 ~
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E. Student Responsibility is defined as responsibility for any
vehicle that is registered in his name regardless of the operator. Parking

. tickets are issued to the automobile, not the operator. The student is also
responsible for any vehicle operated by him regardless of the state vehicle
ownershlp reglstratlon _ ' . : .
_ * Visitor shall be defined as one who has no affiliation,
association or relationship with Midwestern University as a student, faculty,
staff or er?ployee.- . ' .

G. Authorized Emergency Vehiclés shall be vehicles of the
Midwestern University Police Department, Wichita Falls Fire and Police ~
Departments, Public and Private Ambulances for which permits have been. J=
issued by the State Board of Health, emergency vehicles for the City of Wichita
‘Falls, emergency vehicles of all utility companies holding valid franchise from
the City-of Wichita Falls, Texas, and all wreckers that have a towing capacity
of 12,000 pounds or more and are equipped with the following: )
1. One yellow beacon ray :
2. Three sgfety flares - burnable type or glass-

reflector type

3. One broom \

4, One shovel
5. A radio capable of sending and receiving on
the police frequency i
6. Safety four-wheel brake lock :
R [ 7. Heavy-duty steel chains : ‘
8. A heavy-duty tie rope
‘ 9.. One four-pound dry -chemical fire extinguisher
10, Minimum of $25, 000 and $50, 000 Public ’

Liability Insurance -

, -H. Right of Way - The privilege of the immediate use ofbthe
*roadway. . '

)

: I. Park - When prohibited means the stopping or standing
vehicle, whether occupied or not, otherwise than temporarily for the purpose

of and while actually engaged in loadmg or unloading.
7ot -t
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J. Person - Every natural person firms, co-part%rship

°

assoc1atlon or corporation, . S A

14
L 4

K. Driver - Every person who drrves or is .in actual physical
control of a vehicle. N ’

’. T

L. Pedestrian - Any person afoot. ' y

£

kM. Police Officer - Every officer of the Midwestern University
Police Department or any officer authorized to direct or regulate traffic or to
make arrest for violations of-traffic regulations. J 4

’

N. Street or Highway - The entire width between the boundary
lines. of every way publlcly maintained when any part thereof is open to the
use of the public for purposes of vehiculdr travel.

O. Roadway - That portion of a street or highway improved,
designed or ordinarily used for vehicular travel, exclusive of the curb or
shoulder. In the event a highway includes two (2) or more separate roadways
the term "Roadway" as used herein shall referJ any such roadway separated
but not to all such roadways cot}ectrvely & '

ey

S,

P. Traffic Control Srgnal - Any dev1ce whether manually,
electrically or mechamcally o})ere{ted by which traffic is alternately directed
to stop. and proceed.

Q. Moving Violations - Any violation where a vehicle is being
operated by a driver or occupled by person in the driver's posrtlon of the
vehicle

7 -

R. Parkihg Violations - Any violation where the vehicle is not

‘being operated by a dmver, including all registration violations.

Section 10, General Information

A. All thefts, accidents ard offenses that occur on campus
should be reported immediately to the Midwestern University Police Office or
to the Policeman on duty.

B. A record of all serial numbers on valuables should be kept.
Mark auto accessories so they may be 1dentified. Write your name and address
on all.textbooks. '

. 'C. Keys or valuables should not be left in cars. Always keep
your car locked. *

ARTICLE IV. OTHER OFFENSES

.

Section 1. Firearms, Fireworks, and Explosives .

[ 8 .
Possession of firearms, fireworks or explosives of any descrip-

tion is hereby prohibited on University grounds or property or in approved

student housing.
-41-
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Section 2. Gambling .

,N‘\ Gambling in any form by the use of cards,_‘ dominoes, billivards, _ |
\ dice, pool, table tennis, snooker or any other means specifically defined by
4 State law, shall be prohibited on University grounds or property or in approved ‘

student housing.

Section 3. Alcoholic Beverage
L ' It shall be urtlawful for any person to consume any alcoholic
beverage or for any person to possess any alcoholic beverage for the purpose
of consuming same on any University grounds, in University buildings or in any
approved student housing. Alcoholic beverage, in so far as it is applied to this
Section, shall mean alcohol and ary beverage containing more than one-half of
one percent (% of 1%) of alcohol by volume whioh is capable of use for beverage
purposes, either alone or when diluted, including all distilled spirits, liquor,
wine and vinous liquor and ale and malt liquor as defined in Article 666-3A of

Vernon's Annotated Penal Code ©f the State of Texas.

s

Section 4. Unlawful Demonstration and Assembly
) It shall be unlawful for any person, acting either singly or in
concert with others, to obstruct or disrupt, by force or violence or by stated
threet of force or violence, any teaching, research, administrative, discipli-
nary, public service or other activity authorized to be held or conducted on the
carl\zpus of Midwestern University. . As used in this regulation, the words "force
or v1olence" include such acts as "stand-ins," "sit-ins," and lie-ins," when ‘
such acts are«in fact obstructive or disruptive of any of the, authorized activmes
listed above. :

_Section 5. -Parades and Processions

No procession or parade shall be held on University grounds or
roperty without flrst securing a permit from the.Vice President for Student
Affairs and all such requeéts for permits shall state.the time, place of forma-
tion, proposed line of‘march, destination, and such other regulations as the
Vice President for Studer?tﬂfiaigé‘may set forth therein.

Z e N .
- L f : .
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Section 6. Obstructing Streets, Sidewalks

It shall be unlawful for any person or for any grouping or
assemblage of persons whose standing, remaining or congregating upon any
street or sidewalk on Midwestern University properties shall obstruct, prevent,
or interfere with the free or unobstructed use of said street or sidewalk by

other persons, to fail or refuse to move on or to disperse upon beingsprdered

to do so by any.peace officer of Mldwestern University or other peace officer
of the State of Texas. .

Section 7. Trespassing ) ' .

It shall be unlawful for any person to trespass upon the grounds
or use the facilities of Midwestern University without the express consent and
permission of the University. It sha!l further be ,unlawful for any person or
persons having legitimate access to the buildings.and facilities to enter into or
use such buildings and facilities durmg prohibited hours as promulgated and

amended from time to time by the Umver51ty admlmstratlon

“ Section 8. Solic1tation - . . ,

It shall be a violation for any person to solicit or sell to

“individual students at any time'on the property, campus or grounds of Midwestern

University except in those cases where specific authorization has been extended

by the Board of Regents of Mldwestern Umver51ty e : e

Section 9. Penalty .

’ Every person ulolating any of the provisions of thirs Article
shall b& deemed guilty of a misdemeanor, and upon conviction, shall ~be
punished. by a fine of not more than Two Hundred Dollars ($200.00).

“ARTICLE V. The.provislons of these Articles $shall be cumulative of all other

regulations governing the Acts herein defined and any such regulation previously
promulgated found to be in conflict with these provisions shall be and the same
1S hereby repealed. ) :

.

ARTICLE VI. If any provision of these Articles is held to be 1nvalid, such
invalidity shall affect other provisions which can be given effect without
the invalid provision, and to thxs end the prOV[blonS of these Articles are
declared to be severable. " '

/
l SECTICN 24. PUBLICATIONS POLICY AND PUBLICA"[‘]ONS BOARD
v Publications Policy -
All publications will maintain the 'h1ghest level of excellence in such -
matters commensurate with the dignity of an institution of higher cducatlon.' v

Publications Board

1. It shall be the purpose of this Board to supervise the following campus
publications: TheWichitan, Wai-Kuyn, Faculty Forum Papers, Ahimsa,

o 64 .-
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‘Scholarly Studies, Midwestern Uni_vér'sity Quarterly and-such other
publications as may be authorized by the Board of Regents. L

2, The Board shall be composed of eight members. Thr&e (Vice President for
Academic Affairs, Vice Presideat for Student Affairs and Vice President )
for University Affairs) shall be appointed by the President of the University;
four members shall.bé elected for a period of two years in staggered terms -
one faculty member from each School to be qlécted:by the School; and one
student to be elected by the Student Senate. JThe Vice President for Business
Affairs, chairmen St related committees or faculty advisors of each publica-
tion shall be ex-officio members. The Chairman of the Publications Board
shall be elected by voting members to serve for a period of one year.

3. When the Publications Board cannot agree on a gfven item, final approval
or °r'eJectton shall rest with the President of the University. )

4. Basic responsibilities of the Publications Board shall be:

a. To approve recommendations for campus publicatians.

. . &T\
b. To recommend adequate funding of each publication.

‘
N

c. To approve faculty sponsors, editors and to appoint necessary
committees to assure proper handling of each publication. »

d. To approve general policy of eéch publication and supervise
activities of all publications within the confines of the Publications
Policy as set forth above. .

e. To accept responsibility for decisions on c'o'ntroversial items when
such items are ‘submitted by the editor, thereby releasing the editor
of responsibility. If the Publications Board s&esire_s, it may pass
this or any other responsibility for decision on to the President of
the University who willk\ally approve or reject.

SECTION 25. RETIREMENT

* All faculty and staff who have passéd»their sixty-fifty birthday will be
retired. Any appointments beyond this period wjll be on an annual basis at

-
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the 'diseretion of the Board of Regents.. Such appointments may be made in
keeping with the following options: -

Deans of Schools and Department Chairmen may be retained after age
51xty five and assigned to teaching duties on a full-time or modified basis,
determined by the physical and mental vigor of the individual and the needs
of the University, at a salary to be determined.

An administrative officerl‘ on the basis of his ability to perform and the
needs of the University, may be assigned to teaching duties, if qualified, or
to a position 15Vo1ving subordinate duties in the office previously held, or to
some other assignment mutually agreeable to him, the administrator responsible
for the area involved and the President, at a salary to be determined.

The effectlve date of retirement shall be August 31 of the fiscal year
which includes the stlpulated age of sixty- f1ve

No person shall be retained on the faculty or staff of the University
beyond August 31 of the fiscal. year in vs(blch he reaches seventy years of age.

14

SECTION 26. SMOKING . b

As a precaution against fires. and ifi recognition of the fact that some
people f'md tobacco smoke unpleasant, smoking within classrooms, laboratories,
studios or designated areas 1s prohibited. Employees should be guided at all -
times by what is appropmate and in Qood taste.

‘ | SECTION 27: SOCIAL SECURITY

By action of the Board in 1956, Soelal Security for both academic and.
non-academic personnel of the Umversity} was approved. The law requires the
University to deduct specified amounts from the‘earnings of each employee and
this is matched with an equal amount by the University. Details are available
in the Business Office, @ ‘ .

SECTION 28. SOLICITATION BY SALESMEN
I ‘ P |

Because Midwestern University desires to obtain maximum efficiency
from the faculty and staff in applicatien of time and effort, and because on-
campus solicitation of business by certain firms and collection agencies whose
concern has been primarily aymed at individuals for personal purposes has
caused loss of working time and created job distractions within and on the
campus of Midwestern University, solicitation of business and collection of
accounts from and on behalf of individuals for personal purposes ;s prohibited
on the campus and ygrounds of Midwestern University except 1n those cases
where specific authorization has becn extended by the Board of Regents of
Midwestern University and/or s (permltted hy L'eglsld”nve Enactments.

SECTION 29. SOLICITATION OF

.FUNDS IN UNIVERSITY'S NAME ,
. -

Any solicitation of funds 1n the nanie of the Umversnty or any department

-
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high standard of excellence shall be grounds for dismissal.
“yood morals are the key$§ to wholesome campus influence. <

or organization thereof, whether faculty or student, must be approved by the
Vice,\P_res,i,dent for University Affairs. A statement clearly outlining both the
procedure to be used and thg use to be made of the funds must be submitted in
writing before the solicitatiz}t is approved. No member of the staff or student

body shall have the right.to use the name of the University in any pgrsonal .
ventures. In cases where such may be done, on testxmony of a dgnor, such '
funds become'the property of the Umver51ty

¢

SECTION 30. STANDARDS OF PERSONAL CONDUCT

" Every effort 1s made by the University to employ personnel who are not
only competent in their chosen duty but who "understand the rights.and duties
of the citizen 1n"a democratic society" and who are 'diligent and aompetent in
the’ performance of their obligations as members of the commumity and citizens
of the state and nation." Personal conduct which does not rr@iure up to a

Gobd manners and

ARTICLE 6252, Section 9, Vernon's ClVll Statutes, further states:

STATE OFFICERS AND EMPLOYEES STANDARDS OF CONDUCT
Chapter 100
~> . H.B. No. 3

" Declaration of Policy

. 4 . ’ -

Section 1. It 1s hereby declared to be the policy of the Legislature ‘
that no officer or employee of a state-agency, Member of the Legislature or
legislative employee should have any interest, Tncial or otherwise-, direct
or indirect, or engage in any business or transaction or professional activity -
or incur any obligation of any nature which is in sub,stantlal conflict with the
proper discharge of his duties in the public interest. To implement such policy

.and strengthen the faith and confidence of the pcoplée of Texas in their Govern-

ment, there is herein enacted a code of ethics setting forth standards of conduct .
to be observed by state officers and employees 1n the performance of their official
duties. It is‘the intent of the Legislature that this,code shall serve not only as

a guide for official conduct.of the State's public servants but also as a basis |

for discipline of these who refuase to abide by its terms.

r‘

TR .

-46-




o’ o

— ., Definition
" Section 2. In this Act, unless the/context otherwise requireé:

(@) "State agency" means any office, department; commission or
board of the executive department of government. oot
(b) "Regulatory agency" means f{he Board of Insurance’Commlsslone'r's
Banking Department, Rallroad Gommjssion, and Texas Liquor Control Board. S
(c) "Legislative employee" medns an officer or employee of the '

’. o~
Legislature, Legislative Budget Board, Leglglatlve Council and the State -
Auditor's Office, but does not include Mgmbers of the Legislature. i
Standards/ of Conduct . . :

Sectron 3. (a) No officer :/employee of a state agency, legislator or
legislative employee shall accept any gift, favor, or serviceé that might reason-
ably tend to influence him 1n the discharge of his official duties. o :

(b) If an officer or employee of a state agency, legislatoror legislative
employee s an officer, agent, or member of or owns a controlling interest in
any corporation, firm, partnership, #r other busme,ss entity which 1s under the .
jurisdiction of an&*s“&ate regulatory agency he shall file a sworn statement w1th ‘
the Secretary of Stzt‘?&’)dlsclosmg sych interest,

(c) No*-q,fflcerg'or employee of a state agency, leglslator or legislative
“exmaloyee shall use hlS official posmon to secure special privileges or ex-
emptions for himself of others, except as may be otherwise provided by law .®

(d) No member of the Legislature Who has a personal or private interest °
in any measure or Bill, proposed, or pending before the Legislature shall vote
thereon but shall disclose such interest to the House of which he is a, Member
and such statement shall be recorged in the Journal.

(e) Np OfflCCl' OF employee of(g state agency. Leglslator or leglslatlve
employee shall accept employmenl oR engage in.any business or professional
activity which he might reasonably expect'would require or induce him to dis~- -
close confidential information acquired by him by'reason of his gfficial position.

(f) No offlcer or employee of a state agency, Leglslator or legislative
employee shall 'disclose confidential information galned by reason 33 hlS official
'posmon, nor shall he otherwise use-such infotmation for his personal gain or
benefit. v B Y '

{g) No officer or employee of a statéd.agency shall transact any business”
tn hi1s official ‘capacity with any business cntity of which he 1s an officer, agent,
or member, or 1n which he owns. a controlling interest.

(h) No officer or employee of a state agency shall mdk(, perso‘udl invest-
ments 1n any enterprise which will create a substantial conflict between his
private interests and the public interest. o ‘ C/

(1) No officer or employec of a state agency nor any firm, associati
corporation or other business entity in which he ts a membeor, agoent, or officer,
or in which he owns a controlling interest, shrall sell goods or services to any
‘person, firm, association or corporation which 1s licensed by or u?qulate(l- in
any manner by the stale agency 1n which such officer or employee serves.

(3 No officer or employee of a sruto agency ., Legislator or legislative
employee shall accept other employment which might impair his independence ’
of )udqment in the performance of his public dutics.

(k1 No officer or employce of a state agency . Legisilator or, legislative

B ‘ : -47- - : P4 -
o~ BL - :




P

', .alnfor\mal gatherlngs of varlous groups w1th1n the organlzatlon., C S 1

' employee shall receive any compensatlon for his serv1ces as an officer or -

: approxrmately once each

in the offices has resulted in tying up lines and g eral distraction to office. =~ .

~ N . -— . . . .
-~ v L . . _ .
K . . . .- o )
-

employee of a statelagency, Legislator or legislative employee from any source
other than the State of Texas, except as may be otherwise provlded by law. -

o R e B 29
. ARSI - "Non-fcompliance : C : ' :

o .
. r ‘e

. -I . I

Sectton 4 The fallure of any officer or employee of a state agency,
Leglslator or leg-islatlve employee to comply. with ‘one or more of the forégoing .
standards of ‘conduct which apply to him shall constitute grounds for expulsron, ' v
removal from. offlce or discharge, wl‘lchever 1S«appllcable. . o

-

SEC-TION 31, UNIVERSITY DAMES _ o
- The ﬁnrverstty Dames is a social organlzatlon for-women on the . -
University faculty and staff and for wives of men on the faculty and staff.
One of its primary purposes is to help new members become acquainted and )
.to help all members to know each other better. The University Dames meet . '
rkx&onth for programs, luncheons, teas and other such |,

activities as the program committee plans. Throughout the year there are, other‘ _ , '

®

-+ SECTION 32. USE OF ALCOHOLIC BEVERAGES L

.
. S v

None of the monles appropr1ated by the State" shall be used for the pay—
ment of salarles to any employee who uses alcoholic beverages while on active
duty. None of the funds apprdprlated by the State for travel expenses may be_{\ ‘

L4

‘expended for alcohollc beverages. B : A o

SECTION 33. "USE OF 'oPFICE'TE'LEPHONEs/- -

" Excessive use of office telephones by pegsons other than those employed

personnel; thérefore, use of offlce telephones is restr1cted to &ffice personnel
except in case of. emergency - L ' : :

. . .
N . . - . . Y

.. v Long d1stance ‘telephone calls charged to the Un1vers1ty must be sub-

. mltted to the switchboard operator on the Long- Distance Telephone Report form.

The report form must be s1gned by the department head and muyst be filled out
R . . ‘ ot L . o

. ’ f . . . . N < h '
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completely=with adequate details as to the p'urpose of the call. ThlS report ‘
form shall be the basis for charging the long-distance telephone Calls to the
respectlve departments. Unofficial calls are not to be charged to “the University.

AR SECT-I'ON 31. USE OF UNIVERSITY MATERIALS AND EQUIPMENT

Departmental budgetary limitations are. the only restrictions to unllm,-
1ted use of University materials and equipment for classroom and laboratory
- activities, and for University-sponsored programs. Uhiversity property; will
' .not be used for the prmtmg and dlStrlbuthl’l of unauthorized publications nor
~ for publtcmmg in any way activities and programs not sponsored by the
"7 University nor for prmtmg materials to be used in. off-campus programs un- .
related to the Umver51ty. : :

.
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i / » . ‘ . . '.:_"'- ) | L . , . PART II . .
:UNIYERSITY AFFAIRS POLICIES AND REGULATIONS. *

'SECTION I. STATEMENT OF PURPOSE s
» . . - .

When .a university begins to think seriously about the initiation‘of a
university advancement program, or the revamping of the one it already has,
it generally means that the institution clearly foresees the . need fdr a
program which will project the desired image of the untverSity to its many
constituencies. ' The end result of such a program is to bring to the insti-
tution increased measures of good WiLl and increased finan%%al resources,
for predetermined purposes.

- University Affairs Jis that part of educational administration includ-

v ing the primary activitigs of”private-and federal financial resources, . public
relations, public informgdtion, campus hospitality, planning, deferred giving,
ex-student affairs and intercollegiate athletics

. <y ,
The University Affairs program is more than just raising funds on an

- annual basis. Complete results' of this program may not become evident for
a considerable period of time. Even after the desired image is recognized,
the institution must gain the confidence: and good will of the various,publics
to merit their support. - The University Affairs staff does not advance an
institution alone. It takes a fully integrated organization.

. SECTION 2. SOLICITATION OF FUNDS

]

ully coordinated activity. Most gifts of consequence are the results of. a
areful cultiwation of -the donor. It is not a sound practLee to have poten-
tial donors plagued by several persons from the UniveISity, each requesting
support for an activity.

v . N L : o
\?? + The fund-raising phase of a University Affairs program must be a care-
c

|/

' '

ation of funds,in the name of the University or any depart-.
7 ment or organizatig hereof, whether faculty or student, must be approved
by the Office of the Vicy es1dent for University Affairs. A statemént
glearly outlining both tl€ procedure to be used and the use to be made of
the funds must be submitted in writing before the project can be considered
for approval.

N .

No member of the faculty, staff or sgudent body shall have the right
to use the name of the University in any personal ventures. In cases where
“such may be done, on testimony of a.donor, such funds become the property
of, the University. ' : '

' ’
SECTION 3.' DEVELOPMENT OF PROPOSALS FOR FEDERAL OR FOUNDATION SUPPORT °

Individuals who will develop prOposals‘for.federal\br ‘foundation sup-.
port should note the following procedural steps for the progress of the
request from initiator to final approval

‘ ) : , e T

s 1. Review and concurrence by the Chairman of the depgrtment in which
’ the project originates.

2. Budget review and concurrence by the Vice President for Business
4 Affairs. ~ 9 ' -

’
. . H-! »r
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. . \
‘Review and concurrence\for compatlblllty with policies. and reg-,
ulations of the Unlvers1ty and supporting ageney by the Vice
President. for University Affairs. :

Review and ooncurrenEZSBy the Dean of the School in which the
.project originates. : ‘

Review and concurrence by the Vice PreSident'for Academic Affairs

v
~

Review, concurrence ‘and <1gnature by the Pres1dent of the Unlver31ty
or his authorlzed agent ’

. Qb"Pfocedure,s are stated in detall in: the Proposal Preparatlon Handbook
Copies are avallable from the’ Unlver51tz_Affa1rs Offlce »

Information concerning pos<1ble sounfces of fun&s is maintained on cam-
pus in the Un1vers1ty Affairs Office.

SECTION 4. .PUBLIC INFORMATION OFFICE

¥
o

, All items of university news are-to be sent to this office for release.
Distribution of news releases to all interested pers®ns at the same time
“helps the University to maintain good relations with all news media.

, - Deadlines of the two iocal and area newspapers will be respected.
- Radio and television stations requ1re no definite deadline but copy should
be at the station several minutes before air time. .

Whenever possible information sent in for release by faculty members,
organlzatlons deparcments or schools should be typewritten giving all the
basic facts. Those times when the foregoing cannot be done, telephine the
Public Information Office; howevér, have all the basic information avail-
able when you call. ' : :




!
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SECTION 5. OFF CAMPUS SPEAKING AND PERFORMANCE
o ea .

, Faculty and staff members are encouraged to part1¢1pate in off-campus
activities as a publlc service. Since the Unlve§s1ty has no funds available
to offer such servites free of charge, it is expected that the group engaging
a person will meet such costs as mileage, meals, lodging. Hopnorariums are
generally not required; however, this should be.cleared by the individual

"accepting the engagement ahead of time in order to avoid embarrassment and

v

misunderstanding. . » .
- SECTION 6. UNIVERSITY PUBLICA']T~IONS e

There -are certain publications that are .essential_to “the orderly opera-
tion ‘0f any institution. Some such publications are the general catalog, a

' general institutional newsletter or magazine, brochures or folders dealing
© with special programs and those needed to tell 'its many publics what tH®: uni-
. versity is accomplishing and how adequate support may enable it to do a better

job.

Coordination of such publications is i"dled by the Unlversity Affalrs
office.” Personnel in the University Affairs office are available to assist
departments in the preparation of folders or brochures for their programs.

SECTION 7. EX- STUDENT MEMBERSHIP'

Anyone attending Mldwestern University one year or more is-a member
of the_ Ex-Student Association.
: 1o —
The purpose of the Association is to Stlmulate the interest and par-
ticipation of the alumni in the progress of the Universrty and to preserve
and further the feellng of loyalty and fellowship between the lnstltution, -
faculty, students, and alumni, N . '

-

Any former students of Midwestern University who havé*atteddéd oné year
or more or any member of the faculty and staff; %ill be an actlve member of

“the Associatlon upon sending a-gift of $10.00 or more to . the. Annual Fund -

S Any persors not being former students OF members of the faculty.and

<

Pl

staff who have a-genuime interest in the welfare of-the University: may be- - .

come associate members of the Assocration upon- sending in their name and pay-
ing the annual dues L . : . . e

Any person not being a former student of the University who has: per-
formed some signal gervice for ‘the AUniversity may, be elected to honorary .
membership by the Executlve Council of the Association. '

b

'SECTION 8. INTERCOLLEGIATE KThLETICS

The Unlvers1ty sponsors an intercollegiate athletic program recognizing
the broad educational, social, ethical and physical values inherent in such
a program. .The Athletic Program attempts to provide a labqratory for the
devélopment of unselflshness,‘self sacrifice, individual, Eeam arid institu-

tional loyalty.

Athletics provide an envivonment where, regardless of race; creed or
economic level, success may be achieved because of effort, perseverance,
merit and dedication to purpodse. . | ’ v to

The ‘gature and size of thiq institution pre- d ermines that ‘all the
athletlc c#aching staff have teaching responsibilitiies:
-52-
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- The following are basic'objectives-for.th;ﬁgthletic programﬁ
: ¢
1. To prov1de ‘opportunities for students to develop ‘their talents and
.fulfill personal desires for compet1t1on through par&1c1pation in
a variety of sports : ‘ .

- R )
To encourage the student athlete 's wholehearted endeavors in ac-

‘uqu1r1ng an’ educatlon worthy of h1s best efforts.

. Do
To provide a standard around which the students, facuIty, staff,
alumni and fr1ends oﬁ the Univers;ty can rally. :
To p?ov1de an. opportunity for the students faculty, staff, alumni
and friends to learn, appréciate, and enjoy an involvement with
keen competition; apd this with dedication to sportsmanship, res-

pect for others, adherence to .the rules and ethics of: the game.

. ' To provide coméetent gu1dance by sustaining a strong athletic
committee which recommends- policies and procedures to the Univer-
sity administration for govern1ng athletics.

. To provide a development laboratory for vocational careers for -
coaches and recreational personnel.

To apply the stdndards accepted by academic departments to all
coaching personnel who have administrative or teach1ng résponsi-

bilities. N '//' (A/é// :
To evaluate continually the entire athleWic program in all its

phases "to insure consistent adherence to the stated objectives.
The following policy statement regargding 1ntercolleg1ate athlet1cs was
adopted by the Board of Regenrs on May 13, 1972.

-,

1. That the M1dwestern Col1seum be used as follows:

a. For educat1ng students in the art of all types -of athletics
and physical education.

For general faculty use as to physical development.

For promotion of recruitment of prospective students.
i A . .
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d. For various types of entertainment that produce revenue for
. athletics or other Midwestern organizations. . .

e. For promotion.of good will of the general public. ~ ~e .

. f. For any other purposes that the administration or Athletics
' Committee deem advisable.

2. That the position of Athletic Director be increased in authority
- ' and that he eventually be in charge of recreation sports, that
‘ the Athletic Director be a member of a committee that schedules
the use of the Coliseum and that the Athletic Director be in
charge of all coaches of intercollegiate athletics,

3. That the intercollegiate athletic;%rogram be expanded to compare
favorably with other State- supported universities our size, and
that minor sports be added to our program as soon as- finances are

o : available.

4 ~That the Athletic Committee be consulted and advised with on all
major rpolicy matters concerning the athletic program.

SECTION 9. INTRAMURALS and EXTRAMURALS -4

The intramural movement probably started because of the interest of men
. who did not- take part in vargity athletics but who wanted to participate in
‘team sports. The scopé of ihtramurals - extramurals has been expanded ‘to in-
clude a wide variety of sports and recreational activities.

ijectives of the imtramural-extramurals have broadened as the programs

have grown.. The intramural program objectives include:

1. An opportunity to use leisure time in a wholesome Way Relaxation
through physical recreational activities is just as important dur-
ing-school life as after-school life. .

2. An opportunity to develop physical fitness traits such as strength,
"endurance and the neuromuscular cpordination that makes for agility:
and confident control of one's movements.

—_— *

[y

3. _An opportunity to maintain better mental, emotio al, and physical
health through exercise. ° -

An opportunity to increase social contacts through intramural play.
- Friendships established in the classroom are often increased on the

playing fields.

o

5. An opportunity to develop group loyalties by belonging to a team.

6. An opportunity to develop a permanent interest in sports. e im-*
tramural program offers great carry-over values to thosewstudenss
who/participate in the activities . ~

The extramural athletic program is a volunteer, noncredit act
which provides highly- skilled men and women the desired cOmpetition
other colleges and universities. No scholarships are available in
mural activity This program as an outgrowth of the intramural pro -
been offered because. ’ . . : ////

75 o
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1. It is believed that men and women shd"id have the opportunlty to
learn sports skills and participate in sports which are valuable
socia]l and recreatiomal tools which may. be used to enrich their
lives in our society ’

. 2. It is believed that . men and women can benefit from physical
: v act1v1ty in malnyaining general health .

3. It is believed that men and women will deQelop self-confidence and
establish desirable interpersonal relationshlps through sports -
participatlon : % . .

¢
3




. PART III

‘ACADEMIC POLICIES.AND REGULATTION

¢

SECTION 1. ACADEMIC FREEDOM ANDIACADEMIC RESPONSIBILITY-
The purpose of thls statement :is ' to promote public understandlng and
support of academic freedom and *enure and agreement upon procedures to
assure them at | Midwestern University. Midwestgrn University is conducted
for the cammon good -and not to further the interest of either the individual
teacher or the institution as'a whole. The common good depends up0n the
free search for truth and its free exp081tlog

Midwestern Unlver81ty is camitted to the solufion of problems and
controversies.by the method of rational discussion,? Acts of.physical
force or disruptive acts which interfere with University activities,
freedom of movement on campus, or freedam for students.to pursue their
“studies are the antithesis of academic freedom and responsibility as are ,
acts which in effect deny freedom of speech, freedom to be heard, and
freedom to pursue research of .their own choosing to members of this academic
co ’ty or to invited visitors to this community.
4

./

o

Academic freedom is the rlght of scholars in institutions of higher
educatlon fpeely to study, discuss, investigate, teach and publish.

Aﬁigemlc freedom applles to both teaching and resea(?h Freedom

in 1t aching aspect is' fundamental for the protection ‘of the rights

of the teacher in teaching and of the student to freedom in learning. It.
' carries w1th it dutles'éorrelatlve with rights. '

1. Académic Freedom

.

A. The faculty member is .entitled to full freedom in research and - .
-in the publication of the results, subject to the adequate performance of
his other academic duties; but other activities feor pecuniary return
must be based upon an understandlng with the Unlver81ty administration.

' : . 13

B. The faculty member is entltled to freedom in the classroom in
discussing his subject; but he must be ®areful to present the various
" scholarly views related to his subject and avoid presentlng totally
unrelated material.

-~

-~

) 2. Academic Responsibiiitx

A

The concept of freedom is accompanied by an equally demanding concept
of responsibility., The University teacher is a citizen, a member of a
learned profession, and an officer of Midwestern University. When he
speaks or writes as a citizen, he is frde from institutional censorship
or discipline, but his spe01al position in the community imposes special
obllgatlons As a man of ledrning and an educational officer, he must '
remember that the public will judge his profession and his ingtitution by
his utterances. Hence he should at all times be accurate, should exercise
appropriate restraint, should show respect for the opinions of others, and
should make every effort to indicate that he is not a Midwestern spokesman.

-

7 ’
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SECTION 2. TENURE POLICY

Tenure mea%s assurarice to an experienced faculty member that he nay . -
expect to continue in his academic position(s) wnless adequate ‘cause for
‘ ~ dismissal is demonstrated in a fair hearing, following established pro-_

. «cedures of due process. Tenure is not conferred automatically, but may - _
‘ be granted by the Board of Regents who act on recommendation by the Midwestern

' University administration. A recommendation for or against tenure will be
.made in writing on or before the erd of the year preceding the year of expira-

tion of the provisional period, by the department chairman, endorsed by the.

@ dean of the school and sent to the office of the vice president for academic

" affairs. - o | -

Tenure for the faculty,at Midwestern University may be cohsideréd _ .
by the Board of Regents according to the following conditions: '

1. A faculty member shall have received increasingly éatisfactdny
© - to superior merit ratings during the provisional period. .

. .
. _ 2. Beginning with appointment to the rank of full-time instructor
. or higher rank, the provisional period for considering awfaculty member - | SN
for tenure shall not exceed seven years, including within this period ‘
appropriate-fll-time service as a faculty member in all institutions of
_ higher education. This is subject to the provision that when, after a
\ : term of provisional service of at least three years in one institution _
which-is acknoWledged in writing at the time of employment, a faculty member
is employed by Midwestern University, his new appointment is for a pro-. -
visional period of not more than four years (even though thereby the "
person's totel provisional. period in the academic profession is extendeg.“ -
beyond seven 'years). ‘Tenure may be granted after one year of service to ’
‘ . a faculty member who leaves a tenured position at another institution to -
come to Midwesterri. In all other cases a faculty member must serve a mini-
: mum provisional period of thre€ years at Midwestern University. No faculty
- member will be granted.tenure until he has achieved the rank of assistan
professor or higher. : ) -

A faculty member assigned to an admipistrative position does not have
tenure in that position. An administrator above the level of dJepartment .
chairman who holds tenure in his professional rank must be reevaluated upon
assignment to full-time teaching responsibBilities. » a T

\ ) o ) ‘.\

Cause for dismissal of a faculty member with tenure may be established
by demonstrating professional incompetence, moral turpitude, or neglect of
professional responsibilities. .

Y ‘
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.?hasing out of institutional programs, or cases of financial
emergency may'require exceptions to tenure regulations: i} o

1.0 Faculty members involved in such adjustments will be glven <
opportunltles for app01ntment in related areas prov1ded they are qualified
professionally to Ieach in such areas, and such pos:.tlons are available. ' ‘

- 2. - Faculty members who can present prima facie evidénce-of discrim-
' “inatory treatment or infringement of academic freédom in such situations
have the right to a fair hearlng before the Hearing Committee.

. 3. Any faculty member involved in such d readjustment process who e
o is still on the Midwestern Unlver31ty staff has the right to reappointment
) ." to his prevlous p051tlon if it is reestablished wWithin two calendar years.

If the faculty appointmeﬁt is to be terminated, the faculty member,
except in cases of moral turpitude or neglect of professional respon31- \
r ,bilities, will recelve a salary .for no more than one year..
1. Faculty Dismissals.
Dismissal procedures, established in anticipation of their being
needed, are essential to an effective tenure system. At Midwestern ’
Unlver81ty, they have the- follow1ng components:

A. “These dlsmlssal procedures apply to a faculty member (1) who-

has tenure, or (2)7whose term appointment has not expired, or (3) who

alleges a prima facie case of a violation of academic freedom in the non-

renewal of Ris contract. If he has tenure or an unexpired appointment

extendlng beyond the period of the proposed dismissal, “the burden of proof

is upon the administration to show adequate cause why he should be disnfissed. .

If he does not have ténure, but contends that the non-renewal ofghis contract
 constitutes a violation.of his academic freedom, the burden of prvof is upon

the faculty member L )

" B. Proceedlngs for dismissal cases are as follows .

(1) Personal Conference. Whan reason arises to question
the fitness of a faculty member, the appropriate ‘
administrative officers will discuss the matter with ) .
him in personal conference. The matter may be
terminated by mutual consent at this point;. but if an
‘. ' adjustment dpes not result, the matter w1ll -be taken
Up by an advisory commlttee R, ,

. (2) Advisory Committee. The adv1sory committee is tq be
a standing committee composed of one member elected , T
- from each of the schools full-time tenured teaching
. L fatulty for a staggered two-year term. All school
* members with the academic rank of instructor or above
are eligible o vote for the cammittee member. The ;
committee's proceedlngs may be informal and flexible.
. It will make Buch inquiry as it deems necessary, offer
. confidential advice to the faculty member and the
administration, and attempt to effect an adjustment. _
If none is effected, the advisory committee, the faculty
member, or the President may recommend a hearing. .
Investigation and deliberation of - the committee on
a case should be accomplished within a three-week
sﬁwlmRMMpwmd 7O ”
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"
If a hearing is recommended, the President will - -
- Send a.regigtered letter fo the faculty member inform-
'ing him of thé grounds for dismissal proceedings, and
informing him that, should he so request, a hearing “to
determine whether he-should%be~removed from his faculty
position will be conducted by the hearing comnittee
- at a specified time and place on campus. The President's
-letter should inform the faculty member of the procedural
rights,which will be accorded to him in the hearing.
These should include a faculty adviser of his own
choosing to.act as-counsel; a full stenographic record
of the proceedings, a transcript of which is to be made
available to him and to the President; the right to "
'question witnesses; the opportunity ¥© be confronted
by all witnesses adverse to him; and, if a witness -
cannot appear, the right to the name and statement of
the witness. © :

‘Hearing Committee. The hearing'committee is to be an
ad hoc committee selected by the following procedure.

. The executive committed of the Faculty Senate will

randomly select seven/members from the full-time tenured
faculty of the University. Each member so selected may
be challenged for cause to the executive committee

of the Senate by either the 'faculty member or his
representative, or the President or his representative.
A faculty member selected as a member of this committee
may .also petition the executive comittee to be excused
for cause. Alterndtes are to be'selected as needed by
the above procedure o replace those ruled ineligible

to serve. R

If the faculty member desires a hearing, he must
write Jo the institution's President within a onesweék
period after official receipt of notification of dis-
missal requesting a hearing and the selection of the
hearing committee.

Suspension of the faculty member from his usual
duties during the proceedings involving him is justified
only if his welfare or that of the institution or its
students is threatened by his' continuance. , Any &?ﬁ} '
suspension will be with pay and with appropriate pr&vi-
sions for useful dutiés whenever possible. o -

.\_ ,




S . +In dellberatlng, the commlttee will allow oral
‘arguments or written briefs by the President: dn~hls
representative,.and by the faculty member or his
representative. The committee will make explicit
findings with respect to each of 'the grounds’ of removal
presented and will recommend whether there is adequaté )

~cause for dismissal. If the committee's report is not
unanunaus, a minority report will be” filed. The
committee's recommendation will bewconveyed in wrltlng
to the Pres1dent and to the faculty member

%) .Governlng‘Board., The President will repOrt to the
Board of Regents, through its Personnel Committee,
any incidents requiring hearings and will keep the

. Committee fully advised of all proceedlngs and the .
flnal dlSpOSltlon of the case.

The Pre51dent w1ll ‘transmit the full report of
the hearlng committee to the Board of Regents. If
e Board of Regents chooses to review the case, its
review shoyld be based on the record of the previous
hearing, accompanied at the discretion of the Board
by opportunlty for argument by the principals or their
representatives. The decision of the hearing comiittee
' should either be sustained or the proceedlngs be
_ returned to the President and to the committee with.
- objections specified. In such case, the committee
sho '1d reconsider, taking account of thd stated
objections and receiving new evidence if ‘necessary.
-«It should frame its reconsidered recommendatiop and
" "communicate it in fthe same manner as before. ly pe
-after study eof the committee's reconsideration may
the Board of Regents wender a written decision over-
ruling the committee. .

2. Publicity o
§>1. The proceedings of the hearlng committee will. be confined to
e principals, their adv1sers, the witnesses called by the committee, and

such observers as the comiittee may spec1f1cal&y invite. The adv1sory
comittee, the hearlng committee, witnesses, principals, advisers, -
observers, and the governing board shall abide by the following principle
regardlng publlc1ty Except for such brlef announcements as may be required,”
covering the time of any meeting and related matters, public statements
about‘;he case will be avoided. All records of the proceedlngs, since they -
may include discussions of~sensitive material, must remain confidential.

» .

-SECTION 3. EMPLOYMENT POLICIES R ~ 4[

VoL

, 1.7 Written terms of employment.

Eaeh year the Board of Regents of Midwestern Unlver51ty will
provide each faculty member with a statement in writing of the terms of ()
his employment, 1nclud1ng spfcial conditions, responsibilities and any
special prerequlsltes Thedocument will cover such items as rank,
salary, tenure provisiong, and the inclusive dates of the term of service.
Contracts or notification of intent to employ will be made no later‘than
March 31, unless: unav01dable budget procedures Leyond the.University's
control forbld 8 “

: : L
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2. Not1ce of nonre;ppointment. v

. Notice of nonreappointment, or of intention not to reappoint a
faCulty member, will be given in writing in accord,with the following
procedures‘ .

: »
. . A. Not later than Mar® of the first academic year of
provisional service, if the appointment éxpires at the end‘of that year; .
or, if a-oﬁe—yeam appointment terminates during an academic year, at
least three moaths in- advance of its rmination.

o ‘ : .
B. "Not later than Decembe 15 of the second year of provisional

'service~ 1f the’ appointment expires at the end of that year

. C. At least twelve months before the expiration of a provisional
appointmént after two or more years. : . .
} o
: D.  In cases of phasing out or reduction of institutional programs,
or when the Board of Regents determines that ‘there is a financial necessity,
notice of nonreappointment must be given at least six (6) months prior to
terminatfon

T e

. - I R .. ! . '.\
3. Recruitment and resignation of daculty members.

, The following guidelines are suggested for both the administration
and faculty members at Midwestern University. - .

A. Negotiations for the possible appointment to teach the “
follnwing fall of persoms who are already faculty members of other
institutions will be begun and completed as early as possible in the
.academin, year. It is desirable that the facu ty member who ha# been
‘approached  with regard to a position at Midwestern inform the appropriate
officers of his .indtitution when such negotiations‘are in progress. The
conclusion of a binding agreement for the faculty member to accept an
appointment should always be followed by prompt rotice™ro his Institution.’

Y
-

- B. - Usually a faculty member will not resign 'in order to: accept
other employment as of the end of the academic year, . later than" May 15
or 30 days after réceiving notiffcation of: the terms of his®continued
ermployment the following year, whichever date occurs later. In’ an emergency
a faculty: member may ask the appropriate officials to waive this require—
ment; and he should conform to their decision : .

c. To permit a faculty member to five due consideration and
‘timely notice to ‘his institution 4n the circumstances defined in
paragraph 1 of these procedures, an offer of appointment for the following
fall at Midwestern will usually not be made after May 1.

+
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o D. Except by’ agreement with'Midwestern University, a faculty - o
member should not . leave dr be sq&isited to leave his position duringe S S
an acaéemlc year for which he h6Ng an appointmengﬁ - . .

® -

" . E. Employefs seeking voluntary termination will subm1t their
resignation, in wr1t1ng prior to the period deslgnated in the contract,
and leave work in good condition. Emergency situations will be given
speclal con31deration by the administratian. <A clearance form which may
be o?&gined at the Office of the Vice President for Academic Affairs must' ° ¢
be" processed by the 1nd1v1dual before leav1ng the campus ) '

.

4. Annual evaluation.~ R ;q'
: . . . .‘/ . . N .

All members of the faculty, both tenured and non—tenured, are
evaluated for their performance anntially using'a merit rating system.
 The department chairman makes the primary évaluation aagatogether with’
the d&an of the school submits recommendations on merit rating, rank and
tenure to the Merit Commissiem® - President, Vice President for Academic

‘v Affairs and Dean of the School. In conference with the department chairman
thé Merit Commis&ion considers these recommendations, and either Supports S o
them er makes revisions which are mutually agreeable.and seem necessary . Do
-for! the particular case. It then forwards/the final recommendations on ’
merit,. rank and tenure to the President and the Bepard of Regehts for approval

- S -

3

4%
Mer1t ratlng forms for faculty and for department chairmen are
_available 'in the @ffice of tke Vice President for Academic Affairs. . They .

include the follow1ng polnts which are arranged in descendlng order of
importance

<

iy

Faculty Merlt Rating o e

-

T AL Teachﬁpg performance . PO

-

B. Profess1onal developments‘ S i A
: ’ﬂl) Scholarly activities s
- (2) - Participation in prgfession ] : o
* e ‘(3) Classroom innovations” and lethods : : .

. C. Or anizat~onal relationships -"“
e, 7 CrEATIEALARAL T tps

(1) Intgtest in students S .
. . (%) Departmental activities i
. (3 Interest -in Mldwestern ) ' o

>

Departmental Chairman MeritARaning

[N

A\ Teaching'performance . o - A:}

"

’ . -

! . B._ Professienal dpvelopments

- . ‘ , Mcholarly activities - /\ K '
. . (Z)W Part1cipatlon in professional act1v1ties . '

-gram developments _ . S S

C. Leadership : "

'3

(l) ﬂ&th faculty » 7 ’ ’ ‘ A ya
(2) 1In the* department and Un1vers1ﬁ’~— T ) -
K A : _ (3) Overall aspects of his program : '
s T ' Py ) . T . . e ]
@ . D. Work load - 8 ‘ . j / , - %( P4
- -~ . .- . -6 . ./ " . . , R ‘
% , . ~ : . S , .

G\




" --no salary. increase . ' .

Instructor

A satisfactory ratingleads to rewards, e.g., salary increases,
promotion, tenure, as appropriate to each individual cage. - The faculty
member is to be inf??med of his merit rating by his department chairman.

14

_ A. Immediate conference with department chaifmAn.and dean to
determine causes of the unsatisfactory rating and to establish a-program .
of personal development. - . v ‘ '

B. Report of preceding action to the Vice President for Academic
Affairs, the President and th® Personnel Committee of the:Board of Regents.
" J= . : . e L . .

. An unsatisfactory merit rating may result in the following ‘action:
_ "A. Dismissal following the procedureg described in Section 1 -
non-reappointment for the n0n¥tenured faculty, and due process for the

-tenured; or T A , .

°

B. Probatiom consist of one or more of the félloWing‘actions;

--official letter of reprimand from the President and Board of

. Regents . / : )
v -

—4reductionhjn éalary ' . A .

~-no promot%én in rank .

5.. Promotion. B K . -

_ The following are -the guinimum requirements for academic ranks, but
meeting these reduirements doés not mean automatic ppomotion. Changes in
rank will come at the contract period ekcept for special consideration in

unusual cases. » .G”‘\\% :

‘The University Administration reserves the right to make exceptions
to this policy withih reasonable and valid limits. .

.
Y f o~

3\ e

\ A. Earned doctor'sndegree* in teaching field. .

B. Master'stegﬁge*‘in'teaching field, but with preference given -
tc the experienced tsacher'. . = . : o
T\ - Ty -

~An'unsafisfactory merit ra%ing will fequire the following actions: '~

B s




L3P

Assistant Professor

A Earned doctor S degree" in teachlng f&eld and ev1dence of superior
worth*#* to the professlon and the Unlverslty 5 :

v

. 2 o
B. Master's degree“ in teachlng field, plus 30 s ster hours and 3
years' teachify experlence (equlvalenth‘ *) in higher education,
and evldence of superior w0rth to the profession and ‘the Uﬁlverslty

X - ¢ -
Associate Professor e . _ e ‘

A. Earned doctor's degreeh in teachlng fleld 3 years teachlng
experience (equlvalent*“") in higher edusation,.and evidence v
of superlor worth** to the pr@fess1on and the Unlverslty

-
- L. (%

B. rMaster S degree""ln teachlng fie plus 60 semester hours and -5
years,! teaching experience (equi? ent"“%) 1n“ﬁ1gher education,
and evidence of superlor worth to the profession and the Unlvers1ty

-

Earned doctor's, degree“ in teachlng field, 8 years teachlng
, experlence (eqmlvalent“%h) in higher edycatlon, and, evidence of \
, superlor worth** to the profession and the Unlver%iiz .

-
» -

Practlcal experience accompanledtby reco niticneas an authorlty may
be evaluated as meeting degree and/or teaching requirements; or, in such
fields as art and music - where’ academic® degrees are not generally accepted

as ‘the soundest measure of competence - spetial training in recognized = %
institutions (conservatories or studios) may be an equ alent to.the Master S
or Doctor' s degree. s L ‘ _ _ -

, - . L
N - - ’

""Crlterla for judging guperier worth to the profess1on and the

ﬁUnlverslty include but are not l&m;ted to the followlng

/

. Interest il students and their activities

A AEffectlve teachlng . e ‘ L
B, Developing scholarship’ o o '
C. Research actlv;ty and scholarly publlcatlons - 7 i’J‘ : T -
. D. Distinction in creative fields' A ' -
. E. Professional standing and leadership. - ‘ ° 2 &‘
F -
G

. Inteéggx in institution and lts‘future development and.
contributichs to its public image
H. Length of ervice -at Mldwestern°Un1veqF1ty " ' i
» h“*Equlvalency for teaching experlence in hlgher education will be
determlned accordlng to- the follow1ng w1th1n reasonable limits:

& 1
FEERN

.2 One year’ in ﬁlgher education Wlll eouate o two years in (1) publlc .

school teaching and/or admlnlstratlon or (2) .business and/or 1ndustr1a1

,;AEXperlence related tovtbe pebson's dlsclpllneﬂ . .
| 6. Part—tlne Facult . : P A i
= == N/ | s

“ Av E@ploy@ent. It is the pollcy of the University to use part—tlme -
faculty only when necessary. Such part-time instructors must meet the min-
imum reduirehents ds an instructor and have thelr records .on ffle prior to

the beglnnlng of class work. The ‘normal requirements for commlttee work«

L ) °
o ' ' —76'-}-‘ N

R | . ' ”‘{353_ Lo ’ ‘ .




C s -

_and other simflar full- tame faculty respon81blllt1es will ot be’ﬁaae‘

: All such personnel are required to have a cOntract issued through the
President’s Offlce

: ¢ - |
- B. " Pay Scale. A standard pay scale fop partrﬁﬁhe faculty is on
.A file in the offjice of each dean.

B .. C. Parking Pérmits. Part- time faculty are entitled to parking -
v permits without charge. Vehicle registration decals may be obtalned at
- the Unlver81ty Police Offlce :

7.  Summer School Teaching' : %

' The Unlver81ty makes every effort to prov1de opportunlty for summer
.teach1ng,~however, it cannot guarantee such employment even, if desired. ST
Each’ faculty member will be generally limited.td one term, thus allowing C e :
alternation or rotation. Exceptlons are to be recognized in departments .
where sumer enrollment requires the services of-all or most of the regular *
departmental faculty. Faculty members are ,encouraged to participate during
the summer in worthwhile activities leadlng to profe881onal and teachlng
s development, every . thlrd summer belng suggested as a mlnlmum

g

For positions where regular faculty are not available or there is o ki
an insufficient.nimber to handle the classes, visiting professors and part- '
.tunevlnstructors will be employed. Vlsltlng professors of eutstanding - -, ‘ }

lrty may be brought to the campus for the enrichment of a program at the
dls etion of the admmnlstratlon

. of

4
Six semester hours in each, summer sess1on shall be con81dered a ?‘; : S

Y full load. C | . g

SECTION 4.. FACULTY BENEFITS

o -

1. Healch Service and Medlcal Care Insurance. ‘(See~Part I)

2. Social Security. (See Part I) ’ ' . e e

‘3. Optional Retirement. (See Part V) : 5

4

L. Enrollment in University Courses. (See Part I) "w v -‘l.;f

5. Tax-Sheltered Annulty Program. (For additional informatlon 1nqu1re

-
d

' ; > at *he Offlce of the Vice Pre81dent for Business Affalrs

re
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, 6. Exempticn From Non-resident Tuition. Imnediate famlly members of
new out-of-State faculty are exempt ‘from non-resident tultlon '

7. Unlverslty Research Grants.

The Unlverslty ‘looks upon faculty research as extremely valuable
and wishes to encourage and assist worthy faculsy members in their. efforts,
sé long as they contribute to the-primary purpose of the University; namely, .
education through teaching and mesearch. The University does not follow a
policy of making research app01ntments but, through recommendations of its
Committees on Research, does encourage and assist programs of recommended
research to the fullest ability of its resources. - Procedures for the imple-
mentatgon of and part1c1patlon in' the organized research program are as
followk ) N

. a4 ’ ;

"A. .Each- school w1ll Operate with its" owrt research committée,
three to five members, appointed by the dean of the school concerned. One
. of the members will be designated chairman of the committee, - The dean will
report the names ofsthe committee members tQ the Director of Organlzed .
Research by October 1. .

’ B. Appllcatlon for research funds will be made on Eorm 1R.
Suff1c1ent copies of the form, pages 1 and 2, will be prepared and subr-
mitted to the chairman of the School Research Committee - one for each
commlttee member and two .copies to the Director of: Organlzed Research.

~-“‘ C. Guldellnes for the School‘ResearchJCommlttee:
X

T (1) In most cases avoid -making a second grant to a person
' - who' has :not made a slgnlflcant ‘contribution by use
- .~ of his first grant, i.e., a publlshed article, a
e ' paper read at a professional meeting, a f1n1shed art
' product, ¢ well-defined modification or contrlbutlon
to our academic program

Before recommending a second grant prOposal the
commltteelshould evaluate ‘the written progress report
and/or the termlnal report. .

(2) Require a written progress report and evaluate before
recommending. funds to 'extend the original grant.

(3) Forego underwrltlng research on a person s 'doctoral
thesis.
(u) The Director of.Drganlzed Regearch may approve from
his budget a limited numbey of proposals for the 1m2 ve-
) 1"‘m.ent of unlver51ty71nstruc ion. ,

D. Each School Research Committeé will review proposals submitted
by the school’ faculty members and will select several of significant worth

.“to be forwarded” t$ the dean of the school. The dean of the school will

evaluate these proposals and recommend for approval the most worthy within
the limitation of the'school's budget to the Director of Organizéd Research.

- The Director ¢f Organized Research, after review of each proposal, will

submit a'recommendation for approval to- the President of the Univer.

d -

Each proposal approved by the President will go. to the Bysiness

?Offlce and an account will be set up for the individual maklng the preposal.

‘(Form 2R) ~ four copies: Chairman of ‘the Reséarch Committee, Dean of the
Schodl, Director of Qrganlzed Research and the Business Office.

L . ™~ h .
~ A ‘.. . . .‘ . :66_ 8 ‘/ . ‘ o
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. The Business Office will notify each facdlty member: that his
research project has been approved and will glve him the account number of
the project. . R i .

E. All recipients of research grants are requlred to flle four
copies of (a) Progress Report (Form 3R), due May 1 of each year, and on
completion of the project four copies of (b) Terminal Report (Form 4R) -
one copy each to the Chairman of the Research Committee and the Dean of -
‘the School and two copies to the blrector of Organlzed Research.

. F. The Chairman of the Schodl Research Cémmittee iwill keepga file
~on each faculty member doing organized- research in the school and wiM® make
reports as. requested by the dean pf the school and-the Dlrector of Organlzed

- Research .

: G. ‘The Chairman o% Research Committees of the schools will act as
an adv1sory group to the Director of Organized Research who may call _
meetings of the dedns when questions or problems concerning part of or the
total program are involved.

H.. The deans will keep records of organized research in their
respective schools and will make reports to the Director of Organlzed
Research when requested. :

- I. Any research funds not committed by the schools by December 1
will be lapsed to the Director of Organized Research for his distribution
sybject to the approval of the Vice Presldent for Academic Affairs.

‘ ) . J. Cost of research reprints up to a maximum of flfty copies

" per article may be authorized by the School Research Committee. Requisitions
for reprints signed by the chairman. of the commlttee are sent to the D1rector
of Organlzed Research for his approval.

Since Unlverslty funds are llmlted 1nd1V1duals and departments
are encouraged to seek research grants, eSpeclally those providing for basie
research. Equlpment acquired in a research prOJect reverts to the depart-.
“ment involved in‘the research except in cases in which the equipment has
.definite utility for two or more departments, or if the grantor specifies
otherwise. In the event the equipment has definite utility for two er more
departments, disposition will be determined by the President and:Vice
President for Academlc Affairs upon recommendation by the Research Committee.

\




“ <
A faculty member whose reSearch is underwritten by funds from 7 ;'
Mldwestern s regular budget is not obligated to reimburse the 1nst1tu—

tion for incame received on copyrlghted materi prov1ded that the name of
Midwestern Unlverslty is recorded on the mater al

Any research- grant, once made, will be administered entirely ’ ,
g‘ety the. approved researcher who will not Be restricted by object of expendi- a

ture classification.” He will be required to maintain financial records and

make an itemized report to the Dixector of Organized Research at the end :

of the year with a carbon copy to the Vice President fov Academlc Affairs. \ ' -{
A copy of- all research publlcatlons by’ Mldwesterh Uniyersity’ '

' faculty and staff must be placed on file in the Midwestern Universi Library,
thus assuring an accessible flle of these 1mportant publlcatlons

Infqrmatlon concerning posslble ‘sources of research funds is
maintained on .campus. For further information call the folce of the Dean o
of the Graduate School. _ T - ) .

The follcwihg~polic§ covers research”assistants: S ' \_
g - (1) Research contracts are executed by the University on_
behalf of the individual facu¥ty member 1nvolved

(2) A1l employees involvedrin a research prOJect are
~ Unlverslty employees; therefore, come under

* - .. .
Unlverslty regulatlons . .
- (3) These employees are deslgnated ”Research Ass1stants "
h * .Such research assistants can be pald only from research

- : funds._ . o O . ‘l’
v . S . ot "

(4) - Employment records for these persons must ‘be completed ] ]
: and approved bx the admlnlstratlon before belng vall¢ ' .

\ (s All’ students hlred to assist on specially .funded
research .projects will have their pay rate set by.the-~ .-
person headlng the research ‘project. The rate must :
meet the minimums, requlred by State wnd Federal law. . "

7‘ - Student rese assistants are exergpt from the minimim |
! enrollment regulatlon for. student assistants if they T .
are enrolled durlng the semester of employment. . - 3
‘8‘. Incentive- Grents/Loans. S _fl" o - 4
- °
et N  The purpose of the incentive grants is to. lmprove the professmonal
preparation of the Midwesfern Unlverslty statt by prov1d1ng opportunity for .
further short-term study, pursuing advanced degrees or post doctoral study. >

_ Any member -of Midwestern University faculty or staff who has demonstrated
" excellence in dlscharglng his or-her responsibilities and whq has demon~
strated a commitment to Midwestern may apply for a grant and/or loam.
" Preference shall ‘be given to faculty or staft who have an approved ed tlonal
' objective that is clearly defined, related to the University‘s needs, who has .
compliggd at least two years ot service and who hag not had a grant inkthe *

past ee years. s , e -
al N . # ° o,

Appllcatlons from mll time teachlng taculty foz the foLlowmg o . .
summer and/or academic year are-to be received by the Vide President for o=
Academic Affairs no later than Lecember 15. The Yice President for. Academlc ' '
Affairs with the approval of the Academlc Council’ shall mgke- recommemgat;ons

" ! T ’ . "/—68-\ 89 - -
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for the grants oﬁ'a prlorlty basis to the Pres1dent prior to January 1.
Applications from other staff members are submitted to the Vice President.
‘for University Affairs not later than December 15. The Vice President for -
. University Affairs, with the approval 6f the Administrative Council, shall
- ‘make recommendatlons for grants on a priority, bas1s to the President prior ~
‘l" to January 1. _

The President shall make recommendations to the Midwesterm
University Foundation Board of Trustees and final approval shall be given «
bx the Foundation Board of Trustees by January 15. ' :

The avallablllty of funds makes it neoessary to generally llmlt

" the grant.to not more than six hundred dollars ($600) per rec1p1ent
Prigrity will be given to requests for summer grants, .

. Incentive loans not to exceed $2,000 per person are also -available

from the M.U. Foundation. Such loans are made non-interest bearing while

- the bo;;ower is -actually enrolled in an institution working .toward his
educatfonal objective for a period not to exceed tweélve consecutive months.
Interest 'is charged at the rate of six percent (6%) from the time the .
borrower returris to his duties at Mldwestern A repayment schedule. is
established for each loan; however, under normal circumstances a loan is
to be paid within two years after the bofrower has\returned to Midwestern.

Any individual receluing an 1ncent1ve grant and/or~loan will be -
required to return to Midwestern University for two. academlc ‘years or will

; be required to repay the - amount of grant and/or loan in full before leaving
the<Uiwersity. > . _
o ' 9. ‘Communications » 4 . .
o . : ' Mall boxes at the campus post office are asslgnéd faqui*cy }nénbers

for all personal and campus-wide communications. The University Bulletin
is published each week to report news and information ofrlnterest to the-

campus community. Faculty members are. encouraged to submit news of their
accomplishments and activities, and annouricements of significant events to

the Offlce "of Public Information “for. publlcatlonw*n the Bulletin., .
- - ’ r— - /‘ . > " ‘
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SECTION 5. REGULATIONS . - %

-

1. Teachlng Load.

~

Instrudtional assignments are determined by&the chan&n of the
department and dean of the school subject to the approval of the Vice
President for Academic -Affairs and, the President of the University. A .
faculty member will be assigned classes where needed, elther day or evenlng

" Most full- tlme faculty carry a twelve-semester hour teadhlng load.
In no case will the maximum load exceed sixteen semester hours during the
long semester; eight ester hours for one summer term or a total of
fourteen semester hoursWfor two successive summer terms.
L 4
. "Two laboratory hours will be counted as equlvalent to one
- classroom hour. -

. fi’ / .
_ The superv151on of three %heses or six problemgfw1ll be counted
as equivelent te one three-hour course. 4 student mdy be. counted: for o
-enrollments only (6983 and 6993) regardless of the number"of times 1t is -
'necessary for him to enrcll to camp ete his the51s . '
\ -
Twenty-five clock bours 5 instruction in applied music will be o
considered a maximum load. Every effort will be made to hold these, loads
to twenty hours. L .

<

. . .
- il

¢, The supervision of sfudent teaching will be Equated as follows:
N Ky

Two six-hour enrollments equal one hour of teachlng load. S\

Four three hour enrollnents equal one hour of teaching load.

 Any reductlon of & teacher's load not authorlzed by general policies:

already in .effect must be approved by the Vice President for Academic Affalrs ’

~and the Pre51dent of the Unlve151ty R °

r  ® FEach departmental chalrman w1ll flle a report of faculty load and
student enrollment in each clasg 1mmed1ately following the 12th class day
‘each semester -and the uYth day for each sumher term on forms provided by the
Office of the Vice PreSident for Academic Affairs. This Teport.will jndicate
_faculty load in accordance with standards stated above. Only active enrollees
should be reported and should-be in reement with the ‘12th ‘and 4th day report
tted to the eglstrar , . _ ' e

]

[

. " The tf&chlng of classes "by arrangement" is not permitted other than
“for theies students and problems couzses of a rese kh nature )
7 - -

' 2. Classroom and Ofrlce A551gnments. ‘ o o
i ) 0 5 N - g

Classroom and offlce assi nmenté will be made by the chairman of
the department subject to the appyoval of -the dean ot the school Reasslgn—
ments of office space ig which mo¥e than one department, withfn the school is
involved will -be made by the dean. Any changes in the meeting place of a
scheduled class must be approved by the chairman ot the department and k
reported to the Reglstrax . . o , ’

- - -
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3. (Class Size. - o
——#

" Departments should plan schedules on a.t&o—year rotatlng basls
to safeguard the required mlnlmum enrollments: . . - .

° <

Undergraduate - 10 students per class as of the 12th class day N
of a long session semester and the ch class day -
o : . of a summer term.

< ' ' !

.8 - Graduate ‘ -5 students per class ‘as of the same' class days.

Class enrollments should go slightly above the minimem o allow for
shrinkage below the reporting’ date. The University reserves tHe right to -
- cancel classes,whlch do not meetr these preferred minima.? - .

-
‘e

L. Textbook Adoptions. e

Any commerclally prlnted workbook, té;tbook or materlal used by
students and authored or co-authored by Mldwestern Un1verSlty faculty
members can be recamended faqr approval by the Academic¢ Council. ' The
department chairman must show in writing that the adoptlon has  been ,
realistically priced and properly evaluated. A review of dny adoption «
must be made by the department. concerned at the end ¢f three years JALL
subsequent adoptions of thls same work must be approved by the Academlc
Council. . N S

-

. 5. Physical Examinations . ¥ .o

4—-' 2
A phys1cal examlnatlon uslng the Unlvers1ty form is requlred of . '
. all faculty members at the time of original appointment. Any exceptlons
must be approved by the Presldent These- forms are available at‘the University
Infmnnary1 Personnel may use a licensed medicat doctor of their own choosing -
or utilize the services of the University physlclan for. a noderate fee.

A
: Graduate teachlng assistants, who are not Midwestern graduates, ',

are requlred to have a physical examination at the. time of their original - N
app01ntment Part-time ‘faculty are not -required-to have a physical . . )
~examination. (See .Part I) . . . « .

6. New Fadulty Orientation -

rl

Prlor to registration for the fall semester new faculty will 3 '
_ assemble for a Midwestern Unlverslty orientation program, which will . _
include information from the areas.of academic affalrs, business affairs, 2

-

'student affairs, the Reglstrar S Offlce and the leraiy

. . .
.
" - '
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7. _Attendance at Meetings. , - ' _ U - -

. A faéu;ty member is obligated- to attend and participate in committee
activities ‘to which he is assigned. RequeSt_for.gbéence from a meeting
should be made to the chairman of the comnittee concerned.

Faculty members are expected-%o-atteaq all offigial faculty mgefihgs
including the preregistration Faculty/Staff Conference each fall. Request
. " for_absence from.a meeting must be made to.the dean of the school. ‘

. £} A .

‘Other meetings which faculty members are éxpected to attend include
, &bl scheol convocatipns, Honors Day programs; etc. ; T -

a

8. Commencement. ' ‘ L v

. All members of the faculty are expected to participate in commence-r. -

"ment activities! Permission ‘togbe absent from these services can be granted

only by the Vice President for demic Affairs. . Academi¢ attire - cap, '
gown, and hood - are worn.on these occasions. . - -

9. Absence from Duty.

»

, Ahy member of the instructiona? ‘staff who is unable, for reasons . ,
" of illness, emergency, or death in the family, to meet any class or , . . .
- .laboratory periods will notify the chairman of his department. -
When the dbsence is due to professional reasons such as educational
meetings. or field trips or visits to schools, the instructor ‘will make
provisions for classes during his absence which are satisfactory with the
chairman of the’ department and the dean of the-school. ‘

A "Leave of Absence" form is to be processed well in advance of
. any trip that can be anticipated. - . ‘

10. Late Arrival and Early Departure.

Ordinarily no permission will be granted faculty members for leaving
- school before. the end of a term or for late arrival. All faculty members
are expected to be ready to perform on—caqvus duties as necessary during the-
last two weeks of August. All departments are expected to maintain a small
office force from that time to the beginning of orientation in order to have
personsson hand qualified to counsel with transfers and beginning students
-concerning M.U.~programs.. Anyone needing to be out of town' during this
* period should process the usual Ledve of Absence forms. (See Part I) y -

v

l}.;APublic Office.
Mo member of the staff shall run for election to public office n
. without written permission frgm the Secretary of the Board of Regents before
public announcement is made. The University reserves the right ” request
the, resignation of any .faculty or staff member prior to announcirg for
public office, should the staff member decide to become a candidate. (See".
fPart 1), . e ¥ : S '

12, News Releases..

Faculty members are requedted to give information concerning their
work. or activities to the Office of Public Infermation and not directly to
the’newspaper or other news agencies. (See Part II)

e

B
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" . pergonnel will be reported to both offices -statedsabove. Unlisted

13. Office Hours‘ﬂ L.

Each faculty member is expected to keep at” least two offlce hours,
.daily. A schedule of these hours must be posted for the convenience of -
students and others. All faculty members are- encouraged to make themselVes v
available as much as possible for consultatlons w1th students
regularly scheduled.terms . A

14, Smoking in Building.“ L .

In keeping with safety regulations and'in recognition of the fact . «
that, some people find tobacco smoke -unpleasent, sm&Elng within classrooms, -
laboratorles, studios and other deslgnated areas is prohlblted.

15. Adggesses and Telephone Numbers. - - o ‘/ |
T Newr faculty members are requested t /rile their addresses and. ‘
telephone numbers with both the Office of emic Affairs and the Offlce
of Business Affairs. These will be incltded in the next edition of
”Telephone Dlrectory, Campus Exchange " P

a

Any !bange of address or telephone number of all University -

telephone mumbers must be registered with, the Vice Presldent for Academlc A
Affairs for emergency use only 2. o » oo N 'f

\
1

16, Acceptance of Money from- Students 2

v Faculty members may not accept pay from students for extra
instruction. , They may not CSllect fees or charges for institutional - -
purposés,, nor sell bdoks ,- notes 'or 'supplies to studentf without advance
approval of. the ‘Board of Regents Teaching assistants may receive pay for
extra ¢lass instruction in courses with which they have no connection, but
only,after the chairman of the department 1nvolvedthas‘secured ‘the approval
he Vice President for Academic Affairs and flled wrltten ev1dence of
, the agreement . :
: l7u -Use of Unlvérslty Materlals and Equlpment
‘ ' ~
- Departmental budgetary llmltatlons are’ the only restrlctlons to
uﬁllmlted use of University materials and- equipment for classroom and
laboratory activities, and for University sponsored programs. Univeprsity .
property will not be {ised for the printing-and distribution of unauthorized s d
publlcatlons nor for publicizing in any way activities and, programs not -
sponsored by the University- nor for‘prlntlng materlals to be used in off-

camfgus programs ,unrelated to the Unlverslty ~ . L

4 ’ ——
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18. Qutside Hmployment. (See Part I)% ..

‘ «

19. /%atents, Copyrights, Publications. (See'Part I

+ 20, Examinations. ‘ . . : ;m

It 1s.*sually adglsable espec1ally in large classes to give’
frequent tests in order. to provide a definite check on student progress.

"However, frequency and type of testlng remain the prerogative of each -

1nd1v1dual faculty member except in cases where a depaﬁtment imposes
specific regulatlons upon itself.

Final examinatlons are usually requlred in all courses.* Where
not" requlred the class must meet durlng the scheduled fiml examination
period in the final days of the term. The final examination schedule
will be followed: unless a change is approved by the Vice Presldent for
Academic Affairs. s

' -

The flnal examlnatlon perlod is two and one-half hours in length.
Time and length of ldboratory examinations are determlned by the departments
whlch offer laboratory work. —_ RS

_ Speclal Note: Every faculty member has' the optlon to excuse
graduating seniors from the final eXamlnatlon ln his coursgﬂs) in the senior's
last term-only. o

Final examlnatlon papers will be filed for a period of one term

~either in the instructor's office or in the departmental chairman's office.

21.. Grades. -‘_ “

: A. Reporting'Grades. Letter grades will be turned in to the
Registrar's Office according to the deadline established by the Registrar.

Final grades must be reported to th¢ Office of the Reglst\ar
not later than forty~e1ght hours after the completion of *each final examina-
tion, fall and spring semester; and within twenty-four hours for' each
surmmer term. Final grades for aaturday classes must be reported by the
follow1ng Monday noon.

’

Special Note: It will be very helpful if, grades are reported
as soon as possible after each flnal examination.

B. Mid-Term Grades. Mid-term grades will be sted in a deslgnated
place (office, classroom, bulletin board) by each instructor for- each course
between the end of the 8th week and the end of the 10th week of each | '
semes;ter. All grades, A through F, will be reported for all undergraduate A
courses except those designated as probldms, tutorial, -independent study ,
er student teaching. Incompletes will be used only in emergency situations-
and blanket grades will not Be uséd dt-all. - Students will not be’ identified
by names on the grade lists but by soc1al securlty number or othpv sign 7°
devised by the instructor. » N L Y

‘ Co a

Before the end of the 8th week the Peglstrar will furhish

~

- instructors with copies of up-to-date class rolls for grade purposes

Instructors will furnish tbelr~§_alrmen with a copy.of the Posted grade'
report at the time of posting.

A gﬂ 90)
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. Mld—term grades wikll be mailed only when an%tudent or-qualified
parent submits -to the instructor a self-addressed, stamped postcard. The
1nstructor theh should identify the courseb 1nd1cate the grade earned and
slgn his/her name prlor to malllng ; .

. C. Grade Changes ‘A stpdent s grade for a course once forwarded
to the Reglstrar s Office cannot be changed unless, the instruttor discovers
‘that he has made an inadverten error and has- recorded an unfair grade.

If a grade change must be made, the.instructor will complete the "Instructor

* Grade Report Correction" form (Form 8, Reglstrar s Office) and ‘take it
‘.- together with documents (e.g., grade book, papers, etc.) which support the
request to the dean of his school. Only those approved requests which bear
the dean's signature as well as the initials of the Vice Président for
Academic Affalrs w1ll be accepted by the Reglstrar ' :

'; 22.. Grade Dlstrlbutlon

There is'no intention of requiring any set distribution of grades
in"any one class. However, in large groups, marks should not vary widely
from a normal dlstrlbutlon, or ‘an adjusted distribution for upper division
and graduate gtudents. Strict appllcatlon of a "curve" to small classes is

. tonsidered unsound academic practlce ' v '

23. Grade Books . o .

, Faculty, members should forward fo their departmenr chairmen all
grade books as they are filled or sooner if employment is termirated or a
leave of absence 1s taken

N N ' '
+ 24. Syllabi of Couxses@
- S
o The chairmman of the departmeﬂt or the dean of the school: may
requlre that syllabl of all courses his area be kept on file. Although
this is optional, a syllabi file carf be important in avoiding duplication
and in developlng a coordlnated program of study.

-

.

2
125, otudent Evaluation ot Class Instructlon.

. ?Faculty members are encouraged to have thelr «lass content and
* methods evaluated by their students. Recommended forms for such evaluations
are available through tha fchairmen and dearis.

= .
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alklﬁé 1leeges ey _ o ’“
Any student may leave a class if the professor—lnstructor has not -

- appeared within ten minutes ‘of withe’ scheduled startlng time. These pr1v1leges :
app}y to. all students, all classésy andfg%; :&@y members unless prior , .
arr'angements have been made forf a late ATPRVELL _ .

27. Tutorlgg < ) S | «

~ When tutoring is necessary, a quallfled person who is not a member
of the staff should be recommended. No staff member shall receive remumera-
tion for tutoring a student enrolled in any of his classesy The department
‘chalrman and/or dean of -the school shall be consulted for a satisfactory -
plan when a request for spe01al “tutoring is received, o .

o

28. Cheating by Students. o iy ’ e TN . v

Initial cases of cheating are to be handled’ er an individual basis

- with appropriate discipline procedures by the faculty m involved.. A <
'report will be submitted to the dean of the ‘school. If a stident is involved

" in a setond violation the case will be reviewed for immedate action by the

faculty member, the chairman of the department.and the dean of the school.

29. ‘Field Ttltgﬁ-_- _‘ ’ ‘ A . i - ‘

@

o ) ) ,
Major field trips, athletic and music trips and educational tours ~ -
consistent with the purposes of the course should be planned prior to the
. beginning .of any term insofam as possible. For such events the sponsor/ :
~adviser/coach will complete an Excused Absence Form for, each partlclpatlng . ~
studentl The completed forms will be given to the students to‘present to T
their instructors for permlsss.o;x to make up any work mis3ed, and an official '
list of all student partlclpants for each event will be submltted to the . .
Vice President for Academic Affairs. The forms are available in the Office
of the Vice President for Academic Affairs. Field trips sholild be scheduled
wherever . poss1ble for weekends and never durlng special all-schqpl events or
examination perlods ' A
. : ' . 7
30. Clln:LcsJ Instltutes, Seminars, Short Courses Wbrkshops Etc.

All plans wh% 1nvolve Midwestern Unlverslty sponsorship of clinics,
1nst1tutes, seminars, ‘short courses, workshops or conferences whlch will take
place from November 1 of the current year to November I of the follow1ng year
should be submitted through Ehannels to the Office of the Vice President for
Academic Affairs no later than Névember 1. For events of the ‘abdve types
" which cannot be reasonably -anticipated at this time, a plan must be submltted
at least 30 days prior to the event. ’

2 - n

All\proposals must include a budget even if the enterprise is Self—1
. sustalnlng, showing the squrce of funds and the prgposed expenditures-

No'date on the Master Calendar can be considered permanently %‘
‘reserved until a proposal has been approved., o . : T
) Y _ ' : ] . . . ) 3.‘3

, 31. Library.

A. Moffett Library is dedicated.to the service of the academic '
-community. As a reposltor'y of the literature of the various disciplines, : ‘
the Library is a laboratory for every class and a natural extension of

the office and the classroom. - g
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All faculty members ana%amxxmeged to coaperate w1th degart ' ’ |
mental ehalrmen and with deans in the selection and recommendation o . <
materials to be ordered for the'Library. This will fac1lltate efforts to

© provide materials when they are ‘needed. AP . .- : -
AR C. Faculty members-may ‘borrow books for one semester in the ‘
long terms, or for hoth terms in the summer. At the end of the loan, . <
period, books either must be returned to the Library or Tenewed 5 4;% .

' D. Staff members who do not hold faulty rank may borrow books .
for three weeks with the ¥possibility.of renewal. This shorter loan ‘
~period is not meant to discriminate against staff members; rather it is e
assumed‘that staff members will not need materials as long as faculty
members mlght in fhedr Preparation for classes. o )
‘ E. M S of the immediate family of a Regent, faculty member,
. or staff member of Midwestern University‘may borrow bodks for three weeks
« with the pOSSlblllty of renewal. . - - .
! F. Teachlng assistants may borrow books for one semester or
for both terms in the ‘summer. A list of such books, signed by the

teaching assistant's departmental chairmarr, should be presented to the o .
Circulation Department when the teaching asslstant requests this loan
privilege.

v

G. Graduate students may borrew books for threé weeks with
‘the possibility of renewal. They may make provisions for a carrel and
then charge books to their carrels for one semester. gQuch books should *
not leave the Library Bulldlng They may be recalled for c1rculatlon if 4
the demand is sufficient. : : ,

H. Undergraduate students may borrow books for three weeks
. with the posslblllty of renewal. , : .

I Periodicadls, both curment and bound, generally should  be
used inside the Library bulldlng, though faculty mémbers may borrow them
for three days, and students, in some lnstances, may take th to a class

J. Any persbn may place a "hold" on a book which is on - loan.
Stch a book cannot be renewed by its borrower, and the person _who has
“placed the hold shotld call for the book_ylthln forty—elght hours after-
he has been notlfled that the book ¥ availtable.

¢ ¢
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o —K. Acudty members may place certain books on reserve for the:r
. clagsés by éendlng a Yist of such-books to~the Circulation Depar'tnent '

ond week prior to assigning them to the students. This will allow time

to ecall books ‘which are on loan. Books on reserve will be rembved

fr v

reserve at the end of each semester unless such books are to be kept
reserve for another semester. .
L. Arrangements for mterln.%iary loans may be made with the 4‘{,
Senior Interlibrary "Loan Assistant is privilege is usually limited to
L faculty and graduate students\

’ . M. The Circulation Department may find it necessary ‘o recall

a book that is on l@an if it is needed for a faculty member's reserve

list or if other demands make such action necessary ‘

U .32, I ¥
| . Use of C.C.T.V. , \}5%"
Vidgo record or playback schedullng will be ‘done only through the t-

office of the Dean of the School -of 801ences and Mathematics. Requests
will be honored on a first-caome, first<serve basis. All questions as,to

priority and mass schedullng W1ll be refeired to the Office of the Vic

., President for Academic Affairs. \

»

.
/7

Playback scheduling should be made as far in advance as posslble
- préfera.bly an entire semester, and not less than one worklng week. Short
notice requesf® W111\be honored only if equipment and oper'atlng personnel
are available. Recgi¥ding sessions and studio use should be reserved at .
least two weeks in advance to allow sufficient time for processing purchase 7
reguisitions and to schedule student help. : | v
. ! Video equipment deteriorates.rapidly when not used daily. All ‘ P
. video equlpment should be returned tothe C.C.T.V{ depamtment after gach '
use for routine preventati\g maintenance and an operation check on tﬁ:
: day pﬂor tQ departmental usg™ Video equlpment will beg d€Xivered, set
: up, .and rechecked for proper oper‘atlon on the scheduled day or, if
jnecessax*y, the day before. ; ) Z s v 8

° . . . - OIS

SECTION 6. ORGANIZATIONS .

L

1. Facul‘ty Senate. - .

e o

, A faculty senate was orgahized in the fall of 1966 after two years
.*  of study by a University committee. Its stated purpose.is "to provide:
- bettsr understandlng and to promote the. academic welfare of Midwestern
- University." . Annual elections are held by each academic school with elected \
, members serving for Itwo years. Representat;.on is proportioned to the. -
' number of full-time ‘faculty members. &The Constitution of the Senate is ) .

'pubi‘ished in the Manual of Organization and Procedure. . , .

2. Amerlcan Assoc:.atlon of University Professors.
*

» . An active chapter of the American Assoc1atlon of Unlversn,ty Professors
- was organized at Midwestern in 1956. Membership is available to all faculty

" .Mmembers. o o 99 L, .

,
‘ . : , ‘l’
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+ 3. Texas Associatian of College Teachers. v (\ - Cos

[]

The local chapter of the Texas Assoc:.a't:lon of College Teachers 1s
15’\f

aculty to membership in the orgamza't:lon.
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. average throughouyt,¥is college career since that is the standard required for

’ ' - PART IV v —

: STUDENT PERSONNEL-POLICIES AND REGULATIONS : '
. SECTION I. ACADEMIC REGULATIONS . @
- > - . . . .
‘ 1. Standards.” It is.desirable that a student maintain at least arSL" .

.gra vation. Any §tudent who fall§ to meet‘that standard W|II ‘therefore be
placed on academlc*superV|S|on and may be required to reduce his coprse load.
Students failing to meet minimum academic standards for his classification will
be placed on scholastic probatlon His probationary status will be recorded on’
his permanent record. Further, he may be required to reduce his course load
and he will be required to Jleld any work grants, grant-in-aid or scholarships
held. Students on sgcholast?c probation are barred from par®icipating in the
Student Senate and from holding office in class, social or servuce organizations.
‘They are ineligible to obtain loans. from the- UnlverS|ty
iy

The studemt is urged to consult the current'Universjty catalog regarding
academic regulations; for further information regardiqg academic qualifications -
for partitipation in campus activities or for obtaining loans, grants-in-aid,
schiolarships and work grants, he should consult the Student Handbook Pr the
0ffice of Student Pefsonnel.

2. Class.Attendance " Students are expected to attend_all meetings of- the
classes jin which they <are enrolled.

"

-«

Each instructor will keep a. complete record of absences. With the exception
of absences offlclally authorized by the Administrative Council, the instructor

will pass on the Justlflcatloh for each absence as reported to him by -the studer‘

Justified absences |nc|ude those caused by: : g
d. Personal illness. '
b.- Activities in the service of the UnlverS|ty » ' : ;
4 c. Death of a close relative. - . \ _
d. Such other reasons as are justified in the opinion of the instructor.

- 14 v

° i ’ .l\ '
The student is responsible for all work missed and ‘is to secufe make-up
directions from the instructor. A student with excessive absences and/or an
ind}fferent attitude toward his work may be dropped from a/tourse.

Emergency. Absemce Report. _.Instructors are encourﬁged to report p:pmptly
three consecutive absenc%s to the Offlce of Student Personnel. .

3. Late Registration. A student may regiﬁéer late on the day desigmrated
(see calendar), subject to the approval of ‘the student's adviser and approval
of the department chalrman concerned” ’ S

A fee of "$5.00 is charged for late registration. . .

]

L. Change of Schedule. A student's schedule may be changed on the\day
designated (see calendar), subject to the approval of the student's adviseyr and
approval of the department chalrman concerned. : k

A fee of $3.00 is charged for each ‘schedule change. Change of Schedule for
may be obtained from the Office of the Registrar. : - 6

' 1024 - .
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“instructor and faculty-adviser) and presented go the cashier in the Business Office

. . \

5. Dropping a.Course. By Having an official Jrop form completed (with ‘
signatare of both the course lnstructon and faculty adviser) and presented to .
.the cashier in the Business Offite, a sﬁudént may drop a course during the first
Fbur weeks of a semester or through the/Tast day of the second week of a summer
term with a drade of 'W." (See Unlversuty Lalendar.)

By having an official drop form completed (wgth sugnature ofrboth the course

a,student‘may drop a course from the first day of the fifth week through the last
da of the twelfth week of a semester or the flraﬁ day of ‘the third week through =
ﬂhe last day of the fourth week of a summer term. ~Classes dropped dur!ng these
periods . are'subJect to a grade of 'WP'' or 'WF'', The 'MF” is computed in the grade
average. _ : L L]

i ' ' .

After the twelfth week of the semester or after the fourth.week of the summer
term, a grade of "'F'" will be recbrdgd for the class dr"op.ﬂq . £ ‘

A fee of $3.00 is charéed for each form processed threugh the Business Office.
Drop forms may be obtained in the Office of the Registrar. No drop is offici
until the fee is paid and the form is surrendered to the Business Office. The
date of submission to the Business Office is the offucual drop date for grade
determination (w WP, WF, F) ' -

~

An "F'' is recorded for any course dropped when a student fails to obtalin and.
procesd an official drop. form as outlined above.

An instructor may drop a student any time during.the semester for excessive
absencés and/or for consustently failing to meet clas5 assignment. Agginstructor”s
drop of a student from his class takes precedent over the student-jnl iated course
drop of a*later date. The grade of 'F'' is awarded for all instructor drops.

6. Voluntary Withdrawal from the University. A student who desires to.with-

draw from the University will report to the Office of Student Personnel. |If
approval is grantéd the student Qlll be issued a withdrawal form. He will secure
clearance from the various offices noted on the form and will deposit it in the

Business Office. . - ) » .

\, /- Enforced Withdrawal from the University. A student who fails to comply
with the stated regulations concerning conditional admission may be required to
withdraw after University review.. This action will be posted to the permanent
record and a statement retained ¥n the academic file.

1
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8. Permanent.Record Entries. Dismissal, suspeflsion, academic probation, .
.voluntary withdrawal, enforced withdrawal, and course drop§ will be entered on C |
the permanent academic record. . : ,

. . 9. {£aculty Advisers. The member of the faculty who gques the student in
) the selection of his courses and in solving prablems. Untll the student select
a major field of study he will be assigned to an undeclared major adviser. After
‘the major is selected the chairman of the deﬁartment in which the student is ™/ = |
majoring will appoint ansadviser. ' ' b |

¥ . -

Stated Purposes of the Faculty Adviser ProgFam.

a. Provide each student with a Faculty Adviser, , ' g
- b. Provide faculty counsel for’ students in- acadSQic matters:

. [

i (1) Scheduling
’ ) (2) Degree planning o
(3) Study and related problems

J g . €. Provide faculty counse I for skudents‘in~personaTLsocial'matters to -
o . the extent that it is desirable or feasible. L ’
- . \ SECTION 2. STANDARDS#UF CONDUCT .

v ~

. The‘}ollowlng standards and procedurey are University’policy A1l students
need to become familiar with the informatidn contained in this™ublication in .
orderv that they mgy be suff|C|ently informed of the standards of conduct es tah-
- . lished by the University.

»

N |
by the-University an implicit dec-
tudent of University regulations.

t the violator to dlscupllnary actlo#,

Enrollment in Midwestern is consideref
laration of acceptance on the part of the
Violatien of these regulations will sbee

When a student is awgy from the Mldw stern University campus he is expected
m

to conduct himself as a ture individual]] " Irresponsible actions which are re-
. ported to University officials or which chome public knowledge may be the cause
for distiplinary action,. 1 )
<
) It is stressed that all local, state, and federal laws are supported by the
Unlversnty, and violators of these could be lsclpllned by civil authorities and/
4 or University officials. 'Belng a stydent doe not exempt a person from bein§ a
law-abiding ¢itizen or from conducting himseld as a responsible student. <\
- ’
1. Fireacms) Fireworks, and Explosives. Possession of firearms, fireworks,
- *or explosives of any description is hefeby prohibited on University grounds or in
app.roved student housing. . . N @

-

2. Gambling. .Gambllng in any form by the)use of cards, dominoes, dice,
pool, billiards, table tennis, snooker, or any ot%er means specifically defined o
by State law, shall be prohibited on University grounds or property or in approved
student housnng
3. Alcoholic Beverages. It shall be unlawful for any person to consume
‘any alcgholic beverage or for any person to possess any alcoholic¢c beverage for
the purpose of consuming same.on any University grounds, in University buildings
or in any approved student housing. Alcoholic beverage shall mecan alcohol and
any beverage containing more than one-half of one per cent (4 of 1%) of alcohol. !

by volume which is capable of use for beverage purposes, either alone or when
4 . / N
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diluted, -inclyding all distilled spirits, liquor, wine and vinous liquor and ale
and malt liquor as defined in Article 666-3A of Vernon's Annotated Penal Code ‘3f
the State of Texas: o A ! .

-

4. Unlawful Demonstration and Assembly. It shall be unlawful for any
person acting either singM or in concert with others, to obstruct or disrupt,
by force or violence or by stated threat of force or violence, any teaching,
research, administrative, disciplinary, public service, or other activity authorized

- to be held or conducted on the cimpus of Midwestern.UnigFr§ity.' As used in this
.regulation, the words ''force or wiolence' include such acts as 'stand-ins'', ''sit-
‘ins'', and "lie-ins!', when such acts are in fact obstructive or disruptive of any
of the authorized activities listed above. ' ‘

4

<

.

5. Parades and Processions. No processiogn or parade shall be held on Uni-
versity grounds or property without first securing a permit from the Vice President
for Student Affairs, and all such requests for permits shall state the time, place
of formation, proposed line of march, destination, and suchtégher regulatibns'
as the Vicé’Presldentﬁfof‘StudentiAffairs may set forth therein.

6. Obstructing Streets, Sjdewalks. It shall be unlawful for any person or
for any grouping or assemblage of persons whose standing, remaining or congre-
gating upon any street or sidewalk on Midwestern University propegties shall
ohstruct, prevent, or interfere with the free @r unobstructed use<3¥ said street
or sidewalk by other persons, tp-fail or refuse to move on or to disperse upon
being ordered to do so by-any peace officer of Mi€westeﬁn University or other
peace officer of the State of Texas. ' .

a

7. Trespassing. It shall be untawful for any peF%on to trespass upon the
. grounds or .use the facilities of Midwestern Univers ity withoyt the express con~
sent and permission of the University. 1t shall further be unlawful for any
persen or persons Having legitimate access -to the buildlngs and facilities to
enter into or use such buildings and facilitles to enter into or use such building
and facilities during prohibited hours as promulgated and amended from time to°
time by the University Administration.- - .

£

8. Solicitation. It shall be a violation for any peréon to solicit or.sell
to.individual students at any time on the property, campus, or grounds of Mid-
western University except in those cases where specific authorization has been
extended by JiF Board of Regenté\of Midwestern University.. ’

i

A#I persons yiolating any of the regulations as listed above, | through8,
shall be deeng/gGEIty of a misdemeanor. A misdemeanor is punishable by a fine
of not more tRan Two Hundred Dollars ($200.00). Student violators are &lso sub- -
ject to Unkversity Disciplinary action. : - P

-
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9. Drugs. Midwestern University does -not condone the possessien, use, 8
- or distribution - of marihuana, LSD, or other hallucinogens-and narcotics by
its students When there is evidence that a student .is possessnng, using, or
distributing such drugs, the student will be subject to d|5cupl|nary action

@

The degree of, disciplinary action taken against any student will” be .deter-

N\ mined by the circumstances surrounding each |nle|duaI cast-and may or may not
result in suspension from the Un:versnty :

; IO,; Classroom Dishones;y - Cheating, Pregiarlsm Dishonest work on,exami~
nations is a serious offense as.is plagiarism, the act of Using source @aternal
of -other personS\(e|ther publ:shed or unpublished) without following the accepted
techniques of credttlng Neither offense will be tolerated by the Univérsity
and appropriatée *disciplinary action will result. , .

[4

11.7 Falsification of Records. Students who knowingly falsify, or are a
party to, the” falsifying “of any official University record (including such re-
cords as Application for Admission, Residence Form, Student Personnel Form, etc. )
will be subject to dxscnpl:n%ry action which may |nc|ude*suspens|on from the &‘

- Unsversity - )

12. Financial Responsibility The University expects students to discharge A
financial responsibilities in compliance with commonly accepted practices. 'This
inciudes prompt response and cooperative relatioﬁshaps with creditors and those
with whom business is transacted. The practice of writing bad checks and f;nlure

to meet financial responsub:llty in the broad sense may result in Universit
disciplinary’ actnon

. -

13. Identificatzon Card. The validated '"'ID'"' card is the official meanQ of . &
. identification. |t should be carried at all times. Lending the card to anyone
or failure to present it when requested by a University official i1s a vaola)alon ’
. of regulations and subJects the student to dlSClpI1nary action. - ‘
. i4. Response to Official Notice. It .is a student's responsibility to honor
immediately any request from a University official | Failure to heed an offidial
request or summons to an administrative office will render the student Icablé to

disciplinary action.

fe ¢ . -
]

15. Telephone-Direct'Distance Dialing. All lpng distance calls made by
students must be ''collect calls' or from a pay telephone.‘ "Direct Distance .
Dialing' is not. to be used on campus phones. Any student found guilty of making
long distance calls 'charged to a Un|ver5|ty number is subject to disciplinary
action, ) . ) -

' e
-

16. Traffic and Vehicle Requlations. AI1 students who opecrate a motor
- vehicle on the campus must register the vehicle with the University Police Depart-
ment and obtain a University decal before they are allowqd to park their vehicle
L on University property. Regulations are$|ssuedcmhen the* vehicle 15 registered

SECTION 3. - MIDWESTERN UNIVERSITY POLICE DEéﬁRTMENT .

i

Pursuant to the authority granted by Statuﬁory Law-ef the State of Texa% a
Police Departmgnt has been established at Midwestern UnTVer5|ty Officers of the
.Police Department are bona fide peace officers, bonded and commissioned, by the,
Board of Regents. The Police Departmed't has the responsibility of enforcwng all
regulations of the University applicable to-street traffic and vehicle.regulatio
all/State laws applicable on alhthe proferties under the control and JurISdICtID
of Midwestern Un|VLrS|ty, and all Unj versnty regulat.ons applicable to.their area

, , ' : o 3
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of nesponsibility. A1l of the general and criminal laws of the State of Texas -~ . >

and such other Fedgral, State,.and Municipal laws applicable on areas.under the
. control and jurisdiction of the University are in full force and effect.
. ‘ ' y SECTIQN 4. SECURITY BU_ILDING HOURS AND KEYS * »

University poilce officers are on duty 24 hours each" day. Official closing

hours of University bﬂlldlgg? are Monday through Friday, 11:00 p.m.; Saturday,
5:00 p.m. Buildings will Be opzped at 6:30 a.m. Monday through Saturday. ) >
Bulldlngs wnll be closed on Sundays' and holldays unless an announcement to the
contrary i§ issued. ° .

i

\' ° r. 3 . "
' Students will not be permitted in University buildings after closing hours .

unless accompanied by faculty or staff members for the entire 'period of .their stay
in the building. Unauthorized entry to Un|VerSIty buildings will result in dis-

. ciplinéry action.” Students possessing unauthorized: keys wull be subject to _
- disciplina o ' ) : . : )
r” pit ryqac tron. , R ) ' ' ‘ /e

. SECTION 5. SIGNS AND POSTERS: ERECTING, AND PA|NTING
The placement of signs 'and posters must be approved by the appropriate Unf-
versity office which, if not indicated at the posting place may be determlined .

through the Office of Student Personnel. The use of paint or other modification
of Saculltles for notification purposes must be ‘approved by ¢he Busnness and
Sﬁu ent Personnel.Offices. o v

_SECTION 6. PROCEDURE IN STUDENT DISCIPLINARY MATTERS
‘Midwestern University recognizes the student's right as a member of society
and as a citizen of the United States of Amerjka, to respect and consideration
and to the Constitutionally guaranteed freedoms of speech, assembly, and association.
The Unaversnty further recognizes the student's right within the institution to
freedom of inquiry, and to the reasonable use of the servnces and facilities of the
, A‘/uD4ver5|ty which are intended for his education.,

*©
in the interest of malntaanlng order on the campus and guaranteeing the  , -
‘broadest rangé of freedom to ‘each ‘member of the communlty,-%ome rul;@ﬂgnd-regulatlons
have beenJadopted by the University. These rules and- regulation reasonably- Iamu'
. ‘some activities and proscr.ibe certain behavior which is harmful to the orderly
?*s operation. of the institution, and-the pursuit of its legitimate gOals. All students
“L T are held to be informed of thesé rules which are printed in the Studemt Handbook
and distrjbuted to alk students at the - time of registration for the fall semes<er
‘each year.- The Student Ha dbaok is also distributed to each new student enrolllng
for the spring semester ang summér session. 4
1 . \
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If any student is accused of a violation of any of these rules and he-denies
guilt, he_is guaranteed a speedy and fair hearlng before the Student Conduce. Com-.
mittee. "ﬂpproprlate due process safeguards have been built into the procedures
which govern the-Student Conduct Committee so that no permanent or recorded
penalty shall be meted out until the student accuSed shall -have had a fair chanc. g
to be héard. The decision of the Student Conduct E?mmlttee may be appealed to
the President of Mrdwestern University. . _ T .~

/ ' .

. Student Personnel Division. The.Student Personnel Division, acting
through the Vice President for Student Affairs, Dean- of Students or Assistant |
Dean of Students, is responsible for administration of dlsclpllne for Ghacceptable

. ) 2
conduct or which involves ’nfra?t+en of University rules and regulatians and will®

Jnitiats disciplinary action in(accordance with these regulations.
. a .
/
. 2. Preliminary Procedures. The Dean of Students or Assistant: Dean of Stu-
dents shall investigate any reported student misconduct before initiating formal

“disciplinary prowedures and give the student the opportunity to present his per-
- sonal version of the incident or occurrence. The Dean of Students or. Assistant

Dean of S ents may discuss, consult and advise with any student whose conduct

is called to quéstfon\§?nd students shall attend such conultations as requested:
3. Informal Disposition. The Dedn of Students “or Ass1stant*Dean of Students

after investigation, and when acceptable to the student shall have the authority

to impose appropriate discipline. Where the disposition proposed by either the

Dean of Students or AssYstant Dean of Students in the preliminary proceeding is

not accepted by the student in writing. the student shall have the rights of

noticé, hearing and formal procedures as hereinafter set forth before the Student -

Conduct Committee. 'If the student rejects informal dlsp05|t|on, the case shall

be referred to the Student Conduct Committee. The Dean of Students or Assistant’

Dean of Students may refer extreme cases to the Student Conduct Committee withouat

first offering informal gisposition. . ‘

N
- ~
. ) )

L. Temporary Suspension. The Vice President for Studemt Affairs, after
consulting with the President of the Univers'ity, may temporarily susperid or deny
readmission td a student from the University pending formdl péocedures when it is
believed from substantial .information coming to his attention that the presence
of the studgnt on campus would seriously disrupt the Unnggrsnty or constitute a
dangér to the health, safety or welfare of the™igiversity or the studgnt. The
Vice President for Student Affairs shall convene the Student Conduct Committee
within 48 hours after a temporary suspension (Sunday through: Thursday), or 72
hours’ (Frlday or Saturday) to determine if the student shall remaln on temporary
suspension until the formal hearing by the committee. The time for the fdrmal
hearing shall also be established at this meeting and shall be scheduled within
10 days from the date of the temporary suspension

-

' 5. Formal Prpbedures and Disposition.

a. 'Student Conduct Committee: (1) Thk\3Tudent Conduct Commlttee shall
be appointed by the President of Midwestern Un|ver5|ty and shall have the authority
to impose appropriate discipline uponcany student or students appearing before it,
including, but not limited to, official reprimand, probation, suspension or ex-
pulsion. (2) The ChaTrmanQ!f the Student Conduct Committee $hall be the Vice
President for Student AffaiTs. (3) The committee shall consist of three facul ty
and three students plus the Chairman. (4) The faculty members must have completed
at least one year of  teaching at Midwestern University. (5) The students must be
classified as sophomore or above, have:a cumulative grade point average of 2 00
or above, and must not have a record of previous disciplinary suspension taken b
the University. (6) The appointments by?the President of the University shall be

107
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’ selected from a paneldof faculty and students nomunated by the Sbudent Body T
President, having given due .notice to the AStudent Body of his nomimations, "and ‘

: ~|nd¥wgdually confirmed by a majprity vwogé of the Student Senate. ‘A minimum of
five faculty and fuve students shall be recommended to the Unvversvty President

‘ (7) The Chairman, two facutty and two students must be present to constitute a |
) quorum andshear a case. (8) .The Chairman of the Commlggee may vote only when . .
. it is necessary-to break % tie véte of the Committee.

- - . ‘

& v
) ¢ b. General Stitement of Procedures: A’ student chaftged with a breach

& - of Universsdty, rules or regulatnons or conduct in violation. of’ the Standards of
'Conduct is entitled to a written notice -and.a formal hearing unless the matter
. be disposeé ‘of under the rules for informal disposition. The procedures set)

T forth below shall be interpreted and’ admlnvsteregf%o accompllsh this obJezg}ve
o and .provide for prompt consideration and dvsposntaon of student cenduct caSey
/’ Disciplinary prdceedvngs are not 4a be -construed as Judacval trials, but care
: shall be taken to comply-as fully as 'possible wi th tue spurlt and |ntenIFoF the’

procedural safequards sgt forth herein. ] ,

\ - . ~ "' /‘ .

- C. Notvce The Dean of Students or ‘Assistant Dean of Stydents shall «
DT initiate disciplinary actions by’ arrangvng with the Chairman to call a megeting
o of the Student Conduct Committee and by giving weitten notice by certified mail
or parsonal delivery to the student charged with misconduct which shall set forth
the date, time and place of the alleged violation, the.conduct to be inquiged
into, and the date, time and place of hearing before the Student Conduct #Commi t'tee .
Notijce by certified mail may be addressed to the last.address currently on record
withbthe University. Failure by the student to hdve his current correct local
address on record with the University shall not be construed toc invalidate such
/ notice. The notice shall be mailed at least seven (7) consecutive: calendar days
prior to the hearing, unless a shorter time be »fixed by the Chairman for .good--
cause. Any request for continuance shalt be made in writing to the Chaurman.

B . who shall have the authority in his discretion to coptinue the hearlng if he
determinds the request is timely and made- for good cause: The Chairman shall
notify the Dean of Students ot Assnstant Dean, of Students of the new date for
the hearing, and she/he will give notice -to the-student.” If~the Jtudent fails
to appear at the schedul time, except for good cause, the Committee may hear
and determine the matter.in his absence.

.

o -

. 1 . 9 : -

d. Condu¢t of Hearing: All Student Conduct Committee Hearings shall

. be closed to the public.. The Chairman shall preside at the hearing, catl the
roll of, the Committee in attendance ascestain “the presence of the represen-
tative from the Student. Personnel Division and the presence or absenge of the

- .

- s tudent charged with misconduct. The accused student may be accompanced at the
. hearing by.an advisor. , ‘ '
. . [ .. N
~ . - hd e ' . P
, ‘ »\\ | , ¢ .
2 @ I‘
N : >
. \ ,
- - ’ -
. ¢ .
; ~ -
h ]
* r . -

b
S
e

e o Nt S
P o] T R N . S
" N . . Lt : . i -




When several studgnts are charged Wlth thé\same ofFense or with offenses
‘grawing out of the same episode, the Student Conduct Committee shall determine,
after- the Chairman has consulted with the: accused, whether in 'the interest of

~

*fairness td the accused and to the Unrversity, the. ca§és should be heard
separately or together AU - ¢ _ .
0 ! - ’ ' : \\
At the outset of the hearing, the. charge shall then be presehted by the
. Deanh of Students Or Assistant Dean of Students. University witnesses are .to " %
be called and |%ent|f|ed The Committee may: question ﬂltnesses at any: time. T
‘The student may question witnesses at *%he conclusion of the Un|ver5|ty s pré- A

sentation. lf the, Comm|ttee deCIdes that the advisor may speak he may also ~

~questlom wttnesses at the conclus:on ‘of : the University's presentation.l

-
.« »

.t After the Un|verSIty has presentedllts case, the aggysed~shall bave the
rjight to testify and to present the testumony of other witnesses. Commi ttee
may question the student or withesses in the presence of the student t any time.
The Dean of Students or Assistant Dean:of Students may quest|on the. student or
wltnesses k” the presence of the studeht . : '

. l .

= ‘ - o g .- A -
Ih Commlttee shall pernuﬁ the Unqver5|ty otiethe student to offer any
‘matter 3n rebuttél of the other's Pre@entatlon ] .
g .OI’ * "

e. nghts of Student Conduct Committee: The Student Conduct Committee

I

: shall not be bound by the rules of evidence applicable in court proceed|ngs but

- 'by the ruling of the Chairman of the Committee on any procedural question.or

I3

"ERIC

Aruitoxt provided by Eic:
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shall exclude |mmater|al |rrelevant or unduly repet|t|ous ‘testimony.

I f any commi ttee” member is |nvolved in an’ lncldent ‘before the commlttee
ha must- d|squal|fy hlmself from hearing the ‘dase. v
. N ~ : . .
The Commnttee may- questlon w:tnesses or examjne other eV|dénce |ntroduced
by e|ther the Un|ver51ty or’ the student only durlng the hearlng ' ‘

oy . . R
The Commlttee may dismiss any person from the hearing who’ |nterferes with or’
obstructs the hear|ng or falls to abide” by the rullngs of the. Cha|rman or the -

"

_ S . .
The Comm|ttee may call addlt|onal w¢tnesses ‘or .require addltlonal investigation.
-

Comm|ttee dn request : , . .

-

The Comm|ttee may summar|ly sw§pend students from the Un|ver5|ty who, during

--the hearing, obstruct or"nterfere with the course of the hearing or fail to abide

requests of " the Cha|rman for ‘order. . - . .

£, Student quhts Upon Hearlnq ‘A student appearing before the Stu-

dent Conduct Committee may have an advisor appear with him to examine any evidence
presented and .to consult with dur|ng the hearing. -,

. - .

* Only the student may question witnesses present and testifying unless the

commi ttee deC|des that the advisor may speak.
9 . ,

-The student may make any statement to the Commlttee in explanat|on of his

conduct. - He may also present evidence by W|tness

: -

The' student 'shall be informed in writing of the flnd|ngs of the Student

-

-

Conduct Commi-ttee and any discipline it lmposes \ ..
tudent may appeal to the President of the ‘University any decision ; ‘
reac the Student Conduct Committee. et N

v © 109
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P g: Determlnatlon by Committee: The Student Cbnduct Commi ttee shall
.make its flndlngs and determinations in executive session (only members of the

Commi t tee present) Separate findings are to be made (1) as to the conduct of\\\\

the student and (2) on the discipline, if any, to be imposed. No disci pline
~shall be ‘imposed on the student unless a majority of the Commi ttee present ]
,.reasonably convinced by the evidence that the studert has commi tted the vio~

latloﬁ‘charged and should he disciplined ‘therefor. . - ,

promp“ly consider the case on the merits and make -its findings and determination
-and trahsmit them to fh& Dean of Students or Assistant Dean of Students. The.

Dean-of Students or Assistant Dean of Students shall inform the student’ charded
in writing Wlth the decision of ‘the CommLttee. o

a///h. 0ff|C|al Report of. Findings and Determlnatlons. The Committee shall

N

i. Other Procedurabh’ Quéstlons' Procedural questions which arise dur?hg

the hearing not covered by these general rules shall be determinmed by the Chalr-’
ﬁan, whdse ruling shall be final unless the Lhairman shall present “the’ question

" &0 the Committee at the request of a member of the Committee, in which event the
rullng of thle CommTttee by maJorlty vote shall be, final.

L -

\

Record of Hearlnq At least a summary record ot"the proceedings is to
bé kepftuther by stenographic notes or a tape recording. The hearing record
shall be filed in the office of the - V|ce President for Student fairs and only"
" for ‘the purpose of appeal be accessible at Feasonable times and pPeces to both
the' University and- the student. "

Id

7. quht of A peal -The “student or the Dean of Students or Assvstant Dean

of Students, with the consent of the student charged, may appeal to the President

© of the Unlversvty any dec+dsion reacped by the Student Conduct Committee by filNn ng

wpitten notice of appeal with the Presidgnt within ten (10) consecutive calendar
days after notificat Pon of the .decision |of the Committee:." A copy of the Notice

of Appeal shall be given by the student to the Dean of Students or Assistant Dean

of Students or by the Dean of Students or Assistant Dean of Student;/;o the

student.

=2 .

The Preslden; of the University shall review the record of the case and the
appeal documents and may affirm, reverse or remand the case for further pro-
ceedings and shall notify the Dean of Students or Assistant Dean_of Students.and
the student in writing of his deC|S|on on the appeal
% . 8., Status During Appeal: In cases of suspensign or expulsion where NOthé
of Appeal is filed withHin fhe required time, the student may petition the Presi-

, dent in wrltlng for permission to attend classes pendlng final determination of

) ﬁ%
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. the appéal. The President.may permit a student to.continue in school umer
8uch conditions as may be designated pending complétion of appeal procedures
provided such continuance will not seriously disrupt the University or cen-.
stitute a danger to the health, safed¢y or welfare“of the University. lin such-:

°. event, however, any final dlscaplinary action-imposed shall be effective from:

P the date of the .,action of the Student- Conduct COmmlttee - - -

g

A 9. Role gj Pre5|déntﬁ The Presudent~o the Unxversity may review the
o8 ) record of amy disciplinary case.and may reverse or remand the, case for further
proceedings. |If such action is taken by tRhe President} Jthe Dean of Students
- or Assistant Dean of " Students ‘and ‘the student shall be notified in writing of
T his decision. ' ) . ' - '

. SECTION 7. TRAFFIC HEARING BOARD ' : '

1. Purpose: A Hearing Board composed of students shall be appointed to
hear appeals from students who wjsh to contest a -ticket receiv®d for “violation
of Unjversity trafficsand vehicle regulatians. The board shall have the author-
ity to render judgment as to the justification of the citation.’

o .

2. Composition: The Traffic Hearing Board shall be appointed by the
Studeht Body Prestfdent, having given due notice to the Student Body of his nomi-
nations, and’ approved)by the Student \Senate. The Board shall consist of the
\ Chairman and four -members. The Chairman shall be classified as junior or above

and alWl other members at least sophofiore classification. All members of the

- Board must have a cumulative grade point average of 2.00 or above and must not
have a record| of previous dlsc1EI|nary suspension taken by the University. The

Cha¥rman and two other members must be §resent to constitute a quorum and hear

a case. The Chairman shall have the same yoting rights as other members of the

Board. g . . )

LI .
R -

-

L"‘ 3 3 3
3. Procedure and Disposition:

a. Request for Hearing: A student wishing to contes® a ticket may
request 3 hearing before The Traffic Hearing Board through the Dean of Students
or Assigtant Deam of Students. The request must be made in wr|t|n§§¥|th|n ten
(10) calendar ddys' from the date the ticket was issued. Tickets must be paid
prior to request for hearlng and recelpt must accompany wHitten request. A re-
fund wlll be made if the student is found not guilty of- the violation.

. b. Notice of Hearing: After recetvtng the request for hearlds,sthe
Dean of Students or Assistant Dean of Students. .shall contact the Chairman of
the Hearing Board and arrange for him to call a meetlng of the Board. Written
. notice 'by U.S. mail or personal delivery shall be given the student setting
forth the date, time and place. of the hearing. Notice shall be mailed at least
seven (7) cgnsecutive calendar days pr|or to the hearing, unless a shorter time

'be fixed by the Chairman for good.cause. |f the student fails to appear at the-
scheduled time except for " good cause, the Board may hear and determine the Lt
matter in his absence, i .

Y -~

c. Londuct of Hearing: AIll Traffic Hearing Board meetings shall be

| closed to the public. Jhe hearing shall be |nformal., The Chqdirman shall pre-

| side and conduct the business of the hedring. The student shall have- the” oppor-
| _ . tunity to present his ?ﬁde of -the case. The Board may question g;e'student at

| any time. The Board may request lnformatlon frOm the M,dwestern olice Office

v with regard to the ticket im question. .
AN ' o 11i - ' R
-, . . - .
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d. Determination by Board: The Traffic Heariég Board shall maf% its
findings and determinations inexecutive session (only members of the Board
present). If the.student is found not guilty of the violation a refund shall
be made of the penalty fee assesséd. ~ ' '

-

e. Official Report of Findings and Determinations: The Board shall . A
promptly consider the case on the merits and make’ its findings and-determination
and” transmit them to the Dean of Students or Assistant ‘Dean bf Students who_will
inform the student inwriting of the-decision. If the student is found to be
not guilty of the viotation, the Dean ‘of Students ‘or Assistan® Dean of Students
shall notify the Midwesterr Police 0ffice in writing of the deé{sion and request
a refund to the student of the penaltnygp assessed. - "

. ... Ee2 < gt . L
L.  Record of Hearing: A summary record of each case heard is to'be kept
and filed in the Student Personnel Off.ice and for the purpose of appeal only be
accessible td. the Student Conddct Commi ttee'. o

- M @

- ~5. Right of Appeal: The student or the Dean of Students or Assistant

Dean of Students, with the consent of “the student, may appeal to the Student -

/ Condéct Committee the decision reached By The Traffic Hearing-Board‘by_filiné S
written notice of appeal with the Vice President for Student Affairs within N
seven (7). consecutive calendar days after notification of the decision of the

‘ Board. . . ' - ’

The Vice President for Student Affairs shall call a meeting of the Student - ° - .
Conduct ‘Committee who shall review the case-and the appeal documents. The Com-L.
mittee may affirm or reverse the déctsion o the Bbard, and shall notify in wgiting
the student andfthe Chairman of The Traffic Hearing Board of their decision.

If the student ¥s found to be not guilty of the violation; the Vgce Presj
for Student Affairs shall notify the Midwestern Police Office intwriting of the »
decision and request a refund to the student of the penalty fee assessed. *
) : \
SECTION 8. POLICY ON OFF-CAMPUS SPEAKERS

The BoardYof Regents of Midwestern.University respects zﬁgy}ights of the
faculty and the student body of Midwestern University to havé full freedom in
the discussion and presentation of all information and isswes. This includes
the right to .invite off-campus speakers whose ideas and views differ from those
of the Boaard, its individual members, -or the President of Midwestern University.
Jt is the policy of. this Bdhrd that the facilities of this institution, which
were.paid for by the tax payers' of Texas from' their earnings in our society

~based on law and order, b¢ not made available to any person or persons who by
reason of their prior expressions or past actions would Tikely use the invi-
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tatuon to advocate: lawlessness and disregard for the laws of this country,A - L
: change in the laws of this country, other than by means provided for within .
N\ ~ the constitution and the laws of the United States and the various States; QQQQQ

, and the -violent overthrow .of our government. ‘. . < e
. In the case of highly controversial- speakers, announcement should be made N
) at least thirty days priér to appearance so that faculty might have the oppor= . /—r
;. tunity to discuss issaes-‘with the students., Also, no such speaker shall be .
presented who will not consent to |nterrogat|on (not heckling) by 'students and
. ; faculty fpllow1ng thehﬁ presentatlon . A . ) .
/ J Every precaution should be taken to malntaln the highest Tevel of excel -
‘ lence*and good tagste i'n such matters. commensurate w1th the\dignity of an
¢ institution. of h¥gher education. * .

SECTION 9. OFFICIAL OUT-OF-TOWN UNIVERSITY TRIPS

Wheny an off.icial out-of-town trip is sponsored by a University Diyision =+
" ~or Department, faculty or administrator involved will be responsible for a
arnaﬁgements and supervision. ' . . " . . <)J~*f\\\
0 | . ’ o
' L When student ordganizations plari an official out-of=-town tri& all arrange-
"y : ments must be cleared through the ‘Student Personnel Office.

>

$ECTION lO RESERViNG UNIVERSITY FACILITIES : . v

-

v . Requests for all NON-CLASSROOM facilities are made thrx.igh the Student *
Personnel Office. Classroom space is secured through the Office of the

Registrar.
. SECTION 11. UNIVERSITY CALENDAR S ‘
o ' * )
. 1. Master calendar scheduling forms for the University calenday will be
sent from the Office of Student Personnel to each department and to each student
organization by April 15 for listing proposed activities and for requesting
facilities for the following fall and spring semesters. Reserwations will be
saccepted only from departmental chalrmen .and from™student organizition presidents
Ay - ° . f‘
- ' 2. During the period April LS—MaX 15, the annual, recurring gvents will 9
receive 'priority" .both in being plated on the Master Calendar.fand in res-
, erving of campus facilities. Examples of .these are: —
L ] . . Ia
‘. Honors Day Major Theatre Productions
Student Leadership Conf Annual Reading Conf.
Homecoming . Faculty Christmas Dinner
. ‘ Military Ball : Artist-Lecture Series
— ' , Greek Week ' ) Choir & Band Concerts (MU) .
‘ Science Fair Women's Recognition Banquet
Fall Festival .
. R - o . ‘ . >N .
3: After May 15, activities of this type will be scheduled: T '
Student Music Recitals . SUB Dance & Film Program &\j ‘

Student Organization Functions One-Act Student Directed Plays

]

0ff campus groups ‘cannot receive confirmation for l)-nivebrsity facilities ‘

untilyafter August 1. » ‘ S
- . /112 S -
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5. ‘éd in'

/,
- If a conflict in schedullng occursa reschedullng will be resol&
consultation with the groups inyolved.

. /’
SECT\ON 12. HEALTH SERVICE-- : /
« ; . N
The ultimate objective of any Student Health Service is to malntain a
state of optimum health, both physical and emotional, among the stugdent body 2

It is hoped that we can achieve this obgectlve by discovering phy5| al and’
emotional defects® in the early and correctable’ stage, conserving the student's
time from class, and providing that type Bf fundamental. preventuv# heal th .

instructign wthh will tend to curtadil the occurrences of |llnesszreqU|r|n§ ,

long trea&ﬁent ‘through an undertaklng and apprecnatlon of the prr %|ples of
heal thful 1&ving. , i / 1

1. Physical Examlnallon/ . . A

1[.' .
a. Each %tudent eAgérlng Mldwe:Iern University f&¥ t e first time ‘
isi required to haVe a physical examination at the time of .initial enrollment. .
This required physical examination report completed by a legally qualified
physician must be on file with the Universiity Nurse prior to the student
entering the registration area.. (Summer transient ‘students are exémpt while
maintaining such “speC|al” statqs but not upon bec0m|ng a regular studént )

b. A service dlscharge physical is acceptable if recelved W|nh|n the
past twelve mon ths and a copy filed wuth the University Nurse

/
s .C. Armed forces officer pgrsonnel may utilize/their yearly servnce

physical provided a copy is filed with the Unlver5|ty urse.

d. .The Unlversnty Examination- Form must be used for the examination
except as outlined in b and c above.

e.. Thelphysical examination must include medical proof of the following:

(1) Chebt X-Ray within last 12 months _
(2) Required immunizations.t ’ . .
(a) Diphtheria-Tetanus Toxoid (within 10 years). —_—
L(b) oral Poliomyelitis (Basic series of all three fypes since
1962, and at least one booster.) )
(c) History of measles (Rubeola) or active immunizhtion since

1965.
(3) Small”Pox vaccination is not required, but is strongly
recommended, .
-
&
R
: e
( ’
£ ﬁ e ﬁ
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’ . f. In those cases wheve the student's physician relquests an excuse
v frOm physical activity @ R.0.T.C., the physicnan may use the regular health
form and elaborate on the reasons for the excuse. This request for exclse //‘

must be filed with the University Nurse each year.

L,9- Students are urged to have their physical examination made by ‘
their family physician since he often has valuable health information which
should be a part of their record and is not gvailable from any other source.,

~

2. Sefvicés Available..
- 3

Y

' a. Routine medicines, when ill, not .to exceed $10.00 per regular -
semester and $3.00 per summer term. : -

b. Physician's services during the sick call pdraod of one and one-
half hours each 'school day, Monday through Frlday, durlng the Fall and Spring
samesters, 8:30 a.m. to 10:00 a.m.

. . . . e
) c. A makximum of three emergenay callg per>semester. ‘

, d. At the discretion of the University Physician, a student may be
referred for professional consul tation. The usual and customary consultant's
charges up to a maximum allowable of twenty-five ($25.00) dollars, will be paid
from Health Service funds upon presentation ot a statement of charges. Such
referral (office call). is limited to one consultatian per calendar year per .
itndividual student. . . /

. &

e. Confinement -to the infirmary is limited to three days, for any)
one illness beyond which a charge of $5.00 per day will be in effect.

.

f. Infirmary is cdosed when school is not '|nnsession. . ‘

A

.

g. Students are responsible for medical expenses which are not pro-,
vided for as |ndlcag§d in the/above Specifically, such personal’responsibility
axtends to charges in excess of the allowable as enumerated in provisions a and

d above. ' v?

3. Infirmary Hours. . ‘ .

Monday through Friday , : .
Fall & Spring; 8:00 a.m.-5: 00 p.m.
. - (Phys.cnans avalléble A:30 a.m.-10:00 a.m.)’
(- Summer: 8:00 a.m.-12 Noon .
Emergency calls only will be handled during hours other than those
stated above. Residence Hall occupants check first with Director or
Counselor in emergencies. i

L. Medical Excuses from Class. ot
Medical excuses from class are_ issued by the University, Nurse  or Phy-
‘sician under the following conditions: \‘

a. Student has been treated in the Infirmary and illness warrants 'the
granting of an excuse.

b. Student has b®en treated by a private physician and written state-"
ment from the phyS|C|an provtdpd to the Unnversuty Nurse; or

o 1i5 .
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<T‘ v c. Student confined to a hospital. : : ’ T

SECTION 13. STUDENT ORGANIZATIONS.
While all University recognized student organizations have faculty advise-
ment, general coordination and supervision of Midwestern University's student
organizations are a function of Student Personnel through' the Office of the

Dean of Students. |Information regarding present status of all groups, their
current officers and membership requirements may be obtained in the Dean of
Studeq}'s Office. - . . \_).‘

-

[4

1. Policies Relating to Student Organizations. ’ :
a. Each student drganization must complete, the Student Organizatioh
Roster by October 15th of each year and send the cop> to the Assistant Dean of
Students. Rosters must be ,corrected at the.beginning of the spring semester
each year. A list of the officers for the coming yeat, or the name and address
of. a summer contact person must be filed with the Assistant Dean of Students
, by ‘the end of the spring semester. - :
- N o
b. .Each student organization must have campus-related spons ship:
i.e., faculty or staff advisor unless special arrangements are made through

s the Student Personnel Office. Selection of advisor will be‘made by the .

organization. *
. \ , 4 N [
6. All activities whether held on orgoff campus must conformgto Uni-
versity 3ocial regulations. Failure of an organization to conform to University
~policies will result in disciplinary action and could result in suspension.
1) . ’ .
. d. -Each student organization must have either a Constitution or-a
statement of purpose on file in the Offlce of Assistant Dean of Students. The
statement of purpose must outline membership selection procaedure.

-

2.. Procedure for Establishing a New Organiza®ion. , ;.

a. The Student Organization Roster is submitted to the Assistant Dean

@ of Students. The-roster lists proposed mambers, officers, and advisors. In
addition to the roster, a constith{fbn‘o: statement of purpose is to be!included.

. b. 1f the organization has national affiliation, information listed
ina, above, must include information from the national office. (Cbnstitution,
By-laws, and financial as well as supervisory relationship with local Chapter).

& - .
/ e
S

‘.
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(€. When preliminary information listed above is obtained,»iinaJ e
approval ,of national organization muws t be made by the University Admnnr-
stratlvF Councul

-
n
«

d. Final approval for local organliatlons will be made by‘/ a com- .
mittee comprised of the Vice President for Student Affairs, Dean of Students,
and’the Assistant Dean of Students
t ' : !
. e. After University approval of the organization, the President of
the new organization is-eligible for membership in the Coungil of Presidents’

3. Eligibility to Hold Offpice in a Student Organization. -
a. Officers of each organization must have a 2.0 cumulative grade . N
average precéding election to the office and must malntaln thls average while
in office. .
I . : .| ' . ™~
/ b. An officer must not be on probation. ‘ ,
SECTION 14. STUDENT ACTIVITIES - ) )
A . . ... g [y
1. Registration. -* ' . e
4 Y . ) L . .
a. AITl activities of any recognized student Organization must be
registered in thé Office of the Dean of Students. This reg®stration applies
to functions held off campus as well as on campus. - \

b.. Reglstration Cards (Unlver5|ty C%lendar Application) are avail-
able in the Student Personnel ?f‘,ce and mUst be completed before an event ‘s
registered offlclallyt : ’ ‘ .\ ‘

c. For convenience of the organization, completion of the Calendar
Application accomplishes the following: official registration of facilities"
and inclusion on the master calendar. oo

: &
d. Please note that the registration of a social event requires the :
signature of an advisor.
e. The deadline for registering a social event will'be L days prior
to the event, although organizations are urged to complete this registration
earlier, .
f.  Cancellation of functions and.facilities is equally important and
should always be made through the Student Personnel Office. s
g. Student retreats, sponsored by student organizations, held off
campus must be scheduled one month prior to the function. (See number 1-above.)
h. The Student Personnel Office will provide information to student 'k =

organizations as to duties and responsibilities of chaperons. .

-

* 2. Chaperons & Security

4 , C 4, ~ .
Y a. Chaperons are necessary only at those functions where security
police are not required.

&
*

.

|
’ b. Chaperons must be approved by the Student Personnel Office and .
must ‘be present at all times during the social event.

117
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c. Chaperons are specual gua*\s of the organlzatlon. -EXtending an
Jnvitation to chaperons Well\‘I advance of the function is a mark of thought~

Fullness and courtesy. : \
4 r". ) 1

d. At on campus dances that are_ir" tational and involve only one
(1) organization, no security. officer is required; :

.0On. campus |nV|tat|onal danc!involving more - than ope (1) *organi-
zation, or an all school (MU students only) dance, one (1) security offiger is

required; . L - N
E " ‘campus dances open to non-students, two (2) security officers
are required: Ist hour-one (1) officer; 2nd. hour untll close of dance-two (2)
officers; e;y from\slose of daffice until band leavés-one (1) officer. -
3. -Drfss and Conduét. o . ., ’
< . ] B . - ,
a. $Yhose attending student actiVities are requested to use good judg- {\“‘
ment abouv»their dress, exercising good{tasté at/all times. - -
' . - - A ,
b, Conduct at student. actuvuttes shalJ be ‘the reSponslblllty of the <
sponsorlng group - ; R

<

L. .Beverages: No alcoholic beveragessare permitted at on. campus functions
sponsored by Unnversuty student organlzatlons . .

-

. 5. .General. - B ) o
N ' - . ‘ ¥ ’ e
° a. Sponsering. organlzat;ons are |nv1ted ‘to discuss plans for student
rac’tivities with the staff in the Student .Personnel folce o ws

» . v A N (r
)

E b. Attendance at events sponsored by Mldwestern Unlversity students

|S¢cgstr|cted to Midwestern Unlverslty students, faculty, staff, and guests

of the sponsoring organization unjess other. groups ﬁre approved by the Student
Personnel Office.. U - , .

. ~ [U < » Y
SECTION 15, RESIDE «HALLS AND FOOD SERVICE ) *
Lot . £
, 1. General Statement: Re§|dence Halls ar€ ‘a v1tal,part of the total Mld- - \(-
westarn campus community and are |ntended to |mplement the educational purposes
! .

’ - v ) . v ) »
. - : ‘&T‘\,—-
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. through provudlng an atmosphere conducnve to meet|ng the academic, soc:al T

and personal needs of students. : . s -

v

«

Housing regulatlons require that all unmarried students underrtwenty-

one years of age live in University Residence Halls. - ' . ’ .
] ) . . . ".-. ) "¢ -
The requirements m8y not apply when a student: . . .
. , = . S » ) . t‘ R
a. Lives with parents or relatives; L : . - ,
1 . - ’ £ . -
b. . Enrolls as a part time student ,(6 hodrs or less long term 3 hours
or less summer term); - o o . L.
<c.. |s enrolled for evening courses only. - ¢ ’
' "2. Room and Board Rates: Room and board chargés mayibe paid-.in full at .

the beginning of the semester or io Four equal paypents ih accordange with a
pre-determined schedule for each.semester.- The penalty oy, late payment is
$5.00. F|r§? payment is due at the‘tlme‘pf registratj® - ; -

"

3. Meal Plan: The prics for board representgwtrtﬁets redeemable for "food.-
and beverage items in the Cafeterip and .Snhack Bar durlqg the period covered by
the tickets. The tickéts are issyed at each of the Four payment dates in, accor-
dance with a pre-determined schedule for each semester. g

o . 4 L4
v

. 4. PResidence Hall Reservatlons and Room Deposits.. Residence Hall reser- ’ ,

vations ‘will be made in the Office .of Student Personpel. ‘A check in the amount’
. of $20.00 payable to ‘Midwes tetn University, must accompany' the requést This
will serve as both resgrvation fee. and re5|pence property deposit. It W|Il
be refunded, less agy property breakage charges, at the ,end of the school year _
If a student moves from the Residence Hall durlng t.'he semes\:er, the $20 00 : .
deposit W|Il NOT be refun?ed | . N
; Lot . 3
A 5.‘.Room Deposd t and Refund Pol-icy. - ST j’ .
< T a. -August 1 (fall semester), Decehber 15 téprrng semester), May 15

{first summer term), and June 30 (second summe r term), are’ the dates beyond

wh ich the $20.00 room reservation deposit is not refundabfb unless the semester
is completed. Students who do not re-enroll for: spring sgmes ter may have
deposits refunded up’to three days before reglstratiqn g1‘5,J

b. If a student officially withdraws from the University, room and

board refunds will be made only after the student has cleared through the

Student Personnel Office. The refund will be made by the BU§|ness Office.

Refunds to students not withdrawing from the. University, .but moving from the . .
residence hall during the semester, will be* for only those amqunts paid for :
periods subsequgnt to the pay period in which he moves from the residence hall.
Refunds: for board will be made only upon presentation of meal tickets.

6. Residence Hall Directors and Student Counselors: Each resident stu- .
dent is under the direct supervision of a Residence Hall Director, In addit*?n,
supervision is delegated by the Director to the Student Counselors at such
time and in such matters as the Director deems appropriate. 'While the Coun-
selors are sfudents, they are, as in the case of the Directors, employees of
the University. The Director and Counselors aré-responsible for:personal and
social counseling, and in addition,, for mterpretlng and admmisterlng Uni- .
versity policies In the Residence Hal! :

119
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7. 'Guests: All arrangements Féy ovarnight guests in the*Rgsidence Hall
must be madé with the Residence Hall‘bﬂrector and should be made as far in
advance as possible. Guests must obs@rve House regulations and are under the
supef?ision of the Resgidence Hall Dirébior. It is the student’s responsibility
to introduce overnidht guests to the Director upon arrival and to register the
guests. FeeS are paid to the Director.. When guest rooms are available, a fee "

of $2.50.per night will be charged if guest furnishes linens; $3.50 if linens

are furnished.by the University. S .
: _ : ;oo , ¢
. Visitors are*permitted in the lounges of Residence Hglls‘as scheduled
below: N : ‘ ’ :
) Monday thru Thursday........................ 10:00 a.m. to 10:45 p.m.
. . Friday and Saturday............. e iannn. .-10:00 a.m. to 12:15 a.m.
Sunday..... e e e taieee.. 9:30 a.m. to,l10:45 p.m.

) = '
: .o .
A Guests of the opposite sex will be welcome at other times in non-lounge
areas when so designated by the Student & rsonnel Office. P
8. Additional Residence Policies Relating 1o Women; Wemen's résidence *
halls are lodked at'l?:po p.m. each night. First semester freshmen oMly«have
s curfew and thejir hours are,as follows: %ag:ay thrbugh Thursday, 12:00 mid-

nTght, Friday and Saturday, 2:00 a.m. ANlother students are on\self-detérmiﬁed‘
hours. If a student does not plan to return by the time the dorm opens
.~ (7:00 a.m.) shemust sign out for overnight. "4

3 SECTION 16. : STUDENT SERVICE FEE | | ‘

.::*\ \

The Board of Re \nts of Midwestern University'are autho;}zed to charge.
and collect from-studepts fees to cdver the cdst of .student serviées which jt
deems necessary or dedirable in carrying out ,the educational functions of Mid-
western University as determined by the Board of Regents. Student services

. S SR L : . A
shall mean and include such services as recreational facilutfes,.health\ﬁ:f

hospital services, intramural and intercol legiate athletics, artist lectyre.
series, cultural entertainment series, debating and oratorical activities, ’
student publications, student government, and any other student activities <
and services specificaLWy ghthorized and approved by the Board of Réggnts.

Fees are allocated by a studept allocation board under the supervision
of the Student Personnel Office and the Office of Business Affairs. .

[

Further details on spécific benefits | be obtained in the Office of.
“”ngu nt Persannel:. - N._kgf/péy .

i
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.uponrdemand or early withdrawal, whichever comes first. There'is a late

~ . <

v ¥ T

"SECTION 17. RELIGIOUS LIFE o~

\ -\

-

¥ ) - .
The’ Unav rsuty is nonsectarian. |Its administrative and academic, polﬁciesﬂ .

however, are designed to create an awareness of the Supreme Being and tq en~’ Lo
courage the sfudent to affiliate with the religious organizatibn af his choice .
and to-participate in the religious activities sponsored by campus' groups.
Seyeral denomination- afflﬂlated s tudent rellglous organlzatlons exist on the
campus, hold regular meetings and worshlp serviceg, and sponsor programs and‘.\
actnvntles of. a spiritual character. ‘

o | (. .. SECTION 18. FIINANCIAL AID \

* ™ Complere information regarding 1qans, grants, scholarships and student >
employment may b; obtained from the Flnandﬁal Aids Office, Hardin Administra-
tion Building. ( : q >, - ’

1. Short Berm Loans: (To be repaid during the semes ter in Wthh they N
-LD .. are borrowed ) : . :
Z"
- a. Tuition and Fee Loans. Not available to entering freshmen. Sec-

ond semester freshman (1Z or morz hours) or above classification must have a
m|m1mum‘”C” cumulative grade point average and must not be on any type of pro-
baulon This is the only type'.of loan available on registration days. These
Ioens cover up to 75% of tuition and fees, but may not exceed $250.00. Pay-
ments may be scheduled during the semester in which the money is borrowed but.

would become fully-payable on demand pr at the-time of early wuthdrawal There

is a late'charge for all payments not made as scheduled.

-
P

¥ - b. Personal Loans. Not to exceed $75.00 to cover school related.

needs_only. Not available to students with less than 12 hours credit. Stu- - AT
dent Mustihave a,minimum'''C'' tumulative grade pount average. and must not be ‘

on any type of probatlon Payable as scheduled at the ‘time of, borrowing or

charge on a1 payments not made as scheduled.

. 2. Long Term Loens: (Payment begins after student ceases to carry at
’ : . least one-half full time course load ) ’
\ Application deadlines gre: Fall semester or fall and spring semes fers
together - Jhly , spring semester only - November |; summer session =
March 1. : iy

The following long-term loans and grants are available at Midwestern

University. You may obtain more complete information from the Financial Aids . ﬁ‘
Office: Texas Ppportunity Plan: -National'Defense Student Loan: Educational
Opporéunity Grant: Nursing Student Grant: and LEEP Grant, (Law Enforcement '
Education Program.) . - !
. ) . T -

3. Scholarships and Grant-In-Aid: The deadline for filing Scholarship
and. Grants-1n-Aid applications for the following academic year is April 1.

¥

‘Both academic performance and demonstrated need are considered in /
awarding scholarships and grants-in-aid. .

A limited number of such scholarships and grants-in-aid are availaﬁle in
amounts from $50 to $450 per semester. When/such funds are controlled by and .
administered by Midwesteyn University and the donee is selected by Midwestern =
University, the final selection is made by the Financial Aids Committee and
the Director of Financial Aids. When such funds are not administered b

' -100- ' : "
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Mtdwestern UnlverS|ty and Midwestern does not select the recipient, the donor

- handles the funds-directly with the- recipient in a manner of the donor's \
choice. ) ? T I B » \
- - - o ) ‘ ’ \ g -/

ﬂi_ Student Employment: Students enrolled for at least nine howrs
(undergraduaée) or six hours (graduate) during the*ﬁigular semesters or three -
kours during a summer teer\and who have at least”a-''C'" cumulative grade potnt
average and'not on probatlon or advised admnssuon' ‘are eligible for referral-
to on-campus and'off campus jobs. _ ) l{‘

\ ~ . -~

"Interested and eligible students should F:nancnal Aids Bulhetln
Board in Clark Sfudent _Center for, job openings “If a jpb Ps available in which
the student’ is interested and quél?ﬁred ‘he should contact the Financial Aids
Office for further detalds regarding the specific JOb

5.\ Vdcational Rehabilitaticn: Grants up to full tultJon-and all non- -
refundable fees are provided for the physigally handicapped thr0ugh the Texas
Rehabllltatlon €ommission, 710 Brook’ Streetﬂ Wuchlta Falls, Texas i

. }94 . - ,
1
- ! SE'CTION 19. - STUDENT INFORMATIQN"BY PHONE

-~ -

The ohly information to be released by phone on students at Midwestern
Unlver5|ty will be the current status of the'student as to enrollment, current
addfess reglstered with the University, and classification of student . !

- ' ,‘




7 . PARTV o : o
POLICIES AND PROCEDURES FOR BUSINESS AFFAIRS

C o SECTION 1. FJSCAL YEAR
Period Covered. The fiscal year beglns w1th the first day of September of
ealch year and.ends on ‘the thifty- first day of the follewing August as provided

by law. ~“H

| | s ’ B , - ©
— . : . - SECTION 2. BUDGETS \ ’ :

1. Annual Operating Budget. ..

3

”»

a. Prepardtion and Approval. It shall be the responsibility of the
Vice President for Business Affairs to prepare an annual operating budget in
" cooperation with Department Heads, Deans, and the other Vice Presidents. .The
Budget- shall be approved by the President and by the Board of Rgﬁgnts. A copy
of the approved budget shall be filed with the Legislative Reference Library.
It ghall reflect estimates of, income, by source, and authorizations for ex-
B peﬁditures, by budgetary-unlt for current operations. Budgeted expenditure
». - authorizations shall be listed by object classifications within each budgetary
% unit as follows: (1) Salaries, (2) Student Assistants, (3) -Travel, '(4) Main-
tenance and Operating Expense, (5) Capital Outlay (equipment). Individual po-
sitions shall be listed within the "Salaries' classification and shall. reflect:
(1) Mame (where the pos1d¢on is filled), (2) -Title, (3) Number of Months of
Employment (4) Prior Year Salary Rate, (5) Current Year Salary Amount. Budgets.
. shall be prepared within the 11m1ts of the revenue ava11ab1e from Leglslatlve
.Approprlatlons and .estimated 1oca1 and other funds. :

r .'

* b. Adjustments. All departments are required to operate within thei?
approved budgets. :In cases of emergencies, where it is necessary to change the’
‘ . funds authorized by the approved budget, the budget head concerned must submit,

\\\\\Qa»‘ in advance of any commltments, through the Business Offlce, a budget change re-

' quest for transfers between ‘object classifications within the budgetary unit or
a request for a supplement to the approved budget. The request should include
a complete explanation of the necessity for a budget change. Forms are avail-

A able in the Business Officev " The final date for submission of budget trans-
fers for the fisegl vear is July 31. ' ’ : =

o

A

- * - 2. Leg;slatlve Budget: Request. ‘It 'shall be the nespons1b111ty of the Vice
N President for Business Affairs to prepare a request for legislative appropri-

% ations at such times as the state budget offices shall designate and in the form
‘prescribed by the Coordinating Board, State College and University System. - The
amounts requested in the various elements of institutional expense shall be
. those amounts approved by the Presidént_ and the Board of Regents after consid- .
eration has been given to the recommendations of Department Heads, Deans, and
the other Vice Presidents. Those amounts whigh are produced- by the formulas
will normally be requested where formulas have been designated by the Coordis

. nating Board, State College and University System. The President or his dele-
gate shall represent Midwestern Un1vers1ty at’ budget hearihgs scheduled by the -
various state 0fficials. :

A . -

[N

- 3. Miscellaneous Budget Ltems.

)

. a. Interpretation of Estimates. In the event thenamo t of Federgi
funds, local funds, or funds “other than approprlatlons from e\General Revenue
Fund, have been estimated in this Act in sums greater than are aCtually received
by the respectlve agencies of- th $ate, this Act shall not be comgtrued as

4123 RN
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. . : . : e

- appropriating additional funds from General Revénue to make up such differenEes. /
\\: Wherever the language of this Act appropriates all receipts and balances from a
- specified source but uses an estimated amount to inform the Legislature and the
public, the estimated figure is not to be construed as a limitation on the a-
mount gppropriated. . :
‘\ . (8 - ) ’ -‘
. »b. Transfer Provisions./ With the approval of the respective govern-
. . 4ng board, transfers may beymade between the items of approprfiations for the
) Nl generaL academlc institutions regardless of whethér said appropriation items v
,are General Revenue or lotal funds in character; except for such approprlatlon ,
s items as® are designdted 'montransferable" and with the add1t10na1 exceptions e
specified belpw: : "

.

. (1) Transfers may not be made into the appropriation item setting v
r - the salary rate for the president or for any other line-item salary shown. ‘
/[ ' ' (2) . Transfers into the appropriation item for ."All Othér General y/
Admlnlstratlon may not exceed the, amount reimbursed for indirect expenses un-
"der government research c0ntracts (cbntracts for private research and inter-
agency agreements.’ .

s . c. Dormant Accourts. As provided in Article 4344a, V.C.S., the
State Comptxoller shall, wtth the comsent Hf the State Auditor and ‘the State .
}reasurer, transfer the balances in any dormant acgount to the GeneralQRevenue
) und - _ _
R )’ ’ : . [ . o
' . d?' CoOperatlen For The General Welfare.. The executive departments
. and agerctes of the State, when requEsted by the Governor, are auythorized to = -
. transfer and to use availablé moneys appropriated in this Act for the purpose
of rendering all practical assistance to the Governor or to Stgte Departments
) . .and Agen&les designated by him in maki‘ng" surveys and investigations and taking
necessary -action resulting therefrom, in the public interest; or for stch othér

purposag as w111 aid the economic growth and general welfare of the State; and
for c1v11 defense and dlsaster relief functions ‘as authorized by State law.

.

e. Transfets For ClVll Defense. -+ In the event of a war attack upon
the United States or: a proclamatfﬁn by the Presideht that nmational gafety is
in danger, and in order to permit the-diversiorn of sufficient moneys appropri-
-ated otherwise 1n this Act for meeting the emergency needs for citizens of
this State resulting from such attack or danger, thesGovernor is hereby author-
ized to transfer moneys from any -part of unobligated balances in any item or
- items appropriated by this @bt for capital outlay, equipment, and new con-
struction, to the appropriaition account for the civil defense and disaster re- .
lief program of this State. oo '

. . . > - v
~ .
’ - ‘.
\ / . ~ .
. - S
- (S
-
. ~ ?
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such transfer. 7 ) . . - . -

The amounts of any such transfers, the name of the agenﬁy or agencies from ‘

which such appropriation transfers were made, and the objects apd_purposes for
“which such transferred amounts were expended in thé civil defense and_disaster
relief program, are td be detailed in the Governor's message to the next ses-

.

sion of the Legislaturxe. . . s ' .

“ .o v ¥ )

- SECTION 3. ACCOUNTING SYSTEM AND FINANCIAL RECORDS =

-~

1. Accounting Records. The accounting records-shall be kept in accord-
_ance with the recommendations of the National Committee on the Preparation of
"a Manual of College and University Business Admlnlstraﬁlon published by the
American Counc11 on Educatl with a copyright date of 1968.
£~
2. ‘Audits. -None of the approprlatlons herein made-shall be used to employ
o any firm or person to audit the books of any departgpent, board, commission, in-
. stitutjon or State ency, this being the duty of the State Auditor; provided,
however, that in a instances where the funds available to said State‘Auditor
“are not, in his gment, sufficient for any requested or. contemplated audit,
the department hedd or heads having authority to disburse the appropriations
herein pade are hereby authorized td direct the State Comptroller to transfer
from any appropriations to the appropriation herein made for the State Auditor
the amount which in the Judgm;nt of the State Audltor is necessary for the pur-
pose of making such audit. i

Any amount so transferred to the State Auditor shall be used by him for
the agtual costs of the specified audit, and any balances of such funds re-
maining at the end of any fiscal year are hereby appropriated to the State
Auditor for the purpose of completing the audit or audits for which the funds
were transferred. On the completion of any such audits any excess funds re-
maining shall be transferred by the State Auditor back to the department, board,
commission, institution Qr agency from which transferred. ‘

AY . ’
The provisions of this section notwithsﬁanging, supplemental audits of
funds received from the United States Government by agencies of the State
named in this Act, which are required as a condition of the receipt of such
funds, may be made in addigion to the auditing performed by thé State Auditor
when funds for such purpose are provided by the Federal grant, allocation, aid

A A

or payment. . .

3. Minutes of Board Meetings. a. The appropriations made in this Act are
contingent upon adherence to the following procedure® in order that the Governor
and the Legislature may be more adequately informed about the disposition and use
of appropriations authorized from all funds, the governing bodies of the insti-

« tutions, schools, and agencies of the executive branch of the government shall,
upon request by the Govérnor or the Legislative Budget Board, cause to be filed .
with the Governor or the Legislative Budg§t~Board, immediately upon transcrip-
tion, certified copies of the minutes of board meétings. Any changes or sub-
sequent gorrections of minutes filed with the Governor and the Legislative-
Budget Board shall be similarly filed. A

"

.b. In addition, the appropriatlons to the agencies and systemgjof
higher education in this Act are made contingent upon the filing, by said agen-
cies and syétems, of additional tcopies of minutes of board meetings and copies
of budget requests with the Legislative Reference Librarian in the same wmdnner
as prescribed in the paragraph immediately above.

125 Y ' T
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4. Financial Reports. The Business Office will prepare monthly and annual
financial reports in accordance w1th the established procedures for Texas Col- .-

rleges and quversitles.

SECTION 4. CASH RECEIPTS AND DEPOSITS

a
.

~1. Recgeipts. An official receipt must be issued for each payment of fees )
Qr other charges, and for each cash sale. {hese receipts must be issued by the -

.employee collecting the fees, charges; or making an authorized cash sale. All <

cash registers/ used fot recording sales must be equipped to isswe numbered .
sales tickets/ghow1ng the amount of the sale, unless otherwise authorized in
advance by the Auditor. Departments not using cash registers to record cash N
sales will use pre-numbered cash sales tickets or cash sales receipts approved
by the Auditor as to form. All cash sales tickets and cash sales receipts
“issued (except cash register tickets and admission tickets) must show the name
of the purchaser and an itemization of the sale, 1nc1ud1ng ,quantity, unit pr1ce,
and total. Receipts for rent must show the space occupied. All receipts for
student fees and other charges must be approved by the Auditor as to form. A1l
such receipts, when issued, :must show the namevof the student and be itemized.
All admission tickets must be pre-numbered and approved by the Auditor as to
form, All cash sales.receipts, cash sales. tickets, admission tickets, and stu-. L
dent fee receipts must be properly accounted for, All cancelled receipts and
tlckets must be transmitted to the Business Office.
2. Deposits. All fees and other charges collected, proceeds of cash sales,' .
and all cash received from other sources mus t be dep031ted‘prompt1y in the Busi-
ness Office, there is no authority for any department to use fees or dther
charges collected or proceeds of cash sales for any purpose whatsoever, other
than deposit them 1n the Business Office. - .

¢

All cash rece1pts “from a11 sources shall be deposited daily by the Business - .
Office in a local depository. Not less than every seven (7) days, remittances l
shall be made to the State Treasurer of all Edueatlonal and General. Rece1pts.

Working funds for making qhange'and other purposes will be established
_only w1th the approval .of the Vice President for Business Affairs. They must
"be used‘only for the official business for which they were established. Under -
no circumstances will they be used to cash personal checks or for ahy other
personal business or purpose. N

\
-

3. Local Income from Educatiomal Activities. The Governing board of
each of the general academic teaching institutions specified in this Article
shall deposit in the State Treasury all cash receipts from all sources except
auxiliary enterprises, non-instructional services, matriculation fees collected
in lieu of student activity fees, agency and restricted funds, endowment funds,

student loan funds, and Conetltutlonal College Building Amendment funds? .
p .
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4. Acceptance of Gifts of Money. All bequests and gifts of money to -

State agencies named in this Act are hereby appropriated to the agency desig-
nated by the grafitor and for such purposes as the grantor may specify.

United States GoverfMent by agepcies named in this Act are hereby.appropriated

to such agencies for the purposes for whrch the Federal grant, allocation, aid

or payment waé made, subject to the provisions of this Act. Within thirty qu)

days after the receipt of such funds, the agency receiving same shall file a

report with the Governor and the Legislative Budget Board setting out thg

following: the Federal Act or’authority under which the funds were, received,

the .amounts thereof, a detailed breakdown of proposed expendlture‘of the funds,

and the geographical distribution of the funds by county. Upon certifieation - “
by the rece1v1ng agency that such report has been filed, the Comptroller shall

approve expenditures of such funds . - o : B

5. Federal Funds Approm:lated for Use. All fnnds received from the o %.,s“

6. Prohibition on Use of Federal Shared Revenues as Matching Funds.
None of the funds approprlated from Federal Revenue Sharlng Fund No. 448 in’
this Act shall be obllgated encumbered or expended in violation of Subsection .
(a) of Section 104 of Title I of Public Law 92-512, the State and local Fiscal
Assistance .Act of 1972.

4 - )

7. Deppsitory Accounts, -

1
’

‘a. Local Depositories. The govérning boards of the respective Th-:
stitutions for which appropriations are inade' in this Article are hereby auth-
orized to select depository banks for the safekeeping of local funds other than-
those specified in the Section, "Local Income from Educational Activities,' of ‘
this Article. The board shall require said' depository banks to furnish ade- -
quate surety bonds or securities to be posted for the assurance of safety of

.

_such deposits. The depository bank or banks so selected are hereby authorized "

-

to pledge . their securities for assurance of safety for: such funds. All such#®

local funds shall be deposited in these depositories within seven (7) days

from date of collection. The governing boards may require the depository so
designated and selected to pay interest on deposits at a .rate to be 4dgreed

upon by said depositories and said boards. : : ‘ .

(Borrowing Money. It is hereby declared the legislative intent that the
governing boards and heads of the several State institutions of higher learn-
ing shall “not borrow mofley from any person, firm or corporation to be repaid
out of local funds, other than as spec1f1ca11y authorized by legislative en-
actment. ) s
b. Clearing Account. The State Comptroller and the State Treasurer .
are to credit such receipts: dep%sited by each such institution to a separate
fund account for the institution depositing the receipts. For the purpose of -
facilitating the transferrlng‘of such institutional receipts to the State’
Treasury, each institutiof may open in a local depository bank a clearing
account to which it shall deposit da11y all such receipts, and shall, nof less
than every seven (7) days make remittances, therefrom to the State Treasurer of
all except five hundred dollars ($500) of the total balance in said account,
such remittances to be in the form of checks drawn on the clearing account by
the duly authorized officers #f-the institutiony; and no disbursements other than
remittances to the State Treasury shall be made from such clearing account. All
moneys so deposited in the State Treasury shall be paid out on warrants drawn
by the Comptroller of Public Accounts, as is now provided by law. , ‘

-

c. At their optionsjthe institutighs may use their 1ocal depository
bank account in lieu of the special clearing account, provided that the general
14
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requirements as set out in the above paragraphs, for deposits and transfers to
the State Treagury, arée complied with. ~ ' )
v >
. d. All the fundd’deposited by each coLlé@e or unlversity -as above
provided are hereby appropriated to the respective institutions to be expended
.4s provided in this Article. In the event the amount of local recejpts de-
posited in a fiscal year be less than.the amount of said Estihated Other Edu-
cational and General Funds for each irfdstitution, this Act shall not begon-
strued as appropriating additional funds from'GeneranRevenue to make d§\§uch
differences. - . . S

P -
N

e. Revolving Fund. Each institution affected by this Section, at
its option, is hereby authorized to6 maigptain a re&olving fund to facilitate the
payment of nominal expenses and to pay bills withln cash discount. periods. The
institutions may use the revolving fund for regular monthlypayrolls’as well
as for weeltly and vspecial payrolls, Disbursements. from -the revolving funds are
to be reimbursedzézom respective appropriations made herein, the State Comptrol-
ler being hereby authorized to make such reimbursements on claims filed with him
by the institutions under his regularly prescribed procedures except that one
voucher and one warrant may cover any number of claims for this purpose. These
reimbursement claims shall meet the same requirements as other claims against
State approoflatlons, and each institution shall prepare such a reimbursement
claim as at 'the close of business on the last day of each month and as many
times during the month as may be expedient in order to make unnecessary the
malntalnlng of an unreasonably large revolving fund

f. The respective governing board shall determine the amounts q{ the
revolving funds to be set up‘fﬁr each institution, and may increase or dedrease
the amounts if necessary: Such governing board shall designate a depository . -
bank for each revolving fund, and shall specify the officers and/or employees

to sign checks drawn on each such fund. The depository, bank for each revolving
fund shall be required to secure the deposit as provided by law.

2
-

8. Reimbursements and Payments. Any reimbursements received by—arf agency
of the State for authorized services rendered to any other agency of the State
Government, and any payments to an agency of the State Government made in set-
tlement of a claim for damages, are hereby appropriated to the agency of the
State receiving such reimbursements and payments for use during the fiscal year
in which they are received.

-

The rejmbursements and payments received shall be credited by the Comp-
ler to the agency's current appropriation items or accounts -from which the
" expenditures of like character were originally made, or in the case of damage

?
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. examined in the Purchasing Office by budget heads.

.

settlements to the appropriation items or accounts from which repaxrs or
replacements are*made; provided, however, that any refund of less than Fifty

Dollars ($50) to an institution of higher education for postage, telephone

service, returned books and materials, cylinder and container deposits, in-

surance premiums and likeé items, shall be deposited to the current fund

account of the institution in the State Treasury and such funds are hereby '
reappropriated.

9, Safe Combinations. Combinations of all safes and vaults shall be
filed with the Auditor in sealed envelopes, clearly identified by department.

. SECTION 5. ﬁURCHASES o .

1. Authority to Obligate Funds. Except for contracts signed by the Pres-
ident and Board of Regents, the Business Office, under the direction of its
head or designated representative, has sole authority to obligate the funds of
the University for purchases of supplies and equipment, except where otherwise
authorized in writing and in advance by the President or the Board of Regents.
The University will assume no liability for payment of obligations which might -
have been made in any other mannrer or by any other person. IF ANY DEPARTMENT

 HEAD OR ANY OTHER STAFF OR FACULTY“MEMBER MAKES A CONTRACT FOR SUPPLIES, EQUIP-

MENT AND/OR SERVICES WITHOUT A PURCHASE ORDER FROM THE BUSINESS OFFICE, HE MAY
BE HELD PERSONALLY RESPONSIBLE FOR CLEARING THE ACCOUNT WITH THE VENDOR.

2. Excess Obligations Prohibited. No %epartment or agency specified in .
this Act shall #ncur an obligation in excess of the amounts appropriated to it
for thé respective objects or purposes named. In the event this provision is
violated, the State Auditor shall certify the fact and the amount of over-
obligation to the Comptroller, and the Comptroller shall deduct an amount or
amounts equivalent to such over-obligation from the salary or other compen- -
sation due the responsible disbursi;ﬁfor requisitioning officer or employee,
and apply on the payment of the obl gation. This provision is specified pur- ‘
suant to Section 10, Article XVI, of the Constitution of Texas.

- .

3. Supplies\and Equipment. All purchases of supplies and equipment shall
be made  through the Purchasing Agent under the direction of the Auditor. The U
Purchas®ng Agent will make purchases’ through the State Board of Control, with
the exception of perikhables, purchases to be paid from Federal Funds, gifts
and grants or Auxilia}y Enterprises, which may be made direct if such action \
appears in the best ihterest of Midwestern University. Competitive bids shall ;
be secured for all purchases not madiéfhrough the State Board of CLontrol. The
State Board of Control issues certail 'Books of Awards" covering state contracts
for a major portion of the supplies needed by departments. These books may be

A .

4. Requisitions for Supplies agd Equipment. Requisitions for purchases
of supplies, equipment, and for services incidental thereto, including repairs
to building and equipment, must be submitted by the departwment chairman con-
cerned to the appropriate dean and to the Purchasing Office on official requi-

‘sition forms. Indivyjduals concerned shall render all assistance possible to '
" the Purchasing Office in securing technical, scientific and special items, and I

shall place the names of- possible or preferred suppliers and/or manufacturers .
on requisitions for such items. All requisitions must show an estimated cost.

The .Purchasing Office will furnish a copy of each purchase oyder to the depart-

ment chairman concerned. All cancellation of orders must be made in writing

through the Business Office. 129 :
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Emergency purchases may be made with the approval of the Vice President
for Business Affairs, upon the completion of forms to substantiate the emer- - ,
gency. Details for such cases may be obtained from the Purchasing Agent.

o ¢
’ i
5. Orders to the Physical Plant. - T e
. r ‘ ) F“'
o a, No materials will be furnished departments for instructional use

unless a properly completed requisition listing the materials and their esti-
mated cost has been approved by .the Purchasing Agent following encumbrance of
the estimated amount of the requisition.

b. Departments requesting construction of bookcases, tables, and %other
items of departmental expense will submit requisitions reflecting the. estimated
_cost as previously determined by the Physical Plant Department to the Vice Presi-
dent for Business Affairs for .approval following encumbrazce of the estimated

amount of the requisition. j

c. The order number on the approved regu{sition forwarded to the Phys-
ical Plant Department will be reflected prominently on all job sheets and de- .
‘Partmental bills submitted to the Business Office. .

d. The original requisition will be attached to the departmental bill
along with the original and one '"Xerox'" copy of the job\sheet at the time it is
submitted to the Business Office. The white copy of the departmental bill with
job. sheet copies attached will be mailed to the department being charged.

6. Interdepartmental Transactions. No department shall furnish materi- ~
al services to any other department of Midwestern without approval by the
Business Office, except for normal purchases’from the bookstore, supply and
print bureau, post office, and telephone gervice.

7. Correspondence and Other Contacts with State Board of Control and °
Vendors. All correspondence and telephone cohtacts with the State Board of
Control and with vendors relating to requisitions, bids, purchase orders, con-'
tracts and similar business shall be handled by the Business Office unless
‘otherwise authorized in advance by the Vice President for Business Affairs.

8. Purchasing Ethics. Where competition is possible, all qualifiedobid- -
ders on record shall have an equal opportunity to gubmit bids on a uniférm and
specified basis. No bidder shall receive special consideration or be allowed
to revise a bid after having received information from other bids. 'The Vice
President for Business Affail nd members of his staff shall refrain from any
relationships which give any bidder an advantage, and shall accept no gratuities
or, in any manner, obligate one's self to any representatives of concerns seek-
ing business.
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9. Office Furpniture. Guidelines have.been established with regard to
furnityre, equipment, and improvements in faculty offices. These guidelines.
are dvailable from the Purchasing Office. :

10. Purchasing,Déadlineé. The following final submission dates-shall be

in effect each fiscal year-:
S

State Board of Control Open Market Purchases July 1
State Board of Control Contract Purchases August 10 .
Departmental Transfers ' - August 20 -

All orders or (epartmental transfers received after the regpective dead-
line will be charged against the following years,yudgets.

Il. Receiving Reports.” A Receiving Report must be submitted: by the or-
dering department no later than twenty-four (24) hours after receipt of mer- -
‘chandise. If there are any damages, shortages or other irregularitiea, this

should be noted on the face of the ¢eport. : oot

- s © -
The following information must be clearly stated:

a. Quantity Received. .
b. Date Received. : : . -

* c. Condition. ¢ - ..
d. Signature of the Budgetary Unit Head. oo ’

By a department's failure to promptly supply the Purchasing Office with a
Receiving Report, payment is delayed to the vendor, cash-discounts are lost
and the department places the University and the State in the defenselegs po-:
sition of being delinquent in paying its.bills. ' '

The Budgetary Unit Head will be held responsible for any difficulties a-<
rising from his failure to promptly supply a correctly prepared Receiving
Report to the Purchasing Office.

-

¢ . ' . .
. i
12. Special Expenditure Provisions and Restrictions.

. - . -

a. Acquisition of Property. In order to conserve the moneys appro- ’

priated by this Act, the Board of Control, and the governing boards of the State'

institutions pf higher 1earning either acting directly or through the Board of
Cbntrol or through any other ‘State agency in behalf of their respective in-
stitutions, are hereby authorized to negotiate purchases of commodities and
supplies of any kind 'or character whatsoever needed by any State agenty with
the du;y authorized agencies of the Federal Government. However, any such
commodities or supplies so purchaaed shall be obtained‘ﬂt a price not to exceed,

the prefailing market value thereof, and if there be no market value then at the

real or intrinsic value. >

‘It'is further prodided that only for the purposes of the expenditures auth-
orized in the preceding paragraph, the Board of Control and the governing boards

" of the State institutions of higher learning may waive the requirement of bid-

der's bond and performance bonds, otherwise requiréd in negotiating such pur-
chases with the duly authorized repreaentativeg\of ;he Federal Government.

\ Except as specifically authorized to do so by existing statutes, none of
the agencies for which appropriations are made in this Act shall accept the |
donation of real property or expend 'any of the moneys appropriated herein for

, the purchaae of real property without the expressed permigsion and authori-
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zation of the Legislature. It is further provided that the institutions of
higher education are specifically authorized to accept gifts or devises of
real property from private mources for the -establishment of’scholarships,vpro-
fessorghips, -or other trusts for educational purposes, provided such property
will not hereafter require appropriatidns by the Legislature_ for .operation,
maintengance, repair, or the construction of buildings.
b. Publicity of Individuals Restricted. None of the moneys appro-

raited shall be used by any agency of the State Govermment for the purpose of
Jgublicizing or directing attention to any individual officia; or employee of

any agency of the State Government. .

.

It 1s also provided that none of the mdneys appropriated shall pe used by
any agency of the State Government for maintaining any publicity office or de-
partment, or for the employment of any persor who has the title or the duties of
a public relations agent, or press agent, or for paying any public relations firm
or agent. ‘ . . ’

The policy and restrictions set out in this Section shdll not be interpreted
to prevent the head of any agency of the State, when he deems it recessary or
desirable in- the public interest, to issue through aay of sumch agengy's officials
or employees any statement or ipformation respecting the work, legal responsi-

# bilities, or activities of such agency. Such statement shall be issued, or such
'inf%;?ation imparted, in the nameé of the agency of the State but shall be‘iggued
unde¥'or have attached thereto the name of the official or employee authorized

to issue the same. ,
. -

It is also provided that any agency of higher education may continue to
maintain and operate a news and infqrmation service for the benefit of-the
public which has been specifically authorized and approved by the governing
board of such agency of higher education. ,

c. Restriction on Executive Typewriters., None of the moneys appro-
priated herein may be expended for the purchase or rental of qxecutive and/or o
proportional spacing typewriters, unless the h of the department makes an
affidavit attached to the requisition for the. purchase that the use of such
typewriter ghall be more economical than purchasing printed matter and such
typewriter ghall be in continuouds use for at least six (6) hours a day. .

d. Rented Machines and Equipment. None of the moneys appropriated
shall be used for the rental of any equipment which exceeds a rental cost of
$15000 per year (except for data processing equipment) without having the prior
written approval of the Governor. Such approval shall be required before the

/e D
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'pendé'tfor travel expenses incurred within the boundaries of the State of. Texas
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request 1is processed by the Board of. Control, and the State Comptroller or any‘

local disbursing officer shall not issue warrants or checks in payment of equip- ~
ment rentals without such prior approval. None of the moneys appropriated by :

‘this Act shall be paid to any séller who delivers any used or rented equlpment

in fulfillment of an.order for new equipment, even though said equipment has ' nJ
been used by the agency placing the order. .

It is further provided that none of the moneys appropriated'may be ex-
pended for the purchase or rental of electronic tabulating'or data processing

equipment without the advance written approval of the Governor therefor. It }j

is the expressed intent-of the Legislature that existing tabulating and data o
‘processing installations of the State Government shall be efficiently utilized

through interagency agreements with State departments and agencies needing such ~

services, prior to the expenditure of public funds for separate and additional
installations of such equlpment.

. 1
e. Embo;\ed or Engraved Printing. None of tde moneys appropriated )
shall be used for the purchase of rembossed or engraved printing and stationery,

- except, for the o}flces of the Governor, Lieutenant Governor, Speaker of th

House, fof Members of the Legislature, Attorney General, Secretary of State,
and for degrges or diplomas awarded by agencies of higher educ&tion.

f. Purchases of Postage. None of the moneys appropriated shall be
expended for postage stamps or post office box rent except on wouchers made
payable to a United States Post Office, and the warrant or check shall be en-*
dorsed by the Postmaster from whom the purchase is made. .

N

If the expenditures for postage by any agency, other than the. Legislature ~
or an agency of higher educationj exceed Twenty-Five Hundred Dollars ($2500) .
for the fiscal year, such agency.shall install a postage meter machine and have
a}ll purchases of postage recorded on that postage meter machine excepting pur- /b
chases of stamps for field offices or traveling employees. The installation
cost and rental of the postage meter machine shall be paid from appropriations
itemized in this Act for general operating, current, or recurring operating ex-
pense, other opefﬂting, maintenance’, miscellaneh&s, or contingent expenses. . .

g. Police Equpment. None of the funds herein appropriated may be
used for the purchase, rental or contractual agréement for any type of elec-
tronic, mechanical or other interception devices used for the purpose of over-
hearing or recording oral conversation made in private or conversation made by
wire without prior approval of the Governor.

h. Unlisted Telephone Numbers '‘Prohibited. None of the funds appro-
priated shall be expended by any State agency, official or empdoyee thereof,
for the payment of rental or toll charges on telephones for which humberes are

not listed or availablg from "Information-Operator'" at telephone exchanges.
. v -

" 1. Recruitment of Students. Appropriations herein made and.authori-

zed from' the Gederal Revenue Fund or from local institutional funds may be ex-

for °thp ‘purpose of direct recruitment of students. Within sixty (60) days after
the beginning of each semester each institution named in this Article shall

file with the Governor's-Office,-the Legislative Budget Board and the State
Auditor a report showing.the amount of funds expended and the locations visited
by each individual during the previous semester or summer session for the pur-

pose of recruiting students. 133 . ‘ '
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jv President's Howmes.. No- funds approprltted may be used fotr the 15
purpose of construtting a houme for a president of any o§ the genergl academic
teaching institutions named herein, without. obtaining the approval of the
Governor prior to obligating:any funds for thls\puzpose, provided, however,
that copies of such requests for the GoVernor 8 appraval, and notice of the
Governor's action on such requests, shall be filed with the Legislative Bud-
get Board. _ s

Q

. \
k. Television Stations Prohibited. None of the moneys appropriated
may be expended for the acquisition, construction pr operation of television
transmitter stations; provided, however, this prthbltion shall not be con-
strued so as to prevent the medical schools, dental school, general academic
institutions or other agencies of highenl education ﬁhmed in this Article from
using closed-circuit televiston for purély instructional purposes; or to pre-.
vent general academic teaching institutions with existing transmitter stations
to use same for educational purposes, or to prevent the continuance-of operating
arrangements.with existing transmitter stations for purely educational purposes.

*. 1. Use of Educational and General Funds for Alumni Activities Pro-
hibited. None of the funds appropriated may be experMed by State agencies of
highermeducation for the ‘support or maintenance of alumni organizations or
activities.

»

" m. Absence From The State. None of the moneys appropriated may be ~
expended for’ the salary of any officer or employee whda, ig absent from the State
and not on official State business for mare than 30 days during any single fis-
cal year. - 4 .

n. Use of AchLolic Beverages. None of the mpReys appropriated shall

. be used for the payment of salaries to any employee who uses alcoholic beverages

while on active duty. ~None of the funds appropriated under this Act for travel
expenses may be expended for alcoholic beverages.

0. Insurance. It is the intent of the Legislature that Texas insti~
tutions of higher education spend no fgnds, either appropriated or unappropriated,
for the purpose of purchasing insurancé covering claims arising under thepTexas
Toxt Claims Act. ' . .

N~ "

P- Prohibition Against Additional Museums. None of the moneys appro-
priated, except bequests and gifts, shall be used for establishing additional
museums or for the mainten&nce and operation of museums unless_the language of
this Act or of other acts and resolutions of the Legislature specifically auth-
orizes such use of 4ppropriated funds. ) \\\\

/
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: / 3 q. Vocational Teacher Training. Programs of vocational .teacher train-" - o
) ing shall’ be operated in ‘accordange with plans ‘approved by the State Board for '
Vocational Education. Expenditurés under suech approved plans shall be subject
to the same laws and legal precedents that apply to other expenditires of public
moneys, and the Comptroller of Public Accounts is prohibited from paying claims
which do not meet the restrictions. above. No funds appropriated to gthe State * ‘
. Agencies of’ higher education shall be expended for the supervision of, or giving -
on-the-job training to, vocational teachers employed by local sohool boards. The
N State Board of Education may enter intp agreement with the governing boards of
' the genergl-academpic teaching institutions having vocational teacher training
departments, authorizing such institutions to utilize the public schools in pro-
viding practice teacher training for college undergraduate vocational students.

A r. Athletic Departments. The governlng boards of the respective in-
stitutions of higher education shall make such necessary rules and adjustments
.. ' as may be deemed advisable for the mafagement arid operation of such departments;
however, no funds under control ' of an athletic department may be used to pur-
chase alcohdlic beverages. ° g '
[}
s. Mov1ng,Expenses. Departments and agencies in Articles I through
IV are authorized to pay costs of transporting and delivering -only in State-
owned equipment the househpld goods and effects of employees transferred by the
named departments from one permanent station to another, whensin the judgment
of the department, the best interest of the State will be served by such trans-

r

fer. . - ’ : \

It is further provided that, in the event State-owned equipment is not a-
‘vailable, and to avoid imposing the hardship of an employee working in one lo- -
cation while his family and personal belongings are located elsewhere, the above*
authority may be extended to include the use pf a commercial trangportation com- . v
pany for the movir&g of the employees' hdusehold goods and other personal effects. ’
Such State agencies may not utilize State funds for such purposes except upon . .
presentation by the officer or employee of a bona fide réceipt of payment for
services rendered from a, commercial transportation company.

State agencies using funds appropriated in this Act to move the household

goods or personal effects of.officials or employees transferred by official

order to new permanent duty stations at State expense, shall file a report of ,
such moves with the Legislative Budget Board by Nevember 1 of the fiscal year.

Such report is to cover the preceding fiscal.year and includ® the number of e
such official transfers made, the employees' names and position titles, dis- = 7 .
tances involved, and the detail of all expenditures for such trangfers. It is
specifically provided that the authority 'granted by this section shall not ex-

tend to new.employees. .o ‘ ~

t. Passenger Vehicles. (1) None of the moneys appropriated in this
Act may be expended for the purchase, maintenance or operation of a passenger
car or of airplanes designe for passenger transportation unless authority to
do so is stated by- the language of this Act. (Where an agency has authority - .
to operate aircraft such agency shall file a report with the Legislative Bud-
get Board on or before the close of each fiscal year setting out the following:
aircraft degcription, date purchased or léased, cost, hours flown, number of
flights, number of passengers and” operating costs )

(2) Only the following passenger-carrying vehicles are exempt
from the restrictions on purchase; maintenance, and operation specified in ' ’
this Section: panel, pickup and delivery trucks and trucks required for the .
conveyance of spécial equipment; motorcycle delivery unitg; dual-control auto-
mobilegused exclusively for driver training; passenger- ¢ars equipped with two-
way radios, motorcycles, jeeps, and boats needed and used for fire prevention,

A
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fire fighting and other activities for safeguarding public safety, gsblic

* property, or for criminal law enforcement; ambulances or other passenger ve-
hicles specifically equipped and regularly used for ambulance services, buses .
and stationm wagons regularly -used for the mass transportation of numbers of =~
people ‘and essential to the efficient. -management of the operating agency of

’ the State. » : [

(3) An %hgency purchaging or operating passenger-carry&ng ve-
hicle% under the provisions of this Section shall.file with the Comptroller
by Séptember 15 of each fiscal year, a list itemizing éhe passengerﬂcarrying
vehicles to be maintained and operated. The list also shall be* %mended and
corrected by such agency from time to time as the identity of passenger cars .
being maintained and dperated within the prescribed limitation changes ddring
‘ the year, and none of the funds appropriated by this Act shall be available to -
' such agency for ekpenditure unless and until this restriction has' been complied
with. . . 7 -~ . :

(4) In those instances™~where the 1anguage of this Act authorizes
the-purchase of. passenger cars, none of the appropriated funds so ,duthorized
shall be éxpended for the purchases of a pass\nger car having a wheel ase in

excess of ome hundred and nineteen (119) inches, provided, however, £ if
passenger cans of longer wheel base are offered at lower prices, the Bdard of /
K gontrol may burchase same. L - . ‘ a

u. Political Aid and Legislative Influenoe Prohibited. None of. the
r'moneys appropriated by Articles I, II, III, and IV,f this Act, regardless of’
their source or character, shall be used for influencing the outcome of any
election, or the passage or defeat of any legislative measure. This prohibi-
tion, however, shall not be construed to prevent any official or employee of
"\ the State from furpishing to any Member ‘0f the Legislature, or to any other

. State official or employee or to, any citizen, any nformation: or facts perti-
' nent to, the officfal duties and respongibilities of the State agency he repre-
sénts. - .
. . / . .

AN

None of the funds\appropriated in this Act shall be expended in payment of
the full Br partial salary of any State employee who is qiso the paid lobbyist
of any individual, firm, association or corporation.

No employee of any ‘State agency shall use any State-owned automobile except
on official business of the State, and such employees are expressly prohibited
from using such automobile in connectﬁon with any political campaign or any
recreational activity.,~

~
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Aruitoxt provided by Eic:

R

None of the moneys appropr1ated by th1s Act shall be paid to any official ’. o

?or employee who violate any of the provisions of th1s Section. \

‘

The head or heads of each agency of the State shall furnish eadﬁ employee
of such agency with afcCopy of the three (3) paragraphs lmmedlately preceding
this one, and shall take a receipt therefor from each employee. ' The preceding ‘ Lo
sentence shall not be construed to mean that new receipts are to be obtained
each year from continuing employees who have: prev1ous1y receipted for copies of
identical provisions~prohibiting political aid and legislative influence. The -~

- Yeceipts shall be kept accessible for public inspection. The failure of a
head of any agency of the State to comply with this ‘paragraph constitutes mal-

feasance in office, and upon judgment so adJudlcatlng such agengy head shall be
removed'from office. . ' )
N ¢, . . - '
¢ - W -~
#v, Court Representation of the State. Except as otherwise provided
the Constitution or general or special statutes, the Attorney General shall
haveé the primary duty of representing the Stdte of Texas in the trial of ciwil

cases, .and rone of the funds appropriated in this Act may ‘be e4perided by any ] -

_agency of the State Govermment to initiate a law suit or defend itself against

any legal action-unless such agency.is represented in that partigular action by)ﬂ

the Attorney General or a member of his staff. Where the Attorney General i

District Attorney, Criminal District Attorney, County Attorney, or other lawyer b ¢

is required by constitutional or statutory provision to represent a State agency,

State official, State board,or State department, no compensation sha11 be paid

from any appropriation made in this Act to any other attormey for representlng

the State of Texas in the trial‘of a civil law suit except in those cases where

the Attorney General, Dlstr;ct Attorney, Criminal District’ Attorney, County -

Attorney or other lawyer, as the case may,be, has requested thsdt the attdbrney or -

attorneys employed by the particular State agency, State gffficial, State depart-

ment -or State board, assist with the trial of the particular law suit. This = .-

provision shall not, however, restrict a State agenty, Stdate official, State .

department or State board in the investigation and assembling of evidence in

connection with & pending or prospective ciyil suit. Further, this prov1s1on

shall not prohibit the foregoing State offlglals, State agencies, State board

or State departments and their employees from investigating, filing or pre-

sent1ng‘a‘c&§1m, owing to the State of Texas, when such claim is filed with or

presented™to a 1nd1v1dua1 association, corporation, guardian, administrator,

executor, recei@er, trustee, legal represeptative, or probate.court. '
. . o Y .

"This provision was not intended and shall not restrict the:Attorney Gen-
eral from employing special assistants to assist in the trial of civil suits
to be paid from the appropr1atlons therefor made to thre Attorney General's
Offlce. . . ' v

: v
w., Qutside Legal Counsel. Prior to expenditure of funds for retain-

ing outside legal Counsel, agencies and departments coyered by this- Act shall"

request the Attorney General to perform such services, If the Attorney General
cannot provide such services, he shall so certify to the requesting agency who
may then utilize approprlated funds to retain outside counsel :

. Xx. Prison-Produced Goods. In order that all State agencies and in- \
stitutions covered by is Act fully utilize funds herein appropriated, it is Y
the intént of the Legislature that such.agencies and institutions, shall pur-
chase goods produced by the Texas Prison System when such goods are ‘equal to

‘or lower in price than goods of a comparable quality when purchased on the

' open ‘market. - s ’ v
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13. Payments For Injuries. Pursuant to Chapter 377, Acts, 1959, Fifty- .
sixth Legislature, Regular Session (codified as Article 6822a), appropriations
made in this Act for consumable supplies and materials, cugrént and recurring
Ooperating expense, general operating &kpenses, other operating eéxpenses, or
general institutional expense, may also pe expended for paying necessary drug, *
medical, hospital and laboratory expenses for the care and treatment of any °*
State employee injured while perfoifing the duties of any hazardous position
to which he is assigned by his State employment. For the purposes of this Sec-
tion, "hazardous position’ shall mean one for which the regular and normal duties
inherently involve the risk or peril of bodily injury or harm.

The expenditure of any appropriation for the purposes authorized by this
Section shall have the approval 6f the.Governor, shall be made only to the ‘
vendors of necessary drugs, medical, hospital or 1aboratory;se;ﬁices, and shall -
not' exceed the amounts appropriated for the purposes stipulated in the preced-
ing paragraphs nor result in jeopardizing the financing of the regular func-
tipns or services of the respective State agency. '

Requests for payment must be aééompanied by a stéﬁémentvfrom the vendor .in-
dicating the amount paid by insurance and the balance due. In the event of no
insurance payment, the request must be accompanied by a .statement, signed by the
employee or next:pM® kin, to the effect there was no insuramce in effect at the
‘time of the injury. Request for payment shall not constitute admission of 1li-
ability ofthe Stéte, the agency, or any employee. '

Where a State employee has received Benefits through payments by the State
pursuant to this Section, and so has received other liability benefits as a
consequence of the same injury, such employee shall pay to the State Treasury
all sums received or paid in his behalf as damages, for medical and hospital
bills, up to but not in excess of the amounts of any such payments made by the
State., . No agency of this State which makes payments pursuant to this Sectien
shall present the name of any employee who has failed to comply with this para-
graph to the State Comptroller for the issuance of any Treasury warrant payable .
to.such an employee. 7 .

The provisions of this Section shall not apply to any agency of-the State
authorized to provide workmen's compen tiqn insurance for its employees.

’ | ' .
» SECTION 6. CONSTRUCTION ¥RoJECTS
/’ T »
All requgsts for construction projects shall be cleared through the Vice
Presideqt for Business Affairs for approval by the President and the Board of
Regents. .
1 >.
P N
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" SECTION 7. CONTRACTS-ARCHITECTS - ‘ | ~-1
' ' o : - -
1. For Construction Projects. All contracts for construction projects |

v -
are to be made in accordance with standard procedures and must be cleared )
through the Vice President for Bus1ness Affairs to the Pre81dent “and then the c
Board of Regents. ‘ ’ ' ‘

. 3

o L d
2. 'Other Contracts. Contracts for supplies, - equipment, or services for
which an appropriation has been approved By the Board of Regents shall be
signed by the Vice President for Business Affairs. Contracts of a continuing
nature with the U. S. Govermment shall be ,signed by the Vice President for
Business Affairs. All other contracts shall be processed in the‘same manner "
as construction contracts. .

~

3. Building Construction. Prior to the allocation, expenditure or en- -
cumbrance of- any funds appropriated by this Act, including :funds provided
through #fticle VIY, Sections 17 and 18, of the State Constitution, for in-
dividual building construction projects costing in excess of twenty-five : BN
thousand dollars ($25,000), other than classrooms, library and laboratory

- building projects. Notice of intent shall be filed with the Legisiative Bud-

get Board and the Governor's Division of Operations Analysis.'
o : .
4, " Architectural Fees. Archltecfural fees paid from funds appropriated
in this Act shall be governed by the schedule and provisions as outlined in
H.B. 139, 63rd Legislature, Regular Session, 1973. "

SECTION 8. DISBURSEMENTS )

1. . How Made. D1sbursements of all funds shall be made only on vouchers

- after the budgeg head has sigped for goods or services received.

2. Unauth'orized. - Univer\'sﬁ'.ty funds shall not be used to pay fees for - _ .
individual memberships in scientific or,other societies nor to pay subscrip- :
tions to pyofessional magazines for individuals. ' -

3. .Refunds of Deposits. 'Any money deposited into the State Treasury \\\'

wh1ch is subject to*refund as provided by law shall be refunded from the fund

into which such money was deposited, and so much as is necessary for sgid re-
funds is hereby appropriated. <
7 ' , . .
SECTION 9. VOUCHERS e : A
1. How Prepared. Voucher foMms will be supplied to all vendors when
orders are placed through the State Board of Control. Vendors will complete

‘these forms, execute the affidavit on the orlginal, and send said purchase

vouchers to the Business Office. In all events, the vendor shall place his )
name in the affidavit and ‘some authorized employee shall .sign for the vendor. .
Upon receipt of the merchandise the budget head will execute a,receiving re- !
port indicating the quantity received, its condition, and its”acceptability

as to specifications. After he 'has signed the receiving report and has sub-

mitted it to the Business Office, a careful check will be made against the

orlglnﬁy purchase order to see if the invoice or purchase voucher and receiv-

ing report conform to all specifications, correctness of prices and extensions,

and discounts. An authorized employee in the Business Office will approve th
purchase voucher for payment and file it along with the purchase requisition

and purchase order as support for payment. ] . : ‘

139

-118-




-~

The Business Office will complete the purchase voucher showing the voucher
number, date of voucher; number and name of account to.be charged, object clas-
31f1cation of expenditure, and-the appropriate fund from which the expenditure
is “to be made. :

Special local fund vouchers w111 be prepared covering invoices received
on local purchase orders. The same, procedure will be made of local vouchers

asy stated above.

Both §State and local.vouchers will be audited and'signed by the Vice Presi-
dent for Blsiness Affairs, the Auditor, or the Chief Accountant of the University.
The origlnal and one copy of the State voucher will then be sent to the State
Board of Control where they will be checked against the purchase order and final-
ly sent ‘to the State Comptroller for issuance of a ‘warrant. The warrants will
then be returned to the University where they will be recorded and mdiled to
the vendor. v ~ *

2. Local Fund Vouchers. Local Bunde(vouchers will be processed in the
same manner, but they will not be sent to the State Board of Control. A local
check will be issusd by the Business Office to the vendor.

- S

SECTION 10. SALES

L . .
1. Surplus Products and Equipment. No surplus products or obsolete equip-

‘ment with an inventory value in excess of $2,000.00 shall be sold without the =
- advance approval of ‘the Board of Regents, and all such sales of any item with

an inventory valtue of $2,000.00 or less shall be approved in advance by the Vice-
President for Buslness Affairs, all sales shall be for cash or its bankable
equivalent. - P N _ .

Receipts to anyﬁagency of the State Government specified in this Act which
are received from the sale of surplus property, equipment, livestock, commodities
Or salvage pursuarft to the provisions of Senate Bill No. 190, Chapter 414, Acts,
Fifty-fifth Legislature, Regular Session, 1957, as amended, are hereby appro-
priated to such State agency for expenditure durlng.;he fiscal year in which
such receipts are feceived. Receipts from such surplus and salvage sales are
to be credited to the appropriation item from which like property, equipment,
livestock, or commodities would be purchased.

@

. 7
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T 2. Use of Cash Registers. Whenever the volume of cash sales justifies
the use of a cash register, only registers with recording tapes, equipped to
issue numbered sales tickets showing the amount of the sales will be used .un-
less otherwise authorized by the Auditor. When recording tapes are used the ,
#tape must accompany the departmental deposit of the funds in the Business Of-
fice.. When recording tapes are not used, or with the approval of the Auditor - .
_are retained by the department concerned, a summary of the cash register trans-
dction approved as to form by the Audltor tust be attached to the deposit made

~in rhe Business Office.

/ . .

3. Cash Sales Receipts. Departments not using cash regiéters will use
cash sales receipts issued in triplicate. The original receipt is issued to
the Purchaser 5§ the employee making the sale at the time of the sale. 'The - .
duplicate will be used to reoord the transaction and the triplicate will be
kept in numerical file.

. /
4, Admission Tickets. All admission tickets will be prenumbered serially.
It shall,be the responsibility of the Chairman of any department sponsoring an
activity to account for all tickets available to him and to account for all cash
received from the sale of tickets. All tickets for athletic events are to be
approved as to form by the Auditor and are to be EurchaSéd for delivery to the
Business Office. A]l proceeds from the sale of admission tickets must be de-
posited in the Business Offlce. )

-~ i

5. Charge Sales. The laws of Texas do not authorize credlt sales; therer ‘
fore, no charge sales will be made. , : *
.
6. Charges Against. Student for Loss or Damage. All charges against student s
. for loss and damages must' be billed*in deta11 and ttrned in to the Business Office
. on” the twenty-fifth of eachﬁmonth, or immediately preceding the end of a given
., semester. Supplies normally used by a student and not in excess of those re- .
quired by the average student insthe class will not be ‘charged 'to the student.

. 7. Reimbursements and Payments. Any reimbursements received by an agency
of the State for authorized services rendered to any other agéncy of the State
Government, and any payments to an agency of the State Government made in set-
tlement of a claim for damages, are hereby appropriated to the agency of the
.State receiving such reimbursements and payments for use during the fiscal year
J4n which they are received.

The reimbursements‘and payments received shall be credited by the Cowmp-
troller to the agency'% current appropriation items or accqunts from which the
expenditures of like character were originally made, or in the case of damage
settlements to the appropriation items or accounts from'which repairs or 're-
placements are made; provided, however, that any refund of less than Fifty Dollars
(§50) to an institution of higher education for postage, telephone service, re-
turned books and materials, cylinder and container deposits, insurance premiums
and like items, shall be deposited to the current fund account of the insti-

tution in the State Treasury and such funds are hereby reappropriated.

8. Sales gﬁ Lists. The proceeds of all sales of lis which+are prepared
by State agencies for which appropriations are made in this Act shall be de-
. posited to the credit ofthe approprlatlon item out of which the costs of prep-
aration are made. ‘

- 9. Vending Machines Authorized. Except in those areas which are now,

"served by vendors operating under supervision of the Blind Commission, vending
_machines may be placed on State-owned property.or in State-owned buildings only -
with the approval of the governing boards or commisSions and such approval shall
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be recorded infthe minutes of the body. A copy of the contract shall be filed
with the State Board of Control showing the location within the agency and the

* terms of the contract. Proceeds, net revenue, rentals or commissions received

shall be accounted for ‘as State revenue and, the amount so collected is hereby
appropriated to the institution, board, commission or agency for use as directed.
by the board or commission authorizing the installation. Vending machines lo-
cated in areas or buildings now being serviced by vendors under the supervision
of the Blind Commission tust be operated under a joint contract with the machine
owners and the vendors operating under the supervision of the Blind Commission.

Vending machines may be placed on the Campus only with the approval of the
Vice President for Business Affairs. Vending machines as used here incltde all
devices into which a coin is inserted to receive goods or services.

10. Pay Station Telephones Authorized. Pay station telephones'may be lo-
cated in State-owned buildings or on State-owned land only with the approval of
the governing board and the net proceeds shall be collected and accounted for
as State revenue and the amount so collected is hereby appropriated for use by
the a%encyhas determined by the governing board. T

!

SECTION 1l1. INVENTORY

-

l. University Property. Each department chairman shall be responsible
through authorized channels for all University property under his control. An
actual physical inventory must be taken of all such properties during each
fiscal year on forms supplied by the Purchasing Agent.

s

v 2. When Due. The Purchasing Agent will set the date when each department
must complete its inventory.

3. Deletion of Property from Inventory. When a depa;tment wishes, to de-
lete property from the inventory, written request must be made teo the Purchasing
Agent who will in turn file a request to delete the property with the State
Auditor.) ) - ’ o

4. Interdeparthental Transfers. In case of transfer of property from one
department to another, the Purchasing Agent has full authority to approve or
disapprove such requests. Temporary lending between departments of the Universi-
ty must be recorded and accounted for by the departtent with whom the item is
carried on official fnventory. '

5. Reporting Last, Stolen or Damaged Property. The'aepartment heads re-
sponsible for State property must notify the University Police Department in
case of any lost, or stolen property, or property damaged by negligence. This
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Jotification should be immediate upon discovery of such loss or damage. The .
loss shall then be reported in wrlylng to the Office of the Vice President for
Business Affairs. This notice should include a description of’ the item, ip-
ventdry number when applicable, and any known circumstances with regard to the
loss or damage. The Vice President for Business Affairs will make the required
reports té the State Auditor's Office. After all avenues of recovery have been
exhausted, a request for deletion from the inventory will be made. The Vice
President for Business Affairs shall be responsible for enforcement of the
State's claim in cases where the State Auditors request such reimburgement.

All employees should become familiar with House Bill 753, 52nd Legislature,
Regular Session, Accountlng and Responsibility for Use of State. Property.

»  ACCOUNTING AND RESPONSIBILITY FOR USE OF STATE PROPERTY
HOUSE BILL NO. 753
52ND LEGISIATURE, REGULAR SESSION
. . s .
AN ACT providing for the accounting and responsibility for and use O0f State

. property possessed by State Departments, agencies, boards and instfumentalitjes;

¢

‘Pnd declaring an emergency.

BE IT ENACTED BY THE LEGISLATURE OF THE STATE OF TEXAS:

Section l. Legislative Finding and Purpose. Thfe- Legislature finds that* the
State has a very substantial investment in real and personal property and that
a substantial portion of the annual income of the State is spent to acquire
property for State purposes and to maintain State property. “The purpose of
this ‘Act is to establish a system for the orderly acéountlng for State property,
to éstablish respon91b111ty for the maintenance and care of State property and
to prescribe the method of fixing pecuniarly liability for the misuse of State
property by officials and émployees. The principles embodied in this Act are
now found in the common law and statutes of this State; this Act restates those
principles and prescribes the implementing procedures. The State has a real

erest in its property and is entitled to having it managed and used in a
sdu and business-like manner so that the maximum benefits may be obtained
from it and the State's investment therein protected. : . .

Section 2. ,Definitions.. The provisions of Articles 10, 11, 12, 14, 22,
and 23, Revised Civil Statutes of Texas, 1925, and Acts, Fiftieth Legislature,
1947, Chapter 359, on the interpretation of statutes shall apply specifitally
to this Act... In addition T&\Ezsse standard definltions, in this Act, unless
the context otherwise requires? 'S

(a) "Agency" shall include any State department, agency, board or other
instrumentality, whether -it is financed in whole or part, by funds appropriated
by the Legislature or not: but shall not include local political subdivisions
of the State, such as counties, citieﬁk towns, school districts, flood control
districts, irrigation districts, and the like.

(b) "Agency head" shall mean the full-time State elected or appointed
official or officials who administer the agency or the executive who has been
appointed to administer the agency' of a part- time Stdte elected or appointed
official or officials. _ {

Section 3., Property Accounting. All real and personal property belong-
ing to the State shall be accounted for by the head of the agency which has
possession of the property.

(a) The Comptroller of Public Accounts shall administer the property
accounting system established by this Act. The State Auditor shall administer
the property responsibility system established by this Act. The Comptroller
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shall issue such rules and regulatlons and manual of instruction and prescrlbe
such records, and forms as.hq¢ deems necessary, to accomplish the objects of this
Act subject to the approval of the State Auditor. The State Auditor is directed
to ‘cooperate with the Comptroller in the exercise of the Comptroller's rule-
making powers herein granted by giving technical assistance and advice,
s

(b) The Comptroll r\shall maintain a complete and accurate set of cen-
tralized records of Stdte property. However, where the Comptrgller ffﬁds that
an agency has demonstrated its ability and competence to malntgig complete and
accurate detailed records .of the property it p&ssesses without e detailed
supervision of the Comptroller, the Comptroller may direct that the detailed
records be kept ,at the principal office of such*agency. Where the Comptroller
issues such order, the Comptroller shall keep only summary records of the pro-
perty of such agency and the agency shall keep sucht detailed records as the
Comptroller directs and furnish the Comptroller with such reports as such times
as the Comptroller directs.

. () Each agency Hhead shall cause each item of State property possessed by
his. agency to 'be marked so as to identify it. The agency head shall follow the
instructions issued by the Comptroller.in marking State property.

'd
'Section'a. Agencies and Property Subiject to Control.

(a) --All State agencies shall comply with the provisions of this Act and
shall keep the property records required by the Act.

: (b) All real property owned by the State shall be accounted for by the
agency which possesses the property. However, the real property administered -
by the General Land Office shall be accounted for by that office and not by
the system prescribed in this Act, and the real property administered by the
Permanent funds established by the Legislature and people shall be accounted
for by the agency now charged with its administrations and not by the System

a

prescribed in this Act. .

(e) A11 personal property owned by the State shall be adcounted for by
the agency which possesses the property. The Comptroller shall by regulation
define what is meant by personal property for the purpose of this Act, but
such definition shall not include nonconsumable personal property having a
value of Fifty Dollars ($50). or less per unit. In promulgating such regula-
tions, the Comptroller shall take into account the value of the property, its
expected useful life, and the cost of record keeping should bear a reasonable
relationship to the cost of the property upon which records are kept. The
Comptroller shall-consult with the State Auditor in making such regulations
and the Auditor shall cooperate with the Comptroller in the exercise of this
rule making power by giving technical assistance and advice.

A
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Section 5. Property Responsibility. Each<agency head is responsible for ‘

the proper custody, care, maintenance, and safekeeping of the State property
possessed by his agency. - ) *

v

v (a) Each agency head shall designate either himself or one of his.employees
as property manager. The Comptroller’:bﬁll'be informed in writing by the agency
head of the name of the property manager and shall be informed of any changes.
Where the Comptroller finds that convenience and efficiency will be served, he
may permit more than one property manager. to be appointed by the agency head(:____~

(b) The property manager shall maintain the required records on all pro-
perty possessed by the agency and shall be the custodian of all such property.

- . (c) No person shall entrust State property to any State official or em-
ployee or to anyone else to be used for other than State purposes.

(d) When an agency's property is entrusted to some person other than the
property manager, the property manager shall require a written receipt for such
property executed by the ptrson receiving custody of the property. When the
possession of property of one.agency is entrusted to another agency on loan,

such transfer shall be done only when authorized in writing by the agency head

who is lending such property and the written receipt shall be executed by the

agency head who is borrowing such property. The property manager is relieved

of the responsibility for a property which is the subject of such a receipt. . =

\ . (e) Each agency shall ma%g a complete physical in&g;:Bry of all property ,
in its possession once a year. { The inventory shall be taken on 'the date pre-
scribed for the agency by the C?mptroller. . .

(f) The agency head shall forward a signed statement describing the method
by which the inventory was verified, along with a copy of such inventory within ‘
forty-five (45) days after the inventory date for the agency.

(g) The Comptroller shall supervise the property accounting records of
each agency so that the records accurately. reflect the property currently
possessed by the agency. - The Comptroller shall prescribe the methods whereby
items of property are deleted from the property trecords of the agency. Pro-
perty that is deleted because it has become surplus and has been digposed of
under the laws relating thereto administered by the -Board of Control shall be

S deleted only upon authorization of the Board of Control. Property that ts
deleted from the agency records for other reasons, including obsolescenc
shall be ds%eﬁgg only upon authorization of the Staté Auditor. ‘

b

Section 6. \E%ansfer of Property to Incoming Agency Head. When there is
a change in agency heads or property managers, the incoming agency head or
property manager shall execute a receipt for all agency property accounted for
. to the outgoing agency head or property manager.. A copy of such receipt shall
: be delivered to the Comptroller, to the State Auditor and to the outgoing
agency head or property manager. No further warrants in favor of the outgoing
agen¢y head or property manager shall be drawn or paid until the State Auditor
has certified that the agency property has been properly accounted for. The
State Auditor may make this certification without requiring that a physical P 4
inventory be taken. .

2

Section 7. Pecuniary Liability. \Where agency property disappears, whether
through theft or other cause, as a'result of the failure of the agency head,
property manager or agency employee entrusted with the property in writing to ‘
exercise reasonable care for its safekeeping, such person shall be pecuniarily
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liable to the State for the loss thus sustained by the State. Where age§§&
property ‘deteriorates as a result of the failure of the agency head, property

. manager or agefgcy employee entrusted with the property in writing to exercise
reasonable care to maintain and sérvice the property, such person shall be

‘ pPecuniarily liable to the State for the loss thus sustained by the State.

‘ Where agency property is damaged or destroyed as a result of ar intentional
wrongful act or of a negligent act of any State official or employee, such

-person shall be pecyniarily liable to the State -for the loss thus sustained
by the State. The liability prescribed by this section may be found to attach :
to more than one person in a particular instance; in such cases, the liability - -
shall be joint and several. ' . , P

<~ Section 8. Reports - Investigation. When any State property has been lost,
destroyed or damaged through the negligence or fault of any State official or '
.employee, the agency head responsible for such property under the provisions of
this Act shall lmmediately report such loss, destruction, or damage to the State
(—Auditor. Upon learding in any manner of such property loss, destruction, or -
; damage, the State Auditor shall investigate the matter. If the investigation
discloses that an injury has been sustained by ghe State through the fault of
a State official or employee, thée State Auditor shall make written demand upon
‘ such State official or employee for reigbursement to the State for the loss” so
sustained, ' )

-

»

\ ~ Section 9. Enforcement of State's Clasm. In case the demand by the State \
Auditor, in accordance with this Act, for reimbursement for property loss, de-
struction, or damage is refused or disregarded by the State official or employee
upon .whom such demand is made, the State Auditor shall report the facts to the -
Attorney General. If, after an investigation of the facts, the Attorney Gen-
eral finds that legal liability may be adjudged against the State official or
‘ employee, he shall take such legal action to recover the .monetary loss of the
'~ State property occasioned by the loss, damage or destruction as in his opinion
may be deemed necessary. Venue for all such suits instituted against a State
official or employee shall lie in the Courts of appropriate jurisdiction of
Travis County. ‘ - '

Section 10. Sanctions. When any agency fails to keep the records requiged
under the provisions of this Act or fails to take the annual physical inventbry, 4
the Comptroller may refuse to draw any warrants on behalf of such agency.

Section 11. Information Copy to State Employees. Each agency head shall
distribute a copy of this Act to each official and employee of his agency and

shall give a copy to each new employee of the agency.
i
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SECTION 12¢ USE OF UNIVERSITY PROPERTY

Non-Official Use Prohibited. University property shall be wsed only for

official university business. No employee of the university shall use for his
own personal benefit or pleasure any property of the university except books

0 L

from the library and other such items of well established professional use. No ‘

personal long distance calls shall be charged to official telephones. The use
of uniyefstty owned motor vehicles in connection with any illegal or unauthori-
zed activity in which a university employee is interested and the use of such
motor vehiales for other than strictly official business is prohibited by law,
regulation and policy. Property belonging to the university cannot be loaned to
either university or non-university personnelf Each employee should become
familiar with|H0usé Bill ‘No. 753, 52nd Legislature, State Property. .

SECTION 13.. USE OF FACILITIES

1. Educational and General Facilities. Buildings and classrooms are pri-
marily reserved for the use-of academics, administration and other operations
of Midwestern University and secondarily for activities of Departmental and

"Student Organizations-sponsored activitjes.

«Any Educational and General facility that is to be used for any other pur-
ose or for revenue producing purposes must be approved by the Administrative
Council, and the fee for use fixed by that Council.

, , P
2. Auxiliary Enterprises. Auxiliary Enterprises facilities are constructed,
equipped and operated as revenue producing, self-supporting activities. Th
rental and building use fees and student activity fees provide for normal use of
facilities for individual students and student organizations.

Other users of Auxiliary facilities will be assessed a rental chaxzge after
prior approved by the Administrative Council. Such requests should be made to
the University Center Director. ' g

3. Use of Midwestern Bus. Policy for use of the bus will be as follows:

[

a. Driver--must be approved by the Physical Plant Director and must
have a valid chauffeurs license in his possession.

b. University bus restricted to official university business only.

»

.c. Insurance--Minimum coverage is to be:. "}

(1) Bodily Injury Liability, $100,000 each person, $300,000 -
each accident.

-

(2). Property Damage Liability, $50,000.

(3) Collision or upset $100 deductible.
(4) Fire, lightning and transportatibn, Actual Cash Value.
(5) Theft, Actual Cash Value.

(6) Combined Additional Coverage, Actual Cash Value.

Insurance is to be kept in force by the Business Office.

Z
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4. Use

~ - : -

Maintenance--To be performed by the Physical Plant Department unless
otherwise approved the Vice President’for Business Affairs. Bus’
is to be parked at the Physical Plant building at al}l times when not
in use. Sufficient time must be provided between ﬁf%ﬁs to allow for
reservic1ng : .
Coordinating for Use of Bus--The Director of Athletics must coordi-
nate with the Physical Plant Director for use of the bus including

“servicing and provisions for a driver. : "

Exceptions--Any excéptions to the above stated policy must be
approved by the Administrative Council.
¢

of Midwestern 18-Passenger Station Wagon. Policy for use of the

- 18-passenger

a.

station wagon will be as follows:
Driver--Must have a valid operators license in his possession and
be a member of th€ Faculty or Staff.

Use--Restricted tp official university business only. For use by
organized student groups representing Midwestern at off-campus
functions. Athletic Department has first priority provided their
use of the station wagon is scheduled on the calendar by September
15 of each®year. Reservations by other groups to be made on a
"first- -come, first-serve' basis. Requests for use of station
wagon are to be made on requisitions to the Physical Plant Di-
rector's Office through the Business Office. (The intent is to
have the Business Office certify on the requisition that the re-
questing group has sufficient budgeted funds to finance the mileage
charge and for tbé.Physical Plant Department to maintain a calendar
of reservations.)

Insurspce--Minimum coverage is to be:

(1) Bodily Injury Liability, $100,000 each person, $300,000 each
accident. B

(2) Property Damage Liability, $50,000.

(3) Collision or upset $100 deductible. ’

(4) Fire, lightning and transportation, Actual Cash Value.
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h.

5. “Use of Midwestern 9-Passenger Station Wagon. Policysfor use of the

(5) Theft,”Actual Cash Value. « . S
. . AN . i '. ‘)

(6) Combined Additional Coverage, Actual Cash Value.
Insurance\ is to be kept ‘in -férce.by, the Businequl &fice»..' ... . .

Maintenance--To 'be performed by the Physical Plant Departmertt
unless otherwise approved by the Vice President for Business °
Affairs. Station wagon is to be parked at the Physical Plant
building at all times when not in usé.. Sufficient time must be
provided bet%?en trips to allow for reservicingH -

Mileage Charge--The using department's budget will be charged at
the rate of 15¢ per mile or $5., whichever is the greater amount-
Fuel and 0il--A Midwestern credit card will be signed out to the . -
driver for purchases of fuel and oil, All receipts must be turned

in to the Phy31cal Plant Director's Office with the credit card

when the trip is completed .

Records--The Physical Plant Director's Office will maintain a
calendar of trips scheduled. They will also maintain accurate
records of fmel and oil costs, and departmental charges which
are to be turned in to the Businéss Office monthly., -

h e S
Cancellations--to prevent excessive reservations of the station-'\\ B
wagon, a $5. charge will be made for all'cancellations. o o

~

9-passenger station wagon will be as follows:- . >

a.

. cost OF all repair parts will be charged to the Athletic Department. ‘ J
¢

Driver--Must have a valid operators li’cense in his possessipn and .
be a fulT-time -member of the Faculty or Staff. . ' .

S

‘Use--To be used for out-of-city official Midwestern business travel
only. To be used primarily by Intercollegiate Athletics and Phys-
ical Education. .

A calendar shall be kept by the Athletic Department of regervations
for use. Reservations shall be made with the Athletic Director. .

-

Insurance--Minimum coverage is to ’be:

]

(1) Bodily Injury Liability, $100,000 each person, $300, OOO each

accident.
(2) Property Damage Liability, $50,000. -
(3) Collision or upset, $100 dedéctible. ) y . .

dg%prehensive, $50 deductiple..

Maintenance--To be performed by the Physical Plant Department un-
less otherwise approved by the Vice President for Business Affairs. .
Sufficient time must_b® allowed between trips for reservicing. The - | ]
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e e. Mileage Charge--The using department's budget (other than the Office
of Intercollegiate Athletics) will be. charged at the rate of 10¢ per °
mile or $5.00, whichever is the greater amount, Credit for all. :
charges .will be given to the Office of Intercollegiate Athletics.

7' £. Fuel and 0i1--A Midwestern credit card will be ,signed out to the
driver for purchases of fuel and oils A1l receipts must be turned

. in to the Physical Plant Director's.Office with the.credit card

+ when the trip is cpmpletedw Invoices from the oil companies for
credit caxd pqrchaseS'will be charged to the Office of Intercolle~
glate Athletics:

g. Records~-The Physical Plant Director ] Off;ce will maintain accurate
records of fuel, oil, ‘and repair costs, and departmental charges

{ “which are turned in to the Business Office monthly

SECTION 14. TRAVEL REGULATIONS

, . ,
. /
= - a. The amounts specifically\appropriated in this Act-tg each agency of
the State for the payment of travel expenses are~intended to be and shall be tHe
maximum amounts to be expended by employees and officials of the respective .
agencies. None of the moneys appropriated by this Act for travel expenses may

be expended unlegs the official travel and the reimbursement ciaims therqfor
are in compliance with the following conditions, limitations, and procedures

1. General Travel Provisi%ns, o ‘;

b. ."Designated Headquarters," as set out in Senate Bill No. 272, Fifty-
gixth Legislature, shall be the area within the corporate limits of the city or
town in which an employee is required to maintain his official headquarters. At
a place not within the corporate limits of a city or town, hisg designated head-
quarters’ means the area within a five-mile radius of the plate at which he-is
required to maintain wniis official headquarters. -y

c. Heads of agencies shall plan the travel of all employees under their
authority so as to achieve maximum economy and efficiency. Travel expenseg may
be reimbursed from the appropriations ‘made in this Act only where ffle purposes
of travel performed are clearly for the coriduct of the State's official business’
and in consonance with the legal responsibilities of the agency of the State
represented . )

. Voo -
- Travel expense accounts cannot be presented -for payment until after the
month in which it is incurred has expired. ™~
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3 None of the funds appropriated in this Act-shall be used for the reimburse-

ment for travel egpenses . iincurred unless there is such a descrlptlon in the ex~-
pense account submitted to ‘the Comptroller as to identify persons or places -

! contacted andfor the nature of the official business of the State performed -
properly wi n the legal responsibilities of the agency; but this.provisien,
a _shall not contravene specific statutes providing otherwise. .

v ° -

2. Transportation Allowance. None of the moneys appropriated by this Act
for travel expense may be expended to reimburse costs of transportation on
-official business excépt in ‘compliance with- the f0110w1ng conditions, limita-

tions, and rules: - {
~\\\\“ ) a. The rate of such reimbursement for the employee's personally owned <
" automobiles shall be twelve (12) cents per-mile. No additional expense inci- -

. dental to the operation of such automoblle sﬁéll be allowed. Noné .of the moueys
ap roprlated for travel expense for mileage within the State of Texas for use of
.personally owhed automobiles shall be expended unless the shortest route between
points is used. This shall also include the use of Farm-to-Market _roads. - . (

. __The maximum reimbursement for out-of-state transportatlon for the msé of
personally owned motor vehicles shall be that amount that the employee Yould have
incurred had he taken the lowest available airline fare plus the per diem neces-
sary to complete such f£light. The determination 6f the allowarce due owners of
personally owned motor vehicles in compliance with this paragraph shall be as
follows: (1) Per diem shall be determined by the use of an. airline schedule
which would have sufficed for the performance of the off1c1a1 business. (2)
Expenses of transportatloﬁﬁzo airfields from points where commercial air
) transportation is not avaklable shall be allowed in addition to theé cost of 5
. © the lowest available airline fare. (3) When additional passengers are con- C
veyed 'in out-of-state trips in personally owned motor vehicles, they.shall re-

5

ceive as their expenses per diem based on motor vehicle travel time, -(4) * ‘

Persons traveling to points not served by ai‘rlines shall receive mileage and _ a
_ per diem based on actual miles traveled and other expenses as authorized else-

where“in this Act for out- -of- state travel - . i

. o ¢ L

i The"%ate of reimbursement to executive heads and key officials, including . -
members of the Legislature, for ‘travel in their personally owned airplangs gith-

N in the boundaries of the State of Texas and between points of necessary official
business gshall be sixtéen (16). cents per Highway mile. The rate of reimburse~
ment for other State employees for travel in their personally owned alrplanes .
within the boundaries of the State of Texas and between points of necessary of- >
flglal business shall be twelve (12) cengiABeg highway mile. !

. . b. An employee traveling by rented or public conveyance, or the com-

mercial transportation company furnishing same,. is entitled to a transportation
allowance equal to the actual cost of necessary transportation for performing - .
off1c1a1 business. The rate of reimbursement for any employee for whom funds are
approprlated in this Act, for a¥Tr transportation shall be the lowest available .
airline fare unless the lowest available airline”fare is not available. This
allowance shall not #nclude federal taxes from which the employee and the State !
Government are legally exempt. Payment of said transportatidn allowance may be

L}

- . made by either of the following mgthods, upon selection by the executive head
of the employing State department-or agency in advance of authorized official
travel [ . . % R

. e

ere the employee pays for public transportation from his personal funds,
receipts for such necessary transportation, excluding receipts for bus, taxi or .
limousine faires, shall be obtained and attached to the employee's expense account
when submitted. Receipts as used in this provision shall be evidence that trans-

ortation was purchased. ,
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Executive heads of State departments and agengies may request commercial
transportation companies"ko:fuynish required transportation for official busi-
ness to designated officials and employees of sich ddpartments and agencies,
upon the presentation to cooperdating transportation companies of transportation -
‘requests apprpved by the head of the department or agency requesting such ‘ N
. - trangportation. The transportation request, shall specify the class of trans- ’
portation authorized. . s ‘

- The cost of such transportation services shall be billed monthly to the
respective départments and agencies, and paid by the Comptroller upon the sub-
mission of a purchase voucher showing the detail of such furnished transpor-
tation and the approval by t.'“respective department or agency.

K ¥
. To facilitate auditing and verification of such charges, transportation
companies shall list on their billing the point of origin and point of desti-
nation of each trip amd shall also show the tax of the fare charged. The State
< fepartment or agency shall attach to -each account a complete statement setting
out in détail why’each trip listed was necessary in the operation and maintenance
of that department or agency- ’ ' .
¢. No claim for public transportation will be paid unles@,&f is in com-
pliance with this Section. '
. ’ . y > J
3. Per Diem Allowance., Nbne of the moneys appropriated by this Act for : .
travel expenses may be expended for reimbursing the cost of meals, lodging, or
subsistence expenses incurred in official travel extepgt in compliance with the *
following codﬁitions, and limitations:’ ) - : :

-~ 3 .
.a. Rates of allowance. Each employee traveling on’'State business in-
side the. boundaries of the State of Texas shall be allowed, in lieu.of actual
. ’ expenses incurred for meals and lodging, a flat per-diem rate of\not to exceed
eighteen dollars ($18). 4 Lo »

State of Texs shall receive reimbursement for the actual cost of meals\“lodgiﬁg

Each loyee traveling on State business outside of the boundaries of the
e
and airpor:anrking fees, not.to.exceed Thirty-five Dollars ($35.00) per day.

N When both in-state and qut-of-state trayel occur in the same calendar day, the
rate of travel allowance for all travel in that day shall be in an amount not to
exceed Thir{y-five Dollars ($35.00) per day. -




7 : b. Day defined. In computing the rates of per dieﬁ)illowance in lieu
. of Subsistence for continuous travel of more than twenty-four (24) hours, the
calendar day (midnight to midnight) will be the unit, and for fractional parts
of a day at the commencement or @nding of such continuous travel, constituting
a travel period, one-fourth (1/4) of the rate for a calendar day will be allowed
for each period of six (6) hours or fraction thereof.” A fraction of a per diem
period is defined to be two (2) hours or more. The four (4) parts of the cal-
endar day for in or out-of-state travel shall be as follows:y ' ‘

6:01 a.m. to 12:00 a.m>
6:01 p.m. to 12:00 p.m.

(1) 12:01 a.m. to 6:00 a.m.
(3) '12:01 p.m. to 6:00 p.m.

For continuous travel of less than twgnty-four 224) hours, constituting a :
travel period which requires the securing pf lodging, Sych period will be re- . '
garded as commencing with the beginning of the travel and ending with the com-
pletion thereof, and the per diem allowarnce shall be calculated in the same
manner prescribed in the preceding paragraph

-~ )

c. The out-of-state allowance shall not apply to Ehose emp loyees whose
duties customarily require them to cross state boundary lines in carrying out
their day-to-day functions conmected with official state business. These em-
ployees shall be reimbursed at the rate prescrlbed for the regular per diem
allowance ( ’,.

]

d. An employee whose duties require travel for periods which do not
require him to gleep away from hig designated headquarters shall receive a
~partidl per diem allowance for meals rather than a per diem allowance. Such
partial per diem allowance shall be determined by the head of the agency and
.shall be based upon a reasonable estimate of the actual cost of the meals in-
volved. .In computing the partial per diem allowance, the travel period shall
commence at the time: the employee departs from his designated headquarters. 1In ‘
no event will the partial per diem allowance exceed seven dollars($7f per day.
e. When conditions warrant it and under rates established by the agency,
persons authorizing travel may reduce the per diem allowance for any part of an
-
employee's travel, prov1ded that such employee shall’ be notified of such re-
duced per diem before being allowed to incur any expense. It is the intention
of this Subsection that employees whose living costs are unusually low when en-
gaged in travel, such as those camping. out, need not be paid the full per diem
allowance. ) =

e

A traveling State employee may return to his ‘headquarters daily or on the
weekend rather than stay out at the State's expense and by so doing the ex-
pemnse involved shall be considered as State business, providing however, that
the actual expense involved, including per diem, mileage, or public trans-
portation in returning to headquarters daily or on weekends, shall never exceed
the per diem allowance the employee would have rece1ved had he remained at this
post of duty. . N o X

State's business as is applied to daily round trips, shall be determined by
computing the transportatﬁon allowance and per diem on a dally basis, including,
the first and last day ofJthe trip, and when the transportation allowance and .
per diem” for that day exceed $18.00 per day, ‘only $18. OQ for that day will be
allowed.

T
\

None of the moneys appropriated by this Act may be expended for official travel
expense incurred by members of governing boards, executive and: administrative
heads, or by any employee of State a encies of hlgher education except for
v) .
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official business' as approved by the appropriate governing board. Official Dusi-
ness .shall include the formal presentation of original researches by an employee,
if before a national, international, regional, or state learned society, ‘and if
‘the travel for such purpose has been approved in advance.

. For the purpose of either in-state or out-of-state travel, however, the re- )

‘Bpsitive governing boards may delegate their authority to authorize and: approve -
official travel reimbursements from appropriations made in this Act, to presi-
.dents, chief executive heads, vice presidents or deans heading State systems: or

- particular agencies of higher education, o%* to fiscal officers of such systems
or agencies; provided, that such delegations of authority shall specify the kind
or nature of official travel to be approved and the termination date of such
delegated authority, that such delegations are entered in the official minutes

. of the governing board and that a copy of siuch delegations is filed with the
Comptroller. ‘
;?‘\}xceptions to the Per Diem and Travel Allowances. . . s

a.  Judicial officers authorized by law and executive heads of State
agencies, jingluding the/Executive Director of the legislative Council, shall
be reimbursed for their actual meals, lvdging and incidental expenses (ex-
clusive of expenses related to automobiles for which transportation allowance - .
is paid as provided by Section l4a of this Article) when traveling on official
business either in or out of the State.

i ‘ \ . o
b. Employees of the Governor's Officé and emp;pyees of other State
agencies designated by the Governor to represent him at governmental meetings
3 . . ‘ .

or conferences when held gﬂt of the State shall receive actual meal, lodging,
. and incidental expenses. State officials and employees who™“avel to represent

27 the Governor at governmental meetings or conferences may be reimbursed for their
N _

expenses 'out of appropriations made to the agencies by which they are eumployed. "

6. Restriction on Foreign Travel. Article 6823a R. C. S., Section 5 =--
"Section 5. Any travel connected with official business of the State for which
reimbursement for travel expenses incurred outside the United States is claimed,

- must hdve the advance written approval of the Governor. Travél to Mexico, Can-
ada, Hawaii, and Alaska does not require the advance written approval of the
Governor."

7. Student Travel Expense Reimbursement. Students traveling as members
of a group on behalf of Midwestern University, such as Basketball Team, Choir,
etc., will be provided expense money or expenses by the faculty member attending
the group..:..on the basis of actual expenses, tq, the extent that funds are
available. ’

— (
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_ ¢ ' : - .
If adequate funds are not available for all expenses, stu&%nts are to re- °
ceive an equal amount to assist in paying their expenses. The balance of ex-

penses not paid is to be borne by each student. - .. 3 ?(

Travel required by ind§vidual students in performing duties in eonjunction
with work assignments are to be reimbursed to the student on the basis of actual ‘
expenses only. These are to be the cost of oil, gas, meals, and lodging. Re-
imbursement will be made only when such travel has been previously.approved on
a properly executed Application for Leave of Absence and claim for\}efund.has
been submitted on a standard travel vo?cher form. '

taken for-credit hours. Only facllty‘and staff under full-time contract w

Student travel cannot be réﬂ:buréed on trips that are related to ceuragg
it
Midwestern University may be refmbursed for such expenses. '

, .
All student travel involving expenses to the University must be cleared

in advance to determine hat funds are, available and for those funds to be

placed in reserve for that specific purpose. , 7
1 S

SECTION 15, . EMPLOYMENT POLICIES AND PROVISIONS

1
shgil be expended by agencies which practicesliscrimina®ion based on race,
creed, sex or national origin.. The State Attorney General shall be specifigally
responsible for the enforcement thereof upon the request of the Governor.

Discriminatory Practices. ,None of ghe funds appropriated in this Act

2. Method of Salary -Payments.

a. All annual salaries appropriated by this Act shall be paid in
twelve (12) equal monthly-installments, except as otherwise provided in Arti-
cle II of this Act, This paragraph shall not be construed so as to prevent ‘
the head of any other agency of the State from paying less than the maximum
salary rates specified in this Act for lime-item positions, or the employment
of part-time employees to fill regular positions provided for in this Act, so
long as the salary rates for such part-time employees are proportional to the
regular rates for full-time employment.

It is further provided that agencies of higher education and the schools
for the blind and deaf in Article IV of this Act which make contracts for less
than a twelve-month period may pay salaries in equal monthly payments for the
period contracted for. ' '

b. No deduction shall be made from the salary or wages of any State
employee who is called for jury service; nor shall such employee be required to
account to the State for any fee or compensation received for jury service.

c. None of the moneys appropriated under this Act shall be used for
the payment of salaries to any employee who accepts witness fees in contra-
vention of the following provisions: - , . . . AN

Any state official or employee called to appear in his official capacity ¢
in any judicial action or legislative investigation shall neither acceq‘ nor '
receive any witness feés for such a governmental appearance;

-
Buf*if the appearance as a witness is not in an official capacity but is to

testify from personal knowledge concerning matters related to the inquiry, . then :
3 ce: : - o [
such employee or official shall be entitled to any customary witness fees;”” ‘

.
N .
. .
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And any state émployeé or official appearing as an expert witness shall be
entitled to accept\compensation for his appearance only when such appearance

shall be made on his own ‘time; . &
. §

But this prohibition agdinst accepting compensation shall not extend to any
mileage or per diem allowance tendered to the state employee or official for
expenses incurred while serving as a witness, unless the state official or
employee has also made alclaim for such expenses against the state, and in no ’
instance shall there be double reimbursement for’expgnses.

[y : & * .

d. Overtime. In order to reimburse employees for work performed: in
£xcess of the working hours required by Acts 1963, 58th Legislature, page 184,
Chapter 104 (cQidfied as Article 5165a, V.A.C.S.) it is rqud that compen-

~

satory time be granted at the rate of »~1/2 times the overtiae performed within
the same month (pay period) that said overtime was accrued. the case of
hospital employees, said employees shall be reimbursed wit compensatory time
at the rate of 1-1/2 times the overtime accrued in excess of ighty’ (80) hours

over a fourteen (14) day consecutive period. ‘

This provision shall not apply to medical personnel and employees employed
in a bona fide executive, administrative or professional capacity, including
any employee employed in the capacity of academie administrative personnel or .
teacher in elementary.or secondary schools, Compensatory time for those em-
ployees excepted from this provision shall be determined by the Administrator
of the agency or institution involvedfﬁ Provided, however, that any agency or A 4
institution subject to the Fair Labor Standards Act, as_amended, i's authorized
to reimburse employees for all authorized overti by granting compensatory
time as specified above oery paying money from ?ﬁnds appropriated by this Act
at the rate of }—1/2 times the regular rate for the overtime performed. -

3. Salary Payment, Withholdings, Deductions, and Matching Contributfons.
The disbursements of moneys appropriated in this Act for saltaries and wages
shall be subject to the provisions of Public Law No. 68, Seventy-eighth Con- :
gress, known as the Current Tax Payment Act of 1943, and any amendments thereto.
The officers and employees of agencies for which -appropriations are made in
this Act also are authorized to make retirement deductions in accordance with
the Teachers Retirement or Employees Retirement or Judiciary Retirement Acts
on payroll forms prescribed by the State Comptroller, and the Comptroller is
directed to issue warrants accordingly.

A

In each instance in.which an operating fund or account is created by the
provisions of this Act, the responsible officials of the State are authorized
to transfer into such operating fund or account sufficient moneys from local
funds and Federal grants of funds to pay proportionally the costs of matching
State employee$ retirement contributions and the State's share of 0ld Age and
" Survivors Insurance.
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4, Salary_ngments.

a. Any employees who distribute their time and duties between general
administration, instruction, organized activities relateéd to instruction, and
éhe‘managementrof auxiliary enterprises, may receive their total salary pay-
ments in proportionate parts from such activities and from the appropriated or ‘

- avallable funds therefore. '

.

b. The rate of the salary paid an empioyee of any educational institu-
tion named herein for services during a summer session shall not exceed the
salgry rate paid the employee for the same or similar services in that institu-
-tioh during the preceding long session.

c. Full-time employees on twelve (12) months basis may receive not
more than Thirty-six Hundred Dollars. ($3,600) for correspondénce course and/or
extension center teaching and may not be paid additional money for summer
school teaching; and full-time employees on a nine (9) months basis may be
paid for correspondence and/or extension center teaching or symmer school or
other services during the remaining three (3) months of the fiscal year, but
may not receive more than Thirty-six Hundred Dollars ($3,600) per annum for
correspondence course teaching during the fiscal year and/or extension center
work during the regular nine (9) months session. ot

d. None of the funds.appropriated to the agencies and institutions of
higher education enumerated in this Act shall be expended in payment of salary
or other compensation ¢f any faculty member or employee who advocates the
overthrow of the Government of the United States of Ameri;F, or aﬁy State, by
force, violence or any other unlawful means.

e. Reporting. (1) Teaching Load Report. Within thirty days follow-
ing the close of registration for each fall and spring semester, the General
Academic Institutions are required to file with their respective governing
boards a teaching load report that will include for each teacher evidence to
show compliance with a minimum standard teaching load requirements. For those
teachers who do not meet the wminimum standard requirement, the report must in-
dicate what fraction of time is paid from Faculty, Salaries and what other
agsigrment is made for the remainder of the "faculty member's time, and the
source of funds for payment of his salary other than the appropriat:on item,

=\ "Faculty Salaries."

-

' _ ‘ (2) Small Class Report. ‘The General Academic Institutions of
this State shall offer only such courses and teach such classes as are economi-
cally justified in~the considered judgment of the appropriate governing board.
Therefore, along with the teaching load report, each General Academic Institution
must file a Small Class Report (excluding individual instruction courses) in-
dicating department, course number, title of course, and name of instructor.

| Small classes for the purpose of this report are defined as follows: Under-
@ graduate-level classes with less than ten registrations, and Graduate-level
classes yith less than five registrations, such inventory count date to be the
close of registration. * o
These reports indicating the approval and comments, as appropriate, of the
institutional president are to be filed with the governing boards for’informa-
tion, and are to be available for public inspection.

f. Salary Reporting. None of the funds'appropriated to institutions
of higher education by this Act shall be expended for payment of salary to any ‘
person whose salary is heing supplemented from other than approprjated gunds
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until a report showing the amount of salary being paid from other sources has .
been reported to the Secretary of State. v ~ :

»

SECTION 16. WORK BREAK

‘ l. Full-Time Employees. Full-time émployees will be entitled to two )
fifteen minute breaks per day-. :

2. . Part-Time Employees. Part-time employees who work four consecutive
hours will be entitled to a fifteen minute break.

' v L SECTION 17. NON-ACADEMIC EMPLOYEE OFFICE HOURS *
(This includes all employees on the 40-hour‘week)

. Midwestern University Administrative and Staff office hours will be 8:00
a.m. to 5:00 p.m. Monday through Friday. *
The full-time employee workéweek will consist of forty hours. The senior
administrator of each office will schedule each of his employees to a 40- hOur
week_and be held responsible for the 40 hours of each emplayee's service.

SECTION 18. HOLIDAYS
\

P

1. Legal Holidays. As"prov1ded Ry law, the Board of Regents, may adjust
the State Legal Holidays to permit eff® nt academic schedules.  The holiday
schedule will be .as listéd annually in the "faculty bu11et1n. Bach department
head has the authority to adjust various holidays to fit any special needa ®f !
his individual department Subject to the approval of the appropriate V1ce Presi-~-
dent or the President !

. 2. Substituting Holidays. Any employee who is required to work on any of e
. the holidays m¢ntioned above, and who does work on any of the said holidays,

shall be entitled to compensating time off, with pay, on such day as may be

mutually agreed upon by the employee and his supervisor.

¢ SECTION 19. RETJREMENT PROGRAMS

1. Teacher Retirement System of Texas. All regular employees of Midwestern
who work one-half timg or more are automatically members of the Teacher Retire-
ment System of Texas Unless they are eligible and elect to part1c1pate in the
Optional Retirement Program. A $5.00 annual membership fee and six per cent
(6%) of the employee's annual salary up to $25,000.00 in any given fiscal year
is deducted from the employee®'s monthly salary. The amounts deducted are de-
posited to the individual's account in Austin and draw interest from September
1 of the following year. These deposits (not including the membership fee) m may
be withdrawn when the emplavee leaves the cmployment of the State. Contribu-
tions are matched by the State and the State's matching becomes vested after
ten years of pdrticipatiom. Further details are available in the Business of-

fice.
— LY
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2. Optional Retirement Program. Pursuant to Chapter 729, Acts of the 60th
Legislature, Regular Session, 1967, the Board of Regents of Midwestern authorized
the establishment of an optional retirement system in lieu of active membership
in.the Teacher Retirement System of Texas. 'The program was made gvailable as of
January 1, 1959. Two carriers of the program were approved by the Board of Re-
gents, (1) ‘Southwestern Life Insurance Company, and (2) Teachers Insurance and
Annuity Association and College Retirement Equities Fund (TIAA-CREF) . Emp loyees
eligible to participate in the Optional Retlrement Program as. prov1ded by law
lnclude .

e

. a, All full-time faculty members appointed“at least 4% months.

- b. All full-time administrative, research or professional personnel
appointed for at least 4% months, excluding any person employed in a position
which would be in the classified personnel pay plan of the institution if Mid-
western had a classified personnel pay plan. The Vioe President for Business
Affajrs shall have the responsibility of ruling on the'eliglgility~of those -
indlviduals in question. ,

c. A full-time person who enters the Program and ﬂater_reduces to%
part- tlme status will remdin ellgible for the Program. -

Eligible individuals for membership in the Optional Retirement Program who
were employed prior to January 1, 1969, may choose to participate in'the Pro-~
gram no later than the first day of August, 1970. Ellglble individuals emp loyed
January 1, 1969, or later, shall within ninety days f0110w1ng the date of employ-
fient, elect to participate or not to participate in the Optional Retirement Pro-
gram. A person is automatically considered a member of the Teacher Retirement
System of Texas unless he elects to.participate in the Optional Retirement Pro-
gram. Individuals who choose to participate in the Optional Retirement Pro-

gram will not at a later date have the privilege of transferring back to the ‘ Y

Teacher Retirement System of Texas. The amount of withholdings from the par-
ticipart's earnings and the .amount of matching by the State are the same a-
mounts as under the Teacher Retirement System of Texas; the only difference
being that there is no dnnual membership fee for the Optional Retirement Pro-
gram but rather an administrative charge by the carrier of the Optional Re-
tirement Program which is charged againgt the individual's contributions. Upon

- receipt of signed authorization, the Business Office will handle deductions for

optional retirement on a Tax Sheltered Basis. The State's matching contribu-
tion becomes vested after more than twelve months participation in the Optional
Retirement Program by the individual. ‘Addltlonal informgtion is available in
the Business @fflce.
‘ * "SECTION 20. ' ‘MEDIGAL INSUKANCE .
1. Full-time émployees may at their option, purchase Medical Insurance on
a group plan for Midwestern University from Blue Cross-Blue Shield of Texas pay-
ment to be handled on a payroll deduction basis. / The Midwestern University
policy offers hospltalizatlon benefits, medical- 5urg1ca1 benefits, maternity
benefits, accidental injury supplement, Major Medical benefits, and related
coverages. For addltlonal information contact the Business Office. -

2. Staff Benefits. A maximum 6f $12.50 per mbnth shall be paid by ‘the
University hospitalization coverage for all full-time employees.who are members
of the University's group hospitalization coverage.

’ Faculty members that are not tmployeed for either or both of the summer ‘

terms can receive the $12.50 credit for the summer months 1f they are on con-
tract for the next academic year and if they make advance payment of their
share of the insurance premiums for the three months concerned. :
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'SECTION 21. TAX SHELTERED ANNUITIES L

Full-time employees may participate in a tax. sheltered annuity'program of
Soutywesggrn Life Insurance Company, payment to be handled on a payroll deduc-
tion basis. For additional information contact the Business Office.

SECTION 22. MEMBERSHIP DUES AND REGISTRATION FEES

None of the moneys appropriated to the University may be expended for dues,
registration fees or any kind of s%pilar expense, incurred in joining or attend-
ing any ‘type of o*ganization, unless the membership is in the name of the Uni-
versity. T

SECTION 23. MISCELLANEOUS STATUTES
5]

Reporting Appearances Before Federal and State Agencies. The Governor's

- office may require agencies of the State of Texas appearing before Federal

agencies or agencies of other states.to submit in writing to the Governor the
purpose of such meetings and expression of the ‘policies of the State agency
.concerning the subject matter of the meeting. After reviewing the policies,
the Governor may require the State agency to conform to the policies of the
State of Texas as outlined by the Governor and the Legislature before funds
appropriated in this Act may be expended for necessary travel and other ex-
penses connected with such appearances.

SECTION 24, SAFETY‘REGULATIONS
Safety regulations, along with all other precadtidﬂé normally éxpected are
enforced by alert assistange from all employees. Unsafe conditions and prac-
tices creating fire hazards or any other hazardous conditions should be re-
ported immediately to the Chief of Midwestern University Police Department. Any
evidence of molesting or destroying fire equipment or other safety precaution ,
devices, or any evidence of its inefficiency, should be reported promptly.

SECTION 25. UNIVERSITY POLICY FOR THE USE OF CHARTER AIRCRAFT

Effective immediately all sponsored air travel involving two or more staff

faculty ard/or students will utilize only those aircraft and aircraft operators

which meet one of the following requirements. .
. . K.

1. Commercial Air Carriers Repularly Engaged in Scheduled

, Pagsenger Air Transportation.

"Scheduled air transportation' means the authorized trénsgortation
) of passengers by aircraft between the same two points with at least
the following frequency: * ot

3
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a. de flights, or one round trip a week on the sahe day or days of

' the week for eight or more weeks in any 90 consecutive days; or

-
»

b. A total of 36 or more flights or 18 or more round trips in any 90
consecutive days. 4 - ) ,

24 . —~ h

2. Supplemental Air Carrier. . ’ \}‘

Supplemental air carrier is an operator of large aircrafts (over 12,500
lbs. gross weight), certificated by the Federal Aviation Administration
under Part 121, subpart C, Sec. 121 41 of the Federal Aviation Regu-
latioms (14 C.F.R. )

3. Air-Taxis. :

f‘a. Commercial operator using small aircraft (under 12,500'1bs. gross
weight), certificated by the Federal Awiation Administration under
Part 135 of the Federal Aviation Administration (14 G.F.R.).

b. Commercial operators using large aircraft (over 12,500 1bs. gross
weight) certificated by the Federal Aviation Administration under
Part 121, Subpart C, Sec. 121.41 of the Federal“Aviation Regu-
lations (14 C.F.R.). .
' ) . \
4. Foreign Air Travel. ) : _ . £
s [ -
Air travel to or in foreign countries by institutional groups shall be
arranged only through commercial air carriers regularly engaged in
] w scheduled passenger air transportation as defined above.

u -

5. Aircra_ft: Furnished by College or University Benefactors. . ‘

1

Such aircraft and ¢rew must qualify under all regulations as to ailrcraft,
crew, and insurance as outlined for Air-Taxi operations.

[}

L

Such aircraft operator shall provide the college or university-with the follow-
ing information (Dves not apply to-sertificated scheduled air carriers):
. ::i: .

-

. ?1. Type of certificate.
'

b4

2. Certificate ﬁumberﬂ

3. Date issued. ‘ . ' ¢

4. Expiration date.

5. Type and registration number of aircraft authorized. ,

6. Federal Aviation Administration Flight Standards Office having
jurisdiction over certificate holder. ‘
7. Schedule of insurance coverage in effect, showing insurance
companies, policy numbers, type, ‘amounts, periods of coverage .
and special conditions, exclugsions and limitations. ' :

)

The carrier will furnish a certificate of insurance to the chartering .
institution providing for cover?fe of not less than $75,000.00 per

“Insurance Requirements:
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passengeé and a '"rider]' naming the institution as. an additional insured
” shall also be furnished. )

“

Flights by Institutional Persbnnel:

No flights shall be piloted by institutional personnel, with staff,
faculty, studenty or ‘prospective studenty" aboard, unless the pilot
and co-pilot (if co-pilot is required) possesses a commercial
license and an instrument rating.
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Charges Against Students, Loss’or
Damage, 120 ' .

Cheating by Students, 76, 84

Class Attendance (students), 80

Class Size, 71 - o

163

Classrooms and Offices, 70
Clearing Account, 106

. Faculty Senate, 78

Clinics, 76 - .

Commencement, 72

Communications, 69

Construction Projects, 117

Contacts with State Board of Control
and Vendors, 109

Contracts, Architects, 118

Contracts, Suppliés, Equipment
Services, 118

Copyrights, 30 ;

Court Representation, 116 .

N}

.Credit Uniony 11

Demonstrations and Unlawful
Assembly of Employees, 12
Demonstrations and Unlawful’
Assembly of Students, 83
Depositories, Local, 106
Deposits, 105
Development Leaves, Faculty, 23
Development Lefaves, Staff, 21
Disbursements, 118 '
Disciplinary Procedure’(students), 85
Discriminatory Practices, 3, 134
Dismissals, Faculty, 58
Distinguished Achievement Award, 5
Distinguished Service Award, 5
Dropping a Course, 81
Drugs, lg, 84

aEmboSsed or Engr.aved Printing, 112

Emergency Leave, 27 . S,
Emeritus Appo'intm_ents, 13
Employees as Students, 13 .
Employment Policies, 60, 134
Employment Procedures,
Evaduation, Annual (faculty), 62
Examinations (classroom), 74
Excess Obligations Prohibited,
Expenditure Provisions, 110
Ex-Student Membership, 52
Extramurals, 54

108

Facilities, Use.of, 126 »
Faculty Advisers, 82 :
Faculty Benefits, 65

Faculty-Staff Rglations with Students,.
Falsification of Records (students), 84

’ '_142-




Federal or Foundation Support Dev,;alop-
ment of Propgsals for, 50 .

, Federal Funds, 106

Field Trips, 76

Financial Aid (students), 100

Financial Reports, 105

Financial Responsibility (students), 84

Firearms, Fireworks, and Explosives, -,
41, 82 . .

Fiscal Year, 102 g 1

Food Service, 97 '

Funds, Authorlty to Obllgate, 10‘8'

-Gambling, 42, 82 N

Gifts of Money, Acceptance of 106

Grade Books, 75

Grade Distribution, 75

Grades, Mid-Term, 74 . .

Grades, Changing, 75 /

Grades, ‘Reporting, 74 .

K
Health Service (students), 93
Holidays, 137 . .

I1.D. Cards, 18, 84
Incentive Grants/Loans,
Infirmary, 94
Injuries, Payment for, 117
Institutes, 76

- Insurance, 113
Intercolleglate Athletics, f52
Inter-departmental Transactions,
Intramurals, 54
Inventory, 121

68 |

109

Keys, 19
Late Arrival and Early Departure
(faculty) 72
Late Registration, 80
Leaves of Absence, 21
Legal Counsel, 116
Library, 76
" Lists, Sale of, 120
Local Income from Educational
Activities, -105
Lost and Found, 28 3 s

Master Calendar, 28, 92
Materials and Equipment,. Use of, 49 73
Maternity Leave, 27
"Medical Care, 28

16A«>
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Non-Discriminatory Statement, 3,

" Obstructing Streets,

Personal Conduct,

N SR .

Medical Excuses from Class' . [

(students), 94 :
Medical Insurance (faculty-staff), 138 ~
Meetings, Attendance, 72
Membership Dues, 138
Merit Rating . (faculty), 62

Military Leave, 27. [

Minutes, Board Meetings, 104

Money from Students, Acceptance of 73
Moving: Expenses, 114

Museums, Phohlblted 113

Naming Bulldlngs, 6

Nepotism, .28 ' .

New Faculty Orientation, 71

News Releases, 72 e "

134 -
L

Objectives, 2

Obligations,

L%

Sidewalks, 43, 83.

Off-Campus Speakers, 29, 91

Off-Campus Speaklng and Performance, 52

Office Furniture, 110°

Office Hours (facuity), 73

Office Hours (non-academic -empl.), 137

Office Telephones, Use of, 48

Official Notice, Response' to, .
(students), 84 , .

Organizations (faculty), 78 . - .

Organlzatmns, Policles Relating to,
Student, ‘95

Out-of-Town Trips (students)

Outside Employment, 29 .

Overtime Work, 135

Parades and Processions, 42, 83

Parking for Faculty and Staff, 30

Part-Time Faculty, 64 .

Patents, 30

Permanent Record Entries (students)’ 82

‘-1 Standards of, 46

Personnel Records, 31 - .. .

Philosophy, 1 '

Physical Education Bulldlng, Pollcles
Relating to, 7

Physical Examinations (faculty and
staff), 31, 71

Physical Examinationg (studénts), 93

Physical Plant Orders,

Plagiarism, 84 ‘ »

Police Administration and Regulatory
Ordinances, 31

109

Excess (appi'Opr:iatlonS) , 10 8}_

«

by




]

@Purchases .

- Purchasing Ethics, 109

. Recruitment, of Students,
" Registration Fees,

~ » -

Police Department, 84

Police Equipment, 112

Political Aid and Legislative"
Influences 115 o e

Postage, Purchase of, 112

Presidents' Homes, 113

Prisen-Produced Goods,

Promotjien (faculty), 63

Property, Acquisition of, 110

Property, Deletion,; 121 - 7

Property, Lost, Stolen, Damaged, 121

Property, Transfersy 121 § .

Property, Use of University, 126 .

Publications, 30

Publications Board, 43 -

Publications Policy, 43

116

" Public Information: Officen, 51

Public Office, 72 _ ‘

Publications, University, 52

Publicity of Individuals, 111,
108 -

Purchasing Deadlines, 110

\
Receipts; 105 . . -
Recejving Reports, 110 .
‘Recruitment and Resignation (:Eaculty) 61
112

139 -%r’ )

Reimbursements and Payments, 107, 120
. Religious Life (students), 100
Rented*Machine$ and Equipment, 111
Requisitions, 108 .
Research Grants, 66 .
Reserving University Facilities, 9.2
Residence Halls, 97
Retirement, 44 . .
.‘Retirement Programs, 137 »
- Revolving Furd, 107 . ' y
Safe Combinations, 108
Jafety Regulations, 139
S'a{lary Deductions, 135 - -
Salary Payments, 134, 136 » -
Salary Reperting, 136 ' D
. ‘Sales, 119.
' Security, Bulldlng Hours and Keys N
(students), 85
. Seminars, 76 ; i
Short Courses, 76 -

Sitk Leave; 25 ) . . )
| . 165
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" Supplies and Equipment,

'y Teachers,

. University Dames,

" Vacation Leave, 24

Slgns and' Posters, Erectlng and
Pa1nt1ng, 85 '

Small Class Report,

Smoking, 45, 73

Social Security, 45

Solicitation by Salesmen (faculty
and staff) , 45

136

@

Solicitation of Funds, 45, 50 c |
Solicitation of Students, 83 . |

Standards of Conduct (students), 82/ .

_ Standards of Personal Condu%t, 46 ' ‘

State Property, Accounting and - o ‘
Responsibility for Use of, 122
Station Wagons, Use of, 127, 128 |
Student Activities, 96 -
Student Evaluatlon of Class . ‘ ' J‘
' Instruction, 75 o e
Student Information by Phone, 1_01 ‘
Student Service Fee, 99 o
Summer School Teaching, 65 '
108 S

Surplus Products and Equipment, ' "
Syllabi of Courses, 75 ) \

\
\
Teaching Load, 70 ' : |
|
|
|
|
\
\
|

-Telephone Calls, Long Dléta/nce 48
Telephone, Direct Distance Dialing,.
"Tefeplflones, Pay Station, 121 °
-Telephones, Unlisted, 112
‘Television Statlons Pthlblted 113 L
Tenure, 57 - |
Terminatiopn of Employment, 17 |
Texas Association of College

79

Textbook ‘Adoptions, 30, 71

Traffic and Vehicle Regulations, 33, 84
Traffic Hearing Board, 90

Travel Regulations, 129 '

Travel (students), 92

Trespassing, 43, 83 e s
Tutoring, 76
Typewrite?s‘,

Teaghlng Load Report 136

Executive, 111

University Calendar, 92
48

Unlawful Demonstrations and
% Assembly, 12, 42, 83 o

Vehicles, Passenger, 114




. . " \%nding Machines, 120

g Vocational Teacher Training, 114 ¢ . _ ' : y

Vouchers, 118 : K k LN

.. Walking Privileges, 76 - ‘ , !
Withdrawal, Enforced, 81 '
Withdrawal, Voluntary, 81 ‘ ,
~ Work Bgeak, 137 _ : . 4 - .
" Workshops, 76 , ' ' o
/ -
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