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THE COLLEGE AND THE COMMUNITY

.,Keene State.College, a member of the UniversitySystem of New Hamp-
shire,'Ilas purposefully chosen to be a small, coeducational, four-
year c011ege with liberal arts, sciences and teacher education
programs. A.- long -range development plan stressing limited growth
assures that' the college will remain manageable and able to empha-
size the advantages of closer educational and processional eelation-

, shigls.between student and professor.

1.00

. %

The city of Keene, a community of 20,000 people in the southwest t

'corner of New Hampshire, is located about 30 miles north of a
direct line drawn from Albany, New York,and Boston, Massachusetts,
-and ao air miles from each metropolitanrcenter. The city, situated
in a valley ringed by wooded hills, is in the heart of the noted
Monadnock Region, which offers a. rich variety of culturar-and
re?ational opportunities.

The college campus itself is situated on the edge of the urban area,
five city blocks south of the Central Square. The greater part of
the campus lies between Main Street--a spacious thoroughfare designed 1

by the original settlers of Keene--and the Ashuelot River, whose
curving course is now Wridged to provide access to the,a letic.
fields. Future campus expansion is planned generally wett and south
into more open country.

tt

Physical location.and philosophical orientation nurture a warm,
friendly and cooperative relationship between campus and community, each
striving to integrate its facilities, resources and programs tothe mut-. r

ual benefit of both. . ,
4

History and Growth 1.10
4

In a little more than a half-century, Keene State Collegerhas,grown
from a normal school of 26 female students, five teachers and a
principal, to a division of the state university with a campus popula-.
tion one-tenth the size of Keene.

$a

When Keene Normal School firtot-opened in 1909, the General Court of V
New Hampshire had authorized a two-year program to train elementary
teachers.. Programs in Secondary Education, Industrial Arts and Home
Economics were added and, in 1928, the authority to grant-degrees
of Bachelor of Education. Keene Teachers College evolved in 1939;
graduate studies were offered after World War II; and, the Master of
Education degree was introduced in 1951. During these years the
college operated under thd direction of the State Department of Educa-
tion.

In 1963, after a re-examination of the needs,of higher education in
New Hampshire, the General Court established Keene as a division of
the, University of New HaMpshire, with the designation of .Keeney State
College. Additional curricula were authorized and the college now

11.



awards the degrees of Associate in Arts (two-year pro ram), Bachelor
of Arts, Bachelor of Science,

. Bachelor of Science i Education,
Master of Education and Master of Occupational 'E cation. (The
Bachelor of Science in Education replaced the-Bachelor of Education
degree as of June-19731.

'The two original buildings of the normal school still serve the
College. One is the president's home and the other is.the Hale
Administration Building. .These two stately white structures com-
bine with,Parker Hall, the oldest classroom building, and the
Spaulding Building,to provide the college's facade on Main Street.
This aspect is nearly the same as in 1925.

To the west, however, the campus now includes more than 48 acres.
Six major residence halls, a dining, commons, six academic building
a library, a science center, an industrial technology buildin
several aukillary buildings-have been added. For a-comple
description of buildings and their functions pee the ning pages
of the College catalog.

Control and Support

Keene St ege is governed by.,the 25-member Board of Trustees
e University of NeW Hampshire. By legislative act of 1963,

two members directly represent the College: is KSC alumnus elected,
by alumni, and the KSC president; who is an ex officio member of
the board. No, employee of the College may serve as a regular member
of the Board of Trustees.

\\,
Financial support of theCollege is by legislative.appropriations
through budgetary requests of the Board of Trustees, and from tuition
and fees income from students, with state support about one-third e,
and student support about two-thirds. New Hampshire's General Court '4iff
meets or alternate years, so that all 'fiscal planning is on a bit.
basis'. Funds for Keene State College are included im'the general
appropriation for the .UnlitersitV System.of New Hampshire.

Board of,Trustees

The Board of Trustees, which governs-the University System of'New Hamp-.
shire, meets on the third:Saturday of each month, September through,

Except when Immediate action is necessary, all matters pre-
rented to the,Board are routed to'the appropriate committee for study,.
:',and report. The standing dommitteesof the Board are: Executive,
Agricultural Affairs., Alumni Relations, EducationalPolicy, Finance

, (*nd Budget, Personnel, PlAnniag, Property and Plant DevelOONent, and
4'tudent Affairs.. Provision is made for the appointment of SPecial '"
:committees as"required.

12
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Accreditation Degrees
(

Keene'State College is accredited by 'the New 'England Association of
,. Schools and del,leges,.and by the National Council for Accreditation

of Teacher Education.

4.`

7.1

The following degrees are offered.(With degree and intent):

r 4

Bachelor of tcienCe in Education.(1971) -- Prepares teachers for
the public schools of New Hampshire.

Bachelor of,Arts (1963) -- Offers alaalanced and broad arts
education with-emphisis in-a major field.

Bachelor of Science .(1963). -- Provides pte-professional foundations
to students,who plan to enter,schools of law, medicine, engineering,
pharmacy and the like.

40.
-

Bachelor of Music (1972) --'Prepares teacherl and supervisors of music
from kindergarten through Grade 12,

AssoclateJP Science (1,968):-- A two-year course which frepaees
graduatee':to hold Supervisory positions in modern indmstry,and tech-
nOlogy,

e

Associate in Arts in General Studies (1973) -= .two-year course pre-
paring undergraduates in liberal studies.

Master of Education (1,951) -- Offem'advancedprepatation,_tp.those
who arteaching or wish to teach in the state.

. .

Master of Occupational Education-1911)'' Offersadvanced.preparation
for Vocational educators, provided in consort with;other xempuses.of
the UniverSity'SyStem of New Hampshire.

13
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OFFICERS: OF THE COLLEGE/

The following is a directory of KeeneState College adMinistratOrs
Whose duties ordinarily bring'them. into frequent contact with members
of the teaching faculty. (Indentation indicates the individual who
reports to the administrator)-

The President

The president, acting under the authority of the Board of Trustees,.
is the chief executive officer of the College.- He is charged with
the general supervision of the interests of,the College and has
special oversight Orthe various departments of instruction and
operation. He presides at all academic functions at which he is
present,' is a member of all College'committees and councils, and
represents the College before the public.

Alumni Executive Secretary

The executive secretary of the Alumni Association, under the :

preSident,malntains contact between theucampus'and the gradUateS,
publishes alumni informational materials, keeps records of alumni
addresses, and plans various activities for orrby the aluMni.

Assistant to the President
0,4

(
-The aAiseiht to the president ,carries out such assignments and
responsibilities as arerequested by the president, and repre-
sents the College when so asSigned bythe president.

Dean of the College

The dean of the College, under the authority ofthe President, is
the chief academic administrative officer of the College and'is
principally responsible for the academic programs of the College.
The dean recommends faculty appointments, reappointments, pro-
motions, salary, and tenure to the president. 'The dean reviews
departmental proposals and chairs the Academic Council. When the
snesident is absent from he'campus, the dean assumes the responsi-
bilities of the chief exedbtrve officer. .

Assjstant Dean of the College-

The assistant dean, under the-dean of the College, coordinates
the general outreach programs of the College, including con -

tinuing education and sunnier session programs; oversees the
effectiVe operation of the Graduate program, itervi,wing candi-
dates, presenting studies on course planning sheets and assign-
ing advisers (consulting as appropriate with the Graduate Council);
and assists the dean as requested by that offi,per.

14
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Director of Continuing Education and Summer Session

The di rector of continuing education, and summer session pro-
grams is the assistant dean of the college, and is responsible,
under.the'dean, for alt, matters pertaining to the administration
and development of these programs. The director coordinates
course offerings, faculty assignments, and finances in this
area with the dean of the college. N,

Assistant Dean of the College and Director of Care er Studies

The Assistant dean and director of career studies, under the
dean of the college; provides leadership and cdordinaton in
the design and developmenx of proposals for external funding;
in Advising faculty and administration on strategies.and
techniques for making existing programs more career relevant;
61 developing needs-assessment studies for new or expanded
caroler programs and exploration of funding sources; in working
with the Community Advisory Council and Tedhnical Education
Advisory Committee to continue the development.of existing
career programs; and in studying and making recommendations
for expediAing thecareer-orientation of the College's
programs. The assistant dean from time to time has special
responsibilities in certain-types of fund-raising camppigns.

College Librarian r.

The Coliege'librarian, under e dean of the college, adMinisters
the,library_and.supervises the libbrary staff. ,fhe librarian
is respontible-for policy formulation+ cooperation with the
Advisory Committee on Library Policies, and also supervises
the hmformation Retrieval System and the College's media
services.°

Coordinator of Media Services

The media services coordinator, under the librarian, is

responsible for the procurement, custody and distribution
of Media services equipment and materials. The coordinator
-is responsible for the reasonable availability, scheduling,
maintenance, efficiency and currency of media services
equipment, materials, and other aids provided for instruction
and education purposes. The coordinator advises the business
office on all purchases, from whatever source, ofmedia

`'services equipment in-order that such equipment may conform,
to the maximum extent, to College standards and be compatible

, with other aspects of the media services.. The coordinator..
advises and works with faculty On the values, advantages
and techniques of utili ;ing media services aids and must
therefore be cooperative, empathetic and responsive.

15
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Director of Information Retrieval System (Media Specialist)

The director of:the Information retrieval systeMs under .the
college librarian, plans the development and expansiqn of
the Information :Retrieval System as a supplemental teachjng
aid;, cooperates with-otherinstitUtionsAnd networks for
wideniftlthe IRS reSOurcesof the College; Works. with'fac-
ulty and other Staff in development of appropriate.materiats
and services; trains students inthe.use apd operation of
the IRS system; and represents the College on appropriate
comMittees:and bodies,,upon retommendation'of the librarian
and appointment by thepretident.

Director of Athletics .

The., director of athletics, under the dean of the college, super-.
vises and directs intramural and intercollegiate athletics in
consultation with the .Athletic Board of Control. It shall be
the responsOility of the Athletic Director and thelaculty ath-
letic representative of the college to filetwith NAIA District 32N
Eligibility Chairman, on.offical forms Signed by the registrar of
the College, a typewritten -list of all players eligible to parti-
cipate in the sport In season. These lists Shall be in the office
of.the District Eligibility Chairman on or before Octbber 15 for
fail sports, January 15 for winter sports and April 15 for spring
sports.

2.27

Director of Thorne'A t Gallery 2.28

r. The director, reporting..tO the dean of the college, is responslble
for scheduling:, displaying and securing exhibition of works of art
consonant with policies of the Thorne Art Galleg.

4
tp

Director of Administration'

The director of administration, under the authority of the presN.
dent,-Is the chief financial. officer of the College who develops
andicgordinates the'College.budgeting.system; oversees, the CoM.7
puter Center and business operations of the'College; supervises

.

pertonnet management policies and-procedures of the College;
undertakes Institutional research or coljects.and collates data
from operating units of the College for analytical and reportiflg
pitrooses; and performs such other administrative duties as are
assigned by the president.

Busipess,Manager

ThebUsinesS manager, under the director-of adminis ration, is
responsible for the preparation a administrationo College
budgets. ThIS office also administers staff-personn 1, payrolls
and fringe.berefitS,--procurementof-supplies and equ pment, and
maintenance' ofaccounts."

16.
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Assistant Business Manager

The assistant business manager, under the direCtion of
the business manager, assists in the preparation and
administration of College budgets; attends to matters
involving staff personnel, payrolls and fringe benefits;
assists in the procurement of supplies and equipment,
and in the maintenance of accounts.

Bursar

The bUrsar, under the business manager, is responsible
for billing and receiving all funds due the College,
except for NDEA loan repayment notices which originate
from the Financial Aids Office.

Bookstore Manager

The bookstore Manager, under the director of administra-
tion, is responsible for the operation and management of
the College Bookstore. This office purchased, stocks
and. sells textbooks, reading and class materials,'Iabora-
tory supplies and basic sundries.

2.32

Computer Center Director

The computer, center director,, under the dir r of adminis.,
tration,'recommends on the selection of mputer equipment
and peripheral requixements, participates as the college
representative in the development of the University Systpm
computer network, and represents the college on1any otheti'
official committee or consortium involving computer faci-
cilities. The director works with faculty and other staff
in assessing feasibility and OrloPity of demands for com-
puter and data processing workloads. The direCtor may hold
a Joint faculty appointment (but ineluch faculty appointment
shall be responsible to the dean of4Ehe college.)'

Computer Operations Manager (r

The computer operations manager, under the computer center
director, is responsible for, the machine-processing of
records and reports; is the production manager of the com-

-puter facilities; and provides data processing for adminis-
trative offices.

Col lege 1106rmat ion- Of f ittr

The college information officer, under the directOlt of admin-
istration, oversees the Coltege's internal and external com-
munications and information services program, invo4ving the

rY

preparation of news releases, photographs, radio. and'te e-
lision media materials, and on-campus newsletters;,coo din

2.36

2.37*

and assists in the prOduetion of College publicatiOns; and assists
the President in protocol and hospitality services for campus
guests.

- 17



Dean of Student Affairs

The dean of student affair's, under the authority of the president,
Is the chief student-life officer on the campus responsible for
overseeing the following offices: admIsSions, registrar, health
services, financial aid-and career counseling, student union and
student activities, housing, campus security, dining, testing"center,
reading laboratory, dean of men and dean of women.

2.40

Dean of Men - Dean of Women 2.41

The dean of men and dean of women, under the dean of student
affairs, have supervisoryresponsibility-for the non-academic
activities and t*general well-being of all undergraduate stu-
dents. They are also r'esponsjble,for the entire residence hall
program, including staff seldction and training, and for pro
viding personal as well as academic counseling for students.
In addition, the dean of men supervises the reading. laboratory.

-Director of Admissions 2.43

The director of 'Omissions) Under the dean of student affairs,
is the admi-nistrator oi policies ofadmission tb undergraduate

.programs. . The director represents the college. In relationships
with secondary schools and provides candidates and school
officials with appropriate ,information about the College and
its admission policy. Evaluation of the credentials of students
,seeking advanced standing is conducted by the dean of student
affairs.

Assistant Director of Admissions 2.44

The assistant director, under the director-of admissions, helps
in administering the policies of admission to undergraduate
programs and performs duties as prescribed by the director.

Director of Student Activities and,
the L.P. Your Student Union

The director of student activities, under the dean of students, is
respo&SIble for coordination of all.non-athletic extra-curricular
activiiles, Including the campus activities calendar and the assign-
ment of all facilities to campus organizations, outside the normal
academic program. He has general supervisory responsibility for
the Student Union and works with the .Student Union Board' of Control
In creating policy and programs.

Registrar
4

The registrar, Under the dean of student affairs, Is responsible._
for maintaining the academic records of all undergraduate and
graduate students. This office is also responsible for the pre-
paratir of the master schedule of courses, assignment of all
classrooms and labs, establishment of the final examination
schedule;. and the pre-registration and-registration processes.

18
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Director of Financial Aid 2.47.

. The director of student financial aid, under the dean of- student
affairs, processes and evaluates financial aid requests and assigns

tithe following award (s): New Hampshire State Tuition Scholarships,
4keene State College Scholarship ,Grants, National Defense Student
Loans, Educational Opportunity Grants, College Work-Study Funds and
all loans and scholarships of the Keene Endowment Association. The
director is also responsible for the employment of students under
the state pai;roll of the College.

Director of Career Counseling and Placement

The director of career counseling and placement, under the dean of
student affairsl assists graduating seniors,aalumni and graduate stu-
dents in securing employment. This office develops and maintains
credentials and makes them avalla le to prospective employers;
provides career counseling for St ents; and maintains a library of
career materialiand information. This poibltion.is currently unfilled
and the functions are being performe by the dead of men and dean of
women.

Director of Housing

The director of housing, under the dean f studentnaffars,'is respon-
sible for all college housing including t e supervision of house
directors, resident assistant selection an training, the development
Of educational-programming in housing units and directly oversees
campus security.

2.48

2.49

Coordinator of Reading Development Laboratory 210

The coordinator 'of the Reading Development Laboratory, under the'dean
, of student affairs, is responsible for administration and operations
of the Laboratory which serves students wishing to improve both their
reading rate and their organization of reading material for better
retention and comprehension.

Director of Testing Center

4-
The director of the Testing Center, under the dean of student affairs,
administers a campus facility offering both individual and group
testing services. The,director; on behalf-of the College maintains
appropriate relationships with national testing services as well as
colleges, schools and agencies within the region and the state.

., ,.
Director of Health Service 2.60

The 41rector ofhealth servicest is in charge of hear) th counseling
and infirmary services. He supervises the nurses, medicaides,
medical technicians and other medical staff of'the health services;
oversees the care, maintenance and upkeep of health tfacilities on the
campus; and initiates and coordinates planning and studies f health
educatiOn and health services for the College.

2.51
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Director of Physical Plant Development

The director of physical plant developMent, under the president,
is responsible for all campus physical plonning.and new construc-
tion. The director is -also responsible for all matters relating
ta.plant maintenance and upkeep, and for grounds and custodial
service.

*

2.80

Assistant Director of Physical Plant Development . 2.81

The assistant director, under the dir4ctor of physical plant
_development, is ,responsible for the maintenance and custodial
care of all campus buildings and grounds; for operation of the
boiler plant; and for the maintenance of all utility lines
throughout the campus. .

Grounds Foreman 2.82
r-r

The grounds foreman, under the assistant director of physical
plant development, is immediately responsible for the con-
struction, mailikenance and repair of grounds,lawns, trees,
shrubs, flowers; secondary roads, parking areas; the moving
of equipment and supplies; and for other' facilities and areas
as assigned.

Building Service Workers_ oreman 2s83

The building'service workeri foreman, under.theassiktant
director of physical, plant development, is immediately
responsible /or the direction of custodial person9el'in
the performance of their,work.

Work Control Coordinator,

The work control coor inator, under the, assis,tant'director of
physical plant devel pmera, receives and organizeS requests,
for maintenance, repairs and in-house construction of College
facilities and utilities; assists in scheduling this work and
the procurement of supplies and materials; coordinates the
use of all College vehicles by fatuity and staff, as well as
the repair - inspection- maintenance schedule fOr all College
vehicles; and establishes and maintains schedules fOr.pre-
ventive maintehar'ite programs.

20
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PRINCIPLES OF FACULTY SEOICE

Although the term "faculty" is subject to a wide variety of interpreta-
tions, in this manual the word refers to those who teach at Keene State
College and'thtse who are concerned with the administration of instruc-
tion. Included in the faculty are: the pre'sident of the college; the
deans of the college; director of administration; professors, associate
profssors, assistant professors, and instructors; the librarians; and
certain administrators who hold faculty equivalence as a mark of pro-
fessional standing.

Instances of Required Trustee Approval

Faculty appointments made with the granting of tenure, actions involv-
ing faculty promotion, the granting of tenure, the grantinof emeritus

. status, the issuance of terminal contracts for tenured employees and
awarding of salary increases in-excess of $1,000 require approval of
the president and the Board of Upstees. Appointmpt of departmental
chairmen does not require trustedlapproval.

New Appointments

.

All new appointments must conf rm to thestandards and practices for ,

resident .faculty and any upwar shift in the percentage of faculty in
upper ranks must be In adheren e to established rank requirements.

Affirmative Action Program
.

An Affirmative Action task force has prepared,a draft statement for
Keene State College in.regard to the College's allocation of resources

"for student activities,"admissions policies, hiring practiceS, etc.
The director of administration is the director of the Affirmative
Action Program. The next step w1.11 .consist of a System-wide review
of the several campuses' statements -for submission to theFederal
government.

Academic Freedom

The rights and responsibilities of faculty members at Keene State College
parallel those set forth in the 1941 statement jointly issued by the
American Association of University Professors and the Association of
AmeriCan Colleges. The basic principles of this code are:

A faculty member is-entitled to full freedom of discussion in
research and in publication of floe results of his research, subject
to-the adequate performance.of his other academic duties.

'A faculty member is entitled to freedom of discussion in his class-
, room. It is his responsibility, however, not to introduce into his

teaching controversial matter unrelated to his subject,:

6
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A faculty member is at once a citizen of the state and community, a member
of a learned profession, and a member of an educational. institution. When
he speaks or writes as a citizen, he is free from institutional censorship
or discipline. He should always be aware, however, that the general public
(45,prone to judge the teaching profession and the college by his' private
'utterances and conduct. Hence, he should at all times be well-informed and.
accurate in what:he says; he should exercise the proper restraint and show.
respect for the opinion of others in speech and action. When speaking or
acting in the'capetity of a private citizen, lip should make clear that he
is not acting as aspokesman for the college.

Channels of Appeal andReview

A harmonious working relationship among faculty, administration,..and student
body demands cooperation, the easy circulation of-ideas, respect for diY-
fering opinions and, forbearance in the judgment of motives. A college which
fails to maintain this harmony inevitably suffers.

3.11

. -

Ideas, from whatever source,for the improvement of the college should obtain-
speedy:contideraticA and effective action. Even when critical of policy they
should not be stifled at the source. Each member of the faculty has a duty
td maintain What heibelieves to be the right,_bUt he has an equal responti-
bility to.-do so in.a manner which will defend the stature of his profession
and the reputation of his college.

A faculty. membe6who feels bound to questiOn what he conceives to be
injustice or milfunckion has Severachannelt operi to him.' tn, all cases it -

is expected that he Will seek satisfaction at the first possible opportunity,
through cOnference and, where Justified, compromise.

Depending upon the nature of the problem, these are the accepted channels
of approach. In all cases the decision of the trustees is final.

It is important to distinguish between the judgmentaltfunction of a collegiate
committee such as the Faculty ,Evaluation Advisory Committee (independently
elected by the facility of Keene State College) as a group to weigh evidence,
assess qualifications, and recommend thereon to the dean and the Faculty
Appeals Committee (alio elected by the faculty) on determinations made by the
dean after review by the Faculty Evaluation Advisory Committee. Clarification
of responsibility is necessary if the purpose and integrity of each committee
iS to be maintained. The Faculty Appeals Committee was established as an
appellate safeguard against capricious, arbitrary, or prejudicial actions, especially
(though not exclutively) in Matters of tenure, promotion and termination. In this \
sense, it functions as a "Grievance Committee" as recommended by the American
Association of University Professors The Faculty Evaluation Advisory Committee
is established for a more positlye (though not necessarily more important) pur-
pose; namely, to exercise professional judgment in advising the dean and there-
by provide faculty input into the professional evaluation process. This
indicates that faculty judgment on these matters it a primary responsibility of
FEAC. In contrast to this, the Faculty Appeals Committee functions to assure
due process has been observed, or that'no new, relevant or significant evidence
has emerged that would substantively affect the case at hand. The Faculty
Appeals Committee must .be the judge of, hether an appeal meets these standards.
(See also f.E.A.C., sec., 3.248; and F.A.C., sec. 3.30).,

s.
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The appeals procedure consists of the following steps:

1, Chairman of the department
2. Dean of the College
3. Faculty Appeals Committee
4. President of the.College

Curricular Problems

A faculty menber:mith.a question, proposal or- problem concerning curricula`,
. matters should first see his department chairman. Referral from the chair-
. man is as follOws: To the. dean of thecollege,to. the College Senate
Curriculum Committee, to the College Senate, to the System Academic
Planning Couridil (or, with associate degree matters, to the Joint Manage-
ment Team), to the%Educational Policy Committee'of the trustees, and-
finally to the full-Board of Trustees.

Faculty Rank
3.20

3..15

The ranking of- faculty at Keene State. College follows'the usual ascending
pattern of American academic life: instructor, assistant professor,
associate professor, and professor. All appointments are made by the
president, at the'recommendation:of the dean of the college. The appoint-
merit of a dean or a' director requires Board of Trustee approval'.

Visiting or part-th e faculty, adjunct faculty, and designated "lecturers",
serve outside the rank and tenure scale. Graduate teaching assistants have
the temporary status:of junior faculty (see .Graduate Assistants., section
5.40)

i
.

-AdmihiStrative officers Who hold faculty equivalence:serve'withou tenure
and their relatioriship to the-i-nstructional pattern:1i either shown in .

the organization chart (see appendices) or is specially rflesignated-by the
president of the college. , p.

Qualifications

Instructors.: Shall have completed, or made substantial progress toward
completing,'formal advanced study appropriate to their'field.

Assistant Professors: Shall have completed formal advanced study appro-
.

priate to their field and have had successful teaching or other relevant
experience.

Associate Professors: Ordinarily shall have completed doctoral studies
or the equivalent in their field, have had-several years of successful
teaching experience, and have demonstrated professional 'growth bricl

scholarly activity.

Professors: Shall have a background of successful teaching and research,
marked, by the Perspective-of mnturrty and experience, or by some creative
attribute generally recognizable in the academic world-as a special asset
to a faculty member.

23
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Graduate F cult

-14-

Graduate faculty are those empowered to teach and advise. graduate,students,
serve o graduate students' committees ..(both prellmiharand final), legis-
late o curricula and standards,, and elect members, to the'Graduatetouncil.
The gr duate faculty was established by'trustee action.

The- riteria .used to select-graduate faculty. are:

F. Be a member of theCollege faculty.
. The graduate faculty shall possess interest
-and competence in scholarship andmust Wave
a genUine conceeh for, and competence in,
graduate teaching and advising.
Graduate faculty shill hold the academic rank
of assistant professor or above in a department
of the College for the course that is offered.

4. .A graduate faculty member shall be recomrUended
by the Chairmam of his department.

5'. The'appointment to the graduate faculty must
fbe approved'by the direct'r Of graduate StudieS
'and the Graduate Council, andf!yoted upon by the
lull..graduate faculty.'4

6. The graduate faculty member shall possess the
earned doctorate in his field (Those members
of the faculty holding the academic rank'of
associate professor or Professor and a mihimum
of 30 semester hours beyond the master's degree
in their discipline_prior,tO. June 30,1968, shall
be eligible for graduate faculty memberShkp in
accordance with items, 1, 2, 3, 4 and 5 above.),0

7. ExCeptions to the requirements for membership on
the graduate faculty stated aboveQmust be
approved by the director of'graduate studies
.and the Graduate Council, upon the recommendation
of the department chairman.

4

Notification ofStatus 3.23.

Upon appointment,and as early as possible,in the spring semester 'of each
year, faculty members are provided notice'of the terms of 4Peir con-
tinuous employment, regardless of their tenure status.

1LAnnual Evaluation: 3.24

The evaluation process_begins with the individual faculty member. He is
respOnsible for keeping complete and accurate records of his college,
community, and OrOfessional activities, and informing the chairman of his
progress. Any information which would support a recommendation for pro-
motion or tenure should be included as an appendix to the Faculty Informa-
tion Report. Non tenured faculty members and those desiring promotion
,should Invite their chairman to make two classroom visits each semester,
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At the option of either party, a conference may be held following a Class-
.

room observationAt the end of each ;annual evaluation period, and more
frequently if desired or necessary, each faculty Member should review his
annual progress with the chairman.

4% -

If not recommended by his chairman a\Member of the faculty has the option
of initiating a recommendation for his own' promotion, andiAhould then submft
it to his chairman for InclUsion with his Faculty InfOrmation Report.

Standards -)

Criteria for evaluation
4

1, Teaching Effectiveness - as observed by chairmen, :colleagues; and
'Students. This criterion should be reviewed mostserlotaly by all
concerned.

: ,3..24A

2. Scholarly Qualincations - such as work toward or achicyement of
highest degree standard for professional ppsition,'completron of
research worthy of publication, apd recognition by colleagues in ,

lotality, region, or nation.

3. Service to College - such as active membership 9n department or
college committees and assistance to students and student grOups
on campusl -

44. Community Activities, - as related to professional services.

The minimum periods of service in rank for promotion at-Keene State College
are as follows: -

. ,- -

from Instructor to Assistar-Professor 3 years

hg\
from Assistant Professor Associate Professor 4 years
from Associate-Professor t Professor 4 years

.. .

Total service, whether continuous or interrupted,'will be given to the,
establishment of a department advisory committee on evaluation'. All recom-
mendatidns of this committee should be presented to the departmept chairman.
He should review these recomm dations before completing and submitting his
reports.

Faculty Evaluation.Advisory Committee

. The five members of the FacultyEvaluatIcin Advisory Committee (FEAC)
shall be elected by the Members of the faculty who are subject to their
evaluation. The election shall be conducted on the first Wednesday in
October by the Secretary of the College Senate, using a written ballot
which shall contain the names of faculty, from the upper tWo ranks, except
that faculty 'serving as department chairmen shall not be eligible. Faculty
members of the upper two ranks who must be reviewed for tenure, know they

. will be nominated for tenure by their chairman, or do not wish to serve
on this committee should notify the Secretary at thelar earliest convenience.
Their names will not appear on the ballot. Any facufty member elected
this committee who is subsequently nominated for review must disqualify

- 25
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elf from.service. The faculty members recelvind the 6 -.10th larg-
number of votes will serve as alternates as required..The members
his advisory committee will review all faculty submitted for its, /
Nation, in relation to college criteria, with equal impartiality
llis4ualify themselves In favor of-the alternates in particular cases;
rather, a faculty member berng reviewed by the committee may exercise

right of pre-emptory substitution for-one, and one only, member of
PFAC whom he/she does not wish to participate in the review of his/her
C)41,Se. In such case of pre-emptOry substitution, the next ranking*alter-*e serve. The committee will select its own- chairman who must .

4Intain open communication,with all members on pertinent matters.

00 ter due deliberation the Faculty valuation Advisory Committee will
*Ubmit its written recommendations on promotion In'prlorlty for each
academic rank along with Its reports on tenure and termination to the'
Mean. The committee will seed to each chairman a written report on Its
recommendations relative to their faculty' members with an indication of
ommittee vote. The chairman wilt inorefaculty Members of the recom-'
ndations ofthe Advisory Committee. The function of this.COmmittee
strictly advisory it nature and its priority recommendations on pro-

Motion do not demand subsequent administrative endorsamenW,

pedh's Role

The dean will provide the personnel files.excluding salary information of
e4h faculty member under review upon request of the chairman of the
qculty Eva cation Adviiory. Committee. His role as adjudicator. pre-
,Oludes adriferept to the chairmanor members of the advisor4 -c,ODrlittee
fr!in specifiOndividuali, with'the exceptioncpf the cKairman. Ofi depart-
Ment ChairMen he will submit.writteo statements. However,,he WIll
"Include with the personnelfoldert all information deemed,relative to
''"the formation of value Judgments by the committee. The,connittee may
.,consult with the dean on all matters of 'general nature.'

3.24C

The Deanand.the President 'in the case Of Department Chairmen will make
the final decttions basedon.all available information including the reg-
tommendations of the department:chairmen, the Faculty- Evaluation AdvisorY
Committee, colleagues, students, and other'potsible sources. He shall ','
notify all members of the .edVisory committee, department chairmenOind.
individual faculty of his decisions befpre presenting them to the Board of
Truste'eS.:

The College taketccgnizance that the Legislature of theState of New., 's

'Hampshire usually postpOnei the appropriation-of funds for State Departments
late, in it,vworking sessial. However, kis .Important that .staff be

provided letters'of Incept no laterhan April 1.of the given year. Such .

letters should be- conditional Iv nature.

26



Student Participation in Faculty Evaluation

-17-

Students should participate in the evaluation process. The 1969 final
report of the local A.A.U.P. Committee T on Faculty Evaluation stated:-

"Students must and should have a meaningful role in the process
of faculty evaluation. Students often inform departmental chair
men of' their grievances; they should also make sure they, record
favorable reaction. Students should further be allowed to com-
ment on their professors' teaching abilities in anonymous written
forms. A Class period-near the end of each semester should be
set aside for preparing (filling out) these forms. Two copies
should be made, one to go to the individual faculty meiber, so
that he may .improve his teaching abilities; die-tsecond, copy

,should go to the department chairman to become part of his records."

These suggestlInswe in agreement with the general recommendations of the
American ,Association of University Professors regardlng faculty evaluation.

The general-objeceives of student participation in faculty evaluation shouldbe (1) Improvement of-instruction, (2) Assistance in the evaluation of
teaching effective ess,/,and (3) Encouragement of student reflectioh about.44
their educat i ona 1 EIves and ea rm ng

Improvement of Instruction:
A

If the evaJuation of faculty by students is to improve the quality of instruc-
tion, cirticism must-be specific, and positive suggestions should be written
in the space provided. :Mere wld be no reluctance on the part of students
to inClude comments directed toward the improvement of instruction if pro-
vi.sion is made for anonymity and they are assured the evaluation sheet will'

' not be reviewed by the instructor until after the grade reports havebeen
processed and mailed. The analysis of the forms by faculty members will be
facilitated by such additional information as whether the course was, required
or elective, withih or outside the major.

Evacuation of Faculty.

The collective ratings of facultyby students should prove a valuable
asset to department chairmen in making final judgments of faculty per-
formance. Each additional mode of evaluation gives the.chairman another
source of information from which to make evaluation moreobjective in
nature. The nature and purposes of higher education have receivleed
extremely limited consideration in most colleges and universities. Des-
pite many apparent changes noted in the academic world, the institutions
of higher education have frequently resisted positive evolution by defaults,
No study has been made, to determine when and how learning has taken place
in each course, and how effectively the instructor stimulated thinking.
There has been no method of obtaining opinion of how the stated objects-yes
of each course are consonant with student opinion. Students should have
an opportunity to express their thoughts on these matters. Through the
use of the Student. Evaluation Form faculty members and chairmen can be
appriied of differences in thought, the rationale for the disagreement,
and the need for change In course and program objectives.

,2'7

3.2110



r

Procedures for the Administration- of Student Evaluatiob Forms:' 3;24E-

1. The Student Evaluation Form adopted. by the College...Senate is the
official -instrument, . .

,2. The Testinenter is responsible for the distribution and-collection
of the evaluation instrUments._

3. The Testing Center PrOvides the evaluation.instrumehts to the Com-
puter.Centerjor tabulation of.results.

.,-

4. The Computer Center has the summer-to process the data and to generate
the print-out reports.

. ,

5. The print-out of the results are delivered by the Computer Center to
the Dean of the College forproper distribution to the/Chairmen
individual faculty members. ~ "

6. No additional use of the data base will be authorized except'by the
Dean of the College.

.

Establishing Tenure ^

TTi-ks tenure 'policy was approved by the Board of:Trustees on Detember 19,

5

a
1 All members of the faculty without permarrent tenure are appointed for

oneryear terms which may be renewed follo*ing an annual review of
individual performance by the appropriate dean,lor other administra-
tive officer in consultation with the department chairman..

Permanent tenure is a status conferred on faculty members on their
demonstrated merits without regard to period of time served, except
as provided below". Such tenure can be acquired only by affirmative-
action of the'Board of Trustees On the recommendation of the president
as adv-i-ied ty the apil,ropriate dean, director or other administrative
officer_in consultation with the appropriate department chairman.

'A. An instructor is not eligiOe for tenure. After no more than
four years of full-time service in this rank, he will be promoted

. or notified that his appointment will not be renewed at th n'ci

.
of the' fifth Supervising teachers at the labor ry'School
and librarians a l'be the exception to this se n. Afier a'
minimum of three years of full-time service this,classification,
he will be eligible for tenure as.a superVising teacher at the

, laboratory school or as a librari , or he will be notified that
his appointment will not be r ewed at the end of his seventh year
04service.

.# ' j
---

B. An sistant10-66Fessor i eligible for tenure at the and of six
years_of-Service as a full-time member of the college faculty
i :trlUiding his years of service as an instructor. If tenure is

,not granted at this time, he will be notified4that his appointment
will not be renewed at the end of his sevtnth year of service.
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An associate profes§cir promoted td this rank is appointed with
tenure, provided he as been a full-time member of the college
;faculty no less than three ears. A member of the faculty newly
appointed to this raric, isgeligible fdr tenure upon completion
of three years of service. If tenure is not granted at this time,.'
the faculty member will "'be notified that his appointment will not
be renewed atthe end of his fourthyear of service.'

D. A professor, promoted to this rank, is appointed with tenure, pro-
vided he has been a full-time memberzof the college faculty no
less than'two years. A Member of7ttir faculty', newly appointed
to this rank, is eligible for tenure upon the completion of two
years of service. If tenure is n6'granied at this time, he will
be notified that his appointment will not be renewed-at the end
of his third year of service.

III. Members of the faculty holding administrative positions are not
granted tenure in that capacity.

o

IV. The faculty Evaluation Advisory Committee shall advise the dean of
the college in regard to the granting or non-granting of tenure in
accordance with above criteria and standards.

Age of Retirement
,

The tenure of .a faculty member ends on June-30 following his 65th birthday.
On the initiative of the College and at the discretion of the Board of
Trustees, he may thereafter be employed on annual contracts, but not beyond
the.June 30 after his 69th birthday.

Such exceptions shall:be primarily in those,cases.where the faculty member's
specialty is so unique that a replacement cannot be readily made without
detriment.to the academic Program.

Notice of Resignation

A faCulty member terminating his employment should submit a formal letter
stating his intention at least four months in advance of the effective
datql, This procedure is standard through the University Systemi

. The i-esigna-
tion,should be addressed to the president of the college, and transmitted
through the department chairman and dean of the college.

Dismissal

In accordance with University System policy, and recommended AAUP standards,
faculty members with,permanent tenure may be.sUmmarily dismissed only
for proven, grave moral delinquency. In all other cases, excepting the
lack of fupding or the termlnatioh, of an academic program the following
procedure applies' regardleSs of grounds for dismissal:

A. The faculty member shall-receive one acadeMic year's written
notice of the proposed dismissal

B. At written statement of reasons for dismissal shall-belorwarded
to the fatuity member by the presidentof the college, normally-
only after thorough discussion between the faculty member and
the dean, director, or other admi94stratUve officer concerned.

3.2e-
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C. The fact' member shall have the right to hearing as follows:

1. With the executive officers concerned.
2. Bycappeal through the Faculty Appeals Committee of the College,

which will examine the case accordi=ng to its own rules and
precedents and shall thereupon advise and counsel the president.
(This appeal is not mandatory, but is at the discretion of the
faculty membere)
Before the personnel committee of the Board of Trustees, sub-
ject to the committee's pleasure; procedures to be determined

, by the committee.'
4. Before thelaboVe committees.in consultation with' one or more

scholars, in the faculty member's field, if the grounds for
dismissal involve pmfessional competence. The faCulty member
and the administratiOnmay each select an equal number= of
scholars from the fadplty of the University or a similar
institution.

5. Hearing results will be reported to the Board of Trustees, which
will serve as the final authority. In none 8ut the most extreme
emergency may a faculty member of permanent tenure be dismissed
for financial reasons, and then only after the College hds made
every reasonable effort tO accomplish the economy by other means.

4

Non-Renewal

Faculty members without tenure who have completed less than one year of cck
tractural service shall be notified of non-renewal by March 1st. Faculty
members withoUt tenure who have completed at least one year but less than two
years of contractural service shall be notified of non-renewal by December 15th..
Those without tenure but with more than two contractural years of service shall
receive a full academic year's notice. All notices shall be in writing. (See
also Tenure, section 3.2$).

Faculty Appeals Committee 3.30

The Faculty Appeals Committee (FAC) functions as a mediative and adjudica-
tive body to dearwith the personal professional problems of members of
the faculty which cannot be eesolved through ordinary administrative and
departmental procedures. Any regular member of the faculty has the right
to hove his case considered by the Faculty Appeals Committee, composed of
five tenured members of the faculty elected on the first Wednesday in each
October. Faculty members currently serving on the Faculty Evaluation
Advisory Committee (FEAC), including alternates, are' not eligible for
election to FAC and newly elected FAC members are not eligible for
election to FEAC the succeeding fall. Members of FAC are elected by
the entire departmental faculties; persons receiving the sixth and
seventh highest number of votes are designated as alternates and serve
in any case in which a member of the 'committee may be involved in a con-
flict of interest.
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Leaves, of Absence

All such leaves are privileges granted by the Board of Trustees on the
recommendation of the dean of the college, after he has consulted the
department chairman. Petitioners should apply one full year in advance
of the date,, the leave .is to begin. A formal letter to the dean of the
college should,deteil the purpose and circumstances, and should bear the
endorsement of the department chairman. Each case will be considered on
its merits and in the light of its value to Kew State College.

A. Leaves for Professional Improvement (Sabbaticals) Faculty members
who have attained at least the.rank of assistant professo °r become
eligible after six years of full-time service in the rank of
instructor or above.. Previous leave time is not included in this
total.

Ordinarily sabbatidal leaves are inten4ed fo.r faculty members who
have'' completed advanced preparation. They are granted to encourage
professional study, research and creativity.

Exceptions may be made in special cases where the faculty member has
shown substantial recent progress in formal advanced study and where
completion of such wouldibe of signal value to the college.

Such leaves are-granted with the understanding that the recipient
shall return to Ole service of the college for one year or reimburse
the full amount of the salary received while on leave.

B. Leaves.Without Pay -- Th8e are not ordinarily granted for more than
one year. Application follows the procedures outlined above.

C. Resident-Sabbatical -- After four years of employment a Keene State
College faculty member shall be eligible to apply for a resident-
sabbatical.

A resident-sabbatical is an academic year during which the faculty
recipient is relieved of any and all committee responsibilities both
departmental and college-wide, and all other assignments, outside of
ther7Nptimary function.

Application follows the procedures outlined above.

-21-

Other Faculty Absences

All faculty members are expected to meet.all scheduled claSses unless ill or

excused, or a qualified substitute covers the assigned on an

emergency. basis, with approval of the department chairman.

A. Illness -- The department chairman should be notified as soon as possible

after it becomes evident that a faCulty member will not be
able to teach his classes. ,The department chairman will
arrange fo.r other members to cover the claSses. If a class,

because of its schedule or content, cannot be substituted,
the chairman will cause a'notice to be posted. Faculty

members are asked not to-post-such notices.

B. Sick Leave -- The policy of the college-is to make sure that all classes

meet with an instructor present. The illness, of a member of

the faculty will be compensated in one of the following-ways,
depending upon its duration:
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1. A brief absence, up to one week, will be carried at, full Wary with
colleagues substituting within the department on a reciprocal basis
(see A above).

2. A longer illness, up to one semester, will ordinarily be carried at
full salary. In this case a regular substitute will be provided by
the college.

3. Illness longer than a semester is presumably covered by the faculty
member's enrollment in ,an available income disability protection
plan. (See Disability Insurance).

. Excused Absence A limited number of excused absences from class may be
granted for compassionate needs,.attending professional meetings andthb

... like. These are always for cause; they must be arranged in advance Ind
bear the endor:sement of the dean of the college and the chairman of the .

department.

D. Vacations -- By vote of the College Senate, no faculty member is to be
excused from meeting the last class before a college vacation or the
first after a vacation,. unless he is ill.

t.

E. Visitations -- When an outside speaker is invited, the faculty member whose
class Ile is to address, or a faculty caleague, should be present toAintro-
duceand-assist,himas_amatter of academic courtesy.,-

Fulfilling Public Service Duties 5.35

The college or University teacher is a citizen, a member of a learned pro-
fesston, and an officer of an. educational institution. When he speaks, or
writes, as a citizen,-he should be free-from institutional censorship or
discipline; but his special position in the community imposes special
obligations. As a man of,learningrand an educational officer, he should

mremember that the public may judge his profession and. his'isnstitutiom.by
his utteiances. Hence he should at all times be accurate, should exercise
'appropriate restraint, should show respect for the opinion of,ottlers, end
should make every effort to indicate that he ls not an institutional spokesman.

Outside Professional Services

Faculty members may undertake outside professional 'services as long as these
nobligations do not impair the instructional; scholarly, and other services

which they-are expected to fulfill for Keene,State College-. Any service
undertaken should be of a nature to sustain the prestige of the college and
the professional competence of,the faculty member.

Major obligations must be placed on 'record,.in writing, through the depart-
ment chairman, with the appropriate dean or,other administrative officer.
He shall 'give his written approval or disapproval. In case a 6culty member
is doubt whether outside obligations might.impair his instructional,
scholarly, or other services within the. college, he is'expected to.consult
with .his department chairman and dean.

Faculty members holding elective office, will have a proportionate reduction
in pay if they are unable to meet their obligations to the college.
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Office of the Director of Administration
. 3.49

This ffide Is responsible for bUsiness management, budgets, contracts,
administrative records, personnel, affirmative action,: college information,
the computer center, office apd.clerical assignments, institutional research,
and the bookstore, among other functions assigned by the president.

Travel-Advance Procedures and Reimbursement of.Expenses'(see also 7.31) 3.50

Permission for travel costing more than $50 must be obtained in advance by
completing a "Request for Travel Approval."

Prepare your 'request in duplicate, have the department chairman Or
appropriate administrator sign for the fiscal responsibility, and file the
request directly with the Business Office. It will be checked with the
.budget and one copy, approved, will be returned to you.

Arrange your own transportation by the most economical means available.
.A state car may be used, if available. File "Vehicle Request" at the Work
Schedule Coordinator Office, at least .48 hours in advance. Tourist class air
fare is permissible.

Arrange your own acOmmodations, requesting minimal rates. Collect
receipts for public tr4giportation, hotel room, registration fee, and any
meals in excess of amo4Ais shown on "Request for Travel Approval" form.

Upon r=eturn, fill out in duplicate a University of New Hampshire "Travel'
Expense Voucher" and attach all receipts. Have the department chairman or
appropriate administrator sign approval. File both copies of the "Travel
Expense Voucher" with the BusiriessOffice.

Travel costing lets than $50 does not need prior approval. 'However, the
other procedures listed above.apply.

Departments will be charged 5,cents per mile for vehicles seating six
persons or less and 10 cents per mile for-those seating more than six
passengers. If a driver is furnished, his hours will also be computed and
charged to the department using the vehicle.

. .

College cars have firgt priority over other form t of trapsport for
official business within New England. The college owns an International
Carryall pith seats for 18 passen4rs, which is available for field trips, and
team sports trip on sufficient notice. In addition, there are several other
vans, station wagons and passenger vehicles available.

If a college employee so chooses, or if there is no vehicle avail-
able, he may be reimbursed for the use of his private car at the rate
of 12 cents per mile (July, 1974),

No student automobile is eligible for reimbursement of expense. No
student may drive ac011ege.car without a valid operator's license, and
a permanent employee or student employee (on college payroll, although
not necessarily while on said trip) must be in the vehicle.

If the transport includes more than one vehicle (and the vehicles
are traveling In a. caravan) the one permanent employee may be in one
vehicle, while there must be at least one student employee or permanent:
employee in each of the other vehicles.

The intent of this policy is to use college vehicles to the greatest
extent possible, and .to coordinate their use to result in the least number
of separate trips. It is preferable for college vehicles to be used on
College business, since the college's liability insurance is better than
most individual drivers' liability insurance.-

3.3
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Petty Cash Reimbursement

Faculty and staffoffen'choose to use their own money to purchase a small
item, under $25, and receive immediate reimbursement by completing a

Keene State College petty cash slip.. It Must be approved by the depart-
ment chairman, or member of the college's executive committee. One copy ,
should be given to the bursar and one copy to the Business Office. This
will assure reimbursement to the bursar's imprest cash Account, and, proper.
charging, to the correct budget. Any legitimate college expense can be
reimbursed in this manner (travel, supplies, meals, etc.)

Recruitment and Hospitality,--- Procedures

3.51

If academic recruitment, advance permission mast be obtained from the Dean
of the College., Arrange lodging,at a motel offering a comfortable room
at lowest costs. Reservations must he made at least 24 hours in advance
to guarantee minimum rate. Fill out requisitions and submit to the Dean
of the College for approval.

,N

Inform the candidate to arrange his transportation and obtain receipts,
then forward receipts to the Business Office.

Meals for the candidate must be either charged (at a restaurant which has
billing-arrangements with Keene State College)or paid for and reimbursed
through petty cash. No reimbursement is made for liquor or for family
members in- attendance. All regulations and restrictions in regard to
faculty and staff travel also apply to applicants. Fill out a requisition
and submit it to the Dean of the College for approval.

For charging meals, you must sign your nar9e on the bill and list the
purpose of the meeting, all. staff in attendance, preferably on the front
of the bill.

For hospitality for business guests of the College, follow the procedures'
in the third and fourth paragraphs above.

Telephone Expenses -- Charging of 3.53

Departments are assessed amonthly charge for telephone use. This charge
varies, depending on the.aMount of use of the telephone in each department.
In addition, all toll calls other than the WATS (Wide Area Telephone
Service)1ine, are charged directly to each department. Departments receive
monthly statements whichoalso include a cumulative total for the year..
Phones may only rarely be used for personal business. Any personal toll
charges will be reimbursed to the College.
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SALARIES AND BENEFITS

Faculty members at Keene State'College receive payment through annual
cOntraatwith the Universl* of New Hampshire. Renewal contracts are
usually'sent to faculty members by the end of the second semester. They
may, however, be delayed in legislative years, until formal appropria-
tion of the operating budget.

Special efforts during the past several bienniums have been directed
toward development of a salary scale that will compare favorably with
other state colleges. _The AAUP' report shows KSC salaries, between the
20th and 50th percentiles.

,increases

Continuing efforts are being made to raise the competitive level of
faculty salaries. 'The percentagelncrease, of course varies from year
toyear. Salary increases are normally available under 'three categories:
A. Normal Adjustment increases These are in recognition.pf good,

effective service by the facility member. This requires a positive
recommendation initiated by .the department Chairman.

B. MeritAncreases These-racognize special excellence of service.:
This requires a specifier recommendation by the department chairman.

C. Cost-of-Living Increases These are faculty-wide and based on
uniform application'of percentage guidelines.

2 -

4.00

Pay Periods-
4.20

Keene State C9611ege pays by University of New Hampshire check, issued
directly to the faculty member every second Friday at the Business,
Office on the ground floor of Fiske Hall, Winchester Street entrance...,
If a faculty member wishes, the'departmental secretary will pickup the
check. There is am automatic bank depOsit system available.

Faculty members-are-usually on a ten'-month (or "acadeMic year")
contract. Salary disbursements are on a 26-payment basis. Faculty previously
on a 20rpayment schedule may elect to change to a 26-payment schedule.

Payroll Deductions

4.21
Mandatory deductions are made.for withholding of federal income taxes
and social.security.

Voluntary deductions cover Blue Cross-Blue Shield, various group
insurances, credit union repayments and savings depoSits, and retirement;
among other items.
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efsonal Data Record

(
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.

Each faculty member is respon
d maintaining up to date)

A. W4 form for federal incom
B. Deduction 'authorization f

1. TIAA-CREF Retirement
2. John Hancock Life Ins
3.' Blue Cross7Blue Shiel
4. Disability Income Prot

Address changes should be repo
statements are not delayed.

Life Insurance Programs

TIAA Collective Life Insurance -

university a program of decreasi
tract with the Teachers Insuranc
This insurance comes in "units"
University purchases, the first u

to pyrchase one additional unit.
Benefits vary according to:age
These figures should be multipt
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.

ib e for providing the Business Office
he following:
t X

r here applicable):
nd. IAA Collective Life Insurance
,ran e and Major Medical Insurandi
Insurance
of on Insurance

e so that federal income tax withholding;

fas

20
30,
40

5Q
60

The college provides through the
term lif-ainsurance under a con-

and Annuity Association of America.
osting $12.00 per year. The
it and the faculty member is required.
Premiums are met by payroll deduction.

as.in the per unit example below.
ed by the number of uniteileld.

Guaranteed
Benefit .(1972)

$6,330

3,040
1,220'

510

Benefits including dividend frequently double the guaranteed benefit.

All staff members may:participate in a life insurance program, -the basc
provisions s-of which are as follows:

Provide life.nsurance in an amount e 1 to ore and one-half times
. annual salary to the next lower $100.,
B. Include accidental death'and dismemberment insurance In an amount

equal to your 'life insurance. (rhus, In the event 'of accidental
death the total benefit to your estate Is three times salary.).
Accidental death and dismemberment 'insurance provides for payment

of the full amount of Insurance-for loss "of life as a result of in
accident or for loss of two limbs or the sight of both eyes. Fifty
percent of the face amount 4s paid in the event of an accident that
results in the loss of a limb or the loss of the sight, of one eye. This
protection is being provided on a/24-hour basis (business and non-business),
so that in the event of an accidental deathin the course of travel,
there will be no question as to whether or not the decedent was on
university business.
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Annual Salary
Less than.$6089.

7,000 5;555

10,000 14,999
15,000 Over'

727-

Monthly- Cott

Per $1,000 of
Life Insurance

$.30
.45

.55

.60
ti

Any, information Concerning insurance offerings and coverage should 6;
directed to the Bus' Ness Office.

Medical Insurance

Blue- Cross -Blue Shield New Hampshire-VerMant Hosi4alizatiOn,Medical
insurance .programs are'avallable to -faculty. The college pays one-,half

'the individual cost for the employee only. BlueCross, nan.B,'provides
'full cost oCb semi-private room,

John Hancock Major Medical WIsurance. The college provides no-cost-
, coverage to the employee, but only when he is enrolled in the Hancock
life insurance policy program. This major medical coverage has the
following conditions:

t.

A. for those not-enrolled In the college's Blue-Cross-Blue Shield
group, major medical pays 80 percent ofexpenses over $500,o a
maximum of $100,000.

B. For thoie enrolled in the aboJe group,-major medical pays 80 per
cent of expenses over $100 (after tlue Cross-ialtie Shield benefits
have been paid) to a maximum of $100,000.

Major medical coverage for dependents of faculty members is available
at extra cost to the employee.

Disability Insurance

The college offers, through TIAA and the university, an insurance plan to
,protect against total. long-term disability. The cost to faculty and staff!.
Is $2 pet thousand dollars of annual salary, with the payr011 deducted
premiums spaced throughout the, year..

Benefits start after six consecutive months of total disability (with
a few exceptions such as war and self-inflicted injuries).and continue to
age 65. The,plan providers a monthly payment which, including benefits
fnmngoyernmental and university insurance prdgrams, equals 60 percent of
Covered monthly salary, but not more than $10,000 A walver.beneflt ensures
that the TIAA-CREF retirement plan premium will continue to be paid and
accumulate until it comes into "use at-age 65.

.4.32

I

:Retirement Benefits -.
'.4.34,

i

ih the TIAA-CREF RetirementA)lan, the university and the faculty member i

each contribute 5 percent of salary'up to the Social Security base
$1(cuuently.$13,200). On amounts exceeding the Social Security base, the . I

university Contributes 10 percent anethe faculty member 7 percent.

' - 37 .
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At the option of the faCulty member, upto 100%,of the total contribu-
tr tiommay be placed in'the College Retirement Equities Fund (CREF)".

Another option Is a deferred plan, under which a faculty member,
for.tax purposes, may elect a'reduction of salary equal to the university
contribution. The university then pays the entire contribution,. allowin§
the faculty member to defer tax payment on it until retirement. Informa-
tiOn on alternatives may be.obtained at-the tusiness Office.' ,

. r r

New employees may enter the TIAA-CREF"pnogram-at the outset of their
service. Those who do not Join must, after, two years, sign a waiver of
any Claim on the university for retirement benefits. ,

All employees of the college are enrolled in the Social Security (FICA)
,program at .its current rate.

Explanation and Assistance

The Business Office or the director of administration is ready to assist
in all matters of insuranceand retirement.

Credit Union

The NeW Hampshire State Employees Federal Credit Union, headquartered
in Concord, offers a variety of savings and loan programs for faculty and
stafepersonnel. Information about the credit union may be obtained
from the Business. )Office. 1

Other Benefits

Half-tuition within the University SysteM of) New Hampshire is extended to
immediate members of fatuity families. A faculty member, however, may not
ordinarily include an immediate relatiVe in his classes,

,Faculty and staff and their dependents may take courses for audit for
one-fourth the regular charge (or one-half of the half-tuition).

Other" benefits include admission (upon presentation of ID card) to regularly
scheduled college-sponsored events such as concerts and lectures and athletic,

'events,and use of the various fadllities within Spaulding Gymnasium includ-
ing, when availible, the swimming pool, bisketball court and handball and.
squash courts.

A bookstore discount is extended to the .families of faculty and staff. It

permits a 15 per cent discount on all cash items, except textbooks and
those items previously discounted. There is no discount for charged items.
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COLLEGE SERVICES
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5.00

Keene State College and the. community offer
families vaflous facilities. Some are campu
are in cooperation with the community, and $
college, open to all residents.' The Newborn
new faculty members; families, published:oc
Keene State College Distaff Club, is availa
Information- Office. It contains community
a directory of information_sources on subj
tion to zoning.

Library Services

The hours of the Wallace E. Mason Library are as follows:

8:00 a.m to 11:00 p.m.
8:00 a. to 5:00 p.m.
9:00 a. . to 4:00 p.m.
2:00 p.M. to P1:00 p.m.

o faculty and their
services, others

till others are.,:non-,'

r's-turde, an aid to
asionally by thy.
le at the Coltege°:
acts and maps, and
cts front adult educe-

,

( Monday - Thursday
Friday
Saturday'
Sunday

The Library hours are extended during exam periods and will be
posted at.those times.

The card-catalog ,ls'divided into two sections, with the subjects
being filed separately from the authors and titles.

All materials circulate for four weeks with the Exception of-
periodicals, bound and unbound, which do not leave the library..

Faculty members are given automatic term loans, althoughthese
are subject to recall if requ9sted by another patron. At the
end of each semester, a list of books charged to your name will
be sent to you and yoU arevery strongly 'urged to return all of .

them that you are not usIng s6 that other faculty members es.well
as students will have an opportunity to use them.

Faculty withdrawal is by courtesy of recognition; students must
present ID cards. New.faculfy members may be asked to identify, .

. .themselves.

Reserve book listings are of three kinds: overnight, three-days,
and one-week. Overnight reserve book are used in the-library until
one-half hour before closing time; th others may be borrowed as
indicated. Overnight reserve books re due when the library opens'
the next day. Three-day and one-week loans are due at any'tlme=on
the expiration date.

.

Faculty placing books on rewve are expected to present a com-
plete bibliography on the libr6ry form at least 48 ,hours before
assigning the books to the class.

Forms are avaLlable at the library and the name of the course and
the kind of reserve should be clearly indicated. Faculty members '

are asked to make sure books are removed from reserve when they are
no longer needed. They are automatically removed at the end of each
semester,'unless specificolly requested for the following one.

3 9



,.
The cooperation of faculty members is needed to:insu,reothat.the

1 ibrary is kept ub- to-date in the various subjeCts. The..1 brary
provides requett .forms for book'.purchases; these may be obtalneb
from your depa.rtment clra i rman.. .

During the 1971-'72 school .year, installation was completed tzn'
the Information Ref ri eve 1 'System (IRS) with a. core unit and'
retrieval carrels .locate.d in the library,. phis .afnumber :of remote-
retrieval sites in;dOrmitories, and classroom bulldi-rtgs.throu6hout
the campus. The IRS allows the retrieval of nUmetRue tape-recorded,
video-tape 7recorded,'.0isc-recOrded, and other pragirains uin Seconds '

from any of the-retrieve.) sites... While the full impact .of the IRS
on our educational system will be realized for some timei-, the
uses of the IRS are 'many 'and.diverse.. Faculty and students Should"'
feel free to discuss ideas for utilization of this 'sophisticated
equipment-in their specialized fields.

K

information Retrieval.System

Located- in the second-floor of Mason Library., the IRS is,:desIgned to
complenient the teaching program at''the College.o, Facility members
ancttstadentS. kelp, yoo make i t a usable system by their_ 'requests:.
The ififormaerOntO be retrieved is placed on audio tape, video tape,
or 1 s fed live from television .receivers and -from the" product ion
Studio-, 4n the 'basement tof Parker Hail.

°More than..1-00°Odeo,tape programs are available, and more than
1,500 -audio tape tracks are stored in the IRS file. These are
listed in booklets at the di rCulation desk in Mason Libricry and
at.the desks 1n each .of the dormitories. Each dormitb:ry, has listening"
areas.' A number of Classrooms ate tj.ed into the IRS Control. Center.
These classroorns.a.re located in BUtterfield,-Ad5ms, Morrison, Parker%;
Blake; Spaulding, and the Science Center. ,

Faculty members are: encouraged to consult with *IRS personnel
for instruction in the use of the syatem and for any requests that
they may have.

Media Services Center ' f,, .
.,The Media presently' located on the ground

.
floor of Parker

Hal 1, .Room 9, wi,11 be. moving during 1975 to the.second ftoorillorth wing,
4 of Elliot Hall. It'ts-stoffed between the.hours of 8 a.m., and 4:30 p.m.

The following equipment,'Iimited in number, is available for. classroom
use: Movie projeclOrs.(16mra) , overhead projectors, slide projectors, .

projection tables', record prayers, video tape equipgent, filmstrip
projectors, opaque projectors, portable Screein, Jape recorders, soupd
equipment and other special equipment...

A selecton of filmstrips and 16mm films is filed in the center. The
collection Of .2" x 2" art slides 1.s inthe possession of the .art depart-
ment.ment.

Recorded tapesican't be made or copied and a tape 1 ibriry is in. the
process of divelopMent. Faculty 'members who haN,Vatial tapes that could
be copied are requested to make these aye!

4 0
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Requests for equipment should be filed at the MS center 48 hours
in advance of requested deli -very. Return responsibility" rests with the
borrower.

For use upon short notice, a movie projector, an opaque projector,
and a record player, with project4o.n table and portable screen, are
kept in the Education Office-, in Alumni House. These will be signed
out, with the secrelary in that ,office.

There is a movie projector- in the booth of Room 101 in the Science,
Center. The Media Services Center will arrange for a projectionist
upOn notice of 48 hours.

Film ordering: al] films ordered on a charge basis are arranged
through the Media Services Center. Bill-ings for the use of the films
are sent to the business office by the distributor. These are for-
warded to the secretary, who signs approval for payment after checking
the dates'of use.' It is important that all charge films be ordered
In this manner, as payment may be denied if no knowledge of the request
is on file. Film catalogs are also available in this office to fgculty.
members.

Special set-ups for departments using multi-media instruction or
public address-systems require three days notice at the. audio- visual
center. Student projectionists are provided for those who need them'
whenever feasible. Faculty.members are urged to preTthimkAleir needs
rather than chance'a breakdown or damage to valuable-equipment.

Other services offered include limited camera work, 35mm and pola-
roid; work space and materials for faculty members interested in-mak-
ing their own transparencies, and the preparation of TechnifaX °flack
and white) and Thermofax copies and projection overlays.

Preyiewing of films and filmstrips,is accommodated in the viewing
room of the Media Services Cen.ter.

Departments authorized Ito purchase audio-visual equipment are,ex-
pected to ensure that replacement parts are stocked by the Media Services
Center.

College Bookstore

Located on Appian. Way in the Lloyd P. Young Student Union Building, the KSC
Bookstore serves as a vendor for'all instructional materials on campus. In

additillk it offers=a wide variety of other books; particularly papeegacks;
stationery; art supplies; clothin§; novelties; and various pther, items ;,

common to campus stores.

Faculty members and their: familieS receive a 15 percent discount on't1V4:'
merchandiseothertham textbooks. Charge .accounts are not subject to diQsli-w
count. The store

o
will order individual copies of any book sought by a

faculty. member:

The bookstore is dependent upon profit for its existence, thus all
instructional materials - textbooks, equipment, collateral references and
the like - are sold exclusjvely throfigh the boOkstore, and noofaculty mem-
ber, student or staff employee is authorized to sell such materials.,s

Special arrangements should be made with the managerof the Yeene State
College bookstore foi. the preparation and sale of syllabi and other materials
not available through the usual trade channels.

.

Desk copies may be obtained directly from the publishers. Order forms
are obtainable at the bookstore.

The bookstore hours are 8:30 a.m. to 4:30 p.m. Monday through'Friday.

4,1

.

5.12



_3 2_

Reading Development Laboratory

The Reading Development Laboratory serves students who wish to improve
both their reading rate and their organization of reading material
for better retention and comprehension. Each participant receives 20
hours of instruction. The course carries one credit_ on an optional
basis. Faculty and their families are accommodated on a space available
basis: The Lab is located in the basement of Fiske Hall and will soon
be moving to Elliot Hall.

Child Development Center

17.111,1111.1=117.11

,-

The Child Development Center, a day-care facility, is located on the
ground flooe of the South Wing, Elliot Hall. It is open, on a fee basis,
to children of students, faculty'and staff, and the'community' in the
general age range of 3 to 5 on a half -day and -full -day basis from 8 a.m.
to 5 p.m. weekdays during the academic year.

Testing Center

The Testing Center is located in the basement of Cheshire House, and
will be moving to Elliot Hall. It provides individual and group testing

services,to students. Interest, personality, aptitude and achievement
testing is 'offered on both referral and walk-in basis. In 'addition,
test scoring services are available to faculty on request.

0 0

5.14

5.15

Thorne Art Gallery

This handsome wing of the library building provides art exhibits through-
out the year The Thorne Gallery mounts three'Or more major exitibitions
each semester, remaining open Aurinq the summer months.. A Director is
appointed by the College'and is aided by the. Thorne Art Gallery AdVisory
Committee, which includes members prominent in the world of NeW Hampshire-
art and art education. "The Friends of the Thorne Art Gallery" is an
organization for persons interested in encouraging art throughout the
Monadnock Region and'playsa very supportive role in assisting in the work-
of the ThorneArt Gallery.

Computer:Center 5.17

The Computer.Centeris located in the Computer Science building adjacent
to, the Science Center. It contains an IBM System 3 computer used for,
adMInistrative fghdtions and instruction and research.- TWO teletype
terminalS are currently connecte -to the Univertity of New Hampshire's
larger computer for special problems. A remote entry to_UNH was installed
In September 1974.

40:

college.System for Grant. Proposals

The assistant dean for Career studies has been assigned, in addition to
his other. duties, the task of surveying as. many sources of prospective
financial support as possible for various grant proposals.

42
ti

5.18



Any stafrmember uncertain,ai to possible sources of finahcial support
for various ideas and projects may contact him.- 2

Assistance in completing'grant proposal forms it provided by the
astistant'dean and the director of administration. .Their offices can

:proVide specific institutional data -- enrollment, minority counts,
'student-faculty ratios, numbers of faculty by rank, etc. -- required
in most-grant proposals. In addition; no proposal that contains a
financial respontibility statement, or commitment of i'.nstitutional
resources, may be made.withOut the signature of the direCtor of adminit-
tration- Finally, the director of administration's office provides,the
civil rights compliance-certificate number requiredon all federal.grant
proposals: .

In brief, the assistant dean or career studies helps identify
sources of support for various types of ideas and kinds of projects,
whereas the director of administration aids in providing standard data
inputt and official certification.

Housing 5.20
r

Several admini'trative offices will assist new faculty to locate homes,
although the c91,1ege does not undertake td provide housing for faculty
members.

A list of requirements may be sent in advance to the dean's office.
There it is mimeographed and circulated to real estate agents in and
around Kgene. The-Campus Housing Office also collects information about
available apartments and houses, and it will, provide leads to those who
inquire. In any event, the fagylty member must then assume responsi
bility for the negotiations. Vii`r
Food Service 5.21

Meals are available to faculty members and their immediate families at
the,Keene State College Dining Combons. Service is cafeteria style by
the ARA-Slater Corporation. Students require meal tickets but faculty
pay by theneal. There is a private dining room for faculty and staff,
but fadulty members are encouraged to join the students in the main cafe-
teria.

Meal hours are: Breakfast 7:00 - 8:30 a.m.
luncheon 11:15 1:15 p.m.
Dinner 4:30 6:15 p.m.

Health Service

Keene State College maintains a health service program primarily for the
benefit,of students. A full-time physician and five nurses provides 24-
hour care in the infirmary,,while the facilities of Cheshire Hospital .

are avaiAble for more serious cases. Emergency care is provided at the
Jnfirmary for any faculty or staff member.
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Parking Facilities

Because of the rapid expanSion of the college and the large, number of
commuting.studeqts, parking space for automobiles must be efficiently*
used. For this reason, strict adherence to the parking regulations is
requested of faculty, staff and students. The college has provided space
to accommodate several hundred cars. Limited city parking is available
along Main Street.* Care must be used; however, to park only in legally
designated. areas of city streets.

The college issues lettered parking stickers'for a fee of $5.00 (per
annum.for faculty and staff; per semester for students). Vehicles may
ripe parked only in designated lots. Cars with no authorization or the
wrong sticker will be towed away at the owner's expense.

Faculty having authorized vehicles may park in the library lot at Hyde
Street and Appian Way, and the central lot next to the gymnasium. Un-
authorized vehicles parked in the faculty areas should be reported to
the Security Office (Ext. 257) in the Heating Plant. (See Parking Regula-
tions, Appendix IV).

Faculty Identification Card
. ,

y

A,wallet-sized identification card, similar to those required for stu-
dents, js available for faculty members. It may be used forAidentifica-

, otion purposes on campus and in the community, but is not required for the
ordinary concerns ofCollege operations. Identification cards may be
obtained from the Director of the L.P. Young Student Union.

College Directory

Each year a directory is published by the College containing the names.of
the faculty, their'titles and College addresses; a listing of the offi-
cers of the administration; and students' names, home and campus addresses,
classes and curricula. J°

Telephone Exchange (603-352-1909)

The College telephone system operates through a switchboard in the Busi-
ness Office. During the academic year the switchboard is open from
8 a.m. to 9 p.m. daily. After .9 p.m. and on weekends, the telephone ser-
vice is handled by the infirmary. A College directory lists all campus
telephones and these numbers may be dialed dii'ectly without operator
assistance.

Incoming calls are relayed by the switchboard operator to the proper
extension. --To transfer an incoming call- to another extension, alternately
depress and release the receiver button several times; the operator then'
transfers your call 'to the reque(ed-extension.

Local outgoing calls including calls to Alstead, Ashuelot, Chesterfield,
Dublin, Fitzwilliam, Harrisville, Langdatin, Marlborough, Marlow, Munson-
ville, Spofford, Sullivan, Troy, Walpole, Westmoreland and Winchester may
be made by dialing 9, waiting for dial tone, and then dialing all 7 digits
of the listed number.
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Within-state toll calls should be.placed via the.Wats Lin:, Dial the
campus operatorand ask for a Wats Line. When you heara dial tone,

.dial 1, and the 7 digita-bf the listednumber.

Out-of-state.,calls must be passed to the campus operator before you can
dial, them. Please give her the number you. are calling and your name. Long
distance calls cannot proceed when the, switchboard operator is not on.duty.

Collect calls, credit card calls, billing to your own home number must
also be made through the campus operator; she in turn will give you the
outside operator. Such calls cannot proceed when the switchboard operator
is not on duty.

Mail Delivery

U.S. Mail is delivered each morning to the mailroom located on the ground
floor in Fiske Hall. It is then sorted into departmental mailboxes until
it is ready to be delivered 6 a student mail carrier. All interoffice

' memoranda as well as U.S. Mail are included in this delivery.

Student mail is also delivered to the mailroom, where it is rerouted to
various dorms and organizations. All staff including administration,
faculty and non-exempt employees receive their mail here. The mailroom
will be moving to Elliot Hall in 1975

All outgoing mail is processed in the afternoon for collection by the
Postal Service in early evening. There is also a collection box located
beside Hale Building for your convenience. A schedule-of hours is posted
on'the box. U.S. Mail is for official mail only and hot for personal con-
venience.

9.27

Departmental Secretaries 5.30

Secretaries are provided in all departments (including shared services for
smaller departmental duties).

.Typing duplication of examination copies, dictation of official
correspondence, assistance with grants, typing of dissertatiopet and
scholarly papers, and phone attendance are among the services provided.
Work time will be allocated by the department chairmen in accordance
with the needs of the department.

:Dittoed and Mimeographed Material

Ditto and mimeographic material, when prepared by the secretarial staff,
require ad ate lead time. Two Xerox machines with departMental keys
are avai ble
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A Gestefax machine which can create mimeograph stencils from direet_Xerox
copies. of books and magazines is available in Hale Building. A Flexo-
writer for mass producing- individual letters

( or
documentS is. in Alumni

House. Several high-speed printing processe are available on campus-.

NOTE: -Students are not allowed the use of the machines or materials on
campus, except that a ditto, machine is available for their use
at the Student Union. Arrangements for its use are to be made
with the Student' Activities secretary. Students must prOvide
their.own ditto rasters and paper, both of which are available
at the Campus Bookstore., Students can make copies at the
Library.

Work Room 104, Science Center

A work room i,s located in Room 104, Science Center, for use of the faculty
and departmental secretaries who do not have duplicating and mimeograph
equipment. This room haS two mimeograph machines, one Gestetner and one
A. B. Dick, two duplicating machines, one power and one manual, a collator
which will handle six pages of collation at one time, an electric stapler,
and a Thermofax machine. There is also a paper shredder for destroying
extra copies of examinations circonfidential materials.

There are over 1,000 stencils on file under a numbering system. In many
cases it is only necessary for a member of the faculty, or a secretary,
to make a telephone call, Indicating the number of stencil to be reproduced
and the quantity. The secretary in the work MOM will then arrange for
this service.

NOTE: Students,are not allowed the use of the machines in the work room.

5.32

Graduate Assistants
5.40

Graduate assistants are provided to departments on the basis of instructional
requirements, budgetary considerations, and student availability. Department
chairmen requesting the services of graduate assistants are, expected to file
the related justification four months in advance of the date of appointment.

Graduate assistants are appointed for the academic year only. To be
eligible for employment, the student must be matriculated in the Keene
State College graduate program. Since.these appointments require half -time
work, graduate assistants are limited to enrollment in two courses per
semester. The graduate assistant receives an annual stipend of $2,400, plus
exemption from tuition' charges. The registration fee and all non-academic
fees, such as the Student Union fee and the Student Activity and Health fees,
are obligations of the appointees.

Teaching and other assignments are defined by.the department chairm6),
and graduate assistants are expected to render the equivalent of six credit
hours of instructional service. There are various types of assignments,
including supervision of laboratories.
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Student Assistants

Application forms for requesting student help may be obtained from the
department chairman at the start of each semester. Requests should state
the hours preferred and the name of the student. Alter conferring with
the Financial, Aid office, the department chairman will notify the faculty'
member how much time has been approved.

No student will be put to.work until after budgetary clearance by the
director of administration. 'Where possible, student helpers.should be
.selected from among those eligible for Federal Work-Study assistance,
although limited state funds also are budgeted. The financial aids officer,
will explain the requirements for federal assistance and identify students
seeking part-time employment.

Press Releases

The various news media seeking campus information are highly competitive.
Two radio stations and two daily newspapers activelyisolicitcollege
news here. 'Others check the campus occasionally on specific stories.

To insure fair and accurate reporting of newsworthy events, the
College maintains a College Information Office. Faculty members are
expected to release all off- campus news about the college - classes,

-departments, grants, research, personnel, or activities - through this
office.

The undergraduate newspaper and the student radio station cooperate
with the College Information Office. Although The Equinox and WKNH have
no direct off-campus sale, news flows each way --, directly to and from
the College Information Office. Student reporters seeking news should
be received with mature assessment of the purposes and likely effect of
the inquiry. A reminder to the student to Undertake cross-checking with
the'College Information Office is advisable.

A faculty anditaff Memo from the President is published periodically
by the College. Informatio75Tfice.
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Recreational Athletics

The College's physical education building provides locker-equipped
areas for men,and women faculty.

A handball court, a squash court and the use of 'the gymnasium floor for
volleyball, badminton and other sports may be arranged with the Depart-
ment sment of Phyt cal Education at time when classes and team sports are not
using them. A regulation size (75.' X 45') swiming pool, with lr and
3-meter div ng boards, is also available during designated recreational
periodS.,

5.51

Science Center 5.52

The Science Center on Appian Way contains a planetarium on the fourth
floor, a photographic darkroom for the scianceAepartment, a fully equipped,
climate-controlled. animal room, a rooftop greenhouse and two auditoriums.
Other special facilities include experimental laboratories for psychology
and the naturaL sciences and a machine Computation room for mathematic's.

Faculty Lounge

A lounge is lOcated on the first floor of the Science Center (Room 107).
It contains stove-refrigerator-sink units, dishes and silverware, com-
fortable chairs and counches. Phone service is available through the
College. switchboard.
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ASSOCIATIONS AND ORGANIZATIONS
,fiwo galena.

Faculty Association

The Keene State College Faculty Association has been recognized by, the Board
of Trustees as the voice' of the College faculty (UNH Trustees Manual, Sec. 19).
Membership is automatic for all persons of faculty rank.

Currently the Association serves primarily as a forum for-faculty opinion.
The faculty may charge the Association with the selection of ad hoc cdm-
mittees to investigate specific issues affecting faculty welfare. Any
forthcoming recommendations will be forwarded to the appropriate Senate
committees, College committee, or administrative office.

AAUP - l erican Association of University Professors 5:63

5.60

5.61

The A rican Association of University Professors (AAUP) maintains'a chapter
at Ke ne State College. The national organization is dedicated to a shared
responsibility by faculty and administration for the well-being of higher
educational institutions. Four major areas of concern are: economic
status, academic freedom, professional ethics, and responsibilities.. All

° teaching and research faculty are eligible for membership.

AHE - Association for Higher Education

Membership in the Association for Higher Education (AHE) is automatic for
college faculty members having membership in the National Education Associa-
tion (NEA). Members receive the semi-monthly AHE College and University
Bulletin, and if desired the yearbook, Issues in Hi her Education. The
latter reports the work of the National Con erepce on Higher Education
held annually in Chicago.

. YHEA Ne Hampshire Education Association

Membership in the New Hampshire Education Association (NHEA) is open to all
%members of the teaching profession in the state. An annual convention is
/held in October, and the association maintains a strong public information
program. The NHEA is a state affiliate of the National Education Associa-
tion, and the NEA Journal is sent to all members.

Alumni Association

The Keene State College Alumni. Association is open to all graduates; including
those who receive graduate degrees, and to College faculty-and administra-
tion. The Association maintains, contact with more than 7,500 KSC graduates.
Its leadership includes an elected alumni trustee on the Board of Trustees
of the University System of New Hampshire, an elected alumni Board of Dir-
ectors of 18 members, and the Alumni executive secretary.

. The Alumni Association promotes the welfare of the College and its alumni,
and the extension of a mutually profitable relationship between them. The
alumni participate in programs to encourage qualified high school students
to attend KSC; to acquaint legislators and the public with the needs of
the College; and to promote annual giving to the KSC Fund. The Alumni Office
will be located in the historic original section of Elliot Hall. T,
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All major College committees have alumni representatives who participate in
theformation ofpolicy and program. Communication between alumni, and the
College is prOvided by the Alumni newspaper. Graduates return to the
campus for alumni reunion each May. Area groups located away from the
campus arrange fore dinner and social gatIlerings during the year.

Distaff Club 5.67

This organization of women faculty and wives of faculty and administration
members endeavors to develop social contacts and promote friendship. Bus
iness meetings are held throughout the.year, interest groups are sponsored,
social gatherings for all faculty are held, and the club participates
in community service projects.
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PARTICIPATION IN GOVERNANCE -

By ancient tradition, a faCulty,lsthe prime source of direction
for higher learning.' ThOP.guidance to those who teach is crucial
to the decisions of what shall be taught and how to teac \it.
Keene State College's progress depends upon the involvement of
all members of the faculty, not only in teaching but in the
governing of the College. ,

Faculty-Student_Board of Trustees Observers

Faculty members and students, elected by the College Senate,
Serve annually as observers to the University System Board of
Trustees. Faculty observers are assigned to the general board
and to its Educafional Policy', Personnel, and Student Affairs
Committees. Student observers are assigned to the general
board and to its Educational Policy and Student Affairs com-
mittees. None_of the observers are required to be members of

. the College Senate.

College Senate.

The Keene State College Senate is the legislative bodyof the
college (By-laws ", Appendix II). Under the leadership of the
college president, it hasiegislatiVe jurisdiction over educa-
tional policy and program, and student activities, subject to the
approval of the Board of Trustees (UNH Trustees' By-lbws: IV,
B - 3,4) .

The membership includes the president of the College, Who presides; I

the dean of the College, the director of administration, the dean .)

of student affairs, the librarian; the president of the student tody,
fifteen students chosen by the student bay, and twelve faculty mem-
berselected at-'large, and one faculty member from each department. ,

Election of the at-large faculty members is for three years, with
one-third elected each May; election of the departmental repre-
sentatives and the students is for one year only. (The list of
voting departments will be.found in Article VIII, Appendix II).

The.College Senate meets once each month during the academic year.
Such meetings are attended by each member of the Senate unless
excused by the secretary. Special meetings k.

the
be called at any

time by the president, or by a majority of the Senate members. Due
notice shall be given to-all members.

The College Senate maintains five standing committees, whose actions
are subject to the approval of the parent body. These committees
are:
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1. Executive Committee: This committee consists of the president
of the College, who presides; four members elected by the
Senate; and the Senate president and secretary, as non-voting
observers. All other standing and ad hoc committees of the
Senate are appointed by the president with the advice and con-
sent of the Executive Committee. It also serves to establish
executive continuity between meetings of the College Senate.

2. Admissions and Standards Committee: This committee is con-
cerned with entrance standards and scholarship requirements.
It recommends the grades requisite for honors, warnings, pro-
bation, and exclusion, and may review records of student
performance. It also determines eligibility of candidates for
degrees.

Curriculum Committee: This committee deals with matters of
educational policy, subject matter, method olf instruction,
facilities, and research. it works with the dean of the
college and departments.

- 4 College Welfare Committee: This committee investigates matters9

dealing with ttle economic welfare and general working conditions
of the faculty. It may, initiate action dr receive suggestions
from any source.

5. Student Affairs Committee: This committee formulates policy
for non-athletic student affairs and organizations and approves
constitutions, bylaWs, and programS in cooperation with the dean
of student affairg.

The Graduate Council presents all graduate matters directly to'the
College Senate.

The office of the College Senate secretary is located on the first
floor of Hale Building. Materials relevant to College Senate business
can be reproduced by this office if four to five days are, given in
advance of the distribution deadline.

Whenever possible, the College Senate secretary is given a one-course
reduction in workload to assist the secretary in effectuating the
duties of this office.

Administrative Executive, Committee

-0 ,

The KSC.Admtnistrative Executive Committee serves as an advisory
group to the president of the College on all matters pertaining to
the administrative andoperational affairs of the College.... Member'Ship
includes the president as chairmen, the dean of the College, the

,

director'of administration, the dean of student affairs,'and the
director of physical plant development.
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Academic Council

The Academic Council. provides an inforMation clearinghouse for
problems and policies related-to. the.ihstructional program. Recair
mendations are made to administrative officers and to the College-,
Senate.

Membership includes the,college,president, the academiC deans, the
chairmen of instructional departments, and the college librarian.
The dean of the College is chairman.

Administrative Council

The Administrative CounCil advises the president of the College on
operational problems and procedures. it may alio make policy recom-
mendations to the College Senate or to student organizations.. Mem-
bership-includes the president, as chairman,:the dean of the College,
the director of administration, the dean'of student.affais, the
,College information officer, the director of physical plant develop-
ment, the director of student financial aid, the dean of men, the
dean of women, the registrar, the bvs,Ineis manager, the directorpf
student,activities, and 5,l alumni,ekecutive ecrelary, and such
administrators.,as the president .may aesignate.-

Graduate - Council

This cotticil advises the director of graduate studies and recommends
to the graduate faculty.in matters conceminl.curriculum andacademid.
standards. The members of,Ahis council ahnuaily update the Graduate'
Catalog.

Membership includes five elected graduate faculty members, no one of
whom can be in the same department, and three ex-'officio members --
the dean of the College, the director of-the graduate program and the
department chairman in education. The director of the graduate program
serves as chairman'and convenes the council.

Athletic Board of Control
6.24 p

The Athletic Board of Control serves in an advisory capacity to'the
College athletic director who, under the dean of the/College, shares
responsibility with the board for the conduct of the College's inter-
collegiate' and/or intramural athletic programs to insure that they
are conducted in strict compliance with all Keene State College poli-
cies and procedures, and with athletic conference rules regarding such

, 4t:
matters as financial aid to athletes, eligibility for competition and
principles governing recruitment of student athletes.

6.20

6.21

6.22
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Admissions Advisory and Scholastic Standing Committee

This.cOmmittee advises the director of adm ssiOns, on request, about
applications by new or re-entry students; eviews and recommends on,
cases involving scholastic probation or academic dismissal; rules on

-appeals from students or candidates in matters involving admission,
readmission, scholastic probation and academic dismissal; analizes the
admissions pro5eure Process and the scholattic standing and probation
system, anCrecomMends any-changes involving policy to the" Senate
AdmissibriS and Standard Committee, and any changes involving procedures
in admfnistration to the:Dean of the College.

The committee also advises the personneldeens in cases of a serious
disciplinary nature.

'Committee'to Determine ReSidenCe of Studerits

The Residence COAmittee is responsible for evaluating cases Involving
a question as to whether a student is deserving'of in-state considera-

upon'appeal from the Director of Admissions' decision.

Membership includes the alumni secretary, fhe registrari and the
business manager, who serves as chairman. The Director of Admissions is
an advisor to this committee.*

Joint Student Faculty Hearing Committee 6.35
look. ,

This committee consists of three students and three faculty metbers,one
of whom-is selected from a panel of six, students and six faculty, members
'chosen by their respective senates. Two non-voting chiefliusfices are
selected from the 12-member panel.-- one apudent.and One a faculty mem:
be r. The six committee members and the'chi Justices are selected by, the
drawing of lots for each case...

.

14,

The student will be Informed in writing by tRe.apriropriate personnel'

6.2

6.30

dean of the following:

Accusation with suffit ent particularity, the possibility of4drious
penalty, the right to a, he ring and the. list of hearing procedures=.:,'

The student has .2`4 hour to file a request for a hearing-,
The hearing committee me' ts between three class days and 14 Calendar

days after the student recel es,notice froM the dean, unless requested_by
the student. The student shall have the righto be assisted in his defense
by an advisor of his choice from the college community. The burden of proof '

'shall rest upon the official bringing the charge.
The student sh011 he given the-opportunity to testify and to present

evidence and- wiNpesses. Hq shell have an opportunity to hear angquestion
adverse-witnesses. In no case will, the committee consider comments aOinst
him unless he has been Ovised of their content and of the names of those
Wlib made them against him, and unless he has been given an opportunity to
rebut unfavorable inference which might otherwise be. drawn.
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Hearings will be in, executive session.

All matters upon which the decision might be based must be introduced
into evidence at the hearing. The decision shall be based solely upon
such matters. Improperly acquired evidence shall not be admitted.

Official minutes of the hearing will be made by the chief justice.
All copies of these minutes will be turned over to the President of the

College to be disposed of at his discretion.
The hearing committee will determine innocence or guilt and set penal-

ties. The decision of the hearing committee shall be final subject to
the student's right to appeal to.the Judiciary Appeals Board or ulti
mately to the president.

Studentrfacultx Judiciary Appeal Board,

This student-faculty board serves as a court Of appeal for student offenses.
:It is qualified to hear.evidence; summon witnesses, and make findings
which are'forwarded to.the president of Keene State College. Appeals may
be initiated.by individual students or by referral from the personnel deans.

The board for any, given caseconsists of seven justices drawn-froM a.

panel of f een persons, equally divided between facultykan&students.
The panel s appointed annually by a joint session of the College Senate
Committee on Student Affairs and the Student Senate Committee on Student
Affairs.

The board has original jurisdiction in cases involving the interpreta-
.

tions or clarification of the Student Senate constitution by laws, statutes
and policies, and.over issues concerning elective or appointive officers'
of the student body and over individual. and group violations of regula-
tions imposed by student governing groups.

Requests for judicial review shall be filed with the Student Senate
.president, who mill initiate action by the College Judiciary Appeals Board.

6.4.0

The board has appellate.jurisdiction in cases involving serious disciplinary
penalties enforced by the college personnel deans.

Such appeals may be made only. for factual cause.and upon a written state
ment.filed within five-days of the protested decision. ;

The notice of appeal shall be given to the dean directly concerned and
he shall alert the presidents of the College Senate and the Student Senate
to implement judicial review.

.The board may impose extra-curricular penalties which the Student Senate°
has specifically delegated to it; or when necessary,it may recommend to the
College PreSident the approriate disciplinary action.

Exceptions to the jurisdictional authority defined for individual cases
and groupsjnclude instances when individuals require rehabilitation treat-
ment on the professional level, when the individual. or group submits a
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writtenfrequest that .his case be considered by administrative authority,
thereby surrendering the right of appeal to the Judiciary Board,- and
other rare and unusual cases which the Judiciary Board declines to consider

ifa disciplinary action `is formally appealed; the seven justices are
designated by the college president who chooses three faculty justices and
by the Student Senate- president who chooses three student justices. If the
,case concerns an acadeMic offense, a faculty chief justice IS assigned'by
the college president; in cases involving other misconduct, a student
chief justice is assigned, by the Student Senate president,

'

On cases appealed to it, the Judiciary Appeal Board shall functiOn as
an appellate body and shall. not repeat the duties, responsibilities, or
activities of the Joint Hearing Committee by rehearing a case de novo.
in this respect,. it shall first determine whether or not it should con-,
sider the case being appealed by determining if there was failure of due'
process, or if there were prejudial, arbitrary, capricious, or.unreasonable
actions or aspects to the Casem,as.handled by the Joint HearingCommittee;
or whether or not any new significant and. substantiVe evidence has arisen
that could not have'otherwise been reasonably presented to the. Joint
Hearing Committee. If the JUdictary Appeal Board:finds due process has
been observed and no significant new evidence has arisen, it need not
further consider the, case. If it does find some deficiency of'the type
noted, it shall consider tWmatter on those defiCiencies soldentified.

Student Union Advisory Board 6.50

The board advises the Directorof the Student Union on.the preparation and
execution of.the policies, budgets and management of the L.P. Young-Stu-
dent Unioni named in honor of President Emeritus Lloyd P. Young. The
board ts.dompdsed of seven students (representing each of the-following
constituencies: Senior Class, Commuting Students (1 male, 1 female), Cam-
pus Residents (I male, 1 female), Inter-Greek Council, Student Government)
one faculty member, and the Director of the Student Union, ex officio.

Advisory Committee on Library. Policies 6.60

The advisory'committee was established to serve as liaison between faculty
:members and library Staff; to provide consulting services to the college
librarian; and to advise the president of the college-on matters of library
poliCy. A major concern is to anprove accessibility of library resources.

Diming Commons Advisory Committee 6.61

.4
This Joint student-administration committee.provides a liaison with the

.management of the Keene State College Dining Commons., It reviews menus
and matters related to food service for residence hail students. Membef-
ship includes the manager of the dining commons and a representktive from
each student residence. The chairperson, normally a member of the Student
Services staff, is appointed by the president.

New Student Orientation Committee

Freshman Camp is another new student orientation option open to entering
Frethmen who wish to further develop, their leadership potential ana.who
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with to become more fiamillar with the College and how it operates. The
Alumnl Association assists with this program-in an effort to assist fresh-
men in understanding and appreciating the College's past as well as its
present and its. futUre,

Thorne Art Gallery Advisory Committee
6.70

The ,gallery advisory committee, appointed by the presidenWis comprised
of prominent citizens of the Monadnock.Region whose interests turn toward
the fineartt, It is chaired/by the gallery's director. The committee
advises the' director ongallery policies and exhibition schedules. The
advisory committee has established the "Friends of the Thorne Art Gallery"
to broaden the support of the_gallery program.

4

Other standing committees, which have liaison officers from each campus
are:

1. FauMni Directors Committee
2. Business Managers Committee
3. Co-curricular Committee
4. January Term Directors Committee
5. Library Committee
6. Marine Science Committee
7. Music Committee
8. Public Relations ComMittee
9. Registrars Committee -

10: Superintendents of Buildings and Grounds

College Day-for High School Students

College Day is an annual activity planned by the Admissions Office wherein
high school students and guidance counselors are invited to visit the cam-
pus to become familiar With-the academic and co-curricular opportunities
available at Keene State College. Students and counselors are encouraged,
to visit the various academic departments, and special orientation programs
are provided by the respective faculties. College Day is normally held
in the fall.

f

Parent's Week-End Committee

This student-faculty-parent committee is charged with the program and
arrangements of the annual Parents Week-End. The general chairman is
appointed each year by the college president. This committee also handles
the Honors Convocation as a. part of Parent's Week-nd when Dian's List

'students are honored and the Distinguished Teacher and Granite State
awards are presented.

6.79

6.80

Honors and Awards Committee. 6.81

This committee performs the dual function of"nominating outstanding per-
sons to receive honorary degrees at, commencement time, a maximum of two
per year, and of 'recommending to the trustees names for new campus build-
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ings and special facilities, such as auditoriums. In addition, each
year, two names are presented to receive the Granite State Award.

Theinembership normally includes one or. two trustees, two faculty
.members, two students, two alumni, and ore administratOr%

Concert and Lecture Committees

This committee is charged with the planning and scheduling of a balanced
program of cultural activities in the interest of the campLs community.
The event, schedilled are intended to supplement the program offerings
of the Keene area. The financing is provided by joint appropriation
from the student activities fund and from the college budget. Addi-
tional,funds may be obtained from other sources, eg. K.S.C. Alumni
Association, grants, etc.

6.83

Membetship includes four members of the teaching facility, one of whom
is the chairman; the director of student activities, and two students.
Faculty members are appointed by the KSC president, and student members
by vote of the Student Senate. Appointment is for a term of one year. .

Distinguished Teacher Award Committee . 6.84'

The Ajumni Association annually bestows p Distinguished Teacher Award
on that member of the teaching faculty who in the evaluation'of a
committee comprised of faculty, student and alumni representatives and
the President of the College -- has demonstrated excellence in 'Classroom
teaching, interest in the intellectual development of students, the
encouragement of independent thinking, and outstanding rapport with
students. The award is traditionally presented on Parent's Week-End.

V
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New Hampshire College and University Council (NHCUC) 6.90

The New Hampshire College and University Council represents virtually all the .

accredited four-year colleges in our state plus the University of New Hampshire
system. The Council is a unique combination of both public and private colleges,
working together to share resources and enhance learning opportunities for
students.

.1

Since its inception in 1966, the Council has concentrated on forging joint
programs in academic and management areas. Its achievements in such programs
have gained widespread recognition for the NHCUC, which was singJed out in
three separate national studies as one of the most outstanding "consortia"
(or inter-college associations) in the country.

In FY 73-74 the Presidents of the member institutions unanimously adopted goals
for the next three years. These goals are aimed at insuring the survival of our
diverse system of higher education in order to maximize educational opportunities
in. New Hampshire. The goals are:

(1) To bring together key decision-makers to focus on common problems,_
exchange information, and formulate institutional goals in the
context of state-wide planning.

('2) To,Maximize existing academic resources through interinstitutional
curricvlar collaboration, while jointly seeking new resources to
improve teaching and learning.

(3) To assist one another, in upgrading management personnel, attacking
deficiencies in such areas as institutional data, and jointly
administering services where feasible, and to involve as appropriate
all segments of the campus in such ways as manageMent teams and
institutional research councils.

To accelerate progress toward the three yer goals, the NHCUC sou* funding
from a major foundation. This spring, the W.K. Kellogg Foundation favorably
reviewed the NHCUC's three part proposal. The plan funded by the Kellogg
Foundation includes the following thrusts:

(1) Interinstitutional Planning - institute a Joint planning process'to
focus on common issues of the survival apd role of New Hampshire
higher education and to mesh college priorities with state-wide
planning requirements.

(2) Academic Resource Sharing - a pioneering strategy to join inter-
institutional curriculum development with instructional development;
in the former, combining and revising offerings-to reduceiduplica-
tion and make the curricula more responsive to student interests;
in the latter, assisting faculty to become more skilled in a variety
of teaching methodologies tailored to individual-student needs.

(3)- Management Planning and Development - establish a consortium manage-
ment training center to upgrade campus'managerial personnel, adopt
new national data reporting and program budgeting formats, and
further develop inter-college cost-saving arrangements.
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FACULTY CONCERN WITH INSTRUCTION

The respwsibility of the faculty it t work togetherto produce a high
quality ,0 instruction for Keene $tdtiP College students and to offer, within
that frame, the most imaginative and stimulating courses that the sheer
limitations of time, facilities, and humanity will allow. To that end,
each faculty member should understand and cooperate within the structure of
teaching at the college.

Office of the Dean of,the College

This office is primarily responsible for. the academic-program. It receives
proposals affecting the academic program from department chairmen. The.

dean offers leadership in curriculum development and has responsibility for
evaluatOn of the instructional staff and program. He makes the recommenda-
tions tb the president and tothe Board of Trustees on matters of faculty
personnej act-ions and serves as the-chief executive officer during the
absence of the president.,--

-7.00

7.10

Department Chairmen 7.11

-The chairman of a department serves in the dual capacity of member of the
teaching faculty and administrative officer under the dean of the college.

A. He plans, summons, and presides at all meetings of the department;
such meetings may also be called at the request of department members.

B. He plans, with members of his department, a constructive program to
carry out the educational policies of the college.

C. He evaluates periodically the individual member's performance and the
instruction, research, and professional status of the department.

D. He advises in appointments, promotions, and dismissals.

E. He guides and supervises new members of the department and others who
may benefit by guidance.

F. He keeps adequate departmental records, and forwards to the dean of the
college pertinent evaluations and recomMendations.

G. .He files an annual report of the operation of the budget.

Teaching Resonsibility 7.21

Keene State College has adopted a teaching load of 12 semester credits.
Semester credit in most academic courses are equivalent to actual clock
hours. But some teaching activities, such as laboratories and other less
formal instruction, are scaled at two-for-one or occasionally three-for-one
in terms of clock hours.

Certain faculty members withispecial and time consuming duties, such as
department chairmen, teach a reduced schedule. All individual assignments
are made by the dean of the college with the advice of the department chair-
men. The registrar prepares the master schedule of classes and assigns and
adjudicates examination scheduling.

60



-517

_Contract period of servjce ,September 1 through June 30 constitutes the
academic year basis of appointment; during this period faculty members'
primary professional obligations and responsibilities are to the College.

Office Hours

Each faculty member is expected to schedule a minimum Of three office
hours, distributed throughout the week, for student conferences. This
schedule should be posted on the office door.of the facUlty member con-
cerned and a copy filed with the department secretary and the switchboard
operator. Brief directions describing how to obtain appointments should -

be added.

Locator Schedules .

At the beginning of each semester, faculty members are asked to fill, out
locator schedules for the department secretary and the academic dean\. Both
class and office hours should be shdwn, with the location'and room number
of each, along with othert'information as requeited.

A locator card for fil4ng in the Fiske Infoination Office will be sent to
faculty members during the first week of the semester. This should be
filled out and returned, showing class hours, room locations, home.address,
phone number, and similar information. It will become a part of the master
locator index, along with.similar cards showing student schedules and
addresses.

.
7.22

7.23

Conferences and Workshops 7.24

Occasionally, various instructional departments may wish.tpschedule con-
ferences and workshops at the college for the benefit of in-service teachers
or other similar groups. These should be arranged, preferably at least a
month in advance, by the department chairman-with the dean of the college
or the director of extension services. Space for the lectures or con-
ferences should be discussed with the director of physical plant and
provision made for, news coverage through the College Information Office.

. Visiting Speakers (Classrooms) 7.25

lf.a faculty member wishes td have a visitor address his class, display
slides, or conduct a discussion, it is sufficient to notify the chairman
of the department who will, at his discretion, See that the dean of the
college is notified. When additional or different space is required,
advance clearance must be obtained. Hondrariums are available only when
budgeted by the departments and.paymeni must be authorized by the director
of administration.

When the event involves a combination of classes at a time that conflicts
with other scheduled commitments, authorization must be obtained at least
a week in advance from the dean of the college. The procedure is the same
as for field trips.

Any event which may have campus-wide interest should be scheduled through
the director of administration and the director of student activities.
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Faculty Meetings

About a meek before -the fallsemester begins, the president and the dean
of the college meet with the faculty for a period of orientation, plan-_
ning and discussion.

At several times during a semester, further faculty meetings may be
called by the president, or by the president at the request of faculty
'members, to discuss matters of- general concern,

Field Trips

Short field trips, which oocupy the normal class hour only, require no
special notice unless college transportation must be arranged. °longer
trips, especially those which conflict with the hours of other classes,
must beapproved in writing .ythOian of the college. Jhe procedure,
adopted by the CoPege Sena e, is a0ollows.:

At least one yieek.in advance of he event, the sponsoring faculty member
shall prepare a list of participating students, the hours they"' re
expected tore absefil from campus, and the-nature of the actiyity. This
list shall be sent to the dean of the college with the endorsement of
the department chairman.

The instructor should remind his class of their responsibility to arrange\
to make up any work missed in their other classes. After -the trip, he
is responsible for notifying the dean of any listed studenti who did not
participate.

7.26

7.30

tUdent Transportation

faculty sponsor or coach is expected to take every reasonable precaution to
protect the safety of students travelJng in connection with a college-author-
ized activity..

A. Events scheduled, pre-planned,,and financed by budgeted funds. These
include athletic trips, departmental field trips, and representation of
campus activity.

1. Common carrier: The provision of liability insurance by the
carrier makes this the most advisable method
of'travel.

2. College automobiles: Utilization of these vehicles requires filing
a Vehicle Request Form with the Maintenance
Department (see Settion 3.50).

3. Private vehicle: Only a faculty member may be reimbursed for
mileage.
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B. Class field-trips, special activities trips and social events of an
occasional nature.

1. College vehicles:

2. Private vehicles:

Request procedure and operating rules may be
found under. Travel - Advance Procedures and
Reimbursement of Expenses. (Section 3.50)

Only.faculty members may be reimbursed. for the,
use of their vehicles. No such arrangements are
available for student cars.

NOTE: 'Any time a private ,vehicle is used to transport students. In a
college-connected activity, it is.the duty of the fatuity member
in charge to verify that.such vehicles carry Insurance protection
of at least $100,000 - $300,000: (See Comprehensive Liability

.

Protection, Section 7.33)

Athletic Games During Class Hours
7.32

The faculty sponsor, coach or advisor, whose team is scheduled to play Or travel
during class hours is responsible. for notifying the dean of the college as soon
as the roster of participants is known. He should send to the dean artist of
those participating, the hours absent from campus and the nature of the activity.
Coaches must warn their teams. that the students are responsible foriarrangin4_
to make up missed class work. The coach will also notify the-dean of any
excusedttudent who failed to participate in the trip event.

Comprehensive Liability Protection
7.33

Keene State College, through the University of New Hampshire carries a comprehensive
automobile liability policy with the following coverage:

A. BOdily injury liability:

V. Vehicles with maximum seating capacity of nine persons:
$100,000 each person

b. OM° each accident

2. Vehicles with maximum seating capacity of ten or more persons:
a. $300,000 each perion
b. $500,000 each accident

B. Pro-cy damage liability:

1. $50,000 each accident

O

The drivers of all state vehicles are covered, as ar all employees and
(.students who are not employeet traveling therein. Drive s of non-state vehicles
on university business or sponsored activities, whether e ployees or students,
are not covered and have to be covered by the personal a tomobile liability policy
of the.owner of the vehicle (See Section 7.31).

63



-54-

Curriculum Advisement

The individual advising of.students is one of the most important col-
lateral duties of a faculty member. Thus',.. each faculty member ts
expected to norm himself of the.general educational reqUirements: of
the College andthe particular ktandards. of his own department. -

In order that- faculty members may be asslotted in achieving high.quality
academic advisement, they'will be expected to participate periodically
as General. Freshman Advisors in.the new student orientation program .

al Bided. to, in Section 6.62. It will. lie the responsibility,of the coordi-
nator of.academlc advisement to recruit these faculty members and to ;

provide necessary materials, and inttruation for advising.

The Geniral Frethman Advisor is.the student's academic advisor until the
student, officially declares his/her major.

11

Selettion: When the student makes an official declaration of major,
t e department chairman shall assign a faculty member to ac as the'
stUdenes major advisor.

-a. Chan es: Faculty members will not countenance InfOrmal student
.a rangements for changing advisors. A change of minor advisors-

. requires authorization of the chairman, who will consult student,
and'advisor before' making a new assignment. A change Of'peneral
Freshman Advisor requires authorization of the coordinatoy, of
'academic advisement, who will alsd consult student and advisor
beford making a new assignment.

b. Departure: Wheg a student's major advisor retires or departs from.
the campus,-the department chairman will reassign the advisees.
For departing General Frdshman.Advisort, the reassignment will
be the responsibility of the coordinator of academic advisement.

c. Change of Major: When a student has officially changed his/her
_major subject area, the chairman of the student's new department
will ilSign the student to an advisor in his/her new major sub-
ject area and notify the former advisor of'the change,

Duties: The academic advisor is chgrged with "guiding the student to the.
successful conclusion of his 'chosen curriculum and the award of the degree.
He confai's on thechoice of courses, helps plan each semester's schedule
and endorses the registration for classes; he keeps record of cumulative
credits and required courses and directs the student toward the right course
at the right time..

He discusses the student's extra-curricular activities and their bearing
upon his studies. If the student has scholastic difficulties, the advisor
meets with him to help identify and remove the cause of the trouble. In
any case, he should see his advisees individually at least once each
semester.

'to 64.
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'Endorsements: ..The advisor must be sought for endorsements; which
g ve a Constantcheck, on the program of the advisees:

.a. Schedule of Classes Before registratibn each semester,
TE77671ent must have his advisor's clearance of courses
and credit's.

b. Stuident Teachin Clearance: The advisor's signature must
be on ibis ocume7FFe-fOW the student can be assigned -
-to do his student-teaching requirement.

c. Add and Drop.: The student obtains a class withdrawal form
from the registrar, and contacts his instructor and advisor
to have them initial it for data processing purposes.
However, neither their permission to withdraw, nor that of
any dean, is required. tourse withdrawal will becoMe
automatic if the professor or advisor decline to initial
the withdrawal card and the registrar confirms they were
aware of the student's intentions.

ti

Information:. The advisor has access to all records of the student
-5717iiiaTice of the registrar, and is additionally assisted by:

a. Conference Notes: individual talks with advisees are
scheduled during pre-registration., Other conferences
should be arranged at a-mutually convenient time.

b. Statistical Data Forms: One.copy of this form, filled
but by each student upon registering, will. be forwardpd
to the student's advisor.

c. Annual Grades: A complete transcript of a student's
7-13;71-i-fO7Warded once a year by the office of the
registrar

d. Further Information:. The advisor:may confer about the student
at any time with the dean of women/men and with the department
chairman and the dean of-the college.

.0"
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Innovative Courdes and Special Academic Opportunities

The College Offers a,'variety of innovative curricula courses and.
special academic opportunities, including:

Individualized Major.-% This prograM is designed to fill the gap be-'
tween existing majors and the highly motivated student's partiCulat
interests and career plans. The student designs his dr her own
major program with the assistance. and approval-of three full-time
faculty.membersvone of whom is the advisor.of record. The. individ7
ualized major requires at least 32 semester hours of academic credit
and requires the approval of the dean of the college.

Contract Coursework - This ptogram provides the student with more
1174571Tgg;;;1717-adltional studies on an independent study basis.
Academic credit is available in ,blocks of from'One to six ceedits
per semester. Students. register for a contract course under the
designation of "KSC 490 Contract tourse." Credits earned May not
be applied toward general education requirements. The proposed con -
tract course:must be signed by the student and approved in writing
by two full-time faculty members.

Inde endent Study -_ A tUtoriat'form of study, with a paper normally
required in a student's major area of 'interest not covered in the
regular curriculum or where the student exhibits capacity.to do
work beyond that required in existing courses in areas of major
interest. 'The topic is mutually selected by the student and the
instructor.

International.Sludy-Jravel abroad is available through the College's
"KSC 080 (Travel Studies)" Interdisciplinary course. Permission is
needed from thetout director-, the department chairman and the dean
of the' college. - e I

Early Admission r. An early_ admission program enables students who pos-
sess hTiii7F5aPstfC'aptItudeo-superlor. academic records ,in high school,:
and satisfactory character references to skip their'senior year of
high schoOlanemove directly frOm the junior, year in high school
into the freshman year of college. Students seeking admission under
this program must 'undergo interviews with the,director'of admissions,
the chairman of:the department to which early admission is sought,
and the'appropriate 'student personnel dean.-

Advanced1Placement - A student may receive- advanced credit and/or
placement by taking an adVanced placement coursejn high School and
achieving -a satisfactory score on the appeopriate Advanced Placement
Test administered by the .Educationalr Testing Servide. Ordinarily, no
more than 15 semester hours will be granted through successfully com-
pleted Advanced Placement xaminations. When advanced credit is geanted,
it automatically carries w h it advanced standing toward fulfillment
of requirements, but advanc placement does not necessarily carry
advanced credit:
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Credit la 66mination College honors for'any student in a -four
year program a maximum of 30 credt hours achieved by speckalexaTin07.4
tion and for any student in a two-year program a maximum of;154redits.
Such examinations include the College Level Examination Progpm (CLEP),
Advanced Placement Tests (APT.) and" departmental -examinatiOS". farther
informatiOn should be sought from the Director of the KSC-Testing-
Center.

Correspondence Course Work - This program, most frequently used in Con-.
nectiOn with courses offered by the U.S. Armed Forces Inttitute, pro7
vides for acceptance of'correspOndence work for credit throughUSAFI
or some other institution. Approval of the departments in-which such
work is being,offered for credit is required; up to 15 semester hours
of credit.maybe earned and used toward meeting degree requirements.

New Start Program, - Enables a readmitted student to resume academic'.
career with credits (but no grades) from previous course work in which
the student received a grade of "C" ortietter and which comply with the
degree requirements of- the program to which readmission is sought. No
minimum grade point average it required for readmissUon under this pro-.
gram, but the student must achieve the minimum grade point
appropriate to his/her current standing as determined by the total number
Of credits.

The Continuation Program - Enables the readmitted student to begin where,.
he she left off in terms of both curriculum and major, as well as cumu--
lative-average earned during previous academic work at Keene State.
Students may repeat courses in which poor grades have been achieved,
-with the first grade remaining on the permanent transcript but the new
grade being the one figured into the cumulative average. if courses are
repeated at another college or university, credits --- but not.gradet --
may be transferred to raise the student'§ cumulative average at Keene
State College.

New Hampshire Collage and University Council A consortium of 13 col-
leges an \univertities in New Hampshire student exchange among
the institUtIons'fof credit, plus special coursework, seminars and a'
one-million volume library resource.

New England Regional Student Program - The College participates in a
regional cooperative program, adMinistered by the New England. Board of
Higher Education,- which.permits qualified New England residents to study
with in-state tuitio and admission privileges, in certain program's
at any pf the statecolleges. The program expands opportunities 'in
higher education-by making available on an equal basis courses not com-
monly offered at every, institution, thereby helping to reduce duplication
of courses and to utilize more efficiently the higher educational facili-
ties of each state. Information may be obtained from the KSC Admissions.
Office or from the New England Board of Higher Education
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Registration

,:. 7 q
On the days set aside for courSe.regitt?Ittion each semester, each chalT.-
man is expected to supervise enrollment For his department's courses,,""
assisted by the facuty.members of his department aseequired. ,FacUlty al

members with adviseet"a're. expected to assist prior to registration during
. .

specific advisement periods.

Preregistratipn. - Students preregister for the'fall Semester in April and
for the spring semester-in November,.confenring with-their advisors regard-
ing class selections and'schedules. En'rolled students who fail to pre-

,

register,will be charged a $15 late-registration fee:

After each day of advisement, a tally of,the places '{nor seats) remaining
in each class is posted in the,Student.Union 'And in the residence halls.
Students fill in.a registration form, provided by the advisors, for each .

class they desire and take it to the department chairman. If space is
available, the c rvatiOn card is laft with'and initialed by. the
chairman, if sp s not vallable, the stydent consults on alternate
cHoices of Course ith the parilcular-departmAt chairman orhis academic
advisor.

-When all courses-are initialed on the registration. form,' i0s.returned
to the student's advisor for his signature., The advisor'keepsone copy, °
forwards two to the chairman- and .91veS\ One to .the student. About one.
month later,'the student receives 'a printout of his tchedOe for the
next semester.

. .

.0verload'charges are assessed for,coursloads in excess of 18 credit
hours at the rate-of, $30per credit hour'sfor. In-staters and $60, per
hour for out-of - staters." Oyerload charget may be waived by the College
Senate if department' requirements cause such overloads.

A $15 late registration fee is charged to any student who has not pre-'
.registered or hfs not paictall fees and debts upon registration day for
the fall and spring semester..

A student may drop or add a course for a $5 fee between the thir4hday of
classes and before the clospelof.business on the tenth day of classes,;--
After this two-week grace period, no courses may be added withcpt,the
Witten permission of-the instructor and the dean of the collegealthough
they may be dropped upto the end of the sixth week of classes, with a
grade of "W" (for"Withdrew")' gtven the student. After. the sixth week
of classes a student may be granted permission to Withdraw from a'course
only. for extraordinary reasons beyond his/her control. This late withdrawal
will be allowed only with the written permission of the dean of the college
(or his designee). Normally, when this permission is granted, the "W"
on the..official.transcript will be accompanied by the student's letter

a: grade at the time of withdrawal, thus': W(81 or W(F) . These grades will
not, however, be inc /u,ded in the cumulative grade average.
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The instructor of a Class shall haVe t4i,tAisponsibility of checking
the class -roster eceived from the registrar's office, noting any
inaccuraciesaadreturninga corrected, copy of the roster to'the
registrar's office:.

Class Attendanc

'Attendance pe
dents are'exp
nature of man
ties will be

,

.4.

se LS:not a criterion for evaluation... However, st..p7-
cted to attend all classes and are adVisedthai the:
courses*is such that particlpation inrciass activi.7-

udged a'4)artof the student's performance,

- Class room, E

College pol
option of t
receptacle
of phys ca
"no smokin

ronment

Periodic

Each facu
performan
plished t

cy leaves., the Matter of smoking in the-crassroom to the
e instructor; provided adequate ash trays and sOokingl'
are available as,,needed ancilproVided that the director
plant developpien'thaslOt-designated the area as a
' zone for safety- pu'rposet.

aluat ion
&

7.43

7044

7:45

ty member has a responsibility constantly, to valuate the
e of his classet. Where applicable, this should be accom-

.rough an,organized program of. tests and examinations,

Unannounc d Tests; These are inform41 quizzes of short duration, given,
usually thout advance-Waining. No"'Oena'ity, as such, accrues to the
nissing f such a quiz_, other than- the loss 'of:the-quiz grade.

,

Announce
.

Tests: These are more .formal tests of varying duration,
ocCupyin all or part. of one or more, class hours. A -Copy should-be
filed wt it' -the department chairman., if the class is notified of,, the
intended date at least one week in advance, any student who takes an
tinexcusl d.absence during thatA,Ciass Period receives_an automatist. -/

An excp, ed absence'(See Class Attendance, section 7:44) permits the
student make -up' Privi-yege without. penalt. This appl i es to i 1 1 nesses
and In ether legitilnite-cases when arrangements hove been made in
advanc . Dedlitcin as to the form Of the make-up work is the prerogative
of the course instruCtore 1 : .

Final Examinations: .A week ts seat aside at the end Of%ach semester
fdr. a minIsterip§ tWo7hOuir .flnalexaminat att course where
sucks valuOtion is.apptopriate. The OfilissiOn a fOrmal examination
"must be .reported to the'Aepartment Chairman. tn thete cases the clats

- will meet. (See College Senate Appendix) ,

)

A
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The:examinatton:tchedUleis prepared bythe office of the registra._
Conflicts, when they exist will bei-esolved by(that office. Faculty
members concerned may be conferred with in order to work out.a

. feasible compromise:

Closed Period: The closed period begins one. day before the first
.

final examination in each semester and continues through the period.
No organized activities, meetingt, field trips, or @thletio events
may be scheduled duting this time, except fOr entertainment files

. or indi4idual recreation.

Office of the Registrar

This officels the source of accurate information about the academic
records of all students. It compiles and keeps on record the statis-
tical material -- semester averages, cumulative average and total
credits -- of each enrolled student. It maintains archival records
including transcripts, catalogues, and outlines' of courses. This
office prepares aid statistical lists of academic standing and
assists in determining which students have completed the necessary
requirements for the award of a degree.,

The office of the registrar provides the following services for
faculty: .

A. mirrmation on the scholastic standing of the sNdent.

B.. Notice of student Withdrawal from college.

C. Variat course and grade report forms for semester
. records.

D. Information for academieadvisors, including: Selective
Service (student records),.Social Security dependents,
teacher certification forms, Veterans Administi'ation,
Higher Education Assistance, Marine Officer Selection,
NDSL forms (when student transfers from angther college),
and student teaching forms.
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Admission Requirements
. -

freshmen: The college accepts freshmen upon the basis' of satisfactory
test scores and high school transcript, a high schOol diploma or an
acceptable. equivalent, and the poSitive endorSement of the secondary

,schOol counselor. The Scholastic Aptitude Test ofthe .College Entrance
Examinattoh Board 'is required. .

Transfer Students: A limited'number,of qualified transfer students are
accepted. Satisfactory,transcripts are required from previous high school
and collegiate attendance. A minimum cumulative college average of 2.00
is expected, along with a.positive evalUation.from the appropriate stu-
dent affairs. dean of the previous college.

.Graduate Students: Candidates for graduate degrees are admitted. by
the director of graduate studies. Their credehtials must show gradda-
tion from an accredited college with an acceptable achievement level.
Scores-Lh the 15th percentile each'in the verbal and, quantitati4e seer
;pions of.thecGraduate Record Examination are also renutred,.as well as
a personal interview.

Withdrawal from College'
,

Students who withdraw from the College at any time other than the end
of a'semester are required to secure a withdrawal form from the
registrar. This form, when completed and.signedby the dean of their .

(College, must be cleared 'for settlement of account by the bursar and
,the personnel dean.. Permission will not be'granted If the only intent
As to avoid failing grades.

An unofficial drop-out results in failure for all courses and conse-
quent suspension or dismissal. Those wishing readmission must do so
through the. office of the director of admissions.

Student Leave of AbsenCe.

A student may request an academic leave of absence, indicating the exact
semester he intends to return. He.need not Seek readmission, but may
merely make arrangements to return to campus on the date specified.

7.52

7.51+

7.55

A request for an academic leave bf absence must include the signature of
the appropriate personnel dean as well "as the Dean of the College. Accep- .

tance'of a leave is contingent on fulfillment of all official.withdrawal 40114
procedures by the student.

. A student who has.withdrawan or has been separated from Keene State
College must submit awritteh request for readmission to the Director of
Admissions at least one month in advance of the semester in which he
wishes to resume studies.
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Students who have been dismissed from the college for academic reasons
and who wish to be readmitted after fulfilling the terms of dismissal
have a choice of two academic options: the Continuation Program and
the New Start PrografiL (See Innovative Courses, section 7.41).-

Probation and Dismis'sal 7,56

a: MinimumGra4le Point Average In order to maintain good academic
standing, students must achieve at least the cumulative quality

.

point average listed below:

Freshmen 1st Semester 1.70 2nd Semester 1.80
Sophomores " 11

1.90 11
" 2.00

Juniors u 11 2.00 " " 2.00
.Seniors u 11 2.00 -, " 2.00

. b. Probation: Failure to maintain these averages for one semester
results in automatic scholastic probation. Such students are
limited to a:maximum of 12 semester hours of course work and
must remove the cumulative quality deficiency at the end of the
next semester. No student on scholastic probation may take part
in any co-curricular activity. .

c. Exclusion: Students,whoremain on scholastic probation for two
consecutive semesters are automatically dismissed from college.
All newly admitted students must achieve a quality point average
of 1.30 in order to continue at Keene State College.

d. Review: The Admissions Advisory and Scholastic Standing Committee'
will review all cases involving,probatron or dismissal. .The Com-
mittee recommendations are final.r Upon confirmation, an appeal for
readmissidn,will not be considered until two semesters have elapsed.

r
e. Part-time Students: The minimum grade point average for special stu-

dents is as follows:

15 semester hours 1.7

30 , " 1.8
45 " It 1.9
60 " " 2.0

73 " 2.0

96 " " 2.0

Failure to achieve the requirements results in an individual review by the
dean of the College. Probation or exclusion is determined by his decision.

Grading System

Grades'at Keene Stat College are normally recorded as A, AB, B, BC, C,
CD, D,.and F. Use of the grades of AB, BC and CD is opticanal with the
instructor.

,)\ 72 _

7.
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Student Teaching (Ed. 401) is recorded,on a Pass/Fail basis. Basic Design
(Art 61) may be taken on a regular grade or on a Pass/Fail basis.

A .grade may be recordedas "Incomplete (Inc.)" when there has been
hess or other extenuating circumstances beyond the control of the stu-
dent. An Incomplete is not figured into a student's quality point
average, but becomes an "F" if the student fails to complete the course
within another semester.

The grade "In Progress (IP)" may be given for courses which extend over
more than one semester. It is not figured into a student'g quality
Point average.

Grades are given the following quality point values: A, 4 points; AB,
3.5 points; 8,.3 points; BC, 2.5 points; C, 2 points; CD, 1.5 points;
D, 1 point; F, zero points.

Change of Grade

Although each faculty member has the right to change a Studen's grade if
he feels it justified, he should precede the change by conferring with
his department chairman.

Final Grade Reports ,

At the close of each semester and ordinarily within 48 hours after the
final examination in each course, the instructor will turn over to the
registrar.his grades for all students enrolled. He is responsible for
filing the following:

a. Grade Report: He will complete the final grade .roster, a fOrm.which
reports the alphabetical list of students with their grades. Copies
of this form go to the'department chairman; the original is retained
in the registrar's office.

b. Graduate Student Appriasal: for graduate students enrolled in the
class, the instructor files a Faculty Appraisal of Graduate Student's
Work, including a description of the required graduate paper or project.

c. Outline of Course: An outline of. each course taught must be filed
within a week of the end of the semester. It reports units and topics
and time devoted to them, lists texts, and describesospecial projects
and graduate credit work. These forms must be filed each year and
should not be merely referral to previous reports.

Semester Honors List

Students who maintain a 3.00 grade average, or better, for two.tonsecUtkie
semesters will be eligible for the. Dean's List. Those students who during
the first semester of their freshman year, earn a grade point average of
3.00, or better, will be eligible for the Dean's List..

73
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Graduation Requirements

All students must satisfactorily complete the requirements of the
curriculum in which they are enrolled and.present a cumulative
average of Z.00 or higher.

-b. -The academic work of the senior year must be performed in residence
at Keene. State College.

-614-

c. Degree candidates will be allowed a maximum of ten full semesters
in one curriculum. Three six-week summer sessions will be con-
sidered the equivalent of one semester. .

d. All candidates for degrees must be certified for completion of
curriculum requirement by vote of the College Senate.

,c-e. An Intent to Graduate Form must be completed and submitted to
the registrar's office.

,

7.61

Scholastic Honors 7,62

A student who has attended Keene State. College for at least two years and
has a,cumulative average of 3.90 or higher, will, upon certification by
the College Senate, be issued a diploma designating "summa cum laude."
A student whose average is 3.70 to 3.89 will be awarded a diploma
designating "magna cum laude" while a student ,0ose average is 3.50 to
3.69 will be'awarded a diploma designating "cum laude."

Student Financial Aid

The director of financial aid administers the aid program. Financial aid
is available through the f011owing resources:

GRANTS AND SCHOLARSHIPS

Basic Opportunity Grant

Supplemental Educational Opportunity Grant

Positive Action Scholarship

Tuition Grant

Maxfield Young Scholarship

Honor Scholarship

International Student Grant

74
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LOANS

National Direct Student ,Loan

Tuition Loan

Keene State.College.Student Lou;

Alumni Loan

Young-Pearson Loan

WORK

College Work-Study Program

Student "Hourly" Program

Placement Evaluation 7'.70

Graduating seniors may ask members of the faculty to provide refer-
ences. If the faculty member consents, he will 'receive from the
student a Confidential Reference Form which shbuld be filled out
and returned to the Office of Career Counseling and Placement.

Career Counseling and Placement 7.75

The Career Counseling and Placement Office, located in. Elliot Hall,
is a multi7faCeted operation offering the following services to under-
graduates,.graduates, and alumni:

(1) Small group sessions on career exploration and values
clarification

(2) Small group Sessions on life and career planning
(3) Career materials and resources library
(4) Individual Counseling
(5) Small group sessions on resume writing and interview

techniques . .

(6) Compilation and,distribution of individual cretOptials
(7) Solicitation, compilation, posting, and distriTution of

employment opportunities
(8') Scheduling of.employment.interviews
(9) WOrkshons for faculty on career and employment oppor-

tunities in the various academic major areas.

75
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SUMMER PROGRAM_

This auxiliary program is intended primarily to answer the needs of graduate
students and non-matriculated -undergraduates. Determination of course

:offerings is the responsibrtity of ,the director of the summer session acting
after consultation withdepartment chairmen and the dean of the college.
Each year the college offers a six-week summer program intended to serve the,
needs of matriculated graduate students and undergraduates seeking additional
credits. Students, however, must be- in good standing at this or another
collegiate institution before credits will count. Students matriculated
at Keene State College must possess a valid cumulative average. Candidates
who are enrolled for a degree elsewhere must present acceptable credentials;

Depending upon assessment of the demand for courses and the availability
of faculty personnel, the director,' in consultation with'the department
chairmen and the dean of the college, ordinarily makes a selection of courses
from the catalogue. Faculty members, through their chairmen, ray propose
special courses for consideration by the College Senate, but these must be
approved by March 1.

Classes meet five days a week. A preregistration Is conducted by mail with
registration held on opening day; examinations are,given at the'final course,
meeting, and grades and course reports are returned to the registrar on forms
supplied. .

The summer program is self-supporting; therefore,-teaching faculty are chosen
on the basis of enrollment demand for particular courses. Efforts are made,
within these considerations, to distribute the sections equitably among the
regular faculty.

Salary is based upon a normal load of two courses. The rate is 15 percent of
the faculty member's annual salary for the previous academic, year. When one
course is taught, the rate is 7+ percent of the previous annual salary.

Teaching, by Non - Faculty Members

Teaching in. the Summer Session by staff other than faculty members shall be
governed by the following:

A. Approval by the director of the summer session and department chairman.

B. Written permission of the staff member's immediate superior. .

C. Must be undertaken without detriment to the regular assigned work'of the
staff member's position.
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University System Continuing. Education Council 8.20

The University System Continuing Education Council, comprised pf the directors
of continuing education programs on each campus of the University System, the
Dean of the System School' of Continuing Studies, and representativ s of related
activities (the educational television network and the Cooperative xtension
Service), serves as an advisory and coordinating body with responsibility to
the Administrative Board of the System for: (a) Developing a long-range program
for meeting the continuing education needs of the state; (b) periodically reviewing
existing programs; (c) coordinating the continuingffducation activities of the
various campuses; (d) advising and requesting review by the System Academic
Planning Council of programs to be initiated; (e) coordinating with the State
Cooperative Extension Council, and (0 'maintaining, on an individual campus
basis, an advisory board broadly representative of New Hampshire society.

School of Continuing Studies
8.25

The School of Continuing Studies is responsible for expanding and coordinating
the off-campus educational programs of the University System of New Hampshire --
to serve all areas of the state outside the cities of Manchester, Keene, Ply-
mouth and Durham. The school utilizes faculty from all the institutions of
higher education in the state of New Hampshire, but primarily those in the Univer-
sity System. It provides instruction in credit and non-credit courses, workshops,
institutes and conferences. A special effort is made tib offer those courses in the
community. Courses are directed either toward individual career deveropment
or to satisfy personal and leisure time interests. The school administers a
Bachelor of General Studies degree,' and'an Associate in Arts and General Stu-
dies degree.

Continuing Education (incrudes former Evening Division Program) r 8.30

The college is pen to part-time students from 8 a.m. to 10 p.m. Any student,-
provided he pos esses the proper prerequisites, can register fora course
offered at the college and provided that there is space available. Matricu-
lated students receive priority over non - matriculated students in cases where
enrollment must be limited. As determined by the department, it is the faculty
member's responsibility to teach a course in the evening,on a rotational basis
so that part-time students can most likely take advantage of the academic'
offerings of the college. If possible, and if appropriate, courses are to be
offered on a cycle which will enable all courses in a department to be
scheduled in the evening.

Information on opportunities in continuing education may be obtained in the
assistant dean's office in Hale building.

7 7
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FINANCING AND BUSINESS 9.00

Because Keene State College operates as part of the state university
,system, it subject to the fiscal requirements. defined by the
UNH System Board of Trustees. These business practices are mandatory
and require the cooperation of faculty and administration.

Budgeting and Procurement
9.10.

Keene State College operates on a biennial budget. Therefore, pur-
chase of equipment and supplies is related to advance planning. Fac-
ulty members are expected to indicate their needs to the department
chairman, and the departmental recommendations are forwarded for
review by the dean of the collegekand the director of administration.

After approval and funding of the college budget by the legislature,
all purchases of equipment and supplies are under the jurisdiction
of the business administrator. Purchase orders for more than $300
are issued through UNH offices, based upon local processing of
requisitions. These requisitions are initiated by the department
chairman and implemented by the business office.

Purchasing Procedures

When an item costs less than $300, and/the requisitioner has suffi-
cient budget funds to cover the order, he completes a purchase
order (UNH Form 23-K) including all needed data: vendor's name and
address, quantitye catalog or code number,. description of item, unit
price, tote.] cost, dis'count, date of order preparation, F.O.B.",
delivery date, account number, object code, department, fund (Keene),
requisitioner's signature and department director's signature. 4

Assistance is available from the business office.

4
Approval is required by the dean of the college, dean of student affairs,
director of administration or director of physical plant development,
whichever ilsappropriate, unless they delegate responsibility in writ-
ing to a person under their authority.

The original is mailed to the vendor by the business office. Copy
One is kept by the business office. Copy Two is retained by the
requisitioner until the item is received satisfactorily and the
invoice Is received from the business office. Both arp then for-
wai-ded to the busineSs office for payment. The business office'must

.countersign Band forward to UNH for payment. Copy Ttiree is retained
,by the requisitioner for his records.

When the requisitioner wishes the business office to_make the pur-
chase, the procedure is the same, except the business_ office, in con-
sultation with the requisitioner, will determine the best vendor's
quotation.

- 78
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Where sufficient budget balance exists to cover orders over $300:,

Requisitioner completes UNH'Form No...'21, including all necessary data
as outlined above. A copy shotad.be made a retained for the

,department's records. Both-copies are fo rded to the business office
. for processing In 'accordance with the poliCies of the University of
New Hampshire. Copies of all quotations must be attached.

A purchase order will be receNefrom the University of New :

...): Hampshire and a copy -will'bpsent 'to the department.
...

,Where Insufficient budget balano ce exists:
.. .

.. .

Budget transfers re9uire prior approVarby. appropriate departMent.
chairman (dean of student affairs, dean of .the college, director of
physical plant, director o admtnistratiOn).

Funds must be'avallable and transfers approyed 15y the_business. office
prior to purchase. Procedure then contihues as outlined above.

Inventory and Equipment

A record of each item of equipment with a value of $50 br more)s kept
in the business office. All such equipmentbears a.Keene. State
College Udentification number.

It is the responsibility,of each department chairman to'keep an up-to-
date record of alltinstructional and office equipment assigned to his.
department. All items that become obsolete or are missing ShoulCrbe
reported to the business Office.

The business office maintains a small inventory of office equipment.

Keys

Keys to campus buildings and_to assigned offices, storerooms,
laboratories, and-the like, are issued by the business office. This
requires written authorization by the director of administration or
the business administrator. There is a refundable deposit of 50t per
key. ,

Repairs and Alterations

Requests for repairs or alterations to the facilities - offices,
classFooms,laboratorles, and the iike - are initiated by Maintenance
:Reguest,Orders to the coordinator of,work'scheduling in the office of
physical plant. The necessary work order will be issued after
Approval by the director of administration, upon satisfactory cost

. estimate.
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Personnel Terminology

The sralf of the College, for OerSonhet.panageMent.Ourposes, is divided
into. the folloWing groups.: Executive n.the president and the,dea of
the
into,,

Faculty-Professional-Administrative-Technical Staff - the-
academic and Other salaried administrative employee who provide sUper',
visory and profesflorial services in direct support of the teaching P
staff; Operating Staff - those employeeS'whe provide'support services
for the teaching, administration and research activities of the College
and whose working hours and conditions -of employment. are, in general,
subject to. the Federal Wage and Hour Regulations.

Employee Groups

The Operating. Staff of Keene State College are represented by the State
Employees'''Association of New Hampshire, Ina.,,in an initial two-year
agreement signed on May 261972. Thecontract covers personnel,policy,
practices and procedures and matters affecting other dbonditions of
employment and provides a means "for amicable discuSsion and adjustment
of matters of mutual interest at Keene State College."

0

-

80.

4:

9.15

9.16



-71-

SIUDENT ACTIVITIES
.

,..%

Among the.sirongattributes of a smaller college are accessibility of
faculty to students and tIre beneficial relationship thatdevelops-
from acquaintance outside the Classroom. These informa) exchanges
foster guidance and reinforce more formal instructioll.

L

z.

Student Activities Office.

The office. of student activities, located in the L.P. Young Student
Union, is the center for campus o-curricular and extra-curricular
programs. Thiepffi&04

A. Maintains records of student organizations. Campus groups
file listings of their off4cerg, constitution 6 by -laws,
and financial and.actvity records.

-

B. Administers the activity.fee budget: This is,the offIce.of.
disburse*entfOr all student activities funds, within the
budget set-up the the Student Government and ratified by the

-.-president of the college., Purchase. orders and payment orders
for these funds are obtained here and bookkeeping services
for student organizations are supplied through this office.
Contraction and or expendture of these funds requires the.

° signatures of the treasurer of the organization, the organiza-
tions's adviser, and.the director.of student activities.

C. .Functions as a clearinghouse for programmiAg information,
pOss.kbiiities and advisement for th6qco-curri.cular and exp-a-
curricular program. The 'director of student activities also.
exercises supervision over contracts involving student
organi'zations.

The sem4ster calendar of activities and events is published by this
'office, as is a weekly,bUlletin of coming events. The latter covers
'a two-week'period beginning with each Wednigday. Copy deadline for
notices is 4 p.m. each Modday.

Except for strictly academic scheduling (handled by the.office of
the re61strar):.and for scheduling byoff-Campus organizations and
individuals (handled by.the-office.Af physical plant development),

.
appliCations for the use of all classrooms, auditoriums, the
gymnasium, the college camp, and other college facilities, for what-
ever purpose, must be cleared through the director ofstudent activities
A notice of.48 bours is required. '

f
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'Student Union,
.

i

,
.

The Student Union, named tOjlonor of Presfdenl.Emeritug Lloyd P. Young,
provides e f al point for campus co- curricular and extra-curricular

'11

'activities.- .he bultd,ing includes the campus bookstore, the student
activities/stu ent-union Office, the union desk. (sells newspapers,
snacks, tobacco produCts, etc.), coffee shop, recreation room 6 TV
lounge,:KSC pub, conference rooms, .and offices of the Student
Government, the so 1 activities council, and the campus media
(student newspapeSr, ra 1 station; and yearbook). The_building also
houses the Mabel R. Brown Room, named fora fotmer administrator;
the room has faCilities for theatre, movies, concerts add .lectures.

The Union is under the.supervisi'ori of the director 'of the student . .,

union, who is advised by the Student Union.Advisory Board. The
Union's operation is financed by a $30 per-student.per-year fee.

1

Student Union hours are:

SC

Monday - Thursday 7 a.m. to 12 midnight. k.
Friday - 7 a.m. to 1 a.m.
Saturday - 9 a.m. to 1 a.m.
Sunday - 12 noon to 12-midnight

Coffee Shop hours are:

Monday -_Friday 7a.m. to 10 p.m.
Saturday & Sunday - 4 p.m. to 10 p.m.,

Student Government1The Student povernment functions along the lines of a town meeting. All
students are voting members at meetings ofthe student bOdy which ar's
held at reast four times annually. At these meetings, items for'debate
and decision are presented on a warrent for each meeting. Between these
'meetings, the Student Government is managed by a Board of Selectmen com-
posed pf,the student body president (ex officio, sine votem), the student
body meeting mdderator (ex officio, sine votem) (except in the case of a
tie vote) and ten at-large students." All members of the Board of Selectmen
are elected to general elections and serve for Lterm of one year. Meet-
ings of the Board are held on alternate Mondays during the fall and spring
semesters. The dean of student affairs, the director of student activi- .

ties, and one faculty member serve as non-voting advisers. The,Student
Government Rerforms these legislative and representative functions:

- 82.
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A. With ratlficatfon by the prespent of. the &liege; the` Student
Goveftiment is responsible for the budgetlng'of student activitw
funds to fhe various co-curricular and extra-curricular activi-
ties. PRequests are filed in' the Spring by Student.organizgtions,
after review by their' respeotiye advi-sers. Meetings are held at
Which student organization officers may'exprain and defend their"
requegts and the final budget,is presented at a meeting of the
student body. After the budget has,been passed: and funded,=;
actual aisbursement is made through the director of student' '',

,activities.
' 4

a

B.
. ,

The Student 'Senate recoglzes,and directs the poll'oies of student
.

"anizatlOps bi;.legIslative'action fid'by.:ffscal cohfrol°. ;

c.,---Yhe Student GoVernmerit 1S,the.fbram.for and the voice of the
student body,in:all matters concerning their Welfare... It makes
recommendations to the College Senate.anethe p*sldentof the
college.in behalf of the stddents.:

D.
.

1,. ,

The student body presidentrs,chaivd.wth the nomination of s.tu :

dent representatives to serve 'on Io/nt.Committees.with theJaulty,
and/or:administration. ,

'.1

, at.
4 cr

Activities AVisement

Designatgon Student activities advisors are of two sorts, those who
of Advisbrs: serve by virtue of position and those whd serve by

- nomination and appolntment.

10.30

r

P.osition: , These comprise those persons who'se advisOoy.duties
'.. result from adminisotrative positron or-special).

campus roles. Among their are coaches and Athletic
:directors, campus clergy, and publications and
theater advisors. They serve ex 9fficio;from the
,employment appointmerit. . .

D

By'Nomina7 These are appointed by the presldeflt of the col lee
tion and " after nomination by a student group, with theprior
ApRoilittmeht:. derMiss)on of'the faduliy member concerned'. They

inclUde class advisors,'fraternity spOr4ors',, and
the :sponsors of mot student organizations. Tho !

,

ferm of offite.ls deffned by the presideneof the

/7 sl

:

college; orthe tenure continmes until such time
,

as the advisor's resignation iS'acciirted.

Vacancies are filled in "this manner the student orgahizeiioh submits
a list of several nominees to the' president of the college; the Presrderit
reviews the nominees and evaluates their other commitments, and then_,'
appoints one or more of the nominees by letter.

,

'83

,r.



r.

Duties of
Advisors:

4

-714- ..

-The advisot attends meetings of the student urganization,
Aose officers are required to inform him of the time and
location,in advance of the meeting. No student organization
can function or be officially recognized without the assign-
ment-of an advisor. The advisor -acquaints himself with

.

the purposes of the'organization and contributes,guidance
when necessary. He must be conversant with college policies,
especially the scheduling of campus facilities, chaperonage,
and student budget procedures. His signature is required
on all payment orders drawn upon the activity fee budget;

Social Activities Council

- This student organizatiewpears primary responsibility for campus'social
events, derides, entertainkrits, etc., particularly in the popular enter-

, tainment areas. Men4ership is open to all .students and the council is
advised by an and two faculty members.

SocierRegulations..

The foltowing regulations have been established by the Keene State College
Senate and will be enforced:,

te Intoxicants-(Alcohol) ,

1

- ,.
, .. .

a .

.-A. All Keene State'College students must comply with state laws
concerning aPkoholic beverages. New Hamppire laws prohibit.:

<1,.

O

1. Possession of Alcoholic beverages by Oinors*
2. Sale of alcoholic beverages by minors*
3. Transportation of alcoholic beverages by minors*

A minor is any person so defined by New Hampshire Law.

B. In addition, the following policies will be enforced by Keene
State C011ege:,

1. VAhy.degree of excessive or irresponsible drinking on or ,/

off campus will be considered a serious rnfraetion of
college regulations. _Drunkenness will not be tolerated.

Students Of-J-e'gel drinking age, who comply with. college
regulatigns, are not in leopardy-for the consumption of
alcoholic beverages.

Possession of aldoholic bev6rages may be permitted in faculty
and married students' housing, residence halls, and frater-
niti s, for residences and their guests who are eighteen
and ver enc.' who'comply with state law and college Policies
concerning alcoholic beverages. The option of Rossession,OT
alcoholic beverages by students and their guests who arg
eighteen and over,111 residence halls and fraternities rests
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,with the 'respective governing cquncil.

. Drinking of-alcoholic beverages is prohibited at:

8. Athletic-events `11:

b. College dances.
t. Functions open to the public
d. Any other college property" except as specified

7,
5. .Organized groups are responsible for the compliance

of their group with state and college regulations
concerning alcohol.

1-
G. Any' misconduCt. resulting frOm'the.use of alcoholic.

.

beverages will result in. ppropriate disciplinary
action.

1. Drugs and Narcotics: ,

The illegal use, manufacture, possession, sale, purchase, pre-
scriptban dispensing, or compounding of narcotics and so-called
hallucinogenic, stimulant, and depressant drugs is prohibited
by both federal and state laws and by college regulations, and
will result kr, discipli ary action for any Keene State College
student involved.

Residence Halls

. There are six major residence halls: Fi,ke Hall, Huntress Hal ,-Monad-
nock Hall, Randall Hall, Carle Hall and the Owl's Nests (a complex of
siA 46- student capacity houses). 1p addition the College maintains
several mini houses which accommddav;between 8-18.students each.

The provision of residence lunitt-Aedicated to the ilosophy of fusing
the living-learhing experience, is considered to e a major progi-am of .
the College. Faculty members, will be called u , from time to tiMe, to
contribute to the educational-cultural programming of the variou living
units.

Campus Residence Council

The Campus Residence Council-is the official governance recommending
body for all college residence units. The Council is composed of the
vice-presichant of eaeh Residence Hall Council; the vice-president for
student affairs of the Student Senate as chairman of the Council and the A

°director of Housing as advisor to the Council.
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Residence Hall Council'.

In addition to the council, eachresidence hall has an individual
council which cooperates with the hall director and the student resi7N
dent assistants In designing ari'd enfoneing the special rules of the
individcalresrdence as well as.the general regulations applicable

,to all residenAtudents.2The.council assists in planning and
implemipting the social, cultural, educational and recreational acti-
vitLes of the hall and it gives consideration to many problems of
residence hall living,.

1\

,Member'ship includes electeerepresentatives of each distinct geographic
residence hall section, and the residence hall officers.

Fraternities

The three fraternities -- Alpha Pi Tau, Phi Mu Delta, and Tau Kappa Epsilon =-
?,,,occupy houses bordering. the campus. Fraternities are expected to comply
with the non-discrimination-and housing policies of the college-in order
to receive college recognition.

10.52

Sororities

There is one sorority on campus.--
national organization.

Delta Zeta - which js a.chapterof the

As is true for the campus*aternities,' no sorority May have constitutional
'or by-law provisions (eiper- local- or national- in.Motrve), which al
ty

encourage
.

encourage di-scrimination. .,

.

-Inter-Greek Council
.

,

The Inter-Greek Counci), comprised of the President and two elected members
of-each fratermity and sorority, is the governing organization that estab-
lishes regulations and procedures for the functioning of fraternities and
sororities in their individual and joint activities. The codncil works
with the dean of men,and fts faculty adviSdrs to arbitrate matters of
fraternity differences and to better fraternity relations with

,

the Campus.
)

Uni,Versit S stem Counc

University system-wide councils wereestablished in 1972 to improve commbni-
cations. and coordination betty en the Keene, Plymouth and Durham campuses
and the Merrimack Valley Brarkh in Manchester. Their membership is drawn
from all branches of the University 'System.

Through the councils (so-named to distinguish them from trustee and campus
committees and to emphasize their advisory-function), theoAdministrative
Board may extend the coordLnation of business operations, academic.program-
ming, physical plant planning, budgeting student affairs, and other functions
on a system-wide basis.
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The chairmanship of ea council rotates between each campus and the Chair-
man is appointed annual] by the Administrative Board or elected by each
council.

Each council evaluates proposed programs ,and policies originating on each
of the campuses_to encourage and coordinate long-range planning _in its

' particular area, serve as an informational link between the campuses and
the Administrative Board, dnd performs special functions designated by
the Board.

The Councils include:

The Academic Planning Council oversees long-range academic program planning
within the System, evaluates programs in the context of their relationship to
goals of the System, develops guidelines for the'review of new and existing
progrdms, and serves as an informational and coordinating link between the
campus academic planning committees.

The Budget Planning Council oversees development of a long-range financial
plan consistent with planning in the, academic program and physical facilities areas,
develops procedures for maximizing theheffectiveness of the budgeting process,
advises on the annual and biennial operating budget proposals, and reviews
all matters pertaining to generap budgetary policies and procedures affecting
the University System.

The Facilities Planning Council develops gUidelines for future expansion of the
physical plant facilities in coordination with the long-range academic and
budget planning, develops a long-range capital budget program, prepares capital
budget proposals and recommends.modjfication to existing campus Master Plans.

The Personnel Policies COuncils (one with responsibility in the faculty and. '"
professional-administrative-technical staff area, the other with responsi-
bility in the operating staff area) review and recommend on all policy matters
taffecting the employment conditions of their respective constituencies.

The Student Affairs Council revrews prog rams, proposals or major policy changes
.related to student life on the campuses, conducts on-going evaluations of
existing progrrs and activities, and provides regular communications among
thb student af!a4rs officers and student leaders on all campuses of the System.

The Continuing Education Council oversees long-range program planning to meet
''the continuing education greeds of the state, reviews existing programs and
coordinates the continuing education program activities of the campuses.

There are also ad hoc councils which have primarily developmental respqnsibilities
and are 'designed to stimulate and encourage inter-campfis informatiom wePtrange
and coordinated planning among professional peers. These councils inclUde the
Media Services Aouncil, the Voluntary Support Council and the SpaulingPotter
Commbnity Services Grant Council-

8
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6

KEENE STATE COLLEGE SENATkBY-LAWS

Article The membership of'the College Senate shall 9onsist of the
resident of the college, the dean'of the college, the

. 'rector of administration,_ the dean of spidemt affairs,
he president of the Student Senate, fifteen students

chosen by the student body, twelve ObcultY members
-elected by the faculty, and one faculty member from each
department as defined in Article V111. Prior ti.o. the
first:meeting of the SenAte,.the outgoing. Executive.
Committee shall examine the .credentials of all S6ators.
Appeals on credentials shall be iodged'with..the
Executive Committee at least one week prior to the firsti-
Senate meeting. The committee shall report at the first'
Senate meeting:

.
.

'
*

Article 11 Officers

T e officers of the Keene State College Senate shall be: -

A president, who shall be the Presi.dent of the College.-
. A vice president, chosen by ballot from the Senate member-
.01p. He shall preside in the absence, of the Senate president,
whenever called upon to do so by the parliamentarian, or when
called upon to do so by vote of one-thi.rd of the senators -

present. He shall retain Senate voting rightS except when
actually presiding.
A secretar. , chosen by ballot from the Senate membership. He
sha maintain an accurate record of all Senate proceedings,
prepare correspondence, conduct elections, notify members of
meeting dates and agendas, preside when neither the president nor
vice president is able to do so, and perform such other duties
as the Senate may direct. The College'shall supplY"him
stenographic assistance.

4. A parliamentarian, chosen by the Presldent with the advice and
consent of the Senate Executive ComMittee and confirmed by the
vote of the Senate. He'shall, at the request of the chairman,
offer advice upon Senate rules, matters of procedure and, points
of order and privilege. He may, upon request of any member, -

rule that the gavel pass to the vice president because of the
trend of the deba He'shall not be a member of the Senate.

Z Article 111 Meetings
, 0

The College Senate shall meet at least once a month during the
academic year. Such meetingsashalt be attended by each member of
the Senate unless excused by the Secretary of, the Senate. Special
meetings may be called at any time by the President, ormajority of
the Senate meffibers. Due notice shall be given to all.members;

0 ,,93
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Article IV Parliamentary Rules

Section I - Supplementary Rules. Roberts' Rules of .Order 'Olen.
govern in any case not covered by the speclfic Rules, of the-Keene
State-College Senate.

Section 2 Methods of Votihg.. Decision of the Senate shall be:
ordinarily by voice vote. In specific instances, however, the
following systems may be used,. in ascending.order of precedence._
a. Diviqon Vote, either by show of hands or standing, may be '

taken at the request of the.presiding officer or of any .

member unsure of the weight of the voice vote.
b. Roll-Call Vote may be recorded in the minutes as a courtesy,

if requested by any senator .before a question comes to
vote. If, however, there be objection, a seconded motion
must obtain a two-thirds majority of. members present
before the secretary shall record the "yeas" and "nays."
In such case, discussion isin order. If

c. Ballot Vote

1. Ballot voting'shall pertain in all elections and in all
cases, involving the reputation of- individuals.

2. Ballot voting may be extended.as a courtesy to any senator
when requested. If, however, there be &bjection, a'
motion for ballot shall require the seconds of five
senators before it hall be entertained by the chair. Dis-
cussion is tlien in order, but'an affirmative vote of one-
third of the senatoft present and voting shall be

4 sufficient for adoption,of the ballot method.

Section 3 - Votfng PosiipLons. There are three possible posItionst
affirmative, negative, and lbstention, expressed in the recorded
tall# as "yea," "nay,," and "present." Abstentions shall be
counted in the total vote in" cases where specific majorities of
those voting are required. Absences shall be considered
abstentions only in cases where the total vote of the Senate is
-involved.

Section 4 Presentation of Motions. Substantive motions should
normally be presented in form and typewritten. Supportive reasons
should accompany each, for the convenience of \senators. The.signa-
ture Of the sponsor and, ordinarily, of the second'should be
appended.

..

sr

Section 5 Assignment of Motions. Each motion will normally be
assigned by 'the chair to the proper standing, or ad hoc, committee.
The Executive Committee shall receive motions not clearly within
the jurisdiction of another committee, or where concerns overlap.

Sect' on 6 --Scheduling of motions. No proposal which would
/norma sly require action by the standing or ad hoc committees may
,be submitted later than the February meeting or each academic
year. Moreover, no action by the Senate mai3be taken on anyv
committee report submitted later than the first Senate meeting in
April.
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1

Section' .7 - Effective Date, Ordinarily, no Proposals For changes in
curriculum, college regulations, administrative procedures' or...
organitational structure voted by theSenate all take effect
sooner than the beginning of the academic year" subsequent to passage.
Emergency exceptions shall require 'a separate vote to- implement;'
patsed by a two - thirds majority othose present and voting at the
nextSenate meeting following the one in which the original motion
passes. These provisiOns, howevery shall not apply tokameAdMents of
the Senate By -laws underthe provisions of Article X. '

4

Section 8 - Reports of Motions

a. Immediacy., Committees to which motions have.been assigned' will
report on each such motion at the next regular meetingof the
Senate.

b. -interim Report. ' Matters requiring long study may"be handled
by interim report bf subject and status at each regular -

meeting until a final report is submitted.
c. Refdsal. A committee'may refuse to consider a motion sub-'

mitted to it; but such refusal and its reasons must be
reported at the next regular meeting. A majority vote of.
the Senate, upon motion of'any member, will return it to the
committee for mandatory consideAtion and report. The Sepate
may call back for consideration any motion from any committee,
by majority vote.

.1
d. Final Report. Final reports shall ordinarily include a motion,

the committee's recommendations and arguments, and the tally of
the committee vote. These shall be reproduced,and in the sena-
.tors' mailboxes at jeast'48 hours before the meeting scheduled
to consider t1143)

e. Minority Report. A minority report should present an
alternative motion and the, arguments for it, in the same
manner and on the same scheme as final reports.

Section"3 - Emergency or Exceptional Action.. Any substantial
motion, except a change in the Senateliy-Laws,,may be conskiered
at'the. meeting in which rt is introduced; provided:

a. That the motion and'its rationale are,reproduced and in the
hands of each senator bepore. the. meeting is called to order, .and

b. That, a two7thirds ballot vote of all senators present and
voting suppor'ts iMthediate consjderation.

Section 10 - Floor Prlicedure.
a. Order of Debate. All discussion and debate'shall take place

through the chair, after proper recognition by the presiding-
officer. No dreat,exchanges. between, indivi.dual members will
be.considered in order. For convenience, the presiding
'officer may relinquish the gavel temporarily to the chairman

1 of a committee, or a special speaker, but'maY resume it at
anytime in tije interest of Order.

b. Floor'Courtesy. Senators should adopt the courtesy standards
common to other legislative bodies, when referring Ao each other
and to members)of the oollege community.

95
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c. Time and Sequence.. Senators should ordinarily coMpress.their
comments into a two-minute speaking time.' Those who have not
yet spoken to, the subject will usually be given precedence
by the chair.

d. Limitation of Debate. At the end.of 15 minutes, the Oair
will conduct a vote on whether to-."refel. .tb'committee. A
negative result will continue discussion. Iler'cloture will be
entertained during the first 15rMlnuee'Period, although the
chair may put the question after determihing that'there are
further.speakers to be heard.

e. Vacating the Chair. On request of any member the parliamentarian'
vay rule that the gavel must pass on to the vice-president,
because or the trend of the debate. On any topic, or during
any debate, the Senate may have the chair vacated, on motion-
seconded and non-'debatable,'requieing a vote of one-thiTd of
those present. and voting. The vice president will then assume
the chair. Ithe event the vice president is not available;
the secretary shall preside.

4

Section,11. Courtesy.Period Each meeting shall conclude Wi,th a period
of notmore than 15 minutes duration, in which any senator may speak for
'one minute on any subject affecting the college community, excepting mat-
ters on the agenda.oE that partitiviaT meeting. Any motlon'offered must
be in the usual form, :including signatures, and rationale, and beas.-sllfned
to the committee. At the outset of eaeh Meeting, 'after the roll calll the
presiding officerashall inquire which senators have matters for the coUrtesv,
period. He will then announce at the opening of that period the. requisite
number of minutes before adjournment. At that time debate shall cease and
these members be recognized.

Section 12 - Adjournment. All meetinga of theltSenate shall adjourn by 15
minutes before theclosing of the dJning commons. Any vote to keep thd
Senate in session past this time mu ?t be by ballot, requiring a three-

jourths majority of.senators' voting.

Article V Standing Committees

The Standing Committees of the College Senate shall. be:
41

,

1. The Executive Committee 4

2. Admisflons and Standards,
3. CurriculajSraduate and Undergraduate) ,

4. CollegeMilfere 1

5. ,Student Affairs, and Organizations

The Executive Committee shall, consist of the president of the college,
who shall preside.,' four other members to be elected by the Senate; and
the Senate vice president and-secretary; as non-voting observers.' All
other standing and ad.hoccommittees of the Senate shall, be appointed by
the president of the 6374e with the advce4and consentof the executive
committee.

,Article VI Special Committees 4

The College Senate may'establish other committees as needed. Such cam-
mtttees'shall be directry responsible to the Senate
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Article VII Function Of the College Senate\

The Keene State College Senate shall be the legislative body Of
Keene State Co)14ge, under the leadership of the. president of the
College. It shall have legislative jurisdiction, subject to the
approval of, the Board of Trustees, in atl matters of educational
policy and program, ehd student activities.'

Article Vill Facult and Student Representation on the College Senate

Twelve represehtatives to the Keene State College Senate shall
be elected at large by the entire departmental faculties from
those holding the academic rank of instructor ar abov. Each
department shall elect one ?presentative to the Senate from
the total membership of the depal-tment, including all those
.teaching half-time or more, regardless of rank.
The departments, for purpose of faculty representation on the
College Senate only, shall be defined as follows:
1. Art
2. Education 114
3. English
4. Foreign Languages
,5. History
6. Home Economics
7. Indug-trial Education
8. Library
9. MathematiCs.
10. Music
1.1. Physical Education
12. Science A

13. Social Sciences
14. Wheelock School
15Professional Services .

Fifteen students shall be elected to the College Senate, four each
elected at large to represent the Senior, Junior, and Sophomore
classes, and three to represent the Freshman class.
The method of nominating an electing student representatives shall
be at the. discretion of, a carried out by, the Student Senate.
In addition, the President of the Student Body Shall be a member,
ex officio.
FacTITITTepartmenta) repnesentatives and studemt representatives
shall serve for a term of one year. Facultyat-large members
shall serve for a term of three years. Annual elections shall;be
conducte) each May, by checklist and seciket ballot, including the
namesof all persons eligible, to choose one-third of the at-large
members. Each department shall elect its own membe-r each May after
the election of the at-large members.
Vacancies' shall be filled by special election as they occur. Any
seat'held by a member on official leave, with or without, pay, shall
be regarded as vacant and shall be-filled for the term of the
absence by a special election held for the voters of the appropriate,
constituency.

41

ti

Article IX Funding

Funds shall be provided by the College to implement the work of
this Senate and its committees.,

.
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'Article X Amendmeri.t of By-Laws

These By-Laws may be amended by any regular meeting pf the College
Seniie by unanimous consenof the members present. They may also
be amended at any meeting by a three-quarters vote of all members
present, provided such amendment was presented In writing at a.pre7
vious meeting..

Article Xi .Faculty Appeals Committee

Sectiorpl. A Fealty Appeals Committee shall te established as a

permartent'standihg committee of the College.

Section 2. It 'hall function as a medlative.and adjudicative
body to-deal with the perSonal professional problems of members
of the faculty which cannot be resolved through ordi-nary adMinistra-

. tive and departmental procedures.

Section 3 Any member of the faculty shall. have the right to have
his case considered by the Faculty Appeals Committee..

Section 4. The Faculty Appeals CoMmtttee '(FAC) elected in the
Spring shall be composed of five tenured members of the facility.
Those faculty'members currently serviriT on the Faculty_Evaluation
Advisory Committee (FEAC) at the time of the (FAC) election, in-.
cluding alternates, shall not be eligible foc election to (FAC)
at that election; nor shall the newly. elected members of (FAC) be
eligible for election to FEAL in the succeeding Fall.
All members of the Faculty Appeals CoMmittee shall have equal status
and rights' thereon, saving such additional procedural powers as may
be conferred on the Chairman by virtue of his office under the rules
of the Committee purSuant to Section 6 of this Article.

Section 5. Yhe,members of.theFacultq- Appeals CoMmittee shail be
elected by the entire departmental faculties It each regular
election.

The persons receiving the sixth and seventh highest numbers
votes shall.be designated the alternates and shall serve on the
committee in any case in which a member of the committee shall be
involved in a conflict of interest.

,

Section 6. The members of the Faculty Appeals Committee shall draw
up and submit. to the faculty for aa,roval a set of procedures for
conducting the businessof the Committee: Each member of the-
faculty shall receiiie a.copy of the set of procedures-as approved
by the faculty.

7

Section 7. The Faculty,Appeals Committee shall elect a chairman-from
among its membership.

Section 8. In the event that a member or members of the Faculty
Appeals Committee shall himself be involved in a conflict of
interest in a given case under consideration by theCommittee, such
memhPr or members shall temporarily retire from participation in its
proceedfngs:'. 9 8
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Article X11 CurPicular Function of the Graduate Council.

It shall be the duty of the Graduate Council to present, for.
College Senate approval, all courses numbered 500 and above,
without their haVing been routed through and processed by
the College Senate Curriculum Committee

Article XIII Procedure for'Sullmission dr Revision or Additi-ons
to. the Curriculum Committee of the College Senate

All proposals not requiring an additirmar monetarysommitMent
on the part of the College, shall- be submitted simultaneously
to the dean of, the college and the members of.the curriculum
committee. In the event of an addlzional Monetary ComMitment*
the proposal shall be sent directly to the dean of.the college,
who shall disseminate the information to the Curriculum Com-

,

mittee at an appropriate time..

AllpropOsals.shall be sent to the members of the Curriculum
--,ComMittee.no later than the end of Fe4ruary, if.they are to

be considered for subMission to the College Senate for legis-
lative action. ,

Upon notification by the chairman of the Senate College
Curriculum Committee, 'the individual, gr6up and/or departments
shall have a representative attend the meeting at which the
proposal is t6 be disCussecr.,

Article XIV .Procedures 'for Regular Senate Elections

'Secti-on 1- Voting Eligibility. Those who hold the academic
rank of Instructor, Assistant Professor, AssoCiatel3srofessor
on Professor and who are employed at least hplf-time area
eligible to vote,in FEAC,,FA,C, and Atietr4.e.elections.

'Section 25 Notice. Date of election should be set at the
' first meeting. of Executive Committee, announced by memo to all
eligible voters and noted vertially at the September meeting.
Subsequent publication of this.verbal rrotice will appear in the:
synopsis. On the case of Personnel Welfare Committee, nate
notification at the meeting immediately prior to the elation
date will give Senators an additiopal reminder which they should
transmit to'-their constituents. Prior to both elections, notice
of date, place.and time-tr4 electio should appear in the "Calen-

,a car of. Weekly Events" published b the Student Union Staff.
lr

Section 3 Ballots. Not later than two weeksopri.or to either
election datTTTT;Mple,ballot and voting list should be sent
to all eligible voters along with instructions to contat.the
Senate Office to report errors, withdrawal of names (inZrifing)
and additions to the list of candidates. These emendations
should be in' the hands of the Secretary not later than one
week before the election date.
"NO
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Verification of the final ballot should be made by the Executive
Committee. Not less than 48 hoursbeforethe election,the.
final ball9)t and voting list should be available for Inspection
in each Department and in the Senate office.

,

Section. Appeals. All appeals regarding election procedures.
Shall be directed tc the Ejection Appeals Committee.

SecTion 5 -.Variations. If any of the above procedures is
deemed inappropriate in a given election, a variance must be
approved by a 2/3 vote of the Senate. .

0

Article XV Election Appeals Committee

Section 1. The Electia A s Committee shall be a special
committee of the College Senate onsisting of the eight sehior
Senators-at-large. . Five shall be drawn by lot to serve as
regular committee members; the other three shall serve"as alter-
nates.

Section 2. The Elect-Lon Appeals Committee shall elect a chairman
"\from among its own membership. .

Section 3. Thecluties of the Election Appeals Committee shall
be:

4

a. To serve a an appeals board to investigate any
changes or discrepancies in the conduct of elections
under the ranagement of the College Senate. The com-
mittee shall thereupon report to the Senate at the
next regularly scheduled Senate meeting. Any action

to be taken by the Senate in response to the Committee's
report, arfia which in any way alters or negates the said
election,- rust pass by a majority of the. Senators pre-
sent.

Section 4. Any complaint or appeal in respect to,an eleCtion musI
be presented in writing to the Committee wi.thi.n'three days follow-
iing.the election.

Section'5. In the event of a'conflict of interest for,a member or
members of the committee in any giVen case, such member or thembers
shall temporarily retire from participation and be replaced by an
alternate or alternates.

p
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KEENE STATE COLLEGE

PARKING REGULATONS

PARKING LOTS AND HOURS:

All lots are public from 5:00 p.m. to 11:00 p.m., Monday - Friday, 7:30 a.m.
to 11:00 p.m. Saturday and Sunday.

L.
The folloWIng lots are reApricted from 7:3a a.m. to 5:00 p.m.:

ZONE A: Hale Building -.for AdmInistrator's only.

ZONE 8: Elliot (Front of Building and first row in back) for Staff only.

ZONE C:'Alumni House (Back of Carroll House) T for Faculty-6 Staff only:

ZONE D: Student Union -.for full-time Employees of the Student Uni6n.

ZONE E: Library, Hillsborough House and Fiske.- for Faculty 6.Staff.

ZONE F: Bushnell 6 Tisdale Married Students Apartme s Residents of
BuOnell 6 TisdaTe Apartments only. i

. .

ZONE G: Elliot & East Bays of Cenaai Lot (South of Commons) for om-
' muter Students except for those reserved for Commons Employ .)es..

. A
ZONE H: Central Lot.except East Bays 1 &L2 (South of Gymnasium)and

Owls Nest 3 6.4 for Resident Students.

Hours: 24 [fours, Monday Sunday, Resident Students
5:00 p.m. 11:00 p,m., Monday Friday, Public
7:30 a.m. - 11:00 p.m., Saturday S Sunday, Publrc .

Recreation Area (Lot NoTthwest of Gym) - Parking to be restricted
as area will be used by students for recreation in fali and
spring and as.a parking lot at other times for 'Resident Students.
Hoursto bd assigned.

*
ZONE I: Whitcomb Building L North Bay Elliot - Maintenance Employees.

ZONE J: East Bay of Central Lot Dining Commons Employees.

ZONE Morrison & Carle Hall - Racks for Motor Bikes only.

VISITOR PARKING: (TWO HOUR

AppOn Way (Between Morrison 6 Huntress)

Hours: 7:30 a.m. - 5:00 p.m day Friday, Visitors only
5:00 p.m. - .m., Monday - Friday, Public
7:30 , 11:00 p.m., Saturday & Sunday, Public

1.03
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VISITORS.PARKING: (OVER THETWO HOUR LIMIT)

Visitors to the campus wh9 are to be longer than two hours may apply
for.a Vistdrs Permit at the Business' Offi.te (Elliot). They may be assigned
a parking lot other than.,Appian Way. The special permit can be good for a
full work day, and is, to be displayed in the Front window of the, car.

STUDENT TEACHERS & VISITORS WHO ARE ATTENDING SEMINARS OR MEETINGS ON CAMPUS:

Those attending seminar, or meetings on'campus and arriving in unregistered
vehicles should receive 9 VI ,itors Permit-by mall prior to the seminar or
meeting along with inst6Jctions as to where to park. The permit should be dig
played in the Front window of the car the day of the seminar or meeting. .These
Visitors Permits can be obtained 'at thb-- Busin'As Office (Elliot).

OVERNIGHT PARKING:

-Allowed for, registered vehicles with Parking Decals only in Central Lot
(Zone H).

SNOW PERIOD: November. 15 fpril 1

It is apparent that there is no parking in any of the lo'S other than
those designated fdk Resident Students after 11:00 p.m. or Before 7:30 a.m..
This enables us to have these lots isnow-plowed freg of vehicles.

REGt$TRAT1ON 6 FEES

irking Decal:

All students, faculty 6 Staff must register their vehicles .(includ-
, l(ngoMotor Bikes) regularly brought to the campus. By payment of

the requisite fee a Parking Decal will be issued..
A'

The 4lest. for Student or Staff is the "principle purpose" for which
the person is at the COJlege. If the principle purpose for being at the
College is to get .a degree or attend school and secondly to work, the
registrant is a student. t6f the principle puTpose is to work but secondly
to attend school. the- registrant is stars for parking pdrposes.

Parking decals are available at the Business Office (Elliot). They
'are also available at Registration for students.. The car registration
should be presented when obtaining a decal. The parking decal shall be
displayed on the back of the rear view mirror. For those vehicles without ,
back view mirrors, side view mirrors will be used. For motor bikes the
parking decal .shall be displayed on the rear fender.

4

Fees: (Subject to change pending University System before the Board of

Day School Student's $5.00 per academic semester

Trustees).

1.

2. Summer School $3.00 per v.ssiori
3. Extension $2.00 per Aademic semester.
4. Administration & raculty $5.00 per calendar year

Non-Exempt Employees No charge
6. Motor Bikes S2.00 per academic' semester
7 Additional decal $1,00 per academic semester for

students per calendar year

104 for faculty and_administration
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Any one of the above who brlhqs an unregistered vehicle on'the campus
for more than a day or overnight must obtain a dated.Temporary Permit 4'.

at $1.00 which is good for a maximum of one week. A maximum of Five'
Temporary Permtts will be issued. after which a regular decal'wi.11 be issued
without further charge. Vghicles without permits or'decals are charged
$5.00 per day p'arkinq and storagefee.

'Students enrolled in evening courses who -want to use the campus during
the day and students who carry-only one course during the day..'

-*** For second car not on campas at the same time as first decal. A
remrnder:t If both-cars are on campus at the same time, a regular
$5.00 fee is required fOr both.

VIOLATIONS AND FINES:

1. Each vehicle on campus must bear the proper decal. Every vehicle
not left insthe appropriate designated lot is illegally parked
and maybe ticketed or towed away.

2. Violators may be ticketed at p frequency of no less than every
two hours on a given day.

... s-7

. Each ticket Must be blcought to tie Bursar's Office (Elliot) where
the designated fine must be paid within 7 days. Fines received
:ere deposited with the Keene Endowment Association and will be
used.for,student financial aid purposes.

-4. Visitors are asked to present their tickets to the,Business Office
(Elliot). Questions concerning parking violations are referred
to the Business Manager.

5. The Parking Adjustment Office will maintain a file of violations
reported by the Security Officers and a file of paid fines. The
owner of unpaid tickets or an unregistered vehicle will be identi- -

fled and referred to the Parking Court which may levy, additional
fines or take any reasonably'necessary steps to enforce parking

lations.

6. The Parking Adjustment Office will notify chronic violators and
personswith unpaid tickets of the time, date and location of
,sessions of the Parking Court.

7. Unless all fines, levi by the Parking Court are paid at the Bur-
sar's Office within th stated period:

a. The right to re-r inter at the .ollege in subsequent sem-
esters wild be r volZed.

b. No transcripts for said violators will be issued by the
o Registrar.

c. All rights to park in any campus lot will be revoked.

BURSAR'S OFFICE: Elliot. Hall.

Monday - Friday 9:00 a.m. 3:30 p.m.

4105,
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FINES:

E.

Failure to properly register a vehicle
to properly display decal'

S

$2.50
2.50

1.

2.

3.

.Fallure

Parking violation first offense 1.00
4. Parking violation second offense . 3.00

r1*
5. Parking violation third offense 5.00 and referral to

Parking Court
6. All subsequent violations of regulations 5.00 and referral to

Parking Cou'rt
7. A1.1 violations shall be cumulative during

the academic 'year.

PROCEDURES FOR VEHICLES BEIVEVED TO BE ABANDONED:

CARS WITH A KSC DECAL:

1. They may remain in designated areas as long as decals are valid.
2. When decal terminates:

a. A notice will be placed on the windshield of the vehicle;
this notice will direct tIe owner to contact the Security
Office and to make appropriate arrangements for his car.

b. if, after 30 days, no arrangements have been made, the
vehicle will be declared abandoned and removed by the City
of Keene.

c. Of/subsequently claimed the owner is subject to all fees,
fines and charges outstanding against the vehicle.

CARS WITHOUT A KSC DECAL:

1. A notice will bq placed on:the/windshield of the vehicle; the notice
'kill] direct the owner to contact the Business Office and to obtain
a decal.

2. If there is no decal on the vehicle after 30 days the car will be
declared abandoned and ,remofed.by.the City. of Kee79.

3. If.subsequently claimed the owner is subject to all fees, fines and
charges outstanding against the vehicle. -

PARKING COURT:

V

MEMBERSHIP:

The Court shall
governing its o
members a

Three students recommended bythe,Student Senate President.
One faculty member recdMmended by the President of theFaqulty
Association: One person recommended by the local President of
SEA Chapter. tOne person appointed by the President of the College.

106

d ne its own meeting schedule and the rules "

on,,oThe Court shall be composed of the following
nted by the-President.of"the College.
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THE PARKING COURT SHALL HAVE THE AUTHORITY TO:

I. Levy fIneS above and beyond those listed in'the Schedule of.
Parking Fines:

4

2 . Withdcawl.parking wiyileges on campus.

3. Refer any case to the Student Personnel Deans or proper administra-
tive offices-for action. :

4. Assess penalties for'falure to appear on due notification, without
official excuse for valid reasons.

The judgments of the Court shall be final. The-Parking Court may
recommend Tatters relative to parking to the College Parkt-ng Policy
Committee.

ENFORCEMENT: (
The parking regulations will be strictly enforced. Necessary towing
shall be at the discretion of the campus Security Officers or their
superiors, and any costs of towing shall be paid by the vehicle. owner.
All violations shalt. be impartially ticketed by the Security Officers.

."\
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