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THE COLLEGE AND THE COMMUNITY ) . | - . 1.00

.
..' -

Keene State .College, a member of the Unlverslty System of New Hamp- o
shlre, has purposefully chosen to be a small, coeducational, four- s
year college with- liberal arts, sciences and teacher educatlon .
qrograms. A- long-range development plan stressing limited growth .
assures thaf the college will ‘remain manageable and able to empha- T
size the advantages of closer educational and professional felation-
‘shifs. between student and professor. . .o

[] \ ’
The ‘¢ity of Keene, a community of 20,000 people in the southwest y
‘corner of New Hampshire, is located about 30 miles narth of a-
direct line drawn from Albany, New York,and Bostén, Massachysetts,
-and 80 air miles from each metropolitan center. The city, situated .
in a valley ringed by wooded hills, is in the heart of the noted
Monadnock Region, which offers a rich varlety of cultural-and
res/eatlonal opportunltles. N : _ h g

t.

The college ‘campus ltself 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
by the original settlers of Keene--and the Ashuelot River, whose

curving course is now bridged to provide access to the athletic

fields. Future campus expansion ls planned generally we}? and south

into more open country. _
. 8 .

Physical Iocatlon and philosophical orlentat‘\h nurture a warm,

friendly and codperative relationship between gampus and community, each
striving to integrate its facilities, resources and programs to the mut-,
ual benefit of both . L

Histoty and Growth ‘ Co ' | 1.10
In a little more than a half-century, Keene State College’ has 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 stze of Keene.

»
.

- A . R
When Keene Normal School firs& opened in 1909, the\General Court of ¥
New Hampshire had authorized a two-year program to train efementary
teachers. Programs in Secondary Educatlon‘ Industrial Arts and Home
Economlcs were added and, In 1928. the authority to grant-degrees
of ‘Bachelor of Educatlon. Keene Teachers College evolved in 1939;
graduate studies were offered after World War II; and the Master of °
Education degree was introduced in 1951. Durtng these years the
_ college operated under thé direction of the State Department of Educa-
tion, .

L 4 2
In 1963, after a re-examination of the needs of higher educatlon in
- New Hampshire, the Geperal Court established Keene as a division of’
the University of New Hampshire, with the designation of Keene State
College. Additional curricula- ‘were authorlzed and the college now

- e : ' /
| L 11 I
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awards the degrees of Assoctate in Arts (two-year program), Bachelor
of Arts, Bachelor of Science,.Bachelor of Sclence ip Education,
Master of Education and: Master of: Occupational Education. (The
Bachelor of Sclience In Education replaced the Bachelor of Education
degree as of June-~1973). , : : :

Ah___;Ihg_ﬁxpandLﬂg—ﬁamﬁﬁg.' ' . ) ) 5

'The two original bulldings of the normal school stil] serve the
College. One Is the president's home and the other Is’ the Hale
Administration Building. -These two stately white stritctures com-
bine with .Parker Hall, the oldest classroom bullding, and the
Spaulding Bullding to provide the college's facade on Main Street.

This aspect is nearly the same as In 19265,

»

v

To tﬁe west, however, the campus now Includes more than 48 acres.
Six major residence halls, a dining commons, six academic bullding
a library, a sclence centér, an Industrial technology bulldin
several auxiliary bui}dings have been added. For a~comple
description of bulldings and thefr‘functlona see the ‘ning pades

of the College catalog. . s . y

Control and Supggrt

. Keg;§”§;a£af€UTT€§é Is governed by.the 25-member,BbaEd of Trustees Ch
——of~Tthe Unlversity of New Hampshire. . By legislative act of 1963, ) » _

t\ . and student Support about two-tHirds. New Hampshire's General Courtﬁz

. o | s

ok

two members directly represent -the College: ia KSC adumnus elected -
by alumni, and the KSC president, who Is an ex offfclo member of ‘
the board. No'emplayee of the Collége-may serve as a regular member

of the Board of Trustees. o R o
Financlal support of thé‘ColPege ls.by legislative appropriations °
-through buddetary requests of the Board of Trustees, and from tultloq' .
. and fees income from students, with state support abput one-third . . '

meets on' alternate years, so that al) flscal plann1ngols on a bleqe};]
basis. Funds for Keene State College are Included inthe general -
appropriation for the UnMersity System of New Hampshire.

Béard of Trustees .

/ . ) | a , \
,Q The Board of Trustees,
by shire,

which governs—the Unlversity System of New Hamp~- -
meets on the third: Saturday of each month, September through.

%June. Except when Immediate action Is necessary, all matters pre=-

“sented to the Board are routed to the appropriate committee for study,

iiand report. The standing committees'of the Board are: Executive,
&ﬁgrlcultural Affalrs, Alumni Relations, Educational Policy, Flnance -

.‘Epd Budget, Personnel, Plannipg, Property and-Plaﬁt.Dévelo ment, and
‘;", ‘étudenq Affairs. . Provision Is made for the appointment of special ** . * .
.. gomm| ttees as ‘required. . -

Vi “ o 12 . : ; N . -
v ) o ' | : . A
. 'Y ‘

L]
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f'Keene Stéte College is. accredlted by the New En?Iand Associatipn of °
". Schools and - Colleges, and by the Natlonal Councll for Accreditation
of Teacher Edhcation. . o o :

-

i

v 1' .l
i
!

The folioWing degrees are offered (Wi th dégree Tnd lntent)
iBacheIor of §cience in Educatlon (1971) -- Prepares teachers for
‘1Athe public schools of New Hampshire.T
)

(v.

Bachelor : of.Arts (1963) -- Offers a: balanced and broad Iiberai arts
education wnth"emphasas ina maJor fweld

’

*
6 -

Bachelor of Sclehce +{1963) -~ Provndes pre professnonal foundations
,to students.who plan to enter schools of law, medicine, engineerlng,
pharmacy and the. Ilke. : \ . :
. . - , : »
v }Bachelor of Muslc (1972) --’Prepares teachers and supervusors of musnc
o from kindergarten through Grade 12, . S 3

©

Associate i Sctence (1968) -- A two-year course ‘which ﬁ?epares
__graduates to hold supervisory posntlons in modern industry and - tech-

.v noiogy. “ o R ’_ o s N . %

‘ Associate ln Arts in General ‘Studies’ (1973) -= a.two-year course pre-
parlng undergraduates in liberal studies. '

-

‘Master of- Educatnon (1951) -- Offers advanced preparatlon to those'

. who are’ teachlng or wlsh to’ teach |n the state B N
o AB 1

. Master of Occupational Educatlon (1973)‘-- Offers advanced preparatlon
for vocational. educators, provided in consort with, other campuses of -
the Universlty System of New Hampshire, o

-~
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OFFICERS OF THE COLLEGE/ ' : e 2.00

The following ls a directory of Keene State College admlnlstrators
W N ~.w~whose duties ordinarily bring them into frequent contact with members
s+ ~of the teaching faculty. (Indentation lndlcames the lndlvldual who'
reports to the admlnlstrator) :

The Presudgnt

-

, 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 of 'the various departments of instruction and
operation. He presides at all academic functions at which he is
- present, Ils a member of all €ollege’ comnlttees and counclls, ahd
represents the . College before the'publlc ] S

Alumnl Executlve Secretary S o s

-
- - -

The executlve secretary of the Alumnu Assocnatlon, under the :
o president, maintalns contact between the ,campus’ and the graduates.
: : ‘publishes alumni informational materials, keeps ‘records of alumnt-
addresses. and plans varlous activities for or'by the alumnl

'~Asslstant to the Presldent

B

't AN ' <
L, ) ;The aﬁ%lstant to the president carrles out such asslgnments and

//;-responslbllltles as are requested by the presidént, and repre~
. sents the College when so assigned by ‘the president.

S

Dean of the-College

- The -dean of the college, under the authority of the president; Is
the chief academic administrative officer of the College and" is-
principally responsible for the acadehic programs of the College.

. The dean recommends faculty appolntments. reappolntments, pro-

.. - -motions, salary, and tenure to the president. * The dean reviews
departmental proposals and chairs the Academic Council When -the
.p?esident is absent from the ‘campus, the dean assumes the respomsi~ -

litles of the chief exe tlve offlcer I o ..

_Assgstant Dean of the Col[_ge< .*‘. ;o

v

, The assistant ‘dean, under the dean of the College, coordinates .
the general outreach programs of the College. including ¢on- ¢

* tinuing education and summer session programs; oversees the ,
effective operation of the Graduate program, lntervlﬁwing candi--
dates. presenting studies on courseé planning sheets and assign-
ing advisers (consulting as appropriate with the Graduate Councll),

“‘and asslsts the dean as requested by that offtgér ” '

o
4
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. ' .
- .
. . - _5_
. . .
.

Djrector of Continuing Education and Summer Session o :- °

. The director of continuing education, and summer se;;;%n pro-

" grams Is the assistant dean -of the college, and is responsible,
under, the dean, for all matters pertaining to the adminjstration
and development of these programs. The director coordinates

. course offerings, faculty assignments, and’ finances in this

area with the dean of the college. o o

» .o L

A5§istaht Dean of the Collége-and Director of Career Studies

Sl . The assistant dean and director of éareer studies, under fHeJ
' dean of the college, provides leadership and coordination in

in ddvising faculty and administration on strategies.and ‘
R techniques for making existing programs more cbreer.releVant;‘
o ’ l%.dgVEloping neéds*aSSstment studies for new or expanded ®
e caréer, programs and exploration of funding sources; in working
' . with the Community Advisory Council and Technical Education -
~ Advisory Committee o continue the development 'of existing = *
. 'career programs; and In studying and making recommendations
« . for.expediting the*career-orientation of the College's’
’ programs. The assistant dean from time to. time has’ speclal
nprQnslb[litles in certain types of fund-ralsing campaigns.

-
»

.. College Librarian -

The tollege'libra?lan,~uﬁder §§§ dean.of the c6|1ege, administers

« the library.and.supervises the Tibrary staff. The librarian

is responsible. for policy formulatlonlth cooperation with the
Advisory Committee on Library Policies, and also supervises
, " the Information Retrieval System and the College's media
S ¥ - services., L S - -
. s ., '

f Coordinator of Media Services

v % . N

. The media.services coordinator, under the librarian, is .-
-resporisible for the procurement, custody and distribution
of media services equipment and materials. The coordinator
.- .. «lis.responsible for the reasonable avallability, scheduljng,
N ‘maintenance, efficiency and currency of media services
g ' . . equipment, materials, and other alds provided for instruction
‘ and educatidn purposes.” The coordlnator advises the business
~office on all purchases, from whatever source, of :media
?seqines 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 coordinatos..
advises and works with faculty on the values, advantages *
. and” techniques of utilizing media services alds and must
‘ gherefo?e-be'qooperatﬁve, empathetic and responsive.

SR . - T AR 15

. the design and development -of proposals for external funding; -

2.22
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- | . . f _2 / - N ‘;. . : o . . ) : ] . . 3 . :.W

Director of In%ofmafibn Rétrieval Syslem-(Médla Specialist)-

7 The diréctor of the information retrieval systems undqr'tﬁé
college librarian, plans the development and expansion of . .
" the Information Retrjeval System as a supplemental teaching _
ald; cooperates with other institutions :and networks for 8
widenlfMgythe IRS resources of the Collede; works: with: fac-
“ulty and other staff In development of appropri-ate materials
- and services; trains students In‘the use and operation of
the IRS system; and represents the College on appropriate
committees-and bodies, ,upon recommendation of the I'tbrarian
and-appointmeq} by the president. B A

4
L4

Director of Athletics

. . & J : .-.

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 €ontrol, It shall be-
the'reSponsibllltyjof-the Athletic Director and the ‘faculty ath- .
lettc representative of the college té file, with NAIA District 32N
Eligibility Chairman, on: official 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

~fall sports, January 15 for winter sports and April 15 for spring "

sports. o

e ¢

Dlrgctof of Thorne Art Galiery

A}

» The director, reportlngatb the'ﬂqén of the college, is respon&thé

e e - for scheduling, displaying and securing exhibition of works of art

R

consonant with policies of the Thorne Art Galﬁeég.
& ' ' ) - L

Director of Administration” =~ o

‘The director of administration, under thé authority of the presi-
dent, -is the chief financial officer of the College who develops

- and’ coordinates the College budgeting system; oversées the Com=-
puter Center and business operations of the’ College; supervises
~personnel management policies and-procedures of the College;
undertake$ institutional research or collects and collates data
from operating units of the College for analytical and reporting
purposes; and performs such other administrative duties as are
assigned by the president. - , ' ' X

Business, Manager . ’ T B
’ . & ‘ , S
®- The business manager, under the director” of administration, Is
" . responsible for the preparation apd administration o College
budgets. Thl§ office also administers staff personnel, payrolls
» and frlnge,bpneflts.'procuremehtgof'supplles and equipment, and
. maintenance of accounts.” ' ' ) ‘ ’
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Assfstanf Bus l.ness Manager o o - B o 2,32

The assistant busliness manager, under the direction of ;
the business manager, assists In the preparatlon and '
administration of College budgets; attends to matters

lnvolvlng staff personnel, payrolls and frlnge benefits;

assists in the procurement of supplies and equ}pment,

and In the malntenance of accounts. .

-

Bursar : , _ o ;_7' . ’ 2.33

The bursar, under the bus'iness manageY is respons:ble

* for billing and recelving all funds due the College,

except for NDEA loan repayment notices which originate
from the Financial Aids Offlce,_

M - ! -

BOokstore~Manager . . ' ' . 2,34 °

"~ The bookstore Manager, under the director of admlnlstra-
.tlon, is responsible for the. operation and management of
.the College Bookstore. :This office purchases, stocks:

and selks textbooks, reading and: ¢lass materlals, Iabora-

" representative In the development of the Unlversity Syst@

tory supplles and baslic sundrles. , ‘ e -
'Computer-Center Director - S o 2.35
The computer . center director,, under the director of adminis~

tration,’ recommends on the selection of t mputer equipment
and perlpheral requirements, participates as the college

computer network, and represents the college on,any othe
official committee or consortium involving computer faci-

- cllitles. The director works with faculty and other staff
~In assessing feasibility and priofity of demands for com-

puter and -data processing workloads. The director may hold
a joint faculty appointment (but i ugh faculty appointment,
shall be responsible to the dean of the college )

Computer Operatlons Manager . </ ' 2.36
- ' .
The computer operatlons manager, under the ‘computer center
director, Is resp0nslble for. the machine~processing of
records and reports; is the production manager of the com-
~puter facllities; and provides data processlng for admlnls-
trative offlces.

College In’FormatIon Offi%ee e o L 2.37 "

"Vision medla materlals, and on-campus .newsletters;.coo

The cotlege information offlcer, under the dl#ectcf of admln-

Istration, oversees the Coliege's Internal and extennal com=

munications and Information services program, lnvoiv!ng the = .

preparation of news releases, photographs, radio and' t rye- -
dinates.

and asslists In_the production of College publications; and assists

the President in protocol and hospitality servlces for campus

guests,
- S L




Dean of Student Affalrs

The dean of student affalrs, under the authority of the president,

is the chief studeént-1ife officer on the campus responsible for
overseeing the following offices: admissions, registrar, health
services, financial ald -and career counseling, student union and
student activities, housing, campus security, dining, testing center,
reading laboratory, dean of men and dean of women. '

Dean of Men - Dean of Women

The dean of men.and dean of women, under the dean of student
affairs, have supervisory.responsibllity for the non-academic
activities and the"general well-being of all undergraduate stu-
~dents._ They are also rasponsjble for the entire residence hall
program, Including staff seléction and training, and for pro-
viding personal as well as_academlic counseling for students.

‘In addition, the dean of men supervises the readlng.laboratory,r

‘Dlirector of Admissions

The director of #dmissions, under the dean of student affalrs,
Is the administrator of ppﬁlqies of admission 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 credentlals of students
.seeking advanced standing Is conducted by the dean of student

affalrs. %

. Assistant Director of Admisslions ‘ L

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.

lDlrector-of—Student Activities ana« 4*_
' .the L.P. Young Student Union

The director of student activitles, under the dean of students, is
respoisible for coordination of all non-athletic extra-curricular
activities, ‘including the campus activitles calendar and the assy gn-
ment of all facilities to campus organizations, outside the normal
academic program. He has general supervisary responsibility for

the Student Union and works with the Student Union Board of Control
in creating policy and programs.. - 7 ’

_Registrar : ' .

The registrar, under the dean of student affairs, 1is responsible_
for maintaining the academic records of all undergraduate and '
. graduate students. This office is also responsible for the pre- .
paratign of the master schedule of courses, assignment of al
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

. The director of student financial aid, under the dean of student

R

f

‘of educational- programming in housing units

affalrs, processes and evaluates financial ald requests and assigns
the following award (s): New Hampshire State Tultion Scholarships,
Keene State College Scholarship Grants, Natlonal Defense Student
Loans, Educatiodal 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 payroll of the College.
. )

.

Director of Career Counseling and Placement
- . L.

The director of career counseling and placément, under the dean of
student affalrs, assists graduating senlors,-alumni and graduate stu-
dents in securing employment. This office develops and maintains
credentials and makes them available to prospective employers; )
provides career counseling for students; and maintalins a library of
career materlals and Information. \his pegition_Is currently unfilled

and the functlions are being performe by the dedh of men and dean of -

women,

-

Director of Housling

The director of housing, under the dean
sible for all college housing including the supervision of house
directors, restdent assistant selection an training, the development
\ and directly oversées

' campus security. : , o s

Coordinator of Reading Development Laboratory

The coprdinator ‘of the Reading Development Laboratory, under the dean
. of student affairs, Is responsible fgr administration and operations

of the Laboratory which serves students wishing to Improve both thelr
reading rate and thelr organization of reading material for better
retention and comprehension. ' o

P

DIEEEESf of Testing Cénter : ' i - S TR

The director of thf Testing Center, under the dean of student affalrs;
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 agencles within the region and the state.

Director of Health Service

The director of health services is in charge of health counselln§

and Infirmary services. He supervises the nurses, medicaldes,
medical technicians and other medical staff of ‘the health services;
oversees the care, maintenance and upkeep of health facllitles on the
campus; and initiates and coordinates planning and studies df health
educatidén and health services for the College. ‘ C\

- 19 \
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Director of Physical Plant Development }' o R 2;80‘

,The director of physical plant developrient, under the president,

is responsible for all campus physical planning and new construc-
tion. The director is -also responslbfé for all matferS'relatlng

to plant maintenance and upkeep, and for grounds and custodial

- service. . .
Assistant Director of Physical Plant Development . 2 - T 2.81
" The assistant director, under the dirdctor of physical plant ) fe .
: _development, is .responsible for the maintenance and custodial » v '
care of all campus buildings and grounds; for operation of the R

boiler plant; and for the maintenance of all utility 1ines
throughout the campus. - : :

Groanq§'Foreman AR _ 1- Lo : 2.82 ..

The grounds foreman, under the assistant Elrector of physical
plant development, is lmmzdlately responsible for the con-

struction, malﬂ&enance and repair of gréunds,jlawns. trees, e »
shrubs, flowers, secondary roads, parking areas; the moving - . ,
of equipment and supplies; and for other facilities and areas o S
- as assigned. . . ~ AR )
" L ot T o ’
Building Service Workers Foreman , o ' 2.83

I .
-

The bulldlng’éérvlce wprkeré foreman, unaer}the-aséi tant
director of physical plant development, is immediately

- respopsible for the direction of custodial persdngef'ln
' the performance of their wark. L - 4 : ' E
. _ Work Control Coordinator. - . ' e o = Co C 2.84 °

A
-

The work control coorfinator, under the. assistant ‘director of
. . physical plant develgpment, recelves 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 faculty and staff, as well as- y
" “'the repalr-inspection-maintenance schedule for all College
vehicles; and establishes and maintains schedules for pre- . - e
ventive maintenance programs. '

4
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' PRINCIPLES OF FACULTY SERWCE - . 3.00

Although the term ''faculfy' is subject to a wide variety of interpreta-

tions, In this manual the word refers to those who teach at Keene State

College and thbse who are concerned with the administration of instruc- '
tion. Included In the faculty are: the president of the college; the '
deans of' the college; director of administPation; professors, associate
professors, assistant professors, and Instructors; the librarians; and

certaln administrators who hold faculty equivalence as a mark of pro-

fesslonal standing. .

instances of Required Trustee Approval : , -3.01°

-
14

- Faculty appointments made with the granting of tenure, actions involv-
ing faculty promotion, the granting of tenure, the granting‘of 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 Bﬁrstees Appointmggt of departmental
chairmen does not require trusted approval. ) ) .

&t

New Appdintments L ) B o ” ' T 3.05

i’ ey

- All new appointments must confdrm to thesstandards and practices “for )
~ resident faculty and any upward shift in the percentage of faculty In
upper ranks must be In adherenge to establlshed rank requirements.

Affirmative Action Program o . ' ' o . 3.08.

“ T

An Afflrmative Action task force has prepared a draft statement for

Keene State College in regard to the College's allocation of resoufces

" for student actlvltles. admissions policles, hiring practices, etc.

~The director of administration 15 the director of the Affirmative

- ‘Action Program. The next step wi'll consist of a System-wide review
of the several campuses' statements -for submission to the'Federal

government.

Acadehlc Freedom | ™ - : » " 3.10 .

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

A faculty member Is-entitled Eo full freedom of discussion in
research and in publication of the 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. : .

.21
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. A faculty member 1$ at onee a clitizen 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 cltlzen, he is free from Institutional censorshlp .
of discipline. He should always be aware, however, that the general public
RE ,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 oplnlon of ‘others In speech and action. When speaking or
acting in the’ capaélty of a private citizen, ke shoujd make clear that he

is not acting as ayspokesman for- the college

°* Channels of Appeal and Review ' - - . 311 -~
: »

" A harmonious working relationship among faculty, admlnlstratlon. and student =~ .
. body demands cooperation, the easy clrculation of-ldeas, respect for di¥- N
fering opinions and forbearance in the judgment of motives. A college which

. falls to malntaln this harmony lnevltabLy suffers.

ldeas, fram whatever source, " for the lmprovement of the college should obtain”
speedy conslderatioh and effective action. Even when critical of policy they
should not be stifled at the source. Each member of the faculty has a duty
to malntain what he’ belleves ‘to be the right,_but he has an equal responsli-
bility to-do so In. a manner which will defend the 5tature of his profession
and the reputation of his college, *

A faculty. member“who feels bound to questlon what he conceres to be
injustice or maTfunction has several channels open to him.” tn. all cases It - -
Is expected that he will seek satisfaction at the first possible opportunlty~
through conference and. where justifled, compromise.

Depending upon the nature of the problem, these are the accepted channels
of approach. In all cases the declslon of the trustees is final.
It ls'lmportant_to dlstingulsh between the judgmental: function of a collegiate
committee such as the Faculty Evaluation Advisory Committee (independently N
elected by the Ffaculty of Keene State College) as a group to weigh evidence, ’
assess qualifications, and recommend thereon to the dean and the Faculty Y
Appeals Committee (also 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 committeé
i$ to be maintained. The Faculty Appeals Committee was established as an :
appellate safeguard against ‘capricious, arbitrary, or prejudicial actions, especlally
(though not eXclu%lvely) in matters of tenure, promotion and termination. |In this
sense, It functions as a ""Grievance Committee' as recommended by the American
‘Assoclation of University Professors The Faculty Evaluation Advisory Committee
. is establlshed for a more_posltlve (though not necessarily more important) pur- “
‘pose; namely, to-exercise profes$lonal judgment in advising the dean and there-
--by provide faculty input Into the professlonal evaluation process. This
indicates that faculty judgment on. these matters Is 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 substantlvely ‘affect the case at hand. The Faculty
Appeals Committee must be the judge of whether an appeal meets these standards.
(See also f.E.A.C., sec. 3. 248; and F.A.C., sec. 3. 30).,

" ETH
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. The appeals proggdure consl§té of the following steps:

Chairman of the department (L"
Dean of the College

. Faculty Appeals Committee
Presldent of the College

4
LN <
g

Curricular Problems : _ ' b , e ¥ 5.15

. ) _ e . _
A faculty member with*a question, proposal or=problem concerning cqgrlcdlgk _
'matters should first see his department chairman. Reéferral' from the chair-
. man is as follows: To the.dean of the college, to the College Senate
Curriculum Commi ttee, to the College Senate, to the System Academic
Planning Counéil (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, : . v .
. . ] .. . 3 . , 7 . - , ‘
Faculty Rank ~ , B . .
Ve Y i . ) . . . . - B
The ranking of. faculty at Keene State Colkege follows the usual ascending
pattern of American academic life: " instructor, assistant professor,
assoclate professor, and professor. A]l appointments are made by the -
president, at the'recommendatlon'of the dean of. the college.  The appoint- )
ment of a dean or a director requires Board of Trustee approval’, :
. . = o o0 S .

-

Visiting or part-time faculty, adjunct faculty, and designated ”Iecturers”, o
serve outside the rank and tenure scale. Graduate tedching assistants have -

the temporary status. of junior faculty (see Graduate Assistants, sectiop

©.5.40)

™

‘Administrative officers who hold faculty equivalence serve without tenure
and their relationship to the-instructional pattern.is elther shown in .
the organization chart (see appendices) or is speclally}deslgnéted,by the
president of the coJﬁgge. T ' » st SN

N

Qualifications

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

v ° N .
Assistant Professors: Shall have completed formal advanced study appro- *°
priate to their field and have had successful teaching or other relevant
experience. . T ’;

' ' ) Y i
Associate Professors: Ordinarily shall have complegzd doctoral stydies
or the equivalent in their field, have had several years of successful
teaching experience, .and have demonstrated professional growth and
scholarly activity. ” A

_Professors: Shall have a backqround of successful ‘teaching and research,
marked by the perspective of maturity and experience, or by some creative
attribute generally recognizable in the academic world-as a special asset
to a faculty member. C :} . \

; :3 -




'// 1. Be a member of the* College faculty. .
2 2. The:.graduate faculty shall possess Interest :
r + /-and competence in scholarship and must have |
/ a genuine concerh for, and competence in, -
graduate teaching and advising. N
3. Gradyate faculty shall hold the academic rank : ‘ :
.~ "of asslstant professor or above in a department
J of the College for the course that is offered.
4. A graduate faculty member shall be recommended
: - by the chalrman of his department.
R 7 5. The appolntment to the graduate faculty must
L : _be approved by the direct8r of graduate studies :
“and the Graduate Councll, and’voted upon by the .- . . - 4
full . graduate faculty." " ‘ “o
6. The graduate faculty member shall possess the . ' -
, .~ —-earned doctorate in his fleld,'_(Those members _ oo
~ oo of the faculty holding the academic rank™gf ' ’
Co " assoclate professor or professor and a mirimum
R of 30 semester hours beyond the master's degree -
W in.their discipline_prior, to June 30, 1968, shall
# be eligible for graduate faculty membershlp in
accordance with ftems, 1, 2, 3, 4 and 5 above.)
7. Exceptions to the requlréments for membership on . ' i
the graduate faculty stated abovemust be :
approved by the director of graduaté studies
and -the Graduate Councll, upon the recommendatlon
b A ; of the department chalrman.

Not! fication of.Status e . ‘ - oo ' 3.23

. t: o o : e e .

’ Upon appolntmentﬂaﬁd as early as possible.fn the spring semester of each
year, faculty members are provjded notice’ of the terms of gﬂblr con~
tlnuous employment, regardless of their tenure status. =~ -

,ﬁﬁ

Annual Evaluatlon, i , - ' . : ! ' Y324

) The evaluation process begins with the Individual faculty member. He Is
responsible for keeping completeé and accurate records of his college,
community, and professlonal activities, and Informing the chalrman of his
progress. Any Iinformation which would support a recommendation for pro-
motipn or tenure Should be included as an appendix to the Faculty Informa~-

} X _tion Report. Non=tenured faculty members_and those deslring promotion “

"+ should invite théir chairman to make two ¢lassroom visits each semester,

4
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At the optlon of elther party. a conference may be held followlng a class-
room observation. - At the end of eachgannual evaluation period, and more

frequently if deslred or necessary, each faculty member should review his
annual progress-with the chalrman. L s AR _ . RN

. . \«7l
If not recommended by his ‘chai rman a\member of the faculty has the optlon //
of initlating a recommendation for his own promotion, and:should then subm4& a8
It to hIs chalrman for inclusion with hls Faculty Informatlon Report.

L . . ‘ /»: > -4 .
Standards R o S ot L D.3.2kA
. . &, . .
Crlterla for evaluatlon arer . : {
1, Teachlng Effectiveness - as observed by. chairmen, colleagues, and !
- 'students. This ¢riterion should be reviewed most seriously by all
concerned. .- et : '

2. Scholarly Quallchatlons - such as work toward or achlgyement of
_highest degree standard for professional position, “completion of '
research worthy of publication, apd recognltlon by colleagues in .
Io%allty, reglon, or natlon. - :
3. Service to College - such as active membershlp on department or
college committees and asslstance to students and student groups
on campus; . :

R Commhnity Activities = as related to ﬁrofesslonal Servlces.

“ “

The minimum perlods of servlce in rank for promotion at "Keene State College

are as follows: . - . v ~ ‘
. . 1
from Instructor to Assistan Professor - 3 years N
from Assistant Professor Associate Professor 4 years
from Associate Professor to\Professor , L years

Total service, whether continuous or interrupted, will be given to the.

‘establishment of a department advisory committee on evaluation. All recom-
mendations of this committee should be présented to the departmept chalrman.,
He should review these recomm datlons before completlng and submitting his
reports.

0

.Faculty Evaluatldn.Advlsory Commi ttee . } : ’ 3.248

The flve members of the Faculty.Evgnuatjon AdVlsor& 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 servlng as department chalrmen shall not be eligible. Faculty
members of the upper two ranks who must be reviewed for tenure, know they
wi1l be nominated for tenure by their chalirman, aor do not wish to serve
on this committee should notlify the Secretary at their earllest conveﬁ!ence.
Thelr names will not appear on the ballot. Any faeufty member elected to -
"this commlttee who Is subsequently nominated for revlew must disquallfy

4
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© "iThe Dean;and the President “in the case 6f Depart

-16-

-

\imself from.service., The faculty members receiving the 6 = 10th larg-

et number of votes will serve as altérnates as required. The members =~ -
ofiithis advisory committee will review all faculty submitted for its, ¢
"H!uatlon. In relation té college crPiteria, with equal Inpartiality - ‘
gﬂlsduailfy themselved in favor of- the f1ternates In particular cases; -
rther, a faculty member being reviewed by the committee may exerclse

i ﬁfrlgbt of pre-emptory substitution for-one, and one only, member of

,Ei_c whom he/she does not wish to particlpate In t:e review of his/her

'fgc, In such case of pre-emptory substitution, the next ranking~alter-
ﬁgxe shall serve. The committee will select fts own chalrman who must .
??fntafn open communication'with ali members on pertinent matters. -
Tt ' : .. . ° >
Eﬁ%@f due deliberation the Faculty Evaluation Advlsofy'CémmJttee will °
gmpmlt lts written recommendations on promotion Iinpriority for each
academic rank along with Its reports on tenure.and termipation.to the-"

Qbén. The committee will send to each chalrman a written report on Its
f'commehdatlons relative to their faculty members with an Indication of ..
gommi ttee vote. The chalrman will Inform"faculty members ‘of the recom=
lendations of-the Advisory Commbttes.. The function of this committee

£5 strictly advisory. ih nature and 1ts priority recommendations on pro-
‘mgtlon do not demand subsequent administrative endorsement, .-~

‘ ‘. N ! v ' {' ‘ ba
Déah's Role ) o

=

.w . . - ' PR T
The dean will provide the personnel files-excluding salary information of
e:}hifacultY'member under review upon request of the chalrman of the '
, Fdculty Evaluation Advisory Committee.  His.role as adjudicator. pre-
" fludes atyi<ament to the chalrman or members of the advlsory <omnittee

1dn spegific {ndividuals, with the exception.of the chalrman. On depart-

_thent chairmen he will submit writter statements. However, he will -
~7Include with the personnel folders all information deemed.relative to v =
,*the formation of valye judgments by the commi ttee. The ‘committee may Lo
r¢onsult with the dean on all matters of general nature. o

ment Chairmen will make 'f
;the final declslons based-on all avallable jnformation including the rec-

~”commendap10ns of the department chalrmen, the Faculty-Evaluation Advisory - -

. ‘Committee, colleagues, students, and other’possible sources: He shatl *_ °
"'notify all members of the advisory committee, department chalrmen, and. .~
“"Indlvidual faculty of his decisions beﬁfre presenting them to the Board of |
. Trustees, R : ' S L o
* The College takes cognizance that the Législature of the State of New; # -
."Hampshire usually postpones the appropriation of funds for State Departments

cuntil late In its working sessioh. However, It.is Importang, that staff be
provided letters of ihtent no later ‘than April 1-of the given year. Such
letters should be congditional ip nature. '

) S @
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"iStudéHf'PartlclESfloﬁ'in Faculty Evaluation

; Studenis ghould.partfcipate JIn the evélu;tion process. . The 11969 final = -
. ~~report of the local A.A.U.P. Committee T on Faculty Evaluation stated:- , .

» . - - . T 7

"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 alsc make sure they record -
favorable reaction. Students should further be allowed to com-.

- ment on their professors* teaching abllitlies. 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 member, so N
that he may improve his teaching abilitles; the Second,copy . . - ..
should go to,the'dEpartment-chalqman to become: part of his records."

¢

e

These suggestg nswgre'in.agreement with the.genera] rqcommendétldns of the
; American Assoclation of University Professors regarding faculty evaluation.

'Thé-geneFél’dbjecflyes of stydent"partlcipatfoh in faculty evaluation,should

be: ‘(t) Improvement of. Instruction, (2) Assistance in the evaluation of
teaching effective ég§}&g9dp(3) Encouragement of student reflection about
their educational;';3éc§ﬁvesvand.4eanning. _ . T e bl

V4

Improvement of Instrugtion: . _ : ' \

4 , R _ , ) :
If the evaluation of faculty by students is to Tmprove the quallty of instruc-

“'tlon, cirticism must .be specific, and positive suggestions should be written
in_the space provided. ,There stQuld be no reluctance on the part of students
to include comments diregted toward the improvement of instruction if pro-
vision Is made for anonymity and they are assured the evaluation sheet witl
not be reviewed by the instructor until after the grade reports have:béen
processed and malled. The .analysis of the forms by faculty members will be -
faclilitated by such additional information as whether the course was. required

or elective, within or outside the major. . __— & 2
o ; ‘ . , . L. S %’gw

o - .
C e :

" Evaluation of Faculty

w

The colléctive ratings of faculty by students should prove a valuable

- asset to department chalrmen in making final Jjudgments of faculty per- -
- formance. Each additional mode of evaluation glves the.chalrman another
source of information from which to make evaluation more -objectjve In
nature. The nature and purposes of higher education have received
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 defaulgg
No study has been. made to determinewhen 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 statéd objectlves
of each course are consonant with student.opinion. Students should have ’
. @n opportunity to express thelr.thoughts on these matters. Through the -

use of the Student Evaluation Form faculty members and chalrmen can be

2

’A ‘ /gppffggd'of differences in thought, the rationale for the disagreement,
~ and the need fol change In course and program objectives,
.= -, . b) . ?

RIC . L
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- Procedures for the Administration of Student Evaluation Forms:'

1. The Student Evaluation Form édopted-by the Qpllége.Senate is the
offitjal.instrument¢ P S o S .

- . ha

:-2. “The Testingvéenfer is responsible for the diStribution_and-collectlSn

of the evaluation instruments. .. . I S o .
. .. . _ A - ) : . o "x',[
3. The Testing Center provides the evaluation instrumehts to the Com- °
puter Center for tabulation of results. o oo
4, The Computer Center has the summer te process the dafa_and'tb generate
the print-oGt reports. R : ' : ¥

~+ 5. The print-out of the.results‘are delivered by the Computer Center ito
) the Dean of the College for\groper distribution to the Chairmen and

. ~individual faculty members. = .°. . i '

6. No additional use of the data base will be authorized except ‘by the L L
Dean of the College. - , A »;; =

Esfab]ishingvTenure ,; : - ’ : o : ‘;J N 3.25.’"

(THi's tenure policy was approved by the Board of ‘Trustees on December 19,

. 1964) . o . T - .

‘ . oo . c N ' : . s
. R ' o .

1. "All members of the faculty without permarfent tenure are appointed for. '

oneryear terms which may be renewed followipg an annual review of -

individual performance by ‘the appropriate dean,;or other administra-

tive officer in consyltation with the department chairman,i‘

1. 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 affirmatives
action of the'Board of Trustees on the recommendation of the president
. as advi¥ed by the appropriate dean, director or other administrative '
> officer in consultation with the appropriate department chairman. -

"A. An instructor is not eligitfle for tenure. .After no more than

four years of full-time service in this rank, he will be promoted i
) , -or notified thét‘hfs.appotntmegt_will‘not be renewed at the.-efid
- .. of the' fifth year. Supervising teachers at the laboratefy %school
~"and librarians sha}l" be the exception to this section. After a*
minimum of three years of full-time service i thissclassification,
.he will be eligible for tenure as.a supervising teacher at the -
laboratory school or as a liE;:ngnq/Br he willl be notified that -
'his appointment will not be renewed at the end of his seventh year
‘Qﬁ?ggrvice. S - : '

. R I . -

¥ . ,

o B. An“$;535tahtj§r6? ssor is eligible for tenure at the end of six
- - Yez;§;9£/§€?viceyas a full-time member of the college faculty’
’ /;//L@V uding his years. of service as an instructor. If tenure is

; - not granted at ‘this time, he will be notifiedgthat his appointment
;////,/////fi -, will not be renewed at the end of his seventh year of service.

-

-
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C.” An associate prqfésg';apromoted'td this rank is appointed with
‘tenure, provided he %;s been a full-time member of the college
.faculty no less than;fhrge years. A member of the faculty newly
appointed to this rank, isfeligible. for tenure upon completion - -

X of three years of servige. 'If tenure Is not granted at thls time, .

. the fatulty member will be notified that his appointment will not .

_ be renewed at-the end of his fourth-year of service. ' . . i

D. A professor, promoted to this rank, is appointed»with'tenure,,pro*»

.. vided he has been a full-time member of the college faculty no
\less;than'two years. A member oﬁ:¥ﬁ§%f6culty§-newly appointed
to this rank, is eligible for tfenure upon the completion of two
years of service. If tenure is n&t granted at this time, he will

be notified that his appointment will not be renewed at the end
of his third year of serviceé. ' o : '

111, Members of the faculty holding administrative-positions are not
© - granted tenure in that capacity. - ' / '

V. gThe faculty Evaluation AdVisory‘Commlttge shall advise the dean 6F
- the college in regard to the granting or non-granting of tenure in
accordance with above criteria and standards. LT

Age oﬁlRetlfément . ' : : : e

The tenure of .a faculty membér‘ends on June“30 following his 65th.blrthday.
_On the Initiative of the College and at the discretion of the Board of"

Trustees, he may thereafter be employed on annual contracts, but pot 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. : N :

Notice of Resignation

\
A'fatultynmember terminating his employment should submit - a formal letter
stating his intention at ledst four months in advance of the effective

datey This procedure is standard through the University System. . The ?esigna-
tion should be addressed to the president of the college, and transmitted

through the department chalrman and dean of the college.

-

v

Dismissal

In accordance with University System policy- and recommended AAUP standards,
faculity members with permanent tenure may be.summarily dismissed only
for:proven, grave moral delinquency. In all other cases, excepting tbe
lack of fupding or the termlnatloq 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’d{fmissal.' ‘ :
- B. A written statement of reasons for dismissal shall be forwarded
to the fatulty member by the president.of the college, normally-
.only after thorough discussion between the .faculty member and
" the dean, director, or other admipistrative offlcen concerned.

L

-

.
‘ .
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© C. The faculfymmember shall have the rlght to hearlng as follows.

TN I
.

2.

-

Non~Renewal

Faculty members without tenure who have completed less than one yéar of col\-
tractural service shall be notified of non-renewal by March Ist. 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 twe contractural years of service shall
receive a full academic year's notice. All notices shall be in writing. (See
also Tenure, section 3.25). : ’

©

Faculty Appeals Commlttee o | o | 3.30

_ for financial reasons, and then only after the College ha's made -

~20- -

With the executlve offlcers concerned i ™

By “appeal through the Faculty Appeals Committee of the College,

which will examine the case: accordlng to its own rules and

-precedents and shall thereupon advise and counsel’ the president.

(This -appeal is not mandatory, but is at the dlscretlon of the , ‘
faculty member ..) 5 .
Before the personnel commi ttee of the Board of Trustees, sub-

ject to the committee's pleasure, procedures to be determined

. by the committee. - K
Before . the ‘above committees. in consultatlon with one or more .
scholars in the faculty member's field, if the grounds for

dismissal involve -professional competence. The faculty member

and the administration may each select an equal numbef of -

scholars from the faciilty of the Unlverslty or a slmllar _
“institution. / . T
Hearing results will’ be reported to the Board of Trustees, which

wlll serve as the flnal authority. |In none but ‘the most extreme §$
emergency may a faculty member of permanent tenure be. dismissed

every reasonable effort to accohplish the economy by other means.

.
.

B' P ) . " ' | ’ 3.2'9 )

- The Faculty Appeals Committee (FAC) functioms as a mediative and adJudlca-
tive body to deal’with. the personal professional problems of members of
the faculty which cannot be resolved through ordinary administrative and
departmental procedures. Any regular member- of the faculty has the right
to have his case considered by the Faculty Appeals Committee, composed of
five tenured members of the faculty elected on the first Wednesday-in.each

_ 0ctober.~ Faculty members currently serving on the Faculty Evaluation : o
Advisory Committee (FEAC), Including alternates, are” not eligible for .
election to FAC and newly elected FAC members are not eligible for o
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 desugnated as alternates and serve

- in any case in which a member of the ‘committee may be lnvolved ln a con- .
flict of lnterest. . “ - v : 0 ; .

A




Leave; of Absence ‘ . . . U : "3.31

N -

\ ~ 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
o of ‘the date, the leave 1is ‘to begin. A formal letter- to the dean of the
college should detall the purpose and crrcumstances, and should bear the -
endorsement of the department chafrman. Each case will be considered on
lts merits and in the llght of its value to Keepe State College.
A Leaves for Professlonal lmE[ovement (Sabbatlcals) - Faculty members

) who have attalned at least the.rank of asslstank professor become
eligible after six years of full-time service in the rank of
instructor or above. Prevlous leave time ls not included in #his
total. .

Ordinarily sabbatical leaves are intended for faculty members who
- have''completed advanced preparation. They are granted to encourage °
professlonal 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 would be of signal value to the colleges
"~ Such leaves arge granted with the understanding that the reclplent
shall return to the service of the college for one year or reimburse
the full amount of the salary received while on leave.

B. Leaves Without Pay -~ These 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 ellglble to apply for a resldent-
'sabbatical.

A resldent-sabbatlcal is an academlc year durlng whlch the faculty )
recipient is relievéd of any and all committee responslbllltles both S
departmental and- college-wlde. and all other asslgnments. outside of
thel imary function.

ppllcatlon follows the procedures outlined above

Other Faculty Absences P S 3.32
. -~/ - : ,
All faculty members are expected to meet .al) scheduled classes unless 11 or
excused, or if a qualified substitute covers’ the assigned classes on an

emergency basis, with approval of the department chairman.

. A, lllness -- The department chalrman should be notlfled as soon as possible
E _ - after it becomes evident that a fa€ulty member will not be . ;
' able to teach his classes. .The department chairman will A .

- arrange for 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. o -

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 wil] be compensated in one of the following.ways,
. . A depending upon its duratlon - Com

Q ._‘. 31
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) . -
., 1. A brief absence, up to one week, will be carried at full églary.wlth
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 thls case -a reqgular substitute will be provided by
= the college. ' -
3. TIllness longer than a-semester is presumably covered by the faculty
member's enrollment -in-an available income disability protection -

- .

plan. (See Disability Insurance).

C. Excused Absence -~ A limited number of excused absences from class may be
granted for compassionate needs, attending professional meetings and the
-~ like. These are always for cause; they must be arranged In advance and
bear the endorsement of the dean of the_col}ege and t?e chairman of the

.department. : . :

D. Vacations -- By. vote of the College Senite, no faculty member']s to be

excused from meeting the last class before a college vacation or the
first after a vacation, unless he is ill.

E. Visitations =-- When an outside sbeaker is invited, the facul%y member whose
class he is to address, or a faculty colleague, should be present to,intro-

duce and-assist_him as_a matter of academic courtesy.’ ‘;

A -~ R

Fulfilling Public Service Duties | o - 3.35

The college or Unlversléy teacher .is a citizen, a member of a learned pro-
fession, 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 learning‘and an educational officer, he should
remember that the public may judge his profession and his ‘fnstitution. by

~his uttetances. Hence he should at all times be accurate, should exercise

. should -make every effort to indicate that he .is not an institutional spokesman.

appropriate restraint, should show respect for the opinion of others, .and

r—

Qutside Professional Services - - a 3.40

Faculty members mdy undertake outside professional services as long as these
obligations 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 col lege and
the profes§lonal competence of' the faculty member. . °

Major obligations must be placed on Yecord, . in writing, through the depart-
ment cha{rman, with the appropriate dean or 'other administrative officer.

He shall ‘give his wrPtten approval or disapproval. In case a faculty member
is iI'n 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 pfoportionaté reduction

‘in pay if they are unable to meet their obligations to the college.

32 o
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Office of the Director of Administration , S

This office is responsible for bﬁsiness'management, budgets, contracts, i
administrative records, personnel, affirmative action, college Information,
the computer center, office anpd .clerical assignments, Institutional research,
and the bookstore, among other functions assigned by the president.

o -8 . : ! . . . )
Travel-Advance Procedures and Reimbursement of Expenses* (see also 2.31)

Permission for travel costing more than $50 must be obtained in advance by
completing a '"Request for Travel Approval." o )
Prepare your request in duplicate, have the department chalrman or
approptiate administrator sign for the fiscai responsibility, and flle the
request directly with the Business Office. 1t will be checked with the
.budget and one copy, approved, will be returned to you. S
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 iIn advance. Tourist class air
fare is permissible- - ” '
Arrange your own aqg@mmodations, requesting minimal rates. Collect
receipts for public tr%ﬁgportation; hotel room, registration fee, and any
meals in excess of amofits shown on "'Request for Travel Approval' form.

Upon feturn, fill put in duplicate a University of New Hampshire '"Travel "
Expense Voucher'' and attach all receipts. Have the department chalrman or
appropriate administrator sign approval. File both coples of the '""Travel
Expense Voucher' with the Busiress Office. - : S

Travel costing less than $50 doe's not need prior approval. 'However, the
other procedures listed above ,apply. ¢ Lo -

Departments wil1 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. SR '

College cars have first priority over other form$ of trapsport for
officlal business within New England. The college owns an International
Carryall with seats for 18 passengérs, which Is avallable for field trips and
teap sports trips on sufficient notice. 1In addition, there are several other
vans, sqbtlon wagons and passenger vehicles available. - ‘

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

No student automobile Is eligible for reimbursement of expense. _No
student may drive a college ‘car without a valid operator's license, and
a permanent employee or student employee (on col lege 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. 7

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 colliege's liability insurance is better than
most Individual drivers' liabllity Insurance.- ' :

a
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Petty Cash Reimbursement ' <

Faculty and staff offen choese to use their own money to purchase a small

item, under $25, and receive |mmedlate reimbursement by completing a }; A

Keene State College petty cash sllp It nlust be approved by the depart-
ment chairman, or member of the college's executive committee. One copy ‘o
should be given to the bursar and one .copy to the Buslness Office. This

will ‘assure reimbursement to the bursar's imprest cash account, and propergl~‘

. charglng to the correct budget. Any legitimate college expense can be -
reimbursed In this manner (travel, supplaes meals, etc )

Recruutment and Hospltallty -=-~- Procedures

If academic recrultment, advance permission myst be obtalned from the Dean"
of the College.. Arrange lodging at & motel offering a comfortable room

at lowest costs. Reservations must be made at least 24 hours In advdnce
to guarantee minimum rate. FI11 out requlsltlons and submlt to the Dean
of the College for approval.

Inform the- candidate to arrange hls transportatl:h and obtain recelpts,
then forward receipts to the Business Office. s -

Meals for the candidate must be elther charged (at a restaurant whlch has
billing-arrangements with Keene State College)-or pald 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 NDean of the follege for approval.

For charging meals, you must sign your name on the bill and 1ist the
purpose of the meetlng,’all staff In attendance, preferably on the front
of the blll , , .

For hospltallty for buslness guests of the College, follow the procedurey
In the thlrd and fourth paragraphs above. , ‘

¢

Telephone Egpenses -- Charging of

»

Departments are assessed aimonthly 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 o
Service)-line, are charged directly to each department. Departments receive
monthly statements which also include a cumulative total for the year. '
Phones may only rarely be used for personatl business. Any personal toll
charges wlll be reimbursed to the College. '

L}

-
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SALARIES AND BENEFITS ' ) : . L.oo

Faculty members at Keene State College receive payment through annual

contract with the University 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 biennfums have been directed

toward development of a salary scale 'that will compare favorably with

other state colleges. - The AAUP’ report shows KSC salarlies, between the

20th and 50th percentiles. y g '

-
[

ncreases : v " . T Thao
_— , o ,
Continuing efforts are being made to raise the competitive level of
faculty salaries., ' The percehtage-increase, of course,varies from year
to.year. Salary Increases are normal ly. aval lable under three categories:
A. Normal Adjustment Increases =-- These are In recognition .of good,
effective service by the faculty member. This requires a positive
recommendation Initiated by ‘the department chalrman. T
B. Meritélpcreases -- These -recognize special excellence of service..
- This requires a specific, recommendation by the department chalrman. -
C. CoSt-of-lelng Increases 5~ These are faculty-wide and based on
- uniform application of percentage guidelines. ‘

M i . . T 1

Paz Periods -

Keene State Cgllege 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 pick-up the

check. There Is an. automatic bank deposit system available. '
Faculty members -are usuaily on a ten-month (or "academic year') :
‘contract. Salary dlsbursement§ are on a 26-payment basls, Faculty previously

on-a 20-payment schedule may elect to change to a 26-payment schedule. -

h.20

ggyrol{ Deductions

: 4.21 .
Mandatory deductions are made. for withholding of federal income taxes g
- and social. security. _ ) : .
Voluntary deductions cover Blue Cross-Blue Shield, various group
Insurances, credit union repayments and savings deposits, and retirement,
among other Items. S N '
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Each faculty member Is responkible for providing the Business 0fflce
{and maintaining up to date) the {following: o .
A. WL form for federal incom “tax C,
B. Deduction @uthorization far (where applicable): .

1. TIAA-CREF Retiremerit and. [T1AA Collective Life Insurance

2. John Hancock Life Insdrance and Major Medical Insurance

3. Blue Cross=Blue Shield Insurance

L. Disability Income Protectfan ,Insurance

Address changes shoufd be reported so that fe&erai Inebme tax withholding:
statements are not delayed. o ' s \ ) _
~ ’ ' ‘ s l ?.i,,\ 5?"

Life Insurance Programs

431

TIAA Collective Life Insurance - | The college provides through the
university a program 6f decreasing term life Insurance under a con-
~tract with the Teachers Insurancg and Annuity Association of America.

This insurance comes In 'units' ¢osting $12.00 per year. .The - a

University purchases the first upit and the faculty member Is required.

to purchase one additional unit. Premiums are met by payroll deduction.

Benefits vary according to .age, jas. in the per unit example below.

These figures should be multiplied by the number of units” held..

-n

-

: Guaranteed e
Age Benefit (1972) ‘ ]
20 - $6,330
- 30, 5,330
40 - 3,040 : |
50 . : _ - 1,220 S,
60 L o 510 :

Benefits Including dividend frequently doubie the guaranteed benefit.

A1l staff members may participate in a 1ife Insurance program, the basic
provi'sions of which are as follows: Y ) ~
"A.. Provide 1ife .lnsurance in an amount ei!‘l to oﬁzband one-half times

: annual salary to the next lower $100. '® o v
B. Include accidenta! death and dismemberment Insurance in an amount
equal to your 1ife insurance. (Thus, in ‘the event of accidental
death the total benefit to your estate {s three times salary.).
Accidental death and dismemberment ‘Insurance provides for payment
of the full amount of Insurance for loss of 1ife as a result of &n
accident or for loss of two limbs or the sight of both eyes. Flfty
percent of the face amount s paid In the event of an accident that
results in the loss of a 1imb or the loss of the sight of one eye. This
pratection is belng provided on ‘a,24-hour basis (business and non-business),
so that In the event of an accidental death-in the course of travel,
there will be no question as to whether or not the decedent was on
university business. o .
-. 36
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Monthly Cost . .
. . : , Per $1,000 of
Annual Salary - Life Insurance
Less than %6,999 o T30
7,000 = 9,999 - ' . T L

10,000 = 14,999 B Css
15,000 = Over" o .60 -

?

. e~
.Any=infdrmarlon,Eoncafnlng-insurance offerings .and cdverage should HE
directed to the Buginess Office. . :

Medical Insurance = R .>I < . ‘

Blue Cross—élue Shield New Hampshire-Vermont HOSpﬂfalletlbn%Me&léal |
Insurance programs are available to faculty. The college pays one-half
the individual cost for the émployee only. Blue Cross, Plan B, ‘provides

‘full cost of"a semi-private room.

]

-
.
.

John Hancock Major Medical knsurance. - The college provides no-cost -
- coverage .to the employee, but only when he is enrolled in the Hancock
-1ife Insurance policy program. This major medical coverage.has the

following conditions: .

“For those not-enrolled .in the collége's'élue-Cross-Blue Shield”
group, major medical pays 80 percent of expenses-over $500, ‘to a
maximum of $100,000. ' : - S

For those enrolled in the above grodp.'maJor mediéal;pays 80 per
 cent of expenses over $100 (after Blue Cross-B|ue 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. - '

4 -

V Dléablllty Insurance

.+ The college offers, through TIAA and the university, an Insurance plan to ,
~Jprotéct against total, long-term disability. The cost to faculty and staff.
Is $2 per thousand dollars of annual salary, with the payroll deducted
" premiums spaced throughout the year. . : o o
- Benefits start after six consecutive months of total disability (with
a few exceptions such as war and sel f~inflicted Injuries). and continue to
agé 65. The plan provides a monthly payment which, including benefits
from governmental and university Insurance programs, equals 60 percent of ,
covered monthly salary, but not more than $10,000. A walver benefit ensures - |
that the TIAA-CREF retirement plan premium will continue to be pald and ' /
accumulate until it comes into use at.age 65. . O .

o

_Retirement Benefits B : : - S 1Y

1n " the TIAA-CREF Retirement-Plan, the university and the faculty member C
each contribute 5 percent of salary ‘'up to the Soclal Security base . t}
(currently $13,200). On amounts exceeding the Soclal Security base, the |
university contributes

19 percent and “the faculty member 7 percent.

L
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tidn on alternatives may be obtalned at-the Business Offlce. \

"service. Those who do not join nust, after two years, sign’a walver of

KR

Explanation and Assistance ) K : . "4.35
The Buslness Office or the dlrector of administration Is ready to assist .
‘In all matters of lnsurance«and retirement. N : '
Credit Union o o o _ L .36

. Half-tuition within the University System of Nethampshlre Is extended to - -

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

rontribution. The university then pays the entire contribution, allowing

program at’ lts current rate.

’ N . | RN

~

A J
At the optlon of the faculty member, up to 100% of the total contribu-'
tion may be placed in'‘the College Retlrement Equities Fund (CREF)

Another option Ts a deferred payment plan, under which a faculty>member,_
for tax purposes; may elect a reduction of salary equal to the university

the faculty member to defer tax payment on it until retirement. Infofma-

)

New employees may enter the TIAA- CREF pnogram at the outset of thelr ;] _' '

any claim on the unlversnty for retlrement beneflts o8 .

L d

A1l employees of the college are enrolled ln "the Social Securlty (FicA)

C -

ﬁther Beneflts . ) . \ - - h.37

-

The New Hampshire State Employées Federal Credit Unloh, headqua?tered e
In Concord, offers a varlety of savings and loan programs for faculty and
staff“personnel Informatton about the credit unlon may be obtained

from the Buslness Office. I

v
L 4

Immediate members of faculty families. A faculty member, however, may not
ordinarily include an immediate relative In his classes.,

Other benefits Include admission (upon presentatlon of ID card) to reéularly
scheduled college-sponsored events such as concerts and lectures and athletic
events, and use of the various facilities within Spaulding Gymnasium includ-
lng, when avallable, the swlmmlng pool "basketball 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 . I L .7 5.0

El
.

j . 2
" .  Keene State College and the community offer to faculty and their -
families various facilities. Some are campu ‘services, others .
aré in cooperation with the community, and 'sitill others are-non=." Sl .
college, open to all residents.” The Newcomer's Guide, an ald to . o

- new faculty members; families, published occasionally by th C

Keene State College Distaff Club, is avallable at the College *:

Information. Office, It contains ‘community facts and maps, and , :
a directory of Information sources on subjects from adult educa- .= . %

K tion to zoning. ! g
Library Services [ : -
The hours of the.Wallace E. Mason Library-afe as follows:d
¢ Monday - Thursday - 8:00 a.m; to 11:00 p.m.- ™\ .. .
v Friday ; - 8:00 a. to 5:00 p.m. Sl ,
Saturday ’ ' 9:00 a.m. to 4:00 p.m.
?unday ; T 2:00 p.m. to ¥1:00 p.m.

LA

The Library hours are extended during exam periods and will be
. posted at. those times. ' . :
The card-catalog 'is ‘dividéd into two sections, with the subjects
" being fliled 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 leans, although these
are subject to recall if requested by another patron. At the
end of each semester, a list of books charged to your name will: A
be sent to you and you are” very strongly urged to return all of . S
them that you are not using so that other faculty members as well
B - as students will ‘have an opportunity to use them. - '
| ' Faculty withdrawal is by courtesy of recognition; students must
present ID cards. New faculty members may be asked to ldentify
- themselves. - - ‘ - C T :

Reserve book Jistings are of three kinds: overnight, three-days,
and one-week. Overnight reserve books are used In the-library unti)
one-half hour before closing time; the others may be borrowed as
indicated. Overnight reserve books afé due when the library opens’

. the next day. Three-day and one-week loans are due at any time.on
the expiration date. L : ~ L. : .

Faculty placing books on reserve are expected to present a com~
Plete biblliography on the 1ibriry form at least 48 hours before
assigning the books to the class. o ' : ‘

Forms are aval.lable 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
o . no longer needed. They are automatically removed at the end of each .
S , semester, unless. specifically requested for the following one.
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The cooperatlon of faculty members i's needed to. |nsureothat the .
’ ;rllbrary Is kept up to-date in the various subjects " The . llbrary ' R
- provides request forms for bogk". purchases, theSe may be obtalnéﬁ ' .
from vOur department chalrman. : . ‘ N
During the 1971-'72 school year, |nstallatlon was completed gnj e °
the Information Retrieval System (IRS), with a" core unit and’ T .
retrieval carrels Jocated in the llbraryv plus & number of remote- EL e L,
retrieval sites qudormltorleg and classroom buildings. throughout , o
the campus. The 1RS allows fhe retrieval of numerous® tape-recorded, <
_vldeo-tape-recorded, ?lsc-recorded and other progréhsoln seconds ' s
from any of the retrieval sites. Whlle the full impact of the IRS’ . ‘
idon,our educational system will not be realtzed for some time;. the .
‘uses of the IRS are many ‘and-diverse.. Faculty and studerits should " .
feel free to discuss ideas for utilization of this sophlstlcated v
equipment.in their speclallzed flelds - '

'ilnformatlon Retrleval System oy ‘ : ) Ah- ﬂ 5.10

. .

Located ln the second floor of Mason lesary, the lRS Is, deslgned to ¢
complenient the teaching program at'the College Factlty members ° ‘ .
and %fttrdenrts help §o make It a ysablé system by their requests: | : q‘v~
The lﬁforma?lonSto bel retrieved. Is placed on audio tape, video tape, ) ..
or Is fed live from televlslon'recelvers and from the Productlon .
Studio-ln the basement "of Parker Hall.

. . . .
- . L e W

|

More ‘than :100° vldeolxape programs are avaﬂlable, and more than N Cae ‘gl_'

1,500 -audio- tape tracks are stored in the IRS files ‘These are - ,3“5’

llsted in booklets at ‘the ¢iréculation desk In Mason- Library and
at-the desks 1h each of the dormitories. Each dormi tory- has 1lstenlng
areas. A number of classrooms- are t{ed Into the IRS Control Center. -
These c¢lassrooms: are located In Butterfietld, AdSms, Morrl50n, Parkeré
Blake, Spaulding, and the Science Center.  at et

Faculty members are. encouraged to consult with the "IRS personnel
for instruction {n the use of the system and for any requests that

‘o

they may have. . . : . . » o ,.:'v

'Medla Services Centél lk’ ' RO Lo SRR P R

. . - - v

'The ‘Media Servlces Center, presently located on‘the ground ?loor of Parker C "aﬁ

"Hall, <Room 9, wil1 be mgving during 1975 to the second floor, North wing

,;‘of Elliot Hall. It fs. sgaffed between the hours of B a.m..and 4:30 p.m.
The following equipment,” Wmited In number, is avallable for. classroom-

- use: Movie projectors: (lﬁmm), overhead projectors, slide projectors, .
projéction tables’, record players. vidgo tape equlpmpnt, filmstrip -~ - y
projectors, opaque projectors, pottable screegs, tape recorders, sbqnd

equipment and other speclal equipment. . - . , SRR e ]

. ! ¢ ¢ 3 ”
- A select&on of fllmstrlps and 16mm films is Flled ln thé center. The

collection of\Z“ 2" ‘art slides ls inthe possesslon of the art depart-

ment.

Recqerded tapes icani be’ made or copied and a taﬁjhllbréry is ln the .

. process of dévelopment. Faculty ‘members who ha&h&sﬁetﬁal tapes that could ‘

be copled ‘are requested to make these aval labfe ™ -

40 SN
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Requests ﬁor equioment should be filed at the MS center 48 hours - I .
in advance of requested dellvery Return responslbllity rests. wuth the

: borrower
For use upon short not|ce, a movie.projector, an Opaque pFOJeCtOF,
‘and a record player, ‘with prOJection table and portable screen, are -
kept in the Education Office;, in Alumni House These will be signed
- out. wi th the ‘secretary in that. offiice.
' There is a movie projector in the booth of . Room 101 in the Sclence
Center The Media Services Center will arrange for a proJectlonlst
‘upon notice of 48 hours : -
wm- ~Film ordering: 1] films ordered on a charge basis are arranged
"fhrough the Media Services Center. Billings 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 R

. ~in this manner, as payment may be denied if no- knowledge of the request '
: is on_file. Film catalogs are also available in thlS office to f: iculty.” . . :
‘members., ' : RO A

Special set-ups for departments using multi- med|a instruction or-
public address systems require three days notice at the audio- visual

center. . Student. projectionists are provided for ‘those’ who need them’ E | AN
whenever feasible. ‘Faculty members are urged to pregthink ﬁ@eir needs -
rather .than chance a breakdown or damage to valuable-equipment. et L&

‘ Other services offered Iinclude limited camera work, 35mm and pola- E
roid; work space and materials for faculty members interested in-mak-
ing their own transparencies, and the preparation of Technifax (black
and white) and Thermofax copies and projection overlays.
Preyiewing of films and filmstrips is accommodated |n the vuewing ,
room of the Media Services Cenger. : .
Departments authorized to purchase aud|o vusual equupment are,ex-
pected to ensure that replacement parts are stocked by the Medla Servuces
R Center * \ : .

w»

. College Bookstore hv’ﬂ R R o : _ - ' 5.]21ﬁ
b~ -
7 D‘Located on Appian, Way in “the Lloyd P. Young: Student Un|on Bulldnng, the - KSC
Bookstore serves as a vendor for all. instructional materials on campus. In
~addit it offers-a wide variety of other books; particularly paperBacks;
stationery; art supplies; clothing, novelt|es, and var|ous otheh.ltems e
common to campus stores. E
-, - Faculty members and their families receive a 15 percent d|scount on QWT"

merchandise otherﬁtham textbooks. - Charge .accounts "are not subject to dis¥w N
count, The store will order |ndividual copies of any book sought by a.%“_
faculty member* : qwl -

The bookstore is dependent - ‘upon profit for its existence, thus all .
instructional materials. -~ textbooks, equipment, collateral references and Bl
the like - are sold exclusively throtigh the bodkstore, and no»faculty mem=
ber, student or staff employee -is authorized to sell such materials. .

Special arrangements should be made with the manager. of the Keene State
College bookstoré for the preparation and—sale of syllabl and other materials
not avallable through the usual trade channels.

Desk copies may be obtained dlrectly from the publishers Order forms

 are obtainable at the bookstore.
The bookstore hours are 8 30 a.m. to h 30 p.m. Monday through Friday

wr
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¢ A
Reading Deve lopment Laboratory

3
'

The Reading Development Laboratory serves students who wnsh 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 Frske Hall and wnll soon
be movnng to Elliot Hall. . . :

2 : . .

- Child Develogment Center T

The Child Development Center, a day-care facilitym is located on the
ground floor of the South Wing, Elllot 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 Testlng Center is loca;ed in the baSemént of Cheshire House, and
will be moving to Elliot Hall. It provides induvudual and group testlng
services-to students. Interest, personality, aptitude and achievement
testing is offéred on: ‘both referral and walk-in basis. In addltlon,'
test scorlng seranes are available to faculty on request. -

‘ Thorne Art Gallery

This handsome wing of the library building provudes art exhibits: through-
out the year. The Thorné Gallery mounts three or more major exhlbltlons
each semester, remalning open during: the summer months.. A Director is.
- appointed by the College‘and is aided by the.Thorne: Art Gallery Advisory
Committee, which- |ncludes 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 entourafing art throughout the ,
Monadnock Region and plays a very supportave role in assisting in the work .
‘of the Thorne“Ar; Gallery. . .

k3

ComgyterfCenter

’

The Computer Center..is located in the Computer Science building adjacent .
tQ the Science Center. It contains an IBM System 3 computer used for -
admlnistratlve fynctions and instruction and research.” Two teletype
‘terminals are currently connected. to the Unijversity of New Hampshure s
larger computer for specual problems. A remote entry to UNH was installed
in September 1974. . e

College System for Grant. Proposals

+
The asslstant dean for career studies has been a55|gned in addltlon to
his other duties, the task of surveying as many sources of pr05pect|ve
financlal support as possible for various grant proposals.
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Lo Any staff member uncertain.as to possible sdurces of financial support:
.for varjous ideas and projects may contact him. ;
- Assistance in completing grant proposal forms is provided by the
assistant ‘dean and the director of administration. -Their offices can
“provide specific institutional data -- enfollment, minority counts,
T 'student-faculty ratios, numbers of faculty by rank, etc. -- required
in most grant proposals.. In addition, no proposal that contains a

_,' - financial responsibility statement, or commitment of institutional
. resources, may be made without the signature of the director of adminis-
- - _tration. Finally, the director of administration's office provides, the
~civil rights compliance certificate number required on all federal grant
proposals. : ' .o '

In brief, the assistant dean for 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
inputs and official certification. o ' .

. . .
- N ’ .- . {

Housing .

: ; : S
Several administrative offices will assist new faculty to locate homes,
although the qﬂllege does not undertake' to -providé housing for faculty.
members . o S . e L

A .list of requirements may be sent in advance.to the dean's office.

There it is mimeographed and circulated to Feal estate agents in and
around K&ne. 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- .
e bility for the negotiations." . . T
" Food Service - I - ' -

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

“ . \ .

Meal hours argﬂ' " 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 facilitjes of Cheshire Hospital

are avaiMble for more serious cases. Emergency care is provided at the
. -infirmary for any faculty or staff member. o ’

T
’
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”'Parking'Facilfties ; ‘iiib

Because of the rapid -expansion of the college and the large number of
) cqpmuting.stu?éuts, parking space for automobiles must be efficiently*
- used. For this reason, strict adherence to the parking regulations. is - .

' to accommodate several hundred cars. Limited city parking is available
along Main Street.y Care must be used; however, to park only in legally
designated areas of city streets. T : :

- The college issues lettered parking stickers for a fee of $5.00 (per
annum. for faculty and staff; per semester for students). Vehicles may
.be parked only -in designated lots. Cars with no authorization or the

«wrong sticker will be towed away at the owner's expense.

Stréet'ahd Appian Way, and the central lot next to the gymnasium. Un-
authorized vehicles parked in the faculty areas should be reported to’

’

tions, Appendix V).

Faculty Identfflcation Card -

" Awallet-sized identificatiqn card, similar to those required for stu-
dents, is ava[laﬁle for faculty members. It may be used for®identifica-

. .tiaon purposes on campus and in the community, but is not required for the
ordinary concerns of:- College operations. ldentification cards may be
obtained from the Director of the L.P. Young Student Union.

i

Colfége Directory

Each year a directory is hublishéd by the College containing the names .of
the faculty, their ‘titles and College addresses; a listing of the offi-

classes and curricula. s . | .

Telephone Exchange (603-352-1909) R R

The'CoIIege'telephoné system operates through a switchboard in the Busi-
~ -ness Office. During the academic year the switchboard is open from

vice Is handled by the infirmary. A College directory lists all campus
telephones and these numbers may be dialed difectly without operator.
assistance. ‘ S :

Incoming calls are relayed by the switchboard operator to the proper

transfers your call ‘to the requ%g%ed‘extensiqn.

]

‘Dublln,:fTizwllliam, Harrisville, Langdﬂ?; Marlborough, Marlow, Munson-
ville, Spofford, Sullivan, Troy, Walpoley, Westmoreland and Winchester may

of the listed number.

Q - : 'Skﬁ : .: - ) 4141

,requested'of-faculty, staff and students. “The college has provided space

Faculty having authorized vehicles may park in the library lot at Hydé

8 a.m. to 9 p.m. daily. After. 9 p.m. and on weekends, the telephone éer-»

extension. ~To transfer an incoming call to another extension, alternately
depress and release the receiver button several times; the operator then'

be made by dialing 9, waiting for dial tone, and then dialing all' 7 digits

.-

the Security Office (Ext. 257) in the Heating Plant. (See Parking Regula-

cers of the administration; and students' names, home and campus addresses,

Local outgoing calls inciudlng-calls to Alstead, Ashuelot, Chesterfield,

5.23
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Within-state toll calls should be placed via .the Wats Line.  Dial the
‘campus operator and ask for a Wats Line. . When you hear‘a dial tone, .
.dial 1, and the 7 digits~of the listed-number. ' ‘

Qut-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 fo your own home number must
also be made through the campus operator; she in turn will glve you the
outside operator. Such ca[ls cannot proceed when the switchboard operator

Is not on duty.

©

Mail Dellvery

U.S. Mail is delivered each morning to the mailroom located on the ground
floor in Fiske Hall. It is then sorted Into departmental mallboxes until
it Is ready to be delivered by a student mail carrier. “All interoffice
memoranda as well as U.S. Mall are included in this delivery.

- Student mail is also delivered. to the mallroom, where it Is rerduted to
various dorms and organizations. All staff including admintstration,

- faculty and non-exempt employees recelve thelr 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 HaleBullding for your convenience. A schédule of hours is posted .
on ‘the box. - U.S. Mail is for official mall only and not for personal con-
venlience. - 4 ] : . '

Departmental Secretaries

Secretaries are provided In all departments (including shared services for '

smaller departmental duties). _ N - .
Typing, duplication of examination coples, dictation of officlal

correspondence, assistance with grants, typing of dissertati and

scholarly papers, and phone attendance are among the services provided.

Work time will be allocated by the department chalrmen In accordance

with the needs of the department.

s

Dittoed and Mimeographed Material

Ditto and mimeographic material, when prepared by the secretarial staff,
require adequate lead time. Two Xerox machines with departmental keys
~ are aval ﬁx . , -

- 45
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A Gestefax machine which can create mlmeograph stencils from direet Xerox
copies. of books and magazines is available in Hale Building. A Flexo-
writer for mass producing‘lndlvidualvletterszér documents is in Alumni

House. Several high-speed printing processeS are avallable on campus.

NOTE: ‘Students are not allowed the use of the machines or materials on
: campus, except that a dittg machine is available for their use
- at the Student Union. Arrangements for its use are to be made
*  with the Studenf Activities secretary. Students must provide °
their_own ditto %asters and -paper, both of which are avallable
at the Campus Bookstore. .. Students can make copies at the
Library. . :
Work Room 104, Science Center . : - 5.32 .
7
A work room is 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 oF confidential 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 room will then arrange for
this service, '

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

¢

Graduate Assistants . . - 5.40

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

Graduate assisgants 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 recéives 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 chairmdn),
and graduate assistants are expected to rerider the equivalent of six credit
hours of instructional service. There are various types of assignments,
including supervision of laboratories. o

v “\
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Student Assistants : ' ' oo : .

"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. fter conferring with

the- Financlal Ald office, the department chalrman will notify the faculty’

3

member how much time has been approved. _ ‘ .

No student will be put to work untl] after budgetary clearance by the
dlirector of administration. - Where possible, student helpers. should be
.selected from among those eligible for Federal Work-Study asslistance,
.although limlted state funds alsé are budgeted. The financial alds offlicer,

wlll explain the requlrements for federal asslstance and Identify students
seeking part-time employment. ' '

Press. Releases

" The varlous‘news media seeking campus Information are highly competitive.
Two radlo statlons and two daily newspapers actlvelyjsollclt.college
news here. Others check the campus occasionally on speclfic storles. -

To Insure falr and accurate reporting of newsworthy evehts, the
- College malntalns a College Information Office. Faculty members are
expected to release all off-campus news about the college - classes,

-departments, grants, research, personnel, or actlvitlies - through thls
office. ’ : '

The undergraduate newspaper and the student radlo station cooperate
with the College Informatlion Office. Although The Equinox and WKNH have
no direct off-campus sale, news flows each way -~ direct]y to and from

 .the College Information Offlce. Student reporters seeking news should
be received with mature assessment of the purposes and llkely effect of

the' Inquiry., A reminder to the student to Undertake cross-checking with
the College Information Office Is advisable. '

‘ A faculty and .$taff Memo from the President is published peripdically
by the College‘lnforpaplon 0ffice. o .

Ay
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Recreational Athletics . e R ‘ ' : 5451

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 of Phys{cal Education at times. when classes and team sports are not
_uslng.them.r>A regulation size (75! x 45') swiming pool, with 1~ and
3-meter diving boards, Is also avallable during designated recreational
periods. , o : ‘

Sclence Center : : _ o . 5.52
‘The Sclence Center on Appian Way contalns a planetarium on the fourth

floor, a photographic darkroom for the sclence. department, a fully equipped,
climate-controlled animal room, a rooftop greenhouse and two auditoriums.

Other special facilities Include experimental laboratorles for psychology

and the natural. sclences and a machine computation room for mathematics.

-Faculty Lounge . = , ' . ' 5,53

A lounge Is Tocated 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 avallable through the
College switchboard. ‘ -

1
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.. ASSOCIATIONS AND ORGANIZATIONS . o T 560
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Faculty Association , - v A ‘ . 5.61

The Keene State College Faculty Assoclation 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. ' , .
Curﬂéntly the Association serves primarily as a forum for* faculty opinion.
The faculty may charge -the Association with the selection of ad hac com- -
‘mittees to investigate specific issues affecting faculty welfare. Any
> forthcoming recommendations will be forwarded to the appropriate Senate
committees, College committee, or administrative office. - N~ -

AAUP ‘tAéZLlcan Association of University Professors . ‘ 55%3

The Azéiiqan'Assoclatlon of UniverSity_Professors (AAUP) maintafnsga_thapter
" at Keene State College. The national organization |s dedicated to a shared
responsibility by faculty and administration for the well-being of higher

. educational -Institutions. Four major areas of concern are: economic , J '
status, academic freedom, professional ethics, and responsibilities.. All
" teaching and research faculty are eligible for membership. . _
. AHE - Association for Higher Education - L . 5.64

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 Higher Education. The.
‘latter reports the work of the National Conferepce on Higher Education

held annually.in Chicago. ' : '

. NHEA - New Wamoshire Education Association | 5.65.

=/(? Membership in the New Hampshire Education Association (NHEA) is open to all
' s members of the teaching profession in the state. An annual convention is
cheld in October, and the association maintains a strong public information

i program.’ The NHEA is a state affiliate of the National Education Associa-

tion, and the NEA Journal is sent to all members. ' o .

1

-Alumnf Association _ ‘ | - 5.66

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, 2.
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
y 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. w
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All major. College commlttees have alumni representatlzes who part»cipate in
the: formation of policy and program. Communication between alumni. and the
College is prdévided by the Alumni newspaper. Graduates return to the
campus for alumni reunion each May. Area groups located away from the
campus arrange foF’dlnner and soclal gatherings during the year.

Distaff Club ' » - A ' ' ' 5.67
This organization of women. faculty and wives of faculty and administration
membgrs 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 partlcipates

in community service projects.

& ' e B
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| PARTICIPATION IN GOVERNANGE - & S © 7 6.00

By ancient tradition, a faculty.is'the prime source of direction -
for higher learning.: Th® guidance to those who teach i's crucihl
to the decisions of what shall be taught and how to teach\ it.
Keene State College's progress depends upon the involvement of i T
all members of the faculty, not only in teaching but ln the
governing of the College.

Faculty-Student Board of Trustees ObseFvers . ' . B 6.05

Faculty members and students, electéd 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 - . R , - B 6.10

. The Keene State College Senate ls the legislative body.of the -
college (By-laws, Appendix Il). Under the leadership of the
college president, it has legislative jurisdiction over educa-
tional policy and program, and student activities, subject to the
approval of the Board of Trustees (UNH Trustees! By-l%ws. v,

B - 3,4). _ ;

The membership includes the pgesldent of the College Who presldes' l‘ ~ .

the dean of the College, the director of administration, the dean . R
. ‘of student affairs, the librarian; the president of the student .body, . S

" fifteen students chosen by the student body, and twelve faculty mem=~ '«
bers -elected at-large énd one faculty member from each department. ., -
' Electlon of the at-large faculty'membqrsfls for three years, with
one=third elected each May; election of the departmental repre=-
sentatives and the students is for one year only. (The 1ist of
voting departments will be. found in Article VIII, Appendix ).

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. Speclal meetings may 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: '




v

Ao 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 fs 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 studént
performance. It also determines eligibility of candidates for
degrees. ’ )

3. Curriculum Committee: This committee deals with matters of
‘ educational policy, subject matter, method oF instruction,

. - facilities, and research. - It works with the dean of the
Q» college and departments. - ,

- b4, College Welfare Committee: This committee investigates matters
v dealing with the economic welfare and general working conditions
' of the faculty. It may initiate action or receive suggestions .
from any source. S »

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 affairsg.

LA

«The Graduate Council presents all graduate matters directly to" the
Lollege Senate. : _ » ' "
A . - . = .
The office of the College Senate secretary is located on the first 0
. floor of Hale Bullding. 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, thé College Senate 5¢cretaryvls glven a one-course
reduction In workload to assist the secretary in effectuating the
duties of this office. '

Administrative Executive Committee . o, " I 6.15"

A _ .
The KSC Administrative Executive Committee serves as an advisory
group to the president of the College on all matters pertaining to ,

- the administrative and operational affairs of the College.". Membership
Includes the president as chalrman, the dean of the College, the
director of administration, the dean of student affairs, and the

' ) director of physical plant development. h
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Academic Council

. f ;T’ ' o e . '
The Academic Council,provldes an lnforﬁatlon clearinghouse for -
problems and policies related. to the. instructional program. Recom-

mendations are made to administrative offlcers and to the Collegbg
- Senate. . o R :

Membérshlp'lncludes tHé~co|lege,pres|denf. thé academe'deans. the
chairmen of instructional departments, and the college librarian.

The dean of the College is chairman.

y

Administrative Councll R R 6.2

L)

The Administrative Council advises the president of the College on _
‘operational problems-and procedures. It may also 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 debdn of student . affairs, 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 bysiness manager, the director of
student-activities, and th& alumni-executive secretary, and such

administrators_as the présldeht'may designate. . :

, Graduate.Council _ . - ”& - | S 6.22

This codhcll advises the director of graduate studies and recommends
to the graduate faculty in matters concegning curriculum and academic
standards. the‘members of.this council afinually update the Graduate

-, . -
. . . -~

whom can be in the same department, and three ex=officio members --
the dgan 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.
N | -

Athletic Board of Control . _ e . o 6.24

Membership includes five elected graduate faculty memberé; no one of o K

The Athletic Board of Contrel serves in an advisory capacity to'the
College athletic director who, under the desn 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 , X
matters as financial aid to athletes, eligibility for competition and .
principles governing recruitment of student athletes.,

.
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r Admlsslons Advlsory _gnd Scholastlc Stahdlng Commlttee
. {
> This. commlttee advlses the dlrecth of adm sslons on request, about
“ appllcatlons by new or re-entry students; freviews and recommends on - )
cases involving scho)astlc probation or academic dismissal; rules on- _ _
~appeals from students or candidates in matters involving admlsslon, [
" re&dmission, schalastic probatlon and academic dismissal; analfzes the ‘e, '
admissions pngedure process and the scholastic standing and probation
sy?tem, and- recémniends any- changes involving pollcy to the Senate
Admlsslons and Standard Commlttee, and any changes lnvolvlng procedures
in admlnlstratlon to the Dean of the College. : P
The commlttee also advlses the personnel deans in cases of a Serlous
dlsclpllnary nature, .

Tl mi

'Commlttee'to Determine Reéldenée of Students

N “

The Resldence Coﬁmlttee is responslble for evaluatlng cases lnvolvlng
a questlon as to whether a student is deserving of in-state consldera- on,
* tMn upon’ appeal from the Dlrector of Admissions' decision. : L, eEy

.-

Membershlp includes . the alumni secretary," the reglstrar, ‘and the v .
business manager, who serves as chairman. - The Director of Admissions Is
an advlsor to this commlttee. Lt .o '

)

o - . ) - . - 4 . E
Joint Student-Faculty Hearing Commlttee - . Z\ :
~ — . _ . _ |
This committee conslsts of three students and three faculty members oge . :\ .
of whom-is selected from a panel of six students and six faculty members ’

‘chosen by their respective senates.

Two non-voting chief gustices-are

selected from the 12-member panel’ -- one a

sudent- and dne a facutty mem-

ber. The six committee members and the chis Justices are selected by the 7
drawing ‘of lots for each case, .. » L N\ B ) Y

The student will be Hnformed in writing by tﬁe-apdroprlste personnel” - Ol
dean of the following: \ S . : ’ e o

~ Accusation with sufficlent particularity, the possibility of eérious -

penalty, the right to a hepring and the list of hearing procedurest, | .
The student has 24 hours) to file a request for a hearing. ' o K
The hearing committee meats between three class days and 14 calendar .

days after the student receives,notice from the dean, unless requested by -

the student. The student shall have the right ‘to 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. . B
The ‘student sHall be given the -opportunity to testlfy and to present , o

evidence and witgesses. He shail have an. ‘opportunity to hear anqbguestlon .

adverse witnesses. In no case will the committee consider commen agalnst o

h*g unless he has been advised of their content and of the names of those - ;|

. W

: made them against him, and unless he has been given an opportunlty to .
: rebut unfavorable inference which might otherwise be, drawn. - - . .
’ . h ] ) 54 © e . . ~4 -“'-
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Hearlngs will be in, executlve session.
All matters upon- which the decision mnght be -based must be lntroduced

. 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 mlnutes will be turned over to the President of.the
College to be disposed of at his- dlscretlon
" .- The hearing committee will determine lnnocence or gullt and set penal-
'tles The decision of the hearing committee shall be final subject to -
the student's right to appeal to the Judlclary Appeals Board or ultl-'
mately to ‘the. presldent : v : o

StudentdFacultyfJudicfary Appeal Board

[}

. )
ot

‘ ~ This student faculty board serves as a court of appeal for student offenses.

dt is quallfied to hear -evidence; summon witnesses, and make findings
which are forwarded to.the president of Keene State’ College. Appeals may
be initlated. by lndlvidual students or by referral from the personnel deans.

The board fbr any, given case consists of seven Justuces drawn from a
panel of fi een persons, equally divided between . facultyaand students.
The panel (is appointed annually by a joint session of the College Senate.

. Committee(on Student Affairs and the Student Senate Commlttee on Student
',Affalrs : :

The board has orlginal Jurlsdict on ln cases lnvolvlng the interpreta-
“tions or clarification of the Student Senate constitution by laws, statutes
and policies, and: over issues concerning elective or appointive officerg
~ of the student body and over individual and group vnolatuons of regula-

- tions imposed by student governlng groups. . “’ e
Requests for judicial revlew shall be filed with the Student Senate
'.presldent who will lnltlate action by the College Juduclary Appeals Board.

The board has appellate. jurlsdlctlon in cases lnvolving serious disclpllnary '
penalties’ enforced by the col lege personnel deans

Such appeals may be made only for factual cause and upQn a written state-
"ment_filed within five- ‘days of the protested decislon A ¢

The notlce 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 lmplement judicial revlew ’ .

The board may Impose extra- curricular pena]ttes which the Student Senate
- has specifically delegated to it; or when necessary, -1t may recommend ‘to the
- Collége President the appreirlate dfsclpllnary actlon

Exceptlons to the Jurlsdictlonal authorlty defined for individual cases
and groups_ Include instances when individuals require rehabilitation treat--
ment on the professional level, when the nndlvldual or group submits a

o , E ESE?
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'writtén}request~thaf,hiS‘case be cohsfderéd'by administrative aUthority,:‘.
- ‘thereby surrendering the right of appeal to the Judiclary Board, and’

‘other rare and unusual cases which the Judiciary Board declines to consider.

i R : L& : L ' )
If.a disciplinary actionis formally appealed, the seven justices are

'v‘designated by the college president who chooses three faculty justices -and

- actions or aspects to the case as. handled by the Joint Hearing Committee; -
" or whether or not any new significant and substantive evidence has arisen

‘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

by the Student Senate president who chooses three student Justices. If the

. case concerns an academic offense, a faculty chief justice s assigned by

the college president; in cases fnvolving other misconduct, a * student

'chief'justlcpils assigned by the Student Senate president. - B

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

that could not have otherwise been reasonably presented to the Joint
Hearing Committee. |f the Judiciary Appeal Board.finds due process has

s

" noted, It shalﬁ_consldgr ti matter on those deficlencies so .identified.

Student Unlon Advlsofy;Board . E . . I 6.56

The board advises the Director-of the Student Union on- the preparation and
execution of the policies, budgets and management of the L.P. Young' Stu-
dent Union; named In honor of President Emeritus Lloyd P. Young. The
board Is. ¢ompdsed of seven students (representing each of the -folTowing
constituencies: Senlor Class, Commuting Students (I male, | female), Cam-
pus Residents (1 male, | female), Inter-Greek Council, Student Government) ,

one faculty member, and, the Dlrector'of the Student Union, ex -officlo. ' ®

Advisofy Commi ttee on'Libréry'Policies . '6.60

g ’ . ‘

Thg advisory’committee was established to serve as lialson betweeﬁ~faculty

‘members and library staff; to provide consulting services to the college

L s

Iibrqr{an; and to advise the president of the college.on matters of library
policy. A major concern is to Improve access.ibility of library resources.

" Dining CommonsvAdviéory'Committee : R ' ‘zw"@;‘/ﬁ‘S.Gl

This jalnt student-édminlstration committee. provides a lialson with the
management of the Keene State College Dining Commons., |t reviews. menus

‘and matters related tq food service for residence hafﬁ students. Member-

ship Includes the manager of the dining commons and a representjtive from -
each student residence. The chalrperson, normally a member of the Student
Services staff, is appointed by the president. : o '

»

- New Student Orientation Committee - ' R : 6.62.

Freshﬁan Camp Is another new student orientation option open to entering
Freshmen who wish to further develop. their leadership potential anafwhO‘

’ N .
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wish to become more familiar with the College and how it operates. The
Alumni 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.. - D : '

»

‘Thorne Art Galléry Advisory Committee o ' . _ . 6.70 .

The_gallery adV!sory committee, ébpbinted by the president;\ls comprised
of prominent citizens of the ﬂphadnock;kegion whose interests turn toward
the fine-arts, It is chaired by the gallery's director. The committee

- advises thé‘dfrector*onNQallery policies and exhibition ‘schedules.. The
- advisory committee has established the '"Friends of the Thorne Art Gallery'

to broaden the support of”thg«gallety'program;
' . s _ . .
Other‘stanQing'commlttees}~Which have liaison officers from each campus

--

. are:

Atumni- Directors Committee . o

1.
2. Business Managers Committee
3. Co-curricular Committee »
L, January Term Directors Committee . N
"~ 5., Library Committee : .
6. Marine Scliénce Committee
7. Music Committee , v .
8. Public Relations Committee - - : » o
" 9. Registrars Committee - A
* 10. Superintendents of Buildings and Grounds Gimmlttee
College Day for High School Students , ' . S - 6.79
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 vislt the various academic departments, and special orientation programs
are provided by the respective faculties. College Day is normally held
“in the fall, : -
Parent’s Week-End Committee o - ' 6.80 .
This student-faculty-parent committee is charged with the program and . G
arrangements of the annual Parent'‘s 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-Emnd when Dean's List
students are honored and the Distinguished Teacher and Granite State
awards are presented. o : : - :
Honors and Awards Committee . . , o . 6.81

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

The membership normally lﬁéludes one or two trustees, two faculty
members, two students, two alumni, and}qpe administrator.

Concert and Lecture Committees ' e

This committee is charged with the planning and scheduling of-a balanced
program of cultural activities in the interest of the campus community.
The events scheduled are intended to supplemeht.gbe program of ferings

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. o C '

~ Membership includes four members of %he teaching faculty, 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.

~

Dfstlggulshed Teécher Award’ Committee o

" The Alumni Association annually bestows a Distinguished Teacher Award

on that member of the teaching faculty who -- {n 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.

.

6.83

6.84"




- New Hampshire College and University Council (NHCUC) 'i ‘ - 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 Councll Is a unique combination of both public and private colleges,
working together to share resources and enhance learning opportunities for

students. . . ; . -

Since its inception In 1966, the Council has concentrated on forging joint
programs in academi¢ and management areas. |Its achievements in such programs
-have gained widespread recognition for the NHCUC, which was singled 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: ' . .

v (1) T6}bring together key declsion-makers to focus on common problems,.
" exchange information, and formulate institutional géals in the
context of state-wide planning.
(2) To.maximize existing academic. resources through interinstitutional
.. curricular 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 managerient teams and -
; Institutional résearch councils. T e ‘
To accelerate progress toward the three yedr goals, the NHCUC squght 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 join% 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 ploneering strategy to jolin Inter-
lnstl(utlonal curriculum development with Instructional development;
in the former, combining and revising offerings-to reducesduplica-
tion and make the curricula more responsive to student Iinterests;
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 trailning center to upgrade campus managerial personnel, adopt
new national data reporting and program budgeting formats, and
further develop inter-college cost-saving arrangements,

. 59
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FACULTY CONCERN WITH INSTRUCTION o - | - 7.00

The resp sibllity of the faculty s te work together 'to produce a high
quallity gf instruction for Keene Stat& College students and to offer, within -
that frame, the most imaginatlive and stimulating courses that the sheer
limitations of time, facllities, 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 - ‘ 7.]07

This office is primarlly responsvble for. the academ|c~program 1t receives
proposals affecting the academic program from department chairmen. The
dean offers leadership in curriculum development and has responsibility for °
evaluat{on of the instructional staff and program. He makes the recommenda-
tions to the president and to-the Board of Trustees on matters of faculty
personnel actions and serves as the chief executive officer during the
absence of the president. -

Dgpartment Chalrmen ) ' - 7001

‘The chairman of a department serves in the dual capacity of member of the

teaching faculty and administrative offlcer 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 apporntments, promot]ons, and dismissals.

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

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

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

Teaching Responsibility . - o 7.1

. . . - L 4 .

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 with,special 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.
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..Contfact périod of servjcé September 1 through- June 30 constitutes the

academic year basis of appointment; during this period faculty members' ~
prlmary»professionaT obligations and responsibilities are to the College.

Office Hours

-

‘.Vlsltlngfsggakers (Classrooms)

Each facul'ty member is expected to schedule-a mintmum of three office
hours, distributed throughout the week, for student conferences. This
schedule should be posted on the office door.of the facul ty 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. v ) ‘

- ‘Locator Schedules .

At the beginning of each semester, faculty members are dsked 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 other*information as requested. :

A locator card for flling in-the Fiske lpfd%matloh 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'addre;s,

phone number, and simi]ar information. It will become a part of the master
locator index, along with.similar cards showing student schedules and
addresses. . ‘ ‘

’

Conferences and Workshops

Occasionally, various instructional departments may wish .to schedule ton-

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 throuqh the College Information Office.

-

If.a faculty member wishes td have a visitor address his class, display
slides, or conduct a discussion, it ls}sufflclent to notify the chairman
of the department who will, at his discretion, see that the dean of the

college Is notifled. When additional or different space is required,

advance clearance must be obtained. Honorariums are available only when

. budgeted by the departments and payment ‘must be authorized by the director

of administration. b ,

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 fleld trips.

Any event which may have campus-wide Interest should be scheduled through
the director of administration and the director af student activities.
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" Faculty ﬂéétlnés '_‘ ) o o 7.26

-

‘Abput a week before the fall- semester begins, the president and the dean
of the college meet with the faculty for a period of orientation, plan-
-ning and disgussion. =~ : :

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 ~ ‘ - - 7.30

Short field trips, which ocgupy 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 be-approved ‘in writing by)thevdean of the college. The procedure, °

b -~

adopted by the College Seriatle, is as:follows:
o R v e

At least one,ﬂéek.ln advance of © he event, the sponsoring Facgjty‘member
shall preparé a Yist of participating students, the hours they “are
expected to;be dbsent from campus, and thé nature of the activity. This

list shall e sent to the dean of the collége with ‘the endorsément of

the department chalrman. . . Q
The'1pstrbcfor should remind his class of their responsibility to arrangé\ L ,$;f
to make up any work missed in their other classes. After-the trip, he R SN

is responsible for notifying the dean of any listed students who did not
participate. - ' :

iy _ ' -t
Student Transportation . ’ o -7.31
Studen sp |

A faculty sponsor or coach is expected to take every reasonable precaution to
protect the safety of students travellng in connection with a college-authorj
ized a;tlvlty,

- A.  Events scheduled, pre-planned, and financed by budgeted fUndsf- 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. A . ‘

21 College automobllés: "Utilization of these vehlcles'requlres filing
: . ) a Vehicle Request Form with the Maintenance
Department QSeg Section. 3.50).

3. Private vehicle: Only a faculty member may be reimbursed for
- mileage, ’

& _ég
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B. ;ClassAfleld'trIps; special activltles trips - and social events of an
~occaslonal nature, :
1. College vehicles: Reqhest procedure and operating rules may be
- found under. Travel - Advance Procedures and
Reimbursement of Expenses. (§ectlon 3.50)

2. Private vehicles: . 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
” " " collgge~connected activity, it Is'the duty of the faculty member
in charge to verify that such vehic¢les carry Insurance protection
of at least $100,000 - $300,000. (See Comprehensive Liability . J -
Protection, Section 7.33) -

. . : N\ -
Athletic Games During Class Hours ’

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 a Tist of

those participating, the hours absent from campus and the nature of the activity.
Coaches must warn their teams. that the students are responsible for /arranging T
to make up missed class work. ‘The coach will also notify the- dean of any
excused-student who failed to participate in the trip event. -

M a

Comprehensive Liability Protection . 7.33

Keene State Collegé. through the University of New Hampshire carries a comprehens {ve
automobile 1tability policy with the following coverage: ‘
A, BSdlly injury 1iability:
| 1 Vethleé with maximum seating capacity of nine persons:
8, $100,000 each:person S
f$¢~§g93000 each atcident : ™
¥ "‘«.F % :

LN

2. Vehlcies with maxlmum‘seatlng capacity of ten or more persons:
a. $300,000 each person

b. $500,000 each accident N
B. Praﬁ;;:y damage-llagfllty: 4 \

1. $50,000 each accident !
-~ ( \

The drivers of all state vehicles are covered, as are all employees and
»Students who are not employees traveling therein. Drivers of non-state vehicles
on-unjversity business or sponsored activities, whether employees or students,

\ are not covered and have to be covered by the personal automobile 1iability policy
of the owner of the vehicle (See Section 7.31). :

... 83 - | - '. | : | .
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Curriculum Advisement . o ~7.40.
The individual advising of_étudents is one of the most important col- .

lateral dugjes'of a faculty member. Thus, each faculty member fis

" expected to ln?omn himself of the.general educational requlremgg;s‘of

the College and ‘the particular standards. of his own department.™

In order that-faculty members may be assisted in achieving high-quality _
academic advisement, théy will be expected to participate periodically ;
as General Freshman Advisors in.the new student orientation program
alldded to in Section 6.62. It will be the responsibility of the coordi-
nator of .academic advisement to recruit these faculty members and to ¢

provide necessary materials and instruction for advising. -

The Genéral Freshman Advisor is the student's écaaqmlc a&visor until the
' student officially declares his/her major. :

Selection: When the student makes an official declaration of major,
- the department chairman shall assign a faculty member to act: as the’
student's major advisor, o : LT
@, Changes: Faculty members wil] not countenance informal student
-arfrangements 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' General
Freshman Advisor requires authorization of the coordinator of T .
‘academic advisement, who will also ¢onsult student and'adClsqr
-before making a new assignment.

b. Departure: When a student's major advisor retires or departs from.
' the campus, the department chairman will teassign the advisees.
For departing General Fréshman. Advisors, 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 chalrman of the student's new department
. win gsslgn the student to an advisor in his/her new major sub-
]e?t area and notify the former advisor of’ the change,

-

Duties: The academic advisor Is charged with'guiding the student to the
successfil conclusion of his chosen curriculum and the award of the degree.
He conféPfs on the choice of courses, helps plan each semester's schedule

and endorses the registration for classes; he keeps a 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. ' s
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‘Endorsements: - The advisor must be sought for endorsements;’whfch
glve a constant check on the program of the advisees: :

\

a. Schedule of Classes . Before registra;rbn'each semester,
- the student must have his advisor's clearance of courses
and credlts. : ‘ :

Y

b. Stugeht Teaching Clearance: The advisor's slignature must :

e’on this document before the student can be ‘assigned -

to do his student teaching requirement.

€. Add and Drop: The student obtains a class withdrawal form
from the reglstrar, and contacts his ‘Instructor and advisor

. to have them Inltlal it for data processing purposes.
However, nelther their permission to withdraw, nor that of
any dean, ‘is required. Course withdrawal will become
automatic if the professor or advisor decline ta Inftlal
the withdrawal card and the registrar conflrms they were
aware of the student's Intentlons. : - '

Information:. The advisor has access to all records of the student
n the office of the reglistrar, and Is additlionally assisted by:

a. Conference Notes: Indlvlduaf talks Wlth.advlsées ére _—
scheduled during pre-reglistration.  Other conferences
should be arranged at é’mutually convenlent time.,

B b. AStatistlcal Data Forms: Ong_copy.of‘thls form, filled
out by each student upon reglstering, will be forwarded
to the student's advisor.

€. Annual Grades: A complete transcript of a student's
grades Is forwarded once a year by the office of the
reglstrar.

d. Further Information: Thé’advlsorfmay confer about the student
at any time with the dean of women/men and with the department

chalrman and the dean of -the college. ' //‘
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- Innovatlive: Courses and §§pclal Academic Opportunities » ya 7.4

- The Collegé offers a 'variety of Innovative qurricula courses and.

- tween existing majors and the highly motivated student's particular

;56-u~,

~
g ‘

v N
speclal academic opportunities, including:

Individualized Major = This program is designed to fill the' gap be-

Interests and career plans., The student desligns his or her own
major program with the assistance. and approval of ‘three full-time
faculty.members,- one of whom Is the advisor.of record. The individ-
ualized major requires at least 32 semester hours of academic credit
and requires the approval of the dean of the college. -

Contract Coursework - This program provides the student with mo re

Academic credit Is avallable in blocks of from one to six credits N

KSC 080 (Trave

flexible and non-traditional studies on an Independent study baslis,

per Semester. Students.register for a contract course under the
designation of "'KSC 490 Contract Course.' 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. T

Independent Study - A tutorlat form of study with a- paper normally . - -
required In a student's major area of Interest not covered in the"

régular 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 Study - Travel abroad Is .available through the College's

| Studles)" [nterdisciplinary course. Permission is 4
needed from the  tour director, the department chairman and the dean -
of the college, o ' d ! ~ '

Early Admlsélon'— An early,admlsslqn program enables students who pos-

sess high schd{astf%'aptltude, superlor academlc reéords.ln high school
and satisfactory character references to skip their senior year of :
high school and'mave diréctly 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.

Advanceds Placement - A student may recelve advanced credit and/or

placement by taking an advanced placement course.in high school and

. achieving a satisfactory score on the appropriate Advanced Placement
" Test administered by the Educational Testing Service. Ordinarily, no

more than 15 semester hours will be granted through successfully com- '
pleted Advanced Placement Examinations. When advanced credit Is gfanted,
It automatically carries wth It advanced standing toward fulfiliment

of requirements, but advanc placement does not necessarily carry
advanced credit; o ' o

RATRN
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Credit by Ex#fmination ~ The College honors for ‘any student in a -four-- .
year program a maximum of 30 credft hours achieved by special examina+

tion and for any student in a two~year program a maximum of 15 credits.
Such examinations include the College Level Examination Program (CLEP),
Advanced Placement Tests (APT) and” departmental -examinations.. Jurther

,lnFormatlén 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 Institute, pro-
vides for acceptance of' correspondence work for credit through- USAF|

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.may’ be 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' or.better and which comply with the
degree requirements of the program to which readmission is sbught. No -
‘minimunm grade point average i§ required for readmission under this pro-
gram, but the student must achieve the minimum grade point :average
appropriate to his/her current standing as determined by the total number
of credits., . o

The Continuation Program - Enables the readmitted student to begin where
he/she 1eft of f 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 bejng the one figured into the cumulative average. 'If courses are
repeated at another college or university, credits -- but nat.grades --
may be transfarred to raise the student'$ cumulative average at Keene
State College. '

.

New Hampshire Collége and Unlvefsity Council - A consortium of 13 col-
leges and wnlversities In New Hampshire affords student exchange among
the Institutions for credit, plus special coursework, seminars and a

one-million volume library resource. ) . : R
. ! ) ) ”

New England Reglional Student Program - The College participates in a
regional cooperative program, administered by the New Endgland. Board of
Higher Education, which.permits qualified New England residents to study --
with In-state tuition and admission privileges -- in certain programs

at any of the state’ colleges. 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 duplicatjon
of courses and to utilize more efficiently the higher educational facili-
ties of each state. Information may be obtained from the KSC Admi;slons

N .

Office or from the New England Board of Higher Educgtlon

R X




Registration

- s L s . . : 1 . : o . » :
~~.-On the days set aside for cqursé;regiéthgplon each semester, each chaif-

man is expected to supervise enrol'lment for his department's courses,,
assisted by the faculty members of his department as required. -Faculty .
members with adviéeﬁ§'%?e,exPected to assist prjor to registratlon during - .
specific advisemeng periods. e T ' .

.

Preregistration - Students preregister for the™ fall semester in April and o
for the spring semester in November, .conferring with-their advisors regard- -
ing class selections and schedules. Enrolled S$tudents who fail to pre- '
register will be charged a $15 late-registration fee. '

. e

After each day of advisement, a tally of the places or 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 chajrman. |If space is
available, the ¢ ) rvation card is 18ft with'and -initialed by. the
chairman. 1If sp s notavailable, the student consults on alternate -
choices of courseRdfith the particular-departmeéht chairman or-his academic
advisor. ’ LN T ' T

RO . -

. M
» - oW

When all courses-are initialed on the registration form, it' is.returned
to the student's advisor for his slgn%ture.. The advisor” keeps -one copy, °
forwards two to the chairman and gives one to .the student. About one ¥
month later," the student receives a printout of his schedule for the

next semester. L S : :

i L . v . . ) ‘ ’ \‘\ ’
‘Overload-charges are assessed for, course ldads in excess of 18 credit
hours at the rate of $30  per credit hour .for In-staters and $60 per

hour for out-of-staters. " Oyerload charges may be waived by the College

» .

Senate If department requlrements cause stuch overloads. - .-

A $15 late registration fee is charged to any student who: has not pre-" .
-registefed or has not paid all fees and debts upon registration day for :
the fall and spring semester. : o ' “\Q%L
. . . . ) . ) . Y oL
A student may drop or add a course for a $5 fee between the third day of
classes and before the cloqgﬁof'buslnegs,on the tenth day of classes.,..
After this two-week grace perldd, no courses may be added without.the - .
. Written permission of. the Instructor and the dean of the college, although
they may be dropped up to the end of the sixth week of* classes, with a
grade of '"W' (for''WIthdrew'")' given 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 withdrawad
", will be allowed only with the written permission of the dean of the college
(or his designee). Normaliy, when this permission is granted, the ''W"
on the. official. transcript will be accompanied by the student's lettet
«; grade at the time of withdrawal, thus: W(B) or W(F). Thése grades will
‘not, however, be lnck:dgd In the cumulative grade average.

- . 68"
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* _ Enrollment in Ciasses ~

. : . : ) B S
The instructor of a class shall have theresponsibility of checking
the class roster received from the registrar's office, noting any
tnaccuracles, ,and’returning-a corrected copy of the roster to-the
‘registrar's office. =~ R _ : :

Class Attendénqé )

: . I : l‘.t : -
: r// se is not a criterion'fér evaluation. - However, stu-
dents are-expected to attend all classes and.are advised that the:

“nature of many. courses is such:that participation in class activi-

- ties will pe [judged a part.of the student's performance,

LN

< Classroom, Enyironment
Colbege poljicy leaves. the matter -of smoking ‘in the.classroom to the

.option of the instructor; provided adequate ash trays and smoking“

.receptacles/ are éval]ableraSvneeded’anderoviéed that the director .
of physicall plant developmen%‘hasﬂﬁot~déslgnated the area as a

'no smoking'' zohe for safety purposes. - .

N
RS

-

L Periodic Ealuation . e

. 8

... ’ TN
_

performange of his classes. Where app! :
plished through an_organized program of- tests and examinations. -

Each facu fy,member has a responsibilit constantly, to bvaluate the *
. ; . 1 Y. .

cable, this shaquld be accom=

i te
o -’ b M

_Unannounced Tests: These are iannmgl'gui;zes of short qyration; given, _
usually wfithout advance warning. No“penalty, as such, accrues to the

" imissing f such a dulz,‘othef'thanvthe']QSS'ofgthe”quizigrade," S

Announced Tests: These are more formal tests of varying duratign,
g all or part of one ér'morelclass_h0urs.‘ A copy should-be -
tH *the department chalrman. [f the class is'nofified of, the
d date at .least one week.in advance, any student whé takes an
Unexcused . absence during thatyclass period receives _an automatic F.
. An excpsed absence (See Class Attendance, section 7.44) permits the
- student/ make-up’ privijege without penalty,- This-applies to I11nesses
and :injother legltifate.cases when arrangements have been made in. ~ .
"+ advance. Decl$fon as to the form.of the make-up work is the .prerogative
-of the/ course instructors: ' : B . ’ L

s

N

. . & B -
. P R - - E v,
- - B

, - .
C ~ e AUUPERTSEE o s . D
7. Final fExaminations: .A’Q;ek s set aside at the end of'%each semester
- “for administering two-hout final exdminations Fn all course¥ where
. suchH | vatuétIOn:Is:approprléte..'The'oﬁjssIOnfﬁf’a formal examination .
“must be ‘reported to the ‘department chairman. In these cases the class -
o Will/meet.  (See Collgge Senate Appendix) .y T
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The examination chedule. |s prep!!id_by,the office of the registrar.
-Conflicts, when they exist will be resolved by that office. Faculty
© members concerned may be conferred with in order to work out.a ‘

. .feasible compromise. . . . .
Closed Period:- The closed period begins-onefday-béfore’ghe*fﬁrst o
final examination in each semester and continues through the period.

No organized activities, meetings, field trips, or athletic events
may be scheduled during this time, except fdr entertainment filps

. or individual recreation. : : ' '

»
-

* » . . . .

Office of the Regisfrar o L o e . 7.50
”Thisfpfficqfis the source of accuri::/ipformation about the academic o ' b
;//;;ecords of all students. It compi and keeps on record the statis- ' '

— tical material -- semester averages, cumulative average and total
. - credits -- of each enrclled student. It maintains archival records °*.
Including. transcripts, catalogues, and outlines of courses. This
.office prepares ald statistical. lists of academic standing and .
.. assists iﬁ'determinlng which students have completed the necessary -
° requirements for the award of a degree. : - - ’
_ A e : - _ _ , .

.« The office of the registrar provides the fbllowing services for
faculty: o - S S -

t

e A, Iuﬁ?mmatTOn on the scholastic standing of the,szxdent.
. R . R ; ) 1 R - ;
B.. Notice of student withdrawal from college. - - . _/‘

€. Variodls course and- grade report forms for semester
“« Frecords. ' _ ' - '

B3 »

T8

D. * Information for academic’advisors, including: Sglective . o i
. Service (;ﬁudent’recofds),.SociaI Security depgpdents,( , y
. ) teacher certification forms, Veterans Administration,

Higher Education Assistancé, Marine Officer Selection,
'NDSL forms. (when student transfers from anqther college), .
and student .teaching forms. s " %

L3
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Admission Requirements B ' .

‘?f.'s; Lo~

~Freshmen‘ The college accepts freshmen upon the basis of sat|sfactory
‘test scores and high school transcript, a high school diploma or an
_acceptable equivalent, and the positlve endorsement of .the secondary

. school counselor. The Scholastic Aptltude Test of the College Entrance
'Examination Board is requlred

=

| Transfer Students A l|mited number .of qual|fied transfer students are

accepted. Satisfactory,transcripts are required from previous high school
and collegliate 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 credentials must show gradua-

" tion from an accredited college with an acceptable’ achievement level.

Scores Ln the 15th percentile each” in the verbal and quantitative se&r

. tlons of "the“Graduate Record Examination are also reguired, as well as

a personal interview.

Withdrawal from College’

A

" Students who withdraw from the Colleqe 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. signed-by the dean of the/ ™"

(pollege, must be cleared ‘for settlement of account by the bursar and

the personnel dean.  Permission will not be”’ granted 1f the only Intent

" “1s to avoid falling grades. - .

-

An unofficial drop-out results in failure.for all courses and conse~
quent suspension or dismissal. Those wishing readmission must do SO~
throuqh the. of fice of the d|rector of admissions.

Student Leave of AbsenCe, N ' : o »mgdf

®

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

A request for an academ|c leavé ‘of absence must include the signature of

the appropriate personnel gean as well.as the Dean of the College. Accep-

tance: of a leave is contingent on fulfillment of all offlcial withdrawal
procedures by the student.

. A student who,has‘withdrawan or has been separated from Keene ‘State

€ollege must submit a.written-request for readmission to the Director bf
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 Program.’ (See lnnovatlve Courses, sectlon 7.41).

- ’ - e
Probation and Dismissal

a. Minimum -Grade Point Average: In order to maintain good academic -
standing, students must achieve at least the cumulative quality
point average llsted below:

" Freshmen Ist Semester 1.70 2nd Semester 1. 80

Sophomores ' 1.90 2.00

Juniors " " 2.00 © " " 2,00

Seniors wnotn 2.00-. " " 2,00
Probation: Failure to maintaln 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 ;tudent on scholastic probation may take part
In any co-curricular activity. , °

Exélusnon Students who remaln on scholastlc probatlon for two
consecutive semesters are’ automatically dismissed from college.
All newly admitted students must achieve a quality polnt average
of 1.30 in order to continue at Keene State College

Review: , The Admissions Advisory and Schalastic Standlng Commltteel
will remﬂew all cases involving prgbatlon or dismissal. .The Com-

mittee recommendations are final Upon confirmation, an appeal for
readmlss!dn wnll not be considered until two semesters have elapsed.

Part-tlme Students: The minimum grade point average for special stu-
dents is as follows: ' . - :

@
15 semester hours
30 " N 1"
hs . " 1]

o 1] "
7§ s "
90 " ) "
Failure to achieve the requirements results in.an individual review by the
dean of the College. Probation or exclusion is determined by his decision.

i

Grading System . ' "

-

- Grades ‘at Keene StatL College are normally recorded as A, AB B, BC, C,
. CD, D,.and F.  Use of the grades of AB BC and €D is opthnal wlth the

Instructor.
R >
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Student Teaching (Ed. 401) is Eecorded,on a Pass/Fail basis. Basic Deslgn
(Art 61) may be taken on a regular grade or on a Pass/Fail basis. .
. s R ’ } ) .
" A grade may be recorded as 'Incomplete (Inc.)" when there has been ill-
ness or other extenuating circumstan;QS»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)" méy,be given for courses which extend over : '

more than one semester. It Is not figured into a student's quality
point average. ' A : : i '

Grades‘arg given the foll&Wlnglquality_poﬁH; values: A, 4 points;‘AB,
3.5 points; B,.3 points; BC, 2.5 points; C, 2 points; CD, 1.5 points;
D, 1 point; F, zero points. ’ . .

Change of Grédg : : : _ B L : 7.58

Although each faculty member has the right to change a Studehb's grade if
he feels It justified, he should precede the change by conferring with
his department_chairman. . :

°

Final Grade Reports , . : - .59
At the close of each semester and ordinarily within 48 hoUrs;gf;er 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 1ist of students with their grades. Copies
of this form go to the department chairman; the original is retained
in the registrar's office. . C

b. Graduate Student Appriasal: Ffor 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 proje;t.

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

e

. ¢ ' ,
Semester Honors List _ ' 7.60

Students who maintain a 3.00 grade average, or better, for two consecutive

semesters will be eligible for the Dean's List. Thbse'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. : . .

~
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_Graduation Requirements o ' . ‘ ' : 7.61°

a. All students must satisfactorily complete the requi rements of the
curriculum in which they are enrolled and present a cumulative
average of 2.00 or higher.

A%

“b. “The academic work of the senior year must be performed in residence

at Keene State College.

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. . o

d. All candidates for degrees must be certified for completion of

curriculum requlrgment'by vote of the College Senate.

' <e. An Intent to Graduate Form must be completed and submitted to

the registrar's office. - : : N ¢
. K | i
" 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
designatirng ''magna cum laude' while a student yhose average is 3.50 to
3.69 will be awarded a diploma designating ''cum laude."
T ; ' . , 4 7
Student Financial Aid L . : 7.63

. The'directp; of financial aid administers the ald program. Financial aid
‘Is avallable through the following resources: '

GRANTS ‘AND SCHOLARSHIPS

Basic Opporthnlty Grant
Supplemental Educatioﬁal Opportunity Grant . ﬂ

Positive Action Scholarship . ' . o
Tuition Grant ' ‘ | | |

Maxfield Young Scholarship

Horlor Scholarship

International Student Grant
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LoANS
Natlional Dlrect Studenr,Loan
Tultion Loan

- Keene State College Student Loan

Alumni Loan

Ybung-Pearson-Loan

o .

College Work-Study Program

Student ''Hourly' Program ; "

Placement Eualuatlon

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

Career Counsellng,and Piacement

The Career Counseling and Placement Office, located ln Elliot Hall,
Is a multi-fateted operation offering the followlng services to under-
graduates, graduates, and alumni:

(1) Small group sessions on career exploration and values
_ clarification ,
-(2) Small group sessions on 1ife and career planning '
(3) Career materials and resources |lbrary
) Individual Counseling
) Small group sessions on resume wrltlng and interview
. technlques .
(6) Compilation and'distribution of tndividual cr tials
(7) Solicitation, compilation, posting, and distribution of
emp loyment opportunltles
(8) Scheduling of employmerit Interviews
(9) ' Workshops, for faculty on career and employment oppor-
tunities In the various academlc maJor areas. .

.5

7.70

7.75




SUMMER PROGRAM.

This auxiliary program Is intended primarily to answer the needs of graduate
studerits and non-matriculated undergraduates. Determination of course .
‘offerings Is the responsibility of .the director of the summer session acting
after consultation with departmerit 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 valld cumulative average, Candidates
who‘are enrolled for a degree elsewhere must present acceptable.credentials;

»

Depending upon assessment of the demand for courses and the avallability

of faculty personnel, the director, In consultation with the department
chairmen and the dean of the college, ordinarily makes a selection of ceurses
from the catalogue. Faculty members, through their chalrmen, niay propose
special courses for consideration by thé Cdllege Senate, but these must be
approved by March 1. - -

Classes meet five days a week. A preregistration |s conducted by mail with
registration held on opening day; examinations are .glven at the final course-
meeting, and grades and course reports are returned to the registrar on forms
‘supplied. ‘ N L oo *
The summer program Is self-supporting; therefore, teaching faculty are chosen
on the basis of enroliment demand for particular Gourses. 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 annugl salary for the previous academic year. When one
course is taught, the rate Is 7% percent of the previous annual salary. N

Teaching by Non-Faculty Members = ‘ ) B 8.10 -

. ] . . . . N . ‘I
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 departmeht chalrman.
B. Written permission of the staff member's immediate superior. -

C. Must be undertaken without detrimerit to the regular assigned work of the
staff member's position,
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8.20

University System Continuing Education Council

The University System Continuing Education Council, comprised of ‘the directors

of continuing education programs on each campus of the University\System, the ,
Dean of the System School of Continuing Studies, and representatives of. related
activities (the educational television network and the Cooperative Extension
Service), serves as an advisory and coordinating body with responsibllity to

the Administrative Board of the System for: (a) ‘Developing a long-rande: program
for meeting the continuing education needs of the state; (b) periodically reviewing
existing programs; (c) coordinating the continuing &ducation 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 (f)'malntalnlng, on an individual campus
basis, an advisory board broadly representative of New Hampshire soclety.

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 utllizes faculty from all the institutions of

higher education In the state of New Hampshire, but primarily those In the Uriver-
sity System. 1t provides instructlon In credit and non-credit courses, workshops,

Institutes and conferences. A special effort Is made t® offer those courses In the

community. Courses are directed elther toward individual career development

- or to satisfy personal and leisure time Interests. The school administers a
Bachelor of General Studlies degree, and an Associate In Arts and General Stu-

dies degree. . ) o

- Continuing Education (includes former Evening Division Program) - 8.30
. . \ .
The college Is dpen to part-time students from 8 a.m. to 10 p.m. Any student, - -
' provided he posdesses the proper prerequisites, ¢an register for a course ’
offered at the college and provided that there Is space avallable. Matricu-
lated students recelve priority over non-matriculated students in cases where
enrol Iment 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 |lkely' take advantage of the academic
offerings of the college. If possible, and If approprjate, 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 educatlon;may be obtained in the

assistant dean's office In Hale bullding. .
. ’ [

v
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FINANCING AND BUSINESS - -, '. o | 9.00
Because Keene State College operates as part of the state university
system, it Is 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 o : : 9.10-

. Keene Staté\Collége 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 colleget and the director of administration. -

After approval and funding of the college budget by the legislature,

all purchases of eguipment 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 ~ 9.1 -

When an item costs less than $300, and-the requisitioner has suffi- S
cient budget funds to cover the order, he completes a purchase
order (QNH Form 23-K) including all needed data: vendor's name and
address, quantity, catalog or code number, description of item, unit
price, total cost, discount, date of order preparation, F.0.B., )
delivery date, -account number, object code, department, fund (Keene),
requisitioner's signature and department director's signature, =
Assisfance s available from the business office. ’ {

. @ : : .
Approval is required by the dean of the college, dean of student affairs,
director of administration or director of physical plant development,
whichever ﬁs~approprlate, unless they delegate responsibility in writ-
ing to a person under their authorfty. ’

The orlginal Is mai-led to the vendor by the business office. - Copy

One is kept by the business office. Copy Two is retalned by the ~ . ’
requisitioner until the item Is received satisfactorily and the :

invoice Is received from the business office. Both are then for-

warded to the business office for payment. The business office must
. countersign %nd forward to UNH for payment. 'Copy Three is refained -
,by the requisitioner for his récords. '

When the requisitioner wishes the business office to_make the pur- .
chase, the procedure is the same, except the business_office, in con- 4,
sultation with the requisitioner, will determine the best vendor's .
quotation. ' T ' ‘

T
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“Where sufficient budget balance exists,to cover orders over éébo?,ﬁ} N -

3{ t

~department's records. Both -copies are fo
. for processing in accordance with the policies of the UnIVerslty of

Requisitioner compietes UNH" Form Not;él, fncludlng all necessary data R
as outlined above. A copy should be maderszﬁrretalned for the

ded to the business office
New Hampshire. Coples of all quotablons must be attached.

A purchase order wll] be recélved‘from the University of New'; . -
Hampshire ahd a copy-wlll'ufrsent_to the department. : ‘ .

Mhere insufficient budget baiaﬁce.eXWSts:
Budget transfers require prior approval by. appropriate department T
chairman (dean of student affairs, dean of the college director of

physlcal plant, dlrector of adminlstratlon) . : °

Funds must be avallable and transfers approyed by the. business office

. prior to purchase. Procedure then contlhues as outlined above. . - v '

N

‘Inventory and Equipment ) I f ' ~ _ - ) - .9.12

L]

A record of each item of equipment wlth a value of $50 br more ls kept
in the business office. All such equlpment bears a. Keene State .
College Identification number: v _ SR

It Is the responsibillty of each department chalrman to keeb an up-to-

date record of all #nstructional and office ‘equipment assigned to his, ,;)
department. All items that become obsolete or are missing should be
reported to the business office. S . . -

The business office malntains a small inventorycof office equlpment.

t

Kevs T T s

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 dlrector of administration or

the busliness administrator. There is a refundable deposit of 50¢ per

‘key. R
. » * 1
Repairs and Alteratlons i 9.14
Requests for repalrs or alterations to the facilities - offices.
classtooms, laboratories, and the iike - are initiated by Maintenance
'Request Orders -to the coordinator of .work scheduling in the office of S

'physlcal plant. The necessary work order will be issued after

approval by the dlrector of admlnlstratlon, upon satisfactory cost

estlmate . .

. - 79
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Personnel Terminology

The st@Xf of the College, for personnel. management .purposes, is divided
_Into, the following groups: Executive - the president and the dean of
the College; Faculty-Profe53ional-Admlhjétratiye-Technical Staff - the -
academic¢ and other salaried administrative employee$ who provide super=
. visory and professional services in direct support of the teaching » -
‘staff; Operating Staff - those employees who provide support services
for the teathing, 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 B .

LA e e

The Operating Staff of Keene State College are represented by the State
. Employees" 'Association of New Hampshire, Ine., .in an initfal two-year
agreement signed on May 26, 1972. The.contract covers personnel .policy,
practices and procedures and matters affecting other conditions of -
empJoyment and providas a means- ''for amfcable discussion and adjustment
of matters of mutual interest at Keene:State College." ‘

-~

9.15 .

9-]6
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SYUDENT ACTIVITIES

L] N . ’ : »

K

3 .. . . - - -
Among the strong attributes of a smaller college are accessibiljty of
faculty to students ‘and the beneficlal relationship that develops -
from acquaintance outside the c¢lassroom. These informal exchanges
foster guidance -and reinforce more formal instructioh. S

‘ K . . - N e

Student Activities Office. L 10.10

The office of student activities, located in the LsP. Young Student
Union, is the center for campus co-curricular and éxtra-curricular
programs. This’of fl.ces ’ : o

A, Ma!ntains‘recofas of student oréan{zatlons.¥ Campus groups : .
- file listings of thelr offtcers, constitution § by-laws,. :
and financial and activity records. - - - '

- []
~ 1

B. Administers the activity fee budget.' This is the offlice .of .
disbursewent -for all student acthvities funds, within the
budget set .up ‘the the Student Government and ratified by the \

- president of the college.. Purchase.orders and paymerit orders
for these funds are obtalned here and bookkeeping services
for student organizations are supplled through this office.

Contraction and or expendjture of these funds requires the

signatures of the treasurer of the organization, the organiza

tions's ddviser, and sthe dlrector.of student aétlvltles.

.

: .C. .Functions as a clearinghouse for programmifg Information, - r
Sl ,,pbsskbilltles and advisement for the ‘co-curricular and extra-
//~' currlcular program. The director of student activities:also.

' © exerclses supe}vlslon over contracts involving student
« organizations. -
The seméster calendar of activities and events s published by this
office, as Is a weekly.bulletin of coming events. The latter covers
'a two-week "period beglnning with each Wednésday. ‘Copy deadline for

notices Is 4 p.m. each Monday. .

v - Except for strictly academic scheduling (handled by the.office of
' the registrar)-and for scheduling b . of f~campus organizations and
. Individuals (handled by. the of fice/f physical plant development),
applications for the use of all classrooms, auditoriums, the
gymnas I'um, the college camp, and other college facl]ltlbs, for what-
ever purpose, must be cleared through the director of student activities,
A notice of.48 hours Is required. L= ‘ R o

Lo L4
]

-
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* Student Union & , .
The Student Union, named I&_honor of President. Emeritus Lloyd P. Young,
- provides a fggal point for campus co-curricular and extra-curricular -
~‘activities. - Yhe building includes the campus bookstore, the student
actlvities/student ‘union office, the unipn'desk‘(sel]s~newspapers,
snacks, tobacco products, etc.), coffee shop, recreation room & TV y
" lounge, KSC pub, conference rooms,Aand'offlges of the Student ’
Government, the ﬁ?°ialaf;tJV't'°5 councjl, and the campus media
(student newspaper, radio station; and yearbook). The bullding also
houses the Mabel R. Brown Room, named for a fofmer administrator;
the room has facilities for theatre, movies, concerts. ard .lectures.

‘The Union is under the supervisfon of the director 'of the student
union, who is advised by the Student Union.Advisory Board. The
Unteon's operation 'is financed by a $30 per-studegg,per-year fee. ’

~Student Union hours are:

Monday - Thursday 7 a.m. to'12 midnight. ° K
Friday - 7-a.m. to | a.m. °~ - ‘ '
« . Saturday - 9 a.m. to 1 a.m. e '

Sunday - 12 noon to 12-midnight

Coffee Shop'hgurs are: . ” R '
Monday - Friday 7 a.m. to 10 p.m. Yo
Saturday & Sunday - 4 p.m. to 10 p.m... '

Student Government . ) o o

-

The Student GObernmgnt functions aloné the lines of a town meeting. All
students are voting members at meetings of the student body which arge
, . held at least four times annually. At these meetings, i'tems 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 of the student body president (ex officio, sine votem), the student
3 body meeting moderator (ex officlo, sine votem) (eXcept’In the case of a
tie vote) and ten at-large students.” All members of the Board of Selectmen
are elected I'n general elections and serve for é“;erm of one year. Meet-
ings of ‘the Board are held on alternate Mondays during the fall and spring
semesters. The dean of student affalrs, the director of student activi-
ties, and one faculty member serve as non-voting advisers. The Student
Government performs these legislative and representative functions:

'_72- ' AN ,‘-' [ . v
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With rat4f|cat|on by the presjdent of: the college, the’ Student e
Government is responsible for the budgeting of student actuvntw
funds to the various co-curricular and extra- currlcular activi- }?y
‘ties. ®*Requests are filed in" .the Spring by Student¢organ|zgt|ons.
after review by ‘their” respectlve adyisers. Meetings are held at.
+ ~vhich student organlzatton oFflcers may ‘expPain’ and defend the|r

" ‘requests and the final budget is presented at a meetnng of the

'fstudent bedy.  After the budget has beern bassed: and’ funded, -
Aactual dlsburSement is made, through the dlrector of student‘
.actrvntues S % . Lo

i . : N
; 1 . %
» ., g’ 4

) B .a

B. The Student Senate reCognlzgs and dnrects the pol|o1es.ot student;
*d ganlzat1ons by leg]slatov actlon and by Flsca] controb e
T%e,Student Government is, the fordn for and the voi ce of the
student body,in.all matters concernlng ‘their welfare.. it makes
recommendations to ‘the qulege Senate and the pﬁesndent of the
college in behalf of the students.: ¢° = L . #.,_ R
Y : co R
. D. The student bady. presidenttls char d. w1th ‘the nomlnatlon of stu=
' dent representatives to serve; ‘on - joi nt commlttees with ‘the® faculty »

and/or adm|n|strat|on. Yoy T

e b

'.-’ - . { . N

'Activities'A%Visement”, LS

. . v
‘& . i . P ) ’,
B . .- CE

. . . o
" Designation ~Student actnvntles ‘advisors are. of two sorts, those\who
 of Advisors: ‘sefve by virtue of position and those whd serve by
oo ey nomlnatlon and appolntment. : ) : .-y S
By Posntlon These comprlse thiose: persons whose adVIsoﬁy dutles
. - result. from administrative position or .specia®
~campus roles. Among them are coaches and @thletlc
.directors, campus -clergy, and publlcatlons and
thedter advisors. They serve ex folClo/fkom the
employment appolntment.

.n_.
« .

éQ‘Nomina:- These are appolnted by the pres|dent of the collégev_
tion and ;?; aFter nomination by a student group, with. the-prior
-Appofﬁ%ment‘. permls5|on of' the ﬁadulty member’concerned They.

.“& "

. lnclude class advnsors, fraternlty sponsors, and,
L the sponsors of moﬁt s%udent organlzatlons. - The 1
_ “‘ferm of offitce- is. def¥ned by. the pr sident of the".

// ) .college; of “the tenure"continyes. unfll such time

T K as the advisqr s rgStgnatlon is accipted '

Vacancnes are f!lled in ‘this manner the student orgahizatioh submits .~ .
a list of sevefal nominees to the’ pres|dent of the college; the presPdentoﬁ
revuews the nominees and evaluates their other commltments, and then )
appoints one or more of the nomlnees by letter

Al‘

O =ty o

L) 4
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. ‘Duties of - :The advisor attends meetings of the student organization,
. Advisors:  whose officers are required to inform him of the time and
7. vr+,  Tocation.in advance of the ‘meeting. No student organization:
£ can function or be officially recognized without the assign-
.. ment-of an advisor. The advisor -acquaints himsel f with |
~ the purposes.of the organization and contributes. guidance
-when heqes%ary;; 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 drawnh upon. the activity fee budget. -

LY

13
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Social: Activities Council .
bnxiearsvprimary responsibility for campus' social
inngnts, etc., particularly. in the popular enter-

This stUdént*qhganizati
. events, dandes, enterta

i talnment areas. Membership is open to all .students and the council is

~advised by an adminjstrator. and two faculty members. \\g
) K ) J . B L . ’

% oy,
.

-Social’Regulations. - S .

® o

Senate and will be enforced:, .

Thé‘fbllowﬁng‘regulafibns havé”beenvgsfablished by the ngne'State ColTégq
* ke Intoxiéant$-(A]£phb]) E ¢

+ . : . : \ . ©
; .

Al Keen& State 'College students must comply with state laws
concerning al%Pholic beverages. "New Hamp§hire faws prohibit:"

1. Possessioﬁ of'AIcohoIic.beVerageé by minors*
2. Sale of alcoholic beverages by minorgx =
3. Transportation of alcoholic beverages by minors#

* A minor is "any pgrsohbso dethéd by New Hampshiré Law.

-

. ._ ) 1 ’ . .. S« . ,..
In additior, the following-pqlicies wi'll be enforced by Keene
State College: . .- : : : o

S - S :
. jAhykdegreé of exdessive or irresponsible drinking on or
- off campus will be~considered a serious fnfraction of.
- college regulations. Drunkenness will-not be tolerated.
-:?Zf;aStudentg Qf—Jebaligrinking age, who comply with college
: .regulatigns, are not in jeopardy for the consumption of

5

.~ alcoholic beverages. = . 3 \ S B

A ~ M

3. Possession of ‘alcoholic bevédrages ma& be permitted ‘in faculty
-and married students' housing, residence hallsg and. frater-

. nitigs, er'resldenbes and their guests who are,eighteenig
and ¢@ver- and who ‘comply with state law and college policies,
‘concerning alcoholic beverages. The option of Rossesslonﬂd?
alcoholic beverages by students and their guests who are

eighteen and over,in residence halls and fraternities rests
_# ' * :
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, ‘with thefrespective querning cquncil.

Drlnkinq of- alcoholic beveraqes is prohiblted at..r

Athletuc. events @

Colleqe dances-

Fuhctions open to the publrc

Any other college property exgept as specnfled

- { H

.Organized groups are re5ponsuble for the compllance
of their qroup with state and college requlatuons
concerning élcohol '

v .

£y
-

' Any mlscqnduct reéultlnq from the use of alcoholic
beverages will result in approprtate dlscipllnary

' actlon. .
‘ oo Y o /\ !
AT, Drug§;and NarcotiCs: .o
\ -a s .
The |I|egal use, manufacture, possession, sale, purchaSe, pre- ,
scriptton,; dispensing, or compounding ‘of narcotTcs and so-called
hallucinogenic, stimulant, and depressant drugs is prohibited
" by both federal and state laws and by college regylations, and
will result ;n discipligary action for any Keene State College
student |nVOJVed m;

a . a <
- ©
- .

.
W
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9
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Resndence Halls T " : \
4

There are six major resldence halis e Hall, Huntress H;$W ‘Monad-
notk Hall, Randall Hall, Carle Hall and the 0wl's Nests (a complex of
Six h6-student capaclty houses). In addition the College maintains
several mini~houses which accommodatsrbetween 8- 18 students each.

Pl

The provision of resndence unuts,Yedlcated to the IIOSOth of fusing
the living-learning experience, is considered to )& a major progtam of *
the College.  Faculty members, will be called u from time to)tlme, to
contribute to the educational- -cultural proqramminq of the variou

units. ' -

o . . * - . A [
. - ' g -

Camnﬁs-Residence Council . - ~

© L4 -

living

, A -

e

w0 N
The Campas’ Resndence Council” is the official governance recommending
_;body for all college residence units. The Council is composed of the
vice- -presidant of each Residence Hall Council, the vcce-pre5|dent for
student affairs of the Student Senate as chairman of ‘the Council and the
* director of Housing as advusor to the Council.

85
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Residence Hall Council"“,v .

In -addition to the council; each.residence hall has an individual
council- whtch cooperates with the hall" director and the student resiz~_
dent assistants jn designjng. and enforeing the special rules of the

individdal-residence as we{

.7 to all resident‘students.
implemgntlng the social,

1 as. the general regulations applicable

The ‘council assists in. planning and
cultural, educational and recreational actl-

. ‘10-52

vities of the hali and |t glves consideratlon to many problems of"
résidence hall Ilving.

. .-
Membership |ncludes elected” representatives of each distinct geographlc
residence hall sect|on, and the residence hall officers.:

v

- : .
_ﬁ
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Fraternitles

-

-

The three fraternltles ~- Alpha Pi_Tau, Phi Mu Delta, and Tau Kappa Epsilon B
s occupy houses bordering. the campus. . Fraternities are expected to comply

-, on a system-wide basls.

with the non- dlscrlmlnatjon°and houslnq policies of the college”in order @

. to receive college recognition. . - (
- SororltLes' . . . 10.53A

% \ -
-There is one soroPitY on campus: == Delta Zeta - which is a.chapter of the
nationai organlzation. - -
t P

As ns true for the campus.?%aternitles, no sororlty may have constitutionai

‘or .by-law provisions (ehther Iocal or nat|onal in motive) which allow or

encourage dpscrumlnatlon. E . _ : LT
_ : : -

-inter-Greek CoUnciI 10.54

_The Inter-Greek Council, comprised of the President and two elected members
"of -each fraternity and sorority, is the governing organnzation that estab-'
lishes regulations and procedures. for the functionlng of fraternities and
.sororuties in their individual and Joint activities. The coﬂncil works

-with the-dean of men‘and fts faculty advisdrs to arbitrate mattefs of

fraternuty di fferences and to-

the ¢ampus.

N

o;omote better fraternity relations with

!

. ' ¢
University System CounEﬁls K L s o

\ = ' .
University system:W|de councils were- establlshed in 1972 to. |mprove communi -
‘cations. and coordinatian between the Keene, Plymouth and Durham campuses
‘and the Merrlmack Valley Brardch in Manchester.- Their membership is drawn

from all branches of the UniversityJSystem.

. Throuqh the councils (so-named to distinguish them from trustee and campus
committees and to emphasize their advisory* function), theeAdministrative
Board may extend the coordination of business operations, academic.program-

ming, physical plant planning, budqeting, student affairs, and other functions
v

s pesle, 86 -
‘ ..-" + "\ ”

12.00
o8
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The chairmanship offeabhycouncll rotates between each- campus and the Chair- . i \
. man is appointed annually by the Adm:nlstratlve Board or elected by each .
council.

‘Each councll 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, and performs special- functions designated by

the Board.

f_ 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 e
: rograms, and serves as an informational and coordlnatlng link between the
campus academic planning committees. , , v

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 the, effectiveness of the budgeting process,
advises on the annual and biennial operating budget proposals, and reviews P
all matters pertaining to generaﬂ budgetary poI|c|es and procedures affecting

the Universnby System. .

The Facilities Planning Council develops guidelines for future expanslon of the *°
-physical plant facilities in coordinatlon with the Iong-range academlc and

_budget planning, develops a long- range capital budget program, prepares capital

" budget proposals and recommpnds modjficatlon to existing campus Master Plans '

. The Personnel Policies Céunclls (one with respon5|bllity In the faculty and * C e
professlonal administratfve-technical staff area, the other with responsi-
bility in the operating staff area) review and recommend on all policy matters
naffect{ng the employment conditions of their respective constituencies.

| - - .
| The Student Affairs Council revfews programs, proposals or major pollcy changes
related to student life on the campuses,” conducts on-going evaluations of
existing progrims and activities, and provides regular communications among
* the student affajrs officers and sEudent Ieaders on all campuses of the System.
, N s

-3

The Continuing Edutatlon Counci | oversee€s Iong-range program pIannIng to meet
“the continuing education ‘heeds of the state, reviews existing programs and
coordinates the contlnulng education-program act|V|t|es of the campuses.

_There are also ad hgg counclls which have prlmarlly developmental resp nsubilltles
and are deslgned to stimulate and encourage inter-camplis information. ejghange
and coordinated planning among professlonal peers. These counclls Jnclude the

*+ Media Servicas €ouncil, the Voluntary Support Councll and the Spauldlng Potter
Commhnlty SenVICes Grant Council:

.
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» . KEENE STATE COLLEGE sgﬁimg\ey-LAWS"

."

" Article 1+’ The membership of” the College Senate shall gonsist of the
- fresident of the college, the dean of the college, the ’
-y director of administration, the dean of student affairs,
' he president of the Student Senate, fifteen students - T
chosen by the student body, twelve fhculty members '
"elected by the faculty, and one faculty member from each
department as definad in Article Vi1l, Prior to the )
first meeting of the Senate,' the outgoing Executive. -
Committee shall examine the credentials of all Sénators.
Appeals on credentials shall be Todged" with. the '
Executive Committee at least one week prior to the first
Senate meeting. The committee shall report at the-flrsﬂ/—
Senate meeting. - N
. L e o : .. . -
 Artigle 11 Officers ’ g o

T, e-bffl;ers of the Keene State College Senate shalljbg: .

= -

A. A president, who shall be the President of the College.

2. A vice president, chosen by ballot from the Senate member-
~ship. He shall preside in the absence of the Senate présideht,
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. ‘ : \

3.. A secretary, chosen by ballot from the Senate membership. He

L shall-maintain an accurate record of all Sepate proceedings,

’ prepare correspondence, conduct elections, notify members of R
meeting dates and agendas, preside when neither the président 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. p——

~b. A parliamentarian, choseAy;y the Pres’ident 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,

of fer advice upon Senate rules, matters of proceduye and points

‘of order and privitege. He may, upon request of any member,

rule that.the gavel pass to the vice president because of the

« - trend of the deEEfe\\\re‘shall not be a member of the Senate.

"

-

@ Article 111 Mestings
&

’ /]

The College Senate shall meet at least once a month during the

¢ academic year. Such meetingsashali be attended by each member of
the Senate unless excused by the Secretfary of the Senate. Special
meetings may be called at any time by the Preslident, or.majority of
the Senate menibers. Due notice shall be given to all. members;

| ’ . v
| : ) !
| o - ’ . .

X X . .

! - bl N .

‘ ‘ . . .

‘ . B

; " I3 :

R .
) - o
3
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Article IV  Parliamentary Rules"

Section | - Supplementary Rules. Roberts' Rules of Order ‘shall -

govern in any case not covered by  the specific Rules of the. Keene
State College Senate. _

Section 2_- Methods ‘of Voting. Decision of the Senate shall be-
ordinarily by volce vote. In speciflc Instances, however, the
followlng systems may be used,. in ascending .order of precedence.

Dlvls{pn Vote, elther by show of hands or standing, may be

taken at the request of the. presiding. of ficer or of any-

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

If réquested by any senator .béfiore a question comes to

vote. |If, ‘however, there be objection, a seconded motion

must obtaln a two-thirds majority of- members present

"before the secretary shall record the ”ye;s and ''nays."
- In such case, discussion i% In, order.
c. Ballot Vote

l. Ballot votlng shall pertaln in all elecflons and in all
cases, involving the reputation of individuals.

2. Ballot voting may be extended.as a courtesy to any senator
when requested. |f, however, there be &bjection, a-
motion for ballot s?all require the seconds of flve
senators before it hall be entertained by the chalr. Dis~
cﬁsslon Is tHen in order, butan affirmative vote of one-
third of the senatofs present and voting shall be

«< sufficient for adoption, of the ballot method.

Section 3 - Voting Positlons. There are three possible posltlonsz
affirmative, negative, and ®hstention, expressed In the recorded
tallf as ''yaa,'" ''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

"lnvolved

)

Sectlon L - Presentation of Motions. Substantive motlons should _
normally be presented In form and typewritten. Supportive reasons
should accompany each, for the cgnvenience of \senators. The- -signa~
ture ‘of the sponsor and ordlnarlly. of the second should be
appended . . :

)
: .

Section 5 - Assignment of Motions. Each motion wlll normally be
asslgnied by the chair to the proper standing, or ad hoc, committee.
The Executive Committee shall receive mosions not clearly “within
the jurlsdlctlon of another committee, or where concerns overlap

Sedt on 6 chhedullng of Motians. No proposal which would
jnorma Jy require action by the standing or_ad hoc committees may
Jbe submitted later than the Febtuary meeting of each academic
year. Moreover, no action by the Senate may®be. ‘taken on any,
commi ttee report submitted later than the  first Senate meeting In

Apl’” ; . . ) 94 . *
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Section .7 - Effectlve Date.. Ordinanjly, no proposals for Ehanges in
curriculum, college regulations, administrative procedures’ or - . '
orgamizational structure voted by the. Senate ipall take effect
soaner than the beginning of the academic yea " subsequent to passage.
Emergency exceptions shall require ‘a separate vote to-implement,
passed by a two-thirds mdjority of ‘those present and voting at the
next Senate meeting following the one in which the original motion
passés. These provisions, however, shall not apply to\ameﬁdments of

“the Senate By-Laws under the provisions_of Article X. _
. .« . :

"

o€

Section 8 - Reports of Motions
a. Immediacy. . Committees to which motions have been ass}bned'wlll
report on each such motion at the next regular meeting of the
Senate. . . ) - ]

I

. by Interim report of subject and status at eadh regular -
meeting until a final report is submitted.

c. Refdsal. A committee‘'may refuse to consider a motion sub--
mitted to i1t, but such refusal and its reaspns 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 conslde#ﬁtion and report. The Senate
may call back for consideration any motion from any committee, -

. by majority vote. . : - ’
% 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' mallboxes at least 48 hours before the meeting scheduled
to consider thém S © L -
e. Minority Repont. 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. '

I3

, , .
Section ‘9 - Emergency or Exeeptional Actlion. . Any substantial
motion, except a change in the Senate'By-Laws,,may be cons|deared
at the.meeting tn which I't Is Introd ced, provided: . - s
a. That the motion and ‘its rationale aré,reproduced and in the
- hands. of each senator bef're-tha meeting Is called to order, .and

b. That a two-thirds ballot”vote of all senators present and
- voting supports ltmediate consjderation.

Section 10 = Floor Prbcedure., - " . .

a. Order of Debate. AIl] discussion and debate'shall take place
through the chair, after proper recognition by the presiding-
officer. No direct 'exchanges between Individual members wi.ll
be.considered In order. For convenience, the presiding '

officer may relinqulish the gavel temporarily to the chalrman

. / of a comhittee, or a-special speaker, but’ may resume it at
any time in the Interest of order. : . ,
. b. Floor Courtesy.. Senators should adopt the courtesy standards

common to other legislative bodies, when referring .to each other
) and to members of the college community. e
- ‘ . R . o - ! '
v “ ’ | . o :
. ‘ ppendix 11-3
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b. - lnterim Report. “ Matters requiring long study méy'be'handled e .




'; . Anticle VI Speclal Committees B ‘ ©
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-

c. Time and Sequence. Senators Should‘ordlnarlly cpntress'their

comments Into a two-minute speaking time.' Those who have not
. yet spoken to the. subject will usually be given precedence
. by the chalir. ; B .
d.. Limitation of Debate. At the end.of 15 minutes, the chalir.
- wlll conduct a voté on whether to-refer .to’ committee. A
\ o negative result will continue discussion. Ko cloture will be
-‘entertalned during the first ISrMJnutE‘perlod, although the
chair may put the question after detennlhing that' there. are
further speakers to be heard. '

S
‘e

e. Vacating the Chalr. On request of any member the parliamentarian:
may rule that the gavel must pass on to the vice-president, '
because of 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, requifing a vote of one-thivd of
those present. .and voting. The vice president will -then -assume
the chair. In- the event the vice president is not available;
. the secretary shall preside. © -

~
4

Section |1 - - Courtesy Period:. Each meeting shall. conclude with a period
6f not more than 15 minutes duratfon, In which any senator may speak for
‘one minute on any subject affecting the college community, excepting mat-
ters on the agenda of that particudar meeting. Any motjon'offered must
be In the usual form, “including slgnatureg'ahd rationale, and be ag:#gned
to the committme. At the outset of each meeting, after the roll ca the
presiding officereshall inquire which senators have matters for the tourtesv,
period. He will then announce at the opening of that ggrlod the requisite
number of minutes before adjournment. At that time debate shall cease and
these members be recognlzed. o Tt

-

Section 12 - Adjeurnment. All meetings of thq;Senate shall adjourn by 15
minutes before the closing of the ining commons. Any vote té keep the
Senate in session past this time must be by ballot, requiring a three- °
. fourths majority of .senators voting. :

> . - o

Article V  Standing Committees
-

[ o N :
The Stahding Cqmplttees of the College Senate shall be:

The Executive Committee e
Admissions and Standards .

Curricula raduatf and Undergraduate) o -
College. Welfare ) ‘ '

Student Affalrs and Organizations

VIEWN —

4

The Executive Committee shall conglst of the president of the cdllege,
who shall preside;’ four other members to be elected by the Senate; and
the Senate vice president and- secretary; as non-voting observers.” Al]

other standing and ég,hoc-commlttees of the Senate shall be appointed by
the president of the co||eae'wlth the advice,and consent of the executlive

committee. _ eh _ ) .

o

The College Senate may‘establ[sh other committees as needed. Such com-
mittees shall be directly responsible to the Senate - "

4

) t ’ ¢ . . ‘ ’
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Article VIl Function of the College Senate

The Keene State College Senate shall be the leglslatlve body of -
Keene State College, under the leadership of the.president of the
College. It shall have leglslatlve jurisdiction, subject to the
approval of the Boand of Trustees, in all matters of educatlonal
polzcy and program an student actzvltxesa

Artlcle Vlll Faculty and’ ‘Student Representation on-the College Senate:

Twelve representatives to the Keene State College Senate shall
“be elected at large by the entlre departmental faculties from
those holding the academic rank of instrué¢tor or above. Each
department shall elect one representative to the Senate from
the tot&] membership of the depatrtment, lncludlng 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 7 . : .
2. Education : ' : -
3. English - ‘ - ' _ S
. 4. Foreign Languages S
.5. History s
6. Home Economics - . .
7. Industrial Education T : S
8. Library - . ' - _ : o
9. Mathemafzcs - L o

10. Music ’ o v T
1.1. Physical Education R
12. Science o _
13. Social Scienees , ’ : . T

14, Wheelock School ) )

15. Professional 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 ang electing student representatives shall

_ be at the discretion of, a‘ carried out by, the Student Senate.
) In addition, the President of the Student Body 3hall be a member,
ex officio.
¢ Faculty departmental representatives and student representatlives
shall serve for a term of one year. Faculty at- large members
shall serfve for a term of three years. Annual elections shall:
: - conducte) each May, by checklist and secdet ballot, including the

- names- of all persons eligible, to choose one-third of the at-large
members. Each department shall elect its own member 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 officlal 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 approprlate
constltuency . . '

'
. .
+
3

-
'

Article IX Fundlng

Funds shall be provided by the College to implement the work of
this Senate and its committees. 97 -

’

[Kc
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“Article X . Amendment of By-Laws [ .
These By-Laws may be amended by any reguiar meetlng Qf the College
Senate by unanimous consent. of 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 pre-
vious meeting.‘

w

Article XI .Facuity Appeais'Committee

. -

- rfo ' - v -
Sectiorl. A Fac®lty Appeals Committee shall be established as a
~ permanent standing commgttee of the College.

Section 2. It shaii function as a mediative.and adjudicative
body to ‘deal with the personal professional problems of member s
of the faculty which cannot be resojved through ordvnary administra- .
tive -and deeartmentai procedures.
Section 3. Any member of the faculty shall have the right to- have © -
his case considered by the Faculty Appeais Commi ttee. )
i
Section h The Facuity Appeals Committee (FAC) elected in the
Spring shall be composed of five tenured members of the faculty.
_ Those faculty ‘members currently servirg on the Faculty Evaluation
‘. . Advisory Committée (FEAC) at the time of the (FAC) electiop, in-
cluding alternates, shall hot be eligible for election to (FAC)
at that election; nor shall the newly. elected members of (FAC) be
eligible for election to FEAC 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 Articie ,

Section 5. }he members of .the Faculty Appeals Commlttee shall be

elected by the entire departmentai faculties #t each regular : T '
election.

The persons receiving the saxth and ‘seventh highest number of
votes shall. be desagnated 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. e -

-

Section g’ The members of the Faculty Appeals Committee shall draw
up and submit to the faculty for apbroval a set of procedures for
conducting the business of the Committee.~ Each member of the -
faculty shat!l receive a copy of the set of procedures~as approved
by the faculty. ' S _ . .
? . . . : N
Section 7. The Facuity,Appeais Committee shaii eiect 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 the.Committee, such _
member or members shall temporariiy retire from participation in its - (/—\\

. proceedings. . . 98 .
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Article X1 CurPlcular Function of the Graduate Councllﬂ

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

L

Article X1 Procedure for’SuUnlssion or Revision or Additions
- to. the Curriculum Committee of the College Senate

All proposals not requiring an additiqnaf‘monetaryikommitment
on the part of the Cbllege, shall be submitted simultaneously
to the dean of the college and the members of sthe curriculum-
commi ttee. In the event of an addltional Monetary Commitment
the proposal shall be sent directly to the dean of .the college,
~ who shall d|ssemlnate the information to the Currlculum Com-
) mittee at an approprlate tlme ~ .
. & .
All. proposals shall be sent to the members of the Curriculum
»,Committee no later than the end of Felaruary, if they are to
be considered for suansslon to the €College Senate for ‘legis-
latlve actton .

by

*

Upon not|f|cat|on by the chaurman of the Senate College
Curriculum Committee, the individual, group and/or department .
shall have a representatlve attend the meeting at which the
proposal |s to be dlsoussed

Article XIV .Prooedures'for Regular Senate Elections |

13 *, . .

. . .
‘Section I- Voting Eligibility. Those who hold the academic
rank of Instructor, Assistant Professor, Associate Professor
or Professor and who are employed at least half-time ares
eligible to vote.i; FEAC,~FAC, and At7ftrge.e1ections.

. ‘Section 2_- Notice. Date of electlon should be set at the

* first meetlmg of Executive Committee, announced by memo to all
eligible voters and noted verbBally at the September meetlng
'Subsequent publication of this verbal motice will appear in the,’
synopsis. ln the cases of Personnel Wel fare Committee, %gnate
notification at the meeting immediately prior to the election
date will give Senators an additiopal reminder which they should
transmit to'their constituents.  Prior to both elections, notice
of date, place and time~of elaction should appear in the "Calen~

i‘ car of - Weekly Events' published b the Student Union Staff.

. : <
Section 3 - Ballots. Not-later than two weeks- prior to either

election date, a sample.,ballot and voting 1ist should be sent ¥
to all eligible voters aldng with instructions to contagt. the
Senate Office to report errors, withdrawal of names (in—%rltlng)‘
and additions to the ljst of candidates. These emendations

* should be in the hadnds of the Secretary not later than one
week before the electlon date ' :
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Article XV Election Appeals Commi t tee

‘Verification of the final ballot should be made by the Execut|ve
Committee. Not less than 48 hours ‘before “the election, .the.
final ballgt and voting list should be available for inspectian
in each Department ond in the Senate offlce

Section 4 - Appeals. All appeals regarding eleetion procedufes'

- shall be, directed tc the Election 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. )

. 4
LI .

.

Section 1. The Electidn A s'Comnuttee 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 EIecb&on Appeals Comn/ttee shall elect a chairman
from among ItS own membership.

< .
Section 3. The duties of the Election Appeals Committee shall ’,
be: : ’

a. To serve a< an appeals board to investiq;te 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, and which in any way alters or negates the said
election, rust pass by a maJorlty of the: senators pre-
sent. : . )

4 ' . [

Section 4. Any complaint or appeal in respect to,an election must

be presented in writing to the Committee within ‘three days follow-'

ihg” the election.
4

Section‘5. In the event of a'conflict of ipterest for a member or
members of the commi ttee in any given case, such member or thembers
shall temporarily retire from partlcnpatlon and be replaced by an

alternate or alternates.
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e .
’ - . KEENE STATE COLLEGE
AT - PARKING REGULATONS L. .
. PARKING LOTS AND HOURS: L .

: .

. L4 » .
All lots are public from 5:00 p.m. to 11:00 p.m., Monday - Friday, 7:30 a.m.
to ll 00 p.m. Saturday and Sunday. : ) .

The followlng 10%% are rg;&rlcted from 7:30 a.m. to 5:00 p.m.: ‘ e
ZONE A: Hale Building -- for Admlnlstratofs onlyﬁ

t

ZONE B: Elliot (Front of Building and first row ln back) - for Staff only

ZONE‘C:"Alumnl Hduse (Back of Carroll House) = for Faculty 6 Staff only

- ZONE D: Student Union - for full-tlme Employees of the Student Unl6n

ZONE E: Library, Hlllsborough House and Fiske - for Faculty 6 Staff, ERN
-ZONE F: Bushnell & Tisdale Marrled Students Apartmepts - Residents of
Bughnell & Tisdale Apartments only,

-

iONE G: Elliot & East Bays of Centtal Lot (South of Commons) - for om=-
: ' muter Students except for those reserved for Commons Emplo les .. o
. r 3
ZONE H: Central Lot .except East Bays 1 &.2 (South of Gymnas{um) and
. Owls Nest 364 - for Resident Students.

Hours: -Zb hours, Monday - Sunday, Resldent Students

© 5:00 p.m. = 11:00 pym., Monday - Friday, Publlc
7:30 a.m, - 11:00 p.m., Saturday £ Sunday, Publte - ,
Recreation Area (Lot Northwest &f Gym) - Parklng to be restricted
as area will be used by students for recreation in fali and
sprlng and as a parking lot at other times for Resident Students
Hours to bé asslgned NN .
. ZONE I: Whitcomb Bulldlng A NOrth Bay Ellfot - Malntenance Employees '

ZONE J: East Bay of Central Lot - Dlnlnq Commons Employees

N ZONE L: Morrlson (3 Carle Hall - Racks for Motor Blkes only.

VISITOR -PARKING: (TWO HOUR LIMIT).-

.

' Applan Way (Between Morrison & Huntress)

A . Hours: 7:30 a.m. - 5:00 ppm//“ﬁooday - Friday, Visitors only p '
5:00 p.m, =~ 11:00 p’’m., Monday - Friday, Public —
7:30 a.lm., - ll 00 p.m., Saturday & Sunday, Public

o108 S
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.VISITORS -PARKING: (OVER THE'TWO HOUR LIMIT) - -

Visitors .to the campus who are to be longer than two hours may apply
.for.a Vistors Permit at the Business' Office (Elliot). They may be assigned
a parking lot other than.Appian Way. The speC|al permit can be good for a
fu[l work day and is, to be dlsplayed In the Front window of the. car.

STUDENT TEACHERS ¢ VISITOBS /HO ARE ATTENDING SEMJNARS OR MEETINGS ON CAMPUS:
7 ~ - ‘ '
‘Those attending seminar. or meetings on‘campus and arriving in unregistered
vehicles should receive g3 Vi.itors Permit -by mail prior to the seminar or
meeting along with instfuctions as to where to park. The permit should be dis™>x
played in the Front window of the.car the day of the seminar or meeting. ,Theszﬁi\
Visitors Permits can be obtalnedjat the Busingts Office (Elliot). !

QVERNIGHT PARKING: - ; - -

- Allowed for reqistered vehlicles with Parking Decals only in Central Lot
(Zone H). -~ .

L . , <!

SNOW PERIOD: - November 15 - /pril |
7

. It Is apparent that there is no pa}kinq in any of the lots other than o
those designated foF Resident Students after 11:00 p.m. or Before 7:30 a.m.. // .
This enables us to have these lots 5NOw- plowed free of vehicles. .
t .
REG’T‘%TRATION & FEES ‘ N e
Barking Decal: . / A
Q%EAII stddents, faculty & Staff must reglste} their vehicles .(includ-
" . 'ing®Motor Bikes) reqularly brought to the campus. By payment of
L the requisite fee a Parking Decal will be issued. - ’
) Ao : . ‘
- The Mest: for Student or Staff is the "principle purpose'' for whic¢h
. the person is at the College. - If the principle purpose for being at the
- College is to get -a degree or attend schoo! and secondly to work, the
registrant is a student. Mf the principle purpose Is to work but secondly
. to attend school, the registrant Is sta for parking puJrposes. .
Parking decals are avallable at the Business Office (Elliot). They
M *are also avallable at Registration for students. The car registration
should be presented when obtaining a decal. The parking decal shall be. ‘
displayed on the back of thq rear view mirror. For those vehlclés without _
back view mirrors, side view mirrors wlll be used. For motor bikes the -2
parking decal shall be displayed on the rear fender. ~
Fees: (Sub}ect to change pendlnq Universlity System before tKe Board of .
Tr'stees) \*“*)‘
* " 1. Day Schoo! Students , $5.00 per academic semestar ' o,
2. Summer School T $3.00 per siﬁsloﬂ o
3. Extension * . % $2.00 per atademic semester- ‘
4L, Administration & Faculty ~ 55.00 per calendar year
' 2. Non-Exempt Employens o - No charge
' . Motor Bikes ' $2.00 per academic "semester -
7. Additional decal *% $1,00 per academic sepester for
. o students,, per calendar year
. : for faculty and.admini{stratlon
, . 104 for Pty and adnintarratio
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Any one of the above who brihgs an unregiMtered vehicle on ‘the campus,
for more than a day or overnight must obtain a dated.Temporary Permit
at $1.00 which is good for a maximum of one week. A maximam of Five-

’TemEorarz Permits will be Issued after which a reqular decal wull be issued A -
without further charge. Vehicles without permits or ‘decals are charged
$5.00 per day parkinq and stnraqe fee. . -
* ‘Students enrolled in evening courses who want to use the campus durlng
s .. the day and students who carry only one course during the day.~ .
] For second car not_on camptis at the same time as first decal. A '
remPnder:* 1f 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 in"the appropriate designated lot is llleqally parked
o - and may.be ticketed or towed away S

2. Violators may be ticketed at a frequency of no less than every

two hours on a given day. ‘
o _ 1 . )

3. Each ticket ﬁust be brought to the Bursar's Office (E1liot) where
the desigrated fine must be paid within 7 days. Fines received .’

. are deposited with the Keene Endowment Association and will be

' ' used. forr student financial.aid purposes. -

"L, Visitors are asked to present their tickets to the, Business Office
(Elllot) Questions concerning parkinq 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 Ildenti- -

fied and referred to the Parking Court which may levy addlitional
fines or take any reasonably " necessary steps to enforce parklng

gzjjations : r ‘ ,

6. The Parking Adjustment Office will notify chronic-vlolators and
‘personsewith unpaid tickets of the - time, date and 10catlon of
_sessions of the Parking Court.

7. Unless all fines, levi
sar's Office within th

by the Parking Court are paid at the Bur-
stated period:

esters will be voked

a. The right to re-refister at the t:llege in subsequent sem=
b. No transcripts/for said violators will be issued by ,the

’ ’ \ Registrar. ‘ '
o " c. All rights to park in -any campus lot will be revoked.
p . . ~ A

. " BURSAR'S OFFICE: Elliot Hall. N TN - , ’
Monday - Friday_ 9:00 a.m. - 3:30 p.m. N '
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1. Fallure to properly reglster a vehicle $2.50
2. Failure to properly display decal © . 2,50 - -t
3. Parking violation - first offense - 1.00 S
4. Parking violation - second offense . 3.00 . .. -
5. Parking violagion ~ third offense : 5.00 and referral to
_ . . . Parking Court
6 subsequent violations of regulations 5.00 and referral to
N r " Parking Court
7. All violations shall be cumulative durling
the academic 'year.

All

PROCEDURES FOR VEHICLES BELFEVED TO BE ABANDONED: ‘ S

CARS WITH A KSC DECAL: . - o L S

- . . They may remaln in designated areas as long as decals are valid. ~_
. 2. When decal termipates: T .

8. A notice will be placed on the windshield of the vehicle;
. this notice will direct the owner to contact the Securlty
Office and to make appropriate arrangements for his car. -
A b. 1f, after 30 days, no arrangements have been made, the
g vehicle wil] be declared abandened and removed by the City ~
i of Keene. . '

. c. glf/subSequenfly claimed the owner ls.subject to all fees,
K : . fines and charges outstanding against the vehicle,

~ -
[ 4

. CARS WITHOUT A KSC DECAL: ‘

P

1. A notice will be placeq on:the’windshleld'of the vehicle; the notice
"wWill direct the owner to contact the Buglness Office and to obtain

-

a decal. , oo .
2. If there Is no decal on the vehicle after 30 days, the car wili be_ .
decla:ed abandoned and .removed by’ the City of Keeﬂb., A‘-

3. |If subsequently claimed the owner Is subject to all feeg, fines and

a

. * . charges outstanding against the vehicle. - -
v T &, . B

, PARKING COURT: : | -

D ’ . ’ : - AL
» MEMBERSHIP : . —_— .

« . . -t

. .+ The Court shall det ne its own meetling schedule and the rules * ‘
vy - governing its o on, =The Court shall be composed of the following //J
ﬂmk<§gzk members a nted by the President.of the College. -« ’

- . Rl

..

Three students recommended by: the Student Senate President.

One faculty member rec&hmended.by the President of the Faqulty 7
v Assoclatlon® One person recommended by the local President of

SEA Chapter. +One person appointed by the President of the €ollege.

10 - - .
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THE PARKING COUhT SHALL HAVE THE AUTHORITY TO:

-
’

1. Levy flnes above and beyond those listed in® the
Parking Fines: '

) .

-

The parking regulations will be strictly enforced.
shall be at the discretion of the campus Security Of
superiors, and any costs of towing shall be paid by

/
¢ .

>

Schedule of

2. WEthdnawhparking‘priyileges on campus,
3. Refer any case to the Student Personnel Deans or proper administra-
tive offices-for action. . '
X H. ‘Assess penalties for:failure to appear ort dye notifjication, withput
official excuse for valid reasons. -

AW : : .

The judgments of the Court shall be final.. The-Parking Court may
recommend patters relative to parking to the College Parking Policy
Commlittee. ' , )

ENFORCEMENT : '/

Necessary towing
ficers or. their
the vehicle. owner.

All violatLpns shal} be Impartially ticketed by the Security Officers.
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